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Lesson One
Enquiry

SHANGHAI IMPORT &
EXPORT CORPORATION

27 Zhongshan Road E.1
Shanghai, China

Our Ref; HW/jS Tel:
Your Ref: Fax:
E-mail Address:

Post Code: 200002

May 15, 19X X
ABC Company, Inc.
123 Main Street
Centerville, IL 66666
U.S.A.



Gentlemen,

Re: Al06 Grade B Pipe

One of our clients is -desirous of purchasing some captioned
goods for his stock. We understand that you are leading ex-
porters of the goods and you can provide the specifications we
need.

Kindly quote us in US dollar or Deutsche mark on CIF Shang-
hai basis for the following A106 Grads B, seamless pipe. For
each size please quote separately for Sch 40 and Sch 80 wall
thickness;

(1) 2"

(2) 2-172

3) 3

(4) 312

(5) 4

If your price is reasonable and quality satisfactory, the initial
order will be about 100 M/Ts, with a potential order of a few

thousand tons per year.

In case you are unable to offer us at this time, may we suggest
that you quote us an indicative price first. This indicative price
could be confirmed later. We need a price idea now enabling
our client to finalize his stocking plans.



We also need some drill pipes and drill rods. The rods will be
for mining industry. Can you export these? Please advise.

Your early reply will be highly appreciated.

Yours sincerly
Shanghai Import & Export Corporation
Import Manager: Li X X

Words and Expressions

enquiry [inkwaieri] z. ##&, #HH
ref, N reference 4T ;
reference [reforens] ». %S, 28BS
u. & (H%) mMES3HEF

fax [feeks] n., v. FHEBEE, EEEH
email address [imail] ». B F AR #uhk
pipe [paip] n. HF
client [Klaint] n. %, &/
purchase [‘poitfas] vr. 9%
stock [stok] n. B, FEtk

ut. WF, &1
specification [ spesifikeifon] n. (¥ A pl.) FZRREHH)

A%

quote [kwout] vt., vi. M
Deutsche ['doitfo] mark f8E I 77
CIF = cost, insurance and freight B AR, E%



seamless [‘simlis] a . TG4&H

separately [‘sepereitli] ad . 7+ FFH#h, & 5
initial [inifol] a. EHIRY, FEEH

order [oda]l n., wt. BH, EH, FWY
initial order #]3T

M/T = metric ton 20

potential [ pstenfol] a. BEWHH, THH
indicative [indikativ] a. RMEKI, BEREY, WA
confirm [konfom] w¢. Bk, L -
enable [ineibt] ot. fEREME, {# R N HT RE
drll [dril] . 4%k, ##Hl

rod [rod] n. ¥, B

drill rod B5#F

" mining ['mainig] «. X889, 5 A
mining industry & (L) ¥

Notes

1. XR—HWRE, ERZFRENBEAFXRER, A8
fEMAREE . Rk, F1RL. H3LFA A4,

2. AEEBANE, XHERATFELR (Blocked Style),
XMFANBRAERE L RERH, MEELEBH
7o BT AT, BB M. HRfT4£R ik, &
. EhE. BEXHE-BFL, URRFAEENEER
%, BNELDGREETR, BE—&HLK, SUXKE
B3R (Vertical Style), ZEBfEH, ERBHESE, H



THEMART I REHANER, B0 NZEiRi %
BT,

- XEERARRRITH R, PRERZIIBHB
4, aE#. ﬁﬁﬁ@ﬂﬁﬂ%ﬁﬂ@%%u&ﬁrﬁﬁ%%
ZRHUAAREFS.

. HOCER AT B bt — RN TN F BE .

(1) BIFEK

(2) BITHITES, #4

(3) WA

4) B, }Hé’.&ﬁmw{éﬁﬂ

(5) H#

. REEFHLFEENHPALBRRT P XEEME DI
B, EITERFLZT, ﬁmﬁ?zmhbz,to HIA U
THRMRRE,

May 10 (th), 19% X (%@ﬁ))

10 (th) May, 19X x (FEHEHRK) 5

A —BAEE, Bﬂ%%ﬁﬂﬁﬁﬁﬁ]ﬂ? sy
CBEF-5/10719% X B 10/5/19X X ERR, .

. #H Gentlemen E— 1M FHEKRE, FARKEIHR,
WRAMRRE, FAUMESRES,

. Yours sincerely S

‘GHBM, BEFEREREE, GEFERMMN LR
Ho X—GRK#H, BT,

. Re: Al06 Grade B Pipe #HH . A106 & B &%
X—E TR, HREMEBERET, FX k.

. enquiry=inquiry n. (¢) &%, #HW. M




10.

11.

12.
13.
14.

