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Making Enquiry

Objectives

After finishing this unit, you should be able to:

B o T

Know the important role of making enquiries in a business negotiation;

Learn how to make oral enquiries and the tactics of making proper enquiries;

Have some knowledge of the information covered in different enquiries;

Have a good command of words and expressions related to enquiry.

-
4

Part 1 Pre-class Activities

e Task Description

Enquiry is usually the first step involved in international trade negotiation. An
enquiry is a request for information regarding certain commodity and the trade terms as
well. Potential buyers or customers may make enquiries by letter, fax, e-mail and
telephone, or through face-to-face negotiation to request brochures, sample products,
catalogues, price list or other information which will help them decide whether to buy a
particular product. According to the needs of a prospective buyer, he may make
requests for price lists or catalogues, such requests can be called general enquiries;
other requests for information concerning certain goods, price terms, packing
conditions, time of shipment, mode of payment, insurance, etc. are called specific
enquiries.

In this unit, you are going to learn what an effective enquiry is, what information
would you expect to get in an enquiry, how to make a proper oral enquiry and how to

handle an enquiry, etc.
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e Warming-up

Task 1
Work in groups, check *“ v/ the items that might be included in an enquiry. Discuss which one

is general enquiry and which specific enquiry is.

[ the name of the commodity I
O quality
L] quantity
L] price list
[ sales confirmation |
O catalogue |
L] delivery date |
O] terms of payment

L] foreign investment

O packing

] the supply of the commodity

[ insurance '
[

quotation sheet |

Task 2

Read the following sentences, decide in which situation each sent ence will be used, and put
the number into the right category. Then practice in pairs with these sentences.
. Can I have a copy of your price list?

. How long will it take you to deliver the goods?

. Could you give us some idea of your price?

. What is the minimum we would have to order?

. Our quality is high, and high quality goods mean high prices.

. Could you advance the date of shipment?

. I’d like to have your lowest quotations, CIF New York.

. Do you quote FOB or CIF?

. What’s the size of your order?

O 0 3 O L B W N =

10. We will place an initial order for 10,000 units.

Price Shipment Quality Quantity
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Task 3
Read the following expressions and m atch t he E nglish and t he Chinese according to t heir

meanings. The first one has been done for you.

the name of the commodity A
price list 7 At
catalogue 1R
delivery date Tl i 44 FR
terms of payment HrHE
packing L H M
insurance BENE- 3/
quotation sheet (TS
sample products [EEEIE B
Task 4

Sense th e negotiations on e nquiry by reading and interpreting t he following dialogues into
English. Which dialogue is about a general enquiry? Which is a specific enquiry?
Dialogue 1

A: IR BRATARATI P 5 FA302 Al FH211 EGHE, A s SRR

B: SR AL . XA FOB th B, BEMSEIET BAmPVEN.
A: PROTAVFR GG ? T8 5 FmT DA At (1t Y 75 08 B 5= 31 3% 4R <6

B: G RANIAL M. HLURIT RS, o AR &=,

A: B ABUS AT 1,000 6, XECESERIIME? a0 FEE I rE, JESar.
B: A B A RRAZ 5T ?

A: 8 I, IXFERRE T RRATIEE .

B: &I,

A: R4 I REAR A 2

B: R I,

Dialogue 2

A AELRATFES T, KRNI AR 2O AR T AR IRIRESR UL dh o 4
&AM, WA th. Rigsk.,

B: FATIPENA R AR 2R A 1y HAE X — 4k O 24 A

AEAT Ul — BRI DL ?

