H 3

Contents

Unit One

E—Bix
Unit Two
&R
Unit Three
E=#IT

Part One Guide to Business
English Writing
B BHRIESHRS

Styles and Features in Language and Ways in Writings of
Business English Letters

P 55 FETR AR R BISCAR UG . B S0 SRV E VR eeveeseeennnns 3
The Structure and Layout of a Business English Letter

B BB ZRE R oreerrermresseressecesse et sesssesssenssssssassssasssas 33

Writing and Transmitting for Faxes and E-mails

(B B TR B oo 51

Part Two Letter-writing in
Business Practice

B SRR RPEREE

Unit Four
Emex
Unit Five
ERERT
Unit Six
EARER

Establishing Business Relations

BENTME GG TR o verreerrenr it 59
Enquiries and Replies

I GBI ovoveeererenrecsmers st e 67
Offers and Bids

RIS BT eeree e 75



Unit One  Styles and Features in Language and Ways in Writings of Business English Letters 9

EHE— 1

e Our check for $2 800 was sent to you under our check Number 123 on May 12
which was the price of the article plus transportation charges.

AAHPXERR “BHTCT 5 A 12 HEHE 2 800 £I0H) 123 SXEHFLHHT,
BRI RN ISR .7 BE, HEE, N LANEHRE, WLAKE, di which
51 9 8 & EMNABWHER AT & May 12, B5ERR L, S&fTHENSE “$28007, B
LA BRI EA -

We sent you on May 12 our check No.123 for $2 800 which was the price of the article
plus transportation charges. (EAIEF 5 A 12 HHAHF 123 SR E—4K, i 2800 %
Jo, K EER A IO

4) Pay attention to the rationality in logic, the variety in sentence structure, the compact
in plot and coherence in meanings. GEEZH L&, AFEHLEMNEE, BT EHE
BEIE N ERER D

HAELAEESARNEEEBNGFREE -

o Being a registered accountant, I’m sure you can help us.

EEXNMF)F, ATFHEERL BE, MEHEE, 57 being FZH EEER you,
AT AMEEEENGTHEE -, LaNREK:

a. Being a registered accountant, you can certainly help us. (YE A M &M, /R—EfE
HBEATD

b. As you are a registered accountant, I’m sure you can help us. (K A4RZE M4 1H,
BIRAZIREEH B BAT D

HK, MAFEANTEHEHEZER.

e We have received your letter of April 4. We are sorry for the wrong dispatch. Wé
will do something about it.

X=ANE)F (FRA) 4l LR EMK. BREENBEZR, TR —E AR
SIEHMMNE. ESEN, NYEE, MUEELEERH, MAEEEAMNEHNER.
Fril, FH=ANEE AT S

Thank you for your letter of April 4. We regret that we have dispatched the wrong goods
and will do something for compensation. (577 4 A 4 HXRKERWR, Hl. SHRITRET
B, RREHE, AR AT AME D

B=, BXEMERESHE. flm:

e We wrote a letter. It was addressed to Mr. Henry. He is the sales manager.

EREAFRAEXERAERR, SMRYEEACHE X EEREER, 3
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e.g.

KRS EERBRERS A

take the liberty of— BBk

the writer—~ £ #

under separate cover— 73 B fff &F

up to this writing— £ 4

Adverting to your favour— & I

Re. your letter— & PR &

The writer wishes to acknowledge— 2% %1
We are in receipt of — 2% %l

We beg to acknowledge— %% X 3

We have to acknowledge— 2% Z

We beg to inform you—2Z B 415 77
We beg to thank you— i i K

omitted

I, me, my

will send, am sending

so far or omitted

Appreciate your letter; Referring to
your letter; Thank you for your letter
Appreciate your letter; Referring to
your letter; Thank you for your letter
Appreciate your letter; Referring to
your letter; Thank you for your letter
Thank you for (your letter) or

we have received

We have received

We have received

We are writing to inform you

Thank you

The favour of your early reply will oblige— 5 H[Fl &, AR

We shall be glad to hear from you soon.

Awaiting the favour of your early reply— 5 H[Bl6f, 7N/

at your earliest convenience— - H &£ {&

It will be our constant aim— X2 A KB EH

take an early opportunity— H##l
take into consideration— 1 LA F&
This is to inform you of—=Z&4§-+++++ BB

We shall be glad 1o hear from you soon.
as soon as you can

we shall try...

act promptly

consider

We are pleased to tell you...

express one’s heartfelt gratitude to you for.. LR STT  Thank you for...

