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BUSINESS LETTERS

R 55155 R

J Pre-study

A Terms to Learn

1 international trade
552 5

2 business correspondence

T 55 PR

3 business letters

[EE AR

4 letter writing
(GEEE(E

5 terms & conditions

6 commodity contract
A ]

B Think and Discuss

BERRESXITERBOF RIS (NTTH. oiRFHRS)
R, BFRRBFIRS, APEEAZHEFRA RN P
FAEYIER K,

FHRERRB/RS AT LSHEFTHPEHIERTER. FME
TERMRHEAR, AALRFEEESRAERMA, EEFLEKEIE
RPBERE T — LM, ngmesRInAeg Ako

FESTETR—EAEREFRRBPRIRSEEZHBRRSIN, BH
FAT B2 I45 51, EERMHIF, FIITR L, BFECRE
FAST &, BPESKHARMBE, CERREXDIFS, EE
BARBLBERAFRE, WREALTIEARBREEZSKHLS LS, &R
REESEEW, LHFFTUUGFHEPR, ASREIAENTEILI LT
BB ES,

WHREMIES B HFAFESES, wRxES don’t, can’t, m
Z 55 do not, can Not. HFIER B ARIFBHRE A DX, HLEPBEHN
WEHIERLEN; PIERRABSHEANNARSHFES R LEHL
HHRHZ—

RERSFSHEBERBSHR, EiF: ARIFAR (BB, NS,
BUEARE). HE. 4. XK. XM, TREFFXAEESR
T, S FREREE. ShL. EBIE. THFEFo

RERSARBERSE, BEBIT—DEAAERAKFTEHX
W, RRFBITRBFHHPERKRIIE, EERTERAHILIERSP, RS
AR F REIERFE, WEMBI0. ARXTEFRIEFTFEF,

1 What should we pay attention to when writing business
letters?

2 What terms and conditions should we discuss in business
negotiations?
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11
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13
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Useful Sentences

We have received your letter of May 16, 2021, thank you.

WeE R A5 2021 48 5 H 16 Hed, 6,

Please let us know your business terms and conditions.

T RRTT U5 50K

Thank you for your letter dated Aug. 20, informing us of the opening date of
the fair.

B Ir75 8 A 20 HER3E 52 TR HIHRR &, it

Having obtained your name and address from China Daily, we are
writing to you for the establishment of business relations with you.

M E HR EARE S A Rl ARk, 258506 LIRSS K &,

You are kindly introduced to us by The A.B.C. Company, New York, as an

important buyer of zextiles.

A0 AB.C ARIMFEMNEG, StARRGHMKETE,

We are one of the leading firms in the country and have much experience in
the trade.

EAFRKE LM —, FEZTEERFEE,

If you are interested in the article, please let us know as soon as possible.
WXt ST BN, TR

We look forward to receiving your early reply.

e,

Your early reply would be much appreciated.

HAREE, PHEEE.
We wish that this business will bring benefits to both of us.
FANRE XKL B REILNTT H &,
Thank you in advance for your cooperation.

XHRTT B ER SRR &

We do business with merchants all over the world.

BTS2 E g AR

Your goods sell well in our market.
YRI5 SR AE SR T3 i LW .
We have done import and export business for years.

TA A M AR LA,

/kan'difan/ n. &4tk

/in'form/ v. &5

Job'tein/ v. 35

/'tekstail/ n. g5ZH 5

fim/ n. ANk, AH]

/" a:tikl/ n. 5249

/o' pri:[1ertid/ a. it

/"bentfit/ v. 3% 5

/' 'm3:tfent/n. EA

/'tmpo:t/n. HEH
/"ekspo:t/n. HiH1



Writing of the Letters

Styles of the Letter

a The Full Blocked Style

Smith & Evans Ltd.

Registered N0.596183 England Tel: 00441-36562341/2

123 Upper Thames Street Fax:987-42-883907

London EC4V Banker:Westminster Bank
E-mail:SmithEvans@co.com
VAT No. SL114533535

Your ref: Our ref: MMB/334-11

Sept. 2, 2021
Wongsheng & Co.
Rm 509-511 Tongle Bldg
Shennan Rd., Shenzhen, China

Dear Sirs,
Re:Autumn—2021 Chinese Imp./Exp. Commaodities Fair

We shall visit your Autumn—2021 Chinese Imp./Exp. Commaodities Fair.
Kindly let us have the following information:

1 Your Hall Number and Room Number at the fair.
2 Can you furnish us with some sample toys for free distribution?
3 The date on which we will visit your head office in Shanghai.

We await your reply with keen interest.

Yours faithfully,
For Smith & Evans Ltd.
(signed)

(Z 5, #/{(@/‘&W(

EL /JA.:



b The Indented Style

Heilongjiang Light Industrial Products
Import & Export Corporation
Established in 1952
112 Zhongshan Road, Nangang District, Harbin, China

Tel: 0086451-82723834
Fax: 0086451-82937461 Your Ref:

E-mail:heilight@public.bct.com Our Ref: SM/L02-0031
Date: Sept. 2,2021

S. M. Trading Co.,Ltd
Box: 6041

Karachi Pakistan

Attention: Mr. M. Yasin Marlic

Dear Sirs

Re: Our General Manager’s Visit

Mr. Y. M. Zheng and his assistant will arrive in Karachi at 18:40,Beijing Time, Sept.9 (Fri) by Pakistan International
Airlines (Flight No. 0315). Please meet them at the airport.

They will bring some samples you asked for, which would be salable in your market.

Thank you in advance for your help.

Yours faithfully
for Heilongjiang Light Industrial Products
Imp/Exp Corporation
L Werwer
(' Secretary )

Encl:



¢ The Modified Style

Wongsheng & Co.

Room 509-511 Tongle Bldg Shennan Rd., Shenzhen (518044), China
Tel: (0086755) 85576183 Fax: (0086755) 85576183

E-mail: chinawong @ public. sztt. net. cn

Date: Jan. 15, 2021
Huamao Agencies
625 Aljunied Road
Singapore 389836

Dear Mr. Walters,
This letter is an example of the style used as standard for Wongsheng & Co.

The date is typed on the second line below the bottom of the printed heading, so that it ends at the right margin. The
inside address is written in blocked form.

Paragraphs are also blocked (not indented). Except for periods to mark abbreviations, no punctuation is used after the line

of the inside name and address.
The salutation is typed at the left margin two lines below the inside address and is followed by a comma.
The complimentary close is begun slightly to the right of the center of the page on the second line below the message.
It is followed by a comma. The name of the writer is typed four spaces below the complimentary close and his title or his
department designation is placed immediately below his name.
Dictator’s and typist’s initials are placed at the left-hand margin, two spaces below the title.
Very truly yours,
(signed)
Lhany Ko

Assistant Manager

RFP:ms



Writing of Envelops

S.M. Trading Co.
L 3733 | P.0.Box6041 (RAfEN A Fritedl)

Karachi Pakistan

Wongsheng & Co.

Rm 509-511 Tongle Bldg
Shenzhen China

518044  (Uefs N\ & Fritudi)
Registered

Zhongxing Trading Corporation
106 Dacheng Street

Harbin China
150001
The Secretary
Percy Astins & Co.Ltd.
18-22 King’s Avenue
London E.C.4
Confidential

2. gk

New Words

fax /feeks/ n. fE &

commodity /ke'mpditi/ n. ¥k
furnish /'fz:nif/ v. #24

distribution /, distr1'bju:[n/ n. /34
await /o'wert/ v. %, WifF
manager /'meenid3s/ n. £

airport /'eapo:t/ n. &L
confidential /,konfiden [/ adj. L1

VAT (Value Added Tax) H{EFL
fair /fea/ n. X5

sample /'sa:mpl/ n. ¥
head office 72\ A]

with keen interest FE4)h
assistant /o 'sistent/ n. B F
airline /'eslain/ n. L2

salable /'seilobl/ adj. H8#E% D, WHHY
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Notes

5515 R E
W BRE RIR S FERRAR R D«

fZ3)k Letter Head {Z PA%RS Reference Number

H }j Date A% B Attention Line

B & Frfndbil Inside Name and Address F7578 Subject

{53 Letter Body FfHf4: Enclosure

4 AR Complimentary Close 2 Jnic 5 Reference Notation
(1) sk

W &R ARG LEEABENE L, EhPBRAr ammihtsr, BufRiEsm, 1%
S, MR FEH%. AEkhd A AR, ITES, ARSI, JFP R gl
NS5,

(2) FEHFS

AR EEARGT RS, BAWmS, BETAEMER, SRS SEMNSE L, AR SIEE
WAET,

(3) B8

Hp4E, A, HERS, REAGHAE TS, AR A%, #eRERm. 2021
ARERE 21, Al Agingial, “ 1 H” LIS 1, Ist 8¢ the Ist, JCiRE kMBMIE ., AREE kK
BN E. £, A, BIBPASEERML R, EXKRZRAABEREE, EXAKZ RN
HAENSE, i

Feb. 3,2021 (American way)

3rd Feb.,2021 (British way)

(4) HAZFRFMIE

BN ARG L E 5y 3~5 47 F3LATED, AT KREA M EARIMm bk, (s e b 8 A %5
. HAERRP LR G NS EE, EFRE ARG, %580 I T ¥ 55 1 b o B4 B0
TEM
(5) %H

G — B R TR IERATN, HAR R G AR h B RS ANEE, wTUUm e, BRfT
FAEET AL, AR TR, Biltn .

Attention: Miss Wang Diandian A T LN IR B

For the attention of Mr. Smith A8 RSB,

(6) FRAE

W55 BRI JE A Rl Z R R AE, Xcfs NFRF-ZES, MG H & PREA
Dear Sirs,  (INRIAEIKR S 73, RMBHSEESHAMbRL, LB REHE S,
B “BUaE” RAENT. )

Gentlemen: (J5#:HE "5, B LB “hdkA” )
Dear Sir / Madam
To whom it may concern (3 % A\ 1)

— ALK EED, REHAEHSAA, Linl, %S weourourselves. B A ALK = A
A, mAEN A
(7) Rt

HAEGEHME L AARE, FRERERE AN IZEEENSE B THA. KGR FE, b8

7



WA Re‘FiE, JREE S, BAFH., MEHINTRILUEEH . filn.

Re: 5000 MT Sunflower seeds HH . 5000 A ZE AP K
Re: Indent No.3057 Hi. %3057 SiTH
L/C No SB30054/02 % SB30054/02 S 1% HIE

(8) 185X

EXRBNER, BENERIETNZ DETEEAA R,
(9) HESE

2 RBUE R AR MELEE, 275 %515 oA i I IE SUBUE O - Yours faithfully (385X), Yours truly,
Faithfully yours (3£X) 0 Truly yours, R TR, (ERE: RRB-AFEHKRE , BA LSRR,
PRI HE S, BORRWRALE S, iR RN, BOEREHRA.)

Yours faithfully

Yours truly )
Standard practice
Very truly yours

Faithfully yours

Sincerely yours

. To a person you know
Yours sincerely

Cordially yours

To your friend
Yours ever

(10) E&&ES
BSERETE, MUREF NS, WalREFANE A ORI S, Tl 2T R
SRS, AR, EITHASS SRR, Bl

South AfricaTrading Corporation for Hudson & Jones Ltd.
(Signed) (Signed)

John Davis (Miss) Helen S. Patrick

Executive Manager Secretary to Mr. G. Davis

Srif for RAKEARZFHIEE, H onbehalf EH,
(1) 2HhNiES

FgfEh, ANERSORANRE, BI/ENGETEN, BERDRAS FRAE B D T T
o, -t s ik % e i o BE AT S Bk 44 AR AR B AR R O, FRATATENEE %80 Tl v /L
F, T HEER, Bl

1S as : 18
TSG | 17 H FMA:grp | FHZN /3T 5
Rbs THL/QM
(12) M4
PEoR b bR FF R AR, BT .
Enclosure: Price List Fiifd. #rH B

Enclosures: Four copies of Price List fHff. 4 oy B



1 Writing of the Letters

Encl: As stated (As above) Bk e (k)

Encl: Contract No.3456-032-05 Bt . 55 3456-032-05 S& 1
(13) #piz (P.S.)

ik, BRAEDABR, AN, POAREEENS B ANFEBIEAE, SiZBHRALE
2, Pl

P.S. Please send us some catalogues.

M. WHHBMAFILAHFK,

2 W EHERRKRK
(1) FRK (F%(K ) BITXFHEEFATKITE,
(2) @Ko FERMHHEITE, T—1Tlt L—1TmA%HE 1~-3 MF i,
(3) BAR. EXEMERENELH,

(1) F(K (F%3K) (2) it (3)REX
Blocked Style Indented Style Modified Style

3 fEARLAN)R
fHE &R B B REEM A, k. T, A, GRERKRAD, MRS, R —ikag
AR, SR KAt BHRESOPRUTCF B RS s Bk, 5B T OUARE R A g R AR A
BT, RWWHAAILE., HEERNRE, EremfEk, RIEIUISEARRE R EE, 3
REMER, EEAMPFS IR, FIWIFLSLAE SO A E

4 fagt
SR BB RATE S T RRU: A EARIEABHR, Mk, A TR N AR ML,
EEHMBEEATE, WAPR, A7FRR CPIR) Mg,

5 Co. 5& company Hygimg; ; Ltd. J& limited ByZ50% 2,
£ 2 []# M corporation —ii], Mg A Corp.
firm #g AE, &k, BEAS5A6AK—EEH, JHT your firm, our firm %,

6 FRHEEPRR “8CT JRM
(1) Courtesy #LIR/EN
AL IR MFE B2 v 5515 vA G 5 RIB B L i HLALSR, 48 v i RO fnidk i
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(2) Correctness IERE/EN

ERR SRR v 5515 s b B i S s B B, SEScdERRCIR, e Wis AREBRURR, A Sk,
R GETR], s, R, B, RS, B, 2. BR%,

( 3) Consideration {&iz/E N

PRI DR 4R 2 B 5 b B e s ARSI R R, WA RM A S R, ER EEEENT,

(4) Completeness SZEE[EM]

SEHE R IR I 2 15 55 1 A B R L A0 52 3, B4, VIRNASTIIAE.

(5) Clarity &R

THAE RN R 16 5515 s DG & R IB T oRIERE W 2k, VIiC B & A« il S )k,

(6) Conciseness ;& RN

RN RS ERiE S RERBEEMNERE N, S, AAFROEL, RAGEE., HE#ENY
+, REEERE,

(7) Concreteness E{4[E N

BARFEMRIEE S ER DS RN, HEREEIRAK, FEAY), RBEE,

(8) Coherence EBZEN]

ESRMFR R E S G RN BIERBEER, (GHRrIRE T/EREN,

Activities

Vocabulary review

Translate the following sentences into English.

HhE] 3 R % 58 5

Hh L Y R A B

WA R DS TR

ERIERRIC I,

i H W 2R 5 1H 2

T BIHLIG R s e A A f e BB

Match the expressions in Column A with those in Column B.

A B
(1) head office( ) a E R 2R
(2) inadvance( ) b H Pk
(3) general manager( ) c WEWETS
(4) international airlines( ) d B%sfEm
(5) business letters( ) e PEET, Hk
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(6) commodities fair( ) f S Hpay
(7) business discussion( ) g B

(8) export corporation( ) h W54
(9) inside address( ) i B2

(10) registered airmail( ) j HAaAHA

Writing practice

RTHRBeEH, FARRERSTT, RESRH B, FHRITB—HFHKX, —HHRAXPIENE

H, ERLBAR (EIFEESMWIWMA. 5. AR, ERARATFATS, BHSEH,
HIEAN: LT FERBARTT

ik : PEHICTRMEZZBEITARE 158 5, @#BIm: 150005

8B 3% : 0086-10-85182222 THI3L: 0086-10-85184321

BF-TEF . xhtco@public.jgm.net.cn
KTEAN: PHOENIX INTERNATIONAL

211 Fifth Avenue New York USA N.Y. 207
FEH: NAHS
ANE: MIRBYRAFZRETFIFESTH, RTTBERIRAEZET I LEFTESH, HARIIH DT
R,

11



ESTABLISHMENT & DEVELOPMENT OF

rPre-study

A  Terms to Learn

1 establishment and ZEEFRRST, BFRARSMERBZ, HATRTIEREBR
development of business MBS TERIC TR FRRS KBTS IRE, CTRI
relations S MEANIE BRB S RIS R L BT L F S KRB B R
Har. REWVSEZ REBFTUELATIUMREKBIEL: RiT. IEHE. +

EEEIINFSR, BRBITTEFR. ALEFEIT. JT-&F, RiLus
KXARREE, BEFrJ R, BMERHN SN, BRI LSRKXFR
HWTERLIPE, XFSTRLENL, LHFFTUUNRGEPR, HIXH%
I, LERIFHEBREFIFX TR

WMRBSTEARIEOS, ARBRI SR, HiZESER
BPRBER, RESSHERADS, TERFFHERZT, NEFHRO
FeyF= A RZSeYT o

2 pricelist
fir H &

Z Sl =N=> El=0 SaH H s TEIE B
3 catalogue HaFSAHEFES T R B~ R AR TR, £iELE

3 REENESFHEES~RE R, NEDTSSEHMEIF, ~%E
FTHREATHY., FAXOXRIMTF, HHEFAFXRTHE,
7 ) B RS,
4 status EFRRS P RSN EARSTIHRS SR, HS KR,
wE EEHREEAT, REVHDESEMEBASHETEN S, IREREY
Sl PR 3 B RSB AT BUSE A,
5 commission BB aFIBWAEFRIFIEGSTERA, ME]BFFT=F3HBR (=
N BFREFB=5), APUWRFSH (BPTHE).
B Think and Discuss 1 Why do foreign trade companies need a lot of business
connections?

2 Through what channels can the names and addresses of the
firms to be dealt with be obtained?

12
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13

14

Useful Sentences

We intend to expand our business.

FAHTES K%,

Please let us know their financial stafus and reputation.

I &A% A A B0 A A,

Our activities cover a wide range of commodities, such as ties, belts
and shirts.

FATHDILSSFE DA H R, sy, e,

We owe your name to the First Commercial Bank at your end.
ARG BT EE — R AT N B 2 Bl AR

We take this opportunity to introduce ourselves ...

AR Bl A 5105 ARG oo

We understand that you are well experienced in the export of engineering

equipment with service.
RS AR D TR SR B e ik 55 Ik 55 A FE R 2,

We are in the hope of opening an account with you.

i BLREFN 515 AL SRk &

They are enjoying an excellent reputation.
%A A E AR A

You will be satisfied with our services.

Bt T 20 B T7 W R 55 S E il R
We enclose herewith a pamphlet introducing our business standing and
outline, the complete catalogue of our goods, and some samples. 2% [ 4
Wr2F —AF W, AGARA TGS AR LMD, e H & & —
SeRE
We wish to introduce ourselves as a reliable importer of textiles.
ZAXNH, BRIV —KAIEBI S IR .
Be glad to enter into business relations with you.

ik, BITBE ST RIS R R,

We are sending you under separate cover our latest catalogue and
pricelist covering our exports.

I Eray BRIy F™ e R H SR H R

Our corporation is specialized in handling the export business of texti/es.

TITLTINFG L AR,

/'stertos/ n. HLfiL, By,
Bls

/ka'm3:[al/ adj. TV

/.0pa 'tjuznity/ n. L2

/o 'kaunt/n. Wy, Fuk

/" eksalont/ adj. L5511
A 8/Ri0]

/'peemfltt/ n. /M. FMh
/'keetalng/ n. H 3%

/r1'larabl/ adj. ] 5

/'separert/ a. FEFFH)

/'spefolaiz/ v. FI 1M,
LTI

13
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@ Making Self-introduction

The following company plans to extend its business activities, and wants to establish business relationships with the

importer in the market.

F8 Re: Self-introduction

It i) 2021-09-14

KN Wongsheng & Co. chinawong@public.sztt.net.cn
ek N Olstas<olstas@ok.net.ua>

Dear Sirs,

Established in 1950, we, a leading importer and exporter of business machines, have been expanding our

business operations around the world.
We shall be much obliged if you will introduce to us a most reliable importer handling business machines.
Our line of business includes ; Typewriters, Copying Machines, Company Printing Machines, Cash

Registers, etc.

Concerning our financial status and reputation, please direct your inquiries to the Bank of China or the First

Commercial Bank, Beijing.

Thank you very much for your cooperation in advance. We hope to hear from you soon.
Best regards

Zeng Ming

Purchase Division

New Words

expand /iks 'pend/ v. #"J&, ¥k AXzH, Rb

operation /opa 'reifon/ n. B¥s, #1F, &E financial /fai' neen[el/ adj. WEKI, 4Rl
be obliged for f----- status /' steites/ n. &f}, Hufi, BEfE
reliable /ri'laiabl/ adj. PI5EHY reputation /,repju:'teifen/ n. #H, #E
copying machine £ EI#lL inquiry /' inkweri/ n. fjlal, #if

cash register R #L division /dr'vizn/ n. #5171

concern /kan'sa:n/ vi. JeFeeee-  Eoooom



Notes

Ty Ik B

BN 55 R RAERTHMN R 2 BB e — T 43 B TAE . W R EEAS 2\ A B AE E ST B e o 1 B
B B 1) [ A2y m] WS 6, AR 5515 BRI Ok B Se B R W n A AR A 00 75 5 B . — e ml DLadat DA
TIURPZEE AR E :

(1) 24T Bank

(2) #ME B 4x Chamber of Commerce in Foreign Countries

(3) " [E 4 E PR 554k Chinese Commercial Counsellor’s Office in Foreign Countries

(4) 9 51717 44 5% Trade Directory

(5) 45 Advertisements

(6) D FG172: Business Houses of the Same Trade, etc.

e.g. We owe your name to the First Commercial Bank at your end.

We shall be much obliged if you will introduce to us a most reliable importer handling business machines.
H RN ARSI ALZE AP R, WA R,

be much obliged for / to Hfeeee: TR

SRS R

SRR, BT R EE R R HRE R . BOR

e.g. We are looking forward to your early and favorable reply.

direct 8 (HBfFZE) H%E

Please direct your sample to my home office. iEEFE 525 3% E A A A

direct your inquiries to [ 3t \ 251,

expand H & (%), RE

e. g. We’ve expanded the business by opening two more stores.

Activities
Vocabulary review
Translate the following phrases.
(1) ¥ k55 (2) FEMHER O
(3) WssiEah (4) &
(5) WS AR BLFR 2 (6) ZEHIHLA
(7) B P SERRE I RG (8) BN A

Fill in the blanks with word or words from the list in proper form and then
translate the sentences into Chinese.

advise, appreciate, handle, have interest in, buy, contact, meet, inform, requirements, enter into

trade relations with, be in the market for, mutually

(1) We are willing to your company on the basis of equality and mutual benefit.

(2) The shop paper and stationery.

15
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(3) Please us if you need further information.

(4) Will you a pen this coming Sunday ?

(5) We would like to you that a number of our clients Chinese meat.
(6) Please at what price your clients will place orders with us.

(7) We shall do our best to your

(8) We your sending us a special offer for meat.

(9) We desire to establish beneficial business relations.

Writing practice

Draft an advertisement for the company.

Background: AT S-S RS IIERE S, JTRAGSATF LTRSS EE S I 2021 £ FHEE, RTE
B~ T IEIT. EEANEMT:

TTRAEGAFWRR T AL T 1998 7, LKLABL T RINFTALK, R—RIEFHE~, oL, #HE. BFFRH
— ey ERAN, AH 6 RANKKEINIL) , THEFEHE “HM° MG, OF. L35, RITESR.
FHWFFRZY, WILF, “H8” MR- REEFRBAGHESFFBREME T RGEHFE, “H80° wRRTH
TTAREEBTEIR

Supplement:

IS ¢ Tea Expo

HF%, : research and development
RIS jasmine tea

P FHMAEL ¢ medium-sized

EHZWHR ¢+ famous trademark

WMIB-BRIFFE ¢ win a good reputation

16



Starting Business Relations with an Exporter

East China Region Trading Corporation, an importer of various kinds of machines and tools, learnt from a bank the name
and address of the exporter who has experience in the export of engineering equipment. They are sending out an E-mail

to establish business relations with a foreign firm.

T/ Self-introduction
I 2021-02-14
RN zhaosi @163.com
WefE AN pgco@pgusa.com

Dear Sirs,

We owe your name to the First Commercial Bank at your end, through whom we understand that you are well

experienced in the export of engineering equipment with service.

We take this opportunity to introduce ourselves as one of the importers buying various kinds of machines, instruments,
tools, etc. In order to let us have a better understanding of your products, would you please send us by return mail
catalogues and pricelists of your products with full details? Upon receipt of such materials, we shall see what items are of
interest to us and pass our enquiries to you.

We anticipate your early reply.

Yours sincerely,

Lhao &
New Words

commercial /ka'm3:[al/ adj. Bl , B4 catalogue /'keetolng/ n. H3, —%W&
engineering equipment 2% %% list /list/ n. 3, H3, —%
opportunity /, ppa 'tju:rnity/ n. Pl detail /di:"te1l/ n. 475
various /'vearias/ adj. AR, BRI receipt /r1'sizt/ n. U, Wl
instrument /' instromant/ n. {X2%, #%H item /'artem/ n. #%, Widn, WH
region /'ri:dzan/ n. #ijy, HuIX anticipate /zen 'tisipert/ vz. 32, B

mail /meil/ n. WPE, Wpf:

17
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Notes

5 PR I 550k F A R R A Y A A e
5 MA@ 55K R/, B E ™S5 RKARMEEN ™ mESHY G, RARREACH
S W03 N R T S S T T T O S 7 P A B 0 ) T 7 NN B DR R
¥, BFROMNUIRZE WA, F0, 5 HRIE, A B 05l X s g O, (6] b &R 98 21 52 55
=,
(1) FMeirkE,
TR Be, X B eh el R T XA R E AR T A A RIS EXNSR, RENATH
CTR ™05 M O AR LER™HIEFY &,
e.g. We owe your name to the First Commercial Bank at your end, through whom we understand that you
are well experienced in the export of engineering equipment with service.
(2) R A R,
ZJa XALS R B T TR0 H AR ok, e W B IR &,
e.g. We anticipate your early reply.
We take this opportunity to introduce ourselves ... A& WL S W 52 HEB A4 --e -
Upon receipt of such materials — 52U 2l iy %5 % B
upon (on): immediately after
anticipate W=, MWIfF
HF AR 4, A ER,
in the future $53
e.g. I hope the coronavirus is gone forever in the future.
If you work hard , you will be successful in the future.
in future  MALLJG

e.g. I will work hard in future.

Activities

Vocabulary review

Translate the Chinese into English to complete the sentences.

(1) We wish to inform you that we ( %&78) this line and hope to build up trade relations with you.
(2) ( ¥ BB AR J5 2K ), we are sending you some samples of our new products.
(3) (22BN ) the main exporter of electronic products having many years experience in

this particular line of business, and we hope to establish trade relations with you.
(4) We (H¥HTF ) to you with the hope that we may have a good chance of cooperating

with you in your business extension.
(5) With reference to your letter of ..., we are glad to learn that you hope to enter into trade relations with us

(FEBERBLI 55 51 ),
Choose the correct words.
(1) It ('spent, took ) me a lot of time to make out the documents.
(2) You must (pay, pay for ) what you drink and eat in the shop.
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(3) What’s your weekly (salary, wage )?

(4) I’'ve done for his ( profit, benefit ).

(5) Mr. Anderson will arrive here at 12:00. We should (‘receive, meet )him at the airport.

(6) We are one of the ('big,large, leading) firms handling the importation of machine tools in the city.
(7) I'don’t like this pair of shoes, (‘besides, except ),it's too expensive.

(8) We (wait for,await ) your early reply.

(9) It took them a long time to ( discover, invent ) this machine.

(10) The goods will be ('salable,sold well ) in your market.

Writing practice

Draft a letter to a company asking for establishing business relations.

Background: 2021 58 A5 B, ZBASARARTITNSE, BaPE—~RILETIZMItaL, 29
TERXRTHFRIEBRBRR, HIXTIRT—HTE

EZ 8- o 5%

ARRBAFFRIEARSTIITLE, BT BMARMtaL, IR RERE, ALRRBFTTHFRILLSFHKFR,
HITTAFLZRIAOQOWSSHF, XITPEHS I T EREANR, wAEAKIRS ™2 EBFHUE
R, FREEALIK,

WRIRSOAAELESTHHELE, RTTBETEITHARRERS,

Lot o

Supplement :

B AL EHART Messrs. Anderson Co. Rotterdam

HITIAFLZRIFOAOLSSHFE we have been importer of Arts & Crafts for years
s BFIU B3R catalogues and pricelists

RFU S48 your prices are in line

REXSTFH important business can materialize

19



Request for the Establishment of Business Relations

Wongsheng & Co. is an exporter dealing in Class Cotton and Rayon Goods. Now it gets a piece of information that
some company wants to import the same goods. So it sends a formal business E-mail for establishing relations.

J8  Re:Self-introduction

it 2021-09-14

%N\  Wongsheng & Co.chinawong@public.sztt.net.cn
Yef: N Olstas <olstas@ok.net.ua>

Gentlemen,

As your name and address were listed in The Textile Magazine, we are writing in the hope of opening an account with
your company.

We are one of the leading exporters of first class cotton and rayon goods and enjoy excellent reputation through fifty
years’ business experience. We are sure that you will be quite satisfied with our services and the excellent quality of our
goods. We enclose herewith a pamphlet introducing our business standing and outline, the complete catalog of our
goods, and some samples from which you will readily observe the extent of our reliabilities. If you need more objective
information concerning our credit, please refer to the Bank of America, New York and Kahn Co. Ltd., Chicago.

We are looking forward to your early and favorable reply.

Yours truly.
New Words
account /o 'kaunt/ n. iKH, Tk, ik outline /'autlain/ n. ¥ EE, WAL, HNE
cotton /"kotn/ n. itk sample /'sa:mpl/ n. K, HebE
rayon /'re1on/ n. A% objective /ob ' dzektiv/ adj. LI
be satisfied with X ««« il & information /infe 'merfen/ n. {58, BokL, 1@xN
service /'soivis/ n. k55, FFEh credit /'kredrt/ n. {5
enclose /in'klouz/ vt. Bt A, Mi4F favorable /' fervarabl/ adj. B, A AR
herewith /h1a'wid/ adv. A, Fffit be looking forward to JHF5E -+

standing /' steendin/ n. 475, FHEE

20



Notes

BRI ML 55 5K = o R SIS M A A 2

BRSNS R AZREE MR ARAT SRR, BN TR, m5KIT LD HARM, &R

AN EED G K s R SS FRAE, [, FFAF AR, MhE KR, H3E%, DLRIEARLF

AR, REERENMINL S EE,

(1) FFkAm s Ir kB,
BEAMNMAARAFEEN W, HRUWALFNESEE RN SEZE, R RS T U
MEfEER,

e.g. We are writing in the hope of opening an account with your company.

(2) g5 RMRE RE,

SRIEZEALN, B FORMRANZ SRS, X RBEEA L,

We are sure that you will be quite satisfied with our services and the excellent quality of our goods.

FATRLE, ST AIRAC 2 B B R 55 Be AR BL 7™ it 5 i 23 24 i 2

be quite satisfied with... X« JEF 1R iith 2

business standing F§L{E%F, standing HAL$E “{5%F”, Financial standing %iEIR3., ELHEER SR

AR B WL, R A CRBREIEIIN (BRATEIR ) RS X T, DUMEX T & A

cifE B,

objective information ZMLAY{E &

to open account JFALME P, AR Z B IR T, BREN T B SR &, % T enter into business

relations B¢, establish relations,

relation MG A 1A, HAERENB 5% A2 EE, KR BMRMAARK R, L% M relationships HIE#H.

Activities
Vocabulary review
Translate the following phrases.
(1) XA Al IR 55 &S 2 (2) HEsak
(3) BefEryrE (4) ShEEZ
(5) =WrfE & (6) HHITIT4K
(7) prfsmyZER (8) Heweodln LSS K &

Fill in the blanks with the words given below.

accepting, acceptable, accepted, accept

(1) Your offer is not

(2) We regret we can not ____your offer.

(3) Weare your counter offer on condition that your order amounts to 10 000 dozen.
(4) We have made our prices so low that they should be readily to your customers.

(5) Your offer is ,and we are awaiting your confirmation.

21
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Read the following English sentences . Decide whether the English meanings are matched
with the Chinese meanings. If not, try to correct the English ones.

() (1) We operate the import and export business of chemical products.
TMLEATLT™ MEZEH k%,

() (2) Weare look forward to receiving your early reply.
MR R HER.

() (3) Itis necessary for you to comply out our packing requirements.
RT5 2 750105 JE FRATI B3 2K

() (4) We hope to enter to trade relations with you on the line of canned foods.
Pl BEAERERE £ i 05 T S IR TS B K &

() (5) Please send us your catalogue.
W AR ARIRATH H 3%,

() (6) We specialize to the export of Chinese arts and crafts.
BAVRLT ISR ETZ 60 I,

Writing practice

Draft a letter to a company for a formal invitation.

Background: 2021 #5420 H, $EXXREMNETIBAAXR—~RBTTIRLRREN S, FRAXTIXT
"'ﬁ'li%@o

TREYIE ¢

ANy “ERAR” Fli4yL, KR1T1E 0TI RIYR P ERER S,

HTNMRE—~FTRPHREOFTI—, RTEZEELXREFNRERATFOFTR, ATIATTREALSHTTIRLATS %
o

ATHREMNBZRBLFHHLAEREARAMNAL, EEANIMRRRIE, i, XRIWF~DRTFEE~RHEF. W
BTN, FERITIBR, KTNSEFHTIANBRRAGBBHFREHRRRSTER,

Supplement:

RBYPERREH S be in the market for Chinese leather products
BTl R EOFX—~ one of the leading exporters in this line of business
L EFEFHATELIXAR superb materials and in traditional skills

ZE A ot home and abroad

RIKREIIRY lowest quotations

SHRIRFEXK comply with your requirement




@ A Reply to the Request for the Establishment of
~— Business Relations

Wongsheng & Co., an exporter in Shenzhen, sends a business letter to a foreign firm in Sydney, in which the

company expresses that it is willing to establish business relations with them.

Wongsheng & Co.

Rm 509-511 Tongle Bldg Shennan Rd.
Shenzhen (518044), China
Tel: (0086755) 85576183 Fax: (0086755) 85576183
E-mail: chinawong @ public.sztt.net.cn

August 8, 2021

Messrs. Williams & Warner

36 Tower Street

Sydney, Australia

Tel: (00612) 23237706 Fax: (00612) 23237709

Dear Sirs,
We thank you for your letter of 5th this month and shall be glad to enter into business relations with you.

Complying with your request, we are sending you under separate cover our latest catalogue and pricelist covering our
exports.Payment should be made by an irrevocable and confirmed letter of credit.If you find business possible, please
contact us for offers.

For more information,please contact us through E-mail.

Yours faithfully,

New Words

enter /'ents/ v. ZEA payment /'permant/ n. £, &40, R
enter into business relations 7 1% 45 % & irrevocable /1’ revakabl/ adj. ANRERUESHY, AHE
comply /kem 'plar/ vi. &M, MM LY
comply with... JIFEM -eeee- s TR eeees confirm /kon'f3:m/ ve. Wik, HESE
separate /'seporert/ v. & adj. 5, FRIFH contact / "kp nteekt/ ve. i, SHE (ARES with
under separate cover {E5H—mEPEE T, B EH)

1152, Sp offer /'pfa/ n. #, ik

pricelist /praislist/ n. &, rBE

23



24

Notes

2 52 BT BRI BB R A o AR S A
BB ZX TG, DAL R 2 e A S, DUMERI BB 6 75 BT RA4FHYER
o EXRHEZBIGRREZENIENZ—,
(1) LI L Be, EAERLX T KRB, IR RIE SN I 55K K, Al R R B4 0 75 B
P A ER 25 EAHRLAD ™ i B el B3
e.g. We thank you for your letter of the 5th this month and shall be glad to enter into business relations with
you.
Q) giRWE A BB, kG HCHRIES AW, DIBARX AR A RIREE, A1 RS REFE
%, MBS ESEmE RERME . BE L, tLEeE,
e.g. If you find business possible, please contact us for offers.
Payment should be made by an irrevocable and confirmed letter of credit.
AR R R SO AT HRURS A% FIE (— B O T B0 0% S AS TSN 15 FIE, TERBDF) .
BERIEM4E . L/C, FE I a letter of credit; an L/C; &%k Ls/C, letters of credit,
15 M IE S [ PR B2 5 vh b W B S 77 38, Xt SR 320005 R Bt e & 4 T %, JHIERIRE P IR T35 77, 3K
Fl M EARRAT L LA A% A (F63k ) W E, I DU B4 4 40h 3% 05 TR IE D 4 4
ST AERRAT (RIJFIEST) eSS B BRMARMAT, SHafEMEes. ZEA. B
BN 67 HUIE K AT & R, B IERIR )G, ARMAT@EMIZTy, &zl iEe ks,
fEHIEA 2 P8, A T Heas (5 HIE . DE30ME FIE RS 35 15 e
AR B AR FIE R AR 15 AHIE— 20, R I277 [l 77 A AHBUGH R 5 HHIE
business Flk, W55, HB, B, HRE, BF
business centre kL
business hour & P [H]
business letter 4518
do business i 3
business relations @S XH, WHEXFH

Activities
Vocabulary review
Fill in the blanks with the following words and phrases.
| be interested in, look forward to, be connected with, be engaged in, send, be favorable, refer to
Dear Sirs,
Through the courtesy of your embassy in China, we learn that your firm establishing business relations

with a Chinese firm to sell various light industrial products of your country to China.

We import business for many years and all the major dealers here. We therefore,

feel sure that we can sell large quantities of your goods if your offers .We would like you to us a
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catalogue and pricelist, and possibly some samples of the goods that you are principally interested in selling, so that we can
study the sales possibility in our market.As to our standing, please the Bank of China, Beijing.

We hearing from you.

Yours faithfully,

Choose the correct words in the brackets to complete the following sentences.

(1) Do you remember the shop (iin, at, on ) which we bought a digital computer?

(2) If you are interested (in, with ) any of the items,please let us know.

(3) We have taken your name and address (in,from) China Daily.

(4) The computer programmer is the one (which, who, whom) makes out the computer program.
(5) I'am tired (iin, to, of ) the routine life.

Translate the following sentences into Chinese.

(1) We have the pleasure of introducing ourselves to you as a state corporation specializing in the export business of

canned goods, and express our desire to enter into business relations with you.

(2) In order to give you a general idea of our canned goods, we are sending you by separate airmail a copy of our latest
catalogue.

(3) We are looking forward with interest to hearing from you soon.

(4) We should appreciate it if you would give us an early reply.

(5) In order to extend our export business to your country, we wish to enter into direct business relations with you.

Writing practice

Draft a letter and express for accepting an invitation with the following information.

Background: HE MO FEATIRI DML ERIFTINTETRIG, FZRFFTHHXETFEF
RmHFFREBERARGEZ NI ERIFTIETE.

MBS A
TS5 AR 10 BR&KRE, Wi, ERE, XS ELETFTFTRIEITS KX R

25
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RBHIEFTHER, SFLESH~RH R, BERHFDBAERTIARR,
WBEFINAFT AR T A, TRERMA,
rEWRMNMBRARER.

Supplement :

3 B IM D electric shavers
= oy S8 enter into business relations

INAF AR T A Find business possible

I A=K ¥4 contact us through fax for offer

FAETRITSHR,




ENQUIRIES AND OFFERS

Wi S

F Pre-study

A  Terms to Learn

1 trade negotiation

T3]

2 an enquiry

B4

3 an offer
Rk

4 a firm offer
S

S proforma invoice

ERXEE

6 a voluntary offer

EhR

B Think and Discuss

—ZERRABR, —HABELZY (BH.) K, (B, ) BER
EYIRH: RERSAOARERLHBR, RS ERPHRS 5
TR, KR, Ui, BX. BW. TR, REHRR, RIE
TR B2 AT RTRAE AR DIR 0 AL RMRAR S ER

REFATHREFTE S, BT HWIEXMA e FHAXTEL:
WmEmBEBF. BTAR. HA HIZIAMBRFARXIRXBSHHF, X4
IR FIRA D #

RFATHEFXINTA S, —ARIRBIDAEYFE R o35 R BEIX
AR TERLAEFERRABMRBYFA X Blolthas. N
. Brag, BLE. KR, KE2EH. XTTHRHLLARTRESF, X4
TIRAH K E, AIRIBRE,

HEH, RE. RRBHRMHRM, LB —B R E, RKBHE
B E, SREFEEMRARIA, EIXARAARSRIFEZR, BPX
mxgo

HXERRIFEAERAFAEXERFA, BRSBEFHAETIF
EZFRDIVOIX LB EROXNTF, EEBERRZ P, HARRAENE
EIRBr £,

RIARLEBFEDEFHEDET SR BATFA REOFRIFR:
FBPERBFZARPF D, HA, ARBABFR. BTERF; IEERED
BHEIFERI LT RHETETRL, BPRAAEDR I, XFIRBIEER
AR

1 What does an enquiry letter usually include?

2 What does an offer letter usually include?
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1

10

11

12

Useful Sentenes

We are much interested in your colour pens in the sample book. We

should be glad if you would send us your guotations.
FATRIRTT e i A B R AR RSB, T2 RO BOR
As we are in the market for garden tools, we should be pleased to have

your catalogue with pricelist for our consideration.

