CHAPTER : 3
THE INQUIRY

A. Pendahuluan

I;etter of inquiry (surat petmintaan penawaran) adalah surat yané dibuat
oleh calon pembeli atau pelanggan kepada pihak penjual untuk meminta
informasi tentang produk barang/jasa yang dijual atau yang dapat disediakan.
Informasi mengenai berbagai hal seperti daftar harga, katalog, potongan harga,
Syarat-syarat pembayaran, model barang, warna, jenis barang/jasa, serta
berbagai informasi lainnya. Pada umumnya inquiry dibuat atas dasar informasi
dari berbagai sumber seperti iklan, relasi, dari perwakilan atau dari berbagai
sumber lainnya.

Dalam surat inquiry yang dikirim pertama kali (first inquiry), sebaiknya
dinyatakan dengan jelas informasi apa saja yang diperlukan, nama barang/jasa
dan dari mana informasi diperoleh. Juga dapat ditambah berbagai informasi
mengenai bidang usaha, kebutuhan barang/jasa yang diperlukan dalam periode
tertentu, dll.

Jika surat inquiry dikirim oleh pelanggan, pada umumnya bermaksud
untuk mendapatkan harga-harga istimewa karena sudah sering melakukan
pesanan atau pembelian barang. Karena surat seperti ini maksudnya untuk
memperoleh keringanan harga, maka sebaiknya dinyatakan jumlah pesanan
yang akan dilakukan pada saat-saat yang akan datang, atau ditambah pula
barang-barang/ jasa tersebut sangat laku di pasaran atau wilayah pembeli.
Dapat juga ditambahkan dalam surat ini untuk menyatakan apakah harga
sudah termasuk asuransi dan biaya pengiriman.

Berikut ini contoh-contoh surat inquiry.
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B. Contoh surat inquiry
1.

JOHN CLARK & Co. Ltd.
40, Market Street
Melbourne, Australia

—

——————— s

Februari 13, 2009

We have seen your advertisement in Kompas and are interested in your
Computer products. We have a considerable demand here for various

computers and would welcome your pattern book.

Please quote your lowest prices and tell us what discount you can allow for
orders franco Melbourne, state your terms of payment and earliest de!ivery

date.

If your goods satisfactory and you can guarantee regular supplies, we may be
able to place regular order with you. As we have a wide connection, we would

be interested in sole agency.

We are looking forward to receive your reply soon.

Yours faithfully,

Bob Marley
Marketing Manager.



2.
Dear sir,

We have your address from Messrs. Brown & Co. Ltd. of this city,
who informed us that you are producers of hand made shoes.

»

We do a large bussines in this line, for which there is steady den;and
here, especially for the fashionable designs.

Will you please send us pricelist and catalogue of all designs you have
in stock, also details of cash discount and terms of payment.

We would in a position to give you an order if you are prepared to
quote the keenest prices.
A prompt reply would be appreciated.

Yours faithfully,

3.
Dear Sirs,

We have had an inquiry from our customers for the furniture and equipment.
As we think your products are the most suitable for their approval.

Your furniture and equipment would be the most up to date design. Will you
please let us know wether you have the goods in stock, and if not, how long it
will take to complete an order for quantities required. Kindly let us have your
lower prices.

We would very much appreciate an early reply.
Yours truly,

4,
Dear Sirs,

We saw your suits clothes and dresses at the Java Fashion Show held in
Yogyakarta on 17 August. We feel sure that your products are the most
suitable for our market , especially for teenagers.

Would you kindly send us your quotation, informing for all of your products.
We would require 1000 dresses in each of the size S, M, L and XL. Please
quote c.i.f. Singapore prices. Payment is ussually made by Letter of Credit.

We look forward to receiving your answer as soon as possible.

Yours truly,






