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9.1 Case Study
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9.1 Case Study

JR3:
Date: Mar15,2016
Dear Sir or Madam,

We learn from Brother Co. that you are a leading exporter of table cloth.

Would you please send us details of your various ranges, including sizes, colors, prices,
and samples of the different qualities of material used? We are large dealers in textiles and
believe there is a promising market between us. If your prices are competitive and your goods
up to standard, we shall order on a regular basis.

When quoting, could you give the following details:

1. Terms of payment

2. Discount

3. Delivery time when we purchase1000dozen of table cloth

We hope to hear from you soon.

Yours faithfully,

Jack

ABC Co., Ltd.
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9.1 Case Study

I
HER:2016E3H15H
FEHSES LT

BINNABLARNER, MEB—IPALXMEOE. IRERFEFBNTRNZMHEEHIE
MEZR, BFEKND, BE, Ni§, FMETANMBEAERENERE? RNERBEKLERES
MAmAEE, BRiMNzEE—NT EANHAER. MREANEREEEHN, REERIETE
FrofE, FOVEEHATE,

RINET, RATLAG LA TNEHER

IRDEYE¢

2.3r40

3. 3R TMI L 1000FT R 70 HY 32 5B 18]

HNHERRIEAEK,

Itb 2

T

ABCEIR A E]

_




9.2 Learning Objectives
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9.3 Basic Knowledge

B 5515R (business letters) R2EFZEMPPEXREENEEZEFHRZ—, 2
WMIMARERXRAPFEZNFE, M TARMIRIFHNEKRBERAZTENENX..

BSERIEESENNENTT, RFRAFZENNGRE, NET Z, BEEEE
37l 55 5% & (establish business relationship). @& (inquiry). % & (offer). & (counter-
offer). S #E(acceptance). 1] %% (placing orders), {&B&(insurance). ZEi&(shipment) AR R
& (claim)ZF .

RKIEB S ERMR—ARAT 7574
1. B XISy, E—REFERTAASHROERS, B

(1) {5k (Letter Head) (2) HHA(Date)
(3) ALt (Inside Address) (4) #RIE(Salutation or Greeting)
(5) 1SBYIE3Z(Body of the Letter) (6) 5k #L17](Complimentary Close)

(7) &4 (Signature)

_




9.3 Basic Knowledge

2. AIiEERSy, BIESEPREZEMIEMAVERSy, BFA:

BEATTY o

(1) Pt (Enclosure), faJFEnc(l). 1095, Avenne of Hersha
Walbridge-on-Thames
. . A Surrey, UK
(2) Bﬁ = (POStSCFIpt), ﬁ-f—'.' 5PS. Office of the Manager
Housewares Department
. . Zhejiang Light Industrial Prod
(3) &1 A& (Attention Line) e e a

233 Tiyuchang Rd.
Hangzhou 310009, Zhejiang

. . P. R. China
(4) Z=FH(Subject or Heading) Oct. 20th, 2002
Dear Housewares Department: ——=>
(5) E%ﬁ%%éﬁ%“{eference No.) Your company’s name has been given to us by the Chamber of

Commerce of London.

|‘ We wish to buy porcelain tea and coffee cups and saucers of different
(6) j:l (Ca rbon COpy NOtaUOn), IETJ '=J C.C. shapes, fully decorated with flowers or other designs.

If you can supply this type of merchandise, kindly airmail us a sample cup.
Also, please enclose your price list and all suitable illustrations.
We await your early reply.

Sincerely,
CEdeJoye

Catharina E. de Jonge

_ Manager




9.3 Basic Knowledge

HEERAEEREEGUTRR:

1. BAERN. BFERNARIHLDIRFRER; Mukr)HES IR E R H b 258 578
BRI EFHRATEHRIATEEXR, fiaw: ERRLE, BSEEREHITR. XX
MEENFAERRHFIR .

2. ARLEEER. —FEAIRL, RANFE, BEEAE, BRELE; 5—FHH, K
BRI, (TXEE, BRES.

3. IBEEM, BEAETHRAUNEBENZWIEL. §FEEXMNEEZNER, LHEZ
WRENFHNMmMITENAS, RETBERNE; TEATFIBEEH. ZBEH,
RHEEEMAMNSHERY; BTRSFEEESHURSZEXNBE, BATE
i REIRZEW SRS TBAIARE, BRERSERIANEES.
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9.4 Warm-up Exercises

1L—HEBNRASHENZEETIIMERE?

