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KEY TO EXERCISES
(BOOK ONE)
CHAPTER 1 Layout of a Business Letter

1, Layout, Guangdong Foreign Trade Development Corporation'779 DO-
NGFENG DONG -Road,
Guangzhou, China CABLE, 5527 GFTDC
TELX;44388 GDFTC CN
September 15,19-
Messrs, H,G, Wilkinson & Co,,Ltd,
245 Lombart Street,
-Lagos, Nigeria
Dear Sirs,
SEWING MACHINES

We thank you for your letter of September 3 enquiring for the cap-
tioned goods,

The enclosed booklet contains details of all our Sewing Machines and
will enable you to make a suitable selection,

We look forward to receiving your specific enquiry with keen inte-
rest, )

Yours sincerely,
Li Ming .
(LI MING)
ENC, as stated,
2. Envelope Address »

.

GUANGDONG FOREIGN TRADE

DEVELOPMENT CORPORATION

779 DONGFENG DONG ROAD

GUANGZHOU CHINA
MESSRS. H.G. WILKINSON & CO., LTD.
245 LOMBART STREET
LAGOS  NIGERIA
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CHAPTER 2 Establishing Business Relations

1. 1) mutually 7) in the hope of
2) meet 8) in a position
3) trade with 9) with the firms
4) jont, promote 10) ypon receipt of
5) enclosing 11) inform

6) handling 12) advise

o

2. 1) We have obtained your name and address from the Chamber of
Commerce in your city, through whom we learn that you are interested
in Chinese Native Produce,Qur corporation specializes in theexport of
native produce and wishes toestablish business relations with your firm,
2) If there are any items in the catalalogue suitable to (for) your re-
quirements,please do not hesitate to cable us the varieties and quan~
tities required so that we may make you our offer promptly,

3) What we are now particularly interested in is bicycle, please send
us your latest price list and illustrated catalogue,

4) You may be assured that we will effect shipment in (on) time,
5) We believe through our mutual efforts and cooperation, business
will materialize,

6) We are pleased to enclose a price list for the items we are now
in a position to supply,

7) We look forward with keen interest to your early reply and trust
business relations will shortly be established to our mutual benefit,

8) From the reports received from various sources, we learn that

the demand for this article is brisk in your market,
March 15, 19-
Dear Sirs,

Through your Commercial Councillor in Colombo, we have learned
that your corporation specializes in the import and export of ma-
chinery and is now making efforts to extend overseas trade in this

line,

With a view to introducing into our market the machinery manu-

factured in China, we wish to establish business relations with you,

We look forward to hearing from you,



Yours faithfully,
* * * 3 * »
1, 1) regargs, say
2) If
3) items, satisfactory
4) In compliance with, by
5) O
6) As soon as, obtain, confirm
7) As, can be sold,in

8) inform, market

2.
MarCh 23, 19'

Dear Sirs,

Your name and address has (have) been given to us by our Com-
mercial Councillor in London and we have learnéd that you are

leading importersand exportersdealing in various kinds of chemicals
and that you are now much interested in our lithopone, wishing to

purchase this material direct from us,

As at present there is a great demand for lithopone in the market
abroad and our stock is limited, you are therefore requested to cable
us the quantity you require as soon as possible so as to enable us to

make you an offer promptly,

As to import, we wish to buy large quantities of fertilizers [f avai-
lable, please send us your sample and we shall be glad to place

an order with you,should the quality meet our requirements,

We believe that mutually beneficial business relations will soon be
established,

We are awaiting your reply,

Yours sincerely,
« * ” » - .
1. 1) The goods ordered last month will soon arrive here,



2) Thank you for your letter of 10th August, stating your terms of
payment,
3) The items marked with across are at present out of stock,
4) Thank you for your letter of May 4 giving details of the new designs
for your sewing machine, -
5) The carpets chosenduring the last Guangzhou Fair did not include
this pattern,

6) The four lots specified in your letter will have to be invoiced

separately,

7) Thank youfor your enquiry of 23rd March, requesting information
about our sheep wool,

8) Thank you for your invitation card,inviting us to the coming Gua-
ngzhou Fair,

9) There is no extracharge on goods shipped by steamer,

10) Thank you for your cable of September 4, confirming the purchase
of 500 bic.yciles,

2, 1)Your letter of 23rd October addressed to the Guangzhou Fair has

been passed on to us for attention a5 the items you enquire for

fall within the scope of our business activities,

2) We are a state enterprise and wish to enter ito business relations
with manufacturers and merchants of all countries on the hasis of
equality and mutual benefit,

