KURS SPRZEDAWCA Il STOPNIA
PRZEDMIOT: JEZYK ANGIELSKI
ILOSC GODZIN: 30

NAUCZYCIEL: MONIKA LATKOWSKA

MAIL: md.latkowscy@gmail.com
TEMATY:
1. Miejsce pracy
2. Informacje natowarach i opakowaniach
3. Metki i etykiety
4. Liczebniki
5. Wyposazenie sklepow - stownictwo
6. Obstuga klienta (rozmowa sprzedazowa, sprzedawca-kupujgcy)
7. Obstuga klienta (negocjowanie warunkéw sprzedazy)
8. Cwiczenie na ocene - scenka rodzajowa
9. Testwiedzy z zakresu przyswojonych zagadnien
10. Porozumienie o wspotpracy
11. Zapytanie ofertowe
12. Odpowiedz na zapytanie ofertowe
13. Oferta handlowa
14. Oferta cenowa
15. Cwiczenie na ocene - przygotowujemy oferte handlowa
16. Zamowienia
17. List przewodni
18. Realizacja zamoéwien
19. Test wiedzy z zakresu przyswojonych zagadnien
20. Umowa sprzedazy
21. Przypomnienie o ptatnosci
22. Reklamacja
23. Odpowiedz nareklamacje
24. Faktura i raport kasowy
25. Obstuga kasy fiskalnej
26. Test wiedzy z zakresu przyswojonych zagadnien
27. Poszukiwanie pracy — oferty pracy
28. Poszukiwanie pracy — CV i list motywacyjny
29. Poszukiwanie pracy — rozmowa kwalifikacyjna
30. Cwiczenie na ocene - piszemy CV i list motywacyijny



Topic: Types of shops

sklep spozywczy -

sklep miesny -

piekarnia -

sklep odziezowy -

sklep obuwniczy -
warzywniak -

kiosk -

ksiegarnia -

. apteka -

10. kwiaciarnia -

11. - jubiler -

12. sklep z artykutami pi$mienniczymi -
13, sklep meblowy -

14. sklep monopolowy -
15, dom towarowy -

10. centrum handlowe -
17. sklep rybny -

WO NOO RGNS

flower shop * clothes shop * chemist's * butcher's * bookshop *
baker’s * department store * furniture shop * fishmongers’s *
greengrocer's * off-licence * grocer’s * shopping centre * shoe shop
* stationer's * newsagent’s * jeweller’s

Topic 2: Shopping tags (sklepowe etykiety)

sold out -
bargain -



price cut -
1/3 off -
tax free -

jakos¢ dostawy -
w100% odnawialne -
pilne -

obnizka -

kup teraz -

Topic 3: Package labeling (informacje na towarach i
opakowaniach)

: :l ' PLEASE ’
HANDLE WITH CARE

; DO NOT DROP




FLAMMABLE

~ HANDLE .
'WITH CARE

| KPREMIUN Y}
AT




Nutrition Facts
{854)

Serving Size 3 0z.
Serving Per Contaings

 100% A

GENUINE % D CERANL T

{ EATHER e S bk 8 it o i SapeL o
i 2300 1aods

delikatne * nie upuscic¢ * informacje zywieniowe * prawdziwa
skora * 100% jakos$ci * traktowaé delikatnie * prac w 30 st. *
produkt ekologiczny * fatwopalny



5 (o] T3 (T ELUGHLE

(rozmowa sprzedazowa, trzecia rozmowa

Good morning. This is Marla Kotecka from ,Ogrody i Spotka”. Can I speak

negocjowanie warunkéw sprzedazy)
to Mr Smith?

