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Structure ¥ ¥, :

a. Letterhead {53k

b. Reference and Date %5 #1 H 1]
c. Inside Name and Address {5 PN 4% FR A HLAE
d. Attention Line {3

e. Salutation  FRIF

f. Subject Line S (b))
g-Body {53C

h. Complimentary Close 4% EBAliE
i. Signature 2%

j. Enclosure  [ff{4

k. Carbon Copy Notation #5i%

l. Postscripts  Bft 5

Letterhead
Reference Number
Date
Inside Name and Address

Attention Line
Salutation

Subject Line or Caption
Body of a Letter

Complimentary Close
Signature
Enclosure

Postscript

E-mail B804+
B, IR (CE-mail) A8 A% 2 PR R il B AN TRJ TG AS [8)  {H G 2H R FE AN S — 30y, Kk ik
B IR RS A IS . P HRFE AR ZGE A X X X @ X X, com, @R X
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X MBARTK 7 44 » @S5 T X >G4 . FH A i R A i A% A T P 44 @163, com,
P 4 @sina, com 4, 7 538 5 AL S — I b WA . AR RS T 45+
R AF B RSk A E SCR BEABE R

From: cornelltrading@share. trading. com
To: peterqianmarketing@ml—leather. com
Copy': shirlyassistant@share. trading. com

Date: Friday, May 18, 2018, 10:35 AM
Subject:  Inquiry

Dear Mr. Qian,

I am glad to see your products at China Import and Export Fair in April this year and
am particularly interested in your high-fashion handbags in a variety of leathers.
Would you please send me a copy of your handbag catalogue with details of your

prices?

As we said, we are a large chain of retailers in line of fashion consumables and loo-

king for a manufacturer who could supply us with the subject products for this mar-

ket.

As we usually place very large orders, we would expect a quantity discount in addi-
tion to a 10% trade discount off net list prices. and our terms of payment are nor-

mally 30 days draft, documents against payment.

It shall be appreciated very much if you may copy your reply to my assistant Shirly.

I look forward to hearing from you soon.

Yours sincerely,

Cornell Jones

I  The Ways of Writing Parts &0 E/EEM

1. Letterhead (f§3k)
As the first and most obvious part of a business letter, the letterhead expresses a
company’s personality. It helps to form one’s impression of the writer’s firm. Styles

vary considerably, but they all give similar information and include the essential particu-
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lars about the writer—name, address. zip—code, telephone number, telegram/telex/
fax number and E-mail address of the company. It is usually designed and printed in the
center or on the left margin at the top of the page.

2. Reference Number (2% %5 /&% L 95)

The reference number is generally used as a useful indication for filing and consult-
ing for both sides, so it must be easily seen. It may include a file number, a contract
number, an L/C number or the initials of the signer and the typist’s initials. If you find
the reference number in the incoming letter, you need to take the form as “your ref.”
and “our ref. ” in your reply. The position of the reference number is often one or two
lines below the letterhead.

3. Inside Name and Address ({5 N4 FrAHHE)

It consists of the name and address of the receiver. It appears exactly the same way
as on the envelope. Inside name and address are always put at the left margin at least
two lines below the date. When the receiver is a company, type the name of the compa-
ny directly. When the appropriate head of department is known, address the letter to
them by their official title. e. g.

The Sales Manager Ms. Sarah Davis
The Space Engineering Co. » Ltd. Sales Manager

830 W. Lauridsen Boulevard 369 Lincoln Street
Port Angeles, WA 98363 Seattle, WA 98362
USA USA

Messrs. Richard Thomas &. Baldwins
Ltd. ,

150 Gower Street

London W. 1.

England

Attn: Mr. John Smith, Sales Manager
(R IRLE - oA R D

4. The Subject Line (FH/FriE)

The subject line is often inserted between the salutation and the body of the letter,
either beginning at the left margin or the centre, depending on which style you are u-
sing. The subject line helps to invite attention to the topic of the letter. It is especially
useful if two companies have a lot of correspondence with each other on a variety of sub-

jects, as it immediately tells what the letter is about. It is also useful as a guide for fil-
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ing. It can begin with or without “Re:” or “Subject:”. Sometimes, you can see the sub-
ject line is underlined. No matter what the form is, it should always denote what the
letter is about.
5. The Complimentary Close(45 BAUE /1)
The complimentary close is merely a polite way of bringing a letter to a close. It is
usually placed two or four lines below the last line of the body of the letter. There are
many different complementary closes that show respect, but it should match the saluta-

tion.

Il Addressing Envelopes 15 £ H) 5 ;

Guangzhou Foreign Trading Corp.
599 Dongfeng Road Guangzhou, -
Stomp
Guongdong,,
China
Overseas Trading Co.
24 Park Street
London EC4
Englond
Urgent

IV Writing Principles of the Business Letter 5 {5 /&N

Some Criteria for Business Letter Writing:

A. Courtesy #L5i

In our letters, we should always keep in mind the person we are writing to, see
things from his angle, visualize him in his surroundings., sce his problems and difficulties
and express ideas in terms of his experience.

B. Correctness 1Effi

Correct grammar, punctuation and spelling are basic requirements for business let-
ter writing. Also,we should choose the correct level of language and use accurate infor-
mation and data in our letters,

C. Clearness i

We should first identify what we want to express and then express the idea in plain,
simple words and formats.

D. Completeness 57 %%
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Our letters should include all the necessary information and data,

E. Conciseness  fij it

We should write in the fewest possible words without sacrificing completeness and
courtesy.

