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Unit 1

Enquiry and Offer

I . General Introduction

An enquiry is a start in business transactions and it means to ask if the
exporter can supply the goods he/she is interested in. A great number of
business transactions start with enquiry. To the exporter, an enquiry is
important because it often establishes a2 new and perhaps very valuable
connection. When the exporter receives such an enquiry, he/she will reply
whether or not he/she can supply the goods. When the exporter sends out
information about what he is ready to sell, he gives the exact price,quality and
guantity of the goods he is able to supply. This is an offer. In an offer the
exporter always states the exact name and specifications of the commodities,
the price, the currency in which payment is to be made, the terms of payment
and delivery terms and other necessary information.

An offer is a proposal of terms and conditions presented in a potential
contract by one party,called the offeror, to another party, called the offeree. In
order for the agreement to be binding, the offeree must first accept the offer;
otherwise there is no legal contract.

Like an enquiry, an offer that can be made by the seller is customarily
called “selling offer”,in which such wording as “can supply”,“supply”, “offer”
or “offer firm” is mostly used. In general, it is the seller, the offeror, who

offers the sale of certain commodities to the buyer, the offeree.
II . Dialogues

Dialogue 1

A: Good morning, Mr. Johnson, Would you tell me which items you are
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keen on? .
All of your products are fantastic. I'm especially interested in Art. No. 5.
How is the supply position?

. All the articles displayed here are available. Generally speaking, we can

supply from stock.
I should say that we think highly of your products.

: I'm very glad to hear that. We are very confident that our products will

find a good market in your country.

. There’s no problem about it. Here is our enquiry note. Please quote us

your lowest price, CIF Rotterdam.

I'll look into your requirements first and let you have our firm offer
tomorrow. You’'ll surely find our price favorable.

I hope so.

How soon do you want your goods to be delivered?

Early October.

OK. See you tomorrow.then.

” Dialogue 2

A

B.

A:

>F PP

rRrEFrY

Can you show us your catalogue?
Certainly. Here’s a catalogue for some of our popular items.

Thank you. We're quite interested in some of your products. Here’s an

enquiry sheet we’ve drawn up.

Thanks. We’ll take a closer look at it,

How about the supply position of your products?

We have a steady supply for most of them.

Do you quote FOB or CIF?

We usually quote on a CIF basis,

The market at our end has become pretty competitive. In order to sell
successfully there,your goods will have to be competitive in price as well.
You'll find our prices very attractive,

Would you give us an offer for Art. No. 16 CIFC 5% London now?
What’s the quantity you wish to order?

We'd like to start with 20,000 pieces. It’s an attractive quantity,do you
think so?
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B: When do you want the goods to be delivered?

A: Could you make it for May?

B: I think we should be able to manage. OK. So now we can offer you
20,000 pieces. For Art. No. 16 at US$ 80 per piece CIFC 5% London for
shipment in May.

A: Thank you. How long will this offer be open?

B: It’s valid for three days.

A Tll study your offer with my colleagues and give you a definite reply in
three days. '

B: T'll be waiting for your reply.

Dialogue 3

B: Good morning.

A: Good morning. Now,shall we discuss something more concrete?

B: Okay.

A I was wondering if you would give us a response to our fax enquiry.

B: Certainly. We are pleased to offer you 120,000 pieces cotton poplin
blouses at US $ 18. 80 each, FOB Shanghai. The blouses will be packed in
plastic bags, every 5 dozen to a corrugated cardboard box. They will be
delivered in two consignments of 60,000 each, the first lot by August 15
and the second by September 15. The terms of payment will be the same
as those in the previous contract,that is,sight credit.

A:. Thank you very much for your offer. We'll give it serious consideration,
As it’'l] take us some time to calculate, may I suggest we take a break?
Then we can give you an answer this afternoon.

B: Fine. We'll be waiting for your reply. See you then.