A. letter head 4 | H. attention line N
B. date J l. enclosure v
C. inside name and address N | ). postscript v
D. salutation v K. carbon copy v
E. subject v L. references N
F. complimentary close N M. mailing notation J
G. signature N | N. body N
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9.4 Warm-up Exercises

2. LR ERFRIOEHEA TR (X2—HEXABTANESEE, Wk
RRZMENRAERXER) .

4 N\

(1) 183
2) BlRRS (3) _HBEERH
(4) HHA

(5) 5B FRFOHBLLE
(6) TERAFEIR/IME
(7) FER

(8) FRIFIE

(9) 1IEX

(10) ZETIE
(11) F 5
(12) B
(13) IS

(14) BIZR#D1E
% y
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9.4 Warm-up Exercises

3. BB ERAES LN ZAMERR? BN TI/LIFIAEEH &R,

= N
(1) WeeR A Al (Reader’s Point of View)
(2) FLER (Courtesy)
(3) B %k (Directness & Conciseness)
(4) HEFRIBRE (Precision & Clarity)
\ r
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9.4 Warm-up Exercises

4.3 F THiAE
(1) export list HOFmBER
(2) commodities fair GLEERZES
(3) non-firm offer R
(4) force majeure ANAI T
(5) documentary L/C IR B {5 AIE
(6) port of shipment RIGHE
(7) bill of exchange LR
(8) trial order 1T B
(9) bid CAVI)
(10)insurance policy RE
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9.4 Warm-up Exercises N '“;,‘*v

5.5 T 5B EMNEFERABRIERABCDEFIR, {REESHENFEI AR HIRE?

A Accuracy CGERA) B  Brevity (&35

Clarity =3 Difference B
C (EHT) D (E7)




9.5 Methods and Techniques

9.5.1.%%1§&Eq1n =] ".l:% 'J—_'—

RESERBETHEBRIEERMANME, 1TmIE. BFREZ, —RETHIZRIEN
S{EEN], Blt “c”J&N|: Correctness (IEff) . Conciseness (&%) . Clearness (G
) . Completeness (5t%%) . Concreteness (B {K) . Courtesy (#L57)
Consideration ({&im) . Bk, BUT/LFEASR:

LAEBS E, ZLUERA RS, FLERABELF

BASEELIFREBCHNR. 317, BIBSEZZEXNG. B A, IS
SLEFEAE—. ZAMRBNKIE, #EWL We. YouFF; REZHA—LEEMEENESM
BRERTEASF, XEFERTHEEBSEKRILIR. ST F0:

We are enclosing a brochure outlining our company’s goods available for export. FLZEL
Enclosed is a brochure outlining this company’s goods available for export. R 5% %], B4l

%% Please let us know... B i3 You mail to tell us... o

_




9.5 Methods and Techniques

9.5.1.HFEHAIBEEHF A
2.7E1%1R_ EKETRIERE, BAEMKE. KIARIEAXNEE.

RMEEETBEFEFETE, Mﬁ&ﬁ\F”ﬂ%L%%%mew,E%%%\wﬁ
FFE, REBRFERBEERTIEE, URFETLENSEY, BAFSZEREER
RAERTAEB XEEANFIF N FZHIKIE. 5a0:

“We regret to advise you that we can not accept your offer” RLAZIZELg: “We are sorry
to tell you that we can not accept your offer” [l “regret”ff & “HIK” Fl “Hin” &=
AN, & A7 MER, M “sorry” BRI CEHR” M Y SEEN, W

“Satg” MR R, S RT DL s s

“As per your request,”Ft B 1Z £ J9“As you requested/According to your request/In
accordance with your request,”[E| Aas peri X HFHIFRIRIR D HIMARK N B ENESBEF.

“Above-mentioned policy” 1 HY “above-mentioned” =2—1Kia), {1 AIZEEREH,
AJELA “this policy” o

“Please send us your catalog at once and by return mail.”fZEtt AP HIT TR EE IR
%, M “Please send us your catalog at once.”