RGEZE TR, EF RS B RIS E,

Please quote us the lowest price of CFR Canada for 800 boxes of Long
Hair Cat Article No. KC2048.

1l 800 i 685 KC2048 MR EM A iz 3 & K i A& f

Thank you for your letter of Oct. 10 enquiring for our cotton piece goods.
REHRTT 10 A 10 HORAE I E AT AR 5.

We thank you for your fax of Jan. 18 asking us to offer you our Men’s
Shirts.
IR 1T H 18 HAER, ZRBAHRM S L k.

At your request, we are sending you our latest samples of full-range co-

lours.

PLURTT HIEER, BLAF & BAT 1ol ) 2B B IR i

We can supply the goods shown on your enquiry form with shipment in
July. Please fax us if you are interested.

AT CLBE B R 5 it O B BRI R, 7 A By AS B, A% R,
WHRAERG A,
Enclosed please find our quotations which are open for 15 days only.

bt bR a7 B ATHR A, BedR A BOU O 15 R,

We are pleased to offer you the items listed below, subject to our final

confirmation.
MO T AR m AR AL, (HRAFRA i J5 BN A 3L
The offer remains open until 5 o’ clock p.m. Jan.3, 2021, Beijing time.

A BURB LR 2021 421 A 3 H TR S R

We can offer you a quotation based upon the international market.

BATRT LA [ PR s ik 4 S v

Our offer was based on reasonable profit, not on wild speculations.

BATR R DL A BRI AR, AR B REN.

/' sa:mpl/ n. ¥ 5
/kwau 'terfan/n. IR M HL

/"keetelpg/ n. 1 & H 3%

/kwau t/ v. R

/in ' kwara/ v. WL

[feks/v. & n. fRE
/'Dfe/v. & n. KL

/ri'kwest/ v. & n. Fk
/reindz/n. JHE, Z7%

/in'kwaieri/ n. %
/' [1pmant/ n. #ia

/in'klau z/ v. [t &R I

/'artem/n. B H
/. ko nfa"'mer [n/ n. Tk



Mar. 17 Received a letter of Mar. 16 from Alexander Trading Company enquiring for famous-brand athletic

shoes.

Alexander Trading Company

253 Park Avenue, New York 10017, USA
Tel : 1-562-233-6584 Fax : 1-562-231-4532
E-mail: alg@ alexander. com. us

Wongsheng & Co.

Rm 509-511 Tongle Bldg

Shennan Rd., Shenzhen (518044), China
Mar. 16, 2021

Dear Sirs,
We have got the address of your company through www. wongsheng.com.cn.

Let us introduce our company. Our main business is selling China’s famous-brand athletic shoes, such as AT, LN, and so
on. We believe there is a promising market in the U.S.A. and Canada. We are looking for a supplier as our long term part-
ner, and we would like you to send us detailed information on such items, including sizes, colours, and your lowest quota-
tions on CIF New York. If your prices are competitive, we may place a large order.

We are looking forward to hearing soon about what we need in this regard.

Sincerely yours,

Alexander Trading Company

Fuid Tobnson

Purchase Division
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New Words

brand /breend/ n. fhih% competitive /koem'petitiv/ adj. e

athletic /228 'letik/ adj. &3 place /plers/ v. &M (iT#), iT (%)

avenue /'eevinju:/ n. K, Kil in this regard 2T L3

promising /'promisir)/ adj. A Rk sincerely /sin'sialy/ adv. ki

supplier /so'plata/ n. fi % purchase /'pa:tfas/ n. & v. g%

term /t3:m/ n. 1, EHA, &4 division /dI'VISQn/ n. B5811, B, &b

partner /'pa:tna/ n. A1 order /'o:de/ n. & v. i B¢, i
Notes

T 2 S R A B ) 5 4 e HE
KRR o, M HER. FRmA, i, 308 TR S5, [HREORERL, 2.
Pr, AR AR A, B R ARG, NS TR A A RIEEE L.
(1) FLA T Be, BEVIEE—2 50 755 BOR IR, RWIMBCERE 22 SR,
e.g. We read your advertisement (J45) in the latest China Foreign Trade and are interested in Chinese
Silk Piece Goods ( Hr & 454% ).
(2) iRAEE B, SR —iF U5 R R B I A R Bk,
e.g. We hope to hear about your quotations soon.
WG T ENE
(1) fai By B A5 Jnxt 5 05 BoRIE OFKME).
(2) TE LRI s 5 O F R AR B0k,
(3) ZERIRMr e B HAD T K,
(
(

4) RIXXRZGWHTI RS TAE,
5) BpfExt R % (45RMIE).
enquiry / inquiry n. make enquiries / an enquiry for sth. I HEE 4
enquire v. enquire sb. for sth. #I K / enquire the price of sth. i [F] =4 1%
through www.wongsheng.com.cn i i www. wongsheng.com.cn [ i
CIF Pl “ Cost, Insurance and Freight” ( g AMERE: 2. 2% ), & E bR 5 5 ik b5 H i —Fh &R
SARE, HINHIRE B 5 AR 1B & : FOB Bl “Free on Board” (izitsfiy 13 6%) s CFR EJl “Cost and
Freight” ( &AMz ).,
information on such items & T X 2L 5 A%kl , 83 w1k A information about such items
your lowest quotations on CIF New York R4 1841 290 BAIMERES Tt . 18 Tt e (AR B
quotation: make (fax ) quotations for sth. (FA{EE) RIZEFEHMH
quote: quote sb. FOB prices for sth. #53: AR EEW 3 s Mt 138 Be iy
quote sb. for sth. #5355 NRIEDHr 48
price #RXF 7 R B A AR FAIE, B HI R IB A : competitive ( TE4+HY ), workable ( FJATHY / ATAFIE T ),
suitable ( A&l ), favourable (L2 AY ), realistic ( SZPRAY ) 25,
place a large order ( for sth. with sb.) (3 A) KEIT (%)
R EK IR LA : to book an order for sth with sb. / give sb. an order for sth. / confirm an order with sb. /
book sth with sb.
in this regard FE3X 511, FIFEIRILA in this respect Fil in this aspect , HRHJLAR R “FEX T,



Activities

I Vocabulary review

1 Read the English expressions from an enquiry letter. Decide whether their understandings
in Chinese are right (/) or wrong ( X).

] (1) ... atour request. ¥&ZHEFRATIRI 2L -
[ (2) ... fax our enquiries for the items as follows: ...... BRI LT 7

[1 (3) ... quote your best price for 300 cases of door glass CIF Hongkong ...... i 300 41 13 R 275 He 1 e AS INERBG 3 s

TR AN
(1 (4) ... prefer to purchase working gloves from your company ...... FIEERRA R ETIETE,
[1(5) Please take into consideration when your quotations are made ... G {RMITTARAN BT T LA fE -ee oo

2 Read through this letter and fill in the form with suitable English information from the
letter.

Dear Sirs,

We learn from the Johnson Trading Company that you are exporting computers of various ranges. We are large
dealers in computers in this area.

We would like you to supply us with a copy of your catalogue or sample book together with pricelist. When you
reply, please quote us your lowest prices on CIF London basis including your commission that would be allowed on pur-
chases of not less than 1 000.

If your prices are workable in the market here, we are interested to be your long term partner.

Your immediate reply would be appreciated.

Yours faithfully,

HRAEADT 1000 5 0 2= on purchases of not less than 1 000
B RS

WS AE R

PRATTIR) 35 0 4

PRATTA 01 5 P PR PE

2 FeAr 1 CIF A& Bus AR i
—ARRATI G S S R S A

3 Choose the suitable expression for each blank.

1 We ___know the minimum export quantity ( el i 15 ) per colour and per design.
A. should like B. had better to C. would like to D. shall wish

2 We are very much ___in your bamboo products ____ the recent Guangzhou Trade Fair ( J"3g 4% ). Please send us details
of your export terms.

A. interesting, of ~ B. interest, in C. interested, at D. interests, on
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II

3 We would like to have ____information about your business application software ( & 55 i F &k )advertised ____
the September 26’s newspaper Business Week.

A. farthest, of B. further, in C. farther, about D. furthest, on
4 If the priceis ____us, we would sign a long-term contract (& [r]) with you.

A. acceptableto  B. received by C. reached to D. accept by you
5 We ___this____agood start for our long-term friendship.

A. wish, is B. hope, was C. wish, must D. hope, will be
6 Weshall ___itif you ____us the prices for footballs on CIF Paris basis.

A. be glad, make quotation B. be pleased, have quotation

C. appreciate, will quote D. be appreciated, quote
7 Ifyour____prices are offered , we are interested ____a large order for your electric cookers.

A. reasonable, place B. competitive, placing

C. workable, to book D. best, in book
8 Wearelooking ___your __.

A. forward to, immediate reply B. to forward, early reply

C. to forward, prompt reply D. forward to, reply favourable

Writing practice

Draft a letter to a company asking for detailed information as mentioned below.

Background: 2021 56 A 27 H , EARAFEHN T ATIAEZRLIAB T RIRATIHAZBLTETL,
TR~ REAETHNR, MERLTEUFBHLEARTIRT —HTE:

X X e

HITTRMERGY—RBHMTATT, RTIHBH T AFTIHHRRERR, R ELKORTIANEZH ST
WH, FAFRMITTEAHDBRETIRENR, ik, FHEHEOFAXELSTHEEANB RS ORI oIk
FERNFBULATAZRRTTHAD T @IFR, FRBAZERRIF S

BT ER,

Supplement:

£ . on the web

ERKFILAE 2T Oriental Toys Company
SBERIEBH T A>T Ottawa Plastic Tool Trading Co.
BT plastic hammer

AT JEREBIRAR a great demand for ... in our market

R TBrHA delivery schedule
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@ Making an Offer

Apr. 11 Replying to the E-mail of Apr. 6 by James Woods Co., Ltd., offering the electric toys. Part of the
letter is stated on the right.

Asking for an Offer
We are interested in your Long Halr Cat and Charming Pig. We would Like to have a copy of your cata-

logue and samples. Please quote us Your lowest prices on 207 FCL CIF Toronto in USD, tneluding your

commission that would be allowed,

Wongsheng & Co.

Room 509-511 Tongle Bldg Shennan Rd.,Shenzhen (518044), China
Tel: (0086755) 85576183 Fax: (0086755) 85576183
E-mail:chinawong@public.sztt.net.cn

Purchase Division J. Woods Co., Ltd.

# 215-136 Jalan Street, Toronto, Canada

Tel: 01-905-7705637 Fax: 01-905-7705667
Apr. 11, 2021

Dear Sirs,

We are very pleased to receive your enquiry of Apr. 6. We are sending you our quotation today, and the latest
illustrated catalogue and samples by separate post.

As requested, we are making you, subject to your acceptance reaching us not later than Apr. 20, the following offer
based on 20°FCL. Quantities less than that are slightly higher. Other terms and conditions are the same as usual.

Commodity Article No. Packing Carton per 20°FCL CIFC3 Toronto In USD
Charming Pig KP2273 60pcs/ctn 141 5.19per pc
Long Hair Cat KC2048 30pcs/ctn 108 7.03per pc

As there has been a large demand for the two items, such a growing demand can only result in the increase in price.
We advise you to place an order as soon as possible.

We are looking forward to having your early order.
Yours sincerely,
Wongsheng & Co.

Ze@p /%y

Purchase Division
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New Words

Toronto /te 'rpnteu/ n. Z1£% usual /'ju:zvel/ adj. HHIH
latest /'leitist/ adj. BILHI, HHTHY commodity /ka'maditi/ n. B
illustrate /'ilostreit/ v. Elfii packing /' peekin/ n. fil}é
as requested = at your request 1% % 3K carton /'ka:tn/ n. 4HRF
subject to fEeee SMET s Lheeeo Myt pes/ctn pieces/carton FE |, £ / #i
acceptance /ok 'septons/ n. #% demand /di'ma:nd/ n.& v. TR, FER
base /beis/ v.& n. Ll JtiR¥E, FERl resultin 33, &5
slightly /'slaitli/ adv. 45 commission /ka'mi[n/ n. 4%
quantity /'kwontiti/ n. = separate post %5 4MI 27

Notes

R AL 1 REL i K A oA 54 22
B WAL G R R BALS. A e, B S X0 iR B A B SRR R T BRI R
B, fRELAE B 7 EEZ P R BT ARS ), EhEEAENEa:. TR, ki
A 200 S A 2 R & 1
offer #f #if offeror K#N, RHr A, offeree PR AN ZHAN
(1) FFRAsIrk B, RIBHE—U R 77 5 A 5L H Ok o8 7R %5 A 2 B v il B4R, R 7R %A s
HCE RO T A A R B E ARG R DA AN R B RS IR
e.g. We are pleased to receive your fax of April 9 asking for the toy samples and the pricelist.
(2) SiRWESRE, REHE—HRITE, i, AR, PR S A AR,
PRUEBE BT R4
e.g. I hope you will find our prices favourable for the good quality shoes.
by separate post FHHMIBZF, FRUAYEKIBILA : by separate mail / under separate cover, “FEHZFE" BIE
ik : under cover / enclose , “FHEFEMZ" Fik M by parcel post,
based on 20" FCL R4 45—~ 20 3% ] £ 38 5k 4a %% ; FCL Bl /& Full Container Load( #4535 ), R HXH
S SEE &, “Carton per 20° FCL” MR iZ B4 THEARZ R,
base base...on ... 83 be based on L) s+ Rl

e.g.You should always base your opinions on facts. Your price should be based on the actual situation of our

customers.

Other terms and conditions ... H Al 5% 2

CIFC3 Toronto in USD M ZEJTilfir, 2% A1e % WA MMKRE 2. a9k, & 3% MH4e; CI8E
C3%, B 3% commission, 1% Discount ffl D1 83% D1% X/~

... are making you the following offer ... «+++- FARTIIR LN T oeeeee

make /send /give sb. an offer for sth. [ % A\ k38 iRk EL

subject to your acceptance reaching us not later than Apr. 20 DIARGEEZEEAE4 A 20 H (i) Fib it
VoESis

SR A BB KRR, B TIREAZUN,. RIUKIEREA “Offer valid until Thursday our time”
RILAZI A ZE IR EAPY; “Offer reply in ten days” K I FAE 10 KA EIE; “Offer open three
days” K#E 3 KA.



O REPIA “DIRGEFEWIASE 5% SREBEMEBREM (a Non-Firm Offer) , AU
FikhP:i8A “subject to prior sale ” PLHg# A B A E; “subject to our final confirmation” PLF 75 % J5
Wik ks “without engagement” RZAIH,

Activities

I Vocabulary review

1 Choose the suitable English terms in an offer letter from different columns, and match
them with the expressions in Chinese.

A B
Quantity; Shipment; Unit price; 140 Cartons per 20 FCL, Not later than May 31;
Other terms and conditions; FOB GuangzhouDT1; STO0S5; Mittens;
Article No. of Commodity; The same as usual; USD8.5 per case;
Name of Commaodity; 1 dozen per case, 8 cases per carton;
Packing; Price term Minimum order 2 400 dozens
Column A Column B
Chinese English English Chinese
T it it 4 F&
(2RSS A, BRI, BHE A
ks ot JUNESRGE, M A BRI 1% Prdn
Likily B85 FEu
Bl I ARG 3K & 2 400 4T
B B 20 FERERARGE 140 46, 5 H 31 HAlse Bt
HAth Z Eia i

2 Read the statements from an offer letter. Pick out the expression which doesn’t match
with each complete sentence.

(1) Thank you for your letter of Sept. 21 asking us to _____for March shipment( 23 /R A3 £ 1 000 4~ MD i
R ).
A. offer you 1000 "MD" Brand Electric Cookers
B. send your offer for 1 000 *“MD” Brand Electric Cookers
C. make youan offer for 1 000 “MD” Brand Electric Cookers
D. give you our offer for 1 000 "MD" Brand Electric Cookers
(2) The commission on our heaters would be allowed ___ ( AA~/bF 800 {4y & ).
A. more or less on an order for 800 pieces
B. on purchase of not less than 800 pieces
C. on an order exceeding ( @it ) 800 pieces
D. when the quantity for the item is 800 pieces or more
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(3) We make you this offer, (RE 10 RAR).
A. subject to your reply reaching us within 10 days
B. which is open for 10 days only
C. which is valid within 10 days
D. subject to our 10 days” final confirmation
(4) At your request, we are making you an offer as follows:

A. 3T 1900 H it CIFC £

JPY1 900 PER DOZEN CIFC TOKYO

B. B4 93 3£ L FOB M USD93 PER CASE FOB GUANGZHOU
C. 519 26 8% CFR 346 5% 4 GBP26 PER YARD CFRC5 LONDON
D. &% 4.2 # ¢ CIF HFils 46 2% M4 HKD4.2/KG. CIFC2 HONGKONG

II Writing practice

Complete the following sentences with the information from Chinese into English.

1 Thank you (4 /311 8##8FED18) AT F= LN

R E) .

2 At your request, (ET1EPRVIIRE 1 000 R AT iizz)st

at USD498 per pair CIF Ottawa) .

3 The above offer is

(AEREHKFedE 4”319 8) .

4 (S5 FFHDVIBRIFTHIRO-L) and 10 telephone receiver samples

by parcel post.

5 Because of the heavy demand for our products,

CGZIXTRTIF BT o




@ Sending Proforma Invoice

Apr. 28 Received a letter of Apr. 26 from a foreign trading company asking for Proforma Invoice. Part of the
letter is stated on the right.

Asking for Proforma Invoice
Hf you will accept USD 4.7/plece CIF Alexander, please send us your Proforma wvoice in quadvuplicate for
& 000 Goodl Luck Brand Blectric Fans. it is out of question that we get the necessary mport Licence. When
the said licence is approved, we shall open an L/C in Your favour.

Wongsheng & Co.

Room 509-511 Tongle Bldg Shennan Rd., Shenzhen (518044), China
Tel: (0086755) 85576183 Fax: (0086755) 85576183
E-mail:chinawong@public.sztt.net.cn

213 Taiyoun Road,

Kuala Lumpur, Malaysia

Tel: (33) 25651781 Fax: (33) 25652892
E-mail: lam@ xyq.com.my

Dear Sir,

Thank you for your interest in purchasing 6 000 pieces of our Good Luck Brand Electric Fans. Complying with the
request in your letter dated Apr. 26, we take pleasure in enclosing you our Proforma Invoice in quadruplicate. We would
like you to note that our offer remains valid for 10 days only.

For your information, the goods you enquired for have commanded a good market, and we have received a lot of
other enquiries for them. Please take all the necessary steps you can do without delay.

We anticipate the pleasure of hearing from you soon.
Yours faithfully,
Wongsheng & Co.

b /%/(/ma//

Purchase Division
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New Words

Proforma Invoice n. G\ k= take pleasure in L)-++-= AR, EXK

state /stert/ v. Bk, HE note /nout/ v. £

quadruplicate /kwb'dru:plikert/ n. —3PUfy for your information HERAT1Z%

out of question Z&J¢ ] i command /ka'ma:nd/ v. #lF, il

licence /'laisans/ n. ¥FAJUE valid /'veelid / adj. AR, INFTHY

in your favour UA---- 46, Dheeeeg32ai A delay /dr'ler/ v. Btifdl, %EiR

approve /a'pru:v/ v. fitif, it without delay i, AR
Notes

FIETE A S 8 S A5 oA B 2 i 22 4l
TR R F MR AR L. FRIER LR NG, PR LR IR s R L5 . & x5 2ok
FILRRZEWES, Bh Rt G R WA 5 4%, RE A B0 & H AL R &1,
BUER T R B PUE
(1) FFRA eIk,

i*E#%*% T%fﬁ%——ﬁﬂﬁ%ﬁ%H%%@%*%$ﬁﬁ%ﬁ%%%ﬁk?%m@

e.g. We are pleased to receive your fax of May 12 asking for our Proforma Invoice in triplicate covering
2 000 Yinger Brand Blouses.

) ﬁi%’jﬁ %E"o

LETL, RHITK,
e.g. Our goods are enjoying fast sales. Please do everything necessary as soon as possible.
Proforma Invoice JB KBS A T RE, ARESIFIER R M.
EEPRR S, 327738 5 B AR SRR s R R 3
in quadruplicate B[l in four copies —zPU 6y,
in duplicate — 2, % iy ; in triplicate — 7, =} ; in quintuplicate — 2, F ff} ; in sextuplicate — &, 75 £} ; in
septuplicate —Z -4y ; in octuplicate —3X;/\ {3 ; in nonuplicate — =, JLf3} s in decuplicate — =, 115,
Import Licence
BECVVFATAIE 2R Y 2E 11 V7 W] R & R LR L2, 1k B Se g it i i 6 BB SR S 1 AR
EURIEABI TR VAT, fEW SRS, L7 A RERELR .
open an L/C J B4 FHUE
command a good market (5¢4%) 1% %4
KRR RIBILA
The goods are enjoying fast sales.
The goods are selling fast.
The goods are most popular with customers.
The goods can find a good (ready) market.
take all the necessary steps JpFH L35 [ ZH I ,
RN E IR LA : do the necessary; do the needful; do everything necessary



Activities

I Vocabulary review

1 Learn to fill in the Proforma Invoice as requested.

Reading through the Proforma Invoice to find your problems with understanding it.( tH%15 B 2 WL>] &% 3)

PROFORMA INVOICE

(1) Seller (2) Invoice No. (3) Invoice Date
(5) Order No.SCA01-031E (6) Despatch Date 17-June-2021
(7) Contract No.HY2021-CS007 (8) Date 2-June-2021

(4) Buyer (9) From (10) To
(17) Shipped by PU HE0OTTW (12) Price Term

(14) Description oo
(13) Marks (15) Qty (16) Unit Price (17) Amount
of Goods
JBS-2021
ST-0653
Alexandria
No.1-70

(18) Issued by
ST TRADING CO. ,LTD.
(19) Signature

ﬁfmy p@ﬁwy

2 Give out the missing expressions in Chinese to get a general idea of Proforma Invoice.

(1) Seller ( ) (2) Buyer ( ) (3) Invoice No. ( )
(4) Invoice Date ( ) (5) L/C No. ( )

(6) Date (JFiE H ) (7) Contract No. (%ZZASHS) (8) Date (&l HIN)

(9) From (izih) (10) To ( )

(11) Shipped by (Hi-----izky, Hlizhi THAR) (12) Price Term ( )
(13) Marks (Fishrak, BPIwEd)

(14) Description of Goods (7§ fh ik ) (15) Qty ( )

(16) Unit Price ( ) (17) Amount (3 4%5i)

(18) Issued by (Hj---+-+ %R, BIHZEAN) (19) Signature (%4)



3
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Write out the suitable expressions in Chinese with the given information and then fill in the
Proforma Invoice in 1-1 with them.

152 % James Brown & Sons 72y A]F] % a] ST Trading Co., Ltd. 23 6] 3% 70 445 H (HX1128 15-Piece Tea
Set: 1 set / box, 2 sets / carton), &A1 E K, ST Trading Co., Ltd. A® 7 H22 HAHZAGIFHT
S04y 2021ST-0653 IR R =, HE%H A USDI6.3CFRCI WP 11 Kk (Alexandria), 'K ZE 4 %A
USD2 282 ,

(1) Seller (2) Invoice No.

(3) Invoice Date (4) Buyer

(5) From (6) To

(7) Price Term (8) Description of Goods
(9) Qty (10) Unit Price

(11) Amount (12) Signature

Writing practice

Draft a letter telling a foreign trading company that your Proforma Invoice is to be sent to
them below.

Background: 7 A 22 B3#:I ST Trading Co., Ltd. ord2H James Brown & Sons oA
T 5529 2021WYHD-0053 ¢ K R/F, HMIEW LIEXBERFLET S,

X X e

FIRFZ7AH17 BRERBAHIFR, XTMBRFXNEBEHFT LMIVTERBRAIOFEF AR RE
2021WYHD-0053 —xX =15, &4 ) USD16.3CFRC1 L F LK (Alexandria), FEZ K TISIR T
AHHBMHET7 A 31 B,

BHFHRIAOTTHDH, FRXICHSOHBHIRS, HRARDBRLEFTGH, RIXFKBEFITIEST, RBFIT
2R,

Supplement:

iT8 order




@ Making a Voluntary Offer

Apr. 25 Writing to one of the prospective costumers to promote the sale of Chinese silk goods, by offering

him the benefit from the items.

Wongsheng & Co.

Rm 509-511 Tongle Bldg Shennan Rd., Shenzhen (5 18044), China
Tel: (0086755) 85576183 Fax: (0086755) 85576183
E-mail: chinawong @ public. sztt. net. cn

Purchase Division S.T. Trading Co. ,Ltd.

53 Wentworth Road, Strathfield

NSW(2135), Australia

Tel: (00612) 97156370 Fax: (00612) 97156431
E-mail: loraine.e.@nsw.com.au

Apr. 25, 2021

Dear Sir,
You might be interested in our Chinese silk goods. We are sending you herewith a copy of sample book illustrating
our full-range products, together with our current pricelist.

All our silk items are of nice colours, modern designs and good quality. They are selling very well in the new season.
From all the list prices, a trade discount of 30% and a further special discount are allowed, that is 35% in all, if orders ar-
rive at us on or before May 11. Perhaps you will study the information sent by us, and you will observe that at the quoted
prices, the goods we are offering are good value for money after a trial order. Why not take full advantage of the favour-
able terms?

We trust that many of the items in our catalogue will be of interest to you . We would be pleased to serve you if
you like them.

Looking forward to hearing from you soon.
Yours sincerely,
Wongsheng & Co.

Ty Yng

Purchase Division
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New Words

prospective /prb’ spektiv/ adj. FIRERT, AAKHY quality /'kwolity/ n. Jii &
costumer /'kpstju:ma/ n. IRZE R discount /dis'kaut/ n. & v. ¥r0, NHEL
promote /pra'moaut/ v. ik, 27+ 7 &) o
benefit /'benifit/ n. & v. T4k, FI3E, Z 15, trial /ftrarel/ adj. & n. ZiRH, REER, KA
A4k 5 advantage [R] advantage /od'va:ntidz/ n. L3, GFkk
current /'karent/ adj. 24w, BT trust /trast/ v. & n. ¥15, 1S4
Notes

TR AL s KA o ) 2540 e HE
TR AR A S R, AERY, AR R A0 B B0 Y 3 T B A R B AR v 4
8, Ehr Eoe AR — MR B, KRR AAE R W G T TR R R, B, PR
Pere s AR A R B &Mk, iz BA RIS, UM% & H A, B RENH
Bkt
(1) FIA T B,
TR T AT R R — g L. AT AR IR A SRR
e.g. We have recently bought from the producers various ranges of high quality table cloth at low prices.
(2) giRWEE RE,
TR VLT B —— DAL SR R s Jioxt 75 AR 20K R 81T 62
e.g. If you are interested, please contact our office in Guangzhou. We would be pleased to serve you.
MABVEFE BT, R TR
(1) FRRBWBAGEIFRIBEH OFLMIE).
(2) SRR AIR A S, bL anisg ] A A T
(3) MMM ER, FIMMEMTEEEE, s, FE, K& i, Prin. 2 oetsfA
. A,
4) A H-mma, HoiE, EFEER, ETEMEHENE,
(5) Wy mIEEsiT e (Z5RRAE).
the prospective costumers AFK AR R (3LF)
item fEARURPRE (PEZHA) B, £ RIEE R PR R RLE X RIBBEEA line, article,
goods, product, commodity %,
the list prices i H &_ERI#r %
current pricelist Bt %, BATH H R
They are selling very well in the new season. ‘B 1FEAZ EIR %Y ,
discount 31
PR fa M LT LRI —E RS, F2T5Hws b RO 45 3577 — € 1 4 LB i ik, 4
TR —F LAY R BRI, (EE PR 55255, PrduRifEM ks &P B E , XA PR
Svrity, AR, FHRSLTTIILE,
Commission {4



R A B GE EEE ARARS hIR — & 43 EE I 4, R — PR 3l v ] v A B A
LR BB R R B S . FEEPR R 55555, RN &P s E , XA PR
H &
9 good value for money ¥4 BT ff
RKUIRYF IR B4 : excellent value for money
10  atrial order i)y / i iT BA
=X 5. fresh order/new order #1i] B ; initial order FHHETT B,
11 take full advantage of &4 %I FH

Activities

I Vocabulary review

1 Translate the English into Chinese and the Chinese into English.

(1) You may be interested in our leather bags.

(2) Sales of new energy vehicles are expected to see a surge as well in the fourth quarter.

(3) They said they are comparing several hybrid models from TT and GW Motors, but have not yet made up his mind

about which to choose.

(4) WIE—REFRMNHUF A R RESE, AT ZAELE TR E2EE 16.2% Wilis s 8.

(5) PRI RHA 22 ARSI AR, FOR B P E IR AR SE T T4k,

(6) FER LM —4F8, RN EMANBI BN, X—mBAaeE.

2 Look at the expressions on the right. Decide which of them would you use to express each
of the ideas on the left.

(1) We are pleased to give you the first chance in view of your pre- () a BT ok, 2R
vious (LLHT) order. PO BFHLIG K
(2) Our computers command a good market in Asia because () b WiTE, WIMESHELIIE
of their high quality and favourable prices. VAR 4% W 2 B AR A, Tl
S PTiAL
(3) We are sure that quite many of the Chinese silk goods we are () c Ay TWGm%, LRIt
offering will interest you. TN BT 500 T, FATEE S
BRMERE— A BRI A,
(4) You will observe the software at the prices we are offering are () d & T WAILIAIAIT 6, &
excellent value for money after a trial order. MR EL TR LA,
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(5) To attract the customers, we are offering a free gift of a ( ) e ‘RAfiIH=HIE 16 BE R

Kangle Hair Drier for every order over RMB500. W, FrbdE .

(6) Up till then we took you as one of our steadiest customers. () f MHERMNSITIRATR LAY

Vi 2 v 22 7 RO R

(7) As market is advancing, we hope you will take full advantage of () g W FIHATHHHALR = B

our offer. P, Mg L&, FEMRMM
L

(8) We’d like to inform that you’ll find our new products are at () h & IR FATE RN B

Stand 16. PERBATRARE I E 1

Choose the suitable expression for each blank

(1

(2)

(3)

(4)

(5)

(6)

(7)

(8)

Please quote us your lowest price fertilizers.

A. for B. of C. with D. at

Can you supply this quality 50 cents per meter.

A. on approximately B. at approximately

C. on approximate D. at approximate

If we can receive your order 10 days, we will make you a firmorder at the prices quoted.

A. within B. in C. at D. on

If you think our proposal is , please let us have your order at earlier date.

A. accept B. accepting C. accepted D. acceptable

If your prices are , | can place the order right away.

A. favorable B. in favor of C. favor D. in favor

Thanks for your enquiry May 25, we are now sending you our latest pricelist for your reference.
A. date B. dated C. dates D. dating

We an inquiry for Men’s Shirts and request you to send us your offer not later than the end of this
month.

A. are receiving B. have received

C. received D. receive

Several of my customers your waterproof garments and enquired about their quality.

A. expressed interest on recently
B. have recently expressed interest on
C. recently expressed interest in
D. have recently expressed interest in

Writing practice

Draft a letter, voluntarily offering a foreign trading company.

Background: SRR B ST HIIPHA T —HEICA G, HEIBIIAAMUBIRITE), FFHBHERILE,

X X %

BREBTIANTHARPEET —HEZIRALIE, WMIVTERF SRR IR IR, LB H VIR I LETR
MFEF—AFR BRI E R,



BUEIRACBRAXI A, BRERB. TREH. BHEE5HE, ANARRRILE,
SERFZIBHH AT, H1V1HEL%H 6 A 20 B AIATKEIEYIT L 5% ey Frin,
FERVIINEET IO R, HIVT1IEHREAWRITTIBRSH

Supplement:

J~ 7 : producer

—3L: a lot of / a parcel of
Zi2AHEAN: a notebook computer

R1E S easy to carry about

KB TERITE,

WUT=
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COUNTER-OFFERS

A

-
Pre-study
A  Terms to Learn

1 counter-offer
UYL

2 price

ks

3 INCOTERMS

e 5 5 AN 1 g e e )

B Think and Discuss

46

FRABAT, RERS BT~ XS HHRITITH R, &
RBRRTER A ERRXS R RENTRBHH. KAFS P
HETT — 5 TE R i 3 X 2 & HH A SRR L 15 BR 2B AR 9 B 3t o

BHRRRERSETH T EZERXSHTH, EERR SR
Wb, RBEAMBAPHEARNRLAZRARSRE. HHTEH. HE.
FrinFE FHEFRM,

=BEfrAE % (The International Chamber of Commerce, w##R
ICC) #anT mATMmAR (EERRSARERFEARNY (INCOTERMS
2020), ammaed 2020 1A 1 8 £3x#%&77,2020 F:Em 0 B o
M EAMERRSRE. 2020 F (EFRRSRIERFEN) BALE
# T 2010 sFammeh ez, IR BARIES 292 Rk 4 B354 11 AK4F,
HE\S, RPN ELL0T:

EXW/ Ex Works / @ =2 %% (-+---- ISR )

FCA / Free Carrier / st xRN (cooe- 5o I SR

FAS / Free Alongside Ship / #2235t (----+- IR EEH)

FOB / Free on Board / #5235t (-+-+- e E A

CFR/ Cost and Freight / st A snsz 2% (----+ F5o B uhs)

CIF / Cost, Insurance and Freight / 5t &, # B& 2% J0 5z 2%
(oooeee 5 8 uhss)

CPT / Carriage Paidto / sz #¢ 14 = (----- 55 B ehit)

CIP / Carriage and Insurance Paid to / = 2¢. #2214 =

D O~ WM =

9 DPU / Delivered at Place Unloaded / B #ys#st B ghtah =TT
#H R

10 DAP/Delivered at Place/ B #y3t x 3%

11 DDP/Delivered Duty Paid / se#t /s 2Bt (--++ Jgse B ah)

What does a counter-offer letter usually include?



Useful Sentences

We regret that your prices are too high for the market.
TR, IRIIEHr i Tk di R R T .
We feel regretful that we can’t accept your offer, for we are purchasing
the products of the same quality from other suppliers at a price lower 5 %
than yours.
IR B PEA R SZ IRATA R AL, P P05 &= Y 7™ b B ATT AT LM
7 g Al DU TR AT 5 % i k3,
We regret to say that we can’t come to terms unless you reduce your price
by 4% because of the declining market.
RBE W, T, BRAERMIBEN 4%, & WA %
AL
We are sorry that we can’t reduce the price any more as there is little
profit in the market for such goods now.
RIEHE, RAVAFTRERFEN 1, PSR B X AR 624 )L H
CIE7
Directing your attention to the quality of our products, you will find our
prices are fixed on a reasonable level.
AIRT R R, RIS R IBATHI O € AL &2,
Our prices have been accepted by other buyers in your area, so we can’t
see our way clear to cut our prices with a lot of orders received in the last
few months.
BATH AN EBARAVIBA MU IX i HADSE 452, HAE LA A Bk
Bl YRERITR, HILRNTCEZERED .
To popularize the products, we have decided to offer you a special dis-
count of 8% on all the catalogue during the month of August only.
T HE; X e g FRATTY e AR 8 A By B AR BB R L AR
PrAT1 8% WaHT 40,
With a view to encouraging business between us, we are making a reduc-
tion of 2% on our offer.
P TAEHERZ B RIB R, BAHERELFE G 2%,
As the prices of materials have risen a lot recently, we have to adjust our
prices to cover the increasing cost.
TR R R %, AT AT G Ik VR B A7 M A R b AR Y
Lk,

10 The sudden increases in freight rate has caused the rise in our prices .

BN BBRIE AR T BATHI GRS LA,

/ri'gret/v. &, K

fri'gretful/ adj. 1t & i),
ki
/' kwblrtti/ n. i &

Jri'djuss/v. b, FEAG
/di'klain/ v. T K&, 04,
AR

/" profrt/ n. FIiE, 154

/d1'rekt/ v. $Teeeeee X o HE

—Hts

/'popjuleraiz/ v. )~

Jrr' dak[n/ n. kb, FEAK

/"kave/v. 5rfh, EHF

/'sandn/ adj. K, =
AN
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@ Request for Lower Price

Mar. 27 Received a letter of Mar. 25 from Alexander Trading Company asking for lower price.

Alexander Trading Company

253 Park Avenue, New York, New York 10017, USA
Tel No: 1-562-233-6584 Fax No: 1-562-231-4532

E-mail: alg @ alexander. com. us

Wongsheng & Co.

Rm 509-511 Tongle Bldg

Shennan Rd., Shenzhen (518044), China
Date: Mar. 25, 2021

Dear Mr. Zeng

We are pleased to receive your offer of Mar. 22, 2021 and an illustrated catalogue.

In reply, we regret to say that your prices are out of line with the current market level. Information here shows that
the makes offered by you can be obtained from other sources at prices much lower than yours. Moreover, the market is

declining.

In this case, it is impossible for us to persuade our customers to accept your prices even though you can supply full-

range famous-brand athletic shoes. If you were prepared to reduce your limit by, say 6%, we might come to terms.

It is true that competitive prices will often result in a high market share with great profit in the future. We wish you

to consider this factor.
We await your prompt reply.

Yours sincerely,

Alexander Trading Company
Faud Joknson

Purchase Division
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New Words

current /'karent/ adj. 24, BATH share /[ea/ n. By8, —1

make /merk/ n. FERX, MRg, S in future 4> J5

obtain /ab 'tein/ v. 153, F3F| factor /'feekta/ n. Iz

source /so:s/n. K, HikL prompt /prompt/ adj. T, SLZIATEI

even though / even if B[Ifg full-range 43, 47l

limit /'limit/ 7. (fr#g) FREE decline /dr'klain/ v. 3B, #ids, T
Notes

BRI 1 I 2 RE e B A eR ) S5 40 22 HE
SERUT R HELERE By S5y, ZMERYIA CHZREGE IR IER, A TR H R, SR EHR RS
WG YA REHY, PePRi MR, PRSI, SRR AR LS, XA SRR
HHZORRETRIBRE, Blhn, RO 243t aTCUHBARRN AR T R Ra S . RTEAMAIRI B il
DA e i sh . iZpa i Tk s, I, R MR IR,
(1) FLmEIk B,
R IUE, BREEM AR RAE B Se VR EEAXT 7 AR i, B RIBA e M kG .
e.g. Thank you for your offer of May 15 but regret that your prices are too high.
(2) RN EE R,
R Ay B YRSk v ) BB
e.g. We hope to receive your early reply.
inreply &
fn1, inreply to your letter of Feb. 3 &G ARA12 A 3 HIRAE,
RN EIRILA : in answer to / in response to,

...we regret to state... «eeeee E{0F /@121 ERTRED
RN E R LEAH : We very much regret to inform (say ) that...; Much to our regret, we learn that... / We note
(find) with regret that...( fR 5 1&H3R 2 ); We feel regretful that... (FRATER] SR / Hoffc--- - )

out of line with the current market level ST / ST A—EL

R BB RIEA : in line (with) (5eeeeer) HH—F0; RMEIBEA : be unworkable (fiit%) AT/
be too high for the market (fir#%) @& F HHbTlis% / be on the high side (#/r#%) i &5,

the current market level Hiffy / BUATH#&

RN F KL A : the present price / the ruling price / the prevailing price / the going price / the prevalent
price %,

be declining ( Ti¥y ) Tk

RN FRIREA : weak PR HIRZ B EKILA « strong / firm IRHE (A LKk %) 5 be advancing
b3k s active {HER %

in this case fEXFERIIGOLT

FAH) F B DA ;. under circumstances

be prepared to do [a]Z M FTHAM HE#& i

say 6% & let us say 6% M &K, BEUE “HIH 6%

10 come to terms AL

11

R KR EA : come to business / close a deal / close a bargain
a market share Hi¥% {5y &0
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Activities

Vocabulary review

Read the notes from counter-offer letters. Then decide which expression doesn’t match
with each complete sentence.

Notes The missing information
(1) ___ we can’t accept your offer for the cars.
A. We inform with regret
B. We note with regret
IR 88 el 5 R

C. Much to our regret,
D. We regret to state
(2) Itis regrettable that .
A. your price’s fixed on an unworkable market level
B. your offer is out of line with the market price
C. your price is unreasonable in the market here PRATHR Bt 5 T ASFF
D. your price is not in line with your market
(3) ___, we will close the business.
A. If you make a reduction of 3% in price
B. If you reduce your price by 3% WA 3%
C. If you supply us with the goods at a price 3%
lower than that offered by you
D. If you make a further reduction of 3% in price
(4) You’d better lower your prices, ___.
A. for the market is weak
B. as the market is declining T AR
C. so the market will be made active

D. because the market is not strong

Read through this letter and fill in the form with suitable English information from the letter.

Dear Sirs,

Thank you for your letter dated Mar. 21, 2021. But we feel regretful that your prices are really out of line with the
ruling market level and not competitive enough.