® Compare the following pairs of sentences, you will find which is concise in each pair.

(B THLAA) T, RERIEHPHE—NMEHD

a. wordy: I wish to express my heartfelt gratitude to you for your kind cooperation.
concise: Thank you for your cooperation. ({51 77 & 1)

b. wordy: We wish to acknowledge receipt of your letter of May 2 with the check for
$200 enclosed and wish to thank you for the same.
concise: We appreciate your letter of May 2 and the check for $200 you sent with it.
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FCA (Free Carrier) 31z At

FAS (Free Alongside Ship) (3Riz#) A K

FOB (Free On Board) (IRiz¥#s) My LAz fithr, EEH

CFR (Cost and Freight) FiA 415 8t

CIF (Cost, Insurance and Freight) A+ 4R ]+ /4T, 25N

CPT (Carriage Paid To) 1Z#f}F - -+ Hr

CIP (Carriage and Insurance Paid To) 1&2%%. {REER{TE - #t
DAT (Delivered At Terminal)

DAP (Delivered At Place)

DDP (Delivered Duty Paid)

b. Terms for shipments 3EiEAR1E

Partial shipment (s) to be prohibited A #E4) #3512

Shipment not later than May 1. AIET5 H 1 HEM (BfFESHI1 H)

Shipment before May 1 5 A 1 HE{$/ (AEHFES A1 H)

Shipment during one month after receipt of L/C W EIE FHIF /G — H Wiz

June shipment subject to receipt of L/C by May 20 6 A3/, (BLL 5 B 20 A EIEH
IE R 44

Two equal monthly shipments—during June and July 6. 7 AW A A4 F#L-FHEE

Minimum of each lot to be 500 cases L £ /> 500 55

c. Terms for offer (I RFAIE)

Price subject to change (alteration) with or without notice TCit EAH L EL, WRBE
A2

Subject to our (final) confirmation AR (& J5) #i\A#H

Subject to the goods being unsold on receipt of your reply M# LA B 8 5 B H 0, 4
REHAEH

Subject to market fluctuation (#14%) FETT N ZBITHES)

d. Terms for quantity and quality (BEMFERIE)

Inspection by the buyer at the destination to be final 3¢5 7E H 1 KR 5 2 B J5 K 4

Public surveyor’s weight at the landing port to be final HKENMEANERIES
W

Subject to a variation plus or minus of 5 percent A FEiFEER K3 5%

e. Other Terms (FABAE)

Subject to import licence (being granted)  LAARFR i O ATIE A 4 A
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R T IRR A RIS . TR A BEE RERBENES, W ARAHEHEHRD
W (D, el BAFAE . BAEMEERREGEREXTHAARTN. B
HHTHEFAN. EFKTH A% “Re:” 3 “Sjbject:” i:

1) Re: Sewing Machines;

2) Subject: Our contract No.2345. Your L/C No.3456;

3) Engineering Machines.

7. The Body of the Letter (1 fJ1E30)

B 9515 BR R LE SO 24 TT 46 T AR S AR AL (I 1i%), R BH B hir,
EAOBRMTREME . SRIEFLIE, FRIEXHNERE, FHEXEFRRHNDSR.
F—BREREUBTNES, BE—BREREARKTRIATE, 8—BRRKR-ANEE.

LHEEEEN, EEREFEERZFRERN, 8 %05RNiEEmmkTiE.

BT, AREERE B, MHIFLE. BEFERE B0 T5E.
HE[EER, FRNEBEME RSN ARE, H7mTF:

Thank you for your letter 234 GW/gp of September 18...

BS99 H 18 H (B GW.AE, gp fTENK) 234 5k,

Your letter of the 10th, August has been received with thanks.

8 A 10 HRWE, .

Many thanks for your letter about...

B BT KT HIRR

I must apologize for my delay in answering your kind letter.

KERBCE, BEAK.

In reply to your letter of July 2...

MERMRT A2 HE.

So much has happened since I received your last letter. ..

B MRS 7 LRI BASR, HLRER KL

A —KadAEE (MARMEGE) i, NAERERE. SENGT RAEEHER
FINE. .

