THME AR | e
(R BRETRENA




2ENBARBNTLENE ERREH

A BT e 15 eR

xF &®m EDE
BlERm XK

HOP TR ¢ T,



BBERBE (CIP)

ShREERE /EEES . b PEXS
ZV R B KRR ,2002.7

EEINZRABER 21 e R R TR REH

ISBN 7 - 80004 - 962 - 0

.5, O.FE... .8 -HEE - BIRfE
PR E1E - BEFR EARER -4 V.H315

T ERA B 5 1E CIP #3885 (2002) 5 039686 5

SENZABK 21 HHEHR FHEBEIL T RITHREAT
BEEmEH b3 22 SCER R ER R
ShARIFEERE 850 X 1168 2k 32 HA
Eijizg iﬁi 12 9% 310 FF
|
200247 HE 1R

T EXTSNE TR B IR AR 2002 4 7 B 45 1 KETR
(kETREIAEREE 285)
HEBL 4 1100710 ER3C: 5000 A
15 :010—64269744 (48 %) _ ogn -

010—64220120( & 47 %) BN 2é;o.()é)s“ 2620

E-mail: cfertph@263. net
P4k : www. cfertph. com E4r:.22.00 ¢




EESERBERS 21 MR ¥ S bt

W R 2

E BF X 4 INE BaFE Ski#

Bl £ FRA XL MERF HAZ

B K EH4A

RIRHEK #H&EF # =

Z & (UBERZEENF)
A EHW Eme AR4E FIX
RES FRT FHL FEF YHA
KEL KXE KEE HE2 # #%
MWEL EB#W FAK EHK



tH W 5t B

PEMAMRHAZHALE, CHUERN S RBA
SRLWRA T FEAER S NI RAREZE T
HEgH a5 BREh. W TENX-HOKE, X
REASNEFHZFLERESRERTHNERELF K
kAN, XTRERH 7E %l RARF R A
BENEAARBREEAL, 4B BEXAREH
HFHARARNEEBRSMAGT, RNALTLEE
EWSEHEREETRRET T REHM

ZEEMEREAN B KR, JRAZHAKBENETES
M, RALTABREEHENEITHM. XEHMN NS
EFERSYENBHEHBUHELEWET, 11F
EFENHELE, AR RNZHET - B4ALHHFE
TEEREE R EREEMRATT R 54,
HNEET —BABHAAFLBRAHERMANT X
BEMWRT, CRXEENNTRELER, RNK
EREAAXBBNERERAFARTEIT, vz
REHMN. HTHER, #4544, FFH 4 HAREM
TR, BESARERHEHEZRENL, WELALHE
%,

2ENERER 2DV ELHRHEARHMNEE L
2002 4 6 A



m B

MAEBFREFTH X BAR T EEMAN WTO JE B 5405
LRGN, SRR BB RAATBHAREETRAG T, &
TRFATHATBNZALER BT R, 524
EERRSEDHTEARBEGRD, ANAESEMNES BT LS
HERFHRBE AFRNIELEM, HETEAGI A LB
), KEMEERH O L FAF G AGNRA TN 1224540
R, HAAENBTARESEHT RV BERGBIEF X, #
EMAEERTRERRTSLES L AGRTHES L LES
CREA AESNFH 2T LFBARA §FXALB®A,

ABHBERE O LS E T ERFHFRAREANE S, 4
RIANBT S 2 T BB LG+ L35 B S BT, H#
BLERLATREMANL T RB I %S4 ERE A RS
Ma R AL, R EBERBE L1226 8 ¢,

AEMERF LN BUERGRABRAPEHRSE, 252
TR BLEXF RSB, SR 5 m % R
BT, FRER T FRLSHIERY B+ 344
ﬁr‘ﬁ’r%%%i@ﬁif&,ﬁtil‘i&%ﬁﬁW’ﬁﬁ‘?&fxﬂxﬁiﬂ\iﬂéﬂi‘ﬁl,
gLt g,