_




9.5 Methods and Techniques

9.5.1. S EERNES S

3AEARKIELZEEEHER, SEBEEEBR(EREEBMEINEIRIE,

BSERBEEREREZ%, FiIRW, B¥ERETEK, T7Em. —RSRESESE
MERENFOEEDE. EXBENXFAREK, THEFLFEE, EELUERE
AE. Blan:

“By this letter we would ask you to consider our proposal.” 5t 4~ #1“Please consider our
proposal” {8l ;

“Please let us know whenever we can be helpful”IIEL “Whenever there is any way in
which we can be of assistance, please feel free to contact us.” FRIATF—LE,

BSPENESIVER. T, 88— VLENER, EREZERSHMEARAE
R, EXTEXIANREE, ij‘ IZWEE tERIE Lk, MABER MR, Flan:

“Thank you very much for your inviting me to speak at your annual get-together of your
staff members and friends in the business circle. Much to my regret, | can not go because at

that time | will be on a business trip in Europe.” tt 4, {EEFIEE S ABES N F I
SIEENEEBAIR, FEBANELEEXRBBRERER, EREXENRAR,

_




9.5 Methods and Techniques

9.5.2.F FE RV EDIFFIS

BEERNEFARLEMAREBREEXRLNEF, YREKRBINNEEEAE XN
FRAEMRIS, B R, EFIEEE. HiRigiE. BRE%R. a609%FF, B
EERRZERIETEMBEM, THNEE B SHHaR#tITEIE,
1EfE “BX, BN mEEmE

B, MR, BXhBWEXERNBEASENIEHFIE. ERIAE. &5
TRREXEFZERNEREHE, Fit, SaECHEN & XEYHE; X, BATE
WERSEIEZIZERER, LRETSERZOESZNIE, EMEHENEZELSS
TIGEEFHITHIET, Flan:  “offer” AT LUENFEA “Bit. & , BESFENBE
i, “offer”M| R gedhiE RN “E4, X&” , HHNAEY “offerer. offeree”Fz “BAA.
SEAN” ; FF, EESERNEFEY, PAMEEFOGERMIES EX MR AR
HEMIERXAREAFR LNMHERL TEBNEN, HEYULEHASHENERITSR
ERELE, I EMmNRIAEYAR, XHFEEMNENFRIAIMR, LIS “EBK,
B BENERRE.
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9.5 Methods and Techniques

9.5.2. 1 &5 R BV EDIFFIS

“We have obtained your name and address from the Singapore Chamber of Commerce,

who have told us that you wish to import electric goods manufactured in China.”[Ri¥

“F NFTINE A SR BE R A ARAMMEL, SHARFAERHAREHIEN~m,. ”
AR EIEN ZRAER RN, FETFERAESHR, BEREHRBMBIEXTIEXY,
EXPRIRIFET “electric’. BUN:

“l have the honor to notify you that we have commenced a business as commission
agents for British goods.”JR1¥J: “HRFEMEMARFEINESELEAR T - K, KIEA
REEINRIE. 7 XAWEIELENEEL TR, BAIFNEBEEBINNENX, LA
RRBBFRERE, JUARIBFEAR: "BIICEFREBERHERE LGRS, Fhitk

ﬁ%o ”

_




9.5 Methods and Techniques

9.5.2. 1 &5 R BV EDIFFIS

2. B EREWENLRENE

FXNAIESEEREWERN LE—EME. Wi (F) FEARMIL. E{5E]
REMBUEHEN—FN, FERNEMEMNMHESNEZE, LLENBIEER
e, fan. MIIFMUH/DNBIKBIGFIERSGERR RSN, SEBRREN
BRI IREN =S E; BEERREESPHE/R/ES A/ B/ eOFE XGE
HEyE/R/HBIRF. 5140:

John Wanamaker

68Fifth Street

Philadelphiall

U.S.A

XEHFWE+T—MIXELKRAE68S A eMETmitE

2 November,2008

20084F11H2H

_




9.5 Methods and Techniques

9.5.2. 1 &5 R BV EDIFFIS

3 EHEFNENFER A

MERREBEZNIENEF ERERTBTFLEIE, EEIXFRERRIT.

(1) FRAERETX

HEYIERFE FHBIZ “Dear Sir(s)/Gentlemen/Ladies/Gentlemen”SE, AR “Dear” R
E—MNWEANSRR, B—MILSRNIRMRERE, HAFRTXIESH “FE
B, Bk, RIEBNEIRBEANATUAEER: “BEWET/RE/ZL/RXN” , Bt
ALEER: “NEEZEREB/MNERE/ELE/GE” F.