Smith @ . IR s ;
I'm calling in connection with my order number ™ ... .Id like
BUSINESS CONVERSATIONS to discuss some details. When can we meet?
Is next Monday OK with you? I cceriisciiinnnnn be in the office this week.
I'm afraiddts @ ... Lle rnassns » ,
n Will you speak to my assistant?
l | Yes, certainly.
Call my ofﬁce then.
n Wysluchaj czterech rozméw telefonicznych i uzupetnij brakujgce informacje. e 0]
[n: 6] czwarta rozmowa
pierwsza rozmowa Good morning. Could you put me through to the Managing Director?
Sunny Fruit, good morning. Anna Nowak speaking. How can I help you? , I'm afraid he is in @ @ ..o with a client at the moment.
Good morning. Tm '@ ... cLE L5 civenners in purchasing apples. Canl® ... 58088 a message?
Just a moment, please. Il ® .........ccccvoninininnnsss POUL scsupsessbblpos hesstbiessvnc it Tell him please that Jan Nowak from Drevex phoned. We're a new company
to the Selling Department. producing furniture for the © ......... REIVER L o B TR market. We may
(a few seconds later) place an order for your wood but first Id like to discuss some details like the
Pm afraid the lineis @ ... 2088 , Doyt wantto/ ) . 885 ? Wi you quote, terms of © oo and discounts
No, T dor’t. I'll call later, directly to the Selling Department. Can I have the you grant.
extension, please? I'll certainly pass that information on to the director. We may also send you
Yes, certainly. I's © ..ocooomeussemeeeesesns our priceD...... Auisgs and the latest brochure. Can I have your address?
M A . Thank you for your help. It's Pudawska @ .t B , Warsaw.
: Thank you.
‘{ruga rozmowa . n Przeczytaj dialogi z ¢éwiczenia 1. Korzystajac z nich, wpisz oryginalne zwroty
Good morning. I'd like to speak to Mr Smith. | wyrazenia obok polskich odpowiednikéw:
Wheis Sea ang plcats Y |) Smith przy telefonie
Maria Kotecka from ,Ogrody i Spéika’, ' calling about the ©........ L y i g CHOIC e Simaiu S et sl E——
I'm going to sign with Mr Smith. ‘ ' ) CHWILECZKE covuvuniieneienmsiicnsssssssbimsanmassibicblivmnnsesnmnsesssssissssenmsssssmasssssasessanssssssnassensasecss
I see but 'm Sorry Mr Smith is N0t ® ...cceececceescsesssersnsssssees at the moment. NI Lo - c R ————re R
Hieis @ om0 %, of town. Do you want to leave a @ oo iieeeeeseanees ? l) pola,czyé e R SR s irissassessass s sassannans s g RUESRTOR R SR RRSES SR HOULY
+ Yes. Tell him please that Maria Kotecka phoned. He will know all the details. () NUIET WEWIELIZILY «ovcvvveseuisenssssssssssssssesssssessssssssmssssssssssassssesssssssisssssssmssssssssss s
PI i the information on to the boss as soon as he is back. 6)  AOSIEPILY crvvesssieceeiurssssiiesiessssssnsissssssssssssssssssssssisasssssssssssssssssssasessossss s smssssanesissass
May [ have your ntmber, please? ARRZCLEN i " —— R S
39




A

Wysluchaj nagrania i uzupelnij dialog brakujgeym ffor s jaind

Giood morning. Robert Smith speaking. How can [ help you?

Good morning. My name is Krystyna Zieliniska. I run a furniture shop in
[<lodzko and planning to open a new store in a neighbouring town. That is
whyl am looking for a new @ ......udibiidmm. . L have just seen the
brochure and price list you sent us and must say that your products meet our
expectations.

We are pleased to hear that.

However, I believe you could make your prices more ® ..., :
Well, the prices quoted are subject to variation. We usually grant © ...
............................. discount for payment within 10 days on the receipt of order.
Actually, I have been thinking of entering into a long-term cooperation.

In that case you may count on further @ ... 0wl i . We offer
4% discount for regular @ .iiddund BN s and another 4% for
ordering bigger amounts.

Ihat sounds reasonable for me. T will think it over.Thank you for all the
information.

You are welcome. We hope to hear from you soon.

BUYER - SELLER CONVERSATIONS

n Uzupelnij rozmowy sklepowe wyrazami z ramki (A - assistant, C - customer).

v+ How can [ help you?

9 e 101 s sisstiiBonnnann that jacket, please. »

AWhat @ e are you?
) Medium,
\ Just @ moment, please. Here you are.

TR R R S e does it cost?

C: Good morning, You've got some nice, red heelsin oo e T ¢
How much are they?

A:'They are $ 89.

C:'That s a bit expensive,

A: Yes, but they are a real " ... ;

C: Well, can I try them on?

A: Yes, of course you can. Here you are.

(a few seconds later)

A:How do they feel?

C: Comfortable. I think I'll take them.

A:$ 89, then.

C: Here you are.

A:$ 100. Here is your @ ......coicsissenssens Keepthe®......... 0ok , please.
You may need it if you want to make a refund.