3) Weare enclosing an illustrated catalogue for your reference and shall

be pleased to receive your specific enquiry,

4) We trust that business will soon start to our mutual benefit,

5) We hope you will give our proposal your‘ careful consideration,

3.
March 21,19-

‘Dear Sirs,
We were much impressed by your tractors displayed at the commodi-

ties exhibition held in Singapore and were told that the said goods

are handled by your corporation,



One of our clients intends to.purchase 100 tractors,You are there-
fore requested to send us a profoma invoice, quoting your lowest
price and indicating the earliest date of delivery for our considera-

tion,
We look forward to your early reply,

Yours faithfully,

* » * » » #

1, 1) We are in the market for 300 pumping machies, Please quote us
your lowest price, C., &F, Guangzhou and let us have your lite-
ratures for reference,

2) We trust you will give this matter your prompt attention,

3) Your letter of November 22 has been noted, As the article you
enquire for is now handled dy the Textiles Corporation, we have
forwarded your letter to them for their attention,

4) We have received your letter of February 23, from which we
are pleased to note .that you are importers of minerals and wish
to enter into business relations with us, which, coincidentally,
is also our desire,.

5) We are now interested in China black tea and shall be pleased
to have your best CIF London price, including our commission
of 5%.

6) When quoting,please indicate on your quotation sheet the earliest

~ date of delivery and the condition of packing,

7)‘Wc believe that if your price .is competitive, there will be a grow=

ing demand for your product in ;our market,

2.
March 25, 19-

Messrs ,Demman & Sons
45 Cannon Street
~ London,E.C, 4

Dear Sirs,

Introduced by Mr,A.G, Topworh of Swanson & Bros,, Hamburg, we

5



learn your name and address and thal you are one of the leading

importers ‘of chinaware in your city,

As a state enterprise, we have been in this line for more than 30
years and shall be glad to enter into business relations with you at
an early date, The illustrated catalogue and price list will be 'a_irmailed

upon receipt of your specific enquiries,
We look forward, to hearing from you soon,

Yours faithfully,

CHAPTER 3 Enquiries
1, 1) in, with 6) for
2) of 7) in
3) by 8) in
4) through (from) 9) of ,of
§) for, by, in 10) at, for, of, of

2. 1) Please let us know at what price, on what terms and in what quan-
tity you can supply us with the following articles,

2) We are in the market for Chinese Leather Shoes and should be
obliged if you would send us your best quotation,

3) We have noted your advertisement in QOctober issue of “Foreign Tra-
de” and shall be glad if you will send us full particulars of your china-
ware of high quality,

4) If you can supply goods of the type and quality requried, we may
place regular orders for large quantities,

» g * *
1, 1) in, from,, for, for 6) in, with
2) at 7) by
3) by, of, of, with 8) from, from, at
4) from, for, for 9) for, on
5) of, for, in 10) at, of

2, 1) We understand that you are manufacturers of Chinese Sewing Ma-
chines and should like to know whether you can supply us with 500 sets
each of “Butterfly” Brand and “Standard” both of Treadle Type with Fi-
ve Drawers,

2) We are interested in 300 sets of “Five Rams” Bicycles and shall be plea-
sed to have your best offer by cable on, CIF Hamburg basis, includ-

6



ing our 5% commission,

3) we should be grateful if you would quate your lowest- price for
the captioned goods, When. offecing, please indicate packing condions and
the earliest possible date of delivery and send us the covering literatur-
es, .

4) When your representative: called on us last month, he showed us
some samples of your new textile products, Can you supply the same for

the moment?

* * * - *
-1,'.
1) from (in), in, for, for, by, at ) in, of, for
2) of, in 7) (to), about
. 3) for 8) in
‘4) for, (of) 9) in, for, for, for
5) with 10) From, with, with

IF singapore
2., 1) Please quote us your most favourable pricef.f‘gr 200 cases of

Window Glass for prompt shipment,

2) Please make us your best offer for 300 metric tons steel plate,
on CIIF Qingdao basis together with the specifications in detail,

3) We used to import bicycles from England, but would now like to
buy from your corporation as we have full confidence in the quality of
Chinese bicycles, We are sure that you can meet our requirements,

4) As one of our customers is interested in your Electric Motors,

please cable us a firm offer for 10 sets for September shipment,

* * * * *
1, 1) in, in 6) through (from)
2) of 7) of
3) for, of 8) for, for
4) for, in 9) for
5) within after, in 10) with