(2) BERALIFDEF

ERAINRIEFNEERZ, BlaA: Yours faithfully, Faithfully yours, Yours truly, Best
regards, Sincerely, Best wishes, Yours sincerely, Kind regardsZ. EfIFILABEEEIFAN: “i&
£ BHEER MBHER" F, MAREERRBTFEAEEHITEIE.

_




9.5 Methods and Techniques

9.5.2. 1 &5 R BV EDIFFIS

(3SR [E 3 — LA EE IR FE I E1E

BEERN—XFERERFRY . TELT. THEE. RIERSERPIMERE
FA “appreciate. esteem. favor. grateful. kindly. oblige. please. pleasure. Allow us ...\
Permitusto.... Maywe..”3&., MINIBFRERN—LHFEEE: “BL. =55, =2EH.
=, BT BE. 87%. Hif. BHER. Bl BE. £5. &R MR F; BER
M—LIRFELE: “A. BAS. M. R R #iR. #E FiR, 3R F
Fo. HEENFFNERXATREEXBINLFIEERE. Fi:

We have pleasure in acknowledging receipt of your esteemed favor of the8th May.

SR ARS A8 HK K

Kindly provide us with all possible information on your market.

B SRS,

_




9.5 Methods and Techniques

9.5.2. 1 &5 R BV EDIFFIS

4. 15 R BB VE S5 3 A

February 5, 2017

Dear Mr. Lee,

Thank you for your letter of 1st February regarding payment terms.

We agree to your proposal, the terms of which are as follows.

(1) Payment will be made by confirmed, irrevocable letter of credit with draft at sight instead of
direct payment at sight.

(2) The price quoted to us is with no discount.

The above payment terms have been approved by our Managing Director and will be acted on
accordingly.

The order is being prepared and will reach you in the next ten days.

| would like to take this opportunity to inform you that our representative, Mr. John Green, will
attend the forthcoming Guangzhou Fair. He will be writing to you shortly.

We sincerely hope that future discussions between our companies will lead to further mutually
beneficial business.

Yours sincerely,

Denis Thorpe

Manager

IIIIIIlI..--------------I




9.5 Methods and Techniques

9.5.2. 1 &5 R BV EDIFFIS

4. 15 R BB VE S5 3 A

HHIFE S -
2RAVHAXMARFHRIREERUWTE.
AAREER AWM TEN:
(1) AR Z BBV R m A TR ERIEM 7R, MIERFEEEZEK.
(2) RRRRELS BT,
U EZWERAR AT B ZEHAE, SRFINERIT,
MEMITAXRITE, THARKEESEAE.
A, RABNRKRAE - MHKREERSMEEETH NXH S, AeTAHUBESS
A]EREE
RS EA AR BN REERENFZ B 554 & .
2313
el - REWE
201742H5H
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9.5 Methods and Techniques

9.5.2. 1 &5 R BV EDIFFIS

4. 15 R BB VE S5 3 A

S

PEERR SRR, BARTAEL, ERRA LEEXHTRAMNIERE, BAEHL
EALFAEREANLE, FEMRBRNENIEEERET, S5, BAREES
EENRE. BXEAARIEI “confirmed, irrevocable letter of credit”Fl “the price
quoted”ZF W 5 BB MITI SJREIE A “REAFAFTREEEHIE” 1 “HRE” , 1B

=K ENE. M, BRISS.

_




9.5 Methods and Techniques

9.5.3. FHENFEHERY: KIBNAIBIFEE

BB AIRRENE, e RE FH. BRy. R, L. AR
FF. MBPRENREEZAEENE S, MOETRENDRAEEZARKS.
Fit, EIFZERT, EFERIOEN, NFRENUREZARIE. ERIEX
S, FMRENGEIMERBEEEZ, AL, RENAEIFSREEAEERTN
BERNENEE. TEXRNBI—LEGERENSEHNEIER .

1.BFEPRIEMN A
FHEMAEN R EREXEFHIMEELE S, Eit, REHMRENGREES
DEE. -
(1) Customers actually vote for products and companies when they make a purchase.
HBREWL R MR ERAESTEN WA ~mRE.
(2) ’'m sure you will think it fair on our part when we suggest that the total value of

the parcel should be reduced by50%.
HHAEMXMERNSMNEIRS0%, HBERASIANARXERNRG Q.