B: XZFAIBH AR BATHRM AR R 5e v, JUHGE SRR S Adb X (1
ks AR bESE B

Ax PRATRERRYE T A0 AR R AE 1T B 2

B: WL FATA R AR AMEFK,

>
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Ac B, WHE. R HEL ST, RAHRE.
B: FA AR AR, IR B 5

Part Il Class Activities

e Sample Dialogues

Words and Phrases

?xiwsAvAv4&AvAvAmbAvAmbAv4&4&AvAvAnbAvAmbAvAn&AvAv4&AvAvAmbAvAmbAvA»Av4&4&AvAvAnbAvAmbAvAn&AvAv4&AvAvAmbAvAm&AvAv4&AvAvAmbAvAmb&&&&&&&&&&&&&&&&&&&&%&ww ,

?

exhibit n. JEYEM, FRFIS, FEM sample n. A, Ffhh

catalogue n. 77 H =% embroidery n. |55, H&tii

itemn. 23, WiH, 755 impressive adj. %3 NENGIRZIN

price list i H 5t substantial adj. SZFRH, FEH

superior adj. =), AP favorable adj. G 111, HERKIT

competitive adj. 54+ 11 quotation n. R/

machinery n. HL4%, P discount n. T4l

hardware n. H&xds H, MfE, 4 commission n. {4

initial adj. AN, WU inventory n. 1%, Wr=ig/}

trial adj. RE:H, WA receipt n. WE|, W, Wsk

irrevocable adj. AT EUHIT sight draft B[ #7152

blouse n. FEFAM AKX indication n. 578, W%, WK

be subject to v. 2L, MJET, AILLeewee- [f) confirmation n. UESE, #fiIA, HbifE

valid adj. A3, AR D/A 7K AT L

plus prep. il b letter of credit {55 F il

FOB free on board & /M A8 5 CIF cost, insurance and freight il A1
ORI 2 niz 9t V(

r‘ﬁ'i /

5 , Dialogue1 At the Fair

Myr. Chen, a sales manager from China Oriental Imp. & Exp. C orp., is se eking b usiness
opportunity a t C anton F air. H e is interested in so me pr oducts made in G ermany. Mr.
Schoeman, a German manufacturer of hardwares is having a conversation with Chen. (S: Mr.
Schoeman, C:Mr. Chen)

S: Good morning, sir. My name is Hans Schoeman, anything I can help?

C: Morning, I'm Chen Long from China Oriental Imp. & Exp. Corp. I’ve seen your exhibits

and catalogues, and I’'m interested in your products, they are really attractive.
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Oh, thank you for saying so. What particular items are you more interested in?

C: Ilike items No. 537 and 542. I’m sure they will find a ready market in our country. May I

2

have your price lists?
Sure, here you are. All the goods we provide are of superior quality at highly competitive
prices.

: Yes, I hope so, but I must compare them with others. (After looking at the prices) To be

frank with you, I still think your prices are a little bit higher especially when comparing
with those from Japan or America.

Well, if you take the quality into consideration, you will find our prices are quite
competitive even comparing with those from anywhere else. Everyone knows that
machinery and hardware made in Germany are of best quality in the world.

Could you give me your lowest quotations?

Would you please tell me your expected quantity? Large order will get a lower price.
Well, I will place an initial order for 5,000 units for each item. It is only my trial order this
time, if they sell well on Chinese market, we’d like to place a substantial order with you in
the future.

OK. In order to encourage the business between us, we will consider your requirements
and try to give you our best prices.

Thank you, Mr. Schoeman. By the way, can you show me the sample of item No. 551 in
the catalogue? It looks good, too.

Sorry, Mr. Chen, one of our customers ordered 10,000 units of this product just now and
we gave him the sample as a gift. Maybe you could visit our office tomorrow, I can show

you more samples of our goods and we may have a further discussion on your order.

C: That’s a good idea. Will 10 o’clock tomorrow morning be OK?

C:

Sure, that’ll be fine. Here’s my name card, you can find the address and telephone number
of our office on it. I’ll be waiting for you at our office then.

Thank you. Here is mine. So see you tomorrow.

b/ Dialogue 2 At the Office

The next day, Mr. Chen comes to Mr. Schoeman’s office; he visits the show room and then has

a conversation with Mr. Schoeman. (C: Mr. Chen, S: Mr. Schoeman)

S:

Take a seat please, Mr. Chen. Would you like some coffee or tea?
Tea, please. Thank you.