F. Concreteness EL{&

Our writing should be vivid, specific and definite.
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WME— BHEERSENERMIIR

1. Good, straightforward, simple English is what is needed for business letters.

i 5517 bR T e 14 2 B L TR WY T E B Y D50

2. It should hardly be necessary to stress the importance of courtesy in your corre-
spondence.

A T ALS Y S AR BRI RGA

3. There are letters with no other purpose than to remind the recipient of the send-
er’s existence,

A L5 H A= R BRI E A FNIE S (5 NI

no other than [fgee--- INEA HA 5 I 2

He has no other friends than you.

V  Supplements %}3E

LB 1

BE HIN BT R4S

(DA R TE RS L ASBE 00 2483 2000,

(2) Ay 5P AR AR IE TR . W (3/9/99) FEARRTEIE R {4 rh

(3 AL A4S A Aug. F8E August, Oct. 183 October,fH May.June.Ju-
ly A B ARSE , NP4 T

(4 HWAW 1,2,3,4,5,4,11,12,+++,21,22,23,24,+++,31 &, 1} ] 1st, 2nd
3rd,4th,5th, -+, 11th,12th, =+, 21st,22nd, 23rd, 24th---, 31st, F BRI F, A
PR . A H I Z RIS AR T AR Z i U 5 i T

& LR 2

TN\ AFRBYRTTE AT C/OCcare of) , BB HAEAS ARG E—H R AMG,. B H
ANYrE BICEAZEYR, A BRI E R AR TR E 718 oK 235 LAY, Jo— & @ {5 Hhhk, {5
P s A VA T ANERTR, iR 2,

w3 3

A0SR R A B P26 A AT DB [ BP0 gt 3 402k A SR, AT FEAR A e fe 1Y)
25 FATEEHICC to X X X7EE“CC X X X7, B bk < X X, BAEME ] E-mail BEAS . 76
LRI Wk N T — AR AT P02 " ul - CC e ] iy LR ATk skt . A5 8651
MR 5 Bt m] LB A P s (R F “  F40 26 (BCO)

w L BRE 4

e PAF A SL se Feak wlis I T A AN [R) A4S0 , 45V e 7 2 MR R

(D F FERE 2R IR A3 0 28 20 X 3k skl B3k X,

(O FRIF A 92— Dear Sirs. 5 HiES . EXMA Gentlemen. J5HE 5.

(g5 IR, JexCR 320 2 DA A HATA], 72 26 20T Sincerely yours, HEEH T
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FDLABAE . BEXAR B AR BRI RAL B T H

(D HIE R AN, Je X024k H — H — 4Ry . 2X04%H — H — 07

OO FHBEAE S UUE ANk 4 bk, e 2 i 172, 2L, o)
O KAE NS ok B TEA T M, BB B, a5 m9 a8 BiE A AIR-
MAIL”“VIA AIR MAIL”“BY AIR MAIL”, 335 7efr A9 45 B AR 256 3000 5 7 i g 22
H R T5

Practical Training

1. Arrange the following contents in proper form as they should be set out in a letter:

(1) Sender’s Name: HUAXIN International Trade Corp.

(2)Sender’s Address: 198 Zhongshan Road, Shanghai. China.

(3)Sender’s Telephone: 86—21—12345678.

(4)Sender’s Cable Address: 400330.

(5)Sender’s Telex Address: 2216 sh CN.

(6)Date: September 15, 2015,

(T Receiver’s Name: Standard M&N Company:.

(8)Receiver’s Address: 26 Fifth Avenue, London, U. K.

(9)Subject: Refrigerators.

Message:

We thank you for your letter of September 3, 2015, inquiring for the captioned
goods.

The enclosed booklet contains details of all our refrigerators and will enable you to
make a suitable selection.

We look forward to receiving your specific inquiry with keen interest.

2. Address an Envelopes for the Above Letter.

3. Write A Letter to Your Teacher:

From: X X X@qq. com

To: X XX @qq. com

Subject:; X X X X XX

1E3C: Tell the teacher whatever you want to say, so she/he could know you more.

Famous Dictum

—Business demands faith s compels earnestness s requires courage » is honestly self-
ish is penalized for mistakes, and is the essence of life. (William Feather)

FOPESR A EE ARG A B e Aenl, B 540 BB AE. (5
JE -« 90

—Property may be destroyed and money may lose its purchasing power; but,
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character , health ,» knowledge and good judgement will always be in good demand un-
der all conditions. (Roger W. Babson)
WF 7 ] R AR B BT AT BB AR A — SO (HJ2 A A B R R R4 8 1 ) 7
AEATE UL T ER AN AT B . (B - WL A 2D
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IﬁE: L_LJ\%%Z‘%

HEE=

EAENEEYVSHER, EREXNAZHF AT EENHERRELSHE
2E), HE—NEENXSTE, REEFAGEENREE M, LWEANMES
B2B Wuh ESIE E=AN A%, TRXLEEE2WEIRID, EE’J%KE%EFHE
BERAFANBSMNBRZ S, BXAMX—EN,EXBNTHERE—KRE5ES
HER, BEATENES , FEEERBIIREANE  BEXRE, 9F BT
B ASMNIAFMEE, MET R LR,

BIKES

AT EHATE HRETMN ES
55— SHBENEF,

F5Z BN R

EHE= REEVRGAENRSB,

Task 1 Searching Potential Customers

55— ISHREENER

Usually. you can secure all the necessary information about a new customer with
the help of the following channels:

@D Internet;

@ trade fair or exhibition;
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@ advertisements in newspapers. magazines or on TV
@ the chambers of commerce both at home and abroad;
® the introduction from your business connections;
® the commercial counselor’s offices;

(D the market investigations;

® banks.

1. Commercial Counselor 45 2 %¢
2. Just as a factory requires a complete set of machinery to proceed with production.,

so does a foreign— firm need extensive business connection to maintain or expand its

business activities.