IIIIIIII..--------------I




9.5 Methods and Techniques

9.5.3. FHENFEHERY: KIBNAIBIFEE

2. JRERENG]

JRERIBE NI EZER as, because, since”FiEW51 S, EEIFIREF AR AL
ENENERR “BA7 , wATLERFER “B” o “FREL o filan:

(1) Since their purchase from China is only a small part of their total sales, the cost of
doing so is absorbed by the large profit margin of their own material.

BTN PEMENEAR R SEEEHmAN—/N2, L, BHIE~EREE
AmBEEC~mIEXFIERMATE,

(2) Because the winter is coming, many fashion stores start to sell warm clothes.

EAZXBEIREKIE, AMLOTFSREIEFIRHEMEEZEXRRT .

(3) The country’s economy has emerged from recession because the government

adopted some flexible policies.

E BRI T —E R AR, TUIZENEFEETFHRET .

IIIIIIlI..--------------l




9.5 Methods and Techniques

9.5.3. FHENFEHERY: KIBNAIBIFEE

3. MHHIREMNA]
RAFHEPRIENG], ARIBPARAEEAR], BAREEARE; MENFHN
BEY, —MARERAET A Hln:

(1) We’d appreciate it if you could sell it to us for $ 1,200 per unit.
IMRRF LT EL200E T LHANE, ST,
(2) So if you should reduce your price by, say,5%, we might come to terms.

ZEMRMERFEN, tbanss, FHI1VEBR BEERIN

_




9.5 Methods and Techniques

9.5.3. FHENFEHERY: KIBNAIBIFEE

41 B IRIBENA]

“|R7 . “RE”V . “EME” . "RIET FENX1IBHERR UL NERX
BXidl. B RER LT Maa—ReE (BIRAELERHEHINEEDR) , RiF
REEE R 7E. fFIan:

(1) While it’s unlikely that any store will purchase sufficient volume from Pacific
distributors to qualify for the vacation bonus, the campaign may be creating additional
interest in their product lines.

BANTFZEMRARINMEEEAZFFANENREREBEROFE, EXS1E
S LE Ay,

(2) Although we’ve raised our market share by5%, the competition remains fierce.

A THIA N E RARIRS T5%, BEERIHTESFKRARKZ,

(3) While the Cafeteria A site poses the engineering and budget difficulties, it
nonetheless remains the most feasible site when compared to existing alternatives.

BEABTHN—SEItFREEIRENZE AR LEREME, ES5MBREMmEL
F =ML, NEEAITTH.

_




9.5 Methods and Techniques

9.5.3. FHENFEHERY: KIBNAIBIFEE

5.BEVIRIEN A

MIBBEREMWNAIERNXEKEAE “AT7 « “8 (&) 157 . “Ug” . K
E” . “H£8° FF, “AT7 FERTEES@, ‘8B (8 57 . R’ . ‘U
E” . “H F—HRHATRESq. flan:

(1) The lounge must be centrally located so that employees have enough time to use it
during an average break of15minutes.

KETHRLEATES, LUMERTAEFEHNISSHEARRATEGRIBEXAKRR.

(2) For your convenience, we offer a range of conference packages, which we can, of
course, extend to meet your requirements.

ATENAE, BIEETEMSNUER, ANTEAURERARNEX, BE
TRAE.

(3) To reduce loss and increase overall profits, the CEO told his product managers to get
rid of all the dogs.

ATRLTH, EEEMFE, ARNEENTE SIS ENHRAAN

\fF 3
/ANAfo
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9.6 Useful Words and Expressions

accept a claim G

be fully booked (committed) TR E#

be in a position to BEE MR

be on the high side (E=s

be out of stock =

be unable to entertain your counter-offer TEES R AT E
bid E)

bill of exchange LE

book shipping space 1R

_




by direct steamer

commercial counselor’s office
commodities fair
complaint & claim

confirm your order

discount rate

documentary L/C

EMP (European Main Port)

enquiry

_

I

ARG ER
MAIR R

R 815 A IE
B EZE O F
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9.6 Useful Words and Expressions

export list HOEER
for one’s file RS EFE
for your information (reference) HEHE%E
force majeure NCIEa)
inquiry note paig:!
insurance claim & insurance indemnity REG RIS RIEIEEZ
insurance clause IR 5K
insurance policy REE
insured goods (cargo) BiRE