So, how do you like our products?

Very impressive, | even want to increase my order.

That’s good, I’'m glad to hear that. You know, larger order means more favorable price.
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OK. I will order another 5,000 units for item No. 551. I hope you could give me your
lowest quotation.

No problem. How about this, we may offer you 5% discount for each item, and that’s the
price we only give to our regular customers, small orders can hardly get this discount.

This is the best price we can do.

. (After c onsidering th e pr ices) Well, 1 really appreciate your efforts, I accept your

quotations. By the way, can I get commission?

I’'m sorry. We don’t allow any commission. But if your order is large enough in the future,
we may take it into consideration.

Are these prices on CIF basis?

Yes, but we can also give you prices on FOB basis if you like.

OK. Thanks. Do you have all theses products in stock?

Yes, of course, we can assure you of the supply of our products, our company has a very
effective inventory system.

That sounds good. How long will it take you to deliver the goods?

Our usual practice is the prompt shipment upon the receipt of the letter of credit.

Could you accept a payment of D/A?

Sorry, we only accept irrevocable L/C payable by sight draft against presentation of
shipping documents.

Well, I can’t decide immediately. I will call my head office in Shanghai and consider the
terms carefully. I will call you tomorrow. All right?

No problem. I’'m looking forward to hearing from you soon.

b , Dialogue 3 Ask for Indication of Price

Another guest fr om G ermany, Mr. Sc hneider is talking with M r. C hen, he is i nterested in
Chinese si lk blouses and wants to place an order with Mr. C hen. (C: Mr. Chen, S: Mr.
Schneider)

S:

Good morning. My name is Harry Schneider. I am from one of the major textile import
companies in Hamburg, Germany. I like your silk blouses, they are beautiful. I’d like to

have your lowest quotations, CIF Hamburg, Germany.

: Thanks for your enquiry, Mr. Schneider. I’'m Chen Long, and here’s my name card (7hey

exchange name cards). ’'m very glad to hear you saying so. Could you please tell me the
possible size of your order so that we can work out the offer?

OK. Could you give me an indication of the price first?

C: Here are our price lists, they are on CIF basis. All the prices on the list are subject to our

final confirmation.
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S: Could you quote me on FOB basis?

C: Yes. We can give you both FOB and CIF. You can compare them and decide which price
is better for you.

S: How long does your offer remain valid?

C: It’s valid for three days. When can you decide the quantity you require?

S: Well, it depends on your price. To be honest with you, Mr. Chen, we have a steady
demand for high quality silk blouses. They sell well in the big cities in Germany. So we
need a good supplier. However, some of the quotations we have received from other
sources are lower than yours. Your price is rather on the high side and obviously far from
competitive.

C: Then what do you think would be a competitive price?

e

How about $18.5? It’s already $1 higher than other quotations.

C: Oh, no, Mr. Schneider. Our blouses certainly deserve more than that. Our silk blouses are
proving very popular in European and American areas. People like the new designs and
especially the embroidery, they are one hundred percent natural silk and all the
embroideries are handmade. Plus, the orders we have received from overseas customers
have doubled in the last two years, I think this is the best evidence of our high quality and
reasonable prices.

S: Could you give me your catalogues together with some samples so that I can study them
carefully? If your products are really of high quality, I will come back and place a big
order with you.

C: Certainly. You will find our products are the best as compared with those from other

suppliers. I’'m waiting for your good news.

o Free Talk

Directions: In this assi gnment, you will be asked to give a short talk on a business topic for

about 2 minutes.

How to make an effective enquiry?
e Be well prepared in relative knowledge for talk;
e Practice according to the relations with the seller;

e Practice according to the situations you are in.

e Role-play

Directions: In this assignment, you will be asked to make a business conversation for about

five minutes with your partner according to the given information.
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Party A

Situation: Mr. Yao and Mr. Smith are talking about the price of Ice Cream Machine at the
trade fair.
Tips for you:
® You are Yao Ming, the manager of Machinery Import & Export Co., Ltd in Shanghai.
e You
Enquire about the price of Ice Cream Machine;
Ask for FOB price;
Express that the price isn’t favorable;
Give your decision in a few days.