2. 1) representing our current stock

2) Being foreign trade workers

3) declining sharply

4) When offering

- 5) showing the line you are dealing in
6) including our commission of 3%

7) indicating the quantity avaijlable
8)iquoting for the: captioned goods



9) When sending samples

10 stating that the goods enquired for are unavailable

& » # #
1. 1) supply 6) current, specifications
2) supply 7) refer, captioned
3) including 8) enable
4) indicate 9) conclude
5) approximate 10) assure

2. 1) We understand f{rom your advertisement in “Electric” that
you are exporting Transistors and should be glad to have your illustra-
ted catalogue and price list together with} details of your terms,

2) We learn from Messrs, ABC &Co, that you can supply Fruits
and Nuts, It will be appreciated if you will quote your best prices C&F
Hamburg, When quoting, please state packing method and the earliest
possible date of delivery,

3) We are interested in your advertisement of the Atlas Weed Kil-
ler in the Septemberissue of “Agriculture”, You are now requested to
let us have full details of yourProducttogeter with the coverng samples,

4) One of our clients has obtained an import licence to import US$
40, 000 worth of various kinds of wires, Please quote us your lowest
prices with the best discount and the date of delivery,

5) We learn that you have put an Electric Typewriter on the market
and should be glad to have full details so as to place orders with you,
- 6) We should like to know '-What- discount you can allow us for-
anordér'{c;rmure than 1, 000 dozen,

3. Aprll 5, 19-

Messrs, Arthur Grey &Son,
19 Cheapside,
London, E, C, 2

Dear Sirs,
Your company has been reommended to us by China Council for the
Promotion of International Trade, who has informed us that you are dea-

ling in the export of Automatic Dishwasher,

We are now in the market for 100 sets of this article and should be

8



pleased if you could notify us by return whether you are able to sup-
ply us, If so, please quote us your best price. on C&F Guangzhou basis,
stating terms of payment, packing conditions and time of shipment,
and let us have your illustrated catalogues for our careful study,

We look forward to hearing from you as soon as possible,

Yours faithfuily,
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“CHAPTER 4 Telegrams

1) BHEYEA:, 11A YN, W,

2) i Gimg A SOl E %

3) WML Z BRSO, iR BRH, RHRBHEW, IHHBRSEK.
DMK BIA 204 M , KR8 AM 1,500 58, 11/127 %4, FHHA.

5) ML P S BH22004T, BELEDBEMEITI20% 5T, 6/7 7 3 Ak 5 R
BIRTIAELE “IKIL” MME L, 00 0%, REAINRNMBFT ARTIOG, WK EET
000%, By, MiE6, 000%, B3%, HHE.

D20H B, s, dm2 %, HNRELE.

)23 HMZE, FrRI0AMI4-B4K, 8 A3, TR, HitmFh, MR T .
DRA[EE, BITECTHIN, EIPER.

10) #§ i ST WERR 0L, SEERTT 50 k.

11) $27Z395' 5 WA, T4 B4 Ll

12) @ 1%, TITEEM2, 00 047,

13) LREFRND, SEMRRARERIE,

14) #r 3 HL&, 5Bk, AWK I2HER, HhE,

15) e BT, 38 HIEA B,

16 ) 9596 MR AW F IS E, 21538955 % MiEE3oaEA B, LIE10A JE L /7 3%
HHE. .

17 ) 9565 'S B 58 & A 00 F (R 58 40§11, 35 e 1 9699515 FHE My 30 B4 A 15H \30H,
18) (29856 S5 IE, 381, 00 OB AL, 00 04T (W),

19) 7% 35698 515 L, £ H AT ERI B ATM L KA” F48, BRI BT X 27,
20) 2855 TR T 4 A16H3E “HF” &, ZRFET 5 1 K B K K #&, 3§ &

&, Hif.

#

e

21) 985S T HfEE, MEIE100XL, i BI &k,

22) 65 RKRAHMFMERE, KHE 5 HHE, RUBSRIE, FHHRE.

23) 967665 fii JHUE W F AU 8, ISR AARN, HEIE.