For your information, we appreciate the nice designs and good workmanship ( .2 ) of your products, but the
prices for the same quality have dropped another 3% in the market here.

To close the trade, may we suggest you give us a special discount of 3% and your minimum quantity be less for a trial
order.

We think it is for your interest to make such a reduction, as there is a keen business competition in the market.

We are anticipating your immediate reply.

Yours faithfully,



TR 0% O AR B 2 i % 70 8 ...your minimum quantity be less for a trial order.

S AT

)
) BARAIZ%
)

3

I

Translate the English into Chinese and the Chinese into English.

(1) The price for raw materials has been decreased, so we hope you can reduce your price at least by 3%.

(2) There are two reasons for the rising of the prices. Firstly, the rise of freight cost due to the explosion
of oil prices; secondly, the increase in the prices of raw materials due to the outbreak of novel

coronavirus.

(3) MRBIERATAREREZ 5177188, PUOMIEIT IR AR R AL,

(4) FT7 85 2% RERFHR T F# K 4%,

Writing practice

Draft a letter for a trading company to ask price reduction.

Background: #FZIREPLKBR AL, FEHRBTHANARTISE, BTEESLTEAETRRD

X X e

RAEREITRTT O A 9 B DAS500A4L7-1 EPZRIR#, TERBRItE Z, TRITTBRRBAO T LKt
TR —2K. BFEHAAIHEIKR, XHHBIRBASHEIRT T WwRMTIEED 4%, RTTH
TREAZR o

BRIV REEHR,
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Supplement:
HEPZK copy paper =H#FH print paper
A5 HTLIRPrZ=F to meet the competition

B AT AT3Z IR IR the present market is weak




@ Declining Price Reduction

Apr. 7 Replying to a letter of Apr. 2 by a foreign trading company, declining price reduction. Part of the buyer
letter is stated on the right:

Asking for a Reduction in Price
.. We regret to Inform that your price for the print paper is too high to meet the competition. The present
market for the line ts golng down. We expect you to reduce your price by 3% so that we caw close a deal.

Looking forward to Your prowept acceptance.

Wongsheng & Co.

Room 509-511 Tongle Bldg Shennan Rd., Shenzhen (518044), China
Tel: (0086755) 85576183 Fax:(0086755) 85576183
E-mail: chinawong @ public.sztt.net. cn
1201 Jayson Court, Mis.
Ontario (L3W2P3), Canada
Tel: (416) 613-3021 Fax: (416)613-3026

E-mail: ¢jd@ msga.com
Dear Sirs,
Thank you for your fax of Apr. 2, but we regret to learn that you feel our prices too high.

We would like to point out that the prices we quoted are our lowest level, which makes the profit margin very thin. So we

can not see our way clear to make any reduction in the price of this type.

With a view to supporting your sales, we recommend our Type304 as an excellent substitute at your previously-mentioned

price. It is of the similar quality and function to the substance you demand.
Your favourable consideration of this opportunity would be highly appreciated.
Yours sincerely,

Wongsheng & Co.

/D@/y Fer

Purchase Division
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New Words

margin /'ma:d3zin/ n. ORASGENH) ek previously /'pritviesly/ adv. LARi, F5%
B4 mention /'menfon/ v. $£F]
recommend /reka'mend/ v. {7 type /taip/ n. 5
excellent /'eksalont/ adj. BUFiy. LF5H) similar /'simile/ adj. & n. KUY, HKL4
substitute /'sabstrtju:t/ n. & v. AR S 5 Feeeee- function /'fank[an/ n. PjfiE
ok consideration /kan,sids 'reifan/ n. %JE
Notes

5 240 5 A7 AR 30 2k JEL B B A5 o ) S5 40 2 HE
5 2R Ak 8 AT K05 R A R A & R . XA B 15 BT E iR A R R R . Te kR R
M, fildn, IEAEREES. TSI 7 It X i R EiT 8, SERECARBIRR, &R S
EiZ e s iR 5%, s A 5 WS 5 PSR AR MY . I RS AR AR
(1) FFFAge kB,
TR AR AR B4 B SE PR B AT T IR B . RIBA BB IR
e.g. While we thank you very much for your fax of July 22, we feel regretful that there is no possibility of
offering you lower prices.
() giRWERE.
RIEAERNFTZIE, RPRENT RS EARREEE . FWUGRA A FILS SRS,
e.g. We are still looking forward to your orders.
level JEER “KFE”, FERTHIEDESIRA “Ui#”. Hilin, The prices we quoted are our lowest level.
AT LR RN T .
profit margin FljEZR, FliE, FRMAYFEBIEF (a) margin of profit, profit &,
thin ¥, /D, & FORULI “FlEIL” BFKBLA . narrow, small, little, low, bottom %
see our way (clear) to do sth. A5 nJ GEMAETE; &M,
R IR LA be in a position to do sth / be able to do sth. Z¢
...make any reduction in the price of this type. «++++- (AWTRE) ARXANTS (=5 B, “WBir 2”7
K ik . make a reduction of 10% J M 10%.,
with a view to (supporting your sales) & T (SZHARMIAEIE).,
RN E IR LA . with a (the) view of / in order to / in order that £,
of similar quality and function to the goods you demand. S5{RA 15 i 6241 i E FnZhREAH AL,

Activities

Vocabulary review

Read the sentences from counter-offer letters in column A and match each sentence with
the one in column B.

A B
(1) For your information, we would like to advise youto () a BT VRAIIHE R B AR T B [E) 2R
substitute Item No. 39 for your demanded line at a FE A RATR % X R R
lower price than that we quoted because of its popu- (AT

larity, and similarity in both quality and function.



(2)

In view of (%F) developing our market in your
area, we have cut our profit to the minimum.

(3) We would like to suggest you take Type 62 as a sub-

(5)

stitute for this article for your consideration (Ht{/RAi1
272 ). It is popular in your market but can be pur-
chased at a price below ours.

In order to aid you to compete with other dealers
in the market, we have cut the profit margin to the
limit.

Our suggestion is that you replace ( {3 ) the
required goods by Article No. 27, which is popular,
similar to them both in quality and function, but
lower at price.

(6) With a view to encouraging business between us,

we have offered you our bottom price ( JE&E#Y ),
which bring us a narrow margin of profit.

For your reference ( fi /R f{1% 2% ), we recommend
you other brands of similar products as good sub-
stitutes.

(8) With a view to expanding ( §" K ) the market in

your place, we have offered the lowest prices,
which leave us with only small profit.

BATE VAR S 27 564
B ER ™ o, ZER RS
hRETT m AL, Pk LK.

BATRBARMTILL 62 B A X
FPRE i, %S AEIRTT T A%
X SCA] DL T AT AR
WyskEl, WE%,

HF28 39 5=k, JEfM
DhRe SURMIZR R AL, Mgk
TEAVEREL, BRI Z 6T
W, ha%,

N TAERITIX K s, il
CL R 2 1 R A

AT RREFRMNZEAT S, Al
Bk & Hr, SUREAI,

A 1B IRIME T 15 Al
KILFr, BTATTACFERE 2 5 (%
MRIET,
BT AEVRATTI IR K AT A i
Y, BATTE A ) 1 B 2 R A R
ET,

Pick out all the similarities in the left box above to the given expressions.

e.g. for your consideration, for your reference, for your information

(M
(2)
(3)
(4)
(5)
(6)
(7)
(8)
(9)

Choose the suitable expression for each blank

(1) We hope you will consider our counter-offer most favorably and tell us your decision

...line

...in view of doing sth

...advise sb to do sth

...take A as a substitute for B
...enjoys its popularity

...bring sb a narrow margin of profit
...cut the profit margin to the limit
...expand the market in your place

...the bottom price

A. at your earliest convenience.
B. on your earliest convenience.
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C. atyour earliest convenient.
D. on your earliest convenient.

(2) Your price should the actual situation of our customers.
A. baseon B. based on C. be based at D. be based on
(3) lam to say that your prices are about 9% than those offered by other suppliers.
A. happy, high B. sorry, lower  C. sorry, higher D. happy, low
(4) what is quoted by other supplier, your price is .
A. Compared to, uncompetitive B. Compared with, uncompetitive
C. Compared to, competitive D. Compared with, competitive
(5) If you the order, we may consider you a 8% discount.
A. double, give B. double, to give
C. doubled, give D. double, giving
(6) We can not make any , this is our rock bottom price.
A. further discounts B. farther discounts
C. furthest discounts D. farthest discounts

Writing practice

Draft an E-mail to a trading company, declining a price reduction.

Background: #IZERBLTIEZBREHHZLR, EFRABIARSTIFNASTHTRU-ER, BEEx
X35 B IF R Bro

X X Zex:

AAUPE O A 13 BRRYEFTEBH, RBFWILRZRITTIINAAKRTTIIR L EF, S/BR L, HTIRE
EHTIKEEBR S, RS ERBRIRUT, KAEK, HT1LAIEH, HMEBEARTAEAANRT KIS OO %
B RBBETEOREPR, HTIEULIAMKRI THSERDTRGITE, FRTTARBREIIGHIRA, R
BFiT BT,

BB RVIBRRER,

Supplement:
2opr.L. dactually; as a matter of fact

KR F) little margin of profit




Concession on Price

P N
7 N
: 12 4
N <
N

Apr. 7 Replying to a letter of Apr. 5 by a foreign trading company, making concession on price . Part of the buyer’s
letter is stated on the right.

Asking for a Reduction in Price
While we thank you for your letter dated Apr. 2, we are indeed sorry that Your prices can’t mateh the mar-
et Level even if Your products enjoy the nice designs and goool workmanship. For your consideration, the
prices for the same quality have further dropped by 10% in the market. We think it is for your interest to
give us a reduction of 20% to matntain the low selling prices.

Wongsheng & Co.

Room 509-511 Tongle Bldg Shennan Rd., Shenzhen (518044),China
Tel: (0086755) 85576183 Fax:(0086755)85576183

E-mail: chinawong @ public.sztt.net. cn

RM A9 3/F Block C HK Industrial Centre
C. P. Rd., Kowloon, Hong Kong,China
Tel: 00852-3-7681113 Fax: 00852-3-7673331

E-mail: pc@ptc.com

Dear Sirs,

We are glad to receive your letter of April 5. To our regret, we are informed that our prices can’t match the market level.
Considering the quality of the shoes offered, we feel our prices realistic, even though a large number of shoes of similar
design from various other countries are sold at prices below ours. Our low prices leave us with narrow margin of profit.
Therefore we are very sorry to say that we are not in a position to accept your counter-offer or even to meet you half way.
But we are anxious to do everything we can to aid an old customer like you to develop the trade. We are prepared to al-
low you a 4% commission on each pair, plus a discount of 5% on all orders coming to us before the end of this month.
We are looking forward to having your early order.

Yours sincerely,

Wongsheng & Co.

/De/y Fer

Purchase Division
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New Words

concession /kan'sefan/ n. ik block /blok/ n. ¥k, #IX
date /dert/ v. £ (B) =By H I industrial /'indastrial/ adj. TR
match /meetf/ v. 5 TR various /'vearies/ adj. ¥F%
realistic / riro'listik / adj. Y& SEFRiT therefore /'Geafo:/ adv. it
drop /drop/ v.=decline ( #/r#% ) TF% anxious /'zenk[as/ adj. e h 7 B2
maintain /mern '"tein/ v. 4EF , PR ¥F plus /plas/ prep. Ffihn_E

Notes

1 R UL 0 10 38 28 8L s S A5 A 1) G54 e Al
A R L 20 502 % 3K 7 12 O B A S5 A SR PRI REA T 0L E Y SOGB 8E, SX AR I I8 BLA5 T B R 4 AR
A, ZMA PREMIDERIL, Blin, ERGFFE TN, BB, BT KI5
DRRIEFR DK ZR, ARIEGIITHNESS S, ZYIHRREO R0 B Fn S BURE A MB 4500. Bod
. BsE HIRNIT BRI H04%
(1) FL kB,
T RO L0 BB 85 B S AR SRR T i 8, R X7 A KM ks L,
e.g. We are pleased to receive your cable (HL{}) of Oct. 12. It is informed that our price for the goods is
too high to work on.
(2) g RE.
FARM TR TITH,
e.g. We are waiting for your early reply.
match the market level S5k —2k
R E IR LA : be in line with the market level; match up to the market level
give us a reduction of 20%  Z5FATIREAT 20%
R E IR LA : reduce 20% of the price; reduce the price by 20%; reduce your price to USD159.3 per pair
CIFC4 Chicago; cut your price by 20% %,
considering the quality of the shoes & T-#k 11 Jfi &
R FKIREA . owing to; due to; in view of 2
leave us with a narrow margin of profit 9] T~ f*) F1)E f 78
RN E BB A : make the margin of profit thin / little; include the small profit ; earn the little profit margin;
cut the profit to the bottom %,
meet you half way (£%) ik—2F4r; Pt
e.g.Let’s meet each other half way.
allow you a 4% commission on each pair 25 /R4 145 BUEE T 4% 4>
RN EIBLA : give you a commission of 4%; grant you a 4% commission %,
allow you a discount of 5% on all orders Z5RATIFT A 1T 6% 5% $hd0
R E IR LA : give you a 5% allowance (Fr4ll) ; grant (#ET) you a 5% discount &%,



Activities

I Vocabulary review

1 Read the statements from a counter-offer letter making concession on price. Pick out the
expression which doesn’t match with each complete sentence.

(1) To our regret, you feel that (BT SIATHNA—F).
A. our offered prices are not in line with the ruling market level
B. the prices in our offer can’t match the current market level
C. our quoted prices can’t match up to the present market level
D. our enquired prices are out of line with the prevailing market level
(2) The best we can do is (VRIS AECLREIRAYTTBIT 8% Wyl )as a special concession.
A. to give you a discount of 8% on all orders coming to us before the end of May
B. to allow you an 8% discount on all orders if they come to us by the end of May
C. to grant you a discount by 8% on all orders we will receive before the end of May
D. give you an allowance of 8% on all orders that are reaching us by the end of May
(3) To encourage the market for our products, we are prepared to (B RATTREY 10%, XFPREMT B
REFF SR AR A IR ] ).
A. reduce your price by 10%, which can be maintained only for a short time
B. give you a 10% reduction in our price we can maintain only for a short time
C. reduce 10% of the price, which is kept open only for a short time
D. cut your price by 10% that is valid (45 %) only for a short time
(4) We would like to point out that the prices are our lowest level ( B RFNIE R ).
A. which make the margin of profit very thin
B. that leave us with very little profit margin
C. so that we can earn a very narrow margin of profit
D. which include very small profit

2 Read through this letter and fill in the form with suitable English information from the
letter.

Dear Sirs,

Thank you very much for your E-mail of Aug. 7. But to our regret, you advise that our prices do not match the mar-
ket level for colour TV sets.

We trust our prices are so reasonable that no suppliers are in a position to offer the products of the same quality at
the lower level than ours. With a view to popularizing our products in your area, we have decided to make you a reduc-
tion of 3% on our offer as a special concession during the month of September only.

Furthermore, there is a heavy demand for the makes from your neighbouring countries. Considering the two
points, please place an order without any delay.

Yours faithfully,

(1) oeeee AT A% SRR AT AT

(2) oeee B P 7 RE AR T FRATTAI 04 D25 TR S5 5 B 7™ i
(3) A TAEPRM I ) FRATTH 7 b

(4) weeeee FEAFE RIS, JEFRATRI R FE AL 3%«

(5) =eeee IRATTAR I X 2% ™ i B 7 SRAROK

(6) ¥TREMM, WA,
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Choose the suitable expression for each blank.

(1) We are sure that there is a ready market ___ the goods at your end.

A. of B. about C. for D. with
(2) We can’t see our way clear to make any reduction ___price .
A. in B. of C. at D. on

(3) We suggest you ___the similar article ___ what you demand at a lower price than that we quoted owing to simil-
arity in function.
A. recommend, as B. replace, by C. take, into D. substitute, for
(4) With aview ___the market in your place, we have offered you our bottom price.
A. to promoting B. to promote C. of promote D. into promoting
(5) We are prepared to reduce your price ___USD159.3 per pair FOB Ningbo.
A at B. to C. of D. for
(6) Very sorry to say that our low prices ___very thin margin of profit.
A. leave us B. include C. earn D. make
(7) We regret that you ask us to allow you a commission ___ 5% on each set.

A. of B. to C. on D. \

(8) We have decided to make a further concession ___ 3% per box in order to help you to increase the business with
us.
A to B. of C. on D. about

Writing practice

Draft a letter to a trading company, making a price concession.

Background: BER BLIFREERED, MGEFTHIRTIZIITICHAZILE, BTES 0TS E
BriksEximE'wRK,

X X Zex:

BREMERETRTTI7 A 2 BaYeBi, RABEMVTARZERTIARIIB B FL AT o REFIR T XL TY
PHeymrE, MTTHESRXIAKRTIAOTHREER, FE, RTIHORTRK, RIKFRN, Rik, AHEIFHII
SR RGFETE, HRTITIIIEH BB EE USDI35, shmEa 3% BHTHE, ARBRIT-AE-ECAHF K.

i B IREIT BT o

Supplement:
FRHF. washing machine

TRIFRVIR)AHIXGFTESTE kKeep our friendly cooperation




Increase in Price

Aug. 14 Writing to one of the old costumers, referring to the increase in the prices for the offered mobile

phones.

Wongsheng & Co.

Rm 509-511 Tongle Bldg Shennan Rd., Shenzhen (518044), China
Tel: (0086755) 85576183 Fax: (0086755) 85576183

E-mail: chinawong @ public. sztt. net. cn

Subject:Re:The Increase in Price  2021-9-17  09:20AM
Sender:b.p.@531.com

Receiver:chinawong@public.sztt.net.cn

Dear Sirs,
We wish to inform you that we have adjusted the prices which we previously quoted you for the mobile phones you

required. Our new prices take effect on Sept. 20.

May we explain the increase in the prices to you. They result from three points: the sudden rise in freight cost on Sept.
19 because of tighter freight and port market; the continual increase in the prices of material; the steady rise in the labour
cost as the result of economics in the directions. We know frequent changes of price are most unfavourable, but we can’t
keep our old prices any longer in order to cover the increasing cost: cut the allowance to 3% on purchase quantity not

less than 1 000 articles, and reduce the commission to 4% each.

In fact, these prices are still about 3% below the market level because we would like to continue to do business with you.
Furthermore, our goods remain competitive for their excellent quality, fashionable designs and popular colours. We trust
they will help you a lot to stand firmly in your market.

We wish you to place your orders at an early date.

Yours sincerely,

Wongsheng & Co.

Ty Yy

Purchase Division
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New Words

refer /ri'fo:/ v. ik, Wk, AF% steady /'sted1/ adj. TRy, XM

mobile /'maubail/ adj. RT3 labour /'letbe/ n. 3573, J58hN

electronic /1,lek'tronik/ adj. HFHY frequent /'fri:zkwant/ adj. &)

require /r1'kwars/ v. T % unfavourable /an'fervarabl/ adj. AFIF), A[F
effect /1'fekt/ n. 77, fEM, #m =

cell /sel/ n. Hith allowance /a'lavans/ n. #1fll, FiF

freight /frert/ n. H%ia, &% furthermore /'f3:9emo:/ adv. lbAb, FH

tight /tart/ adj. BHEN, EMER fashionable /'fee[nabl/ adj. ATHI, WIEEHY
continual /ken'tinjusl/ adj. ¥ELLHY firmly /'f3:mly/ adv. fag il

material /ma 'trortal/ n. ¥kt

Notes

BORTR Y AL AL B S A5 R A5 22 HE
BERGEO R R AR SRR R BB T I ST B R A e, 205 R W 22 (6] 8 B BE Al i A
B, KRR SR B R IR B W T AE B, AORMA R ik, BRSNS
(1) FRAmEIrk B,
BEAFER MG . K5 E X2 LR, KRB IRE,
e.g. We regret to inform that increase in our prices for the products are unavoidable as the prices of
materials have kept rising in the past few months.
(2) diRsE REL.,
PR i Bk RS, T HEARERK, SRR TR RAT 58,
e.g. Asthe heavy demand has brought low stock (J#fF) level of our goods, we advise you to accept our prices soon.
amobile phone F&FIH K. FHL
take effect (EHLEE) HERL
KR FEIREA : put ... into practice
result from Hyeee-- HEk resultin B2, S8 (55%)
e.g. The traffic jam resulted from bad weather .
The bad weather resulted in traffic jam.
because of KM
RAHF IR A ¢ as the result of; as a result of
rise (#r4%) Lk
AEA R, R EKIBIEA : increase,adjustment, FA{EZAIN;, A KB IEA : raise, increase,
adjust %,
continual (increase in the prices of material) (F#4BHIAY) AWr (-fk)
RN LK IRLA : steady,frequent 2,
freight cost & kA
labour cost A\ JJ kA<
economics in the directions J& 125
cut the allowance to 3% fE3r40 ] 3%
R K IBIEA : reduce ...to
stand firmly in your market ¥5fa /R /5 11i %



Activities

I Vocabulary review

1 Read the English expressions from a letter referring to the increase in prices. Then decide

whether their meanings in Chinese are right (/) or wrong ( X).

(1) Asis known, a rise in the cost will result from reducing the pur-
chase quantity so much.

(2) Asaresult of the increasing prices of freight, we have to adjust our prices
to cover the rise in the cost.

(3) Heavy demand in the market resulted in the increasing prices of
the digital ( (#% ) cameras.

(4) We can’t avoid reducing the allowance to 3% on each piece of
furniture because of production costs raised frequently over the
last few years.

(5) Even though we have cut our profit to the bottom, our current
prices can not cover a rise in the labour cost . We can do nothing

AP REGR, ORA Lk xS BE LR T
B, ()

H Tkt B, JOTHA RS
RRIRENRARY Bk, ()

Wi R 2K B AL A% b ik i
. ()

UL AFOR HT A R A W Rk, R
TTAS W] S b0 B B fn MR T
3%, ()
RAERMCLICHRRE R R T, &
IR BGr D5 IR ASRE RAD D7 B 1 A L

ik, RUFEErER s 8%, ()
Rk, |AMFHHHKT S A 1S Hid
FAT. ()

but raise our price by 8% for each item.
(6) We regret to say that our new prices were put into practice on
May 15.

2 Read through this letter and write down the suitable English information from the letter
matching with the given statements in Chinese.

Dear Madam,

We regret to learn that you find our newly-offered prices are too high.

We’d like to explain the reasons for the increase in price of our quotation. In order to keep the excellent quality of our
makes, for a number of years we have employed only the most skilled ( #4241} ) workers and use only the finest materials. The
prices of materials have risen steadily these years, and yet we had been able to keep our old prices before the sharp ( ZRIAY )
rise in labour cost in the directions caused the export ( H} 1) cost to go up at the beginning of this year. They meant our previ-
ous prices couldn’t cover the present costs.

Now all the reports we have received show that the public appreciates buying fine quality footwear at the very
modest ( & Hr Y ) prices we quoted. We trust even if we make that adjustment, the information about the current mar-
ket prices would persuade you to find our products remain competitive.

We are longing for your order.
Yours truly,

(1) Mk
(2) firfx Eik
(3) Zers)EA s
(4) BRAD Lk i A
(5) BT HHSC R
(6) PREFFATHIPE R T i
(7) FiBE A &
(8) AN ™ SR TN
(9) 5581 A
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Write out the missing parts of the 13 trade terms in INCOTERMS 2020, choosing the
suitable information in the brackets below.

eg.(1) EXW Ex Works T) %tk (eeeeee fRE )
(2) FCA (oo dRE ML)
3) Free Alongside Ship Wb AE bt -
(4) FOB (e dRERKBH)
(5) Cost and Freight A INE T .
(6) CIF (oo dRE HINHE)
7y Carriage Paid to B E -
(8) cwp . (oo 4H5E H 3
(9) Delivered at Place Unloaded
(10) DAP H 332 B¢ (e 4H5E H 3
(1) Delivered Duty Paid (sooeee faE HIHs)

Writing practice

Draft a letter to a trading company, explaining a price increase.

Background: BHFRITF XL R WH A LE, FERBLTI T8 A 19 BFEHATRIHREF
10%, A FTELESHIRAIFR,

X X s

RILIRM & Fn, KTIAFAF A REBIRY 10%, FHEA 8 /19 BR-AEM, M, HITTIRH—TIR
e R E: BHFIRTFHHP LB WIHEIFTRLIF, RTIAFAENBRRIAANHRET, KL,
BHATIHELRSBEITHRIIHARTEST, KRREAZFRKXTIOFUH, KT1BEXRTIHHBDBAR
HEIFDo

HBIRBPAT BT

Supplement:

RITF-2:8% banking fees




BUSINESS CONTRACTS AND ORDERS

ieZ LIRS

F Pre-study

A Terms to Learn

1 conclusion of
business
B S

2 business contracts

155 £ [l

3 the United Nations
Convention on Contracts
for the International Sales
of Goods
I & = br 624 8 & &
NP

4 order
1Ty

5 price term
ks 51

6 unit price

Ly

7 total amount

l';_T_l"\ m

B Think and Discuss

ZLEREERP, RBY—FTAHAFTERS—FTHRBHH, X
SBPIA A, HRIFTABITRAAESF LT N

HHEERRAMRSHEERBR, AEHSRAF AL, BHFH
WFFRK, EEERRSP, BITPHTESRAGOBXEFTARER,
WAAAXF: &m (contrach . #ih4s (confirmation). X 45
(agreement) . & =% (memorandum) #=iT# (order) ; N&FE
EOIE: MERRBRIE. WWEHEHR. THRRHE. XRTTHRH. XTTH
Ty FIRRIE R

(BEEERTYHBESRATHY CATHER (TH)) 2=
RSP RBITHYRRE A, BITERARRIEELA P S BEYH
FORNMMTEF LM B R—FHRAN, EERRBRIFLS P, F3
E R ABEAIE KTAY,

REBBRSHBAEREALITH; RSLTAEE)RBIT
THER, RFI TSI HRA W,

P EHRUOAERR S S E — A EE AR, BHER
B2 ARAE T EHTE R R AL B BA A o

TR BREIFITHET. BEH. tRERAMNRS
RNIFEBTALENEBD . Bldn:

USD 200 per piece CIFC3 Toronto

W BT AT iRt B2 ARIE

TSR AL B, BPR SRR E IR, Blda:

Total Amount : USD51 900 CIFC3 Toronto

1 What does an order letter usually include?

2 What does an acknowledgement ( #ii\ )letter include?
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Useful Sentences

We are pleased to place an order with you for the following items on the
understanding that they can be supplied from stock at the prices quoted.
BAVERRATITI T A 624, RIS B SR IR R BB Ak B

Thank you for your quotation of Mar. 5 and the samples of ten footwears,

we are pleased to place an order with you on the terms stated in your fax.
REHRMIT3 A S HEHROT B 75K A 10 SRR, FRATEZIRA14E
FR B S AR R ARATTT 62

We are sending you our Sales Contract No. 7650 in duplicate. Please

countersign and return one copy for our file as soon as possible.
BLAF £ ATTHY No. 7650 S EA R —XWify. WX hEEIFE R —
3 UMERATTAE S

We have received your Sales Confirmation No. AH-231 in three

originals. For your record we are returning to you one signed copy.
BATEM BRI AH-231 S EFIABIEA—X=f, BAI1ZER—H
AMBEARATTAT 44,

We are enclosing our purchase order No. YL0211.
A A7 & No. YLO211 SiT B,
We are looking forward to your acknowledgement.

AT B ARATIHIN

We confirm supply of the following items at the prices stated in your

letter.
BB ORI IR A5 L B A% I B T 51 624
The goods mentioned in your fax are available from stock.

PRI B bR BN i A BB (PR

We regret that we haven’t had any stock of the article you required .

RAIBARMTZ D ST BB,

10 Referring to your Order No. 432 for 1 000 KW Tea Pots, we can’t

11

12

at present entertain any fresh orders for the item, owing to large

commitments.

KTIRMT 432 ST HE 1 000 A~ KW %aiz, HTRAKZ,
BATAREHEZARTHIT BT T

We trust you will open the relative L/C as requested.

BATTARTE VRAT T2 1 BRI B A R A8 FE

We would appreciate shipment by the end of May.

ke S HIEZ AR bt, KA MEE,

H il

/stok/ n. f76%, VAR

/' futwea/ n. #EJ

/kan 'treekt/ n. &6, 2
/'kauntasain/ v. &%

ffa1l/ n. #55, AT RIS

/.konfa 'meifan/ n. i i\,
E{ini
/a'ridzenl/n. JF3C, IEA

/ok 'nplidzment/ n. 7 A,
1IN

/o' veitlabl/ adj. W] 15 £,
Epuyal]i)

/.enta 'tein/ v. Az
/ka 'mitmant/ n. (7§ L
H) 295, A&iG

/'relotiv/ adj. 5 %),
S Si0]



1 v4 Placing an Order

%)

Apr. 8 Receiving a Purchase Order of Apr. 5 by a foreign trading company, together with a letter concerned.
Part of the buyer’s letter is stated on the right.

Sending a Purchase Order

Re: Brand Name Shoes

We enclose our Order ACE02 for the three ikems in your Latest catalogue.

Wwe Learn that these goods can be shipped from stock and wish you to send them without delay.
Looking forward to your sales confirmation.

Alexander Trading Company
253 Park Avenue, New York, New York 10017, USA
Tel No: 1-562-233-6584 Fax No : 1-562-231-4532

E-mail: alg@ alexander.com.us

Order

No: AC502
Date: Apr. 5, 2021

Wongsheng & Co.
Rm 509-511 Tongle Bldg
Shennan Rd., Shenzhen (518044), China

Please supply the following items in accordance with the terms and conditions stated below.

Commaodity AT LN PK
Catalogue No. 097 058 132
Packing 18pairs/ctn 18pairs/ctn 18pairs/ctn
Unit Price USD465 USD379 USD498
Quantity 100 pairs 254 pairs 150 pairs
Price Term CFRC3 New York Amount UsSD235 566.00
Shipment Not later than Jun. 15, 2021, not allowing partial shipments

Payment By sight L/C

Insurance Effected by the buyers

for Alexander Trading Company

Faid Tobnson

Purchase Division
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New Words

accordance /o 'ko:dans/ n. —% seller /'sela/ n. 32

unit /' juinit/ n. (PHEC. THE) HAL amount /o 'maunt/ n. ¥, B

sight /sait/ n. (&) W, ¥ cover /'kave/ v. & (Be#) RIS, wRfb
asper %M risk /risk/ n. (PREGMEHIE ) oo B F, RS

insurance /in"' [Uarans/ n. ff&

68

Notes

A TT W ) S B B A O 45 4 & HE
I A e, R KT R M IT WS (an order letter) HAPTiT Mg R M) % 51, FiiT
(an order form / a purchase order) ., W52 #fiik 45 (a purchase confirmation) 3% W% & il (a purchase
contract) , HERJZJ5 ¥ b Fr A A &AL B IR Il — 6y, kR 0T B AT SRR S2 7 AL R ERiA L B
AP SS . TERMR—FE R, XPriT s SRR, Wi, . WHEHZWHL
T waair (A SEH g ShAll), BE R, TEcE, Mkl ik, 2
B, 7 1 H TR N A BTN ] w SR R RS B, AR T A T RERE AT AR O L BE BB AE HLA
FE,
(1) FK ATk B,

VW5 e 507 g 2 5 i, RUIERITAER & HOOR X TH TR, MmN BsEmn

e FfEmE: BRikzsh, BFRBF A REF,

e.g. Thank you for your quotation of May 24. We send our Order No. 218 as follows.
(2) g RAMEE R,

AL RIS RTEESE,

e.g. We would be grateful if you would send the goods as soon as possible.
purchase order ZEE % “PO”, iJH
R FK WA . order, order form 25,
Re: Reply 455, Bl =ik
5 “Subject: Brand Name Shoes” [q] %,
...be shipped from stock. ««+++- et
LR YF, 5 “.be supplied from stock / be available from stock / have sth in stock / have a stock in sth ”
[ . “outof stock” FEILHE,
...sales confirmation 455 ji% S/C, #HEMINT
KU FRIBEA sales contract (HIEEAE]), KIFSCIFARH 277 #24# ; purchase confirmation J2& It 6
NS, RBUYEKIKILEA purchase contract (JABEA[]), XFIAN AR K T4 4k
in accordance with %218 ; &
R E IR LA : on the understanding that / on the condition that ; on the terms... ; on the basis of ; based
on ; complying with Z
partial shipments 43%% ; /rHt3ia
by sight L/C  LLBI0E AT IIE 2 £
Bl by L/ C available against draft at sight,



Activities

Vocabulary review

Look at the expressions on the right. Decide which of them would you use to express each of the
ideas on the left.

(1) We hereby confirm having sold to you () a FREMFERGT B EHAERE,
the following goods on terms and UL 2B

conditions as below.

2) name of commodity and specifications FAMR SN ERFBRTE -ERXS,
3) Insurance is to be effected by sellers. PRI B sz 5 I B,
B 24 PR B S

5) The unit price is USD3600/m.t CIF New York.
6) We are glad to have transacted the first

ZENI B TR LU T Rdh,

(
(
(4) Enclosed is our S/C No.345 in duplicate.
(
( AU EHEFRATE R T IXERL S

—_ o~ o~ o~ ~
—_— — — ~— ~—
- 0o o o o

business with you.

(7) We are pleased to have concluded this () g M AN 3 600 T CIF 24142,
transaction with you.

(8) Please send us a full range of samples of () h R ERTE 345 SHEMmILAD—K
your Men’s Shirts, preferably by air. .

Read through this letter and fill in the form with suitable English information from the letter.

Dear Madam,

In reply to your E-mail dated Dec. 4, we are interested in different sizes of Nonstick Frypans ( A~ki%n ) you offer.
We have decided to book a trial order with you as follows:

Quantity  Item Unit price Price term

3500 26”  USD121 perset CFRD3 Chicago

1400 30”  USD164 perset CFRD3 Chicago

We place this order on the condition that shipment is effected in good time so as to reach us by Dec. 25. We
suggest payment by L/ C against draft at sight. We would like to know if it is agreeable to you.

Looking forward to your Sales Confirmation.

Yours sincerely,

CFR Zhmakik 2 3% dr40i

Be bt B BEAN R RS B AR 49

JFH AL EE BIA B A5 T IE S A

PRI B BN

EARATTIR T B

Bt % 1%

ks a1

K

TR i

LiXily
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II  Writing practice

70

Draft an E-mail based on the following information.

SF IS H X135 ST —~XK 15, 3 FOB FTINBriTH 800 & PC602 AR L UL FLES o
EHVFRAT P EIRITREZTITIFEBPATETAIE, K BFIREWRS .
BHIFHF AT R FITT, HFRBPRTT.

Supplement:
PCG602 R LM M23F LED Display Monitors Model PGC602
P ERITEESZDIT the Bank of China, Bangkok

x8 in a day or two




@ Sending a Sales Confirmation

Apr. 12 Send out letter confirming Order No. AC 502 from a foreign firm and the relevant S/C is enclosed.
Part of the letter is stated on the right.

Confirming an Order
2 Your © ACSED:

We have booked Your Order No. AC502 for 100-pair AT, 254-pair LN and 150-patyr PK. We are also sending you herewith
our Sales Conflrmation No. w215 tn two originals. Please sign and return one copy for our file. Please open an L/C in our

favour covering Your ordered goods soon. You may rest assured we will effect prompt shipment upon receipt of the L/C.
Anticipating your further orders.

Wongsheng & Co.

Room 509-511 Tongle Bldg Shennan Rd.,Shenzhen (518044), China
Tel: (0086755) 85576183 Fax: (0086755) 85576183

E-mail: chinawong@public.sztt.net.cn

To: Alexander Trading Company

253 Park Avenue, New York 10017, USA
Tel: 1-562-233-6584

Fax: 1-562-231-4532

Dear Sirs,

Referring to your E-mail of Apr. 12, we are pleased to confirm having sold to you 100 pairs of AT Shoes,254 pairs of LN
and 150 pairs of PK on the terms and conditions agreed upon.

We enclose herewith our Sales Confirmation No.WS215 in duplicate,a copy of which please countersign and return to
us for our record.

Yours faithfully,
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New Words

book /buk/ v. $8-+- -+l E A} be (may) rest assured that... %=+« LA HrLr

herewith /'hia 'wid/ adv. 51t —i& receipt /r1'si:t/ n. W B / Wi

hereby /"hia 'bai/ adv. $fit, Lhik upon receipt of —gF+eeeeefiheeeeee
Notes

BN LT BT SN B A o R £ 4 22
IR A NG, T eR A A st mT DA E B 85 & R 80 & B S A5, IT8. Wil Bk
BWGAIR, A RT7 2B W BB AT B s, 77 WeB S S #A RS gy A R, #RIA
UhtfEd, EREEN AP EENS (R air, SRS SARE S, iR
B TR oA RS AR RS ) , AR KR A RS, BIASIA SURESR, RIEXF LA
[P LA E R,
(1) FFk Ay Tr kB,
FMERIEZWBIXN T AR ARG S, AR RIAR (A 558 H X mShAlH), B
BEORTOHE AT W K25, 2 W —pr & g K.
e.g. We appreciate your Order No. SKT0024 for 1 500 26" Nonstick Pans.
(2) gk RE.,
FIBA LT HIT 6, RRIpBESUR AT TS PR,
e.g. We are expecting to receive your further orders.
book your order £ Z VRIITHILT 6% / FZ45 URAT] ==
RAH F B LA : accept / enter / confirm sb’s order, HEX A “mM ¥ AT H” book / confirm an order
with sb
We hereby confirm having sold to you the following goods on terms and conditions as stated below:
WNE T 5K & TIRTT T3 524
Say United States Dollars Two hundred seventeen thousand four hundred and sixty-six only.
a5 0 AT R AR R RS T
To be effected by the seller for 110% of order amount against All Risks and War Risk as per and subject to the
Ocean Marine Cargo Clauses of PICC (the People’s Insurance Company of China) dated 1/1/198]1.
HIZ 07 11T BB 110% Beff— DI bk ks, b EARREB A 19814 1 H 1 HE (i
PR RES ZaK) JpBE,
The buyer shall open through a bank acceptable by the seller an irrevocable sight Letter of Credit to reach the
seller by the end of April 2021 valid for negotiation in China until the 15th after the date of shipment.
S T5 BEE i I 75 AT 2 B ERAT T 2021 4F 4 H AT SL AT R BIUE FIE, Tks H G 15 RAEH
ESRNEREEIE G

Activities

Vocabulary review

Read the following Sales Confirmation, then decide whether the Chinese translation is right.



Wongsheng & Co.
Rm 509-511 Tongle Bldg Shennan Rd. Shenzhen(518044)China

To : Alexander Trading Company No. WS215

253 Park Avenue, New York Date: April 12, 2021
New York 10017, USA

Tel: 1-562-233-6584

Fax: 1-562-231-4532

Sales Confirmation
We hereby confirm having sold you the following goods on terms and conditions as stated below :

Names of Commodity, Specifications Quantity Unit Price Total Amount
CFRC3 New York
N %%78 100 pairs USD465 USD46 500.00
PK 132 254 pairs usD379 USD96 266.00
150 pairs USD498 USD74 700.00
USD217 466.00
Contract Value: Say United States Dollars Two hundred and seventeen thousand four hundred and sixty-six only.

Packing : To be packed in cartons of 18 pairs each, total 28 cartons.

Shipment :  To be effected during May,2021 from Shenzhen to New York, The United States, not allowing partial
shipments.

Insurance : To be effected by the seller for 110% of order amount against All Risks and War Risk as per and subject to
the Ocean Marine Cargo Clauses of PICC dated 1/1/1981.

Payment . The buyer shall open through a bank acceptable to the seller an irrevocable sight L/C to reach the seller by
the end of April 2021 valid for negotiation in China until the 15th day after the date of shipment.

Remark : Please sign and return one for our file.

Confirmed by ;

Buyer : Alexander Trading Company Seller: Wongsheng & Co.

Peng Fei
Yes or No

iy USD465/379/498CFR 412y

5% A dh =0 AT M A AR B 3E T

w3 auRie, WA I8, JL28 7%

SR ARGE P RN REREE A 7] 1981 45 1 H 1 HifilE iy Cifpis 5t
PRI 253K F%1T BB & 110% Befr— DI Finlik 4

S 375 i 2 05 B 52 AT IR LA TR £ OIE, f5 HIE T 2021
ARAR RIS 277, s WG 15 KRAE E 213

2021 47 5 A MY 1R E AL

W
Bt
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2 Translate the English into Chinese and the Chinese into English.

(1) If your find everything proper, please sign and return the duplicate of the Sales Confirmation for our file soon.

(2) RN A BRI , A 1A B ORATZS [ 5 65 5 R R BIAS — By 25 A

(3) We are sending herewith our Sales Contract No.JP215 in three originals at your request.

(4) FRURMTZER , AR A 27 & No. DY 1211 S E#iABIEA =,

(5) Please open an irrevocable sight L/C in our favour covering your ordered goods to reach us not later than Jan. 15,
2021.

(6) T 202142 6 A 1 Helk 1 HATHL LA TG 4 3 2 N\ WA AT 9 B0 FIE SO AR5 5T 62

(7) We will manage to effect prompt shipment on or before Mar. 6, 2021.

