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October 15,2011
Dear Miss Zhang,

We are pleased to receive your letter and we hope to build a fruitful cooperation to our
mutual benefit. At present, we are interested in your tool set of Steel Measuring Tapes for
use in offices and shall be glad if you will send us a copy of your illustrated catalogue 2,
involving Art No. DX1115, Art No. DX2012, Art No. DX4405, Art No. DX4510, Art No.
DX4605, Art No. DX4615 and Art No. DX4405 as well as current USD per each CIFC5
Boston price list for these six items. Your kindness in giving priority to the consideration
of the above request and giving us an early favorable reply would be appreciated.

We look forward to hearing from you.

Yours faithfully,
Peter Alpert
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3.1.2 TREHEEN

(1) Telling the addresses how and where their names and addresses are known(source
of information).

(2) Self-introducing.

(3) Indicating the intention of writing the letter and the specific goods you want to
purchase.

(4) Inviting a quotation or an offer(asking for a price list, a catalogue, samples and
other terms, stating clearly your exact requirements).

(5) Stressing the point that the quotation or offer should be reasonable and

competitive, Stating the possibility of placing an order and expectation of an offer.

3.1.3 EEEAAE
1. Words and phrases
inquire WA



general inquiry — B i A
specific inquiry BRI
to inquire about Yoo ene ki
to inquire for sth. X 5 A
to make an inquiry for sth. Xt 56
to keep the inquiry on file M IE R
inquirer ik
inquire sheet A
quote F
quotation A

sales department el
purchase i) 3K
sample FE i

a long-term contract K14 [A]
discount #rin

sales conditions A
to make delivery A2

to make prompt-delivery B ig) =2 4%

2. Typical sentences

.

(1) With many thanks for your inquiry of October 5,2010, we are very glad to send

you separately the samples of Steel Measuring Tape together with the price-list.

oy 2010 48 10 A 5 H i Ak, FRATAR i 24 45 1500 30l 25 25 B9 4 RURE i AL A 2

(2) In reply to your letter of November 2, we are sending you our latest catalog and
the price list.

PRSI 11 7 2 HORAF 2SR B AF 377 fedf i i H S e fir B3R

(3) As requested, we send you a list of articles required with our prices added.

P HRARATTA 5K FRATTBE oK 27 L AR o5 90 it T B0 St H 3R

(4) In accordance with/According to your request of November 15, we are pleased to
hand you our varied samples of Steel Measuring Tape with the latest price-list.

BEME DT 11 H 15 H A ZR AT 24 45 52 05 4 B 38 07 #9445 Bl ke il S de a1
HrE*E.

(5) Will you please send me a copy of your illustrated catalogue of Steel Measuring
Tape, together with copies of any descriptive pamphlets that I could pass to prospective
customers?
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(6) The articles we require should be durable.

FATT I YR AL A AT T

(7) Thank you for your inquiry.

HHAHRAT R A
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(8) We are very pleased to receive your request of 19 November for Steel Measuring
Tape on approval.
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(9) We cannot take care of your inquiry at present.
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(10) We regret that the goods you inquire about are not available at present.
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(11) Your inquiry is too vague to enable us to reply you.
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(12) If you can assure us of workable prices, excellent quality and prompt delivery,
we shall be able to deal in these goods on a substantial scale.
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(13) China National Silk Corporation received the inquiry sheet sent by a British company.
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(14) We have both these models in stock and should be glad to show them to you if
you would care to call at our showroom.
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(15) We have sent the samples to you by air, specially selected for the purpose you
mentioned, but regret we have no pattern-card we can send you.
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3.1.4 ZFEITEIEH

[Sample 1]
September 26, 2011

Dear Sirs,

We are a toy store specializing in toys for older children, but we will soon be selling
toys for babies, too. We have noticed that your baby toys are very popular, particularly
the musical ones.

Please send us catalogs and price lists of your products, especially those of stuffed
animals and baby toys.

We will appreciate if you reply as soon as possible as we hope to promote them during
the Christmas season. We are looking forward to a long and prosperous business

relationship with you.

Sincerely
Mary Long

Purchasing Manager



[Sample 2]
March 26, 2011

Dear Sales Manager,

We have seen your advertisement online which aroused our great interest in your
products, we are considering adding them to our product line.

Please send us a catalog and price list of your women’s blouses and sweaters. We also
want to know if you accept customized orders of our own designs and patterns.

Will you include your terms of payment and also inform us how soon you can arrange
for shipment upon receipt of our order?

We would very much appreciate it if you send the catalog and price list as soon as
possible as we hope to add them to our spring promotion. Thank you for your assistance

and we are looking forward to your early response.

Yours sincerely
John Brown

Purchasing Manager

[Sample 3]
November 3, 2011
Re: Order No. 5316
Dear Mr. Chen,

Can you answer a few questions regarding our Order No. 53167

1. When will the order be shipped?

2. What is the name of the ship you will be using?

3. What is the expected arrival date in San Francisco?

4, Has the agent received all the paperwork necessary for import?

As always, I appreciate all that you have done to help our orders arrive smoothly and
look forward to talking to you soon about our next order.

Your quick reply will be greatly appreciated.

Sincerely,
Ronald Gibson

Purchasing Manager

[Sample 4]

April 21, 2011

Re: New Product Line
Dear Mr. Zhou,

We have been very pleased with your tablecloths and are now interested in other
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product lines that your company produces. Please send us catalogs of your bedding.
Especially quits and sheets. We are interested in sets as well as individual quits without
matching sheets and pillowcases.