24) 5955 T MM, HXKES, EMBENK. EEERENRBME N, 8 R
7TH318, 8 A15H,

1) OFFCRGFIRM TILL23RD 50MTFROZEN  SHRIMPS STG1200MT

CIFLONDON SHPMTDEC

2) YCIOTH TOOHIGH OURBID STG1150TON

3) MARKET UPWARD RECOMMEND JMMEDIATE ACCEPTANCE

4) YCIOTH ACCEFTED OPENINGL/C

5) L/C1357 300DESKFAN PLSAILOW TRANSHIPMT PARTSHIPMT

CABLEREPLY

1)



.8) YC20TH L/C1357 AMENDED PLSRUSH SHIPMENT
'7) CTRCT5536 50M/T PEANUTMEAT SHPD25TH DONGEFNG REMAINDER
SHIPPING EARLY NEXTMONTH
8) S/C3693 ELECTRICTOY READY PLSRUSHL/C
.9) L/C2346 SEWMACHINE NEEDDBADLY FURTHER EXTENSION
IMPOSSIBLE PLSRUSH SHIPMENT
10) YOURS20TH REGRET CANTACCEPT D/P INSISTL/C ,
11) FLYGPIGEON BIKES TOOHIGH BUSINESS UNLIKELY UNLESS
REDUCESPCT CABLEREPLY
12) YC17 REGRET KRAFTPAPER NOSUPPLY, REVERTING
13) QUOTATN312 PEANUTMEAT .- UNWORKABLE . BESTCANDO
RMBY1500MT MARKET DECLINING RECOMMEND IMMEDIATE
ACCEPTANCK SUBJECT REPLYHERE BY25TH
14) ROC13TH 100STANDARD SEWMACHINE MARKET UPWARD
UNLESSWIRE ACCEPTANCE IN3SDAYS OFFER WITHDRAWN
15) YCIOTH MENSSHOES ACCEPTED WILLCABLE L/CNUMBER
ONCE IMPLICENCE APPROVED
16).-L/C105 BIKES SHPED21ST DONGFENG PLSINSURE
17) SHOES ACCEPTABLE PLACETRIAL ORDER2000 PAIRS PRO-
VIDED D/PTERMS CABLEREPLY .-
18) YC17TH S/C198 FLASHLIGHT D/PUNWRKBL RECOMMEND
60DAYSL/C PLSREPLY
19) S/C4456 1000GROSS PENCILS READY PLSRUSHL/C ENABLGSHIP
DONGFENG SAILG15TH LAGOS
20) $/C3305 150SEWING MACHINES DELIVERY OVERDUE MUSTSHIP
BFR31ST OTHERWISE CONTRACT WITHDRAWN
21) L/C334 WRITGPAPER OWINGTONO DIRECTSHIP PLSAMEND
BYCABLE ALLOWING TRANSHIPMT HONGKONG
22) ORDER205 NOSPACE S/SVICTORY SHIPPING S/SMARIA DIRECT
SAILING MIDAPRIL PLSEXTEND BYCABLE SHIPMENT VALIDITY
23) L/C9668 1000GROSS GREATWALL PENCILS. SHORT STG150
PLSCABLE AMENDMT ENABLING CATCH S/SREDSTAR SAILG-
15TH
24) 1/C969 REDBEANS PLSAMND BYCABLE (1) DELETE QUALITY
GUARANTEE CLAUSE (2)INSERT ABOUT BFRQTY (3)ALLOW
PARTSHPIMT (4)INCREASE AMOUNT BY10PCT
25) YCTTH L/C90889. COTTON PIECEGOODS 1000PCS AMENDED
PLSSHIP ACCORDING SCHEDULE

11



CHAPTER 5 Offers & Quotations

1, 1) In reply to, have pleasure in (have the pleasure of)
2) have the pleasure of (have pleasure in)
3) subject to
4)have the pleasure of (have pleasure in)
5) acceptable
6) of interest
7) look forward to
2, for, for, for, of, at, far,for, at, of, to
3., August 16, 19- '

Dear Sirs,
Gum Rosin

In reply to your letter of August 5, we are pleased to offer
the subject goods as follows,

Commodity, Gum Rosin, Chinese Origin

Specifications; Grade A

Quantity, 50 metric tons

Price, at RMBY ...per M/T C&F EMP

Shipment, in November, 19-

Packing, in iron drums

Terms of payment, by irrevocable L /C, payable by draft at sight
The above offer is sbxbject to our comfirmation,

We hope this offer will be of interest to you and look forward to

hearing from you as soon as possible,

Yours sincerely,

» » * » »
1. 1) to, (upjon 6) to, of, of, of
2) to, to, by, in, on 7) in, to, (of), at, per, for, in
3) with(before), for 8) for, of, in, for

4) (of),for,in "9) on, of



N

5) in, for, from, of, to 10)In, to, of, for, in, {or, for, at

for, from, with, for, for, In, by(before), at, for, with, at, with, for,
to, at, in, to

1) We thank you for your cadle of September 10, enquiring for 200
M/ T of Green Beans,

2) Owing to the bad weather, the crop of green beans is unsatis-

factory, full:

3) We regret being unable to meet yourv;zquirements for the time

being,

4) We can now offer you 50 M/T of Greenbeans, Shandong origin,
19-crop, at RMBY —per M/T C&F EMP for December shipment,

5) Please take advantage of our favourable offer and see your way
to conclude (concluding) this transaction,

6) This offer is firm, subject to your cable reply reaching here
before October 5,

7) We cabled you to this effect on September 23,

8) If our offer is of interest to-you, please cable your accep-
tance before the end of September,

9) As regards your requirement for Soyabeans,we regret being un-
able to supply you at present,

10) We shall not fail to contact you once our supply becomes avai-
lable,

11) The greenbeans are packed in ordinary second-hand gunny bags
of about 50 kgs net each,

12) Three small bags of greenbeans as samples have been sent to
yon by air parcel for your inspection,

» » * #* *

1) BA™mBER, +4EL, AAKE.

2) ALBUAARMEDIRLE AR, —BHY, 1Y THEH.

3) HRITMSEANENE, FTHEANKKRAEORE,

) B “RA” MARE, XHRTER S SEZRL,

5) Priftidh, @M EREEHS, BARMBATL, EHEERKSLENHTE
A N,

6) BBHRF XA WM EHZR, HROTENRMNMIMES A X8|, HhngkF
Z, gBR¥k%, EAXBI8A2T L, WA LMY MEE.

1) In, on . 6) by, to, for, to
2) of(for), on(in) 7) in, for, of
3) in(on), of, to 8) of, in, with, in, for

13
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4,

4) - of; in, (to), from 9) from,-in, with, in

5) of, for 10) in(within), of

1) We thank you for your letter of September 15, enquiring for
“Pearl River“ Brand Cameras,

2) We have today airmailed you two copies of illustrated ‘prospec-
tus together with our latest price list-for your reference

3) We hope you will take advantage of these favourable prices
and place your orders.with us as soon as possible,

4) In your letter you request us to quote you C&F Kuwait price,
including your commission of 3%, which has received ouf' imme-
diate attention,

5) Cow Hides are handled by the Guangdong Animal By-Froducts
Import and Export Corporation, to whom we have passed on
your enquiry Yor their attention, with the request that €hey get
in touch with,you direct as early as possible,

6) As regards the supply of Horse Beans,we are expecting new
replenishments and once they become available, we shall not
fail to make you an offer,

7) We have some stocks of Gullnuts on hand, If they are of inte-
rest to you, please advise us of the quantity required so that
we may make you our best offer,

8) This offer is firm subject to your cable acceptance reaching us
before November ¢,

Guangzhou, October 15, 19-

Dear Sirs,

Sunflower Seeds

Your letter of September 27 addressed to our Beijing Head. Office

has been passed on to us for attention,

In reply, we take pleasure in offering you 100 metric tons. of the
) with . . ) )
captioned goods, 19- crop,Aadmx.\:ture not  exceeding 3%, with oil coun-
tent of 88%, at £380 per M/T CIF London/Liverpool; for‘ Novem-
ber shipment, packed in new gunny bags of 25 kgs net each, avail-
able by irrevocable L/C, This offer is subject: to. the géods be-



ing unsold,

As regards Small Red Beans, we regret that we have no stock avail-

able for the time being, We shall however contact you once they
are replenished,

We look forward to your further news,

Yours sincerely,

* * * * L
1, 1) between, for, in 2) witht in, of, into, with
3) of, to, in, to, for, by, for 4) In, to, of, for, in, of, of, to
5) in, for

3.

6) -in, in for, at

7) for, to, for _ S) for, in, of, for

1) please let us have your definite enquiry

2) please let us have your repeat orders

3) some of our new products into your market

4) make you a firm offer for the article you enquire for
5) has been passed on to us for attention

6) we regret being unable to make you an offer
.7) a copy of our catalogue

8) a new supply becomes available

9) you have obtained your import licence for the goods you enqui-

re for

10) Samples will be sent

1)

2)
3)

4)

5)

6)

We would like to take this opportunity of recommending you
our new product, of which a sample has been airmailed for your
study,

We trust this product will find a ready market at your end,
Enclosed is Proforma Invoice No, 968 in quintuplicate for your
applying for import licence,

Will you please study the sales situation of this product on
your market, and send us detailed information for our reference,
We shall be glad if you will state in your enquiry the specifi-

cations in detail and the quantity required, Samples will be for-
warded upon request,

Owing to heavy orders, we regret being unable to meet your
requirements for the moment-,

15



