\'@

Xj@?h ILJ\ %gE:th
(EHIR)
WS H P

Foreign Economic Relations and

A AR R ek 21 2 @ T Gdn Bkt

Trade Correspondence
( Fifth Edition)

Reference Book

EhE EH

XA GE 5 5 KA R



EENEZARK 21 L SREER KRB

XJ A28 BT T bR H
(% A )
WS A B
Foreign Economic Relations and
Trade Correspondence

( Fifth Edition)

Reference Book

I E FEi4HE

XFHNETE A By Kot At
HE - dbs



BB 7% B ( CIP) £iE

XAME YR R AL SRR WA EIIE E
Gt —b T XA B 5 K AL, 2013

A AN SRR 21 Al IR L S B

ISBN 978-7-5663-0547-3

[ @ L @F . OISR - Jeifi - il
{50 - B - AR -SSR V.
(DH315

rh [ MOAS [ 454 CIP B A% 57 2012) 55 258918 5

© 2013 F£ IHEFRBSRKFHMATHREZIT
RRILERE  BENAR

XHMRABIFERE( FRW) HERB
Foreign Economic Relations and
Trade Correspondence ( Fifth Edition) Reference Book

I7nE EH
RERE:E & K Ok REH

X Ah & TR B Rl R4
b EH AR 10 5 HEBZES: 100029
MR LG 010 — 64492338 KATHRHLIE: 010 — 64492342
1k http: //www. uibep. com E-mail: uibep@ 126. com

JERTH IAESEENRI A BR ST A RIENSE  Bife-BIRdb et k470 47
R SE: 185mm x 260mm 16.25 Elgk 406 T
2013 4F 8 HALE4E 1 ik 2013 4E 8 A4 1 WENRI

ISBN 978-7-5663-0547-3
Ep%: 0001 —1 500 it EM: 29.00 76



CRRTE

A4 (R4 GMNRIGERA)) 1982 SFAMURAT, B4 30 4Rk, Sl ZWRBEITTS S,
URLAE o A AN B B AL B A D S pR O ) 2 B, il S W — R A A B i
PRHLHF .

A &b = e SISl NG 7 S N UM 7 W Lk 2 € o i U B S S N
LR OERERIE SR, RN R SRR IS, ARS AR E b S BN ER R AL, R
EH— B RGN SE R . ORABTT X 4 T AAR pR L TR REAN S B AR, R AR
5 75 A T LU S 07 s B A BB PO ;. REA T H it EER 5 5 %
Al IR RIRINA T — B2 855 2201, i T —E s e .

A AR R (SRIR) ) IR 54 IREIOAKER . ETIEAEEG, XA, 2
EAMER TS LU ARSINT S TAE: XIEA. e, IR BRI, skih. 21
HEJIE . XA B ER

ARBAEROAETT SR, AR TE T T A0 B2 L lb 24 m BT SRRR I B R WL i, e
PR BRI

IS E i R RS VSR U s i T E S € IR (AT 15+ R st S R 2R L O

M T HERFAR, MZEPR SRR, iR e, FEe
Il g WP e e e A el P AR b B T R 38 4 TR IE

wE
2013 7 A



CONTENTS

CHAPTER ONE ESTABLISHING BUSINESS RELATIONS
Lesson 1  Selfdntroduction
Lesson 2 ( A) Request for the Establishment of Business Relations
(B) A Reply to the Above
Lesson 3 (A) Status Enquiry
(B) A Reply to the above letter
CHAPTER TWO ENQUIRIES AND OFFERS
Lesson 4 An Enquiry for Chinese Cotton Piece Goods
Lesson 5 ( A) An Enquiry for Iron Nails
(B) A Reply to the Above
Lesson 6 An Offer to a New Customer
Lesson 7 A Firm Offer
Lesson 8 A Voluntary Offer
Lesson 9 A Special Offer
Lesson 10 (A) Asking for Proforma Invoice
( B) Sending Proforma Invoice
Lesson 11 Urging the Buyer to Accept the Offer
Lesson 12 Concession on Price
CHAPTER THREE MAKING COUNTER-OFFERS AND DECLINING
ORDERS
Lesson 13 Counter-Offer on Groundnut Kernels
Lesson 14  Persuading the Buyer to Accept the Offer
Lesson 15  Offering Substitute
Lesson 16  Acceptance of a Counter-offer
Lesson 17 Declining a Counter-offer
Lesson 18 ( A) A Repeat Order
( B) Declining a Repeat Order
Lesson 19  Partial Rejection of an Order
CHAPTER FOUR CONCLUSION OF BUSINESS
Lesson 20 ( A) Sending a Sales Contract
(B) Sending a Sales Confirmation
Lesson 21 Confirming a Purchase
Lesson 22 Conclusion of Business