(8) — U URATTA A% FIE AL ¥ 1 P g % 0%

(9) We hereby confirm having sold to you 500 Best 38" colour TV sets booked in your Order No. ST0217.

(10) A 1HF sL il & T IRAT1 LD-1032 ST HiT IRy 1 000 & 63508 PC-407 BRI,

(11) We are pleased to inform you that we have booked your orders according to your Order clauses ( §¢7K ).

(12) ARE XIS R FRATCAR PRATE 5 rp ST Sk B 2 RATTIET 52 1

(13) We agree to buy the undermentioned ( T i ) goods on the basis of the following stipulations ( 453K , Z¢[F]
F clause).

(14) BAIFEZFILLLT 208 T A

3 Look at the expressions on the right. Decide which of them you would use to express
each of the ideas on the left.

(1) We are sure that you will be quite satisfied with our () a P teyn, FATERAMRR
goods when they reach you. ASA] 04 BRS04 FIE A
(2) We are faxing our confirmation of your order for 500 Cell ( ) b FRAR & L M B ) R AT T
Phones Catalogue No.52 on the basis of our offer. 3% 400 4 H 3% 5 & No.031 1y
KEE,
(3) As for the goods ordered, we require payment to be () c AT E YRR RTTE
made by a confirmed and irrevocable L/ C payable against E| a0 =
draft at sight.
(4) We are pleased to confirm our purchase from you of 400 ( ) d A XBEFARTTIRIE FRATA0 R
Pen Recorders, Catalogue No.031. #7500 4 H 3% 5 A No.52
HFAL,
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I  Writing practice

Complete the following information in a confirming letter in English.

1

We would like you

(AR ANFTF-HRAK S HIEI R T I BPIATE A IE)

Enclosed

CGAMRMTTERKXTIEZF B RFHNPBEIEIAS)

You may rest assured

(—IRZTRTVIETEAIE, TR FR2HKTT)

We are pleased to inform you

(RTVTE R IRRTTIFT e B 3IF R TRTY1 DF402 59T 5)

Please note

(TERAHIEHRREZASHITH E-ER/aHRBET)
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@ Booking a Repeat Order

Apr: 28 Received a fax of Apr. 27 by S. T. Trading Co., Ltd. repeating an order for Chinese silk goods.

S. T. Trading Co., Ltd.

53 Wentworth Road, Strathfield, NSW(2135), Australia
Tel: (00612) 97156370 Fax: (00612) 97156431

E-mail: loraine.e.@nsw.com.au

Wongsheng & Co.

Rm 509-511 Tongle Bldg

Shennan Rd., Shenzhen (518044), China
April 27, 2021

Dear Sirs,
Re: Contract No. WS226—Chinese Silk Goods

We have received the captioned shipment ex S.S. "Victory", and are pleased to inform you that all your goods are found

quite satisfactory.

As it is certain that the market is in great need of additional quantities, we wish to book with you a repeat order for the
following items. Other terms and conditions are the same as what are stated in Contract No. WS226.

Pattern No. 043 175 196

Quantity 34,000 yards 36,000 yards 50,000 yards

We are in urgent need of the goods and require prompt shipment, for any delay in it would cause us inconvenience. If
the repeat order can’t be shipped fromstock, please advise us with all particulars the specifications of those which can be
available fromstock.

We are looking forward to favourable reply to what we need in this regard.

Yours sincerely,

S. T. Trading Co., Ltd.

Foter Uoknson

Purchase Division
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New Words

repeat /ri' pitt/ v. & n. BE, il additional /o 'd1f anl/ adj. BN, FIMA
caption /'keep[an / v. fE+++++* _EmprE yard /fja:d/ n. 1%; 4’5 pkyd
ex /eks/ prep. (i T i) = from H urgent /'3 :d3ent/ adj. 2B

(seeees BEIT) 3 AE (eereer 3 18) require /r1'kwaia/ v. &
SS.; S/S; (#4%5) Blisteamship inconvenience /, inkan 'vi:njens/ n. MPLHIHE, A
satisfactory /, seet1s 'feektori/ adj. Ji s

GOERE . A N particular /pa 'tikjule/ n. 40715, 4HHHL, (pl) iF
pattern /' paeton/ n. AL, FEIHE 15 oL

Notes

IPERSETT Y S S A R S A A
SESERUT @A YR R G, AR LT X AR T Wl 55 RO AE R I R . 3205 Il BE S T Bik B i 2, 7%
BRRITE, @ EESLGTKRRITE, TR E, LI EY, L7 BEREBUIATIT 3R
Gk, WENARSEAT BE % B, RO LN E ok, JEREIX B Repeat Order 5 Duplicate Order ;11 4%
ITHITHRER TR B S EIT AN SN, ks, Bom 2 TR & HAb— D) & e M, WIFRA
“duplicate order” (LI Bt/ HEIIH) ; B, FRA “repeatorder” (LRiTHe4y / LiTiTH),
(1) FRAEIFkEL,
ST E E TR IBA AT SRl s iT R e,
e¢.g. We have received the mentioned shipment ex S.S. “Shengli”, and your goods are so satisfactory that
we are pleased to book a repeat order.
(2) SRR,
XS T7 PR 4R TORTERYBESR . IR R 68, $REE AT LB e A A S 4 H o,
e.g. If possible, we would like you to arrange early shipment of this repeat order.
Re: Contract No. WS226 — Chinese Silk Goods 2 F 55 WS226 = v H 22 48 7%5 5 & [l
repeat an order ZEi] H¢4)
R FE IR LA : book / place (with sb) a repeat order (for sth) ; give sb a repeat order, Z:iT Fe4HI S %k
JE 3\ : repeat orders ; repeats ; further orders
the captioned shipment  H5 /8 5 A0 624 ; bri8i 624n
ex S.S. "Victory" HMERIEET (FZEHFEMILSH)
TERIX A per prep Hi-----#458 (EEMTH LS ),
additional quantities 4% &=
24 “quantity” FREEERXR, RRKBHEZMEY,
Pattern No. £ %% 5
urgent need of 2% (¥4)
AR5 : be in urgent need of ; be badly in need of ; be in great need of ; in a great hurry for %,
... advise us with all particulars the specifications of those which can be available from stock.

------ S AT BB A LR B PR L
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Activities

Vocabulary review

1 Read the notes from a repeat letter and decide which expression doesn’t match with each

complete sentence.

Notes The missing information
(1) We are satisfied to inform you ____are quite good. MR B E T B kR
A. the captioned goods unloaded ( 1 T ) from S. S. "Fengshun" & 624
B. the captioned lines ex S. S. "Fengshun"
C. the captioned shipment removed from S/S "Fengshun"
D. the captioned articles per S/S "Fengshun"

(2) As the goods are satisfactory we hope to for 800 Catalogue  IA] /RATTHFIT Iy
No. MP-259 Mobile Phones, in accordance with the terms and
conditions of S /C No. 256.

A. book your repeat order
B. book with you a further order
C. give you a repeat order
D. place with you a further order

@

(3) Because there is a ready market here additional quantities
of the goods, we would be grateful if you would arrange early
shipment of our repeats.

A. badly in need of
B. inurgent need of
C. in bad need of
D. in great need of

(4) Incase __, please offer us with full particulars the specifications of ~ 1] Z Bt & A ¢
the other goods that are not kept in stock.

>

the repeated goods are not in stock

B. the repeated goods are not out of stock

C. the repeated goods are not available ex stock
D. the repeated goods are unavailable now

2 Choose the suitable expression for each blank.

78

(1) We were satisfied with the products ____S/S "Wanjie" when your shipment reached us.

A.  per B. onto C. ex D. nearby
(2) We would be ___if you would send the goods as soon as possible.
A. appreciate you B. grateful C. thank you D. pleasing
(3) As the captioned shipment is satisfactory to us, we wish to ____ with you. Which of the following expressions is
false?
A. place repeat orders B. book further orders
C. have repeats D. repeat orders
(4) "Agreeing on your offer, we have sent you our Purchase Confirmation" means "we ___ your offer". Which of the

following expressions is false?
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A. accept B. are accepting /will accept

C. have accepted D. accept /have accepted
(5) "Thank you for countersigned the Sales Contract." means that "we have ___." Which of the following expressions is
false?
A. booked your order B. accepted your order
C. confirmed your order D. had your order
(6) The shipment is of special ___to us, for the products are selling fast in the market.
A. interests B. interested C. interesting D. interest

(7) Please supply the following items ___the understanding that the commission is 5% on each in Orders No. 256.
A. on the basis of B. based on C. on D. on the terms of
(8) We hope to book ____you a repeat order ___the following lines ____USD230 per set CIF London.

A. from,for,at B. for,of,on C. with,for,at D. \,with,on

Read the following messages and point out what kind of each message is according to the
words in the box.

| A refusal B others C counter-offers D acceptance

II

(1) Your fax of 27th has been received. As there is a heavy demand for the goods and your bid is too low, we regret
that it is impossible to make any reduction in price.

(2) Thanks for your fax of Nov.29. Please fax us your S/C number. The L/C is being opened.

(3) We have received your fax of 29th . The number of the S/C is BY-021.

(4) Referring to your fax of Dec.26, we are pleased to inform you that your shipment has arrived in satisfactory

condition.

Writing practice

Write down in English all the terms in the form, and the Price Term in a repeat order
letter as goes below.

Background: J & B Trading Co., Ltd. FREEIEHFE W 2T ITH 300 R Art No. N2013 AT
MEDHFIRAINLEES (King Island) , TEFHATHB ISR, TR 398 £ CIF, & 5% tHTHAE.

il

bl Hfir S

B (K5)
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Failing to Supply

Oct. 19 Replying to a repeat order of Oct.18 for Chinese Silk Goods by S. T. Trading Co., Ltd., and informing
the company of inability to supply.

K fF N: Wongsheng&Co. chinawong@public.sztt.net.cn
KL E]: Oct.19,2021

e 4 \: S.T.Trading Co. loraine @nsw.com.au
i Chinese Silk Goods

Dear Mr.  Meng,

We are glad to inform you that your fax of Oct.18 has been received,through which we note that you wish to place a
repeat order because of your satisfaction with our Chinese silk goods shipped per S/S "Victory".But we feel regretful that
the patterns you required are out of stock for the time being.

We can not accept any fresh orders for the above mentioned goods at least for another month as we are fully committed.
However we shall not fail to contact you as soon as our new supplies come in.

Regarding stock Chinese silk goods,we are also enclosing a list for your study in case you are interested in any other
items. If possible,please do not hesitate to let us know your detailed requirements.We assure you that you will receive our
prompt attention at all time.

Looking forward to hearing from you.

With best regards.

Wongsheng &Co,
Yug Yang

Purchase Division

New Words

fail fferl/ v. &, ik at all time JCiR Iy, B A}
inability /,1na 'bilaty/ n. f~fE agreeable /2" grizabl/ adj. R

per /pa:/ prep. %, H contact /'kpnteekt/ v. Bk &

regrettable /r1 'gretobl/ adj. & NigH&H regarding /r1' ga:diy/ prep. XF

at present HAj, 4#Hi hesitate /' hesttert/ v. YL

above-mentioned b HERIAY detailed /di:'te1ld/ adj. P40

fully /' fuli/ adv. 5241 requirement /r1 ' kwarement/ n. ZR, MBI
commit /ka 'mrt/ v. fEiA&H L5 FrEm Y (E%0
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Notes

ANREHE BT Y 0145 S % S A v ) 5 4 2 HlE
We BB 2 LTI TG, ST EREWLER)E, BT 3SR R R B 92 05 A Rei /2 35 75
VTSR EOR I, e FH A ABCR RAE SR 5 338 D AR A0 B e 8 PR 4 B AR o 6 LI i PR JEOREAS A2
RIERMHUSGBBLE S A, e, 2%, Wi, XESHMLTRZES HEYEh, fln, &k
KLU ITCE R ZH AT 68, SRR sk, B BTt 8 H A A FT bt 18 PR 3 B0 A g S 43 1o i
o, [WE, SEE AR ML SRl i sk . Bilhn, RN B G AR, AT AR iR R B I ]
— A B 7 B A 75 4
(1) K IrkBeL,
R BE G A5 w00 28 B 07 W B, FRIBASRE $ 3 75 R IR ] 4 6 B A R 2 T e
KA
e.g. We are pleased to receive your Order JSC0432 with us for 1 200 PB Brand athletic shoes. But we feel
regretful that we can’t accept any order for the same because the stock is short.
(2) i RMsish B,
& AT RE AR O 3% 77 SR I B W O L SR I BRI SC HEA SR B IR, B ARBIh 55K &,
e.g. If you are interested in any other brand athletic shoes, we shall be very happy to procure the goods
for you.
fail to do sth. AAREMM AL S, A S
... satisfaction with sth. X} 528K R il &
HEIX . be satisfactory to sb.  f#idE A\ {2 ; be satisfied with sth. XFE R =,
commit FER Sl I
W G : be fully committed  ERETT 6%
be heavily committed $H:RiT R % ; be over-commit #2118t %,
incase fRfdE; LIBiT—
HERIXA: in the case  fERXFERITROL T,
do not hesitate to do sth. = feel free to do sth. TLZJ / Bi{EfIEE, B5iEE b
receive our prompt attention T L) 1L &b B

Activities

Vocabulary review

Translate the English into Chinese and the Chinese into English.

(1) FEBX T ZRZIT ARG, BATRIUA B2 —tE,

(2) WA, MTREBITREHA, RGAMRARET A 25 HATRE,

(3) We are satisfied with the price and quality of your goods and delighted to provide you with an order for the

following items on the understanding that they will be supplied from current stock at the prices mentioned.
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(4) This is a trial order, please send us 80 sets only so as to develop the market. If successful, the larger orders will

follow in the future.

Dear Sirs,

Re: Art No. DN096 Folded Chairs

Read through this letter and fill in the form with suitable English information from the letter.

Thank you very much for your fax of Oct. 17 and your Order No. HC067 for the above goods, but regret that we are

unable to entertain your order until the end of this year.

On receipt of your fax, we contacted our manufacturers right away but they declined your order because of heavy
commitments. Moreover, as you probably know, the recent extreme ( %45 ) ) weather has hit our place and made

them short of raw ( KNI T/ ) materials.

We know that you are badly in need of the goods and we are approaching ( 5 -+++--¥T 3¢ ) other manufacturers
for early shipment. If we succeed, we will let you know about it. In case you are interested in any other items in our stock,

we enclose a copy of our latest catalogue for your study. If you have any other requirements, please feel free to send us

your specific enquiry. We promise they will be dealt with promptly and carefully.

Yours faithfully,

(1) BLBGURATTAT AT A B 6 RS BB, B o 27 25—
A do i i H RIS %,

(2) eeeeee RIEBATX R RAES, R KM R
TR

(3) oeee HATRATIEAE S HAb) Rk R H R T,

(4) weeeee HTAZITIRS , | KL,

(5) weeeee R ATRATARER Z URITAIIT

(6) #HENIRAIA AR FHEfE, AL RS KK

(7) BAil—E BN FIpIE,

(8) oeeee iR EATR Bk,

I Writing practice

Draft an E-mail to a trading company, informing that the requested order is declined.

Background: WK% Taft and Partner Trading Company #9iT8 No. 11-T502, AT aIS5

ITREARBITE, BTESH IS RAEARZRRITIRAILFTEA,
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X X ses:
FE: RUIH 11-T502 ST 4

A WTRT1 8 A 16 B @Y TEIFoFH 11-T502 S-iT ., REIRMM M A SR B AT R TR A BELIT 5
EREHITE,

NERHBEXHRGHESR, STRABHITHRS, LEF I RFENBRLGHELRE, RS
WARIEIR, JTRIRAWRIIT R, WK, —EFFRBK, RTTERNFERIF, KTTFHEFEP
I TENR T IR 2= S, S0 RTRUTA ARG HE, RIAD R LI 0 N R o BT — RS NI T A
#x,

2B PR IF W BB R

Supplement:
FAEHRILET revert to this matter
BP# be shipped / delivered from stock

RIFW S PL R Keep our business connection
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PAYMENT
>¢ht

r Pre-study

A  Terms to Learn

1 payment
AT R

2 instruments of payment

XA TR

3 terms of payment

SR AT FAR

4 remittance

ICAF

5 documentary
collection

PR ELFTHL

6 documents against
payment (D /P)
ik Ag B

7 documents against
acceptance (D/A)
7R S A2 B

B Think and Discuss

84

FRRBH, RECBITHRTIE RS EBPXTI TR, LSRR
W Fep, RFAFKB]RIETTR, —ERXRSI RIEESHo

X TARIEFTRIX, FE. ARX2BHP, HWADGXTTT
A RTTHFARIE,

R FRRIGHEFRE [ XRPrHTE, REATTHHERIBRTT I
Ko AT FRTTZRLIF, RAGHXTTSRAFLEARSaYFIE—
TEAFEIFE., RETRAEFFR AR EEPFaITTHRRK,
MRARTTROYXTIR, ZEFRRBERRLS P, XTTFTXKEE
FELTE. UK (RERRRHPICIR) FTEAIE.

RIBEIRITI/ITRILLERS . RIS ARBAIRITI/EARARTT
BRRF/HFFLERIHYXT I, BPALT. LHWZAMETEH,
M FHFRHTRFIARIBEANERI, FHFTATRIARIBa) N
BRo

& s & (Draft / Bill of Exchange) stiesc &z mpra
HIE—RERRITERIIKBRITRIOKA TR RLIBOXTTH X,
BPAOBRIT IR, ARIBIRITIOIRNF KRB KA RA, BREICIKD D
HREABEFRERS, RRERXEFX TR ARBHRNERTHR
R,

RFIFFHCRIECRZERMFTB AR~ RRLRT, RFMAE
WITTTH T HRTAERB LB RN IK, HTTREE, RIE\EX
Trakabeda RAE, WHRXBEFHPHETHREL (D /P at Sighd
Fm R (D /P after Sight) o

SLRATRRIERIF, RIFRITPK, HANRIRD L33C
RTEFARRE, FRAXELPE, TTRELRIHAE AT, BPARRIRK
B, RRRXPAWHRERMAGY,

What does a different payment letter usually include?
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Useful Sentences

We are in possession of your letter of Jul. 21, content of which has been
duly noted.
BRI 7 A 21 HRME, EhNaEkiEEs T,
We refer to your Order No. YDI121 covering 200 Item No. 57
Refrigerators in the amount of USD250 000.
2R BARMNIRT 200 &5 6857 No. 57 vk#iHI 58 YDI21 SiT#,
& 250 000 T,
We regret that your proposal of payment by L/C at 60 days is not
acceptable to us.
RAGFKAIRATEL 60 FIAME FIUEART A BT #4552
We are in receipt of your letter dated Aug. 24, from which we have noted
your proposal for documents against acceptance for Contract No. G-816.
WeEIURATI 8 H 24 HORAE, 3MAIRMIXEE G-816 5 & [w] il 7k 5638 Ht
75 XA R
In compliance with our terms of payment in the Sales Contract No.058,
please send us your L/C one-month preceding the date of shipment.
IS 058 S & M SAT &k, e s HIRT— /A A %%
A5 HIE
According to the stipulations in our Sales Confirmation No.KL032, we
have drawn on you (a draft) at sight.
HRAEFATTEE KLO32 S E#iA PR ARK, BATEIFH BB S a
PRATTHR
We are writing to propose that this particular order be sent to us on 30
days L/C.
B2 LA 30 KIGIE M E T SR X AL 2R T B .
We suggest that you accept payment by L/C at sight.
PATE I ARATI R 32 DA UL 22 B B9 45 R IESZ A
In all ordinary cases our practice of payment terms is a confirmed,
irrevocable sight L/C.
FE— AR OL T, FRATTHI ST AT 75 2B A5 R A O S A mT 4880 B S0 45 A
Wk,
We shall greatly appreciate your kindness in giving priority to the
consideration of our request and giving us an early favourable reply.
TRATANREPLE % IR BATHI ZRIF R A, BRATTRE A R4
We sincerely hope that you will not believe us unaccommodating.

BRI A B ARN A N AT R

pa'ze[oryn. #iAT, FR1F
/' djuzly/ adv. Bt b

/r1' frr. dzorerta/ n. Uk

/pra ' pauzal/ n. $EIL, &Y

/' dokjument/ n. BLIE, S
ok 'septoans/n. Billir, & 3i

Jpri'siidin/ adj. #i M Y,
FERITH)

/dra:ft/ n. L2, XL

Jpra ' pauz/v. HE, HEL

/' preektis/ n. >J i

Jorar ' Drati/n. 56, iR

/.Ana'kpmadertin/ adj. A
WRLAY, A B
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Request for Payment by D / P

Apr. 7 Received a letter of Apr. 2 by Alexander Trading Company, who asks for payment by D / P in reply
to the seller’s payment terms. Part of the seller’s letter is stated on the right.

Negotiating Payment Terms

A to our terus of payment, it is our customary practice to do business on the L/C basis. We would Like you to open with a bank,
aceeptable to us an irvevocable sight Letter of Crealit, which is vequested to veach us by the end of April 2021 valid for negotiation
in China until the 15th days after the date of shipment. tf you agree to it, please let us kenow at your eartiest convenience.

Alexander Trading Company

253 Park Avenue, New York, New York 10017,USA
Tel No: 1-562-233-6584 Fax No:1-562-231-4532
E-mail: alg@alexander.com.us

Wongsheng & Co.

Rm 509-511 Tongle Bldg

Shennan Rd., Shenzhen (518044), China

April 18, 2021

Dear Sirs,

We are in possession of your Sales Confirmation No. WS215 and the relevant letter.

Referring to your payment terms, we regret to advise that it is not acceptable to us during this sales-promoting stage, for
establishment of an L/C would involve us in a lot of expenses and the tie-up of funds for a long time. We would like you

to take into consideration of our request for shipping the goods as a trial to us by payment against documents at sight.

We are sure that your accommodation in this respect would be a special sign of encouragement in our business. If you

wish to make enquiries about our financial standing, you may refer to our bankers, the Bank of China, New York.
We are longing for your favourable reply.

Yours sincerely,

Alexander Trading Company

Faid Tobnson

Purchase Division

86



~N O D B

New Words

negotiate /n1'gaufert/ v. WA, B tie-up /"taiap/ n./v. (tieup) (¥4:) HIE
D / P Document against Payment n. fi} gk 3¢ HL respect /r1' spekt/ n. J7if, v. B
customary /"kastoemari/ adj. % 1) in this respect fEiX J5 1

relevant /'relivent/ adj. H %K encouragement /in 'karidzmeant/ n. fi& it
stage /sterd3/ n. BrBt, #%EH financial /far'neenfl/ adj. W B
sales-promoting {4 standing /'steendiry/ n. 4%, AL, R
involve /in ' v/ v.ffi--=++- AN s fli--oe--SZHER banker /'beenka/ n. BWATHK, T

expense /iks 'pens/ n. T, Xl

Notes

T R A R 52 B 5 S AR SRS B A oR ) S5 4 22 HE
L7 R BRATE AN, KR8 WRAT AN SR AT UG Bt is B, o BB Ak s B 05 S5 SR &
T E AT R A SIL S, RAMEIEERN H 1 RAT A B4 ReR1G te s e, R Ak 58 B 05 X
At . 5 RERET AT, K77 AR A 307 S ek, b Bt e B et,  1a) SR AT A A 2
8Dy M R R, AR SR ARS8 K, AR W] DU 25 3 75 15 % B R 6 ) 458 1)
R G ABATT, KNS5, FERERE SO T Al g5 (5, 5277 SR A% I IERT, 3256 8 X 2 15 i |
WETER LA B BUN AR 77 b, W TIT 68 /i 24828017 B sliiT sr 2R KL
EA AR AR R 2 Se a0 b ATy . 1R 325 4 Faml DMEXU5 A Gk sy RIS . (FEE PR3 5
Sk, L/C ST A8 dpe i i . RS de (i, 20538 % DA L/C J5 sl & P e itk s il D/P J5 5%
&5 07 AR MR R, k% CIF w, CTIP 4% g e A Fl. )
(1) FR eIk B,

W E R B M SR . X X SATHRIT6E, X X SERTRRYE,

e.g. Reference is made to your Order AC502 for Brand Name Shoes.
(2) i RMEiEs B,

KM R E @R, A ENREE.,

e.g. We look forward to your accommodation in this regard.
an irrevocable sight L/C A~ a] 4844 B 3435 FIE
BI04 92 7 4 s SRAT AT & 18 IR Sk R BR B SRS s e, BIPTARAS 623K AT IEsfir e &t 3275 .
LT K ERAT R R, FFIEAT AN 205 FIE P 2 BB 45 e . AS P8R 5 R A2 1 B 58 5 Il 55 vh
o g )iz . 75 18 BIOAS T A P GE O s 2 4
payment against documents (at sight) (RIJ§]) SESAFEK (IXBRETTREM)
5 documents against payment £ 3k 3g #L ({XPRSZ 75 ) R, D/P after sight It k38 B,

at your earliest convenience (4515 i) RH

..involve us in a lot of expenses ... «ee++ EBRATTH AR I ee oo
...take into consideration of... se-<-- Ffeeeees
...shipping the goods as a trial to us +««- BRI
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Activities

I Vocabulary review

1 Read the statements from a counter-offer letter making concession in price. Pick
out the expression which doesn’t match with each complete sentence.

(1) We are pleased to inform that we (BB kmmfiNg) .
A. have received the enclosed Sales Confirmation
B. are in receipt of the relative Sales Confirmation
C. have accepted the relevant Sales Confirmation
D. arein possession of the Sales Cornfirmation concerned ( 1] )
(2) We are regretful that (PRI A R 7 KA B2 ) .
A. your proposal of payment terms is not acceptable to us
B. you are not prepared to make concession to the terms of payment
C. we don’t agree to make payment at your suggestion ( HL 4 RATTH LY )
D. we can’t accept the terms of payment you proposed
(3) We have to explain to you that (I fE I RATF LR RT) .
A. establishment of an L/C would cost us a great deal
B. we have been heavily burdened with the cost on opening an L/C
C. establishment of an L/C has involved us in a lot of expenses
D. it has tied up a great deal of our fund to openan L /C
(4) We know that ORME RIE T s R AR LB
A. itis your usual practice to do business on L/C terms
B. payment by L/C is your usual practice
C. you usually ask your customers to effect payment by L/C
D. you do business with your clients on L/C basis only

2 Look at the expressions on the right. Decide which of them would you use to express each
of the ideas on the left.
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(1) We very much appreciate your accommodation in
the transaction (32%5) , which will enable us to
place further orders with you.

(2) Owing to the small amount of this transaction,
we’d like to ask for payment on the D /P basis.

(3) According to your request, we are prepared to
make an exception to our policy of payment
and accept shipment against 30 days L/C.

(4) As to payment terms, we suggest that we try
D/P after some smooth transactions.

(5) In compliance with the stipulations in our Sales
Contract No. NJ129, please send us your L/C
one month before the date of shipment.

(6) If you agree to our suggestion, we will arrange
for your goods to be shipped to you within 30
days after receipt of the relevant L/C .

AT NJ129 S & R HLE,
AR I8 HIVTRT—A A 7 4 AT
RIE,

RKFAMTT, BATE RS ILK
FRRAE 5 e PR Ak s B 05 K
IR AR E R AT, HeD
AT — & AE W B AH 5K 5 FLIE Y 30
RWEHER L,
BETRXEZSEBAKR, FATHK
PAATksE #05 KEAT Bk

AR X A S P IRAT R BRATTHY
W, ERE AR IRATITE 2
g,

HRAEIRATAER, FATHT R BAT

1 32 A BOR BB — Ik, %32 DL 30
KIE eI BRI



3 Read through this letter and fill in the form with suitable English information from
the letter.

Dear Sirs,

Thank you very much for your letter of Sept. 27 ordering Item No.52.

Regarding your proposal of payment terms by L/C at 60 days’ sight for the order, we regret to inform you that
we are unable to meet the wishes, as it is our usual practice for our new or regular customers to effect payment by L/C
at sight. We feel you will understand our situation. However, in view of our friendly cooperation we have exceptionally
agreed to payment by L/C at 30 days’ sight. But we would like to make it clear that this accommodation is only for this
transaction.

Longing for your early reply.

Yours faithfully,

(1) SRTRATTH WEE 60 FKAT K H £ FUE 2 AT Bk i,

TR 25 0+ A 1A T R0 L B e
(2) oeee FRATTH— BT R TE 16 I A6 2 7 % 1 40 L B
3091 P 5

(3) BAVN A IR BRARFRATH LA,

(4) oo BTERMNZMEA TR EAIELY, BATHG]
[l 3 52 30 RAFRRAY 15 FIESZ AT

(5) BATEBLHXAT7 AAGHRRBLHETT 62,

I Writing practice

Complete the following information in a confirming letter in English.

1 We trust you accommodate us with

(ATFRREFK, FRAKRVIIEHRTIG~R) .

2 If the amount of each transaction is not up to USD2 000,

(FLUATFRR LS .
3 We shall appreciate it
(o RIRTIAE R Z A 60 RIATEAIEINIRRTY) .
4 We hope
(TRTTAEFERTRR R TR ABPHATERIESK) .
5 If the contract exceeds ( #83it ) USD2 000 in value,

(FEBERATEAIESAARXTT) .
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@ Proposing to Pay by D/ A

May 17 Received a fax of May 15 by S. T. Trading Co., Ltd. offering a proposal to effect payment by D/A .

S. 7. Trading Co., Ltd.

53 Wentworth Road, Strathfield, NSW (2135), Australia
Tel: (00612) 97156370 Fax: (00612) 97156431

E-mail: loraine.e.@nsw.com.au

Wongsheng & Co.

Rm 509-511 Tongle Bldg

Shennan Rd., Shenzhen (518044), China
May 15, 2021

Dear Sirs,

We are writing to inform you that we have recently received quite some enquiries for your new paterns of Chinese silk. We

feel that there is a prospective market for these goods.

As they now enjoy little popularity here, we can not count on regular sales. Thus we find it impossible to make purchases
on our own account. As it is a trial order, we are making the proposal for payment by Documents against Acceptance,
which will be sure to offer good prospects. We have been business partners for quite a few years, you assume no risk in

accepting our proposal.

We should be grateful if you kindly give priority to the consideration of the above request and send us an early favourable

reply to our new arrangement.
Yours sincerely,
S. T. Trading Co. , Ltd.

Foter Jomson

Purchase Division
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New Words

D /A Documents against Acceptance . 7k 5d, 38 Ht assume /o 'sju:m/ v. 7&K, AT
popularity /, pppju'leerat/ n. %%, W7 grateful /' grertful/ adj. JEiHEY

count /kaunt/ v. iH8, iNA, B kindly /' kamndly/ adv. ( HTF&ETE) i, RO
regular /'regjule/ adj. [EEN, IE#HT arrangement /o 'reindzmont/ n. B, Lk
delivery /dr'ltvert/ n. 38 4%, 224t draw on sb. [a] 3 A\ FFIC5E

prospect /' prospekt/ n. (pl) Hijst, RijfE

Notes

SIS 7 5058 BT TS ) RE B B A R ) S5 4 22 HE
7R 5828 BURH DN T I B R A R Pt 3K 5 AT DASE BB R Ak, B B ER AT 38 0 Je Pl 2 48 2 SRAT I B
AR, BATCRIAIANE SR AN, ISR, ORI EZIN H H R RN E. ok
A2 BT A 68k, LT AR A RS BAR . HRAT TERIRAR, BEa b iR 277 AR A R
WK, AR (EAMEE) %4, AERE i IR 582 507 A Bkl 55 1% e v
JU7iRduit, RS WEIR . ARBI BN RS TR, 05 S BURE, B EAT K
TR R, B h R 2 B0 1R s RIT 6t BT A el 55 R TR 4 T IR e N
WRELS, (FEE PR 5T, D/A LR, i D/P x>, AMERERTABZH DP, A
| KAL) D/P 24 ik D/A JpBE, 2757 B 1 g7 B AE E A SCHLE )
(D) FF-A eIk B,
J TR, BEAGE SRS SC R SR TR RS 07 R SR, ST B IT )
] AR A (I ETE—HE,
e.g. We are a leading dealer of brand name athletic shoes in this district, where there is a ready market for
such makes.
(2) a5 RS R B
ST P E, AT LABR IS 207 AR e AT TR B E R O . LT RER, KRB AENE
R faduit, KT CBOERLANE, SEMESE,
e.g. We hope you will agree on the payment by D / A for a trial order.
a prospective market #& fE117 3%
...enjoy little popularity ««««-: ILTFERZA
counton fk%E; 1HE
KR E IR LA : depend on, rely on %5
...count on regular sales 2777 B T IE # By
on our own account H RS
a trial delivery of our goods for sale 5 shipping the goods as a trial to us [6] %, AF&M1k Frikl
make proposal & #till
give priority to the consideration of 5 give you the first chance for the consideration of [7] %, 5% &
R F IR DA : enjoy priority in ZE
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Activities

I Vocabulary review

1 Look at the expressions on the right. Decide which of them would you use to express each of the
ideas on the left.

92

(1)

Your proposal is not quite in keeping with our
contract.

(2) We are sorry to say that we have little knowledge

of your financial standing.

(3) The documents will be presented to you by the

Bank of England against your acceptance of the
draft in the usual way.

(4) On your sight L/C basis, the tie-up of our funds

lasts about three months during the time
between opening the credit and collecting
products fromour customers.

(5) We would like to explain that after long-term pleasant

cooperation, most of our suppliers draw on us at
60 days’sight documents against acceptance.

(6) We hope you will be pleased with our suggestion.

(7)

Please note that we have drawn on you for this
amount at 30 days and passed the draft attaching
(Fft ) full set of shipping documents to our
banker.

(8) As is known, the middlemen can never purchase

goods on their own account.

o]

e — U, — B ARMIR S T
B, PR AT S RIS,
BATEBI, i KB a
AE J5 K 26 B Hk 1o v 0 1i) FR AT S
JLEE 60 FAF kA& S g B AL

B BARM I 2 R TR I

R BATE 1 RIS WAE 30
RAT AR A S5 L S, JFARIL
SR ] A B 08 FUIIE A 4 AT
OFF) 477

IEmpr R, pREERAZARR
TRIBGEY.

AR It L BAT IR R BE A5 K O
g 3308
%ﬂ;ﬂ’a@iﬁ&'—ﬁ?ﬂf]ﬁ’ﬂélﬁJK%%
2

AR B0 AE e )5 X, MOIF
o7 £ FIE 2 10 2 S a2
Bt b I RIB = A A4

Translate the English into Chinese and the Chinese into English.

(1) Please notify (a#i%0 ) us when the payment for their ordered goods has been made.

(2) In view of our long satisfactory trading relations, please accommadate us with D/A payment terms.

(3) At the present sales-promoting stage, we can’t count on regular sales of this kind of dishwashers.

(4) ATV R AR A S 532 BT KR BT T iT ST R A

(5) PRIV ALy, 4532 AT UM A& 558 B 05 Ak B A AL




(6) P A FFar 5 UL B R & H 3575 4l

3 Read through this letter and explain the following expressions in Chinese.

11

Re: Your Order No. DW221
Dear Madam,

Thank you for your letter of Sept. 14 proposing that payment for the Order should be made on D/A term.

In reply, we have to make it clear that our usual terms of payment by confirmed, irrevocable L/C remain unchanged
in all ordinary cases. So we regret we are unable (4 fig) to accept D/A terms in any transactions with our overseas
(E4P) clients for the time being. To encourage our business we find the best we can do is to make payment by D/P
at sight. Later when your business is firmly established, you shall be welcomed as our credit customer. If you accept our
suggestion, you may telephone or fax us. We’ll send you an relative sight draft.

Your full cooperation in this respect will be highly appreciated.

Yours truly,

(1) make it clear
(2) be unable to do
(3) remain unchanged

(4) overseas clients

(5) for the time being
(6) the best we can do
(7) make payment by D/F at sight

(8) in this respect

Writing practice

Werite out the following information from a business letter in English.

1 S ETRTIFEILE 30 RTFX IR R LR LA LR,

2 HNMEZRWLEEKEZPIE—RIRK (pass) LHHITIYFIITTo

3 WVIRILFRIT, PEIRITIEEZSIT (the Bank of China, London) 3-&JEITRTIZRTTRRIE,

4 EHTM—UREBJIRFSIVRIT R SLIR (the accepted draft) L2 RHEBRZIXUTTY .
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5 HEHRIR, HTIHWRIESFH S —3X (in keeping with our samples) #),

6 FEMNMEBMIETIHTEER (integrity and ability),




Modifying Terms of Payment

May 17 Received a fax of May 17 by B. P. Co., Ltd., offering a proposal for terms of payment by T / T.

B. P. Trading Co., Ltd

106 Wentworth Road, Strathfield, NSW(2135), Australia
Tel: (00612) 97265671 Fax: (00612) 97266961
E-mail: b.p.@531.com
Wongsheng & Co.
Rm 509-511 Tongle Bldg
Shennan Rd., Shenzhen (518044), China
May 17, 2021

Dear Sirs,

Re: Our Order No. 0-B109

Thank you for your fax informing the specifications and pricelist of your goods available from stock. We get in touch
with you urgently as we find there is a promising market for some of the items after studying your information. We have

decided to give you the enclosed order.

As to the payment terms, we have satisfactorily traded with you on confirmed, irrevocable sight L/C basis in the past. But now
we wish to propose an easier way "Telegraphic Transfer" . When you get the shipment of our order ready, including the freight
space which has been booked, please let us know as soon as possible. We will remit you the full value by T/T. This procedure
would certainly help us save much time and a huge amount of cost on opening the L/C as well. We trust it will promote our sales.
Your kindness in granting us the term and confirming our orders will be highly appreciated.

Yours sincerely,

B. P. Trading Co. , Ltd.

Faud Jotn

Purchase Division
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New Words

modify /' mpdifar/ v. HL freight /frett/ n. 5¢4, B
T/T n. BILC space /spe1s/ n. (K%, BMERITH )
touch /tatf/ n. & v. Befih, BKH fefr, MEEfr
urgently /' a:d3antly/ adv. %&b procedure /pra'si:d33 i/ n. fEGEIME:, BB
promising /' promisin/ adj. Wizt i #) promote /pra'maut/ v. &
telegraphic /. telr ' greefik/ adj. BLIiRFY), HLDEY grant /gra:nt/ v. [Al &
transfer /treens'f3:/ n. i)+, LXK highly /"ha1li/ adv. R, JE%
Notes

1 SR S 75 s S % B A5 v ) &5 40 2 HE
M TSR S0 dEr VAR sk, S T RIFBEX R, s THiglE %, KI5 v aE S s
T3 PEACHL JFOR 1 Bl T SEAR . SE A 58 1 75 S Bk DME PSR BI0T 68, BIZORE RSN 7K, FEH
PREE 5 lert, IDAHE FEed i, P DRI T, HR LI AR #E K, AR
A AEIL (Mail Transfer, M/T) . HJL (Telegraphic Transfer, T/T) F1ZZi (Remittance by Banker’s
Demand Draft, D/D), #R#E35T7 Ak FIAFE, XEFEACE R =R . w683k (Payment
in Advance) . ##|f}# (Payment after Arrival of the Goods) FRFEBLf}EL (Cash against Documents)
W AN (Remittance against Documents) , fE#% i S SCG A  ADIL 55 15 a2 A S iy i
B Bildn, JEARDT XARAT SR RS, EW&E Y, A2 APl f 05 0% B oo & A B % 5
KA B i RIS
(1) FFme kB,
RO TR BT RS HRdE, 8 etk AR 07 K,
e.g. We wish to book with you the following goods, which are urgently needed here.
(2) iR &R E.
RRAETUE BRI E RGeS .
e.g. We hope to receive your favourable consideration of our request and early reply.
2 get in touch with you 5#RA1H %
R FL LA . contact, be in contact withZs
3 apromising market Fij SIS
4 give you the enclosed order  #5VRAITHE PAIFFE 2517 B
RN KR LA : enclose our order, send you our order herewithZg
5 aneasierway —FPTEAAIITT I
6 aswell th, ¥, Halso, tooE BRI
7 cost n. #H, Sexpense[r] X
8 promote {3
B E IR LA . push, encourage, facilitateZs,
9 Your kindness in granting us the term and confirming our orders will be highly appreciated.
T [ B FRATE AR T ZOFFA AT T 5, R4 it
10 A FEERABUX 6 M AP
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Ui Uik
EEEE S
35S B Ui ERes B mACHS

28] ANRMIT Renminbi Yuan ¥ CNY

Bk ITIX Wkt Euro € EUR
HAR Hot Japanese Yen ¥ JPY

Russian Ruble
% W P p RUB
(or Ruble)
Bl Bl S L Indian Rupee 3z INR
B 0 Pound £ GBP
K FE WKFNE I Australian Dollar AS AUD
JIEYN JIE-S Ny ” Canadian Dollar C$ CAD
* ESIv USA Dollar US$ USD
Activities

I Vocabulary review

1 Read the statement from a business letter and decide which expression doesn’t match with

each complete sentence. Then put the notes into Chinese.

(1) Itis unwise that payment for this order is made on L/C basis to R IRATAY ™ ) .

