Enquiry (päringu esitamine)
	Dear Sir/Madam

We are looking for a new supplier of healthcare products and your company has been recommended to us.

Please send us a current price list, together with information on delivery times and costs. We would be grateful if you could include some samples.

Yours faithfully

Ann Holm




A reply (vastus)

	Dear Ms Holm

Thank you for your interest in our products. Your e-mail was forwarded to me by our colleagues in Sweden.

We offer a wide range of products, all based on natural materials and we believe in buying from Fairtrade organisations.

You will find further information on our website. Please e-mail me your postal address and I will send you a copy of our new catalogue. We have local representatives and I would be happy to arrange a visit.

I look forward to hearing from you.

Yours sincerely

Jane Hall




A further request (täiendav palve)
	Dear Ms Hall

Many thanks for your prompt response to my enquiry. Your catalogue arrived yesterday. Would it be possible for one of your representatives to visit us? We are very interested in ordering from you but there are a number of things which we would like to discuss face-to-face.

Best regards

Ann Holm



A reply (vastus)
	Dear Ms Holm

Thank you for requesting a visit from one of our representatives. Eva Hill, our senior sales manager will be in the Baltic countries during the last two weeks of May. Would May 24th be a suitable time to visit you? If not, perhaps you could suggest some alternatives.

Looking forward to hearing from you.

Jane Hall



A cover note (lühike kaaskiri)
	As requested, I enclose a copy of our latest company brochure. Please let me know if you require any further information.

Regards

Jane Hall


Useful language/ kasulikud keelendid

· Please send us your current price list…. /palun saatke kehtiv hinnakiri/

· Can/could you send a list of your products… /… toodete nimekiri/

· Can/could you send us information about….

· Can you let us have more details.

· Thank you for your interest in our products. /Täname teid huvi eest meie toodete vastu/

· Thank you for requesting information about…

· Thank you for your enquiry about…

· Your e-mail/letter was forwarded to me /edastati mulle/

· I will forward/pass on/ your message /ma edastan teie kirja/

· Please forward this message to the appropriate department. /Palun edastage see teade vastavale osakonnale/

· Many thanks for your prompt response/quick response. /Palju tänu kiire vastuse eest./

· We are very interested in ordering from you. /Me oleme väga huvitatud teilt tellimisest./

· Would May 24th be a suitable time to visit you?

· Does Thursday suit you?

· What is the best time for you?

· Would May 24th be OK?