. Technical Terms

catalogue IR
sample &
offeror EBN
offeree Z/A
sample book RS A

enquiry /A
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offer A

price list HhE*E

supply sb. with sth. fith; 5 A4
place an order pANY

FOB price Bl

supply from stock HER BEFE R » LA
out of stock FPERE, T

be in short supply A3 R 5 ik

IV. Useful Sentences and Expressions
1. Would you tell us what quantity you require so that we can work out

the offer?
BERRRIR TR ENRE, UERTHE?
2. We are thinking of placing an order for 500 tons.

BATITHITIG 500 0,

3. I'd like to have your lowest quotation CIF San Francisco.

B CIF IH& ILBAEH .

4, All the quotations on the list are subject to our final confirmation.

MM A N AR TT RIGHIA NS,

5. If your price is favorable, we can book an order right away.

WRR TR R R, RATAT LA BIIT 52

6. All these articles are our best selling lines.

R R ERRNEBHHEN .

7. Our products are of the best quality and the lowest price.

BRI RYIRM R

8. I'm sure these commodities will find a ready market in your area.
B EHSERBXSBHET.
9. At your request, we are offering you the following items. This offer

will remain open for 3 days.

AR TER R RBWT , WIRBAH =K.

10. We can supply from stock and will have no trouble in meeting your

delivery date.

AT AR I B SR R R B AL
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V. Related information

Business negotiation is an important part of conducting an export
transaction. It is the dealings between seller or exporter and buyer or importer
in order to reach an agreement on the price, quantity, quality, payment and
other terms or conditions of a sale. Evidently, the conclusion of a sales
contract results from the business negotiation to the satisfaction of both
parties,

Business negotiations are carried out either by writing or verbally. In the
latter case,traders talk about the terms or conditions of a sale with each other
in person or by telephone. The foreign merchant may call on the domestic
trader upon invitation,or the exporter will make a visit to an overseas importer
on his own account. Business talks are also held at international fairs where
businessmen all-over the world can negotiate with one another over export and
import trading. Through verbal negotiations, trading transactions between
Chinese and foreign merchants are concluded in large amounts at the China

Export Commodities Fair in Guangzhou twice a year.
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Price Bargaining

1. General Introduction
In business negotiations, price bargaining is of greatest importance. The

seller,on the one hand, wants to sell at a high price and a secure term of
payment; the buyer, on the other hand, wants to buy at a low price and an
earlier delivery date. So the seller’s quotation is often much higher than what
the buyer has expected. In this case, if the seller and the buyer want to
conclude a transaction, they must drive a hard bargain. So great patience is
needed and in order to put the business through, both the seller and buyer

should have a perfect understanding of each other’s position,
Il . Dialogues

Dialogue 1

A: Mr. Stevenson, we’ve been involved in the tea business for many years,
How is the business going?

B: Not bad, really. We've done pretty well over the years. This time I'm
prepared to order a much larger quantity. But for an attractive order, I'm
expecting you to offer me a lower price. Will you give me a lower price if
my order is large?

A: A lower price? Sorry,but you don’t really mean that,do you? You want us
to lower our price though the market price is going up? When 1 gave you
the previous quote, I made it very clear that if there’s a change in the
market, our quotation will follow. Now you see, the market price has risen
in a spiral. We can’t match our previous offer, and we certainly can’t go

lower.
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: Then what is the lowest price?

: USDI85 per case. We can’t make any further concessions.

I’'m not used to bargaining. But your price is too high for us to accept. It

would be very difficult for us to push any sales if we just take the price.

: The price we offered is more favourable than the quotations you can get

from our competitors,if you take quality into consideration,

: Since we're likely to place sizable orders, we hope that you will make some

special concessions. You know,our order is for a much larger quantity.

: May I ask what your idea of a much larger quantity is?

Say, 1,500 cases.

: You can hardly call it a large quantity,can you?

Perhaps not, but still it is an order of some size. I'm sure you certainly
appreciate the painstaking efforts we’ve made in pushing the sale of your

tea in our market.

