


Letter writingBusiness Associate Recommendation
Dear Ms Chan
Thank you for your letter of 24 April, …………………..1 the exhibition in Anytown in August.
We are ………………………….2 to hear that your company will be taking part and that you will address the opening conference.
……………………..3 the conference, we would ……………………………4 it if you could send us details of all the delegates so that we can prepare security passes. We would also …………….5
if you  let us have details of the equipment you need for your presentation.
We look forward to …………………………..6 your reply.
Yours ……………………………..7
Mary Ashford
CEO
Dear Sir/Madam
Your company has been recommended to us by a business associate and I am ………………….8 to enquire about your translation services. 
My company has recently entered the export market and we need advertising material translated into Chinese, Russian, and Turkish.
We would be ……………………….9 if you could send us your prices and terms of payment.
We look forward to ………………………………..10 from you.
Yours…………………………………….11

J.Forms (Mr)
Managing Director
-------------------------------------------
Dear Mr Kadenza
I was very ……………………………….12 to hear about your problems with the new super vacuum.
I have investigated the complaint and I ……………………………….13 to tell you that the problem is the result of faulty operation. I …………………………….14 a copy of the inspector’s report with this letter.
If you require us to repair the machine……………………………..15 contact me at the number above.
Yours sincerely
Anthony Boudy
IV Can you translate these sentences into English?
1. Täname teid 20. jaanuaril saabunud kirja eest.
2. Kahjuks pean Teile teatama,  et viimase saadetise kaubad olid kahjustatud.
3. Vastuseks Teie kirjale teatame, et kaubad on välja saadetud.
4. Oleme huvitatud Teie veotariifidest.
5. Palun võtke kõhklemata meiega kontakti, kui vajate lisainfot.