A. promote the sales of your products

B. push the sales of your products

C. ship your products for sale as a trial

D. encourage the sales of your products

(2) As to terms of payment, we agree to (PRI L 60 R I K a3 LY 52) the value of your purchase.

A. draw your attention to D/A at 60 days sight for

B. draw a draft on you at 60 days D/A for

C. draw on you at 60 days D/A for

D. draw D/A at 60 days sight for
(3

~

A. accept the draft for the amount of your order
B. refuse the draft for the amount of your order
C. protect the draft for amount of your order
D. honour the draft for amount of your order
(4) We propose thatwe ____ ([l PRATTHLIC A BB 62K)
A. remit you the whole amount of the goods by T/T

It is notified (1 %) that you are to (7K 5 ZE) through the Bank of China, New York.
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II

98

B. make remittance for the whole amount of the goods by telegraph

C. make payment for the whole amount of the goods

D. transfer the whole amount of the goods to us by telegragh

Look at the expressions on the right. Decide which of them would you use to express
each of the ideas on the left.

(1) In consideration of your integrity and ability in our long () a FAIAMAEZXHIT R RAS
pleasant cooperation we are prepared to order the BRI SR R Z AME
following goods under T/T.

(2) We accept your proposal of the method to meet our ()b iEHEmMIEAG DG RIS A AR

accounts . BHR,

(3) As we are in a great hurry for the products, it would be () c  FRATTiE R foiF B SN 1 S AF 75 232 X
appreciated if you will make up and deliver them as soon ERXY,
as possible.

(4) We do hope the payment terms for the value of the ( )d %TFIERMTEIARHEEPRITERE
order will not involve you in any great inconvenience. THoL, TAVBEELRI 7 Xt

(5) We ask for the accommodation with an easier payment () e  FRATTEEZIRMTIRT ) AT TS AT B3 7 XY
terms for this transaction. j2:91V08

(6) Please let us know if it is acceptable to make paymentby () f HFI&ANTAFTXH =5, WRER AT
Cash against Documents on arrival of goods. BLFF IR BT, FEA RIS,

Choose the suitable expression for each blank.

(1) Inview of the small amount of this transaction, we have decided ____ D/P payment.

A. accept B. toaccept C. acceptable D. accepted
(2) Your suggestion is quite ___us.

A. satisfactory to B. satisfied with C. satisfy D. of satisfaction
(3) We would like to inform that we are ____your purchase contract.

A. in acceptance of B. in receipt of C. on receipt of D. receive

(4) After shipment is effected, you will be drawn ____the expenses we have paid as instructed.
A. for B. on C. against D. with
(5) If you agree to , please write us by return and we will approach you further.

A. propose B. proposing C. our proposal D. be proposed

Writing practice

Draft an E-mail to a trading company, making a price concession.

Background: K FER2 S James Trading Company #9172 No .JS502, FH. o34 vA 30 K HHR 5
REFXTTFKITR, T ERSETILSHIEBESFITFTHRRFTRODER,

X X Jex:
FH: R)IF IJS502 51T 4
RAEZKEITRTT 7 A 24 B FIL3RkeY No.JS502 1T,
BMIVFEHRTTI—EARPHTERAIESKXEWRITIMER, AWM, FREWMITTBFEIFERSG, KRT1E



BRIV BEIBORARREIRATAXTT IR, ARXBEHRHDTWRIIITIE. R, H-EFETELL
10000 ZTEd, NYFH-ZIF-ILBPIATE FAIE,
HPRIFHrE-ETE,
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SHIPMENT
Hia

Pre-study

A Terms to Learn

1 shipment
*iz

2 terms of shipment

HEiH

3 time of shipment
eS|

4 shipping instructions
£ JIEN

5 shipping advice
P i

6 transshipment
¥ia

7 shipping documents
Beiz B

8 bill of lading (B/L)
P

B Think and Discuss
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RERIFIWTTYRTTLERBANEREHZH, LARERLEGERTT A
B—RBFRBRATHBR, R LEAHZRA,

EREBEHFHULRRITHRH, IFFHREZH (AXTT#H). TS5
K. RZE, PPWWEFASR,

Fimed a IS TR LiEW T A s eda SR, &3 CFR
#9 CIF Br 46 R AL R IHR T, RS ERDTEFIEAR S LB EE
B#ACOHIE, fnik e B HESIE (RTEMAIE) MEBEEZHA,
B RFEAT T S RTEX S

HRBAIRIHFEREREZRINPEHRRB0RDS, WAZRAMASK,
CEARINKRIF, ENIRPRAHEMIETIZEREZ T,

RILEFXEMBIERS A BB, HAERELIFNHASE. B B M,
HRS .\ RE, BERER. XAEETF, wReARECFR 1%
iTey, EMERILIBPEERS, ATERSIEITYERET SN,

Tt AR BMZIE Beyit, BRBRYZWTH, R PR
HEHS BRI ARG, EH—FRAEBWIAEEZES —FFIHE
B RBEIBIFERTEER, RELEHYER R —FFEH
T2, FE—ETTWEFR, MBEREZARAF.

EFINR B S, L OLRANEERERS (BL). wiex
B.RH K& (commercial invoice) & #RAVriz s 3E, TEATripRE
BY B EIEA o

RPRDMWTIRERXHDKIRZITIHEHIKRIE, RETTAS
BT IENABITHRICRA, AT ELRRKRITTYHARY
FTIE,

1 What does a shipping advice include?
2 What does a letter of urging shipment include?



Useful Sentences

1 Please ship the first lot under Contract No. 122 by S/S “China Prince”
scheduled to sail on or about May 2. /' [edju:l; " sked3zu:l/ ve.  HE
WESH2 BAGRS 122 SANEH PRS-~ ithPEEFSR &, B

iaih,

2 Since the purchase is made on FOB terms, you are to ship the goods from

Liverpool on a steamer to be designated by us. /" dezignert/ vt. fi5E
PX L AE 5 Jt 4% FOB 25k AE 1, IR 75 LM I i 5 B 3% 75 fi
SE RV

3 The above order is now ready for shipment. Please give us forwarding —/'foiwed/v. Ri%, K
instructions as soon as possible.

ERITRE&EZE, HRRS RN,

4 Owing to the delay in opening the relative L/C, shipment can not be

made as contracted and should be postponed to Nov.17. /pa’spaun/ vi. {EH

MTHHERER, RiaAaeika s, fFEm= 11 A 17 H,

5 Due to a serious shortage of shipping space, we can not deliver these /' S18rias/ adj. i (L)
goods until Oct.20. /d1'live/ vt. BAR

HTARA™EAL, FATAFESE 10 H 20 HZ AR 5T,

6 We’d like to accept your proposal to change the unloading port to Los  /.An 'leud/ ve. #l (%¢)
Angeles.
BATEEEZ IR AR, CEH S SO B,

7 Our customer requests the shipment is to be made in three equal lots, /'itkwal/ adj. %)
each every two months.

BAIZ PR =S8R E, BMAHE I,

8 Delivery will be made within two months after receipt of your order. /ri'sizt/ n. W E|

FERLBNVR DT TTH A A AR RE R 1% .

9 The order is so urgently required that we must ask you to make the /'3:d3zenti/ adv ¥ 2, &=
earliest possible shipment. pER: )
BT 2% % T R 2R 8T AU R ibis i

10 If the shipment can not be made within three month as stipulated, the — /'stipjulert/ v. ¥ %€, B i
contract will become void. BER

MRARAEMEN=AAWSKE, WG RS TR
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Advising Shipment

On Jul. 21, 2021 Li Ming, Sales Manager of Wongsheng & Co. writes a letter to his buyer, notifying him that
the goods he ordered have been dispatched.

Wongsheng & Co.

Room509-511 Tongle Bldg Shennan Rd, Shenzhen (518044), China
Tel: (0086755) 85576183 Fax: (0086755) 85576183
E-mail: chinawong @ public. sztt. net.cn

Dear Sir,

Thank you for your extension of your L/C No. 5757. We are pleased to inform you that your Order No.134 for 3 000
Zhonghua Brand Bicycles has been dispatched by S.S "Merchant Prince" which sailed from Shenzhen yesterday and is due
to arrive at London on Aug.9, 2021.

As requested, the consignment will be handled on arrival at London by Messrs Behren & Co., who will make all the
arrangements for its delivery to you. We have impressed upon them the need for urgency.

Enclosed please find one set of shipping documents covering this consignment, which comprises:

Invoice No. CL 1220 in duplicate
Non-negotiable Bill of Lading No. AB 1234
Packing List No. 5023 in duplicate
Insurance Policy No. BG 9546

Survey Report No. TF 3345

Certificate of Origin

We look forward to hearing from you that the goods have arrived safely and in good order and that you are pleased with
them.

Yours faithfully,

New Words

notify /'nautrfar/ ve. 51, Rk non-negotiable /' nonnt ' geuf bl adi AT % iLY
extension /1k'sten[n/ n. %E3], JELE insurance /in'[uUarans/ n. R

dispatch /d1'speet[/ ve. K%, I insurance policy fRE:

sail /se1l/ vi. &2, FFAE survey /s3(:)'ver/ n. f#, 55

due /dju:/ adj. BUHE), FER survey report R4 HE (R 45)
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1

consignment /kon'sainment/ n. BI5M 624 certificate /so'trfikit/ n. UEHS
impress /im'pres/ vt. 5# i a certificate of origin & 5 F= Hb ik B35
comprise /kem 'praiz/ vi. W&, Hh

Notes

shipping advice (REMdEA) R (WA MKy (FEAE) KRBV ETFEAEHSTFEASEH
FEiL A, HANAEE OEna . EEI. ttai. Kl SEHIESHE,

shipping instructions (REMFHE7R) &% TR T AR a0 0 32 05 A HE R .

shipping notes (FEigH, A3 mN) 2 RA R IR

shipping order (3E0gHL, I T HRH), f&iFR S/O, RMIIRRITE NERFRAT I,
AT T Tl NG «

(1) estimated time of delivery Tiiit Hiia i [i]

(2) cargo cut-off date =% H

(3) ship date JFAEH

(4) estimated time of arrival it #s it ]

notify ve. AN, FERILAE AT, notify I T HLBOEA M, —ePEidin 2 i advise, KL TR
The customs will notify you to take delivery of the goods. %3 ¥f 18 FREL 6T,

Please advise us of the name of steamer. iEBHIXNTEMS ().

S.S “Merchant Prince” 8 2 F 15, S.S ki S/S BJl steamship, iX— 455 i) F 1E M 44 Bl .

be due to TG, FilE

as requested FZMAZIR , Bl AE R 7 ZORIpIET, HH as requested TH)E, il

As requested in your letter of May 4, we are pleased to provide the following information for your
reference. $ZMURT7 S H 4 H R ri 20K, St M EOLIES %,

consignment n. BIEHIHE, FERBGE, HlUn: a new consignment of goods —HL#HT ) £,

Large consignments are arriving from other sources.

KEHIEM AL EEF],

on consignment PLZFEEH I, PLIGHI

consign v. izik, FE; consignor n. K BTN ; consignee n. LHEA

enclosed please find ... FEEZE |, iE&EIL,

AREORRE.

optional port FEFEHE calling port {EiH#
ice-free port  A~HE free port H H#

loading port %% f ik unloading port I ¢}

port of shipment  §#;i8H#E port of destination [ i #E

UCSeAEg, A RES RS ER SR EMH A, REREEA RS KEMEE, K
L AR 5 O R 2 A BT, de stk i, FRE AR R O D s R U,
TSR M BRI L, 2021 4R et ik 12.2 {2, & Bk —— AN Sttt il
10 fCmEf A L, R R A8 R, i aBRE R,
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Activities

Vocabulary review

Read the following English expressions. Decide whether their meanings in Chinese are
right (v ) or wrong (X).

O (1) ...in accordance with the stipulation set forth in the captioned L/C.
B ER A R BLE -

[0 (2) We hope the shipment will turn out to your entire satisfaction.
BeArAi iz ST e i IR 05 e At R

[1 (3) Enclosed please find a set of shipping documents , including bill of lading and invoice.
MR Ar L — 8RB, WA AR,

[J (4) ...make preparations to take delivery of the goods.

(] (5) ...dispatch 800 Haier brand electric rice cookers per S.S "China Prince".
------ , B PEESFT SRR E 800 SRR R,

[0 (6) Owing to the shipping schedule...
T A 5 oo

Choose the suitable expression for each blank.

(1) we herewith two copies of our illustrated catalogue for your consideration.
A. include B. enclose C. inquire D. exclude
(2) We have not yet had precise shipping instructions and _____your order until they arrive.
A. are holding B. hold
C. have hold D. held
(3) The goods have all been dispatched and the shipping documents for the _____ are with us.
A. arrangement B. consignment
C. amendment D. requirement
(4) It is necessary to indicate the name and address of the consignee on each package, and shipping marks comprise
the ______the buyer’ name.
A. nickname (45, ZFR) for B. capital letter above
C. short term below D. initials of
(5) The term CIF should be followed by .
A. port of shipment B. port of origin
C. port of destination D. port of loading
(6) Our Advice of Shipment was faxed to you three days ago and you it by now.
A. will receive B. received
C. must have received D. have been received
(7) We were surprised to learn from your fax today that the fertilizer has not reached you. It _____ on November
2 and should have reached you by the end of the month.
A. dispatched B. has been dispatch
C. will dispatch D. was dispatched



I1

(8) We draw your attention to the fact the L/C covering your order No. 285 has not reached us in spite of our

repeated requests.

A. what B. that
C. where D. there
(9) Please note that items No.1-10 can be certainly promised for immediate shipment ____ receipt of your
order.
A if B. whether
C. upon D. at
(10) For the goods under our Contract No. 80, we have booked space on S.S "East Wind"_____arrive in London around
May 19.
A. is due to B. dueto
C. which is due to D. due

Writing practice

Draft a shipping advise to your customer.

Background : —THFHBEZRANARZT T YR T 1 000 & MD kR Ay», HiTHE-S-2H 573, mME K LR
B4 B R MEY “RIE” F,

XX A

HTNIBRF B PS5, KTIEHFTHFHFH 573 SiTHRFAITEY 1 000 & MD BHCRP R LETFHAR
Ay “HRIE” 3,

HDVIE LA TR IRA T HIRE R o

i
i

Supplement:
MD sk % MD brand microwave oven
CHSTIE” H> S.S."Long March"
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John Stevenson orders 1 000 tons of peanuts. The shipment date is approaching rapidly, but he hasn’t received

the shipping advice concerning this lot. He writes a letter to Mr. Wang, Vice Manager of Wongsheng & Co.

urging shipment.

Hamburg Import Co., Ltd.

112 Morse Avenue, Hamburg, HO21 3MP, Germany

Tel: 49-081-852-7961  Fax: 49-081-851-7933

Wongsheng & Co.

Rm 509-511 Tongle Bldg

Shennan Rd., Shenzhen (518044 ), China
Apr.5, 2021

Dear Mr. Wang,

E-mail: Hamburg@hotmail.com

Referring to our Order No.217 for 1 000 tons of Peanuts, we wish to draw your attention to the fact that up to the

moment, we have not received any information from you about the shipment.

When we placed the order, we explicitly pointed out that punctual shipment was of special importance because our

customers were badly in need of the goods ordered and we had given them a definite assurance of early delivery.

Under the circumstances, it is obviously impossible for us to extend L/C No. 689 again, which expires on 10th May, and

we feel it our duty to remind you of this matter again.

We hope you will make every effort to effect shipment within the stipulated time as any delay would cause us much

trouble and financial loss.

Yours faithfully,

urge /3:d3/ vt {2

approach /o'praut[/ vi. IfiL, BT
lot /ot/ n. —it (#%)

assure vr. [a]eeeeee PRUE

expire /1k'spara/ vi. Jlifi, #¢1k
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New Words

stipulated /'stipjulertid/ adj. B+ -+
explicitly /1k's plisttly/ adv. B, {53
punctual / 'panktfual/ adj. HERTHY

definite /'definit/ adj. BTN, HEM
assurance /o' [Uarans/ n. fRIF



Notes

1 IR B Y R S A e 1 548 e HE
L7 BT BTN, ATLUR BRI 0T IR R B s A ST it 32 05 i8R B, K TT LR A EE,
A XA FRLE R N B AT B8 3055, I o vk R B i B 22 1k,
2 referto iRF; Wh; KT
to AT, SRR,
3 ... we wish to draw your attention to ... FATIIREIREENR TG Z R e eer
draw / call/bring one’s attention to something %3 AiEE RS, to ZAvid,
4 up to the moment %] H fijA ik
up to... FHIFIFRE, A “—EF]-- 7
KAV IAE LA « up to now FJHLAE s so for 124>
5 be badly in need of something 254
badly 5 %75 % % % M i J%ﬁl, HER 6%, EMRARKBRE L., BUMEKETXIEAH: bein
urgent need of 5§, be in bad need of,
under (in) the circumstances fEXFPIE LT
7 ... feel it our duty to remind you of this matter again «+«+++ BB A SR F R BEBE IR AT 1 5
W it IR, HREAEX. SRS, XS RREIRE S, XM IE iR
FhinlH WY A . think, find, consider, feel, make, take %,
8 effect shipment FEfifys &5t
R FRBALA . make shipment, make delivery, send the goods &5, TERSSHRIEH, effect & L H%,
T : effect payment f}7%, effect insurance #f&,
9 feRisidfith, W aiBE - E TR AL
(1) EHE AL metric ton (AN ), long ton( M ), short ton (%E ) gram( 3%, ), kilogram( T 3% ), pound (%% )
(2) KBEBAL : meter (2K ), kilometer (F2 ), yard (#%), foot( &R ), inch ( FE~f)
(3) ARIAL: gallon (M), liter (F}), bushel (7HAH-)
(4) BE B carton (4f ), barrel (4 ), dozen (7)), roll (&)

Activities

I Vocabulary review

1 Complete the following sentences in English.

(1) With reference to our order No. 263 for 1 500 electric calculators,

( FAVE EHE BRI s W EImiL ).

(2) The letter of credit stipulates that (S FE 10 A6y se i EEm).

(3) The contract we signed is on the basis of CIF and the seller (TR RETERE ).

(4) ( M FLAT1IT Bemt ), we pointed out that punctual shipment is of importance.

(5) We would like to accept your proposal (FEEN BT SRR I LK ).

(6) (i L2 208 5 235 ST —Ht
ICASHLIN ), as our customers are in urgent need of the goods.

(7) If the customer wishes to choose a carrier other than truck, he (WA BIMY T ).
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2 Put the following into Chinese to get a general idea of Bill of Lading.

(1) port of loading ( )

(3) consignee ( )

(5) marks & no. ( )

(7) description of goods ( )
(9) weight ( )

(11) consignor ( )

(13) charges ( )

3 Put the following letter into English.

ERE:
AR 18 Bk IK &,

(2) port of destination ( )
(4) notify ( )

(6) packing ( )

(8) measurements ( )
(10) gross weight ( )
(12) prepaid ( )

(14) collect ( )

B, FSESROATIRBFAXNZIRITHODETHLARK KR, RS —EER REBHWeHXTTH
H, EXRFRBAERBHIRARANETSISERFRRFITF,
MAEST REFLFAANRTT, ELERHE “RIE” SHMER, KW RTF TAWRIERSE, —8

EM, RBIGBPEETS,

BRFERETEA RGBT L RITIEESWRIBR —FMERSTELNRTR, FHHFEIXMRITATRIRS

EHA

i

il

IT Writing practice

Draft an E-mail to a foreign company, urging shipment with the information given below.

Background: SRINZFHE O THFNANKXERISHFAATTROT 205 GF 2R, RBELH, FHFiITtw
MAERAFCAZTHEMFEREZ., AL F—1TAWLRKIETHL,

XX e

FKTFFH 672 5iTHe) 20 & GF BLMLES,

SREIRS L XNTTHFE LM,

HUVTE T HEIFHIRFARXNTBRAAETE, ARSI EHFLNEBESARIEEAARRNT —HIT, E2HE
MAEVDRKEFZT—TIT, KTTHOEBSEFHETWY,

HRDESTARATIRFAMTIT—RIKR,

S TR = 8 H,
BB o
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Proposing Part Shipment and Transshipment

Asking the other party to effect shipment in advance would cause a lot of inconvenience. It should be
discussed by the parties.

Dear Mr. Perkins

We have received your letter of Sept.5, asking us to advance the shipment of your order for 100 cases of computer
components to Oct.20.

As per your order No. 578, the shipment is to be made in November. If you desire an earlier delivery, we can only deliver
60 cases in October and the remainder in November.

On receiving your letter, we immediately contacted the shipping company. We are advised that because direct vessels,
either liner or tramp, sailing for your port are few and far between, the shipping space has been fully booked up to the

end of October. In the circumstances, we regret being unable to meet your request.

However, if you would allow part shipment and transshipment at Hong Kong, we would do our best to make further
consideration with the shipping company. In this case, you must bear the additional charges.

We hope this arrangement will be agreeable to you. If so, please amend your L/C to read: "PARTIAL SHIPMENTS AND
TRANSSHIPMENT ALLOWED". Please fax us your confirmation as soon as possible.

Yours sincerely

Fotor Joknson
New Words
transshipment /treens' [1pment/ n. i@ book /buk/ vt. TiT, i
component /kam'paunant/ n. o, L bear /bea/ vt. tAiH, 7&#H
remainder /r1'meinda/ n. ARG charge /tfa:dz/ n T, NifimH
vessel /'vesl/ n. fiy tramp /treemp/ n. A~E BT
liner /'laina/ n. BEME confirmation / kbnfe'meifon/ n. #iik, WEMH,
space /speis/ n. fir, A (537)
shipping space f:fir container /kan'teina/ n. 3

Notes

1 U s s 1 R8s B £ i PR 25 4 22 4
SR IE B R R IB AR A . 23007 BOREE R G, J5 BIRBI ) J7, B iy sk br
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TGO, @BCEE s mikis, KFETLARIEILE)—LL, WE5RET7 sy kR, BOAA R B
AR — EREFT & LT R B R, Feiahie SR B3k 3577 1) H #y .,

We immediately contacted the shipping company.

TR A s A Rk &R T

contact sb. B¢ make contact with sb. 5% \Bk &

according to R¥E; %M

...direct vessels, either liner or tramp, sailing for your port are few and far between.

------ HIERE R, AR R E R A E IR H B R D

sailing for your port Ay 43 iRl IEAVEE 16, HAEPTE D 44 98] vessels JTH

either liner or tramp At @ PEEE 14 3% A8 W 64t

few and far between “Fi5/b7, W FH Z AEBLZ E ,

allow vt. fL¥F; #Fn]

SR R ERH, fEEiEHN LR, B : allow sb. to do sth.  FRVFHE A,
Please allow me to amend the L/C.

6 VT 1B s HIE

be agreeable to [A] &

Please fax us your confirmation as soon as possible.

R PRHAR IR T WA

Activities

Vocabulary review

Choose the expression in Column A that best matches the expression in Column B.

A B

(1) Since there is no direct steamer to your port from () a  BeREAE R 5 07 5 e )G 30 K
Shanghai, the goods have to be shipped to Hong LRI
Kong.

(2) We can deliver 50% promptly, that is, in August, and () b FRATRIUEVRATTR T B fe iR B4 4
the balance in October. s,

(3) Unfortunately, the recent rush of orders for our goods () c ANYG, BmFEIRMITR, HATA
have made it impossible to promise shipment earlier BERIEAE 5 H 15 HEi% s,
than May 15.

(4) It is regrettable that shipment is overdue for more () d fRiE, KECERHNMZHT .
than two months.

(5) To make it easy for us to get the goods ready for () e HTMEWRIRGEORAE L
shipment, we hope partial shipment is allowed. i, BB AR T U A

(6) We assure you that shipment of your order will be () f 50% T CASE B AR B, HE2 it 8 H
effected early next year at the latest. 26, MmHARR 10 A5,
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(7) Goods will be shipped within 30 days after receipt () g NTHETIHRG KM, TAIA
of your L/C. B AL VR A IR

Put the following letter into Chinese.

Dear Sirs,
As requested in your letter of Oct. 3, we have shipped, in partial fulfillment of your Order No. 8901, 10 metric tons
of Walnuts per S/S "China Prince" which sailed yesterday. The consignment will have to be transshipped at Copenhagen.
Regarding the remaining 10 metric tons, we will try to hurry shipment and will advise you as soon as it is effected.
We trust the above shipment will reach you in sound condition and expect to receive your further orders before
long.
Yours faithfully,

Writing practice

Check the following letter of credit with the given contract terms and write a letter in
English asking for amendment.

Melbourne Bank
Date: Jul. 20, 2021
Irrevocable Credit No. F-01545
Shenzhen Textile Company
You are hereby authorized to draw on Melbourne Bank at 90 days after sight to
the extent of USD15 000.00.Your drafts must be accompanied by:
1 Commercial Invoice in duplicate
Customs invoice
Full set of clean on board ocean bills of lading made out to order and blank
endorsed, marked freight prepaid dated not later than Sept.15, 2021,
Evidencing shipments of 300 bolts of white cloth at USD50 per bolt CFR
Melbourne, from Shenzhen to Melbourne, detadils as per your S/C No.2021/51.
Partial shipments and transshipments are not allowed. This credit expires

on Oct.10, 2021 in China.

3 2021 /52 SEREEEFRR:

RF: HERING LA T

RF5: T.G. Salgo & Co. ,Melbourne, Australia
WEBRR: g

#ME: 300 ™

HHr: CIF B2RAHFHET 50 X



LBr: 15 000 £
RTEM: RRF 2021 59 /15 B, RIFZMHIEBIEHN
TRFH: RITRKHFBIRLRIF 60 RTFRERIE

113



29

Inquiring about Shipping Containers

G
=

Zeng Ming wants to have his 15 cases of art goods shipped abroad. He writes a letter to China Ocean

Shipping Company, inquiring about information on shipping container services.

Wongsheng & Co.

Rm 509-511 Tongle Bldg, Shennan Rd., Shenzhen(518044), China

China Ocean Shipping Company
13 Nanyou Avenue
Nanshan, Shenzhen, China

Dear Sir/Madam,

We are writing to inquire about your shipping containers as we have 15 cases of art goods at the above address ready
for dispatch to London. We shall be much obliged if you will arrange for your shipping containers to collect them. Each
case weighs 40 kg.

As the goods are liable to be spoiled by damp or water, we need a water-tight and air-tight container, which can be
opened at both ends, thus making it possible to load and unload at the same time.

The L/C of our client stipulates that the shipment be not later than Aug.7. We should be glad if you would send us

particulars of it and quote us for a shipping container from Shenzhen to London before the deadline.

Yours faithfully,

Ze/y/%(y
New Words
liable /'larabl/ adj. By F+++---W, BT HEZH load /loud/ v %58, K
spoil /spbi1l/ vt. #iE unload /,An'loud/ v. EIfE
damp /deemp/ n. B, WHE client /'klatent/ n. &1, W%
tight /tart/ adj. BEN, AWM stipulate /'stipjulert/ ve. Bl
water-tight adj. ARk deadline /'dedlamn/ n. %5 AR

air-tight adj. AESRH), HHEH
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Notes

) T £ 28 A 08 T 1 D0 R S % B A i ) 5 4 22

(1) EPRS 5 s RN EEHsh, EEMsmAABER, K, Z2%MA, %
Ji Al LAl is i 2y )k A i A R AR IR S5 I 0L, Bildn. BEAEARAIRP . B, TS, AR
4.

(2) BEEMMMEMRE, —REHPAMILRZERBA TRERM (DCC), BimEXM (RF),
WRERH (VC), FHIEREH (OTC) %,

inquire about A, % M THRIEXMREGE, @HRAERITITHEE, FRER. Hln.

We’d like to inquire about the shipping date.

FATTA AL A H 3

We shall be much obliged if you will arrange for your shipping containers to collect them.

NEVRTT ZHEE AR B X e b, IR .

We shall be much obliged if you will... JIFAR Ty cee e+ , I RRE., XREXBENYHER, 3
IR IR IEA

We shall be grateful if you will... We shall appreciate it very much if you will...

arrange for ZZ 4k

We have arranged for Mr. Brown to attend the meeting.

EZHAR e A S,

be liable to do sth. 5 Tk &5 5 () % . .

Other customers are liable to misunderstand us if we give you a special discount.

B ang RITR AT IS, AR 25 BRI,

be liable to 5 (K Hz) «oe , to JEAvidl, Blhn.
Fruits are liable to quick deterioration.
IKRARE 5N

load vz & vi. %&; $#k, Hilln:

They load a ship with coal.
AR F A,

The steamer is loading for Hong Kong.
X AMEA LR Sia E & i,

Activities

Vocabulary review

Translate the following.

(1) From English into Chinese:
Gross Weight Net weight CIF
FOB(Free on board) Container Freight Prepaid
Packing List Certificate of Weight Prompt Shipment
(2) From Chinese into English:
otHEE_ AEBER AL
S JHALEE H
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2 Choose the expression from Column A that best matches each expression in Column B.

3

A B
(1) The goods in a container are almost completely pro- () a FEHFEBEHIUBHBO/ETAKR
tected from corrosion or pilferage. ENZ,
(2) Containerization has gained popularity from the () b il — H M) BB AR [R]—
1960s onwards. E¥smrbzik, TLTHEEBEY,
(3) Container services can save exporters a good deal of () ¢ fERH CFR #n CIF 2 5 5 X 16E
money. DU, SET5 A B 18 fa i 4
RIBW .
(4) Under CFR or CIF terms, the seller has the right to () d FRATIRAHE R E A WA KD,
ship over any route and on any carrier he wishes. — PR 40 TR, H—FhA 20
NS
(5) There is a saving in freight charges when separate () e H 202 60 FARLLKR, EHEMH
consignments intended for the same port of destina- BRI LA 2E wEEH,

tion are carried in one container.

(6) The shipping containers we provide are of two sizes, () f BR8] 5 E R,
namely 40 ft. and 20 ft. SR TS

Complete the letter below.

(1) Put the expressions in the box into Chinese.

C

assure execute be satisfied with inform ship

ontainer ship timely shipment shipping space extension advice of shipment

116

(2) Fill in the blanks with the above words and phrases. Change forms where necessary.

Dear Sir,
Thank you for your letter of Jul. 3. We are pleased to ____ you that the captioned goods will be shipped on the 15th per S/S
"Merchant Prince", a , thus completing the delivery of your order.
In fact, we have never for a moment overlooked (Z1# ) the importance of of your order.
However, as you may be aware, for container ship has been rather congested (i £%. % 5K) recently. We
should have to____your goods earlier if it had not been for the congestion of the freight space.
Ifthe_ of your L/C reaches us in time, we can ____ you that your order will be ____as scheduled. We very much regret

the inconvenience we have caused you and trust that you will us.

We will send you our by fax as soon as the goods are shipped.




4 Put the following letter into English.

XX e

K5I PAMNIGH 20 FFER 2F (chinaware) NEFBRZRIEAEIF I (Rotterdam), TTFRRELZH 5X4X3
TR, BFRHELH 250 TR,

FE TR, AAMZEYH., RICHFREVEFIEGFHFBIFER, EEX “BEER” SiH-TF 8710
BERAM, ERSHAEFLMB AR T,

FEBTH AR ERTTIER,

i
ﬁu,

I Writing practice

Draft an E-mail to China Ocean Company, inquiring about freight rates.

Background: SFRINZ L ORBTHIFRF—MAFZTRTREFTIE, RBIBARBERAISBIELEPEZSEDS
8 Ja 2 2 B K,

XX Fe s

KRETFETERADA LRI —HAFETBRHRZEFIE, BHZTEEFTINT2X2ZXIFZRARAFEA,
EEL 100 &,

BIAWEA ¢

(1) FBAAIUTTIEEHIL A,

(2) RETLAZL 5 A 20 8B 2R A RHFIK,

(3) TeFTRZIMIKTTAR,

i
au,

Supplement:
HAHERYH motor—car spares FIE South Africa

RNFAE wooden case 3F= I collect
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INSURANCE
PRI

Pre-study
A Terms to Learn

1 insurance

RIS

2 FPA (Free from Particular
Average)
PR
3 WPA(With Particular
Average)
7K 1
4 All Risks
— Ik
5 insurance policy
PRI B
6 insurance certificate
PRI AEIE
7 premium

PRI 3

8 extra premium

WOMR

B Think and Discuss
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HEEFERS S, WHYWELRIRRBREZH, EESREPIEFLE,
TSR BARARBOEIIFTER, RETTHWRPB, TTEAHTERIBR
FETFRIANE , TLABITREEARBTR—REEFT, FXTIEREIR. TREEAR
BRIT, WX TUAYER LI PR ATREESE B AR, PREEANLLIRTER
PSR LR BE ST IE SRR LG IR RS A LA LR ST L 8 2N

TRIEA=ZFFEASES: FRIE. RKFEIN—DE, FREHF
ELBEEFERRFZW T ARERINFTR; RFLRAETFRICR
FEEIEPREBZ IR o XTI AP F R EIFET LA F o) & F9 X,
A TNE SR Y 38 TR P 0BE, BPIRZRABE, “niFiBE. AR TH
BFHF, —DEE)FTESLEEIFFRIE. RFPEFINR S FFAH T
T, BEFE—OXNEHBEIFEAN, RABIFR, TSEHRAQRXR
B, 8K TP FFAT UG Jupe,

RIEHERB TS ERRESIIEIT R REES [, WRIERIER
BRTRE, IR FERFPNVIONXNSHATRE, FRELIVEREEIE
WERD —Ho BRPEBARTRESTIIRBE, FRETIMIRERET M
110%3% %, BEIRETWMIBZ A RE IO, RS IFAHEH R 9,
R,

#EAHRACIF2ra, FOBamCFRzo, m# &+ =
ARRE S ESX BRI REZTRIIE, ERLEFECRE
B e e BB TR R R, BP & Tr4w & 3R (Institute Cargo
Clauses), 8 F A EARWRE T HIRIZTA, %087 ERKIBIX
AR, KU T3,

ZFOB X2+, REFTUNERRSIKIKRE, BHKBRIRA
FHRF, RIMLAKBREFTMRIEF . oR>ERBHRE, R
FLT IS, EFMINRFLE RS ARID, oBHRSFEER, RFA
BB BRI An, LATRR 5 2L BRI

1 What are the basic risks?
2 What is insurance policy/certificate?
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Useful Sentences

It is the general practice that the insurance be covered in the same
currency as in the letter of credit.
JEAE R IE AR ] 6 T B ARS8
If the breakage is surveyed to be less than 5%, no claims for damage will
be entertained.
MEKEWHEAR 5%, FEZIFERE;,
You have to delete the word "Breakage" from the insurance clause in the
credit, as we do not cover Breakage for this article.
PR 75 ZAEAE T E PR BS Z5 0 IR Bl ieRes ™, R A6 XA g it AT 1A
AR ORBERER
Insurance on the goods shall be covered by us for 110% of the invoice
value, and any extra premium for additional coverage, if required, shall
be borne by the buyers.
SR R R A 110% B, s iR, HOBME B
JoL H 3575 A AH
I was under the impression that you covered the goods with Warehouse to
Warehouse Clause.
ENGwh, IRATTE BRI &= G 4K,
We may cover the inland insurance on your behalf, but you will pay the
additional premium.
BATRT LA R T BRI REAR B, AELIR T3 L S A BA MR 3%
The insurance rate offered by our underwriters runs much lower than that
in other directions.
FRATTOR 6 75 A PR P DR iz B 256 L L A ) A ) SR 22
The inclusion of this special risk will be subject to an additional premium,
which will normally be higher than the basic insurance for the ordinary
marine risk.
LG R FPRF RS, A6 50NN A 38 6 T T 3 i B P B ) B AR T v Y
PRI %
Our article is not the delicate one, FPA will be good enough.
EARIARE SR, FREREE T,
We should point out that the cover is subject to a franchise of 5%.
FAVTEH, ZESA S% MR,
They will compensate you for the loss according to the provisions of the
insurance policy.
AT 2 AR PR B 2% K 2 VR 5 K o
We usually receive from our underwriters quite a handsome premium

rebate at regular intervals.

AT 52 31 DA PR 55 v A0 EEL e 3] T L Y PR B Il 4

/"karansi/ n. 5t

/kletm/ n. &

/"weahaus/ n. )&

/' andorarte/ n. {RK#5

/' prizmiam/ n. P& B

/'freentfarz/ n. HllEH

/'ri:bert/ n. [AI40
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Asking the Seller to Cover Insurance

Jun. 18 Received a letter from a customer, asking us to effect insurance instead of them as they think it
convenient for us to take out insurance on the goods they ordered at our end. We may do accordingly provided

they pay for the premium.

Smith & Evans Ltd.

Registered N0.596183 England,
123 Upper Thames Street
London EC4V

Telephone: 01-3565233
Tele: 998177/8/9
Fax: 987-42-8839

Your ref. Our ref.MMB/334

Heilongjiang Cereals, Oils &
Foodstuffs Imp. & Exp. Corporation
COF Building Zhongshan Road
Harbin, China
Jun. 18, 2021
Dear Sirs,

Re: 500 MT Canned Mushroom

With reference to our Order No.HB304 for 500 metric tons of Canned Mushroom, to be shipped in July, we would like to
have the goods insured by you this time.

For your information, FPA or WPA coverage is too narrow for a shipment of this nature. Please extend the coverage to
include TPND and Clash and Breakage Risks.

In the meantime, we should be obliged if you could send us by return a pamphlet regarding the scope of cover handled
by PICC for reference.

We look forward to your news and brochure.

Yours truly,

J. Ardorson
For Smith &Evans Ltd.
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New Words

insure /in'[ua/ v. #IR coverage /'kavaridz/ n. PRI 76
TPND (Theft,Pilferage and Non-Delivery) fiy%j. Clash and Breakage Risks il 51 % Ko
RIS ERS PICC (The People’s Insurance Company of China)
Canned Mushroom i 3t g 7 E N\ BB 2 6]
Notes

oA 275 BRI T RA BRI AT, RIBEWIRTWERRT Bt 42 % D B @B R 2 B fh, dn] LR — T RS
PR, MAMEE T b BN RREE A oL, AN BREC &
insurance n. P& insurance company &%\ &)
insurance agent RS ACEE N insurance coverage {RR& L
We have covered insurance on your orders for 110% of the invoice value against All Risks and War Risk.
BATCAE R 2 4% 110% AURIITT BBt — DI fik 4%
insure v. &R
Please insure the goods against WPA.
W% BRI
TR IE i ST RIS T A =
(1) ReAPRs (Basic Risks),
FPA F4¢f& ( Free from Particular Average )
WPA  Jkiifs ( With Particular Average )
particular average & H i 118, Z AHhdedt, R ¥ (general average) & 5% St RFE g is s 3
fEl:, W7 T e AR A SR AL IR 2o A s ARG AR SR S, A 0 HA Bt Y Fr L S
PR B R BA R  , BURR R AL Rl LA A BB A 10, itk BE AR IE BCER 43 Bk
All Risks —YJi&
(2) Btk (Additional Risks) ,
W E AL  Theft, Pilferage and Non-Delivery
RKHIWEES  Rain Fresh Water Damage
kK Risk of Shortage
B2 75k Intermixture and Contamination Risks
BN  Leakage Risk
REHARERERS  Clash and Breakage Risks
H S Taint of Odor Risk
ZWIZ IS Sweating and Heating Risks
#4ks  Hook Damage
ARG Loss or Damage Caused by Breakage of Packing
Bk Rusting Risk
(3) %%k (Special Risks),
ZPAFIR  Failure to Delivery Risk
FEOEHELES  Import Duty Risk
AR RS On Deck Risk
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HEIEEE  Rejection Risk
W& &K Aflatoxin Risk
Ek4fs  War Risk
BT Strikes Riots and Civil Commotion
4 cover n. fRE; v BEfR
Insurance is to be covered by the buyers.
Jo7 H1 3K 5 5%
We have arranged the necessary insurance cover.
FATCIEE | LB ARES
coverage n. fRFEEH
We want broader coverage to include some extraneous risks.
FAVEAL LR E H 5 K B AR SR KU
coverable adj. AR, B ARA
5 CIC EMRE:SK
N BRI 2> R € 1 h LR 253k (China Insurance Clause, fjFR CIC) hriyilgAE s stk
o 2% K T L5 B S AN BE ARG Fob S5 48 AR IS bl 2 e 253K (Institute Cargo Clauses, (#iFx ICC) firi
0] Ha i BV

Activities

I Vocabulary review

1 Translate the English into Chinese and the Chinese into English.

(1) WERORTTANABAT RIS BT LU, i,

(2) FAIA BRE Bt 2 Rl RE G X% ST T BRI 3,

(3) FMIEAIRNT 10 H AR Aok FEBEAR

(4) FEMELX M bR A FEHIN 10% Sefr— Pk,

(5) I'would like to have the insurance of the goods covered at 110% of the invoice value.

(6) We assure you. of the best quality and moderate prices of our goods.

(7) Please arrange insurance according to our request.

(8) We have known that your company is the largest insurance company in Japan.

2 Choose the best ones to complete the following sentences.

(1) We wish to your attention to this matter.
A call B. bring C. pay D. ask
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(2) The description is too sketchy (fHHE&) , please .