TR G PR 2 BB, AP B W) SR AP BT R 45 =5 22 vz Bl 55
K&,

3. Traders must not only do everything possible to consolidate their established re-
lations with firms having precious business but also develop and revitalize their trade by
searching for new connections from time to time,

BN — )] 58 2 0 [ 25 2 N7 b 552k A2 A AT Z B8] 9 ¢ 2R 5 T LI iy 28
BB A G IR K JRFIIR 4 5

Students Activity 1

P2t I3 s T2 (Group) SR U TE 8 N2 A 20 AT AR 48 BE R S8 B i Ol
WEANE UL/ N BIBA (Team) , 43 B4y H RS AIE R

DAV / BN (Team) —AEE HAL, 2% H IS XXX 520wl AT BUS 51 3R]
R E A A 28 1975 i Dl 55 Y ] 208 B . 00 | 5 4% /N 2 AR sl 1ok 4% 2R
TE AR A w] B AR IR B RGO . IR AL DRI 28 25 R 1a) B E 28 5 T i

PA/INER /A BRCTeam) S A7 AL HRAS A BRI 20 205 LR

Task 2 Self Introduction
EFEZ BENA

{32 1 AT 180 28 WA A 48 R LA L2 P i s 18] PR G BT 9 2 /R
F 3 A5 2 A A (2 mIPET Ol 55 Y L 5% B 25D L A Rl O ST 96 4 6T
PEALIRIERGE ) IZ I HH B L PR BRI S A R 45 . IR % T PITEE R K H i
B AT 0 340 AT 1) 350 P A 3 7
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Pl

I F L NS W PRI T NS B RN BT XA W%,

Letter 1

Dear Sirs,

We owe your name and address to the Commercial Counselor’s Office of the Swedish

Embassy in Beijing who have informed us that you are in the market for Textiles.

We avail ourselves of this opportunity to approach you for the establishment of trade

relations with you.

We are a state-operated corporation, handling both the import and export of Tex-
tiles. In order to acquaint you with our business lines, we enclose a copy of our Ex-

port List covering the main items suppliable at present.

Should any of the items be of interest to you, please let me know. We shall be glad

to give you our lowest quotations upon receipt of your detailed requirements.

In our trade with merchants of various countries, we always adhere to the principle
of equality and mutual benefit. It is our hope to promote, by joint efforts, both
trade and friendship to our mutual advantage.

We look forward to receiving your enquiries soon.

Yours faithfully,
Richard

IR R P e A7 SRR P (5 R B {5 R B0 AT B R
S HH P SETE I R — A DI ZE A 41, N A A Al R EEAR O L BE e gy ™
af SRRV 7= A TS AL T A BRI RE 0 45 L B 22 w1 el B SRl E AL

TR 55 Y T -t 2808 R R B RE 0 BN 2, - AT Mk A B8 B 15 6L X
JE ) PRASF AU » 1 i 5 X A1 O s RIS SR R PR — L AR B 00 L BB — S A B
Dy B3N B A R B 22 AR R A B
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Letter 2

Dear Sirs,

This is Water from SHV Company. 1’ve been working in DVD field for more than
five years. Hope that I can serve you with my professional experience from now on.

Please feel free to study our offer as below.

Firstofall, Iwouldliketointroduceyousomeinformationaboutourfactory. SHVCompany
is a professional manufacturer in producing Portable DVD Player, covering 7, 8.
57,97, 10.27. And SHV got the supports as below.

Staff Number: over 300

Production lines: four lines

Monthly capacity: 60 000pcs

Quality control: FCC, CE, EMC, CCC, RoHS

Factory management: ISO9001 International: Quality Management System and
1SO14000 International Environment Management System.

Markets: X X X from Spain, X X X, XX X from Italy, X X X from Germany,
X X X from Ukraine, X X X from Bulgaria, X XX from Russia, X X X from Is-
rael, X XX from Iran, X X X, XXX from India, X X X from Middle East, X X
X from Paraguay, X X X from Panama., etc.

Now I would like to offer you the fast sale item with best price for your reference
first.

Model: Ttem A701, 7’swivel screen with TV tuner, USB&Card Render

Offer: FOB Shenzhen US$ 50

MOQ: 1 000pcs

Samples and more information are available for your study anytime. We appreciate

your kind reply soon.

We are looking forward to our cooperation in near future.

Best regards,
Water

13
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WEHMFAE P RE AL S A A WA R TR — B R 2 i i B R, A iE —
fF2 M. ABE WAt O T 0, WS AE TRV TE I AU

1. Good wine needs no bush. H&HFANAETIK.

2. Deeply buried gold cannot shine. W& IALEFIER.

3. line of business: B L 55 EH

What line of business are you in? /RISMEF—472

4 ARFEEF AT

state-operated corporation A il
state-designated second grade enterprise  EFRIGE Ak
collective-owned enterprise SR
individual-owned enterprise Rl
merchandising enterprise FDIE Ak
township/rural enterprise ZHA

BN e

sino- foreign joint ventures HANE B
sino-foreign cooperative enterprise HANEVERL
foreign- funded enterprise AR Al

5. AR BT EA R

FCC(Federal Communications Commission) : 3¢ [E BEI 5 £

CE(Conformite Europeenne) ; BKIGE— .

EMC(Electro Magnetic Compatibility) : HLEHEZ .

CCC(China Compulsory Certification) : H [E 58 HTAUE 44 Fx 3C,

RoHS(Restriction of Hazardous Substances) : ¢ 3¢ B il 76 B B, 7 15 & b fdf F
A T A AR 2 ) 1 R ST VA I Y — SR R AR A

6. MOQ(Minimum Order Quantity) : f/MNTWE , SR IT

7. illustrated catalogue: 3 K /) H 5

8. for your examination: R &%, AR T2

9. financial position: W45k

10. in your district: FE/RHLIX , ZEA/RAL

11. We are trading company involved in import and export business. & 1&—%K

LB LS WA 5w .

