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Ce livret s'adresse @ vous qui devez, @ des titres divers, rédiger
Tdes courriers professionnels, quelle qu'en soit la forme : réservation,

prise de rendez-vous, lettres de remerciements, de félicitations, de
réclamation, envoi d’invitation, demande d'information, expédition
de commande, de fax, elc...

Réalisé & partir de supports existant en Centres de Ressources, il
se veul pratique, concis et vous propose de nombreux modéles
auxquels vous pourrez vous référer.

Pour prendre en compte wie remarque qui m'a été faite lors de
la diffusion du fascicule «L.'Anglais Téléphoné», les commentaires
accompagnant les exemples sont en Frangais.

Vos appréciations seront les bienvenues.
- i |
- Yol TMWQ% ’

X%mt \mw /@m wlz}é



S==
¥

§
Y

7

b (r(



LA FORME

e L'enveloppe

e La lettre (présentation)
+ La date

¢ Le début

e La fin d’une lettre







Commengons par le début...

ENVELOPPE

sur les enveloppes & destination du Royaume-uni, le code postal est indi-
qué sur une ligne isolée, & la fin de F'adresse ; le nom de la ville et du pays
est écrit en lettres capitales.

Mr L. MORRIS
43 King Road
COCKINGTON
SUSSEX
CR7 8AU

Messrs L. SANDERS & Co
24 Newell Street
LONDON

R3N 8TU

UNITED KINGDOM




LETTRE (PRESENTATION)

" 23 Rue du Chemin vert

Vv A 91805 CROISSY
Adresse de lexpedlteuri . FRANCE
Date 5 June 1996

Adresse du destinataire

R —

A l'attention de ...

~ Universel Trade LTD
Wanwick House
warwick Street
Forest Hill
London SE23 1 |F

_ UNITED KINGDOM

For the attention of the Sales Manager

Salutations

Dear Sir or Madam,

Corps de la lettre

e

Compliments, voeux,
respects ou hommages

—~  please would you send me details of your radio
tetephones which were advertised in the March

edition of Phone Monthly ?

| am particularly interested in the Alpha range of
..equipment that you specialize in.

Yours faithfully,

~F P .




DATE

"En Grande Bretagne, on écrit le jouren premier ; aux USA, c'est le mois que
'on écrit d'abord.

Par exemple, 12 06 87 signifie :

-en G.B. : 12 }uin 87

-aux U.S.A. : 06 Décembre 87
Pour éviter toute méprise, vous pouvez écrire : 12th june 1987 ; tout le
monde saura ce que vous voulez dire.

DEBUT D'UNE LETTRE

iDear Sirs..........ooo 4 une Entreprise _

iDear Sir..........cocooon 3 un homme si vous ignorez son nom
{::Dear Madam ............. 4 une dame si vous ignorez son nom
; Dear Mr Barnes ... 4 un homme

‘Dear Mrs Barnes ......... 4 une dame

i Dear Miss Barnes ........ 3 une demoiselle

iDearMary ................ 3 une amie ou quelqu'un que vous

connaissez bien,

Nota: C'est une erreur de commencer une lettre par:
Dear Mrs Mary Barnes,



FIN D'UNE LETTRE

ks
La maniére dont vous terminez une lettre dépend de celle dont vous
l'avez commencée.

Ainsi :
: Dear Sirs/SirfMadam ............ Yours faithfully
i Dear Mr/Mrs/Miss/Barnes ....... Yours sincerely
PDearMary ..o Best wishes/Yours sincerely

Voici quelques formules pour terminer une lettre :

I look forward to receiving your reply/order/etc...
! Looking forward to hearing from you,

Si vous avez donné des informations dans votre lettre :

: | hope that this information will help you.
i Please do not hesitate to contact me if you need any further information.

! please feel free to contact me if you have any further questions.



Exemple

Universal Books LTD
Castle street

Burton

SUSSEX BNS 7JK

13rd June 1996

Dear )im,

Thank you for your letter of 12th May enquiring about our

promotional gifts.
We are pleased to enclose our new brochure and price fist

together with samples.
We look forward to receiving your next order.

Yours sincerely

(??ﬂgé@{ﬁ

Mary Barnes







RESERVATIONS

+ Réserver un biliet d'avion

+ Réserver un billet de train

» Réserver une chambre d’hotel
« Réserver un lieu de séminaire




ESERVER UN BILLET D'AVION

Dear Sir,

This leiter is to confirm our ifelephone conversalion this morning when | arranged for two
fickets to Be sent to us in the names of PR, Dell and B. Newsowie, sur directors, who will be
travelling London Heathrow-Rome on flight BA164 at 10.05 faurs, on Wednesday 12 June.