A. indicate B. particularize C. state D. detail
(3) We are pleased ___ your inquiry of Apr.3.

A. tohave B. receiving C. on receiving D. tosend
(4) We ____the shipment to arrive in a few days.

A. expect B. anticipate C. look forward to D. assure
(5) We confirm____ you an offer for 30 metric tons of Green Beans for September shipment.

A. to have faxed B. having faxed C. fax D. tofax
(6) Please ____the article against WPA.

A. assure B. ensure C. insure D. besure
(7) We would like to know whether your garments will ____ a favourable reception.

A. enterinto B. appeal to C. runinto D. meet with
(8) Weregret____to give you an immediate order.

A. tobeable B. being able C. being unable D. unable

II  Writing practice

Draft a fax to Kino & Son’s Company informing them of insurance.

HwaE:

A TF RS H HB2021/10/8 BT, ERHTIERAATRFT H o

RUVTER K PR “HSTFHAHEEREZY, FRIERXRNBMA, FHI RNFIECEH” BRBWRSERK,
HTIETRT —DEFOE T,

HIRFREDER, RTBZRIRBEIRID,

i
i

Supplement :

KRR A not good enough
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Covering Insurance for the Buyer

Dec.24 received a letter dated Dec.22 from a customer, asking us to arrange for insurance. The business is

closed on FOB terms. We write to the buyer to inform them of the arrangement for insurance.

Wongsheng & Co.

Rm 509-511 Tongle Bldg Shenzhen, China
Tel: (0086755)85576183 Fax: (0086755)85576183
E-mail: chinawong @ public.sztt. net.cn

Date: Dec.24, 2021

Progressive Associates (Pvt.) Ltd.
412-419, Muhammadi House
1.1. Chunbrigar Road,
Karachi-2, Pakistan

Dear Sirs,

Re: Insurance on Canned Fruits
Indent No.FS04/12/2021

We are in receipt of your letter of Dec.22 requesting us to effect insurance on the 3 000 cases of Canned Fruits for your

account.

We are glad to inform you that we have insured the goods with PICC against All Risks and War Risk for USD 55 000. The
insurance policy is being prepared and will be forwarded to you by the end of the week together with our debit note for
the premium.

For your information,PICC are always prompt and equitable in settling claims and enjoy world reputation. If the insured
goods are found to have sustained loss or damage, you should immediately apply for survey to the survey agent stipulated
in the policy to handle the matter.

Yours faithfully,

Wary Dlandion
Secretary

for Wongsheng & Co.
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New Words

debit /'debrt/ n. & v. f§, 575 reputation /,repju(:) 'terfen/ n. %
sustain /ses'tein/ v %, H%Z equitable /'ekwrtabl/ adj. 25 FH), AIEM
settle /'setl/ v. v claim /kletm/ n. & v. R
loss /la(:)s/ n. 2k, K%k damage /'deemidz/ n. #idh
survey /'s3:ver/, /sa'ver/ n. & v.
5, AL, K%
Notes

BAEXEE AT SR PEATE OL T 3577, A B 1 A S b N RARES: 2 Rl R O, FRATTRLARAR
Bedr o

canned goods FEFE LR canned fruits HESE K H

canned meat HESE

for one’s account  FHFH A, LI A

We placed the order for our own account.

AL GR AFATE C L,

We placed the goods for the account of the A.B.C. Co..

XL BN ABC ALY,

The insurance policy is being prepared... RSB ELEHIEH,

to prepare financial statement 2l 55 4 &

War Risk & 46

A5 55 8 T AR IR B NS, G PR DAY LR P R B R IR S AT M S D R D Bk, (HR A A%
WK, PRES A RIA TG,

debit note ficH, fFic@%n creditnote BEICHL, BRI

FEEPRR S, REM—I70 50— REME LN, FoRiZmIGREHICk ", HFaREIRKZE, f£
ZRC (SOt ic m) W, BRAIAEES, EEEEEHEZ, HicRmiEfRA D/ N, Sit
R, ABECH, ®ifrk C/N,

debit v ffic, iCEMRFET o 6

We have debited your account with USD480. Fe Al 1E. {8 i 4 S5k = 480 3£ 7t

credit v H¥id n B¥H

A trial balance is made to test the equality of the debit balances of credit balances of the ledger accounts. %l
RN T RS 5 J0K - 5 07 R BRI G T3 AR B AR

PICC are always prompt and equitable in settling claims and enjoy world reputation.

rh N BRORES: 23 W] — BURE RS i A 1, EE PR R %A,

settle v figde, 488, SE K settlement n. 4% international settlement Prgtia

survey n. & v Kx A, WE. PO HEFEFHOET AR E,

survey report  faEER Y, %Eds, WERSE

surveyor A& A, #B%1T, XE survey agent JHEML

Please survey the situation closely and keep us informed of the developments at your end.

VIR HEEHIFER S iR TR ERE,

The decision-makers made a general survey of the effect of the advertisements on the promotion of sales of
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their new products.
PRI R ™ )™ RS T AR R A,
9 apply to sb. for sth. Jaj3E A\ Hi§H
We have applied to our banker for opening of the relative L/C.
BATE I AT R IR R (5 HIE.
We have applied to the authorities for the import licence and it will soon be approved.

FATC 24 R H I HE DR RTIE AR P AR

Activities
1 Fill in the blanks with the words given.
receiving hear conveyed success
market extended premium

Dear Mr. Ouyang,

Back in my country now, | wish to thank you for the warm hospitality to me during my stay in Harbin. | look
forward to the opportunity of my friends from your firm in the near future.

Your idea of insurance has been to the buyer, who is pleased with the arrangement that has been made be-
tween us. As soon as | from you that the shipment is ready, | shall ask him to establish an L/C with the clause
that the additional over 110% of the invoice value is for buyer’s account.

With the in this business trip of mine, | am sure that | shall be able to sell more of your products in this
in the days to come.

Yours truly,

2 Fill in the blanks with prepositions.

(1) Generally we coverinsurance __ WPAandWarRisk __ theabsence __ definite instructions
our clients.
(2) Insurance the goods shall be covered us 110% the CIF value, and any extra
premium additional coverage, if required, shall be borne the buyers.
(3) We are pleased to inform you that we have booked shipping space ______ your Order No0.5552 _______ 30 cases
captioned goods _____S.S. “Swan” which sails your port or Jan.25.

(4) Insurance is very closely related foreign trade. People international trade should have a thorough

knowledge it.

3 Fill in the blanks with appropriate words provided in the boxes.

(1) We regret being unable to with your request for covering insurance for 150% of the invoice value.

| accept comply coincide consider
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(2) Please note that for the article of this nature we do not Breakage.

| include cover coverage accept |

(3) We wish to draw your attention to the that the goods are booked on CFR whereas your L/C calls
for CIF.

| that which fact matter |

(4) Regarding insurance, the is for 110% of invoice cost.

| premium coverage insurance amount |

(5) The documents will be sent under separate

| envelope cover package note |

(6) We can provide such coverage at a slightly higher

| premium coverage amount insurance |

Translate the following sentences into English or Chinese.

(1) #2035 m7iTHY 1 000 & F-HFHIRXBRFRE,

(2) We have effected insurance on your orders with PICC.

(3) V1B 2T T K REIH 110% R TR,

(4) As requested, we have covered your goods for 10% above the invoice value.

(5) #mmFER, HTIESHEREFE,

(6) The buyer ask us to arrange for insurance at our end.

(7) FEIARRETIHILT 1949 3, LARIEMRRE TR T,

(8) Being a leading importer, we have wide connections with the customers all

over the country.

(9) —E X AEIRARIIALR, TRS T JEIER L DA R G VE &P P iF A&,

(10) You may dadpply to the relative bank for the L/C.
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4 °
@ Request for Excessive Insurance

Nov.20 Received a letter from a foreign firm requesting for excessive insurance. It is our practice to effect
insurance for 110% of invoice value. If buyers, for some reasons, ask us to cover insurance for 130% or 150%

of the invoice value, we may do it accordingly, but the extra premium should be borne by them.

GUARDIAN
Forest Products Ltd.

9A High Street
Ingatestone, Essex CM4 9ED

Tel: 0277 8355551

E-mail: elsong@guardian.com

Your ref

Our ref BM 1220

Date: Nov.20

Zhongxing Trading Company
105 Dacheng Street
Nangang District 150001
Harbin, China

Dear Sirs,
Re: Insurance on 800 Metric Tons of Breast Meat
Referring to S/C No.1234 signed last week between us, we have to ask for your assistance in the field of insurance.

It is stipulated in the S/C that insurance is to be covered by sellers for 110% of the invoice value against TPND Fresh &/or
Rain Water Damage in addition to WPA.

As the goods are apt to deteriorate, we need an excessive insurance for the amount of 30% above the invoice value. It is
understood that the extra premium should be for our account.

We feel regret for the trouble caused by us and await your early reply.

Yours faithfully,

J. f/fm/

Guardian
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New Words

excessive /1k 'sesiv/ adj. B, HILH breast meat ¥ i fifi A
assistance /o 'sistons/ n. &8, #HH) deteriorate /dr'trorrerert/ v. 285
extra /'ekstra/ adj. FAMY, BN apt /eept/ adj. -+ fwifa, 5+

Notes
1 inadditionto 4P

In addition to garments, we handle stationery, cosmetics, sneakers and etc..
BRAREESD, FATELE R, Wl TRIFEESE .,
2 assistance n. %8, 1EB)
We need assistance in this aspect.
FEIXT5 10 AT E B
We wish we could be of any assistance to you.
FAIAY BAEK T7 AR A B sl
assist v, $£8), #HHh
assistant  adj.& n. B)F, R, R
Mr. Kino, our assistant manager, will visit your corporation next month.
AT B PR PEL R S A T A AR5 Il 5 24 Al
beaptto ST
This material is apt to break.
AR ST
Iron is apt to rust.
BAEDHESE,
4 excessive adj. ITLER, &EHM
The moldiness of the goods upon arrival was evidently due to the excessive moisture they contained before

W

shipment.
B G B R B 1 DLIB AR B T IR R Ig Rij K 43 1 2 P 3L
5 130% of the invoice value ;B AR 130%
130% of the CIF value CIF #r 419 130%
30% above invoice value =R B A 30%
invoice value plus 30% LA A 30%
6 extra adj. BN, BN extra expenses FAME M, WIMLH
extra charges  ZiYM % extra premium  FIME

7 Itisunderstood... A5 MMy
It goes without saying... At
It is understood that particular care should be taken about the quality and the packing of the goods to be
delivered in the first order.
ANE G, LRI AT Hrp S A B B AL
It goes without saying that we very much appreciate the support you have extended us in the past.

AABE, FATHE A DAEIRI A BATHI S+
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8 premium n PREGTE, e, @G, Tk, WK

installment premium 53 3003 A ORI B
premium rate PRI B %
premium receipt PRIs: Bl W 4
premium tariff PRES: et H B
premium system 4 5 i)
Activities

I Vocabulary review

1 Read the following letter, then punctuate the sentences, capitalize some letters and divide the
letter into paragraphs.

dear sirs we have received your letter dated 23rd asking us to cover insurance on the captioned order with picc
against all risks and war risk for an amount of 30% above the invoice value although it is our usual practice to
insure shipments for the invoice value plus 10% we are prepared to comply with your request but the extra
premium should be for your account we trust the above information serves your purpose meanwhile we await

your early reply.

yours faithfully

2 Choose the appropriate words to complete the following sentence.

(1) We have (reduced, deducted) our price by 2%.

(2) We have to ask for (more, broader) coverage.

(3) Buyers consider it too (danger, risky) to buy large quantities at present.

(4) Insurance is to be (insured, taken out) by the buyer.

(5) (On, With) the 500 TVs under Contract No.123 we shall cover insurance ourselves.
(6) As shipment is (due, owing, fall) to begin on Jun.30, ...
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11

(7) In (insurance, coverage) business the term "average" simply means "loss".

(8) Please be (insured, ensured, assured) that everything will turn out to your satisfaction.
(9) The S/C was (signed, countersigned) and returned to us.
(10) (At, In, On) receipt of your advice, we approached the insurer.

Those in Column A are conversational words or simple expressions, and those in Column
B are commercial jargon or complicated phrases. Try to match them.

A B
soon under separate cover
we have received we acknowledge your letter
before prior to
separately substantial
you utilize
early by return
your letter has been received we are in receipt of
we enclose enclosed please find
if in the event of
large in due course
be able to do be in a position to do
use your goodselves

Translate the following letter into English.

HwaE:

HVTAREH BV 38 o PRS, RAESTIRUTIAAITIEE) 1 000 S+ FHAIRK R ETH 150% H R, BEHH
TIEYIRBI R IVEREEI 110% Htro B3N, ERPHARERIEERSIRETRAREIN 10% BFPE AR
R TF—DEEFIE, wRIRFSEBIFIARINL, KIVTTTALIE, EIFINRIL LB RS R,

HE B S mIRS IR,

L
2021 s 8 A2 8
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ESTABLISHMENT OF AND
AMENDMENT TO L/C

PARYASL U G =i RNA

D’re-study

A Terms to Learn

1 letter of credit (L/C)

& ik

2 issuing bank
HUEAT

3 beneficiary
Z N

4 paying bank
FRAT

5 documentary credit

SR BALAE FHIE

6 amendment
&k, &I

7 extension
St 35

B Think and Discuss
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TERAIERRITE O 5 FERFTE E O 58— FFERIEFRNE &
TR B E XM

FE RO P, FHRLFRTEAIELDRIT Y FIET, B2y
opening bank. ©RIBIRIETTREY I E, FIET —HR 23 O 5 HF
2 IRAT o

ZHBORSEP, HOFHROTTY, RBRIEXBSEEAE
MEWIBRTTIR, RTEAIEIRFIMFTE, BPREAN,

BPTE RIE P IER YT RIRIT, —HMRFIET, BRITUURF
IEATIER DS —RIIRIT, ABRLETERAIERRP PLRE,

BIERRKET DY RN IEATTY S RIEGIEA, RATEAIE
RIEFLR AL R TAIL R IFTTRETEAIE,

HoFAEKRBZQOSFRAOTERIES, —REFTEAIEREY
BIHHFRATHTIE, —BRIAAFAESERNEREGTEY SN
ARAEFZR Y5 B BPE R O FHITER.

IERTERAIE R R AT KM, £ 0O Fto KA XTI,
FAERZ OFEBRTEAIE,

1 What does a letter of credit usually include ?

2 What classification do documentary letters of credit come into?



Useful Sentences

In essence, an L/C is a banker’s assurance of payment against presentation of
specified documents.

15 FIESE BT R ARAT TP AL SE O B Ak A ARAIE .

The L/C must precisely state the documents against which payment,
acceptance or negotiation is to be made.

{5 FIER 2 Ak 7R S s SUA INE T H A2 1) i A Hh I R
Presentment of documents must be made to the issuing bank or the confirming
bank, if any, or any other nominated bank within the period specified in
the credit.

W IBAE A FIERLE B30 ] Y 1) FREA T B PR 50T (nRA) BUE Al
TR RATIRAC R

We hope you will establish the relative L/C for us today and advise the seller
through your London Correspondent bank.

B E 5T A H AT I A RS AHIE, Had & B AR T n
J77,

Your documents do not conform to those required by the credit No.1234.

PR77 B4R 55 1234 SERIERZRAFT

We are afraid we will have to return the documents to you to have them
amended.

BN AR AE YRR A R T R H 2Ok

In compliance with your request of ...,we have amended the relative L/C to
allow transshipment.

FEIRORT oo HOEOR, FT7 EAESH A5 FTIE ST VSR

Owing to some delay on the part of our suppliers, we are not in a position
to ship the goods before Jun. 30 as stipulated in the L/C. Kindly extend the
shipping date and credit validity for one month respectively.

HI TR R SE B, AT RETR 15 FIEM EFE 6 H 30 H Z i & 1,
WOERHE FAUE R3S AR 8O0 55 BIE e — A H

/.prezen 'terfen/ n. 2 i,

2%

/pr1'saisli/ adv. ¥ i3
/n1.gauf1'erfn/ n. WHF

/'fuz/ vt. RAT
/kon 'f3:my/ve. fitifk, AL

/' nominert/ vt. fEay, THE

/. kore'spa:ndant/ adj. —
HHy, M4

/kon'form/vt. —5k, M

/o 'mend/ vt. {&2X

/kem 'plarans/ n. fi A

/'treens [1pment/ n. ¥ia

/' stipjulert/ ve. BL5E
/r1's pektivli/ adv. % E b
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Urging Establishment of L/C

In writing an E-mail urging an L/C , we should give the reason why we should do so in order to convince
the buyer to accept our request and make decisions accordingly. In order to avoid subsequent amendments
to the L/C, the seller asks the buyer to open the L/C in exact accordance with the stipulations of the contract
signed between the buyer and seller .This is very important to enable the seller to make shipment smoothly
thereafter.

F 8. REGARDING TO THE L/C
] . 2021-07-04

RAEN : 1981031211@163.com
ek N\« olstas@ok.net.ua

Dear Sirs,

As the desktop personal computers against your Order No.1234 have been ready for shipment for some time, we
should request you to take immediate action to have the L/C established.

The covering L/C should reach us not later than the date stipulated in our Sales Confirmation No.222. Earlier estab-
lishment will ensure early shipment.

In order to avoid the subsequent amendments , please make sure that the stipulations of L/C are in exact accordance
with the terms and conditions of the contract .

We look forward to receiving your favorable response at an early date .

With best regards,
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New Words

urge /3:d3/ ve. AR, Xik enable /1'nerbl/ vr. flifig
request /r1'kwest/ ve. B3R, R smoothly /'smu:dli/ adv. liFIH:
convince /kan'vins/ vt. fififE, ISRk thereafter / dear'a:fta/ adv. )5, Pa
accordingly /o'ko:dmnli/ adv. iK% (JpBE) personal /'p3:sanl/ adj. ™ A\
avoid /o'vpid/ vt. B4 covering /'kavarin/ adj. Fff Mt By
subsequent /'sabsikwant/ adj. 4k«---+: ZJEH, ensure /in'fus/ vi. fRIE, HAR

b Ji5 ) confirmation /,kbnfs'mertfn/ n. IESE, WixE
amendment /o'mendmeont/ n. &, BIE favorable /'ferverabl/ adj. Ry, HFIW
in accordance with 5—%, %M, ks response /r1'spons/ n. [H1%, WL

stipulation /,stipju'lerfan/ n. L€, &K

Notes

2 HoAE T A P SRS s R A LT L

(1) ¥ JFUE 47 By 7 89 33 4E Rl 53 ®T LA 43 2o A BT 38045 19 45 A IE (irrevocable L/C) Fin ] 4 84 19 15 I UE
(revocable L/C), fE 2007 4 (UCP 600) (75, BNEAT I LG FUEES & A rl M . 15
EA TR, Ah&H 15 P Pl AS AT A5 FHIE i,

(2) #MA TS AT L AT LAS i 5ifs FIE (confirmed L/C) FIAME 3L FIIIE (unconfirmed L/C),

(3) $&fs FUEDT W0 3252 A Bl v] LIRS A BR s A UE (documentary L/C) Fi 5245 FIE (clean
L/C),

(4) F BEAT R[] A [R5 W] LA43 2 BIURAS FTIE (sight L/C) Foaze 4% FIHIE (usance L/C),

(5) ARYEAE FHUE R & o] LUgR ik T AR 4> g w] %% k45 IE (transferable credit ) FiAS o] #% ik 4% FHIF (non-
transferable credit ),

—k SERAE FIERT RS A . AHE RIEAR S B . XHEE PRIk, MR, sk

MR, JFIEFT A 52 38 N BIPRIESCA), B INZ&aK .

fEHIESH b EE A NN RK RN JHERIEN, BIZER Y (importer) 5 JFIEST (issuing bank) ;

5Zti N\ (beneficiary) ; AN{T (advising bank) , B2 IFIEFTIZRHE, %9045 P I 20 90 -l 0 52 4

NHVERAT, —BA A7 P E R AT WA T (negotiating bank) , 7RI 3 5 N SEA M ER LI 52

WERAT, BURHT —BEfS FIER &k b P UBLE s 4347 (paying bank), BJVfE FIIE b i 2 1 Ak 4R

17, —MRIFUELT, HAWAT DR A TR E M 55— KT .

Re: reference 45, “Hiak, XKEK, 57 HWEE,

Sales Confirmation 5 i\ 15

ROGMIGIEIREE By 2 hi, Baidimit, Wik, @8, B2% -5k, & lEIE ;7% B8

EWINT, EARUT BT 38 5 1 SOk

Order No.1234 %5 1234 BT

E RS T IR TT B 58 JE T A TR RS

have the L/C established iXJ& “Fjifl + 5=if + w=4h" W&, “Jrarfa HiE” BEE,
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Activities

Vocabulary review

Read the English expressions from an L/C ,decide whether the English meanings are
matched with the Chinese meanings, if not, try to correct them.

[ (1) ...take immediate action to have the L/C established.
SERMTE, RS AERIE,
1 (2) ..would you please issue an L/C for us?
WA TA RN I,
1 (3) We ask you to let us have guarantee of payment by L/C.
FT7 R 5007 UMs ES 7S AHRIIE,
[1 (4) The L/C must be in strict accordance with the stipulations of our contract.
& MIER 205 & A vh O ELE e A .
[ (5) The L/C must reach us not later than...
fEUER T oo Z HTRNIEFRTT .

Translate the following Chinese into English.

(1) ks A ZE, A 8EEA R RIES & R R ILE ™ AR AT o

(2) FITIARWEBIARERIUE, #5058,

(3) T T 202149 A 1 HEeA, HEIFH 456 SHEMINE T #fE HIE,

(4) WS RERA R ERIEIR.

(5) Wy R H U8t 05 FHER T &

(6) MRS NN, AR E,

Choose the suitable expression for each blank.

(1) Please that the L/C stipulations are in accordance with those of the sales confirmations.
A. seetoit B. seeing C. see D. tosee
(2) You may rest assured that our shipment will your requirements in every respect.
A. ensure B. have C. achieve D. meet
(3) To our great surprise , nothing has been _____you at all since we wrote you last time.
A. hear from B. heard from C. hear of D. heard of
(4) _____ yourfailure to open your L/C, we had suffered great losses.
A. Owing B. Because C. Owingto D. As



I

(5) It would be appreciated therefore , if you could establish the L/C as early as possible.

A. covering B. cover C. covered D. to cover
(6) Please arrange for the relative L/C to ______upon receipt of this letter.

A. establish B. be established C. establishing D. established
(7) We regret to find that your L/C has ____arrive here within the time limit stipulated.

A. failed to B. failed C. tofail D. failing

Fill in the blanks with a suitable word or expression from the list given. Change the form if
necessary.

provided that delivery call for in accordance with
have a right to in favor of amend confirm
(1) In order to avoid subsequent amendments , please see to it that the L/C stipulations are the terms of
the contract.
(2) The credit must by a prime bank which is acceptable to us.
(3) If one side fails to fulfill the contract, the other side cancel it.
(4) The exporter should satisfy himself that the terms, conditions and documents in the documentary

credit are in agreement with the sales contract.

(5) The L/C not only provides a form of security for the parties involved but also ensures payment the
terms of the credit are fulfilled.

(6) The buyer shall establish with the bank an irrevocable L/C in US dollars the seller in the amount of the
estimated total purchase price.

(7) The bank is not responsible for any of the L/C.

(8) It will be easier for us to make the necessary arrangement if your L/C can reach us 15 or 30 days before

Writing practice

Draft a letter to urge the L/C.

Background:

T RERBARTIKE B AR, 4 500 FHREKEFFREEITH (No.SEP305) JFEBPHF T & A
(No.JAFO023), #BBEBRSZEBITHERFAR, ERIELTAEKRIERE 2 AAFTH, SABEEHR, K
2 AABRFSAFROGERAERF 14 R, TERAEDRIKE], WRFI—FEHHL,

Requirement: IRIFLA LA T, FHFLAT T B XBBAB AR ERIER, ERIEARBRFZETEHMH
23 650 XERFUVNEIAZRB AN RN TRHBPMATEAIE , NI TEK SRR TR A L RIT 5,

Supplement:

2R canned
R EE apple vinegar
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ESTABLISHMENT OF AND AMENDMENT TOL/C FaEEXESHiE
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Application for Establishment of L/C

New Century Company is an America-based trading company. It has reached a deal with Wongsheng
& Co. to export USD50 000 worth of desktop personal computers. Both parties have agreed on payment by
irrevocable L/C payable against shipping documents.

Wongsheng & Co.

Rm 509-511 Tongle Bldg
Shennan Rd., Shenzhen (518044) , China
Mar. 25, 2021

Dear Sir,

Our company is expanding and the production will be increased by 25%. We are badly in need of a batch of quality com-
puters for use. We have just worked out a deal with a New York-based corporation to import 50 computers. We both par-
ties have agreed to make payments by irrevocable L/C payable against shipping documents .

We enclose an application form for documentary credit and shall be glad if you will arrange to open for our
account with your office in New York an irrevocable L/C for USD50 000 in favor of New Century Company , the
L/C to be valid until Jun. 30.

Sincerely yours,

Wongshengé&Co.

Lw man

Purchase Division

Encl, One copy of Application Form

New words
worth /w3:0/ n. #ir{E a batch of —#it
payment /'permant/ n. 3Zft increase /in'kriis/ vt. ¥
payable /'perabl/ adj. WSZAHHY, PiSZATED import /im'po:t/ vt. N
irrevocable /1'revekabl/ adj. A~ A H#UEHY export /'ekspo:t/ vt. tHH
enclose /in'klouz/ vt. {8 (AL, ZEHREZE) HHA form fform/ n. Fik
document /'dbkjumaent/ n. = account /a'kaunt/ n. K
application /,eeplr'kerfn/ n. Hif in favor of #[a],
expand /1k's peend/ vi. I &, ¥k valid /'veelid/ adj. %L
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Notes

FHIERFRFF (process)

(1) SEIEBUT7 9k 5 45 2% 1R 38 pl— B (agreement) : (a) HLSE LAE EAE A S AT T8 5 () fa5€ — KB AT
(HH R ITTHRAT) 5 () FIWFTZ R AR,

(2) EJj1 Y eT (GFIETT) R, 2R 3277 B AT A5 FUE T A1 H i BAR S afofn S 44 DL 32
75 % g N AE HAIE

(3) JFUEAT 545 T IE %5 38 45 15 FIE v i o i 8 4T

(4) @ HATE 1S FER 2T

K5 (NS J5)

JJ5 (buyer), FERDAREHFRALTT, ELTFFARE PRI, wmAERIT A PR A BiEA

(applicant), SEbr k., A1 F—4 NSbLK .,

FFE 1545 (application form)

15 FIE D FFIE B35 5 B 5 L L RU5 1T SE AR B B & WA — 8, LT R IFIETAR7R, nfs e 2.

B, R, R, K. AR, % ANE I RLAUERETCIR,

#IR B 4% HIIE (documentary credit) & B2 47 AR % 3K U5 18] 32 07 JF AR AT B A& s, RERZ T MBS E

JHAIE v P BH B 2% 3 F0 2% 0 ARLACE, A8 m] 3R A T UIE B S 4 B0 S A, R B4 T OIE B 2% 3K [l 98 4 A

F

(1) $&AZUEHISETT By is st AL

(2) A,

FArfE ME

to open an L/C

to establish an L/C

to issue an L/C

We have opened the L/C.

The L/C has been established.

AT “FHIE”, BILL issue, issue A “Zk. WH, Jr” ZE.

Activities

Vocabulary review

Translate the following sentences into Chinese.

(1) We both parties have agreed to pay by L/C. Would you please open an L/C for us?

(2) We hope you’ll establish the relative L/C for us today.

(3) We enclose an application form for documentary credit.

(4) The credit is in favor of New Century Company.

(5) The credit is payable against shipping documents.




Translate the following Chinese into English.

(1) fEHIERSIERR, S5 5 45T,

(2) P57 BeRs DA al s 09 15 FHIE S AT

(3) BTN L E 7 — K WRATRHE I REAT IR 52

(4) MIEFAT 321 SHBEINBRIOK, HRMERIERART 10 H 1 HBEERT

(5) 15 HIERILAE 253k 55 -5 1 TR] A9 4% ™ A% — B

Correct the following letter.

Dear Sirs,

It is regretful that these have been no news fromyou at all about your L/C which should reach us before
Sept. 2, as prescribed in the contract. We are the more dissatisfactory because you took no notice of our letter dated Aug.
5. ...reminding you for the situation.

You may recall that the same thing was happened to the execution of Contract No. 4567 signed with you last
year ....Please note that unless a satisfied settlement is assured this time, we shall be compelled to suspend any new
business with you.

We think that we have clearly informing you of the importance of this matter and hope to see your quick response.

Yours sincerely,

Find the words in column B that match the words closest in meaning in column A.

A B
(1) transfer a ship
(2) divisible b anything that proves something
(3) benefit ¢ invalid
(4) requirement d leaving on one side
(5) transport e carry (sth. or sb.) from one place to another
(6) void f something demanded
(7) apart from g that can be divided
(8) evidence h  profit

(9) vessel hand over the possession of

Reading material.

The main methods of securing settlement in international trade are (1) remittance, (2) L/C, (3) collections.
An L/C is written payment instrument issued by a bank under the request of a customer (the importer or an

applicant) to a third party (the exporter or beneficiary) to honor the exporter’s drawing against the L/C terms. An
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important feature of an L/C is that the issuing bank, instead of the applicant, directly assumes payment promise to the
beneficiary, though it has to claim reimbursement from the applicant later.
The parties to credit are:
(1) the applicant (usually the buyer), who arranges to open a credit in accordance with the terms of the contract
he has made with the beneficiary (usually the seller).
(2) the beneficiary in whose favor the credit is issued.
(3) theissuing bank which commits itself in accordance with the applicant’s instructions.
(4) the advising/confirming bank which is located in the country of the beneficiary and is usually the issuing bank’s
correspondent.
(5) the paying/accepting bank which makes payment to the beneficiary, or accepts his bill of exchange, the advis-
ing/confirming bank and the paying/accepting bank may be the same bank, or may be different.

I Writing practice
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Please translate the following letter into English.

waE:

KIS SFHFRATERAIEDRIFDS, HAIHFTEADNIFTRAFE —FRANRARSTIHHREAN
AWMALFTRH 10 A1 B, &Y 10 000 XY PR RTEMAIE, AL EYIEH K3 1 000 F5 3R TE &Y 1 37
KT KT FRFEFBRRZIFY 60 RANETRFS AH DN FTFRIXRITR.




Asking for Extension of L/C

If, for some reason, the exporter can not effect shipment as stipulated, he should ask the buyer to extend the
shipment date and validity of the L/C respectively. The letter given in this lesson serves as an example , with
the purpose of requesting the importer to extend the relative L/C.

New Century Company

223 Park Avenue
New York 10017
U.S.A.

Apr. 5, 2021

Wongsheng & Co.

Rm 509-511 Tongle Bldg

Shennan Rd., Shenzhen (518044), China

Dear Sirs,

With reference to your L/C No.234 covering 50 desktop personal computers , we regret to inform you that it is difficult for
us to fulfill the shipment before July , as the earliest steamer sailing for your port is scheduled to leave New York about Jul.

30 due to the bad weather on sea.

Such being the case , we have to ask you to extend the shipment date and validity of your L/C to Aug. 18 and Aug. 30 re-
spectively and see to it that the amendment advice reaches us by Aug. 1.

Your prompt attention to the matter will be highly appreciated.

Sincerely yours,

Bob Allen
Export Dept.
New words
follow-up /' foloU Ap/ adj. MEEN), HEW fulfill /fol'fil/ ve. 5k, SEBL
extend /1k 'stend/ vt. TELS, TEfH steamer /'stiimo/ n. IRy, AL
relative /'relotiv/ adj. HREN), HFXH schedule /'skedzu:l/ vt. HiE, ZHE
cover /'kave/ vt. &, 4 respectively /ri spektivli/ adv. & B, 43> HH
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Notes

205 A RIS FIEJ5 A4 A A5 PR E AR S JE R 1 Sk A e ik . 205 thoF X R BLHLTE TR i R 5
HERYEAESR, Ungsy 205 IR OR A, A RE 58 R 1B i 2 07 IR TC Tk SR i 1 e Bt Beih, 32
73 REiZ AL BN T R I 2R SGIE . H I

are not consistent with

are not in compliance with specified in
Your documents | do not comply with those | sti pulated in the credit No. ...
do not comform to required by

are not in conformity to

the earliest steamer sailing for your port fx F 9 1EVRAE B, “sailing for your port” J&BLALE 4y 17 15,
JaE, BRI A 46 “steamer”

e.g. The boy standing over there is my little brother.

such being the case JEILE/ A AL L5, MR “TEXMER T,

e.g. Such being the result, the enemy have to surrender.

see to it that g&%ﬁi ...... %",Z‘ﬁ ......

e.g. Please see to it that the stipulations of L/C are in exact accordance with those of sales confirmation.

Your prompt attention to the matter will be highly appreciated. X E /MR IGEFH AN R EE, 202 &
RE S AL BRIZ A8, RF AN R

extend ... to ... ff--e--- R eeeeee

Activities

Vocabulary review

Fill in the blanks with appropriate prepositions.

(1) As we have not received the covering L/C ,we wonder what has caused the delay and would ask you to let us have
an immediate reply fax.

(2)

(3) As the said L/C calls for shipment on or before Jun. 30, we regret being unable to make delivery the time des-
ignated.

the circumstances , we have to request you for an extension by fax of the time of shipment to Jul. 31.

(4) As there isn’t direct sailing here to your port this month , please extend the validity of the L/C

a further period one month .

(5) As the date shipment stipulated in the mentioned L/C is Jul. 15, which leaves only 5 days validity,
which is too short us to arrange shipment, we, therefore, request you to extend the shipment date Aug. 16.

Translate the following sentences into Chinese.

(1) Asyour L/C stipulates the same deadline for shipment and validity , we shall have little time to negotiate (i f}) the
documents after shipment. It is , therefore , requested that you extend its validity for 15 days as per the usual practice .




(2) It would be greatly appreciated if you could extend the shipment and validity of L/C No.1234 to Oct. 15 and 30 re-

spectively .

(3) Please extend the shipment date and the validity of your L/C No.123 to the end of November and Dec. 15 respec-

tively , and see to it that the amendment advice reaches us before October.

(4) We will grant an extension of L/C to Jun. 30 in response to your request.

(5) We accept 60 days L/C only for this transaction.

Match the words or phrases in Column A with those in Column B.

A B
(1) respectively a stipulation
(2) prompt b make use of, take advantage of
(3) inform ¢ feel sorrow of
(4) extend d separately or in return
(5) schedule e become effective; become operative
(6) regret f done without delay
(7) fuffill g tellsb.; give sh. knowledge of sth.
(8) come into force h  bring sth. to completion

(9) avail oneself of make sth. larger or longer

(10) provision j  program of work to be done

Read through the following telex and guess its meaning according to the specimen letter.

AS KNOWN TO U THERE IS ONLY ONE VSL SAILING FOR YR PORT EACH MONTH. IT USUALLY LEAVES HERE
IN THE FIRST HALF OF A MONTH. THE ONLY VSL AVLBL THIS MONTH WL LEAVE IN A DAY OR TWO N THE
DEADLINE FOR BOOKG SHPG SPACE IS LONG PAST. THEREFORE IMPOSSIBLE TO SHIP THE GOODS THIS MONTH .
WE WUD ASK U TO DO YRBEST TO EXTEND THE LC AS REQUESTED. PLS ACT PROMPTLY N LET US HV YRCFM BY AIR.
WITH BEST RGDS.

Reference Message:

As known to you, there is only one vessel sailing for your port each month. It usually leaves here in the first half of a
month. The only vessel available this month will leave in a day or two and the deadline for booking shipping space is
long past. Therefore it is impossible to ship the goods this month. We would ask you to do your best to extend the L/C
as requested. Please act promptly and let us have your confirmation by air.

With best regards.
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I  Writing practice

Draft an E-mail with the information below.

waE

HNY-123 SHXTFHRADIEMAIES R LS 8:30 FIKE, EZRTH 215 SHEBEHINBR R ayed
Jal, EMKRTIERTHHET7 ADKREZR, BHIKART, RTIRKRARABARERGFTTI R/ LATTRAIESZKREZ
FAFIRTT AT R BRES8 A31 B9 A15 B, BRPBSKRAET7 A 15 BATRAKR, TN, Rz
A REH.

5 B KB H R TERBIAINE B
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Amendment to L/C

ABC Trading Co., Ltd. of London has entered into a contract with Wongsheng & Co. to supply certain
specialized machinery.

ABC Trading Co., Ltd.

No. 80 Brown Street
London
Apr. 20, 2021

Wongsheng & Co.
Rm 509-511 Tongle Bldg
Shennan Rd., Shenzhen (518044), China

Dear Sirs,

Your L/C No.456
We have received your captioned L/C. After checking up the clauses in it, we found that four points do not comply with
those stipulated in the relative contract. Please amend the L/C to read as follows:

1 Please mark the price in GBP instead of USD.

2 We want payment to be made at sight, which was agreed on by you. Therefore please amend the L/C to read: pay-
ment is to be made by L/C “at sight”, instead of “at 60 D/S”.

3 Owing to special specifications, our manufacturer can not get the specialized machinery ready on time. Please ap-
proach your banker about the modification of the shipment date and the extension of the validity of the L/C for a
month.

4 Delete “transshipment not allowed” as direct steamers to your port are not available and transshipment at Hong Kong
is necessary.

We await your earliest amendment advice.

Faithfully yours,
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New words

supply /so'plar/ vt. &tk specification /,spesifi'kerfn/ n WA, MLIE;
specialized /'spe[olaizd/ adj. &1, HFHY YA (AR RHR)

machinery /ma’'[iinari/ n. [ 28 1 HLE manufacturer /,meenju'feetfora/ n. 4 ™ W,
check up #%XF, 5% J %%

clause /klo:z/ n. &k approach /a'praut[/ ve. [a]««--+: e, BT,
mark /ma:k/ n. bl Heeee R &R

sterling /'st3:ln/ n. FELEM modification / madifi'keifn/ n. &%

D/S days after sight U122 J53 1 H £l 2k delete /d1'lizt/ ve. MR

at sight JLZZ R £}

Notes
& (amendment ) {55 HIUEIFH )G, lRESXHE HIERI &k, &3 7o i,

amend...to read...

amend... reading...

Jieee oo fB Y S eee e

U fE FER 2R AT LA HIE RS AR, JFaT izt ARt ZoRBSERIENERMR %2, %A

() BEHIENES A AT, inZiE ARl gEs R, e, X, 8. REARE. LR
SR EI RS B R S A AR RS EE N, BESRIFIE B iR A& 2 S FTIE

() Rz, fefrsaim TR RE, s sl fe e BRIk i s, 2R A5 HHE
J&I

() TR O EARET RO, BRESR R RSN S Hak Ty NBGa RS, IR ECE
PEORESB N4 18 5 PR s R MG OB S St IR AR . B TR,

BOEFR Y (process)

(1) 275 SR FET7 0 5 FIEE B 2, 0w ALARTE, fR 5, Wlbpk, BIRF@fE TR, 2 Eailtk
4 e v A 7 AR B SO K

(2) AR LTTRIE T LI R, ESR R IHIERIT I B,

() FHEATHE IR S, BB RS wEmMIT,

(4 AT RHE OB B R B4 277,

captioned letter of credit A5l Hr Bt 7 A5 FHIE , S 437 i 1 A At v e 38 S sl B S O 05 FIOIE, DR 4R 7%

TikEE,

check up ¥ 7. #H#

comply with 54875 &, Heoo o H—5

6 transshipment not allowed AR iFEEE (M) REMAR, Bl “transshipment is not allowed”, UL
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TR AR 3 v R 1 AR A TR Y SRk

direct steamer ELiL%E, FIFKiBLA direct ship/direct vessel
approach sb. on sth. ¥R F A FT3¢E

await &£ 351 FHiE, wait for & —f} HiE,



3

Activities

Vocabulary review

Match the words or phrases in Column A with those in Column B.
A B

(1) beneficiary a when requested , asked or demanded

(2) revocable b seller of goods in whose favour the L/Cis issued

(3) transshipment ¢ cancelable

(4) stipulate d transferring cargo from one ship to another for further transit
(5) regardless of e without regard to or consideration for

(6) on demand f demand as a condition

(7) amend g make an amendment

(8) comply with h  wait for

(9) await i conform to

Translate the following sentences into Chinese.

(1) Please amend credit No. 123 as follows: To increase the price from USD0.53 to USD0.60, and the amount to
USD37 000.

(2) We find that the amount of your L/C is insufficient, because the premiums for Special Colors are not included therein.
Therefore, please increase the amount of L/C to USD1 500.

(3) Please amend the L/C to read “Partial shipments and transshipment allowed.”

(4) Please insert the word “about” before the quantity in L/C No.234.

(5) Your documents are not in conformity to those required by Credit No. 1234.

Fill in the missing words according to the specimen letter .

(1) Your L/C No.123 is short established the amount of USD1 000 . Please fax the necessary

(2) Please have your L/C to as follows.

(3) Owing to there no direct steamer to your port this month, you are to amend the L/C allowing
(4) We would appreciate your extending the shipment and of your L/C to Jun. 15 and 30

(5) Please delete Items 1, 2 and replace themby those inour S/C.

