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Translation and Keys to Exercises
BEXMGIIER

Unit 1# Business Letter-Writing
F—RT HULHEHRE

Al

Keys to Exercises (3] &£ %)

(1) Arrange the Following in Proper Form as They Should Be
Set out in a Letter

1) Sender’s name; Hunan International Trading Corp.

2) Sender’s address: 18 Huangxi Road, Changsha, Hunan,
China v o

3) Sender’s cable address; 5527CS

4) Sender’s telex address: 3328 cs CN

5) Date: September 15, 1994

6) Receiver’s name: Standard Oil Company

7) Receiver’s address: 38 Fifth Avenue, London, U. K.

8) Subject; Refrigerators.

9) The message:
We thank you for your letter of September 3 enquiring for

'1.



the captioned goods.

The enclosed booklet contzins details of all our refrigerators

and will enable you to make a suitable selection.

We look forward to receiving your specific enquiry with keen -

interest.

Hunan International Trading Corp.
48 Huangxi Road
Changsha, Hunan, China
Cable: 5527CS, Telex: 3328CS

" September 15; 1994
Standard,Oil Company
38 Fifth Avenue
London U. K.

Dear Sirs,

Subject: Refrigerators
We thank you for your letter of September 3 enquiring
for the captioned goods..
The 1 enclosed booklet contains details of all our
refrigerators and will enable you to make a suitable selection.
We look forward to receiving your specific enquiry with
keen interest.

Yours faithfully,

(2) Address an'Envelope for the Above Letter.
» 2 »




(

China

Hunan International Trading Corp.
48 Huangxi Road
. |Changsha, Hunan

Stamp

Standard Qil Company
38 Fifteen Avenue
L.ondon ‘

U. K.

Unit )
E e

Business Telegrams

B

Keys to Exercises(% 3 &%)

(1) Translate the Following Telegram Message

1) B3,
J7 3
H3

2) B3

S
3,

[LOSING FURTHER BUSINESS IF INSIST
1./CBASIS ,

If we insist on L/C basis, we shall lose our business
further.

ﬁﬂ%?ﬁﬁ%fi‘ﬂoﬂn ﬁ?ﬂEfﬁﬁ’mﬂEﬁ'J ﬁ?ﬂ@%f/\
W%,

PLSCABLE SOONEST DELIVERY .

Please cable us the date of delivery soonest.

FHRERFEEERAH.

3) B X: DOCUMENTS UNRECEIVED PLSCABLE WHEN

-30



R

3

4) B3,

F3

5) B3

J& 3T

13

AIRMAILED
We did not received your documents. Please inform

us the date (time) on which (when) they are

airmailed.

PR, E A TR AR .

I./C UNRECEIVED CONSIDER CONTRACT
CANCELED IF UNRECEIVED BY -ENDJUNE

: We have not received your L./C. If we can not receive

your [./C at the end of June, we’ll consider cancelling

the contract.

15 RER KB, 0 6 A IR B 5 FE, RATE B R0

A,

PRICE UNWORKABLE PLSACCEPT USD 1 800
PERM/T \

It is impossible to do business on the basis of this
price. Please accept the price of US$1 800 per

metric ton.

XA LEAFHER, HREFAM] 800X T,

(2) Translate the Following Phrases
1) EXFACTORY: #J”

2) CASHDOWN . Ep#i4¢ 2k

3) CASHPRICE: B & 1% #

4) BANKPAPER: ¢, &3 8iE
5) BANKRATE: M8 &

6) HIGHESTBID. & & (E)#

7) OFFERFIRM; #3C#

§) CABLEREPLY . &%

9) INV,
103 LIC:

040

KE, Ethign
PFEHE; 8



11) MAX. &K &, ERKRE

12) MIN.: B KRB E, B/N&

13) YC: R # it

14) RYL . BRARHF k&

15) RYC10/1: R4 HF 1 A 1088
16) ROL: B RE AR

17) B/E: ILE; A&

18) B/L; # () H

19) CIF: & R FZMERN DR
20) D/P. &8

(3) Simplifying the Telegram Message
1) JE 3. We shipped on December 10,5 tons of Copper\. per
Steamship Long March.
B3 COPPER. 5 TONS SHIPPED10/12 S. S-LONG
MARCH