Lesson 23 Counter-Signature



WHMERRIBEAE (ERM) HERH

Lesson 24
Lesson 25

Confirming an Order
(A) Acknowledgement of the First Order

( B) Confirmation of a Transaction

CHAPTER FIVE PAYMENT

Lesson 26
Lesson 27

Lesson 28

Lesson 29

Lesson 30

Lesson 31

Modified Terms of Payment
(A) Asking for Easier Payment Terms

(B) Reply

(A) Asking for D/P Terms

(B) Reply

(A) Modifying Terms of Payment
(B) Reply

( A) Request for Payment by D/A

(B) Reply
Unfavourable Reply to a Proposal of D/A Terms

CHAPTER SIX ESTABLISHMENT OF AND AMENDMENT TO L/C

Lesson 32
Lesson 33
Lesson 34
Lesson 35

Lesson 36

Urging Establishment of L/C

Advising Establishment of L./C and Asking for Timely Delivery
Asking for Amendment to the L/C

(A) Asking for Extension of L/C

(B) Reply

Amending L/C to Increase the Quantity and Amount

CHAPTER SEVEN SHIPMENT

Lesson 37
Lesson 38
Lesson 39
Lesson 40
Lesson 41
Lesson 42

Shipping Instructions
Packing Requirement
Shipping Advice

Urging Shipment

Proposing Partial Shipments

Information on Container Service

CHAPTER EIGHT INSURANCE

Lesson 43
Lesson 44

Lesson 45
Lesson 46
Lesson 47

Asking for CFR Terms

(A) A Request for Excessive Insurance

(B) A Reply to a Request for Excessive Insurance
Covering Insurance for the Buyer

Providing Insurance Information to the Buyer

A Request for Changing Insurance Company

CHAPTER NINE COMPLAINTS AND CLAIMS

Lesson 48
Lesson 49

°eD e

Claims for Poor Packing

Claim for Non-conformity of Quality



CONTENTS

Lesson 50

Lesson 51

Lesson 52

Lesson 53
Lesson 54

(A) Complaining of Short Delivery

(B) An Adjustment Made by the Shipping Company
(A) Complaint of Wrong Dispatch

( B) Apologizing for Wrong Dispatch

Claim for Short Weight

Settlement of a Claim

Claim Rejected



CHAPTER ONE

ESTABLISHING
BUSINESS RELATIONS




Lesson 1

Selfdntroduction

1. About the letter:

The China National Textiles Import & Export Corporation obtained the name and address of
the Swedish firm as prospective buyers of textiles. So a letter is sent with a view to establishing

business relations with the firm and explaining in brief, China’s foreign trade policy.
II. Additional notes:

1. owe . fE_J‘ ...... Uﬂ]j]ﬂ: ...... ( Eﬁﬁi‘% to)

We owe your name and address to the Commercial Counselor’s Office of our Embassy in your
country informing us that you are one of the leading importers of canned foodstuffs.
RS [ BE 5% [ AR 7 55 200 A0 5 IR 22 w44 FRAD ik I RN FRAT TR T5 2 Sk 2 i
ZHNREZ—,
R FRiKTT A
We are indebted to. .. for your name and address. . .
We come to know the name and address of your firm through. . .
Through the courtesy of. .. we come to know your name and address. . .
We have obtained your name and address from. . .
2. inform v. EHI
1) inform/advise sh. of sth.
Please inform us of the name of steamer.
T A o
2) inform/advise sbh. + that/what/which. ..
Please inform us what quantity you can sell a year.
T AR ] B RO
Please inform us which model you are interested in.
T RRA T2 BS54 2%
3) Please be informed/advised that. . .
Please be informed that the L./C has been opened.
LB AR DT fE RIEC 28T 1
1E N AT T inform A5 advise #H]:
1) YA TH A WS
e
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Please advise the name of steamer.
TR .
We wish to advise that business has been done at our price.
27 AR T 32 5y B B IRIRAT TR AN AR 5 AL o
Please advise what quantity you can sell a year.
T I HR T — AR 2R
2) MVEAR R Wyzhinin:
If interested, please advise.
USRAT D48 T A