LZ.‘\

pil

~ o

Students Activity 2

BAVNAME AN /B PSSO ARG A A LB 17 i b S5 FL T 5 4
B EH AT, FOWR 5]S ek § O s T HRIEA L B A ™ i H 5%/ Catalogue, #4857
wi il DAZNGH /1T BA (Team) S BRAS A TIC 3R 7S o
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WE=

5= BEEBRIWFZKXARRE

BURHRAR

Task 3 Writing to Establish Business Relations

R 25 3R BRFL 0 FL 0 0 1 2 JHLRR 7 RS 5 R SR RSB
SIFRR.

The Main Contents of a Letter for Establishing Business Relations:

(D The source of his information;

@ His intention;

@ The business scope of his [irm;

(D The reference as to his firm’s financial position and integrity;

® Expectation,

While for letters in reply to the letters requesting for business relations, the con-

tents may include expressing your thanks for the incoming letter, expressing your a-

greement / desire/wish to establish business relations with the addressor and indicating

the action you are going to take.

B3R R A A s B IR )

Contents

Typical Expressions

1. Yl E 77 3R

Your company has been kindly introduced to us by. ..

A E e R

We have learned from. .. that. ..

FRATE AT eee e Ao eeene

o | On the recommendation of... , we have learned that. ..
0 i’ Al Y N N fh1 2]

?@LE B D0 119 R 3EE | S v AR TR AL e

IR B 1 We got your name and address from. . .

) BATIN e AR N B2\ R 1 48 FRF0 bk
We were very pleased to obtain your name from. ..
TR PEM e e oo REFEAF 52N R Y 22 PR
Through the courtesy of. .., we are given to understand that. . .
TR e JR A TFL e e
We write to introduce ourselves to you as a. ..
FEHgeeeeee ROR R AR
We are mainly dealing in. ..
EATFHZENSE--

2. ARNE Our corporation is specialized in. . .
z':(/&ﬁ‘l—“%% ......
We handle various kinds of. . .
AR o

We would like to take this opportunity to introduce ourselves as. . .

oot Ll g A T %
SN TTH LT L A T I =1

15
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gk

B RN kA F S EE R

Contents

Typical Expressions

We have been engaged for many years in the line of. ..

RATE BT eeee Z4E

3. Bk EH
H Ay FZR

We express our desire to. . .

AR TR - A TS

We are now writing you for. . .

Tl oo

We are interested in. . .

BRTTH Deillheeeeer

We need a regular supply of. ..
T I e

We are in a position to supply. . .

BB

Should you require. . . please don’t hesitate to contact us.

WRARA G L oo T EA MBI ATIRER

4. I SO

Look forward to your early reply.

CUES RSN =28

We look forward to receiving. . . /hearing from you soon/in the near future.

i P E] -

Your early reply is appreciated. /Any early reply would be highly appreciated.

FEH BRI R HE R,

We would appreciate it/be grateful if you would. . .

IR GLAFeeee FRATHE AT
We hope this will be a good start for. ..
A GRS e oo B AT I3

Any further information you can provide will be appreciated.

XERA AR QLR — 205 B FRATRE AR 5 A
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Letter 3

CHINA NATIONAL IMPORT &. EXPORT CORPORATION SHANGHAI—CHI-
NA

Telegram Address: CNIEC SHANGHAI

Telephone No. (021)87654321

Telex No. 33198 CNIEC CN

Fax: (021)87654321

November 15,2009

Messrs Wallace Kimber &. Co.

17
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40 Nsukka Road
P. O. Box 57183
ACCRA

Ghana

Dear Sir,

We have your name and address from the Commercial Counselor’s Office of the Chi-
nese Embassy in Ghana. We wish to inform you that we specialize in both industrial
and pharmaceutical chemicals, and shall be pleased to enter into trade relations with

you.

To give you a general idea of our products, we enclose a complete set of leaflets showing
various products being handled by this corporation with detailed specifications and means of

packing. Quotations and samples will be sent upon receipt of your specific enquiries,

Business between us will be concluded on the basis of shipping quality and weight
while testing and inspection will be made by the Shanghai Commodity inspection Bu-

reau prior to shipment.

Necessary certificates in regard to the quality and quantity of the shipment will, of

course, be provided.
We look forward to your early reply with much interest.
Yours sincerely,

Sally Xu
China National Import & Export Corp.

L. leaflets f&H E LT/
2. shipping quality and weight &5 & i Al & &
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Letter 4

Dear Sirs,

I got your business information online. We would like to cooperate with you on

CARDS, and become your good partner in near future,

With more than 12 years experience in manufacturing all kinds of PVC cards, paper
cards, metal cards and smart cards in China, we’ve grown up into a main supplier in
Italy, Germany, Sweden, France, Denmark and New Zealand etc. The daily output
can reach millions of cards. Including PVC blank and printed cards, paper cards,
scratch cards, magnetic cards, IC cards, game cards, gift cards, member cards,
pokers, playing cards, metallic cards, phone cards, irregular—shaped cards, ATM
cards, IC cards, ID cards, RFID tags etc. We welcome your ODM projects. All si-

zes and thickness can be done here.

We welcome your enquiries. Please visit our official website at http://www. ucard.
biz. It will be appreciated that if someone from your company could contact me free-
ly. My e-mail is: water@ucard. biz.

Please let us become partners and start the initial cooperation soon.

Looking forward to hearing from you.

