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Unit 1 Skills of Inquiries and the Replies
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Inquiries are usually made by the potential buyers without engagement to get
information about the goods to be ordered, such .as price&éatalogue“. delivery date,
advertising materials and other terms, or by other people to get the data for reference
purpose. * As far as business is concerned, Jit 1/5 Ve‘sse'nfgira;l ir'll/making inquiries to consider
carefully to| which regions the inquiries are to be‘ggﬁ%rﬁ(how many suppliers are to be
approached in one and the /s}afnenregion.. x Fai‘llrg,_ré\tg _take into, consideration the 591-%9‘.
situation would lead té an lié\;exse‘eﬂ‘a on ﬁﬁﬁ@ transactions. When goods of a cértain
specification are :ng;uvige_d,“ rﬁa’ﬁ)"\'ﬁ‘;‘ms use a printed form, thus eliminating a letter.
There is no need t‘vo"‘;vseemarefull}‘l chosen words and phrases to catch the re@der’s_“eye.
* A request for a quotation of price and terms may need a little longer description, which
should be clear and exact, but here again, there is no need for long, over-polite phrases
and still less for humbleness.

A “first inquiry”, that is, an inquiry sent to a supplier whom you have not
previously dealt with, should begin by telling him how you obtained his name. * Some
details of your own business, such as the kind of goods handled, quantities needed,
usual terms of trade and any information likely to enable the supplier to decide what he
can do for you, will also help. ? Inquiries should be addressed to the company because,
in this way, your letter will receive quick attention. If you address the inquiries to an
individual, your letter may have to wait while he is away. Or you may make a mistake
and address it to the wrong individual, and this will also mean delay. In conclusion,
inquiries should be brief, specific, courteous and reasonable.

* When the buyer intends té\) import, he may send out an inquiry to an exporter,
inviting a quotation or an offer for the goods he wishes to buy or simply asking for some
general information about these goods.*! Inquiries may be made by letter, telegram,
telex or fax or even by telephone or through face-to-face talk. Since the 1990’s, inquiries
made by e-mail have been on the increase. Most inquiries, especially from longtime or
regular customers may be very simple in content, in which only the name and
specifications of commodity will be mentioned. For example, a request for a price-list or
catalogue can be made in a single sentence. But there are some other inquiries which are
in great details including the name, quantity, quality, specifications, terms of payment,

price terms, time of shipment, package, discount, etc. required by the buyer so as to
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enable the seller to make proper offers. * When making an inquiry, keep it brief,
specific, clear and to the point; say what needs to be said and ask what to be asked and
then stop.® For instance, the buyer may want general information, a catalogue or a
price-list, a sample, a quotation, and so on. Then the buyer just says that much and no
more. Sometimes, the buyer should mention the size of his order as large orders may
obtain more favorable quotation.

An inquiry received from abroad must be answered fully and promptly. If there is
no stock available for the time being, the seller should acknowledge the inquiry at once,
explaining the situation and assuring that the seller would revert to it once supply
becomes available. *If the inquiry is from an old customer, say how much the sellers
appreciate it. If it is from a new customer, say the sellers are glad to receive it and
express the hope of a long and friendly business relationship so as to create good
impression on the buyer. °

In a word, tlgfp/ly»,trovanvir_x_qury should be prompt and courteous and cover all the
information asked for. If it’s a favorable reply, we should appear glad to give it. If, for
any good reason, we are unable to give the information our correspondent wants, we

should indicate our regret as clearly and sincerely as we can.

S

® inquiry n. W4, #[E ' @ humbleness n. #itih , HLER , B
® engagement n. Z45E fRIE, S 1 address vt. B BYUE () A8 2 f b
‘Vgatalogue n. ;=& Eif[ ‘agé 507 4k, H%

@® delivery date 32 %¢ H #§ ® wrong individual AR RHEFHH A

@® approach ut. #5, Rﬁ B ® cour-/(ms adj. HIL5H, ﬁﬁ%#{v/z\) - ,f. 7

® to take into consideration g “® quotation n, f{Ht, R H =
\Q/ﬂwt Z:if'”’ﬁ AR AER ® face-to-face talk Y4 E A

® printed form #& X {5 & ; @ content n. A%

® climinate vt. HERR , B & h épecification n. R [F pl. ] A, B

® carefully chosen words & {E # & B 45

® to catch the reader’s eye | 5| & HjE @ terms of payment 2K &4

=h @® price terms & 52k
® over-polite phrase i 43 #L%% B F & ® time of shipment % & i} []

et
/-[A(,"/
i P4

J
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package n. fi% \\‘ to revert to-+n. [ Fl] (J§ & K &)
discount =. #¥0 @ to create good impression & F B & K
to the point 5 %

price-list n. #f H 8 ® correspondent n. & ,HERE

§to\cl§»n ﬁ’ ﬁ‘,_ %;\1;?(9}‘;

.
-

#*****k

 EAEN &

B

. HBFSEFIR T EONE EEZHRAZT RS RAH 2REL ARG ARER —

RAEf s St HEL, @ it KX £45,t0 consider... the same region Z A iE
%4 % 4% ;to which regions. . . be sent ## how many. . . the same region £ consider %
AT FEME .