M AR, AT# enquiry JFEEH for sth.

e.g. We are very pleased to have received a number of en-
quiries for our Men’s Shirts.
BRABEXMERBFLXTFRITE RN R

Quotations will be sent upon receipt of your specific

enquiry.
—RUBIEIT BRI, IEFRMN R,
be desirous of purchasing sth. HBEME------

desirous &£ desire IR A 1H], 3iA] desire TARIT KR,

A desirous fEEIE, EHAFEHRE, BENA o,

AN 10,

e.g. We are desirous of your catalogue and price list.
RNBVEHFRMNBFRMHEE,
We are desirous of doing business with you:
We are desirous to do business with you. :
BITERRINBER,

for stock MfEFEFE '

e.g. 50 metric tons of Mild Steel Flat Bars are wanted for
stock.
T 50 2w KRR m MIE T

captioned goods ¥R B FTIE Y

leading exporters FEMHEOR

-++ and you can Provide the specifications we need.

""" PRATRT BERAT) BT T R LK

(1) to provide sth.” to sb. B to provide sb. with sth.

REFEAEY



15.

16.

17.
i8.
19.

5 provide (v, ) # X HFE, HAEHHRE AR,
furnish, supply
e.g. We can provide (furnish, supply) this specifica-
‘ tion to you.
AT DR AR X LA
We can provide (furnish, supply) you with this
specification.
(RE)
(2) HA]H we need B E B MM E], BH 41 specifica-
tions, -
quote vt. & vi. %ot w®r, | )
e.g. Please quote us (your price) CIF London.
iR CIF R M. (AT E N E B your price)

Please quote for the supply of 5,000 metric tons of
steel pipes. -
WXt 5000 /‘lﬁﬁﬁ%‘{#ﬁﬁfﬁﬂﬁmo

on CIF Shanghai basis %8 EEIE R

e.g. Please quote us your price on CIF London basis.

HREHEB M.
Please quote us your pirce on the basis of CIF Lon-

don. (F L)
“” 8R4 inch (¥1)
metric ton AW (=1000 A7)
per year H4E
Fr B—" B, EREEEZR per.
e.g. US$ 30 per dozen #4730 £T



20.

25 knots per hour &/} 25 ¥ 8

In case you are unable to offer us at this time, may we

suggest that you quote us an indicative price first.

WARRTT BT E R EAMAE, ROBUARFR—ExR

Y,

(1) incase WMHE
e.g. In case you need more information about our

business status, we shall be only too pleased to
answer your inquiries at any time. -
MR REESH THER T WHRA, RA
%Hﬁ%ﬁiﬁﬁﬁﬁ@%‘:ﬁ!ﬁ%ﬂlﬁo .

(2) may we suggest that - X
WAL may EEERZ X, ﬂﬁ%%ﬁ&“ﬁﬁi‘%o
e.g. May we suggest that you reduce your price by

5% . That would help to introduce your goods
to Our customers.

RIIBUEIEA 5%, ii%ﬁﬁi!:f‘*ﬂﬂ’jfﬁ
mABHBRITEF .

(3) suggest #H that NIk, WP EH should + 3
HFE, BBEIESHEN, H “should” ot
AT WS o AWl suggest sb. to do sth., 157151
Suggest doing sth. ,

e.g. We suggest that you (should) open the relative
L/C within two weeks.
BINEBHR T EFRN }F_Lﬁ%ﬂg{*ﬁﬁﬁo
We suggest effecting shipment by the end of



21.

22.

23.

this month.
RINBWEE A RAIEKEZ,
We need a price idea now enabling our client to finalize his

stocking plans.

RIAEEE—NMHBESUERFEF BRE KT,
(1) HaBaEa.
We need a price idea now so as to eanble our client to
finalize his stocking plans.
(2) finalize vz. %, - BFEETHK
e.g. to finalize a transaction MR
We have eventually finalized the following
transaction with you.
RMNATERFRTERU TS
advise, inform, notify fE@RIMEE, BEATEEIEM
RER, 18 advise JF R BERIFEAIE ., advise [F HEIFM
AER, BRR: HE
e.g. Please advise (us) when you will ship the goods.
W MR R,
We advise you to accept our price.
RV TEZ R T M.
appreciate vt . B, B
e.g. Your immediate reply will be appreciated.
EEE R,
appreciate J& Al 8 4 W 5 3 % AYE 1B
e.g. We shall appreciate your early reply.
HHE N,



24.

We appreciate your giving this matter your careful
attention.
X LA I R R
BRI it + if \A].
e.g. We shall appreciate it if you will quote us your best
price CIF London.
st A4 CIF Bt E Y, WHIBRE.
HTEBSEGY, D LeaSREsie, HEE
REERARE highly kB8, T4,
It will be highly appreciated if you quote us your best
price CIF London.
corporation ¥ EEHFE, MY T XA Limited Compa-
ny (ARAF).
ERARAALHPH A Inc. (Incorporated)
e.g. Honeywell, Inc. (BRB/RERAT)
ABC Company, Inc (ABC B3 & KR4 A])

Exercises

1. Answer the following questions according to the text:

10

W N =

. What is the nature of this letter?

what letter style is adopted in this letter?

Tell the characteristics of the blocked letter style.

Who is the addresser of this letter and who is the
addressee of this letter”-

. What’s the purpose of writing this letter?