BEINRELANEGHRR A B LRGSR BEHME
200 STHTe), RBEMES FRE4H 2K Epire 2
Too AMBEIRHENBE FER B 2H A2 BwE,
EHERETERTEETA,

AEARFTARTHREFRF S Aatbf Rl 244

1



WP, &G A, R AR (2R T KR At ], P 5 R AT
s &, REZ AL, BAT I OE

W A
2002 4 A



Contents

The Layout of a Business Letler - c-ereecerreeeiimiiiiiiienn. 1
Chapter One  Establishing Business Relations ----------c-o-o-o- 19
IETOAUCHION *++++++r-rrerrressersrmrruseensemmenneeensmenaennernnnes 19
Lesson 1 A Letter to a Newly-introduced Client =~ ++-++++-- 20
Lesson 2 Self-introduction by the Seller ««+«+eeeereerereecnne 26
Lesson 3 (A) Self-introduction by the Buyer +++=+++ss++e-- 31

(B) A Reply to the Above -==ereeesesreeeenmunnns 32

Supplement  Some Useful Sentences «+++tt+++e- 38

Chapter Two  Enquiries and Offers --------ocoeveeieneninnnns 40
Il’ltI'OdUCtion ......................................................... 40
Lesson 4 An Invitation to Offer «++e--essseeeeseeeemearernens 42
Lesson 5 A Specific Enquiry e-ceeseeeeeerecisceienaeanean. 46
Lesson 6  (A) A General Enquiry =«reeeeeereeeeeeeernneein 51

(B) A Reply to the Above tes-rrrerereereniannnns 52

Lesson 7 An Offer cccrvceeoeeereetmiimiiniiiiiiiiiiiiiiannnn, 58
Lesson8 A Voluntary Offer :resteseereernainreniirinnse. 63
Lesson 9 (A) Asking for Proforma Invoice :e=-+escvreeees 68

(B) Sending Proforma Invoice «-=+-eseesreenees 68

Lesson 10 Urging the Buyer to Accept an Offer -++----- 74
Supplement  Some Useful Sentences --++=+++- 79



Chapter Three Counter-offers and Orders :-:+:=ceerereeseeeee 82

INEEOAUCHOI ~+++r+rressessrsemrmmraeeseesanaasnnnssasasasassnsesee 82
Lesson 11 A Counter-offer +erereeeesererseeraseienaoncenee, 83
Lesson 12 Persuading the Buyer to Accept the Offer «««------ 87
Lesson 13  Concession on Price  seeresrereeresenrmmseraienes 91
Lesson 14 An Order +ereesreeserrasessereenerennsecinmian. 95
Lesson 15  Declining an Order «ee=sresssrresseessreenenenes 101
Lesson 16  (A) A Repeat Order «eereoeeesessenmneneeannn 105
(B) A Reply, -rrrrrrreremsmmssseneeennecciennins 106

Lesson 17 (A) Offering Substitute =-<::tcereeeseesseeess 110
(B) Partial Substitution of an Order ----=++-: 111

Supplement Some Useful Sentences «+#+++- 116

Chapter Four Conclusion of Business =-:-::oeroereeereereereeeees 118
Introduction o= ereeseesreoreererrrrrearesroriorioniatiscnsaanaes 118
Lesson 18  Confirming a Purchase  =++veceeereemesrerenees 119
Lesson 19 Conclusion of Business «=-+=r+-c+serssreensercenss 123
Lesson 20  (A) Sending a Sales Contract =s=ssseseeseeeeee 128
(B) COUNLEr-SIgRAtUre ««+=++++++sssssrrensnesess 128

Supplement I. Some Useful Sentences -+ 132
Il . A Specimen of a Sales

Contract ..................... 134

Chapter Five Tenns of Payment ................................. ]39

Introduction ...................................................... 139
Lesson 21  (A) Asking for Easier Payment

Terrns ....................................... 1 4 1
(B) Agreeing to Easier Payment
TOrmmis ++++eevernerreeerrmnmenaseenennuanaenenens 142



Lesson 22

Lesson 23
Lesson 24
Lesson 25

(A) Requesting for Payment by D/A «-----+-
(B) Granting the Request for

Payment by D/A ...........................
Suggesting Payrnent by D/P ------------------
M()dified TemS Of Payment .....................
Regarding Payment Tems .....................
Supplement 1 . Terms used in making

payment ---------------------
Il . Some Useful Sentences

Chapter Six Establishment of and Amendment to L/C ------

Introduction

Lesson 26

Lesson 27

Lesson 28

(A) Urging Establishment of L/C «+ceeeeeee-
(B) Advising Establishment of L/C  ++++-ee-
(A) Amending L/C to Allow Partial

Shipment and Transhipment = +++++-++-++
(B) Asking for Amendment to L/C  +-+-ee-»
(A) Asking for Extension of L/C  ++--eeeees
(B) Explaining the Necessity of

L/C EXtension s++e+teseeseesersenncrsansrnes
Supplement A Specimen of an L/C =+++-++

Chapter Seven Shipment ..........................................

