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Letter of Enquiry

—., WEEMNEZ

WHEE R LR EETER T 2. ANFAREILEE, X, fERFE
Kk, R A WER D A R S, NARIE R HE PR S, T 120 i) e A B B
ETHTSREE. AREHAZERERE: (HWR/AEGKRKRE (OFRRR
RREWMENER: SRR SEAMEGE, TRKE, 2AERER. AL
$i. s, BUURS. AR EORRGSR, FRERETN, FATERER
. RS, EATHIBLE.

—. #jie){& 3B (Samples of the Enquiry Letter)
(—) Bisif “Riz” BEIBZRAHWEFIEIL (Asking information about a desk set)
BESER: AT AN SEZMS, EAAF “FELARULERL” Xh,
B54 A a8 WA MEE. MEEERL.

December 12, 2002
Gentlemen: ;

| have just seen your Heaven Temple desk set that includes the corporate logo, a
nameplate, and a brief message. The owner (a Data Control executive) said it had been
awarded by his company for outstanding management performance.

| am interested in the Heaven Temple desk set for a similar purpose and would like full )
details about it, including prices, styles, and colors available. Our logo appears above,
and we would want it reproduced exactly as shown.

Thanks for your help. .
i

Yours truly,

Jobn Snith .

John Smith
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RXBESE
RAREH: HELESH. (HHEEEF HESANEX~RNEER.
(OHYERT B ELERAERR: RE, WE™HOK. BEFERE.
(¥ B RBRFBE FRIR7 M. ()% RRREB . E: corporate

logo 2 A 45 iR.
(Z) MiEEETRHLERI (Asking for a brief written evaluation of the drivers)

BEY R ARSBHRSRTWHERE, BRFFASY, HRTERILT
R, BERGHPEFE.

November 10, 2002

Dear Ms. Lewis:

Would you please make a brief written evaluation of each of your fork truck drivers,
covering the following points:

(1) Description of duties

(2) Performance rating for each of the duties

(3) Outstanding weaknesses and strengths

Rank performance from a high of 4 to a low of 1. Number 4 is consistent performance
above the position's requirements.

Please have these ready for my review by November 22, 2002. We will discuss the
ratings on December 12 and set up a program for performance improvement.

A prompt reply will be appreciated.

Sincerely yours,

Vol Swith
John Smith

RARH: ERRJUSERERE: OABMEINEMEE (DWE
WASE: fREATHERTE EAMRRILSE: REKRgEL. (SITHE
KRR 4 MER, RABRABNE, KRKHE, RENE—F. (D11 A 22
HZ siiEEm&sF, 12 A 12 Bideirg, sl sotlgutil.

WERERE, REKE, FRER, —HTHR. E: rating FHFM,
ZF

(Z) WHH XSS IEREZFE (Enquiry about Business English Course)
EEYE. MENET LR BRSNS IR, BRI 0# %5 A,
WIHH XF




321 White Stay Lane
Cary, lllinois 60016
August 7, 2003

Dear Dean McDonald:

I will start my business English training at Business Training Center in September.

s

=

My present plans are to specialize in business writing. | hope that the teachers will teach

me how to edit, how to add interest, and how to position ideas strategically. | receive gé
the training course first and write effective business letters, memos, proposals, and "
reports afterwards. Perhaps you can help me select the courses and their sequence to
ensure that 1 take the necessary ones. We might also discuss my understanding of my »gé
goals. g:é
1 would appreciate an appointment with you — at your convenience. Please write to ﬁ
the above address or phone after 7:00 p.m. at 000-000000. é
Yours sincerely, "/Z

&1
John Smith

YR

i s

RAAEH: ERHSMELFNMEE— B, Sl EH—=%3]
RSB, EX T BEREE RRE, FRME%. ¥ training course ¥R

(M) BREAERNFEIEBEE (Requesting information about Wall-Street
Business School)

BREER: WHABRESMBMERERERITIMN “RHTHR” BB,
BUREAMR AL, BERETRMEERGE BB

September 9, 2003

Dear Registrar:

Please send the information | need to enroll in Wall-Street Business School. | plan to
start this coming fall in your Business Communication class.

