A first contact from a company /esimene kiri asutusse, kellega ei ole varem suheldud
	Dear Sir or Madam/ Dear Colleague

We are writing to invite you to a conference in Tokyo /to offer you co-operation in marketing our products/. This will be an excellent opportunity to meet local suppliers and agents.

Please take a look at our website at www.ic1wz.co.np where you will find details of the conference schedule and our online registration form. /…where you will find more information about our company and products./

Please do not hesitate to contact us if you require any further information.

Yours faithfully

Minori Kishimoto

Conference Organiser




A reply /vastus
	Dear Mr. Kishimoto

We are very interested to hear about the forthcoming conference in Tokyo and would like to attend. I am pleased to attach our completed registration form and look forward to hearing from you soon.

Yours sincerely

John Nash



A request for further information /täiendava info küsimine
	Dear Mr Nash

We have received your application and are pleased to inform you that we have reserved the necessary equipment for you, as you requested in your registration form.

Could you please send us a fifty-word summary of your company, for our conference handbook, by the end of this week.

Best regards,

Minori Kishimoto

Conference Organiser


Introducing the company /firma tutvustus
	Dear Mr Kishimoto

Thank you for your e-mail. Here is the summary of our company for the handbook:

We are an established company in the UK with over 30 years’ experience of providing management training for the manufacturing and service industries.

We can provide a range of training programmes, on-site, at a venue in the UK, or online, at a competitive price.

I hope this is acceptable. If not please do not hesitate to contact me.

Looking forward to meeting you in Tokyo.

Best regards

John Nash




Notes

· In formal letters use We are writing… (not I am writing).

· Please take a look at our website at….

· Please visit our website…

· You will find our website at …..

· Forthcoming – lähiajal toimuv, peatne
· On-site – töökohal toimuv

· Venue – ürituse toimumiskoht

· Could you please send us a summary of your company…

· We would be grateful if you could send us a summary…

… by the end of the week (nädala lõpuks)

… before Friday (enne reedet)
… within the next 24 hours (lähema ööpäeva jooksul)

…. In an hour (tunni aja pärast)

…. As soon as possible (asap) ( nii kiiresti kui võimalik)

…. Promptly (kiiresti , koheselt)

· We are a large manufacturing company specialising in…

· We are one of the leading producers of ….

· We are the leading exporters of …..