ZE2RAREBN A RERX VN THRESZLTHRK— LGN, ZEAABRSFREMAE
B AEREEPHR , AEAR KL NGEA6, BEALZRAREF. o which
should be clear and exact & & i& A 4] , 5 4% description; there is no need for di%’
b,

REATHRERFXAVORZAGCRBAZIBENRE N BRI LSFEETHFmER
LRBRABHG B EGFRAE NERET BFOTHFRAR LA T4k
BERE GRS 269158, @ Some details of your own business Z %
#% . handled £ it X494 & & £ 5,15 45 the kind of goods; needed £ it % 4-id 4 &
& % 3% , %54 quantities;likely to enable . .. for you & R & X 425 A6 £ 2 &, 54
any information;what he can do for you £ to decide #§ £ #& M €] ,
LEFRAOH R, RATAAE I HLE MR, Z RS TBZGH L BR
HRERAHFZH LA X458, @ inviting a quotation... to buy F simply
asking. . . these goods 2 & A>3 7| 69 AL £33 4235 , VE 4L KL K 35 , he wishes to buy &
&35 M 8 4545 the goods,

HBEEZNAEA TR DA AAEREAG AR RAGTEANAZT, AEH S,

@ what needs to be said & say #) 545 M 4] ; what to be asked & ask # &£ 5M 4 ,

e RAEB PN ZAARTREFTREMY, RENEPF AR, ZHALFIRSG

KX F B FABRIRPEATA DX AR Z AL EZFETRIFIPR. O soas
to. .. the buyer Z B #§4K5 .
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Lesson One
Skills of Making Inquiries
WHrIRIS

£ % 1. Inquiry about Japanese Toys 3% HZAIE#iAH

Dear Sirs,

We have duly received your circular of May 15, with a price-list of the Japanese
toys and sundries enclosed therein. i

As we have much interest in this line of the Japanese goods, and we often receive
inquiries about them from our friends in various countries in Latin America, we shall be
able to give you considerable orders, if your quality is suitable and the prices moderate.
* We shall be obliged if you will send us some samples with the best terms at your
earliest convenience, '

Yours faithfully,

3% I[. Inquiry about Embroidered Linen Products 7 X457E1 B 7= R 0080

Dear Sirs,

We are interested in obtaining catalogues and price-lists of your embroidered linen
products. In particular, we are interested in table linens of various types, such as
tablecloths, napkins, and towels.

* Our company, a diversified international business house, is just about to start a
new marketing and distribution system in America with embroidered linen products,
particularly with customer designed products.”® To develop this business, we need to
know the following items of information:

1. Is it possible to order custom-made goods with our customer’s logo or name?

2. What is the minimum number of pieces for such an order?

3. How can we see the quality of your products? Can you send us some actual

samples of different designs? If we have to purchase the samples, please let us
know of it before you send them to us. ,
Please also let us know of any questions you may have about this project or our

company.
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We thank you in advance for all your cooperation in this matter. We greatly
appreciate your help in providing answers to our inquiries.
Yours faithfully,

L5 . Request for Booklet on Advertising RER[ &EEEM

Gentlemen:
" *Thave been told that your Bureau of Research and Education has recently compiled
a booklet on advertising that contains much helpful information upon this subject.?® As
an instructor in advertising at Charles-gate College, I am extremely desirous of
presenting the results of your investigations to my classes.

I should, therefore, very much appreciate your sending me a copy of your booklet,
and such additional information as you may wish to give me.