C:'Thank you. Good bye.

change leather receipt = tryon howmuch window size

Dopasuj odpowiedzi do pytan.
CanThelpyou? T e

How does it look?
These shoes are too small. Have you got bigger ones?

Where is the changing room?
Is this the right size?

Do you accept credit cards?

Sorry, we have only the small ones.

[ think it suits you.

Over there, on the left.

They are a bit tight.

No, thank you. I'm just looking around.

Sorry, cash only.

n Wrybierz whasciwg odpowiedz.
gdy pytasz o ceng jednej rzeczy, uzyjesz ZWTOEOW: - .ssinssisssonssesvemnensibusyyonmodazsseset]

1)




DOPERATION AGREEMENT

u Dopasuj nastgpujace zwroty i wyrazenia do zwrotéw i wyrazéw z ramki.

1) tre$¢ porozumienia

2) naruszenie kontraktu
3) zasada rownosci

4) obopolne korzysci

5) wylaezny

6) ma prawo do

7) ujawnia¢ poufne informacje
8) wczesniejsza zgoda
9) znak handlowy

podpisa¢ umowe

upowaznié
pelna suma

strata

wygasniecie umowy
obowigzujgce prawo
skierowa¢ sprawe do sadu

strona naruszajgca umowe

~ trademark  content coopearatlon breaching party
Z breach of contract ‘advance consent “principle of equality  authorize
- fullamount smutua{ benefits fileasuit rights and obligationsis,
A5 termmatlon of agreement ~ 7 exclusive - shall have the rightto . applicable law
j;dlsclose confidential information  sign a contract loss 7




" REQUEST FOR QUOTATION

. “zupelnij zapytania ofertowe wyrazami z ramki.
i

ﬁ great selection of cars - reasonable prices - professional services

SAMOCHODEX LTD

ul. Putawska 76

00-950 Warszawa

Poland

tel. /fax: +48 22 756 55 75

21 April 2012
M Robert Smith
Safies Mznager
Seadibch: Co.
& West Avenue
Cark. Ereland

W& Swe Been informed that you are the @ - importer of spare-parts for Japanese
S i your region.

W% &= 2 private company selling Asian cars in Poland and are interested in ® ...
& W term contract for spare parts. Offers should include, apart from the usual details, quality
“eseotion, kind of packing and technical data, Inform us please if you grant a discount for

Wi Sock Sorward to your @ ... SeRgs ...... TESPONSE.
Simers socerely

payment major prompt signing




4

Tor COMPUTEX

Prom: "Be Bright”, software dealer

Subject: Enquiry

Senti Mon, May 21, 2012 14:29:42 GM'T'+00:00

Dear Sirs
We have seen your ® ., ..cvveeneaioin i in ‘Computer’s World.

| We e leading dealers of software programs in our region with branches in 8 major cities in

Poland and are looking for ® .......................... for our stores.

I'lease send to us your latest catalogue and a price list for computer software. Inform us if you
| allow any discount for regular @ .........coociiinii.n. of large quantities as we are interested in
along term cooperation.

We hope you willl® ... v zinatin,

. an offer at your most favourable terms.

Yours faithfully

suppliers advertisement submit purchases

| Dear Sirs

| We would like to inform you that we are interested in obtaining regular supplies of your fabrics,

cspecially poor wool and linen. Please, send to us your catalogue, pricelistand @ .....................
As we have a steady demand for our products, prompt delivery is essential. Therefore, please
inform us whether you would be able to deliver within 2 weeks of ® ..............cccoein. of order.

lcnow whether the prices quoted will remain © ........................ over the year.

[f your prices are competitive and the goods meet our @ ......c..oovvvnieiiiiine , we are ready to

|
\
| We would like the shipment to begin in March and continue until the end of the year. Let us
| place regular orders.

We look forward to hearing from you.