2) JE3X: We shall adopt your suggestions.
#3C; ADOPTING UR SUGGESTIONS

3) JE 3 : Owing to snowstorm, the railway between Chengdu
and Chongqing has been disrupted since yesterday.
B : SNOWSTORM DISRUPTED RAILWAY CHENGDU
CHONGRQING SINCE YESTERDAY -

4) B3 . We do not want payment by installments.
B3 : PAYMENT INSTALLMENTS UNWANTED

5) JE3X.: . If you can ship the goods, please ihform us.
4.3 PLSADVUS IF GOODS SHIPABLE



Unit 2 " Business Telex

g=&x Bt

Keys to Exercises (% S] &%)

(1) Translate the Following into Chinese
1) ORDR CANT BE CNCLD GDS ALRDY MFCTRD
O AT

2) ORDR ACPTD SBJCT L./C RCVD BY JUNE 18
TREEKRAXRFEAIES A 18 A KE

3) DOCUMNTS UNRCVD WTN U SENT? REP
B R BENT A EE

4) SHPT READY EXPEDITE CREDIT
fin € % 52 7 & 9T M5 FE

5) LOWEST PRICE TENDER ACPTD =
BREHMTER

6) PL.S SEND US OFFICIAL RECPT
WARY ER B '

7) SHIP IMMDLY TEL NME STEAMER DTE SHIPMT
STEPREAS A R AR A

8) CANT SUPLY NOW BUT WLL OFA SN AVIBL
RENEM T — BB R

)



9) HV U INCRSED L/C AMT? PLS REP
HREEHMTEHILEG? FE

10) RE 8/C 5421 PLS CBL L/C NUMBER ENABLING US
ARNG SHPT TKS
&R FE 5421 8 15 RIES 0L R 7 % HE 08 i il

(2) (B8

(3) (B

(4) Translate the Following Passage into Telegram and Telex
Message, Using as Many Conventional Abbreviations as
You Can :

B
ok
IZAIHRRUE, FRONFLERHCLEE
Fo :
RAFBHEBER 700 BEYER, UF 5%

HEME. RAFAGBIRINMEOILRHIBERL

AAEXTHELSTHE. MK EEH 6134 5,88

. MRAREEZRFEFFEUANEMH, BFLLHE

HXRE,

WA,

W

Eiy Telegram .
YL9/12 OBTAINED ORDER 700PCS GABERDINES

070



IMMEDIATE SHIPMENT 5PCT DISCOUNT (ANXIOUS
BUILDUP  EXPORT CONNECTION ) EXPECTING
ACCEPTANCE

¥ Words in brackets may be omitted.

By Telex: -
YL9/12 OBTAINED AN ODR FOR 700 PCS GABERDINES
IMMD SHIPT SUBJ TO 5PCT DISC ANXIOUS TO BUILD
UP EXPORT CONNECTIONS HOPE TO HV YR
ASSISTANCE RGDS

(5) Answer.the Following Questions

1) What is the telex? '
A message sent out at one place to another or received from
another place through a teleprinter or a teletypewriter is
called “Telex”.

2) What are the major advantages of the telex?

‘The major advaniages of the telex are;

a. A subscriber may transmit messages at any time in his
office, thus saving the trouble of sending the messages to
the \t‘elegraph office for transmission. A subscriber can
also reccive messages 24 hours a day in his office, even if
the machine is left unattended.

b. Subscriber can exchange views with each other on
teleprinters by adding a “—+?” signal at the end of a
nleésage. In this way, business negotiation can be
carried on until it is finished.

3) What is the disadvantage of the telex?
Telex can only transmit written message and cannot transmit

diagrams or patterns.

ogo