(6) Please amend the foregoing L/C to read piece length in 30 yards of 40 yards.
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4 Fill in the blanks with a suitable word or expression from the list given below. Change the

form if necessary.

convert arise in advance due no longer
come to result in insist on in response to

(1) GBPis the major world currency today.

(2) Theimporter ____the payment made in GBP.

(3) With the foreign exchange rates, one currency can ______into another currency and vice versa.

(4) Anew problem__after we settled the old one.

(5) The two contracting parties have agreed that the payment should be _______in three months.

(6) In aforward exchange contract, the exchange rate can be fixed .

(7) The late delivery of goods by the exporter a great loss to the importer.

(8) Before trading with each other, the two parties must ______a contract.

(9) your inquiry, we will send you an offer by E-mail this afternoon.
5 Read the following original E-mail. ( 3ZFR T/EF B9IERRAE BB F BB )

Re : L/C amendment 2021-09-05 11:26:19

Dear Sirs,

Today 05.09 we got your L/C.The nearest ship is on Sep.8 and 2 days is not enough for the goods to get to

the port. If we send the containers by the next ship (Sep.15 2021), they will put “receipt to shipment” in the

B/L and only Sep.16 it will be possible to mark “clean on board” . The latest date of shipment is Sep.15 in your L/C.

Please make a suggestion concerning our further actions. Should we make change in the L/C of the date of shipment

Sep.16 is OK for you? If it’s OK, please give us a confirm-letter.

Waiting for you reply.

With best regards.
II  Writing practice
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Translate the following letter into English.

wKEE:
IKE TR 88 ABC FFRIRITIF LY FE 12345 STEAIE, FRIARAFHRZTHIEKRZR,
HEERTERIEN “HAHFHRIDRIEKER,
THEBMEBIOEH AT 30 “about” —ig,

EHRBRPREETRP, Bt HRIFERSed,

EE

2021 &7 A8 8
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CLAIMS AND SETTLEMENT

RIS PR

[ Pre-study

A Terms to Learn

1 disputes
Fil

2 complaint
B®iF, R

3 claim

£

4 settlement of claim
TR

5 claim rejected
TE I

6 discrepancy and
claim clause

SIS R Ao

7 arbitration

Tk

B Think and Discuss
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ZEEFRRE S P, RBVRF5EIES EIRILIE EYIRF) Fo X S- )8 28
SIRFIN, AMESBERE. HFH, EXIFICFHRE, RIERS
HEFNHEERRS, BFRIARABITARRESEITEFARRY
X% BFRIFABITHAARAREBITERARRGYGNS; BFE&E
FRRABFF, RZAREZBETAAD=ZFFIHR: (1) Triped
BRESERAMNERFRBITIRG; (2) TR EBEERLITHR
I (3) RIB/IAXIT,

HERATEFAYIE P, R\ BHTFTIMRIERIN, ARTREG,
ARERBBERER, MERTSERL, BFELITNVARFTREE, X
Fh AR IETFIKIFo

REBEFH—FTEHFABADS S HFAZHREHLYERIAK,
JBI 2 —F HFARBIFBEEER, XFFITARARKE. REXR
SRERZIPRYRS BRI A RZARRIETTRLE; BERAE
FENE R TR HRFERI R EREE.

ZES A REEA IR T , FrEES RS IR S R 6Y B R AT,
o) PE T I

REFPHH—~FEB—FREREER, MBS —FANAHHLRE
HEHARXD, ERXBFEBIFTIRARITAMAHIER, FEFE—ILE
ATFHEBMTIRXHTRETITNABFT AR BREFIEBRIAM K
A3,

FASFIAFORBFERRBERBERS TR X R, KE
HEEKTHREARTERBRAEMITIE, EEZCIEFRBEBIE. RE
R, FAEENERFHRILS

TP RIERBVSRFZ AR, BRERIFGARXFINKNLERS T
B R TFHNAGE T, MR RS EBBRARD, K5 M
HEBRIAT -

1 What does a letter of complaint usually include?

2 What does a letter of rejecting claim usually include?
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11

Useful Sentences

We regret to tell you that your claim can not be entertained as it is raised
far beyond the time limit stipulated in the contract.

RVIEIRTTRIEAREEZ, HEZEE A FRE R RIER,

We reserve the right to claim compensation from you for any damage on

the goods.
BATVOR B 1) R T5 R BG4 S s £ A AUR

With regard to the loss in weight, we are enclosing a surveyor’s report in
order to prove to you that the loss could only have occurred en route.
KTREE—3, RAMEETHZ0ERSE CLEY] R E NG Esiii
R,

We have taken delivery of our order No.586. But much to our regret, only
3 050 cases were found against 4 000 cases in the packing list.
FATELITM T FJ7 586 SiTppyte, HARBPE, FATHEKIL 3050
BT, MR TSIRY 4 000 F,

We feel there must be some explanation for this delay and await your
prompt reply.

BAVRAGVRNT— € 2 X R E R A Pk, IR R R 52,
We agree to compensate for the total loss and enclose one draft for
USDI15 000 to pay therefore.

AR ARG AR, ZEME EaB0A 1.5 R uiilE —5k, U
BEfEAT .

We apologize to you for this unfortunate matter and assure you that your

claim will be treated with promptness.
TR —AEF AN RTT R R, IR RIE, RITES
T A B ARATT 0 2R
This is the maximum concession we can afford.
RRBATREALE R KLY,
Should you not agree to accept our proposal, we would like to settle the
case by arbitration.
WURTT A BATTH L, FRATTHRF o i e e =
The damaged goods were sold by public auction under the supervision
of the Chamber of Commerce.

RSB T, ZZHeywaamzE,

This consignment is not up to the standard stipulated in the contract.We
are now Jodging a claim against you for USD2 000.
Z BB A R E B bR, FRATTBLAER G 2 000 3£TT,

/.enta 'tein/ vt. %
/'kontraekt/ n. &

/ri'z3:v/ vt. R4
/. kbnpen'se1i[n/ n.
£

/in'kleuz/ vt. (2 3C% )
BIA
/en’ ru:t/adv. fEi&H

/d1'liveri/ n. 3B

/d1'le/ n. SEIR
Jorompt/ adj. BERY

/'kpmpensert/ vi. M
/dra:ft/n. L2

/o 'pplodzarz/ vi. E#K

/' maekstmem/ adj. K
/kon'se[n/n. ik

/.a:b1'trexfn/ n. fhEk

/'2:k[n/n 3%

/lodz/ vt. &
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@ Complaining of Wrong Dispatch

Geoff Pullar, Sales Manager of Aegis Trading Company, places an order with Wongsheng & Co. for
1 000 dozen of men’s golf woolen stockings and receives instead women’s lisle ones. So he writes to

Wongsheng & Co. complaining about the wrongly delivered goods and asks for immediate replacement.

Aegis Trading Company

Moorside, Industrial Estate,
Sheffield, SD92 PQO, England

Tel: 44-031-678-7843 Fax: 44-031-654-7840
E-mail: Aegis@hotmail.com

Wongsheng & Co.

Rm 509-511 Tongle Bldg

Shennan Rd., Shenzhen (518044), China
Oct. 28, 2021

Dear Sir,

We are writing to complain about the shipment of our Order No. BT-708 for 1 000 dozen Men’s Golf Woolen Stockings
received this morning. These were ordered on Sept. 20, 2021 and confirmed by fax on Sept. 21 (enclosed copy). Howev-
er, upon opening the boxes, we found that they contained 1 000 dozen women’s lisle ones.

We regret that we can not keep this consignment , as we have an adequate stock already.
We have no choice but to return them to you . We must ask you to arrange for the dispatch of replacement at once as we

need the stockings we ordered to complete deliveries to our new customers.

We trust you will credit our account with the invoiced value of returned lisle stockings, including reimbursement for the

returning charges of USD1 060.

Yours faithfully,

Geoff Filll

Sales Manager
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New Words

settlement /'setlmant/ n. g, HE: replacement /r1'plersmont/ n. %%, B4y

complain /kem 'plein/ vi. & vt. &, 2R adequate /'zedikwat/ adj. F&5rH, AR

dozen /'dazn/ n. —4T, 124> complete /kem 'plizt/ ve. 528k, M5CiH

stocking /'stokin/ n. & (fd) # credit /"kredrt/ ve. ffh--- it A G¥ S

lisle /lail/ n. IR (—PEERPIAIMFL) reimbursement / ri:im'b3:smoant/ n. WfE, #he:
Notes

BOFER AR S, #BIE AR EE DRI AU T =ZKK,
277 AT RETE X LA T 0
(1) non-delivery or part-delivery A28 H 838 A~ 2

(2) delay in delivery/shipment  ZEJR 35T

(3) inferior or wrong quality MR AR

(4) wrong quantity B AT

(5) insufficient packing 35424

(6) failure in entering into contract  Ji%3¢ Jg 252
(7) non-fulfilment of contract EHARBITEN
(8) discrepancies in specification BRI AFF

K7 AT REE A LA T & -

refuse to open an L/C 515 HiIE

delay in opening L/C iR J|{& HIiiF

delay in payment  ZEIR A}k

commission unpaid AR {4

5) non-fulfilment of contract 3£ J5 R B 174 [

iz 7 Al RET X LT 2R -

(1) short-landed % HI 64

(2) goods missing B E %k

(3) rough handling B35 % )

complain vi. #iff; 52

TR S i : complain about sth. £ Jf 3 B complain to sb. of sth. [a] 52 A i B,
e.g. We have to complain about the inferior quality of the ball-pens.
FATAF AR B PR B RIS &,
The buyer complained to the seller of the late delivery.
K7 R T IR A Bt th 4 i)k o

complaint n. ¥if; e

A ¥ % 5 15 make complaint about sth. $#Jf 32k

dozen n. —4T; 124>

5%, many, several Z¥E I, SEAM “s7

e.g. Two (many, several) dozen ball-pens B (4%, JL) $TRIFKZE.
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e.g. [ want three dozen of these eggs.
KB 3 FTRXAFRIG
dozens of %(4T; JL+
We have no choice but to return them to you.
B AFAEKHGBA TS,
have no choice but to do sth.
AL
We trust you will credit our account with the invoiced value of returned lisle stockings,including
reimbursement for the returning charges of USD1 060.

BAVAE, IRITZALHTR MR KRR 8, WAGR BT 1060 £5T, SHc&ITIK,.

Activities

Vocabulary review

Read the English expressions from a letter complaining of wrong goods. Decide whether
the English meanings are matched with the Chinese meanings, if not, try to correct
them.

[ (1) Thank you for your prompt execution of this order. R R 7 I 6T
[ (2) do not conform to our sample ... 5& MRS A—F,

[ (3) arrange for the dispatch of immediate replacement... THAL IR 17,
[ (4) complain about wrongly delivered goods ... BRI AR =

[ (5) We are holding the goods at your disposal.  F& 75 B+ X4t 6% H AL B,
O (6) allow us 20% discount ... AL T I E,

Read through the letter below and fill in the form with suitable English
information from the letter.

Dear Sir,

We duly received the documents and took delivery of the goods on arrival of the S.S “Prince” at Alexandria.

We regret to find that the cases from No. 4 to No. 10 contained men’s trousers in different sizes, amounting to
100 dozen in total. We think the wrong goods were sent to us as we ordered in metric sizes and you sent us sizes mea-
sured in feet and inches, or the contents of these cases were for another order. We should appreciate it if you would take
some proper measures to check up with your factory and the shipping company at your end. Please let us know your
findings.

We look forward to your prompt reply.

Yours faithfully,



DL RFnSE~1 it 5 measured in feet and inches
(1) AR5
(2) ARSI
(3) 54zt nl o
(4) By L%
(5) SRERIE 24 B4 e
(6) &iit 100 47

3 Choose the suitable expression for each blank.

(1) Such being the case, we cancel our order.
A. have no choice but B. can not help but
C. have no choice but to D. have only

(2) Our end-users

the inferior quality against us.

A. complain about B. complains of
C. complaining D. complaint
(3) Since the shipment consists of seasonable goods, it is important that it ___ as soon as possible.
A. was delivered B. be delivered
C. s delivered D. would be delivered
(4) ____ areply, he decided to write again.
A. Receiving not B. Not having received
C. Having not received D. Not receiving
(5) _____in5ply strong paper bags (5 JZ "2 [E 4 4% ) as stipulated in the contract, the 35 bags would not have been
broken during transit.
A. To pack B. Packing
C. Packed D. Having been packed
(6) An L/C requests all the following documents except______.
A. commercial invoice B. bills of lading
C. sales letter D. packing list
(7) If the quality of the material delivered does not match ______ of the sample, we are ready to replace the unsold part
of the batch.
A. those B. that
C. with D. it

I Writing practice

Draft a letter to the company , complaining about short quantity as mentioned below.

Background: 2021 #7 A 21 B, —TEPEABEBAN LB T IFITH T 100 FFIRWIFHFEFRN, R
WE) 80 FF, MARXRTI BT —HIKIFTE,.
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XX et

KB 7A21 BAFITIHMIEFERN, ST HFAERBRTT, RRGEE., ERREHR, RIHAITHY
100 #FTr B LUK E) 80 HF, T T HARBARSEBBFARTI, RIELRNKISTTIETRS,

K REBITRANR DT, HRPRHIZHRH 20 84y, RAERAB,

Supplement:
IRIPEHEFE N glass cleaner
RiZ N carrier

4 ITrdy full quantity of the goods




@ Apologizing for the Complaint

Mr. Li, Sales Manager of Wongsheng & Co. writes a letter of explanation and apology and assures Aegis
Trading Company of an immediate delivery of the right goods.

Wongsheng & Co.
Rm509-511 Tongle Bldg

Shennan Rd,Shenzhen(518044),China
Nov. 4, 2021

Dear Mr. Geoff Pullar

Thank you for your letter of Oct. 21. We regret very much to learn that the Men’s Golf Woolen Stockings you kindly or-
dered were omitted from the shipment and that Women’s Lisle Stockings were sent to you instead. Your complaint was
immediately sent to our Customer Relations Representative for investigation.

On going into the matter, we found that a mistake was indeed made by us. The slip-up occurred in our new automated
inventory control system which is causing some problems during the data entry stage. Your order number was unfortu-
nately confused with another one (BT-718). We sincerely regret that it caused you so much trouble, especially because the
goods were intended for your special sale.

We have arranged for the right goods to be dispatched to you at once. Relative documents will be mailed as soon as they are ready.
We have already faxed to inform you of this, and we enclose a copy of the fax.

The women’s stockings you kindly returned reach us today. Your account will be credited with the invoiced value of the

lisle stockings and returning charges. Our credit note is enclosed.
We apologize again for this mistake and inconvenience caused to you.

Yours sincerely

New words
apologize /o 'ppladzarz/ vi. E#k investigation /in,vesti'gerfn/ n. &
omit /o'mrt/ ve. BilF, ZWg control /kan'travl/ n. & vt. ¥, Zhd
representative /,repr'zentotv/ n fREE, ft% system /'sistoam/ n. &%
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data /'derta/ n. %l inventory /'inventri/ n. {F 55

entry /'entri/ n. B3 unfortunately /an'fo:tfanatli/ adv. N3¢
slip-up /'slipap/ n. #i%, B2 confuse /kan'fjuiz/ ve. F4k; W~ IR[FH
occur /a'k3:/ vi. Kt inconvenience /,inkan 'vi:nians/ n. 5 1&

automate /'o:temert/ vt. i A#Ehfk

Notes
1 [\ 8w eh iRl 55 R ik B A o 1) S5 40 22 4k
PR g BB UFeR G L Bl eh, AR EIRR, SR, EUIEECRAERRR, ke LT
BB TGN, H IR, R INSOERE, AR RILER B FgE %5, Pk E X T, iR
TG IEAERE S, IR G R 2 B o
2 apologize to sb. for sth./ make an apology to sb. for sth. ;%25 m K A\ 18 ik

e.g. We made an apology to our customers for the poor quality of computers.

PR R E, RAIE R % EK,

3 On going into the matter, we found ... 223t P2, FRATRIL -+
4416 going 1 il on AR E, ER)FHAERIE, /viA on & immediately after FYREREL, «eeee- ZJE
%_l:ﬁ ......

e.g. On opening the case, we found it contained completely different articles.
—FTIHIF, BATRIER R AR,
gointo 2 ; fFAHi#

4 ..because the goods were intended for your special sale. ++++- PR At 655 At 5 B S8
be intended for e (HI) % (FT5) Heoeeooe i

e.g. Our dictionary is intended for managers.
BATH TR AT B L BT Y
intend to do sth. 8% intend doing sth. 3T Z 5
5 Credit Note and Debit Note H¥ i BN OB, Y G% X0 18 Ja0 A0 8 35 18 20

Activities

I Vocabulary review

1 Choose the suitable English terms or expressions in a letter of apology from different
columns and match them with expressions in Chinese.

A B
Commodity; Order No. ; not up to the standard stipulated in the contract;
Quality; take some measures; not perfect;
look into; mode of delivery; TS Brand Dust Catcher;
returning charges; test; replace the unsold balance of 800 ;
Order No.318; by air freight; a broken machine;

carriage forward;
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A B
Chinese English Chinese English

i1 8 TS B

iTE s % 318 i

. Ao L R
Fiife

e B T AL

Wit T
% \J 800

UL i ﬁf%?gmm

St TR 2 iz

B9 S BB

2 Translate the English into Chinese and the Chinese into English.

(1) If you can't effect delivery within the stipulated time, we will have to lodge a claim against you for the loss.

(2) This consignment is not up to the standard stipulated in the contract,we are now making a claim against you for
USD5 000.

(3) The damage to the electric fans occurred in transit,so you should make a claimon the insurance company.

(4) We are prepared to make you a reasonable compensation, but not the amount you claimed.

(5) nfe /AL BEX A E AR Ak R TR

(6) FATTEE 25 & A BB M BELHLIN IR T5 R

(7) BADA R ALS R 2 800 3ETT,
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(8) RT3 Wi i 17 Mk iz 23 W) T A A 275 W

3 Complete a letter of apology.

(1) Translate the expressions in the box into Chinese:

apologies as a result of unusual order occur
missent goods new deliveries return at a reduced price USD 1.20
look into

(2) Fillin the blanks with the above words and expressions. Change the form where necessary.
Dear Sir,

It is regrettable to learn from your letter of Oct. 10 that 200 dozen of men’s shirts are not the goods in the sizes
you 1 .

On2 the matter, we found that the mistake 3 in the packing 4 a confusion of mod-
el numbers during an 5 busy season. However, we will send you 6 of 200 dozen men’s shirts
in the correct sizes within 10 days to replace the 7 and would ask you to hold the goods for sale as seconds
8 . Alternatively, you may 9 them to us within 20 days with freight collect.

Finally we would like to say that it is an exceptional mistake .

Please accept our sincere 10 for the trouble it has caused you.

Yours faithfully,

II  Writing practice

Draft a reply to the complaint made by a company with the information in I-1 and
below.

Background: —MOEFEREBFBRIF TS HMALB[REE, TS FEAKIRIFTES, LBPLEXWMES
BERTRE,

XX s
TFeE 6 A1 B RKRFKRE, ST ITFE 318 ST T TS MR AV BT EIRE, KSR
RIRR . I IERIEMIIBRRRLETET 800 R85, LAZBERLEER 800 &,
FREABETFTRTIRE

i
Eﬂl
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33 Apologizing for the Complaint
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)

Replying to Ill-founded Complaint

Y
=

Edward Horner, Sales Manager of Wallace Stores,writes to Miss Jane Stott, complaining that the quality of the
woolen sweaters he has received is inferior to that of the sample. After investigation, Miss Jane Stott finds Mr.

Horner’s complaint ill-founded. She then expresses her views on this problem.
Sept. 9, 2021
Dear Mr. Horner
We are very regretful to learn that you are not satisfied with the goods shipped under your order No. BH-432.

We have closely compared the sample you returned with our reference sample and we can not find any difference be-
tween them. This has been confirmed by our Bureau of Commodity Inspection and Quarantine that both of the qualities
are identical. We would like to remind you that we forwarded you a shipping sample prior to the shipment, and have not
heard any objection from you till deadline (both of us agree on Jul. 4). We , of course , believe it to be in good order.

In view of the above, we can not help feeling that you are complaining with the sole aim of obtaining from us. If so, we
are afraid further business between both of us will no longer be financially worthwhile.

We apologize for having to write you in this way, but hope you will understand that we can not accept your complaint
without prejudice to our defenses.

Yours sincerely

Jare Stott
Sales Manager

New words
ill-founded /1I'fasndid/ adj. ToBEMY, B5AHE forwarding agent &#i ¥, BHifT
JHE prior /' prais/ adj. fER{H, JESEHY
satisfy /'seetisfar/ ve. fdiifi & objection /ab'd3ek[n/ n. R}
compare /kem'pea/ vi. lLEE, XTI bureau /'bjserew/ n. Jaj, W, &b
forward /'forwad/ vt. K%, HEEWE inspection /in'spek[n/ n. #&4%, KA
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quarantine /'kwbrenti:n/ n. ¥ sole /sovl/ adj. HARHY, ME—H)
identical /a1'dentikl/ adj. [il—#y, SE&HRIM prejudice /'predzudis/ n. 1%, AF, I
view vju:/ n B, HIE, WA defense /d1'fens/ n. R, fR¥7, HEPH

Notes

0] 52 TEBE Bk o Ik 55 R B A eR ) S5 40 22
TCER ) B eA I 5 R AR B T P s B A [R] o TR R TR, IRZIR PR RV L, TR
Hg, SRR AERER, WFKRV AN, 62 R A R R BRI A RHLE, T
HAETCH: /2 % P BRI S R an it
(D) A BTFL BT [BIRER NS, HRTRIRE.
e.g.We regret very much to receive your complaint that the material shipped to you was not of the quality
expected.
(2) 85 Ry B A R B X 7 el e Z AT B, DR I
e.g.We regret we can not entertain your complaint.
be satisfied with sb. /sth. %} 3t A 8l 5L 23R 2=
e.g.We are satisfied with the result of the experiment.
FATDuF AR A R
We closely compared the sample you returned with our reference sample.
FATHCHRT7 18 [0 A it [/ 377 S5 FE AT A ER AR
you returned fE4) FHRAEE B MR, &1 the sample,
compare ...with ... fLeeee+ Flleeeeee PATELER
pI‘iOI‘ to E ...... uﬁﬁ
to EAvidl, JEER44 i,
e.g.It happened prior to my arrival.
KR HEALK B R Z Al
in good order 1% % B &
without prejudice to our defense 445153 AT F 25

Activities

Vocabulary review

Read the useful expressions in a reply to an ill-founded complaint and translate the
English ones into Chinese and the Chinese ones into English.

(1) Weare very regretful to leam that you are not satisfied with LH Brand \WWomen’s Blouses.

(2) IR BRI BT APREIT RS0 432 S5,

(3) We have compared the gloves you returned with our shipping sample.
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(4) FJ5 LB T 5107 B Il YRR i Je B % HE

(5) Our Customs has confirmed that both of the qualities are identical.

(6) FJy % CLIE L P 5T B A ANl

(7) We can not help feeling that you are complaining with an aim of obtaining a discount.

(8) I AN A BT VR HE BT H Y,

(9) We hope you will understand that we can’t accept this term.

(10) A ERITRERRE, FIT AREHRZIRTT IBLVR

(11) In view of the long business relations between us, we would like to solve this problem amicably.

(12) £ TRIMMKE R FR, BAVEE I RIX KRG,

Choose the expressions in Column A that best match the expressions in Column B.

A
(1) The quality of this consignment is far frombeing

satisfactory.

(2) Such a complaint, as is without foundation, can not be
accepted.

(3) Such deviation between the products and the sample is
normal and permissible.

(4) We honestly believe that a single customer’s

unhappiness with our product is not conclusive.

(5) The goods are not unusable, but we suggest that you
make us a reduction of 10 % in the price.

(6) We have been supplying the same material for some
time and have had no complaints about it so far.

(7) We can assure you that you will not have any more
complaints to make about our future deliveries.

(

)

—

B

BABRAE, 1RT5 % LUG R 62
AeHAHRE,

ZAL B BRI AR NI

Bl e gt R A — Bt

BT, 245 ARKEIRR.

"I ARAG M, HEIY
YRI5 By 10%,

BITINA, — AR PXEAIN
PR AN A R UM 25

TP i RO it 2 1] B 22 S 2
FEIEH; ) SLVFE B Z Y.

K—BfFBOAfidE, AREZHL



3 Put the following letter into Chinese.

Dear Sir

We have received a number of complaints from our customers about your serge. The serge are clearly not in
accordance with the sample you left us.

The serge complained about are part of the batch of 200 pieces of 50 yards supplied to our No.BH-857 of Nov.
4. We have ourselves examined some of the serge complained about and there is little doubt that some of them are
shrinkable and others not color fast.

The complaints received relate only to the serge from the batch referred to. Serge supplied before these have
always been satisfactory. We are therefore writing to ask you to accept return of the unsold balance of the batch referred

to, amounting to 70 pieces in all, and to replace them by serge of the same quality as the sample.

Yours faithfully

I Writing practice

Draft an E-mail of complaint to TA Trading Company.

Background: £2RB BT HN TARBTHMBRT 30 L KFK, XTI RBEBB T —HERIFRNFSE
5 434 F=,

XX Je s

FH: H5H 876 SITHTHY 30 st K7k

KBS AANZRIEIE D FRIRITIRAE, IERLATTYRES 434 TR, 2 HRERAK/ERLRBTE
BRARHEHAY, BEALTHAT, RITAZRLIEFDHEITREOWRIE, BRSSPI EREEY
Rixo MR TS (2021) 362 ahie 3Rty o

2 F 8 KT,

Supplement

R garlic

LA Tr4y (I54RFWTT4y) the captioned goods
EAeeeeee AWPE on the basis of

1 I5 IR/ survey report
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(85) Rejecting the Claim

Glen Turner, an English importer writes to Li Wei, explaining that his 50 cartons of woolen carpets were soiled

due to improper packing. He asks for a 15 % allowance on the invoice value. The claim is rejected.

Smith & Sons Co., Ltd.

21 Blackett Street, Manchester MC1 3PQ, England
Tel: 004471-455-1932  Fax: 004471-432-1945
E-mail: smith@hotmail.com

Wongsheng & Co.

Rm 509-511 Tongle Bldg

Shennan Rd., Shenzhen(518044), China
Oct. 25, 2021

Dear Mr.Glen Turner,

We regret to learn from your letter of Oct. 18 that 20 cartons of carpets shipped under your Order No. KL-457 were
found soiled and we are required to grant you a 15 % allowance on the invoice value of the order.

We took your case seriously and have looked into the matter in detail. The packing department of our company informed
us that the carpets were properly packed first in waterproof paper and then in double thickness of canvas as stipulated in
the contract. Furthermore, the clean B/L covering the goods indicates that they were received for shipment in an appar-
ent good condition. Therefore, we are certain that the damage must have occurred through careless handling in transit.
In the circumstances, we are afraid that we can not accept your request and we would advise you to claim on the ship-

ping company who should bear the responsibility.

At any rate, we thank you for bringing this to our attention and if you feel it necessary we shall be pleased to take the

case up on your behalf with the shipping company concerned.

Yours sincerely,

0 /f/@/'
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New Words

reject /ri'dzekt/ ve. fE4s, AR waterproof /'wa:tepru:f/ adj. ik
carpet /'ka:pit/ n. ML, B canvas /'keenves/ n. NAf

soil /spil/ vt. FFME, ZENE transit /'treenzit/ n. &K

improper /im 'propa/ adj. &4, AAEN in transit {£3& $i ik

allowance /a'lapnans/ n. Pk responsible /r1'spbnsabl/ adj. A T ER
grant /gra:nt/ vt. [A]ZE, #ET responsibility /r1, sppnsa'bilati/ n. TE

seriously /'stariasli/ adv. iNELH

Notes

—R L, FLHBTTHA FTRER R TT, RIGEEAHLITIRE
(1) FFEA5, ARG RRE, BUEE75 kBT A 5 AR T hE b .
(2) EIFEATIR, B A R AR A FEPER B, B, 0%, e, BRI AR
A, (5 ERLE & 06 IR
() MTRITHAFRZRANG, SEEFT BN AR,
AL, RIEW AT RER M A AR, RIGEHEEER YR, nttAREg, Sty
DREMEH AL D St fE s R b s 5T, BRI S B LD s TR N ST S Bt
B, WAREEIL. BN, KB, B3,
A — Pl PRI R . % T PR B Py AL 7 B A A S 15106 T DA ) R B 2 R R I
.44 2R 0% R I 55 REL s B A v ) 5 ) 22
FPRIMRBENTHEE AR, FE R, R, IR, BRI, SRR,
PRI IR A S R, ARELEXT T B VRT7 N AR SR R TCBR R, AR 7 SR T SN B )R T
Ry R, N B AR SL 3o 75 B2 2 R T5 13,
due to HT
to ST, SR A A,
...grant you a 15% allowance on the invoice value of the order.
FEIT B R S B EE VRATT 15% Hy T,
We took your case seriously and have looked into the matter in detail.
BIFANRFEIE TIRITHIEOL, JFEM T e,
take sth. seriously A B X f7 K5
look into sth. & 5
contract n. £
sign a contract 21T & [F]
cancel a contract HU{H & Al
carry out a contract JE 174 [F]
break a contract i % & 6]
clean B/L {EiEiRH
I TSR B TR T2 B R TE Wk B 75 B 2 32 3¢ i B B 0 A A Al K 1 ]
We would advise you to claim on the shipping company who should bear the responsibility.

TITWRTT s A wl R/, MrIRZ .
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bear the responsibility... §1 5%

be responsible for ... ¥feee o1 T

e.g. The weather is responsible for the delay.

HTRAKFZATM T,

We must hold you responsible for all the consequences.

— ) e R IR TT 5t

claim on sb. Ja] 3t A\ &Ik

claim sth. from sb. [in) 3£ N\ &%
9 ...the damage must have occurred through careless handling in transit.

—5E S AEIE Hin & oML RS 1 B A,

must have + i %5017, FoRrbd LEHFLABW, must FoRHfE, RAHTHEMT,
10 take the case up with the shipping company ¥ .23 3¢ i@k 2 Al &b B
11 on one’s behalf /on behalf of sb. fAFKH: A

Activities

I Vocabulary review

1 Choose the suitable expression for each blank.

(1) The goods under Contract No.23 left here )

A. inagood condition B. in good conditions
C. in good condition D. in the good condition
(2) The shipment should be made _____ Aug. 9.
A. no late than B. not later than C. nolater to D. not late to

(3) The goods shipped already if your L/C had arrived by the end of November.
A. would be B. must have been
C. had been D. would have been

(4) We find the quality of your shipment is not in conformity with the specification

(BEA% ).
A. agreed B. isagreed C. agreeing D. toagree
(5) We are sorry for the short delivery by 10 tons. This____you some difficulty in meeting orders of your clients.
A.  must cause B. must have caused
C. will be caused D. has caused

(6) Your claim on the shortage of weight to 3 980 kgs in all.

A. account B. accounts C. amounts D. amounting
(7) We very much regret that we can not accept your claim on the washing machines from the batch _____ you
complain.
A. which B. atwhich C. about which D. on which
(8) Letters of complaint should be written with care ______to harm( {455 ) future business relations.
A. in not order B. inorder
C. inorder not D. notin order
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Complete the following sentences.

6 000 X R B IRF JA4& L IRITH o

(1) Our company packed the goods (#%&
Rl L FIAUZ LA ).

(2) The damage was (HTFIBARILFEAY ).

(3) You should ( MIBATIZR S ) for the recovery of the loss.

(4) We would like to (R A A R 2 7).

(5) When the goods left Hong Kong, they were in perfect condition; (B

ZRWITE PR BA) can prove it.

(6) Thus the damage must have taken place (fEsEd).

(7) We shall be appreciated if you ( RAHLERI: ).

(8) Upon examination we find (BT AR RERFEIET ).

Read the information below and decide what the writer wants to do in each case.

(1) We have examined the water-tank (7K 4fi) and quite agree  He wants to tell his customer...
that it contains a small flaw (¥ Jjt ). From the label, however,  a. he will accept his complaint
it is clear that the water-tank was one of a batch offered  b. he will reject his complaint
as “seconds” in our recent sale. Because of the flaw you  ¢. he will take the water-tank back
referred to, the price was considerably reduced.

(2) We have already written to you twice reminding you of ~ The customer wants his supplier know...
the importance of prompt delivery, but you have failed to  a. he has no choice but to cancel the order
make delivery on time. We need the goods for exhibition.  b. he needs the goods urgently
Now it is too late. ¢. he will buy some other goods

(3) The carpets you supplied were delivered by the railway  The customer wants to...
company. When we took off the wrapping (fiL%%) , we a. return the carpets
were surprised to find that they were soiled and frayed (#  b. get a discount
i) at the edge. Now the carpets are usable, but we cannot  ¢. lodge a claim against the supplier
offer them for sale at the normal price.

(4) You ask for permission to return Shenzhen Brand Alarm  The supplier ...

Clocks. | must tell you this kind of clock has been a very  a. agreed to let his customer return the clocks
successful product for us, and our other retail customers have  b. offered his customer an allowance
reported highly satisfactory experience with these excellent ~ c. wanted to deny his customer’s request
clocks.
I Writing practice
Draft an E-mail of settling a claim
Background: HFZ4EHK 5 T L/NE, B LERE, RIFPARIFAR, KRIEBZEE,

Kino S 4
K TREIFRGH S5 5ER 5 ol s/ N E R B RIFIEF B, ST FHRISIRERIKRE,
ZEEE, AAZXRBFTFHRIHARKXLRNRBREANEY, —ZKIIWRFEARZP, RTFERAXRTR



B PRD AR

Supplements:
ZIL/\E. small red beans
M KE negligence
JJABE P agreement
AXE®TST payment by check

LR EZIRITEIM S~ account with the Bank of England
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ELECTRONIC BUSINESS
COMMUNICATIONS

HL - )5 Uk S5 il E

'Pre-study

A  Terms to Learn

1 communication
W

2 telex
g

3 business fax
BStER

4 E-mail
FE, R A

5 electronic data
interchange (EDI)
R, i 22 #

B Think and Discuss

174

EEFERBOHORBRASZEBEWHIFT LT R, @ THRRIRE
R:, AMHBRREEDTFESMFABATETABEL YA, XRTEL.
FEFReY# S, FHeHBE T RANT LRI AR,

“telex” = “telegraph exchange » =t “teleprinter exchange”
BMES, EAMMASCRBITIRECIR, BFHRINORERBTE
EAwIA, wtrE 20 e 90 FR AL EPRR S b a1 A
BYRTE T B, EPREWZ T, —FHEMA/EE, —FHE2EL
LA e

“fax” = “facsimile” wms, HARAN AR AT SKXEGE
R, EPAEFFEMHTERE B~ NeymTE S, HRAWIESITTH

TEFeEtEX)Ea, TEITHE.

“E-mail” & “electronic mail” #v4Es, = F-wBH 25 A LB
= (nternet) TR XA EBRXHFFEEFEXATETLIS it
AERMTES K, MEUIFENO TR ARENE R, E-mail 24
AEERBRAEB > EEZGBE S S, ESTERBSRILTFREA
SUK A Z a5 Ko

B - 30 PF 3R 5 R T )8l LAKR SR A 2 BE 1T 6 N1 IR AR - SR AL
HESTERTEN, — THFRIBRNBRFEFFACESHSERL, AR
CEETHEHBHARTELAILEBBFBXTEL,

1 Why do partners communicate with each other by E-means in
international business?
2 How do partners communicate with each other ?



1

11

Useful Sentences

We understand that you are interested in our raw materials. We are offering
you , by our fax of Mar.3 , at the price of USD500 per ton CIF.
ARZBARTT R TTIERRHEN R, 5T 3 H 3 HEERMMI T 4
i 500 3¢ ¢ CIF,

We have pleasure in advising you that we are well placed to supply silk
goods which have already met with a warm reception abroad .

WBt AT, AR S X ) 22 2 BT A P B

As requested , we are offering you the following subject to our final

confirmation.

AR, BRI T 621 5107 ik, DAFRTT e Ja il A i
We will fax you an offer as soon as there is stock available.
—ABGEAT i, BT Rl R R

We regret that we have not received your E-mail of 26th.

s hE, By BUEIUR 26 H IRl

Since you are interested in our products, please feel free to visit the web

site for your selection.

BESR S0 FRATTHY 7™ i S8R, 5518 3 1Rl i% W Bk A 4%

Your request has been noted, thanks! Quotation will be sent upon your advice.
BAICEZREMZ R, B, —2m, ATV,

If you are ready to bear the 50% freight, then we can send you money by T/T.
PRI SRR 50% iz B, FAIshm IRALIC BTk,

The consignment by sea takes 50 to 60 days and we can not block
money for 60 days.

U A B EAE 50 2] 60 K, HATAREILBT B4 LT 60 K.

10 Please feel free to call us or write to us again or communicate with us

by any other means.
MR FFAT LI B 5 A5 25 A T LR AT A ey 75 205 AT TG &
For further information or more details, E-mail Logman at logman

@263 .net.

P S 0 SR PRI T UL, WAL TP (logman@263.
net) 5 Logman Bt %,

12 If you are interested in our products, please contact Logman via E-mail

(logman@?263.net).

0 B 5 ) P R R, i i R R (logman@263.net) 5
Logman Bt %,

/ro:/ adj. RN
[feeks/n. fEH.

/so 'plai/ vt. [
/ri'sepfn/n. #%

/. konfa'mer[n/n. Bk

/stok/ n. fF5%

means /mi:nz/n. %,

FB

/"'kont sekt/ vt. Bk &
/'vaia/ prep. it
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A Deal in Men’s Shirts (Part one)

A transaction in Men’s Shirts is concluded through E-mail and fax exchange between the Chinese seller and

the foreign buyer. The correspondence is listed below for study:

Incoming E-mail

We learn your name and E-mail address from Business Weekly and that you are an exporter of Men’s Shirts. As
the article falls within the scope of our business activities, we would like very much to establish direct business

relations with you. Please send us your latest catalogues and price lists.

Outgoing E-mail

Thanks for your E-mail of today and we are glad to enter into business relations with you. We’ll send you our

catalogues soon and expect your orders.

Incoming E-mail

Your catalogues and price lists have been received. We are interested in Art No.A15 and A18. Please make us
an offer for 1 000 dozen of the goods respectively on CIF Hamburg/Copenhagen basis for shipment in April.
Payment is to be made by D/P at sight.

Outgoing fax

YOUR THIRD E-MAIL HAS BEEN RECEIVED. WITH PLEASURE NOW WE ARE GLAD TO
MAKE YOU AN OFFER FOR 1 000 DOZ OF ART NO. A15 AT THE PRICE OF $100.00 PER DOZ CIF
HAMBURG TO BE PACKED IN BOXES OF ONE PIECE EACH, FOR SHIPMENT DURING MAY.
PAYMENT SHOULD BE MADE BY IRREVOCABLE LETTER OF CREDIT AVAILABLE BY DRAFT AT
SIGHT. AS TO ART NO.A18, WE REGRET TO SAY THAT THEY ARE OUT OF STOCK FOR THE TIME
BEING. WE WILL LET YOU KNOW WHEN THE GOODS ARE AVAILABLE. AS THE GOODS SELL
WELL IN THE WORLD MARKET, PLS PLACE YOUR ORDERS WITH US ASAP.

Incoming fax

YOUR 4TH FAX HAS BEEN RECEIVED WITH THANKS. WE VERY MUCH REGRET TO FIND THAT
YOUR PRICE IS ON THE HIGH SIDE. PLEASE REDUCE BY 5% OR ALLOW US A FIVE PERCENT
DISCOUNT. SHIPMENT SHOULD NOT BE LATER THAN THE END OF APRIL SO THAT WE MAY
CATCH THE SELLING SEASON. WITH BEST REGARDS.
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New Words

on the high side ( #i#% ) PLS=please
scope /skaup/ n. JuH ASAP=as soon as possible
Notes

T, PR SIEN D AR D TBTZESPA BB, Bk —EEREGES, MEITE
[, STl ie EL L BR Rk, ks &, W, M. &/, BZERTHEHR
ZH MR EM, UBOERAE Y., MTHER AN, Wi, 3250504 Rhiiz

K3,

e 5l —E, Aifesk, R, 0T (RESMEFR), ARPIERHZRETH, H
AR LM BTGB RS 8, (T H G b B i S IE & A Ml 3 fF . A4 55 E-mail S54RI

RTRMENESWAENZ RIS F, DU BT i )8 1 B SR

ARG E P IBL T — g5, 4 PLS, ASAP, EARLVIFI# AL (telex) w8 TR,

T ErTE Y, s ATER ., Bilin.
(1) FAELTE AN TRl ke b 7 B
FYI=for your information ASAP=as soon as possible
(2) B in] i o e Bk
RD=road YD=yard
(3) PR 88 BAT iZ 1 R AE 10 55
DOC=document INV=invoice
(4) mg 2% i e T & 7 B
TKS=thanks ABV=above
(5 1 T, MT f&% ment
SHPT=shipment =~ PAYMT=payment
(6) 1 G fR% ing
SHPG=shipping =~ PCKG=packing
(7) H D ft% ed
SHPD=shipped RCVD=received
(8) Fl TN,SN ft% tion, sion
CFMTN=confirmation DSCSN=discussion
(9) F AR SORPRIT- S e 2 PR D A F
CHINA TRANS=China National Foreign Trade Transportation Corporation
SINOCHEM=China National Chemical Import & Export Corporation
fall within the scope of=lie within the scope of J&ET (FA DIk 5%) TEH
catch the season=catch the selling season |+ 448 - Z=

Please effect shipment by the end of October to catch the Christmas selling season.