Yours faithfully

samples firm requirements receipt

B
Dhear Sirn

We saw youu

would Hke to know i you can supply us with the goods we need

variety of dog care products at this year Weoelaw fali il

Weare ausmall company producing dog care products, Currently, we wee selling on the dosiesti

marker but planning to™ /. aha e o our business and export procucts (o Wester 1y

rope; Theretore, we must be sure that the © ....oovveiiiiiniimmminmg of the goods meet the Fuiopes

Ulndon standards,

Please send to us your offer for dogs’ cosmetics, collars and accessories together with the terinm

you are prepared to supply. Inform us please what your @ ... delivery date |

We would also expect a quantity discount for large and regular orders,
IMease treat the matter as urgent.

e |.n|||f|l||)’

earliest expand wide quality

n P'rzejrzyj zapytania ofertowe z ¢wiczenia 1. jeszcze raz. Korzystajye # nich

wpisz oryginalne zwroty i wyrazenia obok polskich odpowiednilkdw

i) Zostalidmy poinformowani, 2. ...ttt e
| Ehclelibysmy poinformowacd, Ze ... inmibithililnniini S
1) jesteSmy firma ProduKUJECE ........orsmesmeenssinssrsoseenessorsbes st R
B Jestedmy firmg sprzedajgcg it oot e ‘
') jesteSmy zainteresowani regularnymi dostawami........oeeiiiinininn ‘
f1) jestesmy zainteresowani podpisaniem UMOWY........cceeveereuversernirsnssnrinnion
} AIUGOLErMINOWA UMOWA .uvviiecesesesensessssssmsonsansesionssssosnsasersasets i MR ATAIIII

) regularne zakupy

U)  duze 1oSCleniennrenreneeeereenns y

1) sklada¢ zamowienie

Bl)  UAZICIAC TADAML. ..oveeerrenesrernoneossseenssrasssssesnssssrissosos robensesrsbvas 100 kA IS ORI ;
i) rabat loSCIoWY s smmnessrnnnsrssss i T .
11) konkurencyjne ceny.......c.ccccoceerrerrrrnnens o, 0 (s 11

11 rynek krajowy

1) spelnia¢ wymagania

53



Japowiedz na zapytanie

ofertowe

QUOTATION REPLY LETTER

n Uzupetnij odpowiedzi na zapytania ofertowe wyrazami z ramki,

A
l paint your dreams with best wall paint colours
Y,  FARBEXLTD u. Ogrodowa 15 53-209 Wroctaw tel./fax: +48 74 856 34 56
19,
.
N—
Mr Krzysztof Baraniec 12 May 2012

Remonty i Wykoriczenia
ul, Krakowska 45
50-500 Jelenia Gora

Dear Mr Baraniec
() 1 H
ol A S to your enquiry of May 2" we are pleased to inform that we have

samples by separate post. All colours are carried in stock what enables us to ©
delivery within 7 days of receipt of order.

We would like to mention that we allow a special discount of 3% for settlement within 14 days
fromithe dateof e o il

We hope our products will meet with your approval, If e N s v oo any further
information, please call us at the above telephone number.

We look forward to hearing from you.

Yours sincerely

Robert Cork
Managing Director

the paints in quantities you require. We are SeHtnEVOMMININE of our

B
Dear Sirs

Thank you for your letter concerning our sewing machines and for interest in our produts,
We are pleased to inform that these goods are available from @ ......................... Y

Our sewing machinesiare ®.............oo i for their excellent quality. They are selling well
on both domestic and European markets. -

d :
YV it i e our price list and contitions of sale, We are sure you will B o
prices competitive as we allow 7% discount for bigger ¥ ............ o and another A% o
cash payment. Please remember that we require payment within 7 days of
the order.
Do not hesitate to write to us again if you have any questions.

We are looking forward to receiving your order.

Yours faithfully

A X 7
‘ enclose = stock effecting well-known quantities

C

Dear Sirs

We have received your enquiry of 3™ November and are glad to inform you that we can
W e e you with the fabrics you require. We are also able to meet your delivery

We recommend trying samples before placing an order because we do not accept
bl e . We would like to inform that we cannot guarantee firm prices as they
are subjectioi? o nait o o without notice. Prices quoted in the current price list are
for orders over $ 25,000.

We enclose full details of our termsand @ ........................ of sale. You can order by phone
on weekdays from 8 a.m. to 5 p.m. or by mail at any time.

We hope you find our offer © ............ceceviinnne. . Please contact us if you have any questions,
We look forward to hearing from you.

~

Yours faithfully

range reply effect require Involce

60

supply variation conditions competitive returns

6l




»w. Dostawa natych-
y niestety moga ulec
rienia mozna skladac
vbka odpowiedz.

" QUOTATION LETTER

‘. _zupelnij oferty wyrazami z ramki.