Please send the lickets to us by relurn, and find a chegque for £210.00 enclosed.

Yours faithfully.

X ESERVER UN BILLET DE TRAIN

Dear Sir,

Wilh reference to my telephone call to you this morning, would vou please boeit a return
ticket including couchetle in the name of Mr jofin Miles for London-Paris-Zagreb, leaving
on Menday 18 [uly, and relurning Zagreb-Paris-London, on 3 August ?

Please could you reserve a seat in a nei-smoking compartment ?

Lwould eppreciale your sending 1he tckets as soon as possible and have enclosed a cheque
for 5188.00.




£SERVER UNE CHAMBRE D'HOTEL

Dear Mr Ruggerio,

This fetler is lo confirm my telex and your answer of today in which you agreed to reserve
two separale roonis with shower and bath, from 12 June to 21 June inclusive for Mr P.R., Dell
and Mr B. Newsone, who will be attending the Textile Trade Fair in Rome.

Could you make sure that the rooms are situated at the back of the hotel, as the rooms they
were givent last year, overleoking the main road, were rather noisy ?

| am enclosing a banfer's draft for £40.00 as a depssit. Could you please acknowledge
receipt ?

Yours sincercly.




ESERVER UN LIEU DE SEMINAIRE

Dear Sir,

We are fiolding our annual conference this year in Nantes and are looking for a hotel which
can offer us accommodation and conference facilities from 15 to 18 Noveniber inclusive.

There will e 60 delegates, 15 of whom will be bringing Vheir wives. Therefore, we will need
45 single roors and |5 double with full board for the three days. Provision should also fe
made for serving morning coffee and afternoon tea in the conference reom.

For the meelivgs we will need a reow that can accommodaic 60 to 70 people, with sound
equipnenit. and if possible a stage fron where foclures and demonsirations can be given.

We will be bringing owr own visual aids with us, so it will xot be necessary lo provide pro-
jectors, boards, or screens.

Please would you send us a list of your tariffs and let us Enow if vou are prepared to allow

discounts for a Bloch booking. \f you can offor a competitive guotation, and salisfactory
accamnrodation and facilities, you can rely on regular bookings from us in the future.

Yours faitifully.




'RENDEZ-VOUS
* Prendre

s Confirmer
¢ Annuler un Rendez-vous
* Garder le contact




ENDRE UN RENDEZ-VOUS

Dear Mr Grane,

Qur Chief Buyer, Mr Narman Luman, would like you le contact us with a view to discus-
sing the possibility of setting up a comtract with your company te supply us with steel aver
the next year,

He will fe in his office all nel week, and if wou cowld write or phone him on 081.573 6621
fie wonld be glad te arrange a meeting with you.

Yaurs sincerely,

DNFIRMER UN RENDEZ-VOUS

Dear Mr Grane,

Mr Normasn Luman has asked me to confirm he appointment you made o see fing. He looks
forward lo meeting wew at 1130 in his office, al the above address. ox tuesday 2 August.

Yours sincerely,




NULER UN RENDEZ-VOUS

Dear Ms Hopper,

I am sorry to tell you thal Mr Grane will not be able to keep the appointiment fe siade to see

Mr Luman on Tuesday 2nd August.
Unfortunately an urgent matter has come up in our Lishon office and needs his immediate
altention. He offers kis sincere apelogics for the inconvenlence axd will contact you as saon

as he refurns to London.

Yaurs sincerely,

'ARDER LE CONTACT APRES UN RENDEZ-VOUS

Dear Mr Luman,

Just @ line to say that 1 was pleased we were finally able te nicet ane another yesterday after
fiaving to postpone eur meeting tws weeks ago when | was called to Lisbon.

| am also pleased we were able ta work out the main points of our contract 50 quichly and
were able to come to a mutually acceptable agreement.

It would be useful for us te feep in contact so 1 will call you in a fow weeks er so and per-
fiaps we can discuss fow things are going with our supplies or anything else wou would like
i0 talf gbont, 1 loak forward lo seeing you ook

Yours sincerely.

23
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'LETTRES DIVERSES

¢ D'introduction

* De remerciements

+ De condoléances

* De félicitations

¢+ De demande d’information

» De réponse 3 une demande d'information

¢ D'envoi de documentation

« D'invitation : - lancer une invitation
- accepter une invitation
- refuser une invitation

25



TTRE D’INTRODUCTION

Dear Mr Deksen,

The bearer of this letler is Mr Michael Hobbs, our overseas sales manager, who is visiling
Oslo o aur befialf to investigate our exporl possibilitics to Norway.