Beat regards,
Water

TS 2 SR AT R 5 AR 5 B e WL T T i g Sl . 1 o, Ui S
BARUEAIH By ZEE T O A R P B ERE A SR A R
B PVEOGHRME RS  E AR B IR AR X G A RO B PF . R A
7 AP S 1 DU T A 20, Fon v] AT R P R R . B RIS TERE S, 7
Hb R R B ANV R BN O AR AN LRI R A O, R — iR
AT

19
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Students Activity 3

AR /N / AT BB 2 W) A R AER 2R 07 2, 2O ZH AN 5 | 3 1 11 7 /N AR S A
NEIRS PO /NN SV B S YL A

AU RS 20K

From: Exporter X X X @qq. com M H 5 7INH FE Al B3 BBAE & )

To: Importer X X X @qq. com (&2 B3 1175 7INeH 2% 1% 52 i R AR

CC: ARHCEITFNA/ N At 1

Subject: Establish business relations

Attachment: Product Catalogue

Practical Training

1. Put the following English into Chinese.

(1)Chambers of Commerce

(2)Commercial Counselor’s Office

(3)business line

(4)business contacts

(5)Please (don’t hesitate to)let us know/inform us.
(6)We look forward to your favorable and prompt reply.

(7)We are a state—operated corporation, handling the export of animal by products

and we are willing to enter into business relations with your firm.

2. Put the following Chinese into English.

(DFEST S KR
() eeennn s B eeenns
(3 UNGE oo FRATPIGE A R IBIK

(D BOHEZ
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(5) Bt PRIF 2T+ o
OFME G FA RS KA,
(DR PR AFRST B S BT 5 KRR R .

3. AR

Compose a letter on behalf of Mr. Liu Ming, sales manager of Export Department,
according to the given information and message in proper form.

Information:

(1)Exporter’s Name:; HUAXIN International Trade Corp.

(2)Exporter’s Address: 198 Zhongshan Road, Shanghai, China.

(3)Exporter’s Telephone: 86—21—12345678,

(4)Date; September 18, 2014,

(5)Importer’s Name: Standard M&.N Company.

(6)Importer’s Address: 26 Fifth Avenue, London, U. K,

Message :

(DX IR P ER 4T 174347 (Bank of China, Shanghai Branch) Zb5 7%
YNGIEZY iR

(2) Lk BB A S X @55 R R

VXS IR FIL T T H F b B A ol ™ i, 38 7 S e ST 3 1 A S s

(DOAFH UL FE PR 1 H st 88— 2%

(5) ST XS 5 QXS 7 it A 4R, W B SR A AR

Famous Dictum

—Do not , for one repulse, give up the purpose that you resolved to effect. (Wil-
liam Shakespeare, British dramatist)

AN R — R I FEAR ok e D ARR B A H Y . O BIVE S5 HE)

—If you would go up high, then use your own legs! Do not let yourselves carried
aloft; do not seat yourselves on other people’s backs and heads. (F. W. Nietzsche,
German Philosopher)

WERARAE B AL R A CARUER | ARSI ARG S Ab s AN EEARTE A

B Bk b, (GEREP AR F. W ek



Project 3 Inquiry and Reply
mA= WEEEE

HEE=

BAEEASEFNFIE, WEEXFEEMNEZHFEAE, BLBELT, XA K8
RERTREA K, HAEEFTREF LRV RAGXRANEE R, BEREAN AR
DHXHMAERE MEE S, B, LTENEEERAFERELR SRR
MEBZER, hEH EACHmBEXIAMRE, UBIBEN A EE, UR, KT HEE
B, XSGEFPEEARENAKEE, BEATENSY, FFXEEERZRNELR
BRAMAR, BEEE, EZE TR BER,

BIEES

AT EHATE HRETMN ES
E55— E5ER.

EE= AN EaE &, TR E,
F5=. 0KAE,

Task 1 Inquiry
55— @ #

R FEAINZS , ADRRA L5 A — ) 28 (general inquiries) FILEARA] 4 (specific inquir-
tes) . —MEIAIELFNEAIR) ALY X5 24 T HARIR S0 48 H T B S 7 S 4 R/ B

SEJT IR B AR CHAR) 72 5 AN AS SR AR A s DRI o gk it fy

AR, T AR, HRTA L2451 & SR AR 0 AR o0y T, b By B e



Project 3 Inquiry and Reply
ME= #HEREE

i RFQ(Request for Quotation) , F/E H{HHE,

A general inquiry usually includes the following contents:

(1) Telling addressees the source of information and making a brief self-introduc-
tion.

(2)Indicating the intention of writing the letter, i. e. to ask for a catalogue, sam-
ples or a price list,

(3)Stating the possibility of placing an order and expectation of an offer.

A specific inquiry usually includes the following contents:

(1) Indicating the names and descriptions of the goods inquired for , including speci-

fications, quantity, etc.
(2) Asking whether there is a possibility of giving a special discount and what terms
of payment and time of delivery you would expect.

(3)Stating the possibility of placing an order and expectation of an offer.

8 iR B R A 0 s BNE A)

Contents Typical Expressions
L BRI 5 {7 NP AYL.
% = .t > S R

£ H A T (AYER S W H =) (A A D
2. TERARNA (BANEAZ I )

We want to purchase/buy. . .

ﬁzﬁ@j\‘ﬁ\l’gg{‘ ......

We are in the market for men’s leather gloves.

TAVEMSLES LR TE,

3. UL R A

— We are regular buyers of men’s shirts
i CRAR ) . & e . :
e AT ) A2 2% )1
We are interested in importing dinner tables but we need to have further details be-
fore making a final decision. ..

FT7A7 MM TV SRR DR I X Ot — 20 T oo

We would be pleased to receive your latest price list for stainless steel tableware.