Electric Kit
~Smznt & Light” Wholesale
Friday. May 11,2012 10:29 AM

- PLN 10.20
wmberssnake - PLN 9.50 (per 1 m)
P poe wrench - PLN 101
: Seses screwdriver - PLN 6.20
wockestester - PLN 106

¢ orices quoted are for quantities over 500 pieces

the following prices on plumbing

swmment should be made by Irrevocable ® .............c.ouueeen. of Credit
e peices include delivery @i
BRI discount for bigger @ ... .l
B e deliver within 4 weeks of @ .....oooocoiiiinnnnnn. of order
E qugte reéeipt Leﬁer charges  quantities

67




'ORDER « COVERING LETTER

" zupelinij zamo6wienia i listy przewodnie wyrazami z ramki.

<

Sklep Meblowy MEBELKI
ul. Diuga 82
42-208 Czgstochowa

e’ World Ltd.
. Awvenue, Radcliffe,
smester M26 3ED

DER No. 735/Y
cuote this number on all correspondence)

2012

Cat. No. = Price perunit Total Value
Desks (black) 23/b £250 6,750
Desks (white) 23/w £250 3,250
Desk chairs 25/d - £170 6,300

: sixteen thousand eight hundred pound | Total value: £16,800

subject to 10% discount
date: 30 July

-at: bank transfer
of transport: by road

+eeeeveenne s please limit the weight of each carton to 80 kg




WIDE ASSORTMENT OF OFFICE FURNITURE « BEST VALUE FOR MONEY

Sklep Meblowy MEBELKI

ul. Dtuga 82 42-208 Czestochowa

Jack White 15 May 2012

Selling Director
Furniture’ World Ltd.

28 East Avenue, Radcliffe,
Manchester M26 3ED

Dear Mr White

Please find @ .our order No. 735/Y for desks and desk chairs.

We have decided to accept the 10% discount for orders over £ 8,000. We would also like to
thank you for the 5% cash discount you offered for payment within 14 days from the date of
the invoice.

Please note that the delivery is © ... by 30 June. We reserve the right to
e o delivery if you cannot keep this date.

As agreed, the furniture are to be packed in cartons, up to 80 kg each.
Pleasell®s Shi iida s Dy the order by return.

We look forward to receiving your advice of dispatch.

Yours sincerely

Zygmunt Niewodzki
Purchasing Department Director

refuse confirm ltem Description  packing required inwords enclosed

Hurtownla Owocow, Warzyw | Ja)
ul. Sosnowa 6

75683 Koszalin

tel, /fax: +48 94 567 87 89

Cospodarstwo Ogrodowe SADEX
ul Oprodowa 15

15 140 Serock

Chidder No. 1232/M

L Algust 2012

Quantity Description Price per ton Total Value

lonn “Golden Summer”, grade 2 PLN 870 PLN 2,610
A “Green’, grade 1 PLN 850 PLN 4,250
tutal value: PLN 6,860

B ubject to 15% cash discount for @ .........coocoovviveeresoressiosens settlement

fuiiments Irrevocable Letter of Credit
Helivery: |vy the end ofAugust

HURTOWNIA OWOCOW, WARZYW 1 JA]

ul. Sosnowa 6 75-683 Koszalin tel. /fax: 94 567 87 89

B tan Janowski

14 August 2012
~ i Diepartment Director

~dustwo Ogrodowe SADEX
ﬁ ""“'Ill'\\'il 15

i Serock

'h« M lanowski

'. Sider No. 1232/M

e our order No. 1232/M for 3 tons of apples, variety “Golden Summer”, grade 2, and

Lhmu shapples variety “Green’, grade 1. e F




1 1 Realizacja zamoéwien

C R

SADEX

ul. Ogrodowa 15, 05-140 Serock

ORDER FULFILMENT

Gospodarstwo Ogrodowe

Uzupelnij dokumenty wyrazami z ramki. L Stower 19 Augunt 2014
5 Finchiasing Manager
A > .
wide selection of ergonomic office furniture -& [ Bstownio O S Wi j
' awnia Owocow, Warzyw i Jaj
. ‘ | :
Furniture’ World Ltd. . e
28 East Avenue, Radcliffe, Manchester M26 3ED © o0 ol /fix \’(;;/'3411567 8789
IRY
Zygmunt Niewodzki 18 June 2012
Purchasing Department Director
Sklep Meblowy “Mebelki” - ¢ :
ul. Dhuga 82 S Mis Stower
42-208 Czestochowa
‘.unl« ¥ou for your @i o .. for 8 tons of apples: 3 tons of “Cilden S

"dw ‘and 5 tons of “Green’, grade 1.