Thant you for tetter of 10 April in which you offered to fielp fim. | will appreciate any assis-
lance yoit can give, or suggestions you make.

Yours sincerely.

ETTRE DE REMERCIEMENTS

Dear Mr Delisen,

Thank gou very nuch for assisting Michael Hobbs while fie was in Oslo.

I friow hie Ras already written lo gou expressing fis gratitude, but | would life lo add ny
own appicciation. The introductions you made for him and the contacts and information fe

gained will be extremely useful in our Scandinavian expert programme.

If 1 can offer you any similar service in the future, please contact me,




TTRE DE CONDOLEANCES

Degar Mr Stanton,

| was shocked to hear aboul the death of your parfuer, Mr |ofin Brendan, and offer my
condolerces. He was a fine persen and @ well-Tiked man whe will fe sadly missed by all who

Fnew him,

Please pass my sincerest sympathies en to his family, and assure them that all fis associates
will have only the fondest memeries of fint,

Yours sincerely,

i

TTRE DE FELICITATIONS

Dear Mr Carrington,

[ would like to offer my congratulations on your being elecled chairman of our Trade
Association.

No one has done more to deserve the honour, or has worked harder lo promote our interests.
You can count on me and my company lo give you any assislance you require in your term
of office, and | wish gou every success for the future.

Yours sincerely,




TTRE DE DEMANDE D'INFORMATION (prix, échantillon, catalogue...)

I- Répondre d une publicité
With reference to your advertisement in...
With reference to your letter (enquiry) of...

2- Demander une action
Would
Could
Please send me...

} you please send me...

3~ Demander une information
IYWe would like to know whether...

Exemple :



ETTRE DE REPONSE A UNE DEMANDE D'INFORMATION
1- Remercier (d'une lettre, d'une demande)

Thank you for your letter (enquiry) of...
Note: Thank you... est moins formef que With reference to...

2- Se référer (au contenu d'une lettre)
With reference to

Thank you for } your letter...enquiring about...

Note: | enquiring nbout peat éire remplacé par un verbe + ing, par ex: requesting
2 letter enquiring about = the letter in which you enquired abou
3- Joindre (4 un envoi)
We are pleased to enclose...

We have pleasure in enclosing/sending...
We enclose/We are sending...
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ETTRE D’ENVO! D'UNE DOCUMENTATION

“1- Attiver I'attention
We/l would (particularly) like to } draw your attention to our.,
May | {new range of cars)

2+ Faire une offre

We are offering...
We can offer... } (2 special discount)...
We are able to offer...

3~ Exprimer un souhait
We hope (that) you will be {pleased with the catalogue)
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NCER UNE INVITATION

¥

Dear Mr Grant,

We would life to invite you (o attend our award cerem
being held on 14 December this year. The proceedings wil
5.00 in lhe afterngen, after which a dinner will be given

As one of our distinguisfied ex-students we would like y
dents with @ short speech of your choice before handing o

Altheugh we realize you are busy we fope you can find tir
forward 1o seeing you.

Yours sincerely,

CCEPTER UNE INVITATION

Dear Mr Edwards,

Mr Grant, our directar, fias asked me write to thank you ¢
atlend the award cercriony and speak at Claremont Colle

He has fond niemories of the college where he trained as an
ce to visit it again.

The tapic he fias ciiosen to speak on is «Changing Technor
would appreciate it if you would let him Erow whether this

Yours sinceraly,




Dear Mr Odensa,

Our Chafrman thanks you very nch for the kind invitation you sent to attend the recep-
tion being feld next month at your embassy.

Although he would have liked to Rave come, e will be in America al that time. However, iz
sends you his best wishes and apologies for not being able to attend, and Nopes thal you will
send ancther invilation at some fulure date, when fte docs not have any commitments.

Yours sincerely,




" COMMANDES

* Passer

* Accuser réception

* Expédier une commande




ASSER UNE COMMANDE

1- Commnander
We would like to

We are pleased to } place the following order...

We enclose our (your) official order form/purchase order...

2~ Décrire le mode de paiement
We will (shall} pay for the soods by... (banker's draft) on receipt of...¢documents)

Note: shall est plus formel que will

We will {shall)... [open a letter of credit) as soon as we receive... {your pro forma
invoice).

Exemple :
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PEDIER UNE COMMANDE

We are pleased to advise | :/}:‘)utof the despatch of your order
at your order...was des
patched...