_




9.6 Useful Words and Expressions

keep an offer open until

net shipping weight

non-firm offer

Ocean Marine Cargo Insurance
offer

on one’s own account

payable by draft at sight
payment terms

Prevailing (current or ruling) price

FEREAUZE
BEPE

FEE

EF B SRR
wRE2

BRAES
FERNECR AR

(BEE SN

IIIIIIlI..--------------I




9.6 Useful Words and Expressions

purchase confirmation
guotation sheet

revert to something

seaworthy packing

settle the dispute by arbitration
shipment

shipping advice

shipping documents

shipping instructions

M BN+
WM
BIRRF
ETBEHNER

_




shipping order

survey report

the difference in price

to conclude (close, finalize) a transaction
to establish a market

trial order

with (without) recourse

withdraw a claim

_

T ™15
7] B
B (o) BRI
MFEREME



9.7 Notes

(1) W& (inquiry): RIEXZN—HREZRIEM, R ZHFH—77180] L SZ1Z I @
E‘J%lﬁiﬁ%%ﬁlﬁ'ﬂ—ﬂ%j‘

(2) Z & (offer): BRIEXZN—FMREZIRINEm, MR ZHH—HIEHESZIZIEmEY
B Z %Y, FEERBRXERZZFHERX S, ITALERN—MEENRR
(3) & (counter-offer): BRIEXZ—HEIXZF—ATNAER, WAERAETITTER

Bz 2T EREARTNRT.

(4) Z& (acceptance): BRIEEINAFEMN—FRENFHNARNTE, HEREEZFGHS
MFIEMRZ ZHIT L E RN —F#RR.

(5) R5EHY. ASAIHEIEH{S FIE(confirmed, irrevocable letter of credit): 1§85 HIEFIUEIT
LUNRERITXHE B TIR . REITIHERIER RS, SHIETREEFERTK
RIE, MNFHAKEENEMNRITRIE, EAAE. REHIELIE ATHEER.

(6) BIHAIC 2 (draft at sight): #5ERFAMLE WERITHICE.

_




9.8 Practice

LIRHEIEE, ST TR FRIEE.

(1) We shall give prompt and best attention to any inquiries and provide adequate information as well.
AR HRNBLIERMTEOIE, HIEHEBHES.
(2) We are e-mailing you our wishes to establish business relations with you in order to offer

opportunities to develop the business between us.

SEIRA LB FItEURTENBEEMRS BIWIXE UERHNSLBNASRINE

2,

(3) We shall thank you very much if you inform us soon of your price for the goods including both FOB
London and CIF Guangzhou quotes.
RS X R BEEN T NREE . BRMAAEN | HI1IGIES =i,

(4) In compliance with your request, we are now making you the following offer, subject to your reply

reaching us within ten days:
BR/BGRAER, BAMENTEZE , WRANEE+HRBIAEY
(5) In the usual practice we would like to be paid by irrevocable L/C drawn at sight.

KATBEERN AR A A ATHERIHAEAIE .

_




9.8 Practice

2.BhETIHESR

-

(1) We should be obliged if you would let us have some names and addresses of likely
importers of good standing from your customers, together with brief credit reports
on them.

4 D
MEREMRHERRRGAAAENEORE S RFRMMIE, F R
RIFER, FtoR%E,

\ _/
4 )
(2) Would you please let us have the particulars of your products?
\ _/
4 )
EERAFEmiIAEEE .
\_ J

IIIIIIlI..--------------I




9.8 Practice

2.BhETIHESR

4 )

(3) It is our long-term wish to establish business relations with you.

4 )
ERFEIAGRAZRRNZERNIEE

\ J

4 )

(4) If you are interested in setting up trade relations with us in this line, let us know

your specific requirements/demands.

\_ _J

4 )
MR ARBEERFELZE M SER, HEMEAREK.

\_ J

IIIIIIlI..--------------I




9.8 Practice

2.BhETIHESR

4 )

(5) We would like to know what you can offer in this line as well as your term of sales.

4 )
BNETH—TRAEXHFEMNMREENDMEERN.