With great delight I learn that... {B& B %0

[ have the pleasure to tell you that... FIR&EMHEFH T

We have begun a new system of manufacture which we feel may be of interest to you...
BAVFERT —EFRE RS, REBMTFRTNEBNE.

You were recommended to our company by the Bank of China, New York Branch and we

wishto... FEBITAAZITHERTNBERLF, BRATFE -
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130 Clifford Street
LONDON W 1 England

Dear Sirs
Re. Chinese Electronics Products

We have obtained your name and address from the London Chamber of Commerce, who
has told us that you wish to import electric goods manufactured in China.

We manufacture electric appliance of the kind illustrated in enclosed catalogue, which we
hope will be of interest to you. Also enclosed for your reference, is our latest price list.

Should you be interested in any of our product, please let us know and we will provide you
with a quotation. In the meantime, should you require any further information about either
our products or our corporation, please do not hesitate to let us know.

We look forward to hearing from you soon, and to the possibility of doing business with you
in the future.

Yours faithfully
(Signature)

Liu Sheng-feng
Sales Manager

Encs: as stated

3) Modified Block Style (% R 73k =)
EX—BRAF, SBRONE—TRES, BY. SRBENEF=H4EMitbsg
X5 .
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2. H-HEEMAER=F (BRAL), ZE=F (H4L) HFAHERLAREAN,
HREARGBARERZTE (1) EE=2MEFK, HiTn co, #iw: wR— LMy
g« AR EACKRE T P EER KL, e R —REAA R AR, thEC R
EH A E xSRI NZHE L care of (c/o) #IRF/MH AT (MhELAE R BIAEH) #AT (fh):

“Oversea Trading Co.,

24 Park Street Stamp
London EC4
England

Mr. John Smith

c/o Hunan Foreign Trading Corp.

32 Wuyi Road

CHANGSHA, HUNAN, CHINA

Urgent

3. MBRAABFE—HESEREAN, TENEFEERFEANLEFZT, HEWE
ANHIZ A7 L. Politeness of (or Kindness of, Through the Courtesy of, Forwarded by, By
Favour of, With Favour of, Favoured by).

Oversea Trading Co.,
24 Park Street Stamp
London EC4
England
Mr. John Smith
Kindness of Mr. Zhang Ming
Private

B, F3 DRk ms gt E 3, ENE TR S E:
Name (%)

Title (position or department) (ERFRELIEITERLL)

Company name (/A ®]&FK)



Unit

Writing and Transmitting
for Faxes and E-mails

EESHETEGNEESEE

@ Translation ( %3 )

L. Introduction (f& 1T)

HHEBFER ST, HTEZINGEEARNBE, ERHETEZE. KESHLLHRLE
WIS EE R A EFE TR . EAAHZFRENTYL T ERERT SO0
HARLTES . Ll BRIEENEZNGFH S EE.

BRI RYLEEFERLGEPTUER. EXMBERT, HIBERRREN IR
%. ATRREHAZ S, RALERGEZNBFERMH R X RARAE, sBm L7 Ffnik
2. EAENMLLEHEREBZ.

IL. Fax or Facsimile Transmission (f§ )

1. Introduction (&)

ERENUARRELBARTIEER, FEVIAK UG, EBRTFES, i
BAE SRR B L 2N, BZHUEE S RN 15 R HLREH S B SRR
HEM I HAL B, R DM S RE . RE. A, X A, ITHREA, RITH
. YR, FHER A A RE . EEHERT, AEWEINEEER R