From the enclosed invoice you will see that we have granted you the 10% cash discount asagreed R o ©

We have taken special note of your packing instructions and limited the welght of each cartal

to 80 kg. We trust you will find the delivery @........cc.cccverren . {0 receive further orders from you.

We look forward to receiving your © .........cccccccueinen. orders. M lncerely

Yours sincerely W Junowski

+ Diepartment Director

to you today. They

Dear Mr Niewodzki
Weconfirmithe @ can o of your order No. 735/Y for desks and desk chairs. Wit pleased to inform that the goods have been ® ........ccoooeveiresessessreniin,
R ieae B e e e TR in Koszalin on August 25. We trust you will find the ooy
We have the pleasure in informing you that all the items are in ® ... and we CHINNNEENNENEN satisfactory.
guarantee delivery by 30 June, as requested. We will advise you of the date of © ......ccccccccccccos il

~ lose our invoice No. 567 for PLN 6,860. You will see that we have granted you the 10%

Jack White

Selling Director

shipped  order agreed supplied

due

stock receipt further satisfactory disr:vatch




1 PAYMENT REMINDER LETTER

Z2poznaj sie z przypomnieniami o platnosci i uzupelnij luki wyrazami z ra-
) S1¢ Z Przy] wy.

-

ovm rozdziale. , : =
3 = B g’f\j‘“f ]
19 stycznia 2012. @ ©) % =)

Gospodarstwo Ogrodowe

iov koszt do konica SADEX

ul. Ogrodowa 15, 05-140 Serock
 odbiorze. Emma Stower 20 December 2012
faktury. rchasing Manager
=2 0s0b trzecich ~imownia Owocow, Warzyw i Jaj
2. Sosnowa 6
g : ~ 5553 Koszalin
<it o wszelkich Wi Sax: +48 94 567 87 89
hear Mrs Stower
0 pPonosi sprze-
.= are sorry to inform that the @ of the enclosed invoice is now 4 months

. e nd . We wrote to you on March 8 © the payment but

kazdej ze stron. - = not received any reply to our letter.

= would like to remind you that according to our 9 ........ccceeriirnecirinnn, ..., settlement should
= =zde within 30 days of the date of the invoice.

 wzs2 look into this matter immediately.
Srs sincerely

 siian Janowski
oz Department Director

overdue contract settlement concerning




Hear My Incobson

W e placing a quality claim for ladies’ black coats which we ™ i, il Cagainst order
S0 Onexamining the goods we found that the finish and quality did not™
with e samples supplied, The quality of all coats 1s 9 s and some of them are

daik savy Instead of black.

W At ek you to W i the coats by coats of the quality ordered.

'LETTER OF COMPLAINT

S g our order we stressed that we needed the coats for the winter season. [f they do

s ; ; Bt rench us by the e 3 PR i S s ordaranedi
Uzupehn] reklamac;e wyrazami z el et el us by ll.u end of September we will have to @ . G the order and find
sl souree of supply.
A
S ol into this matter immediately.
. WIDE ASSORTMENT OF OFFICE FURNITURE « BEST VALUE FOR MONEY
R R N S e e A e e e A SN o A U o A o I ‘ Vilstea nlllll'lt'ly
Sklep Meblowy MEBELKI
ul. Dluga 82 42-208 Czestochowa M Fernanda Meza
Jack White 30 June 2012 : ;
Selling Director ﬁ correspond = replace received = cancel poor
Furniture” World Ltd. )
28 East Avenue, Radcliffe, ‘
Manchester M26 3ED 3; Lt My Skorupko
Jl
Dear Mr White ‘ B G (0% .. about the shipment of china plates we received on Nover
. 1 Lo 0 D checking the goods we learned that there were several ® ..o in every
Thank you for the prompt delivery of desks and desk chairs. However, on @ ... hies, We Assume it occgrred dueito {0 s packing. Please @ ... PR
the goods we found that there were 34 chairs instead of 40 ordered ones. The boxes were in JERRrn the packing of the next consignmient
perfectla s i n e AWl there must have been a mistake in making ; © is clai
up the order at your store. Wo live no choice but to ask you to @ ... the value of this claim from the value
We have no choice but to ask you to @ the missing goods immediately. i nead delivery. We hope this sort of problem does not arise again.
We would like to remind you that @ ... ... delivery was a firm condition of this : ;
order. Therefore please treat the matter as urgent. JIF prompt reply will be appreciated.
Yours sincerely ] Wi sincerely
Zygmunt Niewodzki ) e Fiddler
Purchasing Department Director i Ctomer Service Department Manager
\
condition unpacking prompt assume dispatch | breakages tighten decrease complain inadequate
104 105