: Then what’s your idea of price?

The best we can do is USD155 per case.

: 'm afraid that’s quite impossible. You can’t expect us to reduce the price

to that extent just for the purpose of supporting your efforts.

: I think you are well informed about the market. You know that some other

Asian countries are selling the same at cheaper prices. So our counter-offer

is in line with the world market.

: Price can’t be taken separately from quality. In terms of quality, I don’t

think that the goods of other brands can compare with ours. It’s the
excellent quality that makes it worth the difference in price. You know,
better quality means a higher price.

[ agree that yours are of better quality. You know, we wouldn’t have
turned to you for an offer if it weren’t for the good quality of your
products. But your price is still on the high side even if we take: quality
into consideration. So, I think it unwise for either of us to insist on his
own price. How about each making a further concession so that business

can be concluded?

: You want to drive me bankrupt! The largest cut we can offer is 3 percent.

So you really don’t see your way to get it down a bit?

: No,I'm sorry. This is our rock-bottom price. If you find it unworkable,
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I'm afraid 1 have to call the deal off. Just now we made a move. To have

this business concluded, you’ll also have to move, okay?

B: It seems there is nothing more I can do but take up your offer. But we
accept your price only if you can make an earlier shipment.

A. No problem. I'm glad that we've settled the price.

Dialogue 2 -

A T'd like to get the ball rolling by talking about prices.

B: I'd be happy to answer any questions you may have.

A: Your products are very good. But I'm a little worried about the prices
you're quoting.

B: You think we are asking for more?

A.: That’s not exactly what I had in mind. 1 know your research costs are
high, but what I'd like is a 25% discount.

B: That seems to be a bit too high, Mr. Smith. I don’t know how we can make
a profit with that.

“A: Please,Mr. Zhang. Well,if we promise future business — volume sales —
that will slash your costs,right?

B: Yes,but it’s hard to see how you can place such large orders. How could
you turn over so many? We'd need a guarantee of future business, not just
a promise. .

A: We said we wanted 1,000 pieces over a six-month period. What if we place

o

>

orders for twelve months, with a guarantee?

Even with volume sales,our costs won’t go down much.

: Just what are you proposing?

. We could take a cut on the price. But 25% would slash our profit margin,

We suggest a compromise — 10 %.

. That’s a big change from 25%1 Can’t you go any further?
B:
A.

I'm afraid it’s the best we can do.

OK. In that case,we’ll think it over and give you an answer soon.

Dialogue 3

A

We understand that you’re in the market for vinyl paint. You know we are

one of the leading manufacturers in America and shall be pleased to be of
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any help to you if you need.

I wonder if this is the best time. There is much more vinyl paint on the
world market than actually is required at present,so the price of this kind
of product is tending downward, Look, here is the quotation in today’s

newspaper. The price has plummeted over the last two days.

. It’s just a normal fluctuation, I think., Now it has hit the bottom and will

soon pick up. I would advise you to make the purchase at once.

I don’t think it’s just a normal fluctuation,and I'm not too sure whether it
has touched the bottom; the fact is that the price is continuously going
down. But if you could come up with a really competitive price, we might
be able to place an order with you. Are you prepared to offer your lowest

price? .

. We can offer you 5,000 tons of vinyl paint of first grade at USD 1, 160 per

ton CFR China port for delivery in September. I hope you will find these

terms satisfactory.,

. Thank you for your offer, Mr. Vigor. But I'm afraid your price is out of

line. Higher than current market price,

: Out of line? I'd be rather surprised. I admit the present market is very

unfavourable to us. But this won’t last long. It.only occurred in this time

period. It cannot represent the trend.

: Maybe we hold different points of view on the trend of the current market

price. But to be frank with you, all the offers we have received from
Europe are below USD 1,100.

. But you must take quality into consideration when you compare prices.

Have you compared our quality with theirs? Are they in the same class?

Qurs is the best worldwide.