66 . LANHRERBHERSHB

We are active in commercial intercourse with the trade and financial circles of various
countries and districts.
3. RAVET H 5EEY KEFFSEMBORATNL, R & iz AT & 225 E R4
We are striving to expand economic cooperation and exchange of technology with foreign
countries and will utilize common and reasonable international practices in a flexible way.
4. FER M EA RIS, WS EEMBEAR TR —&, BUESE
A booklet including a general introduction, the scope of business and other topics is
enclosed for your reference.
5. AARFERF B OWSE, THERAZE.
The cooperation is specialized in handling the export business in electronic products, which
sells well in various countries.
6. BB R, BARBXT A SHREN=.
We are writing to offer you an opportunity to develop trade.
7. MBRAFERSRE M MINLSEXR, ERHAAER, UEFEERE, BXE
RVEA B
If you are interested in establishing business relations with us in this line, please let us know
your specific requirements. We’ll be pleased to forward samples, catalogues as well as
detailed information.
8. Xf FHAFEMMIE, BITKELSLUTEDRE,
We assure you of our best attention to any inquiries from you.
9. AFHARFBENA, BNTHEAAREHF NG HERN R, FHAMK
Ext & FsEERNTFRERK.
Through the courtesy of the Chamber of Commerce in Tokyo, Japan, we have learned that
you have been supplying the best quality foods all over the world, and we are sure that there
is a large demand for various foreign foods in our country.
10. BRAVBEMR A= RER T THEET BETR, RIMRIERER S FRTFED &1,
Mg S .
We foresee a bright prospect for your products in our market. We look forward to hearing
from you and assure you of close cooperation at all times.
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WRITNA MR AT, TRPAEGE, BRIVTERETY, HH K.

Letter 6. A Letter Confirming Non-Firm-Offer (FfiA . B )

AT

9 H 21 HRRBRFZABIFERE, IHIA 9 H 28 HRAZARBUT:

ARt P BREHOKES ChEED

RIS TP12

JF: 435x235%260 (mm)

HE: 106

. 3

¥ 500 %

Mkg: BAIREE . E% B LEME4E 80 FT

R 10 A4

8K ANRI#ASE FE 60 REIE

HERZHABHAENRE. BETEGAEITREMELZER, BB ME
Kk

BUBENTARFEERTR, BIIWHOKBEAWH, FHFE. HERINS
HUXEWR I LSL, wnThE, MRE.

I11. Translation to Sentences Commonly Used on Establishing Business Relations (3f &5

1

B8R HARIEFE)

. Your inquiry is having our immediate attention and we hope to make you an acceptable

offer in a few days.

IEERTARTTEY, JLRETSIREERIRE .

. We thank you for you enquiry of July 6 and are sending you, under separate cover, a

specimen of...together with our price list.

BERT LA B, A Lo HE R FA .

. Thank you for your recent inquiry. We have a large quantity of...in stock, and are pleased to

offer them as follows.

MR DT BaE . BATEKBEK B, KRBT

. With reference to your letter of..., inquiring for..., we enclose our Quotation No....for your
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4. We take pleasure in making you a special offer (5 i £ B # #%).

5. We trust the above will be acceptable to you and await with keen interest your trial order
(FRRATRIRIT).

6. Please wire us by return your lowest price c.i.f. New York (BAINEREE %% 12 B B AL &
{E#t) for the enclosed specification of bicycie parts.

7. We confirm having faxed you a firm offer for the following goods subject to your reply
reaching us by September 10 (9 A 10 HiAZ|H 2).

HI. Fill in the appropriate prepositions.

Dear Sir,

We are pleased to receive your inquiry of 10th January and enclose our illustrated
catalogue and price list giving the details you ask for. We are also sending you by separate
post some samples and feel confidant that when you have examined them you will agree
that goods are both excellent in quality and reasonable in price.

On regular purchases in quantities of not less than five gross of individual items we
would allow you a discount of 2%. Payment is to be made by irrevocable L/C at sight.

Because of their softness and durability, our cotton bed-sheets and pillowcases are
rapidly becoming popular, and after studying our prices you will not be surprised to learn
that we are finding it difficult to meet the demand. But if you place your order not later than
the end of this month, we would ensure prompt shipment.

We look forward to your early reply.

Yours sincerely,

IV. Translate the following into Chinese.

1. Samples will be sent to you upon your request.
HRARNE.

2. This offer is firm, subject to your cable reply reaching here before Nov. 6.
XL, UMRTH—HARIBEEIA K.

3. If our offer is of interest to you, please fax your acceptance before the end of October.
WX HITMO BN, F T+ ARATAMEEER.

4. We shall not fail to contact you once our supply becomes available.

BREeME BT, T —E R TR R
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AJa R B LSO, BT . [FIR, R & AR AT T AR AL
Bl BT ORUEXT VRAITMEfI WY &7 F L BI 03 ,

Letter 4. Seller’s Counter-Counter Offer (G2 [ & £%)

S

8 H 15 HRAEWE], MBI BATN SLREARB G (HUAETT 7 H 10 HiK
WO, TCIERAL

BATEEVRARTT, BATHIIRY CAMRIE R FA % 7 prigsz, H O KERK.
BOAR, FAZZ RN RIEIETTR.