THAE 10 H RT3 i LB MR H LT,
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I Vocabulary review

Activities

1 Read the following English sentences in capital letters and mark the number of Chinese
translation in the central block.

(a)

OUR FAX RECEIVES NO REPLY.
GOODS ARE READY BUT L/C
UNRECEIVED TO DATE.

(b)

WE CAN NOT SHARE LOSS
BUT AGREE TO SUPPLY 30MT
BREAST MEAT AT EUR 7 400 PER
MT.

(c)

AS BUSINESS IS CLOSED ON
FOB BASIS PLEASE INSURE
WITHOUT DELAY.

(d)

PLS ACCEPT OUR APOLOGIES
FOR OUR DELAYED REPLY.
WE HAVE CONTACTED OUR
CUSTOMERS IN AUSTRALIA
AND WE WILL HAVE THEIR
INSTRUCTIONS SHORTLY.

(1) HF & FOB A= il s #E 1 .
(2) FTHBRAERIEESR, HEE
%, (HIEA R RS HHE,
(3) % 3656 SHIEMMING., % 567
S5 HE T 2 000 2 Wi 21 /]
YRR, 20 H 15 45 30
rurEshE, T H 18 H#RR

&, TE MO R 2k,

(4) FREZ W5 30 RAY 3k &1
H BN EERERE N,
(5) 0 32 S T AL, i
& CIFC3 248 2 i B,

(6) & BCIE A Pt 45 T 58 21.5 3£
Jt, MmHEET % 2.153%5¢, H
W AR B A R,

(7) BEA#K. 5BRKHERF
PR, RS E RN

=,

(8) TAIAGE AL, HFEZEL
BRI 7 400 KR IT 1) k% B2 48k
30 7 WA g fi 1

(e)

REFERRING TO S/C 3656
L/C 567 2 000 MT SMALL
RED BEANS HAVE BEEN
SHIPPED S/S SWAN
LEAVING CHINA 15 . 30
20TH ARRIVING YOUR PORT
18TH NEXT MONTH PLS
MAKE ARRANGEMENTS
ACCORDINGLY.

®
INTERESTED IN ART NO.32 FOR

DELIVERY IN THE SECOND
QUARTER PLEASE QUOTE YOUR
BEST PRICE ON CIFC3 TORONTO
BASIS.

(2
WE HOPE YOU CAN GIVE

PAYMENT TERMS 30 DAYS
AFTER SIGHT AND PORT OF
DESTINATION IS EAST COAST
USA.

(h)

PLEASE AMEND YOUR L/C
TO READ UNIT PRICE USD
21.5/KG INSTEAD OF 2.15.
DESTINATION LONDON
RATHER THAN KOBE.

2 Read the following abbreviated words, write out their original ones.

TTL
MKT
VOL
FYI
VSL
PLS
NOV
CAAC
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ASAP
KG
A/C
QLTY
RD
CCPIT
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11

Read the following fax sent in capital letters.

DEARSIRS

THANK YOU VERY MUCH FOR YOUR FAX OF JAN. 8, 2021 AND ARE GLAD TO SEND YOU OUR BEST QUOTATION
FORTHE ARTICLES YOU MENTIONED AS FOLLOWS:

ART NO. 2019 USD4.20 PER YARD CIF VANCOUVER MAY SHIPMENT PAYMENT BY IRREVOCABLE LETTER OF CREDIT
AVAILABLE BY DRAFT AT SIGHT.

UNDER SEPARATE COVER WE SEND YOU TWO COPIES OF CATALOGUES. WE CAN SUPPLY ALL THE GOODS FROM
STOCK. IF YOU HAVE OTHERREQUIREMENTS, PLEASE DO NOT HESITATE TO LET US KNOW, WHICH WILL RECEIVE OUR BEST
AND PROMPT ATTENTION.

YOURS FAITHFULLY

Writing practice

Translate the following sentences into English.

1 APFEBERLREFTTIESMIMIL, SEHRARREZHAFWLS AR, HAERIFEORLBRTE5H
B 5,

2 BRENKBFZTILTBH, KIAALLEFTTIRZLLSHXR, SHFWRMSI=HEFE, w5 F
B /A 1V11T Lo

3 I3 123 49 124 S FrAAMM. 53R CIFC3 a1 7F (Dubai) BRIRHr, IRBHARBRFEREZM. TTRHFH
FaiT g 5 000 ol S LA L AE 25 Hh FTrdn,

4 BRI S BTEIRL, RENIRBAT: 2L)E 3 000, #Fuk 4 800 k5T CIFC3 #7, 11 AAK
ATRTT, BP#A L /C XTd,

5 WKEFJTRF 16 BRI, HVIARBFRIGHIRS IR TRET, IKREFER. HAH S5%ATEAR,
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@ A Deal in Men’s Shirts (Part Two)

Outgoing fax

Referring to your sixth fax we are glad to inform you that your counter-offer is acceptable. All the terms are repeated
as below:

Commaodity: Men’s Shits Art. No.A15

Quantity: 1000 dozen

Price: USD95.00 per dozen CIF Hamburg

Packing: In boxes, each containing 1 piece, 40 boxes to the carton

Shipment:  Before the end of April

Payment: By irrevocable L/C payable by draft at sight, which should reach us before Feb. 28
Our S/C is attached for your signature.

Best regards.

Incoming fax

We are glad to have come to terms with you on the 1 000 dozen of Men’s Shirts. We would like to advise that all the

cartons should be clearly marked as follows :

<B>

S/C number In this way, our goods will be readily identifiable
bale number By the A - B in diamond
port of destination Your cooperation in this matter will be appreciated

Incoming E-mail
Following our fax of yesterday, we are pleased to inform you that an irrevocable
L/C No.11/333 dated Feb. 1, 2021 amounting to USD95 000 for the 1 000 dozen of

Men’s Shirts will be established in your kind favor.

Here is the L/C application for your kind information and necessary action.
Outgoing E-mail

Your L/C Application has come to hand. On checking your L/C against our S/C we find that consular invoice is
required, which must be canceled, as there is no consulate in our city.
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Outgoing E-mail

We are now glad to inform you that the shirts you ordered have been shipped on board S.S. “Peace” sailing for your
port tomorrow and is due to arrive at Hamburg on or about May 20. We look forward to hearing from you that you are
pleased with them.

New Words

come to hand W% bale /berl/ n. B¢,
consular /'konsjale/ adj. g1 destination /, dest1' nexfn/ n. H i
consulate /'kpnsjelot/ n. fHEF1E on board ELEE ML
identifiable /a1, denti' farabl/ adj. ®] iR readily / 'red1li/ adv. 2% Sl
attach /o 'teet[/ v. fffm, W5k diamond /'datemand/ n. Z=, Hifi
draft /dreeft/ n. Bifg, HZ% mark /ma:k/ n. bric, Bk
Notes
e, XT3 T R 2838 B & R 1 H acceptable, accepted, have accepted, confirmed, have
confirmed Z 74, BIEAKAZ S,
Packing : in box, each containing 1 piece, 40 boxes to the carton
. MERK, BEK 1M, 40 & 408
each containing 1 piece thn] LLiX FEZih 1 piece each
W E A =FARE, 2R B bR (shipping mark), #R/RPEFRE (indicative mark), %5 PR G
(warning mark), zfkRal B RLREIZR, C7 (A, 7 (B5. aRS8ERIES)
i3]
N B A TR A 1n circle
@ EJ B A AB 7 AB in square
=B ABC F ABC in triangle
<S> A SL 7k SL in diamond
ABC ABC Ttk ABC is underlined
MEHRH A. B. A. B. inrectangle
HLJ 1315 / 255515 #5EEf#i\ B9 S Tinkisk, H with S/C number underlined below,
LONDON TAHEWE, BN destination and bale number below again
1-120

181



Pt WHISMLA TR R YEAR G A

THIS SIDE UP! &) 5 & ! USE NO HOOK! 7% !
HANDLE WITH CARE! /DM | FRAGILE  B®sh

FLAMMABLE 5% 5, KEEP FLAT! 45k !

DO NOT CRUSH! ¥ )% ! KEEP IN DARK PLACE! &AL £ !

KEEP OUT OF THE DIRECT SUN! ¥ % BHt B 5 !

4 A (82R), FJ5al LB RE s B tem 3277, L BARWEHEARITIHE, UkH)s
Ei‘i’_[EO

5 ORI AUBE SO N BRI RO R SR IR S, AR ABL. it SRR TE . G
2R IR S B —E B

6 shipped on board LU, FEE RS Szttt , onboard FHAREE, KUY LIE L TBRITH,
on board B/L EL3E MR B

Activities

.

Vocabulary review

[

Read the following fax.

FACSIMILE MESSAGE
TO: LIAO WEIPING

THIRD GARMENT DEPT.

HEILONGJIANG TEXTILES IMP & EXP CORP
FROM: KADER

ADMIN/FINANCE MANAGER

SUBJECT: YOURFAX REF NO. 0272213

DEARSIR

THANK YOU FOR YOUR FAX OF JUL. 8, 2021. | AM REALLY SORRY FOR MY DELAY IN FAXING YOU BECAUSE | WAS IN
ANOTHER CITY.

WE WOULD KEENLY LIKE TO PLACE A TRIAL ORDER WITH YOUR COMPANY FOR LINEN FABRICS.

ART NO. PRC ON CIF VANCOUVER BASIS YARDS TOTAL

1001 USD3.20 PERYD 200 USD640.00

2008 USD2.90 PERYD 200 USD580.00
TOTAL usD1 220.00
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PLS DO UNDERSTAND THAT THIS WILL BE JUST THE BEGINNING OF OUR ORDERS WITH YOU. PLS CONFIRM THIS AND
WE WILL ARRANGE FOR IRREVOCABLE L/C IMMEDIATELY. IN THE MEANTIME WE WOULD LIKE TO THANK YOU FOR
ALL YOUR KIND HELP AND COOPERATION IN THIS MATTER.

LOOKING FORWARD TO HEARING FROM YOU SOON.

BEST REGARDS
P.T.ANDERSON

2 Read the following messages with the help of your dictionary.

(1) If you’d like more information on the U.S. Commercial Service,please visit our web site.

(2) We sell home electric appliance worldwide, including TV sets, refrigerators and DVD.They sell well in more than 40
countries and have won favorable reception from home and abroad for their unique design and reliable properties.
Catalogues are available free of charge.Our prices are competitive, plus a discount of 5% on large orders.We take VISA,
Master Card and other valid credit card.

For more information or you are interested, please E-mail logman@263.net.

(3) WE WELCOME MR.GREEN AND MR. KINO VISIT OUR FIRM ON OR ABOUT OCT. 1. PLEASE CONTACT OUR
COMMERCIAL COUNSELLOR IN YOUR CITY. KINDLY LET US KNOW FLIGHT NUMBER AND DATE OF ARRIVAL RGDS.

(4) YOUR NAME AND E-MAIL ADDRESS WERE GIVEN BY OSAKA CHAMBER OF COMMERCE AND INDUSTRY AS
PROSPECTIVE BUYERS OF CHINESE COLOR TV RECEIVERS PANDA BRAND.WE ARE GLAD TO ESTABLISH DIRECT
BUSINESS RELATIONS WITH YOU AS TVS ARE OUR LINE.

(5) NOW AS ORDERS ARE RUSHING IN FROM ABROAD, OUR STOCK IS RUNNING LOW AND MARKET IS BRISK, WE
SUGGEST YOUR SENDING ORDERS SOON.

I Writing practice

Put the following sentences into English.

1 TTWEZR “FF> # , HBRLRM, T 7 A 20 B EFIWAWRE,

2 FIREMAIETZTERIA LT IIREEM

3 35 2345 S5 ASESimat Habib Bank Limited UATRZFAZEAITFH, E&F2H 23 000 T,
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ELECTRONIC BUSINESS COMMUNICATIONS HBBFA5REZEE

4 HRE, B222 SR OWTIEKRE, ARXRTEAIREBILIPERITREFZITIFELS, KB BPHFIRX
TRF
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A  Terms to Learn

1 agency
B

2 agent
REEA

3 exclusive agent

IET AL YN

4 agency agreement
RREEEIL

5 modes of trade

R 575 K
B Think and Discuss

ZEEFERESP, RERE—FFRBINH, KEAKRREZFLARBIRSE
AT, REREFFRABITRRERE, RBEFRANDTTY, IKIRTTR
F, AEFARFAERFT—FSERS, KIBEABHWAZTFRANTETE
T BEFD, B BITEF, REBARREZTRARHAHEGHKIE
M B-3EF) , FICABEILXTTIRE, BPTAE,

TERF LA T ICF:
& 13 (general agency)

RRKIBRAEIIERILXEFFRAHDERNKKR, BRARKBRETIRAN
BIATRRERE, RIBETYWFASSEDIIN, WITANFT —LEIETH L
He)SES), ARIERDZKIE, FTZEREHTHE,

MR (exclusive / sole agency)

FHRHKEREFRAEITRMCEEZTTRYE—KIE, FRANLEIX
HEREFFRFTHRKEAN,

THETLIE (Commission agency)

TAEREBAR—MBIIE, FHFEM—RIEE., 8iEaZHRA,
BRI IE A o

AAREFRASHKEAZI GBI, R, F, RS EHITHIE
‘M\iﬁko

AARESTHEODEREZ QI ERB L REBOTTEIFTRRIE,
IR S 29 RS HTT R MIEFMINAFT AR D O EF T F B
BHFOY R E; BRI BB RBER, N5 ED AR L

AR T & & AP BFJEl, . HEE. A, HEFRFAMN
— 3R IS BP EAT Wik o

BRIKIEIN, RAELH., TE. RS, WERD. AR
2. BRFERBF X,

1 Whatis an agent?
2 What are the main terms included in an agency agreement?
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11

186

Useful Sentences

In view of your past efforts in pushing the sale of our products, we have
decided to accept your proposal and appoint you as our agent.
BT ORIGAEHE R BAD™ d BTG A55 00, AT P sE 552 IR 5 i
W, FREIRTT ABATHARER,
We have already been represented by Messrs Kino Company as our agent
in your territory.
BT EEEN, G AR EHEY 1 RITAREE,
We should like to know your plan for promoting the sales of our products,
the market consumption and the volume of business which you are able
to conclude monthly or quarterly.
FATVAR Y g s 75 R 7= i AR B TR 5 T 2 SLRARATT AN A
B R RE S B R EDIL AL,
Although we have full confidence in your sales ability, we suggest that at
this stage you do business with us on our usual trade terms .
BEARFATRR TG BB RE D W50, EIRATEI B AR T7 55 AT
Tl W AU
We are venturing to request you to appoint us as your agent in Canada for
your color TV receivers.
FATTE MR IR AE 7 AT THH 2 B2 2 RN & R AR U AREE
We have drawn up a agency agreement. Please go over the detailed terms and
conditions and advise us whether they meet with your approval.
EAIEERE B, R RASGK, HEMIRTT R R,
As we are now only at get-acquainted stage we think it rather premature
to take into consideration the matter of sole agency.
TRV THIACB B, FATA % e A ARPE — L AR
R
A 6% commission on invoice value against each shipment will be
remitted to Party B by Party A after receipt of the payment.
WeRbak)E, BT R b R E S 6 %Il Em LT .
Party B shall be responsible for the sending of reports every month to
Party A for their reference, setting forth local market conditions of the
said goods.
CJ57 H st ) OG5 64, BEWTI% e ah AR 24 M i S D ) 5 0L
U5 %,
After a careful review of our business relations, we have decided to
entrust you with the sole agency for our “Swan” Brand Wool Carpets
in the territory of Egypt.
el ¢ AT ED 5K R G, FA10E TR FE3R R BE A
Y FATH “REE” MBS K A,
We appreciate your suggestion that you sell our goods on an exclusive
basis, but first of all we should like to know the approximate quantity
you can sell in the coming year.
WHAOR 5 AR B T SR, HE BRI T R AE IR T Y
KRR,

/'teratri/ n. %

/kon'samp[n/ n. %%

/o 'bilati/ n. fig

/'vent[a/v. B K

/ gete 'kwentid/ adj. HIiHH
/'prematfo/ adj. A~ & B
w, S5, SR

/ri it/ v. Ik

/in"trast/v. RIE

/o 'proksimert/ adj. K2



Asking for Sole Agency

If the goods are popular or can meet with a favourable reception, the buyer may ask for sole agency to enlarge
their business. Today we receive a letter from a customer, who wish to be our sole agent for our electric

products in their district.

HUAMAO AGENCIES

IMPORTER, EXPORTER & DISTRIBUTION
625 Aljunied Road, Singapore 389836
Tel:65-743 8883 (5 lines) Fax:65-7468570 E-mail:huamao@mbox4. singnet.com.sq

Malaysia Subsidiary
10 Jalan Selers 1. Taman Bukit Indeb 58200 Kuala Lumpur.
Tel:60-3-7814777  Fax:60-3-7814875  E-mail:huamao@mbox4.singnet.com.sg
Date: May 2, 2021
Heilongjiang Heitu Trading Co., Ltd.
130 Changjiang Road
Harbin, China 150001

Dear Sirs,

We are writing to you with regard to acting as an agent for the sale of your electric appliances in our district. We specialize
in this line for decades and have wide business connections throughout the country. Malaysia is a vast and potential
market for Steam Electric irons, TV Receivers, Refrigerators, Electric Fans and Air Conditioners. We intend to break fresh

ground for you.

We have been working with Heilong Light Industrial Products Imp/ Exp Corp. for years and our relations have been

proved mutually satisfactory. You may refer to them for any information concerning our firm.

We are interested in entering into an exclusive agreement with you for the promotion of sales of your products in

Malaysia. Meanwhile we shall be pleased to hear from you at your earliest convenience.
Yours faithfully,

& Stnchaan
HUAMAO AGENCIES MALAYSIA SUBSIDIARY
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New Words

agent /'erdzant/ n. fUEE, fREEA electric /1'lektrik/ adj. HLI)

appliance /o 'plarons/ n. #¥lll, #3H decade /'dekerd/ n. T4F

exclusive /1k'sklu:siv/ adj. BhF iy potential /pa'tenfl/ adj. H#&IIH

refrigerator /r1'fridzererta/ n. HLUKH agreement /a'gri:mant/ n. Pl
Notes

1 BESRE RPN E R R 5 Bt A R IRBAZAF. FraeksH i X 55, R IRE, Bk
B, kxBTS, AR,

2 actas H2Y, AL, £H4 sales agent FH A selling agent 74/ {LPR
buying agent 3% M 4GHE advertising agent J 5 G
shipping agent / forwarding agent iz % {GFH insurance agent FR[&{CER

3 agency fil agent
agency —fR R REALE . AREBEAL, RIRBEFFEMSTHIPLK, AL agency LAY TAEAN BY, #EMY agent,
ik R REEA , EbindeE 85U (marketing agency) #9 TAE N Gk &5 B4 fCHE (marketing agent),
4  with regard to T
I am writing to you with regard to your advertisement published in China Daily on May 18, 2021.
ZRA BT A RGBT T7 2021 4R 5 A 18 HAEE H Al ETIE )& —5,
5 electric FHFRIRGERINFIHY
e.g. an electric fan H F3 an electric bell H142
an electric lamp HL%T an electric stove Hi 4
an electric motor HLEhAL
electrical &R 5 A SR HYBUE 52 HL AR 2 Y 5
e.g. electrical work 5 HL A &1 TAE an electrical engineer H, <, T F2!
electrical experiments Hi, < 5246 an electrical fault B2 [
6 break fresh ground JFR¥H K HE
7 specialize (specialise) in %[ 4%
8 referto P, 12K, KT, e JRAE eeevee, [fi]eeees 2 iH)
e.g. As to shipment, please refer to Clause 8 in Contract No.3850.
KTz, WEHAE 3850 SHEFE 8 3K,
We have referred your letter to the ABC Co.
FAEARRTT KGR H ABCATH],
Referring to Contract No.1234, we are glad to inform you that the I/L has been approved.
RFH 1234 S0, FATE0EMIRTT, ZHEOVFIEE R,
reference n. &%
Reference is made to our letter of inquiry dated Mar.16, we have received your Proforma Invoice No.HL124.
i K&FT7 3 H 16 Higlgeh, TS SR 5% HL124 S 0R .
9 enterinto kA, LRk, &iT
e.g. We would like to enter into business relations with you.
BAVEES B A nE IR H K &,
Through days discussions we have entered into the agreement.
I BORIRA], KT B T L,
10 exclusive / sole agency agreement il 52 ACBHE 11 exclusive agency gz fLH]
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11

exclusive distribution 2554 exclusive sales 54

exclusive sales agreement LSRN, MR LHIWIIL  exclusive offer MZK & 3

promotion n. fEHE, fRH. HEH

China Council for the Promotion of International Trade (CCPIT) h E E R S e T R4 (RFrThER
R2x) oL T 1952 48, RAEMEXIMNE 58S RN, H 3 TR TR & S B KA L KR Rk,
RHEXIMR 5, W HBRMETHARGIE:; AP ESMEREE SRS 58 RBORERHE .
P AING B AIFR [ b i R s JF IR, W55 FumiiiE . SRS T/E, kMo
HEL VR S E PR R A . RPN B SO G, $RAEE R E . Rk, URIAEALZE iR
FERUIR S o

Activities
Vocabulary review
Put the following into English.
T ARER AR5t
FRBR PR FERERT R
AN Iz IS5k &
H 24 LB by vl
HL AL 25 L

Fill in the blanks with the words given.

contracts  standard deliver receiving assistance identifiable

Dear Sirs,
RE: MARKING OF BALES FOR EXPORT

From time to time we experience the problem of not goods (bales) which belong to us, which problem is
caused by our dockworkers (% J; 1. A) sometimes reading the S/C number incorrectly, and the wrong
bale/s to us.

In this case, with your co-operation we should like to adopt a MARK for all goods, bought, and to be bought in

the future by us.

Would you therefore, please note that with immediate effort, all packages for our should be clearly marked as

follows:
ABC Co.

S/C number
bale number
PORT OF DESTINATION
In this way our goods will be readily
Your prompt in this matter will be appreciated.
With best regards, we remain
Yours faithfully,
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3 Complete the following sentences in English.

O ffifEd &L — BB 2 A R

(1) They state A .
@ MATRTEA 82 Rl 4 BB B 20T i

O HHan il s AR,

(2) We are interested in

@ AEBR LI = 3 M AR,

O BEAIRIGAEAMIRERT i35

(3) We specialize in this line and

@ RERBHMEHIRTT M,

O BAMEMRS R 505 1= A%

(4) We plan to expand business with you, as

@ FAVSEEZMPHIHR I MEFERE KRR,

O RITEFITRBAK,

(5) As per our records

@ PRITEEEEY

4 Read the following with the help of your dictionary.
Gentlemen:

As we will close our yearly Accounting Ledger Books at the end of the year, we request you to remit our entire pending
commission immediately, enabling us to close our Accounting Books.

The Exchange Control Authorities of Bangladesh Govt. has been pressing hard to submit our commission statement to
them immediately.

Therefore, we request you to send us your bank draft covering our entire pending commission by REGISTERED POST on
or before 25/6/2021.

Thanking you and awaiting your bank draft, we remain

Yours faithfully,

IT Writing practice

Background:

ARG LB EFRBZRER T RIESBAN, HIRHYRE. RSIAHDRITHEHYMBLEREBETT
RAEP R, TRABTEH AN R KA ESFH RGO ATIZAT R, EI VRS 15 R IK AR T F 2R B 29 55 B 48 A
ZERRKFLEHIRRHKIE, IRTTFRAEFTRITLH20SF TR EZROAT, WMITRRAMNEANFIZIEH T
P, FHLHMEBEDERNLILT REGEIFX R
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Supplement:
L EERERER
Eig vl ok

33 BS 48 AL
EEBL O
EEBERN

3 R 5 H F

International Photographic Exhibition in Shanghal

attractive design

Seagull camera

a leading importer

the local leading retailers

be beneficial to both of sides
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@ Declining the Request for Agency

On May 19, 2021 We received a letter from Kadar Enterprises, UK,which wishes to act as our exclusive
agent. We may decline their request if we do not have a long business relations with them or the business
volume between the two parties is not good enough.

Heilongjiang Heitu Trading Co. ,Ltd.

Add:130 ChangJiang Road Fax:0086-451-2627037
Harbin, China Tel:0086-451-2621564
E-mail:hthd@public.hr.hl.cn
Your ref:
Our ref: HHbc321

Date: May 19, 2021
Dear Sirs,

We thank you for your letter of May 19,2021, conveying your good intention to push sales of our dresses made of 100%

pure linen material and your interest in acting as sole representative for this line in the UK market.

After serious consideration, we decided not to commit ourselves at this stage. In our opinion, it would be better for us
to do some transactions first. We shall revert to the matter when the turnover between us in this line reaches or exceeds
50 000 pounds.

Please do not misinterpret the above remarks. A large number of transactions have been done between us in other lines

in the past decade. We think it advisable to postpone the matter until your future sales warrant such a step.
We are sure you will appreciate our position and eye more our bright future.

Yours faithfully,
Nan Xani

(Assistant Manager)
HEILONGJIANG HEITU TRADING CO., LTD.
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New Words

convey /kan'ver/ v. f&ih, ik warrant /'wprant/ v. BEIE, A (1IE%4) PEH
representative /, reprr' zentetiv/ n. {83, R linen /linin/ n. VJk

revert (to) /ri'v3:t/ v. ik, [BIF|JFEIEE commit /ka'mrt/ v. &if, &M

remark /ri' ma:k/ n. #E misinterpret /, misin't3:prot/ v. ixfii

Notes

BEREERALS, AUEXITHER, RuUREERNRE, HRoRLE RS SRR &,
convey ¥¢ik. f&ik

e.g. Please convey our thanks to your branch office.

WG ORATT 53 2 AR IR FRATT I 161 R

This liner conveys both passengers and goods.

conveyor n. BfiiXe, BN

conveyance n. &k, f&i% means of conveyance iz 4 1. H

material n. fikl. #1E

building material &% 44k} reading material [3&]3: #4 4} linen material M BRAf

raw material J5 s} dress material 7% f}

representative n. {3 representative office fAFE AL sole representative 5% fGHH

e.g. Please send your representatives to Guangzhou for further discussion.
THIRAR BN M — e,

UK (United Kingdom) %[

turnover n. EHAR . RASH

annual turnover 4E55 L5 turnover rate JE#E% turnover tax LB
e.g. Should you be prepared to appoint us as your agent, we would guarantee a turnover of USD100 000 each year.
5t 75 IR TT HAARBE, FRAIRIE 10 J5 ETTHAFELHIL,

It would be better for sb. to do sth. #x I i Ht 3

It would be advisable for sb. to do sth. IS

e.g. It would be better for us to settle the problem first.

I U S AR ORI A [

It would be advisable for you to delete the clause.

RT3 d e B X — 2%k

postpone...until... F«-« -+ HERF) postponement . JE], ZEIR

e.g. We think it advisable to postpone the matter until your future sales warrant such a step.
FABA AR T7 F5 K 5 5 BUL B R BUX — B BRI R R R R %,

The postponement of delivery is largely due to the breakdown of manufacturer’s machinery.
TEMRE B SR T LS R A T

warrant v. INAIE2Y, fRIE

e.g. The volume of business done does not warrant an agency appointment.

BB R ACRB &,
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The material is warranted (to be)pure wool.

XFRFRIE R 2B Y .
10 at this stage 7F H AijF Ex at present HHj, BLTE
for the moment HEj, IRT for the time being H i, HRT
Activities

1 Put the following into English, then put them into the blanks in the following sentences.

alisl R AR SRR LIEST P gL

= H il
e £ 1 +4h e ACHE i R
i iRed] 2 88

(1) If you will continue your efforts in of our products, we shall be glad to discuss with you

the matter of

you do business with us on

(2) Although we have full confidence in your sales ability, we suggest
our usual trade terms. As soon as marked success is achieved by you, or the turnover between us

USD500 000, we will then take your proposal into consideration.

(3) We appreciate your to act as our sole agent for our garments made of
and your efforts made . Yet we very much regret that we have to , as we have

been represented by the ABC Co. in your country.

2 Fill in the blanks with prepositions.

Dear Sirs,
We acknowledge thanks your communication mentioned above.
the UK there are excellent opportunities Dresses made 100% pure linen material, therefore

we urgently need to have your comprehensive export catalogues .
We shall be most delighted to be your SOLE REPRESENTATIVE

conditions to establish a long and fruitful business relations our two organizations.

receiving your early reply.

the UK market, kindly forward your terms and

We look forward

Yours faithfully,

3 Read the following letter and then translate it into Chinese.

Dear Sirs,

Thank you for your letter of Nov. 14th asking for sole agency.
As we are now only at the get-acquainted stage, we think it rather premature to take into consideration of sole

agency .In our opinion, it would be better for both of us to try out a period of cooperation to see how things prove.
We appreciate your efforts in pushing sales of our products at your end and hope you continue your efforts in
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building a large turnover to justify the sole agency arrangement.

Yours truly,

4 Translate the following sentences into English.

(1) AR5 1B R T5 15 24 Fe )5 M ARER AL

(2) BBATZ A 55 R BB it 3 P E iR e

(3) Feor K il e A AE) AR e

(4) BATA Db AL IS HEIR BIW4E,

(5) ETEMZEM KIS R R, WAWTEALR L ALRIE X HER IR T7 7™ dh

(6) UnRESFAN~5 BT ZRANME KDL

(7) FEAZy, XHURTT LRI T SR =K

(8) W IRTT L EHIRTICHIATRTR

(9) FEfR%, TRI795 8 A KUFwhL,

(10) RATAT LA 58 — [ IRERAT T 2 Al 1 Ot

5 Read the letter, punctuate the sentences and divide it into paragraphs.

dear sirs this is to inform you that we are interested in acting as your sole agent in our district we specialize in
textiles such as bed covers pillow cases and curtains we have done business with your shanghai textiles import and
export corporation for 5 years you may inquire about our market ability and our status we wish you give the matter

your due consideration and await your news with keen interest yours truly
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Signing Sole Agency Agreement

On Sept.17 After the exchange of business correspondence, the terms and conditions, such as the period of
agency, commission, territory of agency, advertising and expenses, validity of agreement and so on, all have

been settled, Party A (the supplier) appoints Party B as the sole agent and an agreement is to be signed.

Heilongjiang Heitu Trading Co., Ltd.

Add:130 Changjiang Road Fax:0086-451-2627037

Harbin, China Tel:0086-451-2621564
Your ref: E-mail:hthd@public.hr.hl.cn
Our ref:

Date: Sept. 17, 2021

Dear Sirs,

Further to our letter of Sept.14, we are glad to inform you that after careful consideration of the proposal you put
forward in your letter of Sept. 12, 2021,we are prepared to offer you the exclusive agency on the following terms and
conditions (details as the enclosed Agency Agreement):

1 You act as our sole agent for a trial period of one year, commencing on Jan. 1st
2022.

2 We pay you a 5% commission on your sales of our products.
You undertake not to sell the competing products of other manufacturers.

4 You render monthly statements of sales, market reports and accept drafts we
draw on you for the net amount due.

5 Do advertising for our products. The fees are to be deducted from our proceeds.

When this Agreement is signed, we will prepare a circular announcing your appointment as our agent.

Yours faithfully,

Lic Yol
Heilongjiang Heitu Trading Co., Ltd.
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New Words

appoint /o'ppint/ v. Ay, &Ik, #HIK render /'renda/ v. #2538

commence /ka'mens/ v. J-i& advertising /'eedvetaizin/ n. ) % E &
statement /'stertmant/ n. IR % circular /'s3:kjele/ n. %%

proceeds /'pravsi:dz/ n. WA , #EKk appointment /o 'ppintment/ n. fEdy, R

announce /a'navns/ v. BAf

Notes

1 BEXREOPFEE, WRMBIEAFMHERICANZ S, MBI (ER A AR A RENE
an, ARERYERE, SO, . 2R PhSUBIRR S5,

2 further to 4k Z J5, MAERBIEIFL, FonFnisch K.
e.g. Further to our letter of 18th inst., we wish to inform you that we have sent the counter samples mentioned.

ARFTTARA 18 Hek, 22 k0PT B HIXT S HE R B3 .

3 commence v. JhE (B HIE) commencement n. JFi{

4 competing adj. T 1 competing products TE5fh
competitive adj. 355 JI competitive price T4 SIS
compete v. e competitiveness n. 3, eSS

5 statement n. RE, K#H
financial statement 554k 3 annual statement 4EJE{RFE
income statement I35 statement of sales #5E{RFE

6 You render monthly statements of sales, market reports and accept drafts we draw on you for the net amount due.
TR AR BB K . R S 7k S35 10 UR 75 FF AT 52 S A B A A 1 85,
due adj. Fi/RHY, &4, KEFE), B, FoE
e.g. After due consideration, we have decided to grant your request.
SN E R, RATIREZ RAIRTTHIER,
The steamer is due next Monday.
ZAETE T 22k,
This remittance is in payment of all commissions due you up to date.
RS S ATIE A IR IR T 9 & T4
We trust the shipment will reach you in due course.
AT XA SRR ARE IR T .
The time of shipment falls due next Sunday.
TR T AN IR B
7 advertising n. Ji5E (& advertising agency  JTiSACHE
advertising campaign J 8153 advertising expenses  JTH5 %t advertising rate )5 H R
advertise v. &J &, M) &
e.g. A company may advertise its products by means of newspapers, magazines and televisions.
AL I R AR, AR HLA L AT
advertisement n. J 4

If you want to promote this new product of yours, put an advertisement in the newspaper.
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IR ORMTTEAR %7, SRR AR R BA T
We are writing in regard to your advertisement published in China Daily.
BBRARIRTTAE ChEHRY B8,

8 appoint v. &k, [Ty

e.g. We have appointed an agent for our soybeans in your country.

FAICAESTE B 7R T A,

We have appointed Messrs Black & Sons our agent for the products.

FATE ZAEAT I 5e 2> 6l A% ™ i Y AREE,

appointment n. &Ik, LAy make an appointment #J4% letter of appointment ALK, TP
to keep one’ s appointment 5¢%j to break one’ s appointment %)

They have appointed Mr. Smith the representative to discuss the matter further.

AT TEL AR IR B2 % W S A M ARER I — B i e,
Activities
1 Put the following sentences into Chinese.

(1) We learned that you are looking for a reliable firmwith good connections in the trade to represent you in our

country.

(2) We are confident we could develop a good market for you in Kuwait (FH@4F) .

(3) ABC Co. is an old-established firm with many years’ experience in the trade.

(4) The agent appointed must act in strict accordance with the provisions of the agency agreement signed between
the two parties.

(5) Concerning our standing in the trade, we suggest you refer to our banker.

(6) In order to enable us to make a careful study of your proposal, we would like to know your plan for promoting the sales
of our products and the volume of business which you are able to conclude monthly or quarterly.

(7) During the period of this agreement, both parties should strictly abide by the terms and conditions of this agreement.

(8) In the event of any breach of the terms by one party, the other party is entitled to claim the termination of this

agreement.

2 Put the following into English and Chinese respectively, then compare the words which are
of the similar meaning or the same root.

e.g. 1B %S HIE L/C amendment
amend L/C (amend, &4 ,v.) fa HIEE %45 (amendment, &K+, n.)
(1) 25" competitive price
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3

200

(2) =5 test report

(3) AL acceptance of an offer
(4) WAt AR after due consideration
(5) &l put your signature

(6) H &M developing country
(7) A%k selling agent

(8) imikE marketable commodity
(9) HiHSH talk again

(10) & etk put an advertisement in

Fill in the blanks with prepositions.

(1) We understand from ABC Co. that you are looking ____a reliable firm___ good connections ___the title trade to
represent you ___Egypt.

(2) We should be pleased to learn that you are interested ___our proposal and ___ what terms you would be willing to
conclude an agency agreement.

(3) ____ view ____ your connections throughout that trade ____ Cuba( i I ), we feel there is much you could do
to extend our business there.
(4) The agent appointed must act ____strict accordance _____the provisions of the agency agreement signed ___him
and his principal.
(5) Business companies which do not have a branch office or representative ___a place may appoint an agent to act
their behalf.

Read the following sentences with the help of your dictionary.

(1) After confirmation of an order, Party B shall arrange to open a 100% Irrevocable Letter of Credit available by draft at
sight in favor of Party A within the time stipulated in the relevant S/C. Party B shall also notify Party A immediately
after the L/C is opened, so that Party A may make preparations for shipment.

(2) Party B shall have the obligations to forward once every three months to Party A detailed reports on current market
conditions and on consumers’ comments.

(3) This agreement , when duly signed by the parties concerned, shall remain in force for one year to be effective as
from Jan. 1, 2021 to Dec. 31, 2021.

(4) For any business transacted between governments of both parties, Party A shall have the right to handle such direct
dealings as authorized by Party A’s government without binding themselves to the agreement.

(5) Party A shall not supply the contracted commodity to other buyers in the above mentioned territory.

(6) Should one of the parties fail to comply with the terms and conditions of this agreement, the other party is entitled
to terminate the agreement.



a batch of
above-mentioned
acceptable
acceptance
accordance
accordingly
account
additional
adequate
advantage
advertising
agency
agreeable
agreement
airline
airport
air-tight
allowance
amendment
amount
announce
anticipate
anxious
apologize
appliance
application
appoint
appointment
approach
approve
approximate*
apt
arbitration*
arrangement

as per

i

—4it
LR
A2
#Z, A
—%, i
Pk, H 3
M, MkH
BRIy, &4
FEITHY, B
¥, HH

;s E AL
REE, FRERAL
EER, WEE
173

IR

|k
ANESW, BER
£

B, BUE
WE, &%
HAR

T, e
WE, H

E K

i, #3E
Mg, A
ey, Tk, ¥RIK
fEdn, Zik
ik, K&
L, WiE
KEIH

%? ......

fh&

ZHE

%1

iC &
BT (A BT ) B i

assistance
assistant
as requested
assume
assurance
assure

at all time
athletic

at present
at sight
automate
avenue
avoid

await

bale
banker
base

bear

be looking forward to

be obliged for
be rest assured
be satisfied with
benefit

block

book

brand

breast meat
bureau

buyer

canvas
caption

cargo

%,
BT
PUIEEP
A, B
PRIE

PRAE

I o}
B
Hai, IRT
IR
(EAEE=/E14
REHIE, K
i)

& (73

e,
T
e, FLah
faiH

g}
R
5y W
X.—J‘......ﬁ?%—‘:
Mlik, Uik
HX

it

st it

X ) Je A1
i, H, A

WLAf
b
i
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carton
carpet

cash register
catalogue
cell

charge
circular

claim

clash and breakage risk

clause

client
collection*
come to hand
command
commence
commercial
commission
commit
commitment*
commodity
compare
compensate*
competitive
complaint
complete
comply
comply with
component
concern
concession
confidential
confirm
confirmation
confuse
consideration
consular
consulate
consumption*
contact
container
continual

control
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i
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e £
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s
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4
A&, &N
&, 21%E
P

be#k, *FHd
N
A%
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NGB , 3
5..*Hgﬁ
DIV i S 1'%
Kl
ik, W
B
Wik, HESL
ik

RiE
SRy

RTE X1
%

Hefih, BK&R
AR
YELEA W
i, XA

convey

convince

copying machine

costumer
cotton
count
cover
coverage
covering
credit
currency*
current

customary

D/A
damage
damp

data

date
deadline
debit
decade
decline
defense
definite
delay
delete
deliver*
delivery
demand
designate™
destination
detail
detailed
deteriorate
diamond
discount
dispatch
distribution
division

document

ek, ik
(AR

S EIHL

ke ¥ £ 7
fiide

B, IHH
e, uH
PRI G
RS
AR VYN 977
Bem
AT
IRy

T
EiZE2N
B, 2l
b
FREAH I
IR
fE77, fEid
4
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RIL, PRI, HED
B 1 )
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dozen

D/P

draft

draw on sb.
drop

due

duly*

effect
electric
electronic
enable
enclose
encouragement
engineering equipment
ensure

enter

enter into
entrust*®
entry
equitable
even though
ex

excellent
excessive
exclusive
expand
expense
explicitly
expire
extension
extent

extra

factor

fail

fair
fashionable

favorable

—I7, +—5A
R sg H
L5, &f

I 5 N5
TR

PIAFHY, TIHIRY
239, K
Lo 1)

S, BOR
HLI
HL11Y
i fE %

B ek, FiE2F
i
TH&&
PRIE

A

Bk,

it

L3
AP, AIER
B

EH ...... ig;'e
Bt
Y, it
i)

KR

PH,
Wit , {EREh
o, 2035

Ji& 4t

T, FepE

WO, FHINRY

ESEN

K, ARf
R Yy
FFEERY, AT
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