FATHE W A B RRNC R 527 AR BB BoR i A 5

Please send us samples and quote us your lowest prices for the captioned goods.

T RUAR AR i 25 FRAT T AR R SR IR

; -~ .| We would like to know if you allow discounts.
4. 2] B i
AU g s s L AT .

& BAR I A Would you let us know what a discount you can give for an order exceeding 1,000
metric tons?

REATL R 1 000 M5 i) Hudfrde 2407

We hope that your price will be workable and that our business will result to our
mutual advantage.

i ST A O AR BE G IT 5 5 il LU BRI A9 26 T IR Al
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gk

W F A AT E A

Contents Typical Expressions

You must take into consideration when quoting a price that we may place regular or-
ders for large quantities.
5. SRIAMR M Sk | IRITTZERM I ZE 5 SRR A TS 2w e K& 1T,

HEA I AT your prices prove reasonable and satislactory, we will soon place a large order with

Ey] you.
LRI AT I AN 1 | T A - L, i G IR LT 6%
Bi/1p) If your quality is good and the price is suitable for our market, we would consider

signing a long term contract with you.

A ST PR E , BAT TS 5 A R E — TR Tl

6. AR T EGH (MARNREAS W E =)
Letter 1
Gentlemen:

We learn from ABC &. Co. Ltds New York that you are a leading exporter in your
country.

We are, at present, very much interested in importing your goods and would appre-
ciate your sending us catalogues. sample books or even samples if possible.

Please give us detailed information of CIF Guangzhou prices, discounts, and terms

of payment,
We hope this will be a good start for a long and profitable business relationship.

Truly yours,

WRNAERS T, A B JURAR (T S A0 18] - G5 R ARNT 897" i H SR A% B K
T LRSS 1. AT XESRUA I A 05 {5 o B0 » AN B8 U R Ao 2 1] 5277 il 1)
RIEAT 4o BRSNSV AT Al Sz B RS2 A5 pRi L Feon B 2R 7 B SR A5 A8 T i
At SR B it B R B AN B ESR . ADRA L B L Sl A 2 5 T AR 55 4R
SRR 2 WA S . REAR 2 MR AL ™ i . HARARXS T .
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Letter 2
Dear Sirs,

We are glad to note from your letter of March 9 that, as exporters of Chinese Cotton
Piece Goods, you are desirous of entering into direct business relations with us. This
happens to coincide with our desire.

At present, we are interested in Printed Shirting and shall be pleased to receive from
you by airmail catalogues, samples and all necessary information regarding these
goods so as (o acquaint us with the quality and workmanship of your supplies. Mean-
while please quote us your lowest price. C. 1. F. Vancouver, inclusive of our 5%
commission. stating the earliest date of shipment.

Should your price be found competitive and delivery date acceptable, we intend to
place a large order with you.

We trust you will give us an early reply.

Yours faithfully,

25
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Letter 3
Dear Julia,

I hope you are doing well.

My name is Marcelo. 1 represent R&.S Corp. » from Buenos Aires, Argentina. We
met cach other at the Las Vegas’ CES, last January. At that time we talked about
your products, Actually we are WalMart’s Argentina traders, relating to DVD, Di-
vX, DVD Recorder, Portable DVD and LCD TV. 1 remembered that during our
meeting you informed me about some prices that were suitable for us. So, as this
moment, 1’d like to know your quotation of prices—FOB China— of the following
articles, for WalMart’s Argentina.

DVD 5.1 full size

DVD 5.1 1/2 size with display
DivX 5. 1 full size

DivX 5.1 full size with USB

This request is for WalMart’s order, which will be around 20,000pcs of each article.
Please, I’ll appreciate you will send me your products pictures and price. If those
are different from the catalogue you gave me at the CES, or just let me know which
catalogue’s




Project 3 Inquiry and Reply
ME= #HEREE

articles you are quoting. Please answer me as soon as possible. Thanks a lot.
Hope to hear from you soon.

Best regards.

Marcelo

L 2 Z 5 B o BRI 4 Ik R A BN B % AE— B Rl N SR VT8, — 7 Tl
W ER T S 0 1 R P AR TR A S AT 7 Y I B S A VTR SR s 5 — Dy ] 4
U LA BONRE RS HEAER PR FSF B R P B E X 4, U h
I A i RTIE B, B PR 2 SR . BT LT BN T W s LA S
ENL ik Ry RS

2. 3R B . BB P BT AT R R A IR BRIR B A F R R 4 LA
BB B3 B B OC T i R RLRS SR RO TR EOK . XA ST E N AR, B
AR AT REVEFE AR, X IR 4 [l S AR B e E FE R

3. CES: [EPriH 2% 17 i

L

3T AAZ 1 0= A ARE 4,3 TAAZ 3 09 B A ARE 5,

Task 2 Reply to Inquiry
ETF&Z OmEHE

XF T [T S R BT AT B o IR 80 0152, T RE R AR ) G 2 IR AT 20
AT BESE T AR B O REW A I B BT 2L, HE AN B2 A B TT B B4 7 457 T B ok
AN JCIEMEAR S DL AL A 2 A SR NS 2 ek R BUE Z R Sl e A i
THL TR A EESERN 0 _F A5 B A BT A It A 2 B v B BRI S DA
s,

Xt T BRI L0 [ 5 AR AR R A A U R AR A
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W E 2 B8R E TR E R

Contents

Typical Expressions

1. JEGR bR

Thanks for your e-mail of Sep. 12.
R TT 9 A 12 Ak

Thanks for your inquiry of Sep. 12.
ISR DT 9 A 12 BRI,

We are very glad/ pleased to receive your inquiry of. ..

