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Agency Correspondence

for it. Letter of application sould be to the point and shoylg
or 1t

other the agency applied for is sole agency or ordinary a
?‘t’ scope, which may be a town or a district or a province or
1L Roaced i

state the following:
gency; if the former,

credere commission. The writer should anticipate all that the correspondent is

interested to know about and should supply all this information as far as possible.
References may also be provided.

The addressee, if inclined to accept the offer, first makes an enquiry regarding
the financial position of the applicant from the referees. On receiving satisfactory

reply, he sends formal agreement for the approval and signatures of the applicant.

In case the reply of the referee is unfavourable, polite letter of refusal is sent to
the applicant.

24.1.TYPES OF AGENTS

() Commission agent. He is an agent, who buys or sells on behalf of his

principal. He tries to dispose of goods at best possible rates and terms and
[ecelves a commission at fixed rate.

g ' t
(i}) Broker. He does not buy or sell goods. But he negotiates and contracts

issi lled
or sales or purchases, on behalf of his principal. He gets a commussiof, calle
brokerage_
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than one firm, he gets @

try to collect orders and

es of goods to demonstrate. He approaches the
f a product. He will have an order-book ¢qp,

¢ carbons, he takes out orders in triplicate }t{aining
er, on the order-form itself. The Originaf : e
d copy (carbon) is sent to the buyer and h

with detailed information O

printed order-forms. By usin
takes the signature of the buy

sent to the principal, the secon
one he keeps in the order-books. -

ethll'd

(iv) Local Agent. He re |
district. In his area, he approaches the buyer and tries to secure orders At
' I

securing orders, the order 1S sent to the firm for whom the order is obtaineg

the expenses incurred by the agent, by way of dealing in the interest of firm ol
4 commission to the agent for his services on the basis of sales introduced b; hﬁ

are paid by the principal.

' 24.2. GUIDELINES IN WRITING LETTERS ABOUT OFFERING/GRANTING

AN AGENCY

When a manufacturer (or principal) thinks that there is a market for hjs
I i he looks for a suitable and reliable agent. While offering

an agency, he has to make an effort to show that the article sells well and is
profitable to handle, that it has a good market and a good reputation, and is well

advertised.
The important considerations while writing letters about offering or granting
an agency are as under :
(i) Reference to the potential market which can be developed and the
scope of agency business.

(i) Sales message about the article to induce the agent to take up the
agency.
(iii) Terms and conditions of agency such as commission, advertisement,

maintenance of showroom, etc.

(iv) Statement of what would be expected of the agent.

(v) Expression of the hope that the agent will accept and cooperate If

building up a mutually profitable business.

24.3.
4.3. GUIDELINES FOR THE FIRM APPLYING FOR AN AGENCY

While makin o Rl '
included g an application for an agency, the following points

must De
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o apilit and Ex p?rience' He. can well state the
i) A | his business locations, show

Besides these, he can also show his
sales with guarantee.
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PREM NATH & SONS
(Dealers in Bicycles and Toys)

M/s. Ram Lal Manohar Das,
Kalbadevi Road,
Mumbal

| Gentlemen:

We have learnt from your notice in the Hindustan Times dt. April 13, 20..

iiiiii

that you are looking for a selling agency in Uttar Pradesh. We, therefore, offe;

our services to act as your sole’agent for this state.

Our firm was ‘established in 1990 and we deal in cycles and parts of all the
important foreign makes. We are the premier suppliers of these goods to all the
important sellers in this state particularly in western districts, and we feel confident
that we should succeed in introducing your goods in U.P. We hope to give you

0 annual business of forty lakh rupees.

We are pleased to furnish you with the following references : (i) The New

+Jcle Mart Chandni Chowk, Delhi; (ii) Nath Brothers, Hewett Road, Allahabad,

nd (i Sohrabji Edulji, Crawford Market, Mumbai.
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Should you decide to appo a
safeguard your interest to the best of our ability.

Thanking you,

Kalba Devi R()ad
Mumbai '

Date ..................

M/s, Prem Nath & Sons

Dear Sirs,
We thank you for your kind enquiry relating to agency In our products,
Our products have already flooded the market in each and every important city

and it is due to their popularity that many people are writing to us for agency

work.
If you can assure an irreducible/turnover of over Rs. 5,00,000 (five lakh) we

can offer you our agency at the standard terms and conditions. Kindly give us
your banker’s name, so that we may be in a position to have further particulars

relating to your standing.

Thanking you,
Yours faithfully,

Ram Lal Manohar Das

llllllllllllllllllllllllllllllllllllllll

Encl. A copy of standard Terms and Conditions



New Delhi

M/$
Amritsal

Deaf Sirr
hank you very %

) Amritsar and your offe

ontire State of Paﬂ]ab_ upto

stantial increase It the de '
Further e tate. We are keeping your n
i

qnsider our agency for

Thank you once again for your offer.

D. R. ENTERPRISES LTD.

August 3, 20...........

ch for pointing out the inversely market for our products
r to act as our bound to a sole selling agent for the

the end of this financial year. Unless there is a very
mand, it will not be possible for us to establish

ame on our records and shall

cies in the s ords .
Amritsar if we decide to have more agencies in Panjab.

Yours faithfully,
for D. R. Enterprises Ltd.



9. Letter from a Manufacturer Offering an Agency
ANKITA ELECTRONICS

M/s Sujata Blectromies,™ ~ ~ . " T T o
Tilak Nagar Market,
Delhi-110015

Dear Sir,
Ref : Offer of Agency

We have come to know from our survey that you are doing 800d by
in electronic goods for the past ten years in your locality. We wish vou o e)::\ess
eng

your business operation and for this purpose, we are ready to offer you a
selling agency for the Ambala-Kurukshetra belt of Haryana. SOle

There is a great demand for our products in the whole of Haryana We hay
g

only one agent in Haryana, i.e. at Sonepat. The dealers in your area buy direc
from us and they feel a lot of inconvenience. Our records show that youyy fu-ml);

also a regular dealer of our products. If you accept the agency, all our Customers
in your area will be benefitted with your expert services.

We are sure that our agency will be beneficial for both of us as it wi]l not
only increase our sale under your representation but also enhance your reputation

in the area.

We will provide you a commission at the rate of 20% of net sale during the
month. You will also be entitled to a bonus of 5% if your monthly sales exceed

Rupees two lakh.

We will pay you first class railway fare, boarding and lodging facilities
whenever we require your visit to us. We will undertake the publicity of your
firm from our advertisement budget. Furthermore, our sales executive will help
you in window display of our products at our cost.

You will be required to furnish us a security deposit of Rs. 50,000 which
will be refundable when your agency is terminated. If the terms and conditions

offered by us suit you, then intimate us at the earliest.
Yours faithfully,

Sd/-
General Manager




