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Unit 1 Letters of Enquiry
HlleR

Brief Introduction B TR

A letter of enquiry is written by someone who asks about specific information. It is among the
most common letters in business. Businesses need information from each other and they cooperate in
exchanging information. A letter of enquiry may be written by ordinary consumers or buying public to
request information about a product, a travel package, a training course, a conference or other infor-
mation concerning a wide range of matters.

The letter of enquiry may be written as an initial contact in a business transaction, hence the tone
of the letter is usually friendly and polite and thus makes it easy for the recipient to identify and provide
the information one needs. An enquiry may start with introducing yourself, indicating the kind of infor-
mation you want to know and explaining why you need it. It usually ends with goodwill expressions

suitable to each particular situation.

Writing Structure S{EE X
HEENFEENREFIRIFER EXEFEUT N TENNE . EREVASHERR, HEHE
XEEK BHREIRAAHNGEER, PEIFS K —B&EER TR, FENR R ARFEES
1S EAMT, EE T X 4 BBRRVARBUE B ULLE , 7T AR HEER R 7 X LMERE A SIRER R, IF
RBBIHZIE .
Bifja{E M RGN EBW B S ER/E. WA 4730 EEAL , ZE 18 R A A B AR R b
MEEAX— K.

Samples L6l

Sample 1 A= RmER
Dear Sir,

I am a systems manager at TK Company. My company is considering using your new release of AP
Database as a key part of the system.

We have read your promotional material and are very interested in using your product. We need,
however, the answers to the following questions before we can decide whether or not to purchase your

product.

1. Are you still planning to release the AP Database early next year?
2. What LAN environment will your product support?
3. What after-sale service do you provide?

I would be very happy if you could provide me with the above information. You can call me at (415)
666-3323 or e-mail me at lukechen@ tk. com.

Sincerely yours,

Luke Chen




Sample 2 ] [E MRS B
Dear Sir or Madam,

I am writing to ask for information about your agency’s Hong Kong travel packages for the May holi-
day. My family and I plan to travel there from May 1st to 7th, in which period we would like to visit
most of the scenic spots and shopping centers. A DIY program would be preferable. ! It would be
greatly appreciated if you could provide us with your travel packages and their corresponding price per
person, covering both hotel and a return ticket. 2

I would be grateful to receive a prompt reply as the holiday is approaching.

Yours cordially,

Li Ming
Sample 3 ][ AFFER
Dear Sirs,

We are currently developing our sales literature and web sites and are interested in translating these
into five languages apart from English. ?

We should be grateful if you would send us your brochure and price list about your translation serv-
ices.

We look forward to hearing from you.
| Yours faithfully

Andrea Philips
Marketing Manager

Sample 4 ifjiE) = R[EEER
Dear Sir,

Beginning next fall, our Training Department will offer a “How to Give a Speech” course to employ-
ees. For this course, we would like to videotape each participant and play back his or her presenta-
tion, allowing participants to see themselves as they appear to the audience. We are interested in
using your Flex-1 videotape equipment for this purpose.

We would be grateful if you could answer the following questions on the Flex-1.

1. Is flex-1 available on a rental basis?* If so, what is the monthly rental? Is there a minimum term
for renting?

2. Is Flex-1 available for sale? If so, what is the complete selling price?

3. For playback, can the Flex-1 be attached to any standard television set?

4. Must any special lighting equipment be purchased for use together with the Flex-17

We look forward to hearing from you.

John Smith




Sample 5 )EiIREEER
Dear Sir,

I have heard that you are prepared to open a new optional course, Applied Psychology, for the next
semester, and I am very much interested in it. I would be grateful if you could supply me with the fol-
lowing information.

First of all, when will the course begin and how long will it last? I have classes during all the week-
days, so I hope it can fall on evenings or weekends . Second, what is the possible size of the class and
where will the lectures be presented? Third, are there any requirements for entering into this class?

I love psychology so much that I wish I would have the chance to take part in the coming course. I am
looking forward to your reply.