A AR 2 BN STy - IR AL

2. [IRE A AY
R G e AR
IS E PN
=)

We have much pleasure in enclosing a quotation sheet for our products and trust that
their high quality will convince you to place a trial order.

AR P4BR LA™ i A B RRAR AT it ) s i BB 52 0530 T

We are enclosing our latest catalogue and price list giving the details you asked for.
BURE LA URATTIT TEAR I 0 i e H S S50 B

We very much regret that we are unable to supply you the small quantity you re-
quire

R S T B
" regret to Inlorm you U that we arc not i a position to cover your need for the said
goods. Once our supplies are replenished, we shall be pleased to revert to this mat-

Owing to heavy Orders, we regret bemg unable to meet your requlrement for the

time being.

T ITHEZ  HATE AR 2 AT 22 R,

3. BLIA ™ i 3
Kgidp

We are confident that you will find our products the finest on the market and consid-
erably better than those of our competitors.

FATIRAF S A AN TS W7 i T Rl (9 RO T 324 X 197

The samples we sent will convince you of the excellent quality of our products.

A LR AL S E ST AR BT 197 fl T R

This is the best offer we can make and we believe that none of our competitors can e-

qual these terms,
XA FRATTRRABCE ) e IR 2, FRAT TR AR 5

FeH P B —F R BRI A1

4. BRI RS 5
At

The price is. . .
T

Our terms of payment are. ..

e s .

We can usually deliver within three weeks of receiving an order.

FATEF AR RS = BIA AT

% A reply to inquiries usually means an offer , so please refer to OFFER for other

ex pressions.

5. iR sEO

We hope you will 1ind our quotation satislactory and look lorward to receiving your

order.

2 ) 3 HH B AR PRI T 6
We look forward to domg business with you.

ﬂvﬁ %Hb A 771&@5._‘ o
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Letter 4

Gentlemen:

We welcome you for your enquiry of March 21 and thank you for your interest in our
export commodities, We are enclosing some copies of our illustrated catalogues and a
price list giving the details you ask for. Also under separate cover, we are sending
you some samples which will show you clearly the quality and craftsmanship. We
trust that when you see them you will agree that our products appeal to the most se-

lective buyer.

We allow a proper discount according to the quantity ordered. As to the terms of

payment we usually require [./C payable by sight draft.

Thank you again for your interest in our products. We are looking forward to your

order and you may be assured that it will receive our prompt and careful attention.

Truly yours,

20
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Letter 5

Dear Marcelo,
Thank you very much for your kind enquiry to us. Your detailed company and mar-
ket information impressed us deeply. Glad to sce that there is a chance for both R&.S

and Mizida in entering into some projects cooperation in near future,

Further to the enquiry, we would like to make you the offer as below. Photos are as

attached.

DVD 5. 1 full size, DVD—592, US$ 21, if with DivX, US$21.5DVD 5.1 1/2 size
with display, DVD—558B, US$ 20

DVD 5. 1 full size with USB, DVD—602/561, US$ 23

The whole offer is upon FOB Shenzhen price.

And base on your potential quantity 20,000pcs per item.

Wish they could meet your request.

We are ready to provide more information and samples as requested. We appreciate

your comments and are looking forward to working together with you soon.

Best regards,

Julia

L AR(E 4 8 TR [ 2 & T A i, #15 5 R BARIER M 2 E M T A
AL XTI A1, AR B TIT IR ﬂﬁé&g Pk R AR A e B IE Y
Pk AR SR ST . BB CRISE AR R 2 F A (R R b TR SR
RATEE TR o

2. IS HEERT AR s WA E T BEWIRA TR M, LL A B R A5 R R 1T A G Y
B R ) AU B IR AF . IS AR B T, N RERA L LR R DR
ANATAE, IR S SRR, 1k on] DS W e
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Letter 6

Dear Sirs,

I am the purchase manager of Sound Master Company in South Africa. We are plan-
ning to import mattress. The quantity may be around 200 sets at the first time. And
our boss Mike and T will visit China next month. We would like to talk to you in
your factory. In order to get the visa from Chinese Embassy, can you send an invita-

tion letter to us?

We are looking forward to hearing from you soon.

Best regards,

Anson

1 Reply o fersers|

Dear Anson,

Thank you very much for your kind enquiry to us.. My name is John. From now on,
1 will follow up your orders and offer best sales service with my professional experi-

cnce.

31
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Because we don’t have your ideas about target item, I would like to offer you some
fast sale items in South Africa for your easy reference first. The details are as atta-
ched. We are also inviting you to visit our website at www. shvfurniture. com to

know more details about us.

Regarding the invitation letter, we would like to share some information with you.
Normally we have to submit application form and relative necessary information to
our government for approval first. As we didn’t start cooperation before, the appli-
cation period may be longer. In order not to affect your schedule, I would like to ad-
vise that if you have other business partners here, you’d better ask them to help
you. So you may get the visa within one week. Please take our suggestion as refer-
ence, Surely we are pleased to apply for you if you need our help. But please send us

the details about the people who will come.

To catch the visit schedule and run the business soon, shall we exchange some im-

portant ideas first? We may conclude some agreements before you visit in China.

We welcome your coming and visiting. And looking forward to our cooperation

SOO0n.