Introduction

Lesson 29
Lesson 30

Lesson 31

Packing Requirement  +-++-esseveeeeermeneees
( A) Shipping Instructionsg  «++++erreseerrevanses
(B) Advising Shipment — +++srererrererenennenne
(A) Inquiring about Shipment «++++-++ssereeeees
(B) Urging Shipment ---=-++=+--seeerseeeecees



Lesson 32 Proposing Partial Shipments — --=-sercseeeeeese 224

Supplement Incoterms 2000 — ICC Official

Rules for the Interpretation
Of Trade Terrns .................. 229
Chapter Fight INSUFANCe -+++-seeesesreesssrseriniinnnnneannnes 234
INErOQUCLION o7+ tevrensrresesssernermeseeesnrarssssssscararsnsns 234
Lesson 33  INSUANGE  +++eerreeeeesecnnernsensemnsannsennennaens 235
Lesson 34 (A) The Buyer Requests Insurance *++#++=++++ 240
(B) A Reply to the above Letter *++«++=+-+re++- 241
Lesson 35 Reply to a Request for Insurance ---+++++=+--+- 245
Lesson 36 (A) Covering Insurance for the Buyer «+++- 251
(B) Insurance Clause r=r+t+eeermrrarararannnns 252
Supplement Some Useful Sentences ++++++-+- 258
Chapter Nine Complaints and Claims «+----+---smreerevmeenne 260
INTIOQUCHION  *++++v+rererrrerermrenrurmneanenernrnneneneenenseernns 260
Lesson 37 Claims for Poor Packing «+----++esseeseesrenns 261
Lesson 38  Claim for Non-conformity of Quality -----+--- 268
Lesson 39  (A) Complaints of Wrong Goods

Delivered e-oreeresreereermesnriisararnnnnn. 273
(B) Complaint Accepted ceerrreeeeeeeiiain. 274
Lesson 40  Complaining of Short Delivery --++«-=-+-ereev. 279
Lesson 41 Settlement of Claim =++++rsrtveereererrrrrananenes 283
Lesson 42 Claim Rejected +--ereveeeeremniinnnniii, 288
Supplement  Some Useful Sentences «=+++++-- 294
Chapter Ten Agencies ............................................. 208
INETOAUCHON  ++++rerererrrrrsrerenseorearanmennennenrunsneesncens 208

4



Lesson 43 (A) Asking for Sole Agency — ==reesweeeeeeeere 299

(B) An Unfavourable Reply — ereeeeeeseeseeans 209

Lesson 44 (A) Asking for Exclusive Agency ~«»+eowroe 306

(B) A Favourable Reply . -weseeeesreresmeeenees 307

Lesson 45 (A) Exclusive Sales Agreement ----r-nee-esee 311

(B) Sole Agency Agreement —trrereeseeeeesee 313

Supplement Some Useful Sentences *++=++*+* 328

Chapter Eleven Electronic Communications --:-+- sreenees 331
Introduction ...................................................... 331
Lesson 46 (A) Telex cererercecerroarssirirtriiiiiiiiieinn. 331

(B) Fax cooevreeerreennrmeiniiiiiiii, 335

(C) Electronic Mail =+-resrermesmermiemineinnins 337

Appendix |  Worldwide Business Telex Abbreviations -+ 340
Appendix [I Money Abbreviation Table «occcceereererecnaienn. 343
[AEx weverrrereerrnsersnneennn e eat et e e e reeneetneaa e 349



The Layout of a Business Letter
Forms of a Business Letter

Although formality in business letter writing is rapidly giving
way to a less conventional and more friendly style, the layout still
follows a more or less set pattern determined by custom. It is safe to
follow established practice so as to avoid confusion and waste of time
for both sender and receiver.