A prompt reply will be appreciated.
Yours faithfully,

Vol Snith Z

John Smith
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REEH: &ERE =415, BiE¥HR. ¥ Business Communication B3 -

(F) BfETTHEE T RIS (Asking for information about Palm Beach city)
EEER: BRALEAFRI, THENE B HIREMEE R . BER
MM AR, HiRZRER.

June 6, 2003

Dear City Manager:

Palm Beach, Florida of USA, is of the location my wife and | are considering for
retirement, which will be in five years.

Please send us general information about Palm Beach, especially data that would be of
interest to a retired couple. We may wish to buy residential property in Palm Beach
before retirement.

Receiving this information would be greatly appreciated.

Sincerely yours,

Vol Snith

John Smith

REEH: WEBELHR. Fi, BAETERRMEELRE TSR IRE 3
BIRER. ¥E: residential property JBAEE S ETREAEREH.

ON) RIEEEATRITH, HWHBIALMRIFNAHKXEE (Asking information about
travel to New York)
BEYE: WA REALEE, BRBRITHEKRREMEXER.

July 4, 2003
Attn: Manhattan Travel Agency
Dear Sir, or Madam:

My wife and | would like to spend about a week in New York during the first half of
October. We will be the first—time visitors.

We would fly from and return to Beijing, China, and stay in a first—class hotel. Would an
optional excursion be helpful? What side trips should we take? Would a paid guide be
worthwhile?

Please send what information you can with a suggested itinerary and an estimate of the cost.
Yours truly,

Wilson Harrie

Wilson Harris
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EXGRRBE - -
RNAEH: WEREEW, EREBRNERNEIRIER. ¥ itnerary i§1T
ek wREREE WITK.
(-t) WAL YREWE] (Enquiry about arrival of the present parcel)

BigER: WRARGSFEIRETMREZ IR AERS, 11 AVISIA
FELa, 212 APMARRERTER. TR, ZETirSERRAAETRELS.

December 16, 2003

Dear Patterson:

1 know this is a busy season for you, but | wanted to ask if the parcel | mailed you the
sixteenth of last month has arrived. If it has not, | will have the post office put a tracer on
it.

The parcel jis a leather portfolio case and is a thank—you gift for the time you took from
your busy schedule to show James Richardson some of the interesting parts of Texas,
Both James and | appreciate your kind hospitality. ,

Yours sincerely,

Jols Sitd

John Smith

= et Py < £3 o
S STEIS RS TP 3 e Tmiiat 3 owb b 1S % [ES SRR FU AR S M ¥

REE: £ R F-BAANTRETEE L AFEN—MEE, FRK
3, BERMREM. FREFNTEEAR - MREATA. XML, K
S 77 BB A VI AN . A BRI T R

O\) BEEANLEHHAEXRERL (Asking for information about historical events)
EREYR. BHNATLEREES —BXT 30 ERSFIRLRILE, NiEHE 1934
FURBETRERE, SEEH.

January 22, 2003

Dear Mr. Walker:

I am writing an article about events during the Great Depression of the 1930s. Were
sanitary napkins used before 19342

Your answer will be appreciated.

Sincerely yours,

Vol Snith ke

John Smith
(Answer: Yes, first used in 1919.)

E%;
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RAR: FIEERE RE=00, BRERTHEEANHNBELERRR,
FH BRI o

EE: BHEEARF, FEAK, —REANHESAEREBREZ. BN,
SRR, BATREIERKERME —%. ¥F: Sanitary napkin=sanitary towel
BAM,

(V) BEHF AN LHKEREE (Asking for a new address of the new
company)

BEER: SEKEBCLEI AR . BEAFKEARFARMEKR, B—fEE
HEBAURMBFEESER.

June 6, 2003

Dear Mr. Anderson:

I will proceed to clear the proposed name of your new corporation and arrange to set it
up as soon as you notify me to go ahead. When you call me, 1 will also need the
following information:

1. Names and addresses of directors to be elected at the first meeting

2. Names and addresses of officers of the corporation

3. The fiscal year to be selected by the corporation

I enjoyed meeting you yesterday and look forward to meeting the other principals as
soon as they are all back in town.

Sincerely yours,

Jola Snith

John Smith

< ’ < AN e s 14

REEH: WEITXRS, FEDH. M. director AR EH,; fiscal year W
FRE.

() HRABEXFESBEBIB M (Asking for information about home
appliance-maintenance service)

BREER: WHEAATERRXESRERE, SREANEBRSSE.