FEXMIEHL T, BATLEHBIREERNANHE . FEL L, BTREMLFEZEK
WA G KR, BAIAGSITMIRERIME, HESHTEHE R —UER,
B HMRABITEE, UMERATHIA.

LR
...... =
Letter 5. The Buyer’s Counter-Offer and Request of the Reduction of the Price (3£ 5%
FE KB
FRERIEA:

BT 5 H 20 HRR, HBREZHRERK 100 SHRERYME, Az %
F L hEE 600 etk

WMEHE, RER, BRABASAAERTIMEE &, SITHTHNEA 3. FHEHA
P, —EHARLEES 480 KENMEEH.

Rk, 7E0 ARG ERAME LR URERDNER T, BRIOIATREHAR
B8R mek. WRFEERRN, i, 5 20%, BRI IFEEERAS .

ARYETFIRH KIS RR, BIAAAU LR, T IEE Tk, HERY
RIFEE, HRBEZRTER.

MRS,
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5. IXAAE S) come to business (terms)

6. EREA STH T HAA, PR HBIK.
India has just come into the market with a lower price.

7. RETRAS, EREXER LEERNNTNE.
As everybody knows, some countries are actually lowering their prices.

8. EARRATEMNZAMKEFRR, RERAFEBLUIX M REA .
If it weren’t for our good relations, we couldn’t consider making you a firm offer at this
price.

9. fE M AEMFR, RIVEZHRIT3 5000 Trobi_ e £, BNRGrLigA T 25 8.
As a token of friendship, we accept your counter-offer for 5 000 kilos of walnutmeat, at
&£ 25 per kilogram.

10. FRATRIGT S BBk T, HEEJLTFE EBKT 10%, XFFRMRERMNLTEHE.

Your price has gone up. It’s almost 10% higher than last year’s. It would be impossible for

us to make any sales at such a price.



=
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Acceptance and contract

ETE5EY

K ot I-‘H»ﬂl”f

@ Translation ( #¥3Z )

1. Brief Introduction (M & /+i%30)

1. Acceptance (33%)

BZEEFHARLTRLTELHENEE, LR REREEEE KRR &K
AT LT SERMBE LT TER, RELTTRERBELTERE, XL,
TEA MR FERTTERZ —VILELK, MHER, SR ES), WiliTk, sURE
BEEELT, LHMEZRERT S .

BHEIRY, AEEZHRT KEFER. FEN E-mail 25 EXZWNH A TEEHRES .
EXMEAT, EFBEERTRNASHANAZTEZHNEK.

BXREMNHAZE, SRREHERAND—EEEIHALSPHRAFRRER—
MREELTHAT, LT HELF .

2. Contract (847)

&R UERAKBRITNT. REEHR, XLRHTHERBERITRBRFZFRT
BRI 5. BRBETEMAXMENFE, #HOAGRREEXRPERASFK. TH
R ESNRE A R 0 a R B

1) Purchase Contract and Sales Contract, with General Terms and Conditions overleaf,
usually for business involving considerable amount. (L& FSEHESR, HFMENFA
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Letter 2. Seller Accept Buyer’s Order (32 535 L 71T 5)

%QE:
%7 9 A 8 HEHAT T3S AERECE, s,
500 A MiHE AR
rig: FlIEEIENEAMART--JT
k. ARERKER, SRPEASOLT
BREFMIHMEHE LA, HATRERS, BAWHKLURT R ZRKEZHR Y
XAT 5
MNARTT L friE, BERMEHEERAT—X =60, EEEERE 4.
WHIfE: B eBZENEBERTHITHSE.

B 3L -

Letter 3. Buyer’s Confirmation (3£ J7#1A)

A

BAVRE R T ITIETE L 100 20, BLBERR K BT8R —4r, EAEWK. AXE
FUER T LR AR EARTT -

FNEAIT R, RITEFCRBDIE, ZRATERTATLUMN 4~6 A= A%z
WMRJTRERE—E EtLpl, 7 A%RiE, MARIE 100 A RYEPER > ANEKE,
BRRKEFTERNOES,. ZPEERTEANTMECOR, thIMRATHEERH R
FRFARAIIT 5.