Yours sincerely,

L Li

Words & Phrases i 574

release n. & v. KA approach u. T

database n. ({8 PE brochure n. /pMFF

promotional adj. {R&4H) videotape w. F&

after-sale service B 5 R% rental adj. FHAK,,FHEHR »n HE
travel package JEIFELE minimum adj. B{KH, B/NY

scenic spot KB [X , 5 5 lighting n. R&BH

corresponding adj. FHN K] optional course Y&

prompt adj. MHEHY applied psychology Jif FH 0> B 2%

Notes i+ &

1. A DIY program would be preferable.
H BhWF I B E 2 HBR .
DIY £ Do It Yourself W4 , B0 H C3h T4k, #% 18 A © R M, 763X B 0] LSRN A B .
] preferable B N “HE A B A, EAFH”, Bildn.
Ice cream is preferable in the summer heat. (B H &% 20, EkEEELF.)
Supermarket is preferable to grocery in that it offers a wider range of items and has a better shop-
ping environment. GET HZ457 54T, B @ T R4EE L8075, WY B HELT )

2. It would be greatly appreciated if you could provide us with your travel packages and their corre-
sponding price per person, covering both hotel and a return ticket.

IR R M ARNEARAIRIFER(S B AR B AN IS R AR NLE, T8 A

B .

appreciate & A “Xifeeeee- FANRRE BN .

It would be greatly appreciated if you could send us the latest price list and brochure of your prod-

ucts. (ANABHEA K HALT= G BB IR BB M FHFLRAT AR,

We would appreciate it a lot if you could advance the shipment to early June. (FE#38E¥ 35 550 48

BIZE 6 A%, RATHIEH BB

cover —iAI R N “EIE , A&7, BN,

My discussion with the professor covered a wide range of topics. (F5#BHITEB R TREZWNE
L



)
The review covered everything the students learned last term. GXIRE J A L FR2EA 1246

A

We are currently developing our sales literature and web sites and are interested in translating these
into five languages apart from English.

AL AT EE R RS & EAETOR MM, BRIEIES, BRI BK PR A M B R A EIES .
literature 75 /7] B A E AL HORE, Bildn .

product literature (=B &% KD

literature on camping holidays in the inner land (3&F7E Py #b 578 B (B A %KD

Z/a]H apart from B RHCRR T eeer PASRE”, il .

Apart from Japanese, the 10-year-old is fluent in Spanish and French. (BT HiZ4h, X4~ 10 &
F) B 3 BB UL — O A AY PE BE oF 1B FIEE )

Apart from the injuries to his hands, he broke his legs in the accident. (& T F_I B4 LA , M zE X
AR P R R TR D

Is flex-1 available on a rental basis?

Flex-1 2% Al AFHAE 27

available F 4 “RI 183 &, 7T &Y, Bil20 -

Chinese commodities available for export are varied. (PETHE OB RMEEL,)

For the sake of safety, a fire extinguisher should be available at all times. (3§ T Z4&8,, K €1 I
ZpER AT LR D

Useful Expressions ifiC#" 3

inquire/enquire about #jf] price list 4t H3

ask about ][] quote/quotation {4}

consult/ consultation %] have. . . in stock HHH , A ERHF
require/ask for B3Rk /RE postage prepaid HR%f 24}
request TH3K look forward to HiH}

sample #£ 5 at your earliest convenience /& 5.
catalogue H 3

Useful Sentences RI=XH 7

i

2.

— i
I am writing to inquire about/ask for information about. . .
BRI K- HER .
Would/Could you please tell/send us information about/concerning/ regarding. . .
BB PR It e/ FARI A K5 B

. Please inform us of. . .

HERMBITE R HER.
We are very much interested in. . . and should like you to send us. . .
FRATINE oo+ BEIRIGER , BT R/ FIREMG -+ F AT,
I would like to have some information about. . .
RAET AR HE D .
I was wondering/wonder if you could tell me. . .
ARBTTREE EHHIBRA K- HITEBL .

Would it be possible for you to inform me of. . . ?
L] 6 .



BRET 5 TR A K B OL?
8. We would appreciate some information from you about. . .
AR R 5t A Koo HIME B BRATH 0B

9. T would be most grateful if you could tell me/let me know/give me detailed information about. . .

USR5 1 /B - BLAR RO 5 B, BOKF A IR
REER/HAH

10. Would you please send us a catalogue/a brochure/a price list?
WHRA R B RE/ EEM/ 0 BRFARAN?

11. We would appreciate it very much if you could send us the recent US Retail Trade Report with re-
gard to the major trends and changes in the US retail industry.
W R R — A X EETE L S E AN EES R EERE LR E)FARN H AR
V=3

12. We would be grateful if you could let us have some information about the financial and credit stand-
ing of ABC Company.
MEE A % ABC A A I EROL , A TH 140 B .