Please let us know about the standard bed sizes of twin, double queen and king as well
as the patterns that have proved most popular. We sell sets for both adults and children
and would appreciate information on both.

Our last order is selling very successfully and we will most likely be contacting you

again soon to recorder. We look forward to hearing from you on this new line.

Sincerely,

Salina

[Sample 5]

June 2, 2011

Datex Trading Co. Ltd.

Lianfang building 666 Huayuan Avenue Dalian, LLiaoning China

Dear Sirs,

We were impressed by the selection of sweaters that were displayed on your stand at
the Menswear Exhibition that was held in Chicago last month. We are a large chain of
retailers and looking for a manufacturer who could supply us with a wide range of sweaters
for the teenage market. As we usually place very large orders,we would expect a quantity
discount in addition to a 20% trade discount off net list prices,and our terms of payment
are normally 30 days bill of exchange, documents against payment. If these conditions
interest you,and you can meet orders of over 1000 garments at one time, please send us

your current catalogue and price-list. We hope to hear from you soon.

Yours faithfully,
Fred Johns
China Trade Manager
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After careful examining and comparison with similar products of other markets,
we find your quotation is really much higher. Unless the prices could match with the
market level, it is difficult to persuade customers to purchase from you. So, we would
counter offer as follows:

Art No. 01205025 USD 0. 8 per PC CIFC5 Boston

siAE S R ) S 2 AR S E i TR IR AR E BRI R L . TR kAR
F 10 A 18 Ha3€ [ Philips 24 @] ik &

&8 5 HT

T 85 30 S M 0 B B B T2 IR N U B A M 0 L B R A
B AL M s RIS SORE RTINS B AR L AR A M SR R 1 R Y X
o JIT L XA B BB AR 9 [ P B2 B 52 55 AR P BRAR 22 2 1950 15 . 8 7€ e o 19 S ) )y
WA I XA

N ZndsL P

3.2.1 NRERZIR
1. Offer(%#)
B Sy W — 05 1] 53— J7 $i t 3K Bl 32 B T00 R 1) 2% A 28 Ty A O D AL B A A Y R A S X
5B AE 5y o — O S M s A T 1 R
(1) Firm-offer(5£#%)
SRR AR TR R EEAA T EIT AR ER ., Si—H 51
— 7 RN A REESZ R AN H R B NS TE A R N A 15 B 228 o sl s, & 0 &
FAFARZBEANERER., LH/EEAM MR
o STETIN AL T SR AU SE VWL AN BE SR R R PR AT R A AR DR B
o SCREMINE —MENVAT - STYIAEN I 5L AA TR AN Y S BRI R A R Ol L S AE Y
BOE ERT B2 A2 I R A28 2 Uk 1 L 58 A RO AR SR 3R SO A A
o — IR, L AN BH A 1 S 3 S B e B Y (firm offer or irrevocable) AR,
(BT 2 A B0 S A b BE A5 . TSR B A A RS B R AR T S TR
e S A,
o MR A 1 v R R RN [ B R B WAL S BT A A AR E X R R,
DI 32 5 N GG ML R AT 55 28 5 19 AT RE A .
o TEARONN LB NA LKA R AE 1 55 AH 2 M T A SO0 B 52 8 AT
s RAENAWATBUHE 486 152

1. EARBLARAZHE , ERERA YRR, ARG T REGHELEE ALY R
B E LA L IR egA kB B fe i &, 0 B iR R,



=

2. BETFTIHAZ—, FH IR

O 2HEALEZHEA BRI A THEZ AEARZHR,

@ ZHAXTEH P o — T R I R B R S B Bk
Q@ —ZZXHAAMEZTH, RAALEZ %3,

3. EEAMKMFE AR TS k-

(D Subject to your reply reaching us by(before)...

@ Subject to your reply(acceptance) here within...Days

® This offer is firm(open, valid. Good) for...days

(2) Non-firm offer (i #)
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1. Subject to prior sale

2. Subject to our final confirmation

3. We offer...Subject to market fluctuation

2. Counter Offer GF#)
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3.2.2 TREEEH

(1) For letters making offers

(D Expressing your thanks for the inquiry, if any.

@ Indicating all the details of the goods and the main terms of transaction as
requested.

@ Indicating the period for which the offer is valid if it is a firm offer, or remarking to
the offer is made without engagement.

@ Making favorable comments on the goods themselves and the prices or drawing the
customer’s attention to other products likely to interest the buyer(It is not necessary the

case however).



® Expressing your hope for an order.
(2) For letters making counter-offer
(D Thanking the offer or for his offer.

@ Expressing regret at inability to accept the offer and giving reasons for non-

acceptance.

@ Making a counter-offer if, in the circumstances, it is appropriate.

@ Hoping the counter-offer will be accepted and there may be an opportunity to do

business together.

3.2.3 ZEEFHAAE
1. Words and phrases

offer

counter-offer

firm offer

non-firm offer

to give an offer

to submit an offer

to make an offer for

to forward/send an offer
to get/obtain an offer

to cable/telegraph an offer
offering date

offering period

to accept an offer

to decline/turn down an offer
to entertain an offer

to extend an offer

to withdraw an offer
official offer

preferential offer
concentration of offers
combined offer

lump offer

bid

to make a bid

to get a bid

cost of production

wild speculation

subject to
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