AR T B BME

B 3

Letter 4. Confirmation (#41A)

KA
BB AR E TR EY, HETFIERETER.
BE: 10000

G INERHE IRHEREE

Yrig: 450 CIF HEEYT 30.5 8

¥iz: HIEtdkiE, HEBHMME, ATHE.
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11.

12.

13.
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prices as well as terms of payment.
#B®IT-LATRAER, HPRNEERET X X XSiTR, WFERTW TR
VIR VR4S 00 LA R AR S AS 5K

. As a result of the recent exchange of faxes between us, we confirm having booked your

Order No. 369 on the terms and conditions set forth in the enclosed S/C No. 939, in
duplicate, one copy of which please sign and return to us for our file.

AT Z B R RMRER: WAL 939 SHEMIABITRE %
HREMH, CEZRG 369 SiTH. MERRFXHE ARG, KPP —FEEEER
B F 35 AME AR .

. “No pains, no gains.” If it had not been for the strenuous efforts from both sides, we

wouldn’t have come to this happy ending.
“—HrEtks, —HBOR”. MRARITEMES S, MARERITEHGRNE R .

. We are happy to have concluded the business with you. Our work was not wasted. The

time-taking negotiations were worth our while.

RENGHRTEBRIXER 5, BAIKLEAZA . KEFEKRAME 2 F HHE.

. We are pleased to enclose our Contract No.589 in two originals, one copy of which please

counter-sign and return to us for our records.

R DB R M A 589 SERI—AMMG, ERE/EREI—0FRIT UEFH.

. We attach hereto our Purchase Contract No. 2986 in duplicate with our signature. Please
check and countersign. Then return one copy to us for our file as soon as possible.

DLRE SR B 2 B 7 CF 1 2986 SE AR —XM. FHEBOENE. REIERE
B3R 75 — by LAMEFF R

The conclusion of the dealing is certainly not the ending. It is only the beginning, and a
good one, of the long and friendly business relations between us.

RRRE S IERE EAR—NER, EUE MR, —ARINZEREFR. K
WM. KEFMHA SRR IR,

Enclosed please find our Sales Contract No. 986 in duplicate. If you find everything in
order, please sign and return one copy for our files.

itk M LRI 986 SHEAE—KXMM, HEW. WRGAN-VIHE, #%E
JEIRE—4r LAMERFH

“A good beginning makes a good ending,” we hope that from now on we shall enjoy a
business relation profitable to both of us.

“REFM TN, BORERFMER”. BRIOGFENRER, BATEE—DXRTH @
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RMHZHKER.

14, Please accept our offer and confirm the above mentioned terms immediately.
HEMEZ BT WAL, HRREEIALL E&K.

15. Enclosed we are sending you Contract No. HX361 in duplicate, one of which please sign
and return to us by airmail.

BE{R & HX361 SER—AM4, HEZEHP—0IFHEET

@ Key to Excercises ( £S5 & % )

L Fill in the blanks with the following words or expressions.

1. We assure you that due care will be given to the packing of these goods.

2. We enclose our Sales Confirmation No. km-9432 in duplicate, one copy of which is to be
completed with your signature and returned to us for our records.

3. Since our prices are quoted on the basis of C&FC3%, it is understood that insurance has to
be effected by yourselves. But we shall be glad to effect insurance for your account at your request.

4. Please note that our packing has been greatly improved with the result that our recent
shipments have turned out to the satisfaction of our clients.

5. We are glad to attach hereto our Proforma Invoice No. PI- 9435 in duplicate for your
application for an import license.

6. Although your counter-offer is below the current market level, we exceptionally accept your
order, with a ¥view to encouraging business.

7. As there is an upward tendency in the price of dried chillis, we hope that you will place an
order with us as soon as possible.

8. With reference to our Proforma Invoice No. 9456 covering 1 000 pcs. “Diamond” brand

Electric Desk Fans, we have not received any news from you so far.
9. We are confident that your efforts will result in fruitful business.

10. The manager himself will attend to this matter and have a talk with a view to settling it
amicably.

11. We look forward to receiving your fax order at an early date.

12. We hope that you will take good note of the design of your canned meat containers, lest
they should not be accepted by the consumers at our end.

I1. Complete the following sentences in English.

1. We confirm our telephone conversation early this moming and attach the official order of