MM

Manhattan-Windsor
STEWARD ST.. BIRMINGHAM BIgTAF

Redways Lbé Your taf: WI/HD
dnit L6L our rof: EHSI
Hew Kowloow Tadusgrial Estats

Kowloon

tigny Kong 98 June 1984

Dzar Sivs
Purchase Ordey Ho. L&6IN

Qe ave pleased to advise you of the despatch of
your order le. L4620, which Wag collacted coday
¢or trcansport bY British Catedenian Alxways £o
tiong Keong.

The ¥air way-bill, w{nsurance certificate and
inyoice fov *freigh: charges and insurance are
enclesad.

we look forward to receiving further orders from
you in Ehe future.

RS

ours fazithiully

g4

?‘/
MARY HRaROY
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LETTRE DE RECLAMATION

* Notifier une erreur de livraison

* Faire une lettre de réclamation

* Réclamer un paiement, l&re, 2&mq

* Répondre & une lettre de réclam
A/ Présenter ses excuses {(pour u
B/ Exprimer son regret (pour une
C/ Contester une lettre de réclam




VOTIFIER UNE ERREUR DE LIVRaIsON

= Exprimer g Gesoin (et [q raison)
We need (the pencils},.. to {complete deliveries)
{(The full consignment) s urgently required to (complete orders)

2- Exprimer l'obligation
We must ask you to despatch the additional 8000 pencils = Jt is absolutely
essential that yoy ship the additional 8000 pencils,




\IRE UNE LETTRE DE RECLAMATION

1- Se plaindre
We/l must point out {two) discrepancies (errors) in your... (entries/statement).
We/l must point out that you have made an error... {in the total).

2- Préciser I'erreur
We/l have no record of this (...invoice) in our/my files.
We/l have no documents (e.g. packing notes) that might explain this entry.
According to our {...invoice)...the correct figure is {...£208).

3~ Réclamer une action
investigate these matters.
We should be obliged if you could... { let us have your comments/credit note.
amend the invoice.




CLAMER UN PAIEMENT

A/ Tére relance

Rappeler un accord
We would like 1o remind you that... (our terms are 3¢ days).

Prévoir up réglement simultané

if you have...(settled the account in the last fey days),..pleage disregard...
ithis reminder),
Nate: If + porp (present vetfect)...please + verh limperative)

U you have sent ~Please disregard.. y
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B/ 2éme Relance

Informer qu'une opération n'a pas été effectude
According to our records we have not yet received...(payment).

Prévolr une action 1égale
...unless you...(settle the account] by...(10 August) we shall be forced to place

the matter in the hands of our solicitors (lawyers).

MM‘M—/
e e

Fimerighy Warches ple

sine | e - .

Fell ppmiee Tl (961) 836147

Manchester Mg g1 i Felex: 863321
; R G(m—,ez

F?S:,lf? Braancamp Your Rer.

Purtugat Our Raf: gspy

bzar 54p

Statemen N
Gn 16 4 Latemar 3 apey
: aY we remiag -
Tor 58838,03 1.a (00C YOU THaL yvour anes
QU *records e O PEEn settiag hia) account
' theTefare enclose 4noy, Yot rReniy SLarding to
close another copy or tn”aYmEnt eng
e & statameny,

ot

Flesse g¢
2 give this g
i let gy g 38 your frmeg;
5 BAVE Your sramisr,or t0iate attent
emittance by tention

- = 9 Teturn,

Youre f2ithein y

+

It i
JLf[/fifiﬁijﬂq/ﬂ £ A |

i



C/ 3éme Relance

Rappeler les faits
We have sent you two reminders
We have not received your remittance.

Transférer le dossier au service furidique.
We shall be forced to place the matter in the hands of our soliciror.
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EPONDRE A UNE LETTRE DE RECLAMATION

A/ Présenter des excuses
S'excuser (pour un retard)

. {the delay in replying to your letter),
//We must apologise for... { (not replying to your letter),
Expliquer la cause.

{This/The move to a new office)...has resulted in...(delays).

Prendse un engagement

I/We(can} assure you that... {there will be no more delays in future)
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B/ Exprimer son regret (pour une erreur)

We are very/extremely sorry to learn that...(a mistake was

We (greatly) regret the...(inconvenience caused...)
S'excuser

Please accept our apologies for...ithe inconvenience
We...offer our sincere apologies.
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C/ Contester la réclamation

Exprimer son désaccord
We...cannot agree with your...{figures),

Indiquer la cause du malentendu.
We feel/think that you may have overlooked...ithe carriage charge).

S'assurer d'un accord mutuel,
We hope that you will {(now) feel able to agree...(with the calculations).
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DE RECEPTION
D'UN PAIEMENT

ACCUSE DE RECEPTION D’UN PAIEMENT
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RESSIDN D'UNE
CANDIDATURE

* Accompagner le C.V,
* Rédiger le C.v.
* Faire une lettre de motivation,



ACCOMPAGNER LE C.v,

1 would like to apply for the post of (...personal assistant) advertised in
(...today's Guardian).