: I accept that; the quality is indisputable; but I'm sure that you,as a big

supplier, know better the supply position in the world market. It’s only in
view of our long-standing business relations that we come here to purchase

from you.

. OK, since the international market is low, I'd like to adjust our price

downward by 50 dollars to 'USD 1,110 per ton. We hope this revised price
will enable you to place an order.

Alright, with a view to long-term interests, I agree to conclude the
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transaction at the price you suggested.

B: I appreciate your efforts and cooperation and hope that this will be the

forerunner of other transactions in future.

A; Sodo L.

. Technical Terms

counteroffer %
rock-bottom price JEHT/ B R
cut the price A/ IS
meet each other halfway  #frf/Hik—k
retail price ZENKE
wholesale price HEMAE
reduce the price B

make a reduction B

make a concession ik
fluctuation Fah

| V. Useful Sentences and Expressions

1.

It would be very difficult for us to push any sales if we buy it at this
price.

IR ARG K, BATESRR S LB R

The price of this commodity has gone up a lot in the last few months,

WL 7R R JLA H ELRIREE B ¥

Your price is higher than those we got from elsewhere,

H 5 Yk LR BRATT M At 3 SRR MM B E

With respect to quality,I don’t think that the goods of other brands
can compare with ours.

MR b, RAH A R R IEE MBI LR,

If you have taken everything into consideration, you may find our
quotation lower than those you can get elsewhere.

AFHEA R R R B % B, e RARNTHMA Lo AR,

I'm afraid we can’t reduce our price to the level you indicated.

BARMBMEEEREERTBEROERE.

I'm afraid we will have to call the whole deal off if you still insist on
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your original quotation.

MR R RERAHRMAE, DX ERH RIFERT .
8. The best we can do is to reduce the price by 2%.
BATRARRE RREBA 220,
9. To be frank with you, your counter-offer wouldn’t even cover our
production cost.
R, PRI BRI M AEER A BIRATHI AT A .
10. If your order is large in quantity, we will consider giving you
preferential treatment by offering a special price.
MR ITRE R KW, RAOTT L RBAR T RN, A K
F— RS

V. Related Information

A counter-offer is an offer made by an offeree to an offeror, accepting
some terms and changing other terms. It can be made verbally or in writing.
Like an offer, a counter-offer is also of two kinds, one with engagement and the
other without engagement. As to the former, all the three elements— being
clear, complete and final—that constitute an offer with engagement are
applicable just the same. It is binding on the maker of the counter-offer in the
same way as firm offer.

A counter-offer,in fact,is a rejection to the offer. Hence,it is a new offer
and,at the same time, the original offer lapses. In a counter-offer a new price
as well as other new terms is suggested. When used, it is often simply worded
with only the new suggested terms stated. In order to make certain that the
other terms embodied in the original offer remain unchanged, the date and /or
reference number of the original offer is usually so referred to in the counter-

offer as to be no mistaking what it is aimed at.
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commission and Discount

I.General Introduction
Commission is a fee paid to an agent or broker for negotiating a sale, based

on a percentage of the selling price. Though it may be calculated in the same
way, a commission differs from a discount, which is paid to those who take title
to the goods being sold in the form of an amount to be deducted from a
payment that is due,as a reward for paying cash, buying in quantity, making
early payment, or granting some other advantage to the seller. Both
commission and discount are general practices often employed in foreign trade

to promote exporting and win keen trade competitions.
Il .Dialogues

Dialogue 1 At the Customs
A: Hello,Mr. B,glad to meet you at the fair.

B: So am . Take a seat, please.

A: Thank you. It seems your business is prosperous. There are so many
customers here,

B: Yes,not too bad. Our sales are going up year after year. And we still have a
large potential production capacity.

A: Well,do you think of choosing a commission representative or agent abroad
to promote your sales?

B: That’s a good idea.

: We are willing to be your agent in Malaysia for sewing machines. What’s

>

your idea?

B: It coincides with our desire.