\ J
4 )
(6) We are pleased to send you here with our Performa Invoice No.12in triplicate as

requested.
\_ _J
4 )
waE LBRAERNLERDRS, HaBFEX—X=%.
\_ J

IIIIIIlI..--------------I
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2.BhETIHESR

4 )

(7) The above inquiry was forwarded to you on January the fifteenth, but we have not
received your quotation yet. Your early offer will be highly appreciated.

4 )
ERiaMEFT—A+HEBEZERY, BedRARGEZE. ERHAE,
TREX M .

\ J
4 )
(8) As requested, we are sending you our quotation sheet in triplicate and wish you to

place your order with us as soon as possible.

\ _/

4 )
MixFZiEK, SFHFLEAFRNE—R=/, HERRRPEIRFER.

\_ J

_
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2.BhETIHESR

4 )

(9) Your order is receiving our immediate attention and you can depend on us to effect
delivery well within your time limit.

4 )
RAEEREELFHLES, BEHRERITFERAIRRALEIE.

\ J
4 )
(10)Owing to your delay in delivery, we are no longer in the position to accept your

goods. We hereby cancel our order.
\_ _J
4 )
BT RAREWHAR R, BRNTEBEZNRARY, FIHEEER.
\_ J

IIIIIIlI..--------------l
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3. EETIEHRR.

/(1) We would refer you to our captioned enquiry sent to you on the22nd of\
June, which we trust must have long been in your possession, as up to
date, we do not appear to have received any offer from you. We are at a
loss to know whether the required commodity is sup pliable now. We shall

N appreciate hearing from you at an early date. p
4 )
&6 A22BFE NG, RAELEESWE], BEeSRRRAERRE.

N ELYIRE A, RE A
- J

_
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3. EETIEHRR.

4 N
(2) We were pleased to know from your letter of24th October of your interest
in our products and enclose the catalogue and pricelist asked for. Also

enclosed you will find details of our conditions of sale and terms of
payment.
\_ J

4 )
ZIE10F24HRE, MEBMFRGMERNP~@mBENB. &M EREREREDN
mmBERMNER, FHERNOEEFAHMFRAGR.

_
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3. EETIEHRR.

/(3) Considering this damage was due to the rough handling by the steamship\
company, we claimed on them for recovery of the loss; but an
investigation made by the surveyor has revealed the fact that the damage

is attributable to improper packing. For further particulars, we refer you to
N the surveyor’s report enclosed.

J

4 N
ZRBXERIFN)TE TRAM AT T EREAE. HNERMMIELTE
;s BRERMEEELSERERA, TSR TEEASIME. FXIFS,

_ IEEMAIEERIRE . Y

_




9.8 Practice

4. BEFETIUEE.
19 January 2012
Ms Sally McBride
Manager
Outback Wool Ltd
44 Bridge Street
Sydney
New South Wales
Australia
Dear Ms McBride,

We refer to our purchase contract No.954.

Under the terms of the contract, delivery is scheduled for June2012. We would now like to bring
delivery forward to March/April2012.

We realize that the change of delivery date will probably inconvenience you and we offer our
sincere apologies. We know that you will understand that we would not ask for earlier delivery if we did
not have compelling reasons for doing so.

In view of our longstanding, cordial commercial relationship, we would be very grateful if you
would make a special effort to comply with our request.

We look forward to your early reply.

Yours sincerely,

Eric Evans

Manager

_
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4. FETINSER,

BN ERminiEL L
BRESISRWER], FFIEAZEEHEA20125F6H . MARTERTT 201283 E4A 3R
AARMTRERSIZEZMSIBMAE, RERE. AWM, IRFIVIFE, FTMHILEX,
TR ATIREMLURER .
AERBNAFKARFHNEWLXER, HERARESRNFIT,
IR, FTMRE. EEAD.

L‘l

2318

(FZR)
BB 5 RS
2012 1H19H
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5. EfREAINENAEES ZBETIIRF.

4 )

(1) We offer to take ten percent off if your order is big enough.

4 )
MmERAIREEBK, HNEEILFI10%.

\_ _J

4 )

(2) Cultural, or workplace diversity refers to the differences among people in a work
force due to race, ethnicity, and gender.
\ _/

4 N
ZXit, T™MEkWZ X, BER—IMARE, ATRIMNMER. Rik
SN EMSFHHNEMNES

- J

IIIIIIlI..--------------l
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5. EfREAINENAEES ZBETIIRF.