Best regards,
John

L ALeEZRZE P MRS ER Y, HIEUER, T2 T A 3E k. #IE R
FA 3 7 2 1) AHOCBUR AR T TER AR A B0k, LE an 305 NS N BERE, S5 Z [ A AR 1Y
ERE AL S SR RO DL R L B E I PR A B SO R R LA A 4 S Y
B )4, IR Sl — A H A

2. XL TR) AL, (0] 42 B P 5 A5 )38, L A0 “import mattress, visit China, invi-
tation letter”, S MR P AT K« UG AR E A AT BEX P 0] 2 RN, [w] ik
R B AR S B IR E IR
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Students Activity

TEIUH o, B A /N gk 5 AN R T — B B S R R BIE R . ATTH
Hh 3 1 5 /NN O O B Y 52 rR A T 2R RIS , I (8] e i) [R) A0 A% S HoA 2 &)
. FOWXT T O 5 WSS R T LA RNE %, 5 1 2t 07 i T8 40 2 . /)
ZHAIRAT O AOVA IR B, AR B S R w IR 34 T

ARPRAFRIRE ZK

From: Importer X X X @qq. com (M 3 H 75 7N 3% 57 MR AE & HD

To: Exporter X X X @qq. com(&EF|H 05 /N4 B 5 B AR

CC: AR ITFNA /N HAh 8 7

Subject: Inquiry

Task 3 A Dialogue about Making Inquiry
5= Okia#E

17 bR B TR BT TE SRR . 78 HERBERT NS IR i 28 5 2 PR & ook
VIR RIS i 0 R B I S S IR AT W A e —ie NG 2RI S O R
5 A6 R 280, FH X Il 55 5% PR 38 B e B s Y 2K

[At Canton Fair. a Spanish Buyer is Inquiring Prices at a Handbag Stand. ]

Buyer: Morning, I’m Henry from Spain. I’m interested in your handbag. We need
to import large quantity of this product. Your exhibits and catalogues are attractive.
Would you please give your lowest quotation CIF Barcelona, Spain?

Seller: Welcome and thanks for your inquiry. Would you please give us your expec-
ted quantity? Large order will get a lower price.

Buyer: Ok, could you give me an indication of the price first?

Seller: Here are our latest FOB price sheets. All the prices in the sheets are subject
to our final confirmation.

Buyer: 1 wonder whether you can quote us on CIF basis.

Seller: Yes. We can give you prices both FOB and CIF. You can compare them and
see for yourself which price is better for you.

Buyer: Very good. Now, I have another point. Do you allow me a discount?

Seller: Yes. We may offer 2% trade discount only for the order in this week.

Buyer: How long does your quotation price remain open?

Seller: It’s open for three days. When can you decide the size of your order?

Buyer: That will depend on your price. If your price is reasonable and I can get the

33
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commission I want, we can place an order immediately.

Seller: In principle. we don’t allow any commission. But if our order is large, we
will take it into consideration. From the price sheets, you will find our prices are very
competitive. You know, the prices of materials have gone up sharply. But the prices of
our products haven’t changed much.

Buyer: I’ m very pleased to hear that. How long will it take you to deliver the
goods?

Seller: Usually we deliver the goods within 3 months after the receipt of the cover-
ing letters of credit.

Buyer: Could you accept a payment of D/A?

Seller: Sorry. We only accept payment by confirmed irrevocable letter of credit pay-
able by draft at sight.

Buyer: Ok. I can’t make the decision by myself. 1 will call my head office in Spain
and consider the price carefully. 1 will come back to you tomorrow. All right?

Seller: No problem. See you tomorrow,

Practical Training

1. Put the following English into Chinese.
(Dillustrated catalogue

(2)date of delivery

(3)special discount
(4)up—to—date/latest price list
(5)bulk buying

(6)available from stock

(DT’m interested in your Green Tea. I think some of the items will find a ready

market at our end. 1’d like to have your lowest quotation CIF Victoria.

2. Put the following Chinese into English.
(D

(2) 5y R 7
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(3)%&5\]@;& ...... hﬂ:ﬂ% ......

(D BARAN /B AN M/ SE 4+ /& B

(O)YZEAERHEN -+ WAL

(6) FA UG T3 3B T8 IR R AR i

(7 W5 75 B B2 K o A B ) AT A S S 1) 53 05 R LTI

3. AR

According to the given information and message, compose a letter on behalf of the
manager of importer in proper form.

Information:

(1)Exporter’s Name: HUAXIN International Trade Corp.

(2)Exporter’s Address: 198 Zhongshan Road, Shanghai, China.

(3)Exporter’s Telephone; 86—21—12345678.

(4)Date: September 26, 2014,

(5)Importer’s Name: Standard M&N Company.

(6)Importer’s Address: 26 Fifth Avenue, London, U. K,

Message:

(DR 5 R4S 30— 50 1 7T W% 554 (table—cloth) Y TTHR;

(2) 2 bR H A0 2 A BN 7 4R A AT SR ARANY , AR 7 TR i o 0 B G 2 1 O K de
R IE 1] ] I 2R A R4S B X0 5 00 R U B A FRE A 5

(3D 5T UXS J5 B HR s & B AR TRE S 3 106 5 R T 5

(D) FRABREAENTT HAN L R B AL S

4. FiEil %

TR G SRS SR,

FRATIRE 5228 W G5 AL W JRREG it (1) H SR A BARL B R , J JHLJRE X 45 Ffr SE 78 (14 1 JBR
it s AR AT AT FE 13 BOGHE

VER—HZITAEEWIEFRT 5 28 vl FoATTBINKEAE 56 [E X 55 48 W RR G i it A 7 T 357
i R A B REAR 2 B EOR A P . O TR 55 RN TR E R LT ER

(D A% B bR 7

IR R AR TR ZEZ 7

(3) AT A A a6 — LB [ 5 0 SR LA 2 7 i o 7

A H B B TR BB
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Famous Dictum

—Never judge people by their appearance.
TKIEAZE LIS o
—Living without an aim is like sailing without a compass. (Alexander Dumas,

French Writer)
HEVERA Bbr . SERUE A TR . GREEZR KM E)



