1) Write a correct order with the following information:

- you are a wholesale distributor of drills and drill accessories in Dortmund:

Kunze Bohr & Bohrmich

Rheinische Straße 12

44713 Dortmund

- you are interested in ordering products of the company “Rowland’s Drills & Screws”

- state that where you noticed the company’s offer (on a fair in Frankfurt)

- you have good business cooperation in Austria, Switzerland and Belgium

- you claim to be able to also distribute the goods in the mentioned countries

- you know samples from the fair  

- you would like to place an order of 

750x professional drill type HJK-1234 

750x hobby cordless screwdriver type SHI-965

and a sample of new appropriate bits for each item

- ask for the terms of delivery 

- the goods need to be in Dortmund by June 20 because of a reason you make up

- friendly set phrase etc.
2) Ackowledge the order:

Rowland’s Drills & Screws
5 Ipswich Road

SE 11 Kennington 

London

England

- make up a name

- you are pleased and interested in the offer of the distribution 

- confirm the order

- you are sorry that you do not have samples at the moment; offer to send them later without additional costs for postage

- make up the shipping conditions but mention that you only accept payment in advance by new customers

- ask for a company’s brochure and about business connections to France

- friendly set phrase ect.