-

(3) Even when it started, Debonair set itself slightly apart from its low- cost
competitors by offering more seat comfort, a drink in-flight and simple frequent-
flyer scheme.

4 D
BIEEEVIGIREL, BENME AL diEt EaFERREAL. Hl LR
RN EBHNEZEZMITRRETECSSEERBRAZFXNFNAE L.

\ J
4 )
(4) If the beast of inflation escapes, the increase in interest rates needed to recapture

it will then have to be bigger.
\ _/
4 )
MRBLEEKIRL, ATIHIREBASAH—DRSFIER,
\_ J

IIIIIIlI..--------------l
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5. EfREAINENAEES ZBETIIRF.

4 )
(5) Itis important to sound interested, helpful and alert when the secretary answers
the phone.
4 )
MPEBIENEERFITERIE, AE 8, XRIEFEEMN.
\ J

4 . . L N
(6) Although the net will change the way of the world, today’s pioneering internet
companies are unlikely ever to earn the vast profits needed to justify their current

share prices.
P _J

\

N

REEBMBLMERMERNER, WSTEMMEATTATAMHINA
T H Y SR 1500 S FF

. J

IIIIIIlI..--------------I
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5. EfREAINENAEES ZBETIIRF.

(7) You may have to make or receive calls to or from regular customers and
prospective customers, so a good telephone manner not only makes an impression
in business, but also helps to make money.

AR RIS EZ PERENZTFIBEE, FItFLiRbiETEEA X aE
QA_lL“MH: ATEFENSR, T HITRERS BN IRk o

\ J
4 )
(8) Unless you propose something definite together with larger improvement on your

price, we are not inclined to place a large order.

\ _/

4 )
PrAEMR A RERAEIN, FRABEMEEEAE, T, RNEASKIHE
B,

\_ J

_




9.9 C(Classic Translation

Enquiryifli

Invitation to offer is the first step of the four procedures that generally involved in
international trade negotiation. Both importers and exporters can make use of this step to
initiate a potential transaction. Through it, exporters may make a conditional suggestion to
the importer about a deal, and importers may aim to find out certain terms for a desired
transaction. This is also known as inquiry.

B4 ZRERERAZ KA KNANZRINE—L, HEHEOFHAAF A
IBAERTRFAIRENRZ 5. BEX—FR, HOFAUEEOGRRNZFiHABFG
HEIN, EOMBALUREGREZXFNFEFS. JERMERAR Gamn)

_




9.9 C(Classic Translation

For exporters, promotional communication is a very important step before getting
inquiries from importers. Through it, exporters can make themselves and their commodities
known to potential customers. Many ways could be used for promotional communication.
Advertisements could be made through various mass media. Sales literature and price lists can
be distributed. Trade fairs could be used to exhibit commodities.

MFEORKE, EREZEOSNEER, REEFENS—TNIFEEENTER. BT
f2tH, HOMALES B ~miARE. RIFEENFTIAKEZMHEN: TUESTKX
ARG LM &, ATAE~mREABMNESR, BAUERXSS ERR~m.

_




9.9 C(Classic Translation

In international trade, it is very common for potential customers to send their inquiries to
ask for the terms of transaction. These inquires may come in by fax, email, telephone or mail.
Response must be sent immediately in the same way as the inquiry is sent. If quotations
cannot be sent immediately, acknowledge the inquirer without delay to show your efficiency
and sincerity. Each inquiry is a sales opportunity, an opportunity to foster a potential long-
term relationship.

EEFRR S, BENEFRPLEESMRASFHLHAE. XEARAGEREER.
A BIESREHSFANARK. AETEILZEIRN, BHIZERGSHENA, UE
AECHITENRSRE. B—MIEHE—MHENIS, — M AR KIEEXAR
M=

_




9.9 C(Classic Translation

Generally speaking, an inquiry includes the commodity’s name, quality, mode, the
desired quantity and delivery date etc. experienced exporters may check on the inquirer’s
credit standing, financial strength and the import barriers of that country, etc. then deicide

whether the transaction should be pursued or not accordingly.

ANMBEEeEma. mki. 85, IREENRENS. 2RFENEOFLNS
AN ARNEERL . MO TERWEOELZ2SM—LREE, ARBILELEEM