Or:

| have seen your advertisement for a [...personal assistant} in {...today's
Guardian} and would like to apply for the post.
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EDIGER LE C.V.

"

CURRISULUM VITAL:
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iRE UNE LETTRE DE MOTIVATION

(Si vous n'envoyez pas de C.V.) _—
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ELECTRONIQUE

X, GCORRESPONDANCE ELECTRONIQUE

* Mettre en forme

* Utiliser le vocabulaire adéquat
* Connaitre les abréviations

* Accuser réception d'un fax

* Spécimen divers




Cade du destinataire ....oeneonn )
Information/ message ... |

Nom de I'expéditeur ..o |

337861 MJLB

Please quote two thousand MV/60
Engines CIF CAIRO

.YASSAR CAIRO

Répétition des mots importants.....,.A,..,...,EOGO MV/60 + 2 *

*+ ?: Réponse, confirmation demandées,

{++: Fin du message.

*P*EF - parex, : HUT ***** HATS - Montre une erreur).




TILISER LE VOCABULAIRE ADEQUAT

Il est parfois fmpertant d'utiliser, dans un fax, aussi peu de mots
que possible, sans nuire & la clarté du message.

Ontission de mots.
We will despatch the two machines on 2 July
devient :

Will despatch two machines July second

oU encore :

Could you please replace the goods which were damaged ?

devient ;

Please replace damaged goods,



"Vous pourrez d'autre part rencontrer des formes abrégées, comme:

PLUS
ASAP
TLX
INFO
PLS
u

YR
RQST
DTD
THKS
RECD
ATTN
IMMED
LTR
CLD

ou comule:

SOONEST
LOWEST
B/E

ETA

oK

OK?

RPT

CIF

coD

NNAITRE LES ABREVIATIONS

as well as, and

as soon as possible
telex

information

please

you

your

we request that...
dated

thank you
received, we have received
for the attention of
immediately

letter

could

as soon as possible

your lowest price

bill of exchange
expected/estimated time of arrival
we agree

do you agree ?

repeat

cost, insurance, freight

cash on delivery



Voici 4 exemples, dans lesquels vous renc
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CUSER RECEPTION D'UN FAX
ki3

“Par fax 684727 LBCFD

CONFIRM RECEIPT ORDER MD/43672 .
WILL DESPATCH CIF LONDON SOONSETXXXXX

SQONEST
NINN TOKYO
MD/43672 ++

Par courrier
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concrétes;

Piéces
indisponibles

Accord pour
piéces de
remplacement

Instructions
a un fournisseur

Avis de
crédit bancaire

PECIMEN DIVERS

“Voici enfin quelques spécimen (Fax ou Telex) décrivant des situations

HIBITEM P

CANHOT SUPPUY TEM R432 ON GEDER DRSNTY BUT Mist
AVALARLE FLEASE CONFTRM ACCEFTANCE
SATEAROME

RARIDR ST NG+

ESIBMERE

HIN ACUEPTASLE GHLY ON SAME TTRMS A5 F2R2 MAMELY
b ar

FLVHCH ERMERGA

HIMBIR DO 42

RID LM TED

BUY REVERAT BUTY 500 THREE THOUSAND UNION SHIFPIHS
AT EEST CONFTRMATION MOLIOWS

DALE FRETON

L YRR BHIPPING &

SHTRPNLYA
YOUR RACCRESIIED T NS HURDRED AND EICHTY
FPOUHLG STERL

NATICNSL BANK OF [RBAN
SPOUHBE STERLING 5 »




“NOTES ET MESSAGES DIVERS




Noles ef messages (divers)

lenny rang abost |].

Urgent

Call her before leaving.

lofin called - weeling a1 4 - Roam 2.
I'll be there about 3.30.
Should be interesting |

Can you bring the D,C, file ?

Fred,

Frank Woods rang - bad news - job’s off -
Gave it to o firm in Winchester - fie'll call back
with details but gou can ring him befare 2.30.

lackie.

Laura,

Alain tried to call you but
there was ne answer.

His plane won't get in till
10 p.m.

(not 9 p.e. as he thewght)
He still wants you to nieel
him.

Sat. Afternoon.
Paul, Where were you ?
You missed tie opportunity of the year -
Ta enlertain aur representative in Viel Nam,
Very disappointing. Ring vou sometine soon.
Briain

Lucy rang about 1.
Cail fier back before leaving
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How aboul lunch ?
jim’ll be in Paris

Ring me before 11.




Private notes