Pl M Batler

Syt dearn from your letter of May 15 about the delay in delivery of washing powder

whih wae s Dy the end of November, I would like to ™ ...
© b i has caused you. However, on going into this matter we find that the delay is due
B ety conditions. Our trucks have been © s for 2 days because

TR LLann
OMPLAINT RESPONSE LETTER |
ol the dispatch and informed that the consignment of washing powder was to

3 T —. he 21 November. But since the goods were shipped well in
Uz ; < youon t g I
~ n upelnij dokumenty wyrazamizramek. SRR to reach you as scheduled, there should be only a slight delay.
A
. optonr apologies for this incident.

wide selection of ergonomic office furniture
e atnierely

Furniture’ World Ltd.

28 East Avenue, Radcliffe, Manchester M26 3ED .’R S N
S P timent Manager

Zygmunt Niewodzki
Purchasing Department Director 2 July 2012

' apologize due advance reach heldup

Sklep Meblowy “Mebelki”
ul. Dtuga 82 :

42-208 Czestochowa =

i M Wilson

Dear Mr Niewodzki
Thank you for your letter informing us about the prompt delivery of desks and desk chairs.
However, we regret to hear that 6 chairs were missin @ " ~ . 1eceived your complaint concerning ladies’ coats. We regret to hear that you are not
4 : giAflerOion i n e your { - . : i
somplaintwe foind Gatthe ke packing was made in our Dispatch Department. T have [l || with them Wethave @i o o L the goods carefully
already arranged for ® ...............ooooocoovoo. dispatch of the missing goods. RRPAch and.can © oo e TRt S
Iwouildlljke to apologize for the © ... delivery and any inconvenience it has BERERRERt you to @ i to us a few items and we shall investigate your
;il(;sseu(':h et Fnt;a;ssu.rﬁ you that the next consignment willbe @ ..., carefully " Until then, we are sory to inforituhat e canndtsend i 4 0 RS CEERE :
mistake will not occur again, ~ Lulldo our utmost to put the matter right.

1

We trust this unfortunate incident will not © ... you from placing further ;‘ ilis alncerely

orders with us.
| Maobigr | /lll(l['.\'()ﬂ

Yours sincerel
. 1‘ amner Service and Claims Department Manager
Jack White ‘
Selling Director ]
: replacement return satisfied checked assure

short investigating prevent examined immediate ]

114
1!




ngielskich.

miesiaca,

" INVOICE « CASH REPORT

- W wykropkowane miejsca na fakturze VAT wpisz odpowiednie wyrazenia
z ramkKi.

Sales invoice No. 176

.+ “Furniture and Accessories for Babies”, Cork
“Kids’ World”, Furniture Shop, Manchester
e of supply: 15/02/2012 . 20/02/2012

I

Desks

High chairs

Lamps

Delivery (net)

Terms: Cash discount of 6% if paid within 14 days

P
9

$173.50

Jane Bright

Quantity  Unitprice  Signature of person authorised to issue the invoice
Subtotal inclusive of VAT  Description  From _ Dateofissue  Total Amount
Amount exclusive of VAT To

o v

. Zapoznaj si¢ z przedstawionym fakturami. Korzystajac z nich, wpisz orygi-
nalne zwroty i wyrazenia obok polskich odpowiednikéw:

S

A T R

s
S sesessirstniaistaisiesnnsnsncnrarnianase
.............................. cevessiesssesnansnsanananans

- “emowtarzalny kod towaru (jednostka magazynowa)




HANDLING A CASH REGISTER/TILL

n Whpisz na rysunku nazwy czesci kasy fiskalnej, korzystajac z wyrazéw podanych
W ramce.

keyboard  drawerlock ~mode switch powercord operator display
printer cover  receipt paper  drawer :




