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Unit 1 8 & Enquiry
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1. IERESES TRAERFSHRHE
Enquiring about Scholarships

P.O. Box 8564
Wuhan University
Wuhan, 430072
Hubei Province
P.R. China
July 8,2002

The Han suyin Fund

8 York House

Upper Montagu Street
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L.ondon SWI 3NB
UK

Dear Sir/Madam,

1 am writing to enquire about the Han Suyin Fund.

I am a student in the final year of 4-year degree course in Huazhong Agriculture
University. From the sources of Financial Assistance for International Students issued
by the British Council, 1 learned that the Han Suyin Fund would sponsor postgraduate
students researching into biogenetics in agriculture, medicine ,etc. As I would like
very much to improve my knowledge about biogenetics, which is my field of study, 1
am thinking of applying for support from the Fund to study in UK. Would you please
send me detailed information on Han Suyin Fund, such as an explanatory pamphlet,
so that I could have a better idea of the requirement for applicants.

Thank you.

Yours faithfully,
Li Ying

THEXH AR RERAZRMERE, B XA SHARRA—HRBAER.
R BERER AFER.

2. ERNBRBHTRURHREREESMFE (EREEAMIL)
Requiring about Introducing a Candidate for Schelarship of

Post-doctoral
September 24,2000

Dr. Akira Kamiya

Department of Biochemistry

Cancer Research Institute

School of Medicine Nangoya University
Nangoya 464, Japan

Dear Akira,
On Monday I received a letter from Dr. Ando announcing that he became an

associate professor at the University of Kyato and that he is not coming to Buffalo.
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The same day I wrote to Dr. Yamada that I do not have to wait any longer for Dr.
Ando’ s decision. On Tuesday I received a letter from Dr. Yamada ( copy enclosed).
I do not dare to leave the fellowship vacant for one year, I still would like to have a
Japanese Post-doctoral. If you know a suitable candidate, please let me know. Dur-
ing last year’s visit, I was impressed with Dr. Takoda’s laboratory. I heard that he
retired, but his successor (I do not know who he is) may still have a suitable candi-
date.
With best regards.

Sincerely yours,
David Garland

3. RYEBRAVRBARNEARIARER
Enquiring about whether you can apply for or use research fair
December 11, 1998

Dr. Esmond Benson, Chief
Research Grants Branch

Division of Environmental
Engineering and Food Protection
Department of Health, Education
and Welfare

Washington D. C. , USA

Dear Doctor Benson,

Recently, Dr. Brian L. Davis, director, the Food Research Institute, the Uni-
versity of Chicago, suggested that I should write to you for information regarding grant
support for research outside the United States.

We have been working for the past eight years with type E botulism, which oc-
curs more in northern Japan than any other place in the world. The problem which we
are most interested in is the mechanisms of toxin formation by Cl. Botulisms of toxin
formation of the precursor into toxin, which we found and reported in the 1970s.

We have already done much work on this particular problem and would like to
extend it further to solve this mystery eventually, We would certainly be able to make

a great deal of progress in this project, if aided by a research grant.
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If there is any grant you think available for this project, would you please send

us all the information and the forms necessary for our application?

Very sincerely yours,

Kanji Furuse

4. @ E 5N pol i) 5] 3R B B I
Enquiring about Standard Examinations
Department of Chemistry

Nanjing University
Nanjing, Jiangsu Province,361005
P.R. China
Feb. 5,2001
Developing Unit, English Language Division
The British Council
Medlock Street, Manchester M15 4AA
UK

Dear Sirs/Madams, v

I would like to learn some information about the registration for IELTS.

I am a student of Organic Chemistry, now in the final year of four-year degree
course in the Department of Chemistry, Nanjing University. I have applied to Cam-
bridge University for graduate study, and was required by the University to take
IELTS before I could be accepted. Unfortunately 1 am ignorant of IELTS and not sure
what the exam tests and how it tests. Therefore I am writing to ask for your help. I
would be most grateful if you could send me information about IELTS and let me
know where in China I can apply to take the exam.

Thank you.

Yours faithfully,
Zhao Yu

5. MSEHEEEGRNAXBREE

Enquiring about Emigration Regulations
56 Shoushui Avenue
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Wuhan 430072
August 13,1998
Immigration Office

Canadian Embassy

Beijing, 100002

Dear Sirs/Madams,

I am writing to enquire about regulations concerning the immigration in Canada.

I learn from the recent newspaper that asked people to consider immigration to
Canada. I would be very grateful if you could give me more detailed information
about this possibility, particularly information about the help you could offer to Chi-
nese students.

I would also like to know how one is able to become a Canadian citizen, and
how seon this could be achieved.