3) HHERYR AR T7 KRB F G I
We wish to advise that business has been done at $ 1, 000 per ton.
22T TT 58 5y AR AN 1 000 K TTIE LAY -

QAN 77 R A A, RO EX 7 RGBT g — T i, WA inform $24f-
We wish to inform you that we have moved to the following address:
AR )T AT E 23 T LT i ik

. in the market for FHZ K

One important local dealer is in the market for your small-sized oil-saving automobiles.

L — KRB NAR SR T /N A G

in the market SE B3

We have been in the Textiles market for the past 15 years and believe that with our reputation

and connections we can serve you well.

FNTNFEGTHETL 15 4F 7, FEA B ATH0 72 0l 55 Ak, ATl LA AR AT 32 A4t R 4 A

255«

. approach v.

1) BR&R; Hoooro VG (RN contact [7] SC,(HFH#% 8015 ASET L contact 534 )
You may approach our agents for your requirements.
KRBTSR, Al RIFA TR B Ry s
We have approached the shipping company for booking the space.
AE R A KR ITIEFH .

2) it IGiE
The selling season is approaching.

HEETERINIT.

. for the establishment of... = to establish. ..

. handle v. ZE( FEREFIR ) , Fox “RENUARZ , & ILKEA
deal in, trade in,be in the line % .

We understand your corporation handles foodstuffs for export.

AT TR AR 2B B T 5.

. acquaint v. HRA, T, AR

W T T 945
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1) acquaint sb. with sth.
We want to acquaint ourselves with the supply position of steel products.
FATEAE— T HIF AR L o

2) be/get acquainted with sth.
We are not acquainted with these articles.
FRATTR I LERY i AT o

8. enclose v. HfA; K to put sth. inside an envelope with a letter

FoREIREEME N, AR with 5 in.

We are enclosing in / with our letter our sales contract in two copies.

25 e B 2 TR S TR P

GIER!

We enclose (you) sth.

RIRY 2 A RIS

You will find our latest pricelist enclosed in our letter of May 5.

WEWHANTS A5 BAEHH LR HE.

AJTY 3 A T R AT T

Enclosed is one copy of. ..

Enclosed please find one copy of. ..

Please find enclosed one copy of. ..

Enclosed you will find one copy of. ..

You will find enclosed one copy of. ..

Enclosed is a copy of our catalog showing the newly developed models of our cars.
W bR BB T AT BT AR R AR H 5%
Please find enclosed a catalog covering our recently launched range of furniture.
Bl pRIFfF A TR i B R AL AR
9. requirement n.
1) 2 WAL, R A of)
2) TWEZY)( FR YT E R, W R 5 A for/of)
Good quality is the major requirement.
FRi e FEAER
Buyers have placed their requirements elsew here.
SEEE WA T TS 2 5
Please let us know your annual requirements for/of Walnuts.
T IR T XA R AR T SR
10. quotation n. M
FE “F@A 7 HERT quotation H 5 make, give, send, fax, e-mail S5iA]%E ], f5 & i db FRAS A
i for, [AIECH] on, 3K 75 $& 3325 B HAN I I 4541 10] of.
Please make us a quotation for Iron Nails.

o4n
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11.

12

13.

14.

HABAT—DRETHIRAM

Your quotation of Iron Nails is too high to be workable.
RITERET IR K , AT AT

wrade n. o A1k v. WNFEH 5 kS &8

[F 5 A ) to trade with sh.

BRI 5 to trade in sth.

Our foreign trade is conducted on the basis of equality and mutual benefit.

FeNTH X SN 5 5y ARS8 H A A AT R

They trade in textiles.