BYf EE%@@

July 4, 2003

Dear Mr. Holmes: - ) E

) understand you offer a homeowner's appliance—maintenance service. Please send me
a brochure or list of your services, including any restrictions, and the costs for various £
appliances covered. 1

Do you cover other house repairs such as plumbing and electric wiring? f
A prompt reply will be appreciated. ¥
Sincerely yours, .,

Vol Swith

John Smith "

il

N Y

= e

RNARH: KEEERHUAFES AN BRABREBIRS T E UL RS
&0, fi%EHH T . ¥E: appliance-maintenance service K HAEBRS .

(t—) WEAEL (EESH) —F (Asking for a book)

EEdR: HTEHEYHMA, [SFAXREELTENSEETE, SHEHEH.

August 9, 2003

Dear Sir or Madam: -
Re: ‘Management Analysis’ by Robert Lee s

| am writing to inquire whether you have a copy of Mr. Lee's book in stock, as | wishto [’
obtain one as soon as possible. Please let me know if the book is available, and your 1}
charge for postage to Beijing. | would also be interested in Mr.Lee's previous book, |/
‘Management Matters’, published in 1998. | enclose a stamped ad dressed envelope for

your reply.
Yours faithfully, ,

Joblu Snith 3

John Smith

S T = e T
= p e I o~ .
= TLEF o r e HiE oy

RAB: AWEERE, VAEBLRAEERRRERNYT, UEER. XH
FRAEENNBLAMEEERDT . 28, W RibEAE A S0E AR AL A HS AR TE]
WS E %t 5 EW. ¥E: stamped addressed envelope HE B FfHEH

(=) WA XL &S RS K{EE (Enquiry about promotional
gifts)
BEER: N ELRBEHLAGER, SEEEHILAERIEXER.

TR S
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SRISHN
Justin Box
12 Ark Avenue, Hastings, Sultan HA36CE
Manhattan-Windsor Your ref:
Steward Street Our ref: SB/SM

Birmingham B18 7AF
' 16 February, 2003

Dear Sirs:

With reference to your advertisement in yesterday's Times, would you please send me
full details, prices and samples of your promotional gifts.

Yours faithfully,

S BOWEN

Marketing Manager

Marketing Manager

- s oty ey e mononeys -
L e N T e 3 K LI " TR pge

REEN: FIERERE, R0, BREEGFREMEREHAT. H:
prornotional gift {R&4L 5.

(+=) #EKREUHRIEFEE (Asking for travel information)
ERFYR: BEAMIRFEETOTHRICIRIFIAREERER.

june 22, 2003

Dear Sir/Madam:

I am a Chinese student and going to study at a university in Scotiand next month. On my
way to Scotland, | am planning to make a two—day stopover (I will have two—day stay)
in London.

London, as the capital of Britain, is not only a political but also an economic and
cultural center. It always offers tourists a lot of things to enjoy and many interesting
places to visit.

However, this is my first time to London, | do not know much about the beautiful city.
I would like to make full use of my stopover in London before proceeding (traveling) to
Scotland. Firstly, | will need accommocﬂition for one night at a hotel. Secondly, | want to
do some si§htseeing, to see as much as possible of the city, such as Big Ben, Tower of
London and the Buckingham Palace. Finally, as a student, | have a very limited budget.

I would be very grateful if you could give me some suggestions on my accommadation
and visiting places in light of my situation, and send me some tour handouts and the
map of London.

| am looking forward to hearing from you soon.

Yours faithfully,

Liw Debai

Liu Dehai




RXRASE

RN

A E
B

AREH: FoNE. SEERECEBREFBZ—IR%EEINTEFEE, B

ZRBEE R, BEWRNE—F, EXNTREBENSUTERHEN, HFRE
LM LB A

XEHFEFHY, BRERE. E: stopover T@IFH.
RAIES

(—) &f

1. Please send information about traditional inns in your country.

2. For my annual purchasing study, please send me a list of the minority vendors
from whom you made purchases during the last 12 months.

3. Mr. Anderson has asked that I provide him with an analysis of personal computer
sales, by customer, during the third quarter of this year. Please send this data to
my attention.

4. Please send us general information about Beijing, especially data that would be
of interest to a retired couple. We may wish to buy residential property in Beijing
before retirement.