The advertisement on the newspaper mentioned that“some constraints might be
placed on the emigration of whole families”. I would be grateful if you could clarify
precisely what is meant by “constraints” in this context.

I am looking forward to hearing from you. Thank you.

Faithfully yours,
Lin Fang

6. SRR
Foreign Trade Enquiries

Xianfeng Toy Co. Ltd.
35—38 Beijing Road, Xiamen,350004
Fujian Province, P. R. China
Fax.: (0591) 3456780 Tel.(0591)3456781
Nov. 20,2002

Sampson Plastics Co. Ltd.

587 Causeway Bay

Hong Kong,P. R. China

Dear Sirs,
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We are interested in importing some plastic toys from Hong Kong. It is reported
that toys made in Hong Kong are popular in Southeast Asia.

We understand that you are a leading manufacturer and sales agent of plastic
products in Hong Kong and Southeast Asia. We should be obliged if you will let us
have detailed information about the toy range you produce.

Please indicate any new items not yet introduced in mainland China and send the
samples if possible.

We hope that this will be a good start for a long and profitable business relation

between us.

Faithfully yours,
Wenkai Wu
Manager of Imp/Exp Department

7. ]84 i
Enquiring about Price
June 4,2001
SHANGHAI DAZHONG AUTOMOTIVE IMP/EXP CORPORATION
Add. International Building. Huaihai RD. Shanghai, P. R. China
Tel: (012)47685579 Fax:(012)47685578

Dear Sirs,
Motorcycles

Will you please send us a copy of your catalogue and current price list for motor-
cycles. We are very interested in importing motorcycles, for both men and women.

We are a leading vehicle dealer in China and have branches in major cities all
over our country. If the quality of your motorcycles is satisfactory and the prices ac-
ceptable, we intend to place regular orders for fairly large numbers.

Will you please state whether you are able 1o allow us a special discount? This
would enable us to maintain low selling prices that have been an important reason for
the growth of our business. In return, we would be prepared to place orders for a
guaranteed annual minimum number of motorcycles, the figure of which to be mutual-
ly agreed.
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We are looking forward to your reply.

Yours faithfully,
Zhao Jin

8. KM
Enquiring for Lost Things
Youyi Hotel, Room 402
Guangzhou
May 23, 1999
' Metropole Hotel,
56 Waterloo Road,
Kowloon,

Hong Kong

Dear Sirs,

I am writing to ask if you have found a briefcase which I forgot when I left the
hotel. I stayed at the hotel from May 15 to 19 ; my room number was 121. [ think 1
probably left the briefcase somewhere in the reception area as I hurried off for a taxi.
Tt is.brown with one zip compartment and several other compartments. There were pa-
perback books and a wallet inside it. I am afraid it does not have my address and
name on it. If you find it and inform me, I will be very grateful to claim it.

Yours faithfully,
Jin Zhou

Structure and Vocabulary Aid

1. Foreign trade enquiries Xt 5h % 5 & if
Introducing yourself or telling how you learn about the firm

1) We are one of the main wholesalers of . . . in middle China.

2)We are a subsidiary(4*/2 ®]) of . .. which specializes in. . .

3) We were given your name by. . . and learnt that you were interested in suppl-

9
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4)

5)

6)

ying (product name)

You were recommended to us by and I am writing to find out more
about  ( product name)

We were impressed by the selection of your products displayed on your stands
at the Fair/Exhibition which was held in. .. ( place) in... (date), and we
are writing to enquire about. . .

We are now in the market for the goods mentioned in the attached list and
shall appreciate it if you will send us the favourable quotation in Xiamen,
showing full particulars as to specifications and time of delivery along with

copies of descriptive literature.

Making enquires or requests

1)

2)

3)
4)

5)

6)

Could you send us your latest/current catalogues and price-list for. .. ( pro-
duct name) ?

Please quote your best prices for... ( product name), and also state your
best terms and discount for cash.

Would you please send us details of . .. ( product name) ?

Would you let us know your latest price list for. . . ( product name) with the
lowest quotations? '

With regard to your advertisement in. .. ( source), we would like to have
your quotation for the ... ( product name) being advertised.

Would it be possible for us to have the lowest quotation for. . . ( product) ?

Restating the main points or urging for an early reply

1)

2)

3)

4)

5)

Finally, I point out that timely delivery is essential and I hope you can offer
us guarantee.

When replying please indicate any new items not yet introduced in China and
send us the samples if possible.

We intend to place a substantial order, and would like to know what methods
of paying/discount/and additional terms you altow.

When repaying, could you please inform us of terms of payment, the earliest
delivery date and discounts for regular purchases?

Thank you for your attention. We hope to hear from you in the near future.