13. Your ad in today’s China Daily interests us and we will be glad if you could send us your product
literature.
AT B R ZECR E BRI 7SRRG0 BB 3 R 7= 5 B AL BORE, TRATVHREA R

14. Tt would be greatly appreciated if you could send me an application form as well as relevant bro-
chure.
WE R F AR ERIARME.

15. We would be most grateful if you could fill out the questionnaire for us.
WAL R 7 M RS A, AT A PR .

16. I wonder if I could have the honor of having you as my referee.
AHREBAZFELROEFEA.

17. Would you please tell us where the lecture on “Company Management” is to be held?
A B A AL T A TS MR 2 iR 7

18. 1 am writing to ask about the capacity and the going rates for your conference room.
A3 bR ) 7] SR AL 2 R R EERERE I BLAT B3 A .

19. 1 would be grateful if you could send me information about TOEIC/ TOPE.
WMBREHF ATRA K F0lk/Fo 3% 2 BRI I R

GR/EEEE
20. We have included a postage prepaid envelope for your convenience.

FRATTE BEBR IR FE A i 5 3 LA D5 (B R 5

21. 1 would be grateful if you could contact me either by phone or e-mail.

BB R R RO AR

22. We hope to hear from you in the near future.

BRAFEBBRIBBIHITHELE.,
23. We would be grateful for an early reply.

g R BB, WA R
24. We look forward to your early reply.

RMAERHERRTWEE,

25. 1 would be grateful if you could reply at your earliest convenience.

g R R m A, WA AR



26. I would be grateful if you could confirm receipt of this letter and let me know your decision.

AN REER AR A5 5 A AR B B TR 4 B
Writing Basics B{EEZA<I)

Conjunctions %17

HE AR —R 1R, B A BB 2 S AR ) F R T HOR B 5 iR EE 5 EE U R 5 A AE R .
FER FEA] 43 R B HH 5 E 1 AN B iR, I3 % 16 FH Ok o 82 47 K9 A) | 3R] 44 A1 43 A] (and, o,
but, etc.), MRZEFEHT 53 M A LA B A F ) — 38 43 248 16 4] F A9 44 B ZE % (because, before,
if, when, while, etc.),

X BB E B AR ZE R (U0 and, but, for, so, because, although, since, not only. .. but al-
SO. .. » as...as %) % 1 87 (40 : therefore, consequently, accordingly, moreover, furthermore,
otherwise, likewise, however, in addition %) 7E ik F AR BHMZ A, BHAE AR &S, EEEE
W, IFARBUE E R BIE , BlE R AR BB BB A ) 9, BRI 24 0 1A A v B R A E R A 4
At , B A AR R AF B R R BRI Z BT IR S (), 2 J5 8 W N B bs A5 5 T 2 Bt B 3] 22 R Bk
AR5 G)HBAS ), Z /558 ES G)BRAEZKRZ AT L4 M 5EiE, Hihn.

We have not yet won, however, we shall try again. (TR EEBM, AFIRITFAEFHIRZ—T.)

XATEBL R A, B LA =Rk,

a) We have not yet won; however, we shall try again.

b) We have not yet won. However, we shall try again.

c) We have not yet won, but however, we shall try again.

Exercises BT % 3]

L Draw a line under any incorrectly used conjunction or phrase. Rewrite the sentence correctly (%1 i fg
R RME R SEE, HRIE)

. Do you like swimming and to play golf?

Please answer the telephone and with a pleasant, courteous manner.

These foods are not only nutritious but also they are inexpensive.

Mrs. Lombardi resigned and because she received a better job offer.

o o

. Your plan is as good, if not better than, either of theirs.

II. Change the disordered sentences in the logical order (&ﬁﬁﬂlﬁ FEABE)
We would be very appreciative if you would provide us with your rates.
We are looking forward to hearing from you.

Thank you for your prompt attention to our request.

Our firm sells shampoo.

o e

. We are interested in investigating the possibility of national advertising.
III. C-E Translation (#i%#%)

1. & X = G R A B 7

2. REBARIARXRBHBERBRESHWER.

3. WREERMEGREREES] , RITHEA MR .

4. FATREGNIE B R AT EARAE .

5. MBFRBEE K+ 5.

IV. E-C Translation (3i%)

1. Your name was referred to us by the Chamber of Commerce.

2. We would like to have the product literature from your factory.

3. I am writing to inquire about the present job vacancies at your company.

.8.