Very truly yours,

® circular n. J# K, Al ® customer designed products & F 1§ 5E

® sundries n. [pl] 2% 7= i

® considerable order KFEiTH ® custom-made goods & M &

® moderate adj. & ® customer’s logo & F BIFRiH

® to be obliged F & B ikt @ minimum adj. f/MAY, BIKK

® at your earliest convenience /R 5. ® actual sample LY HE &

® embroidered linen product W Jik §i 5 ® booklet n. /MtF
FE i ® bureau n. J&,4b

® table linen BHEFM, . &1 ® compile vt. 4%, L%

® napkin n. &M, &M 4K ® Charles-gate College ¢ /R {3k | ] K2

@ diversified international business house ® be desirous of #8153, 15 &
ZMHAERBRELAF ® present vt BN M5

@ distribution system &8 &4, s EHl E @ appreciate vz, B4
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L R EFRAFFLEAM—LEHRF AL TEMNRAEEGFH FRBAM, O at
one’s earliest convenience( $ 13 F &) &F-,

2. ANARSMHZEARB LA EL2ALRA B —AHYEHFHE AL R4 D
KRAGEER FHNAEPIEZ TR, @ adiversified international business house &
our company #J F] 4% & ; with embroidered. .. designed products £ 4~ 42 & 4 # X

3. BAE RFABMAREGBET — AT 4 F M - A PR ALSZEFMALGEFTANEY
158 ., @ that contains. .. this subject & & &M 4 ,154F booklet,

B wperss

L AFES

Directions: Please insert an appropriate word or phrase into each of the blanks below by

choosing one from the bracket. Change the word form if necessary.

1. An inquiry may ask for the status of an order already made, or it may a
question about company policies or procedures. (pose, pause)

2. Responses to routine inquiries concerning orders, prices, out-of-stock items,
shipping dates, and delivery information may be quite properly through
the use of forms and form letters. (expedition, expansion)

3. Unlike most of the other writings we shall consider, it is usually to a
business organization by a client. (addressing, addictive)

4, The reader may be unable to provide you with the material or the information you

. (desire, design)

5. You risk not only losing his goodwill in general but also yourself of what
you are specifically asking for. (deprive, depress)

6. Help the reader to give you what you want by exactly the data, facts,
statistics, or other materials that you need. (indication, illustration)

7. The personal touch should be evident in both the and the tone of the
response. (substantial, sustain)

8. The information or material provided should meet the specific request of the
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inquirer, and the manner of phrasing should suggest a genuine to serve.
(willing, unwilling)

9. The following is a good plan for responding to an inquiry there is nothing
to prevent you from providing exactly what is requested. (when, where)

10. Such form letters must be with special care, however, if they are not to

seem cold, formal, and inconsiderate. (composition, proposition)

I. ERES
Directions : Please fill in the following blanks with the words or expressions in the boxes.
Attitude towards Inquiries
X 75 1) 1 A BE

An inquiry is a request for the trade terms of certain commodity or for general

information. When the buyer intends to ?WPQF , he may send out an inquiry to an
exporter, 2 a quotation or an offer for the goods he wishes to buy or simply
3 for some general information about these goods. Inquiries may be made by
letter, telegram, telex, or fax or 4 by telephone or 3 face-to-face talk.
Since the 1990’s, inquiries made by E-mail have been 6 the increase.
Today progressive business houses (4 ¢ 3#F & iR ) 7 L 2 ] ) regard all inquiries,
7 they contain direct sales possibilities or not, 8 opportunities to

promote sales by gaining goodwill. The personal touch (GEY] /8% ) should be evident in

both the 9 and the tone of the response.
Efaskingy substance?lﬁ]«’&) on*6 invi:ing:g
f even¥ import! asy whether, through® g
8 i i =5
The information or material 10 should meet the specific~ request of the
inquirer, and the manner of i should suggest a genuine willingness to serve.
The responée should be made promptly and should be complete, 12 , and
cheerful.
Responses to routine inquiries 13 orders, prices,out-of-stock items (HREE I
H , B 45 & %), shipping dates, and delivery information may be 14 quite
properly through the use of forms and form letters (¥& 3\ 15 PR » 15 in
correspondence between a manufacturer and a jobber (it K W, REZ 4L N), a
wholesaler, or a retailer. Such form letters must be 16 with special care,

however, if they are not to seem cold, formal, and inconsiderate.
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i appropriatef}- expedited phrasing G& &) #// 3
{ provided composed - particularly concerningQ%
Vi

L. #|iFLE

Directions: Translate the following Chinese into English.

LR
BEFE A

R/ AN I — 5 JREHE % 524 7 I — (G 8 H  Ccatalogue) &
AT Hr B & (current price-list) ,

/5 72 O T B0 0 t 1, 424 7 Cbranches) i o % KR, B0
AT A RATNER , B K 7 L2, U 17479 2 M7 Cto place regular
orders) fH 4 E M EFEE .

T B2 7 7E (B oA A B B, R AN AT 2 W KR T W, B A A B 47 41 (special
discount) MERMTREBMM L E BAFAZH - ERRINAABUERHERZ —.
SR8 08 3 3% 1147 945 6 4F B 037 % guaranteed annual minimunm
number) , B &% H A 758 B I € (mutually agreed) ,

A .

B