You start the conversation

Party B

Situation: Mr. Yao and Mr. Smith are talking about the price of Ice Cream Machine at the
trade fair.
Tips for you:
® You are Mr. Smith from Germany, the manager of Dorst Co., Ltd (Machinery
Manufacturer).
e You
Quote the price for Ice Cream Machine at US$ 530 per set, CIF Shanghai;
Tell Mr. Yao the FOB price is US$ 490 per set;
Recommend Mr. Yao to accept the offer;
Mention that the offer is only open for three days.

Your partner starts the conversation

Part 11l Post—class Activities

Task 1

Directions: Please complete the sentences with substitution drills.
Drill 1

Would you please... ?

— tell me what items you are interested in

— quote us your lowest prices for the goods

— give us the price list with specifications
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— send us a complete set of your latest catalogue
Drill 2

Could you also tell me the ... you desire?
— patterns

— date of delivery

— number of the items

— quantity of the commodities

Drill 3

I’d like to have your lowest quotations, ...
— FOB Shanghai

— FAS Hong Kong

— CFR San Francisco

— DES Long Beach, California

Drill 4

... an indication of price.

— I hope you can give me

— You don’t mind giving ..., do you?

— I was wondering if you could give me
— Would it be possible for you to give me
Drill 5

... i1s \ are subject to our final confirmation.
— The prices of these commodities

— The delivery date of these goods

— The availability of the airline ticket

— The final delivery date of this consignment

Task 2

Directions: Interpret the following sentences into English.

1 XSSy S LA ? AT B SH —F R

2. FEVRAIRHAY e, BATAT LS B4R

3. XM AESIRE, ARATEE—Fh?

4. WARTTEME, FA T DHLIRIRNTESR, Rk 1T 01
5. RAITHITAR R T, 2 NHELUER .

6. ARl LAEDE, HRIMRSHITA .

7. RAERMPE S H g2

8. KU ST WAL, T VRIS By Al AR DM IR T R
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9. SRt TR BEZ G, TATAT CATEGIHB U % in) .

10. iR MAsA TS, i b, sz, AT KEITIW.

11, RO 2 KN R AE 67 2

12, FRART v 7 A 4 1A

13. AT 2 2 (RS AL 1R

14. FHI—DE I 100 FHLL55 -

15. AT KM LM AE T, WEARARATRR A, EIRATHX S E RT3,

Task 3
Directions: Discuss the following questions. The answers are open.
1. Do you know the forms of enquiries?

2. How to respond to an enquiry effectively?

Part IV Supplementary Materials

e Relative Knowledge

Quotation

C.F. (cost and freight) contracts require the seller to deliver the merchandise destined
for the buyer to the carrier and pay the freight. The contract or sales price includes the cost
of the merchandise and the freight. Title passes, if not otherwise agreed, when delivery to
the carriage is made. The risk of lose is then on the buyer. The buyer may pay the freight if
not paid by the seller. In this case the buyer will deduct the freight charges from the
purchase price.

C.LF. (cost, insurance and freight) contracts require the seller to deliver the goods to
the carrier and pay the freight to the point of destination. He must then send to the buyer,
an insurance policy covering the shipment, the bill of lading and to show that the freight
was paid. When the seller has done all of these things, the title passes.

An F.O.B. (free on board) contract or F.A.S. (free alongside the ship) passes the title to
the buyer when seller makes delivery at the point of destination, as named in the contract.
For example, when a contract called for delivery of cargo of sugar “F.0.B.S.S. Marimba,
Havana,” title to sugar passed when delivery was made on board the S.S. Marimba,

Havana. From that point on, the responsibility for shipping charges and risk of shipment is

4

on the buyer.