5. Please let me know what their sales activity has been this past year and what you
see for the coming year.

6. Do you recommend a particular system or set of forms for bookkeeping for
automotive shops?

(Z) B

1. Phone me if you need any assistance with what to say or how to write the article.

2. As soon as possible, please let us know our credit has been approved.

3. Pleas look into this and let me know what will be done.

4. Please send us a catalog of your office furniture and suppliers.

5. 1 wold appreciate your comments and any suggestions.

=) &R

1. All the best.

2. 1 look forward to receiving your reply.

3. Your cooperation will be greatly (truly) appreciated.

4. Your cooperation and understanding will be appreciated.

5. Your promptly reply will be appreciated.

6. We will appreciate receiving this information as soon as possible.

7. We will appreciate receiving this data by December 26.

8. A quote from you would be appreciated.

9. Thank you for your anticipated cooperation.

10. Your prompt attention will be appreciated.

o & 5 W | ¥
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Reply to Enquiry

ESWBRENTZ

ERWREEHRTE. @Y%, SHREEE LR TREFTE T HREH
B —ANERJUA R, R BKIRE R, ATCEEMW, WiV, KESH, AL
BEEY . FROEF S WERERER R, VIR R AR AL Z
W RSB RE R

—. E8WiafEEsl

(—) BEAXTENEAME (Responding to an enquiry about training materials)
EF%? it 77 KA wINWT 1Bk @ﬁﬁ%«km%ﬁ%ﬁ»ﬁ%&ﬁfﬁﬂ

H
1

January 22, 2002 :

Dear Mr. Harris:

| am sending you immediately a copy of “A Guide to Effective Listening” along with an
instructor's manual, a sample tape, and a booklet describing other aids for the instructor.

You'll see that the basic textbook is programmed — that is, it can easily be used for
individual instruction with immediate feedback and reinforcement. In addition to the
textbook, there is a set of tapes on which conversations, directions, speeches, discussions
(meetings), and other oral communication situations are recorded. Although this ;
program can be used without an instructor, many companies prefer group instruction
. under the leadership of a teacher. The instructor's manual provides day-by-day
I classroom procedures and methods of evaluating performance.

;| think this program may be just right for the listening segment of your communication
seminars, Mr. Harris. It is being used by hundreds of business firms and government
agencies, and the reactions we've received have been most enthusiastic.

We're in the process of putting together a similar program on writing. Publication is
scheduled for March of next year — a bit late for your first seminar, but perhaps in time
for the second or third. I've made a note to send you a set of these materials just as soon  :
as they are released. A prepubllcatlon flyer is enclosed. §

[ B N B ans s aspis e
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At the moment, we have no publishing plans in the area of speaking, Mr. Harris. Have
you seen “Speaking Out”, which is published by New Dimensions Press? | understand it
is a multimedia program and is being favorably received by users. The address of New
Dimensions is 2000 Sheridan Road, Evanston, lllinois 62201.

Thank you for writing.

Cordially,

Jolw Swith

John Smith

RAE: ()EFAH TR (SN AN T T K — L5050
BRI EAS NER. S)RE, ST —SHR T P20 ERE, R R
JpvE. 1. feedback AR, multimedia % 4%, ’

(Z) BHEITHELIZERE (Responding to an enquiry about performance awards)
EEE R SSREREEMA LR, EEHNIAERESERIETE
EFSAE e

February 12, 2003

Dear Miss Marcus:

I am pleased to send you a colorful booklet, “Gifts of Distinction — by Heaven—Temple”,
which describes in detail our wide selection of gifts, including the desk set you asked
about.

Reproducing your handsome logo exactly as it appears on your letter—head will be no
problem at all. The color combination of blue and yellow will look very elegant on
just about any style of desk set you choose, particularly black onyx or white marble (see
page 7 of the booklet).

Some of the best—known companies in the country have selected Heaven—Temple sets
as awards to employees as well as gifts to customers, and our feedback has invariably
been enthusiastic. Note the different styles of lettering you may choose from for the brass
nameplate. Price information, including discounts for quantity orders, is on the back of

the brochure. !

You may be sure, Miss Marcus, that your orders will receive prompt attention. It's my
job to see that you're happy in every respect with your Heaven-Temple gift purchase,
and | take it seriously!

Cordially yours

Vol Swith

John Smith
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