Basically, two main patterns of layout are in current use — the
conventional indented style (vide P3) and the modern blocked style
(vide P4). Following traditional British practice the indented style
takes in five or six spaces in the first line of each paragraph in the
body of the letter, though deeper indentations than these are some-
times preferred. Consistency in use is, however, the important
point.

The practice of displaying business letters in the blocked style is
now quite common. Its outstanding feature is that all typing lines,
including those for the date, inside name and address, salutation,
subject heading and complimentary close, begins at the left-hand
margin.

However the inconvenience of paragraph indentations in the in-
dented form and the loss of clarity occasioned by the absence of in-
dentation in the blocked style give birth to the third pattern of lay-
out—modified blocked style (vide PS), where the date (sometimes
also Reference Numbers) is placed on the upper right-hand side of
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the paper to achieve eye-catching effect.
Good form in letter-writing, like good form in any other activi-
ty, comes from making correct practice habitual. It is a good plan to

adopt one form of layout and to stick to it.



1. Indented Format:

TIANJIN CARPETS IMPORT & EXPORT CORPORATION
45 BAODING STREET, TIANJIN, CHINA

Telephone: 31022348 Fax: 26320767 E-mail: tjcar@public. tpt.tj.cn
Our Reference No. J/W-CO18

Your Reference No.

Date; 30™ November, 2000
Messrs. Williams & Wamer
36 Tower Street
Sydney, Australia

Attention: Mr. Amold Simpson. Sales Department

Dear Sirs,

Re: SHEEP WOOL

With reference to our Order TC303 of September for 50 M/T Sheep
Wool, we shall be glad to know when we may expect delivery as these are
urgently required.

When we made the initial enquiry, your department assured us that de-
livery would only take two months, and we placed the order on that under-
standing as we wished to have the WOOL before the end of November. Your
failure to deliver by the promised date has caused us great inconvenience.

Will you please inform us of the earliest possible date when you can de-
liver these goods. Should the delay be longer than two or three weeks, we
shall regretfully have to cancel the order.

Yours faithfully,

(Sig).

(Manager)




2. Blocked Format:

TIANJIN CARPETS IMPORT & EXPORT CORPORATION
45 BAODING STREET, TIANJIN, CHINA
Telephone: 31022348 Fax: 26320767 E-mail: tjcar@ public. tpt.tj.cn
Our Reference No. J/W-CO18
Your Reference No.
Date: 30" November, 2000
Messrs. Williams & Warner

36 Tower Street
Sydney, Australia

Attention: Mr. Amold Simpson. Sales Department

Dear Sirs,

Re: SHEEP WOOL.

With reference to our Order TC303 of September for 50 M/T Sheep Wool,
we shall be glad to know when we may expect delivery as these are urgently
required.

When we made the initial enquiry, your department assured us that delivery
would only take two months, and we placed the order on that understanding
as we wished to have the WOOL before the end of November. Your failure
to deliver by the promised date has caused us great inconvenience.

Will you please inform us of the earliest passible date when you can deliver
these goods. Should the delay be longer than two or three weeks, we shall
regretfully have to cancel the order.

Yours faithfully,

(Sig).

(Manager)




3. Maodified Blocked Format:

TIANJIN CARPETS IMPORT & EXPORT CORPORATION
45 BAODING STREET, TIANJIN, CHINA
Telephone: 31022348 Fax: 26320767 E-mail: tjcar@ public. tpt.tj.cn
Qur Reference No. J/W-COL18

Your Reference No.
Date: 30" November, 2000

Messrs. Williams & Warner
36 Tower Street
Sydney, Australia

Attention: Mr. Amold Simpson. Sales Department

Dear Sirs,

Re: SHEEP WOOL

With reference to our Order TC303 of September for S0 M/T Sheep
Wool, we shall be glad to know when we may expect delivery as these are
urgently required.

When we made the initial enquiry, your department assured us that de-
livery would only take two months, and we placed the order on that undet-
standing as we wished to have the WOOL before the end of November. Your
failure to deliver by the promised date has caused us great inconvenience.

Will you please inform us of the earliest possible date when you can de-
liver these goods. Should the delay be longer than two or three weeks, we
shall regretfully have to cancel the order.

Yours faithfully,

(Sig).

(Manager)