128 P54 .

trade relations = trading relations

merchant n. A\

businessman / business woman F& A

dealer & A

wholesale dealer/wholesaler #t % &

retailers 28 R

distributor 24418

by joint efforts FL:[F]%% /)

Similar expressions:

through / by our mutual efforts

through / by collective efforts

with our mutual endeavor

enquiry n. W, WL 0] ZH inquiry

We are pleased to have your enquiry for our raincoat.
ZZWCENRTT R T BRATHA A AL .

We have received a number of enquiries from our trade connections here for your new
products.

FATE ZUEN R ATEA Y F BORSURA T 7 i B — L83 2

Our offer will be made on receipt of your specific enquiry.
—RUEIIRAT BRI AL, FA TR A .

In reply to your enquiry of April 23, we are sending you herewith a copy of our latest pricelist
for your reference.

NELANT4 A 23 Hidk, FATIBE B 223015 i H R — M R 2%
We thank you for your enquiry of / for Carpets.

SR T G T HUBE YT 2

We will make inquiries of the shipping company regarding the reason for the delay of the
vessel.

FRA TR IR A2 A AT DR A S5

enquire ( inquire) v. HII; H)[A]
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We thank you for your letter of the 6th enquiring for Walnuts.
577 6 H I AZBERIR bR .
We are writing you to inquire ( about) the current price for Carpet.

225 R4 BT IR A AT A -

III. Chinese version of the letter:

ZETHBEERNA

HUR
7S i MLE AU O AR Y 7 55 S AL 15 AR 2 7] 4 Bk -5 ik, R4 R0 R 28w HT 50 3K 27

=y
z/l:{ﬂlil °

AT AL SURTTHR AR LU L 55 R &R

MR —HEEA T, EEDLUGE D055 . AIRIT KRECT MR IEE RS, LR
PRIFRT 252 7 F AT Al AR B9 1 ERS o i E— 1

T SRARAT TR AT A B B SER T . — RIS AR T PR TS R, FRAT PR AR T B AR
J7 AR AR -

TE[R] 25 B AR5 5 v, AT — B3 R RS B A 0 S0 . FRAT 1A B 2 W) 55, e e if
X 48 EL R B9 Ml 55 FUACHE

B H BRI

A

IV. Key to exercises:

1. Complete the following sentences in English:
1) you are a state-operated corporation handling chemicals.
2) in the hope of establishing mutually beneficial business relations with you.
3) various kinds of our Men’s leather shoes are suppliable at present.
4) We have established trade relations with firms of over a hundred countries in the world
5) a large number of overseas merchants are anxious to trade with us.
6) Please inform us of all the necessary information
7) we have, by joint efforts, greatly promoted both business and friendship.
8) whether you are interested in our Men’s leather shoes.
2. Translate the following into English:
1) We owe your name and address to the Commercial Counselor’s Office of the Australian
Embassy in Beijing.
2) We approach you today for the export of chemical products.
3) We hope you will make your best efforts to promote friendship as well as business.
4) Please find enclosed the latest price list and three sample books so as to acquaint you with
our goods exportable at present.

5) One of our clients is in the market for Chinese black tea.
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9)

Please let us know what articles you are interested in.
It needs joint efforts to promote business.
We wish to avail ourselves of this opportunity to introduce to you our newly-established

brand.

We are enclosing you the price list and catalogue of our chemicals.

10) Our clients show no interest in your chemicals for the time being,

. Fill in the appropriate word or words from the box and then translate the sentences into

Chinese:

1)

2)

9)

buy

TRABTEX S H SE— H ARk g

inform, handle

AR T BT 2% a8 b EAZH
advise

THIE A I RIE P LA A& A IR T T ITH
appreciate it

WSS L FATT— 1 B 3, FA TR R
establish

FATRI BV BRI AT K AR

meet, requirements

AT 3 S 4 T30l AR T 75K

trade with, basis

T AP A BOR R A2 B AR | 54 E 3T 5 5

handles
FAFIMRLE R T M 57
cover

FRA 75 IR 25 A 7 A AL Tt RO M 43 H A — (i H 35

10) appreciate

NS5 A R AR IR AR AL , FA PREAS I

V. Optional reading:

Dear Sirs,

We owe your name and address to the Commercial Counselor’s Office of our Embassy in Korea,

through whom we have learnt you are importers of Chinese Textiles.

We avail ourselves of this opportunity to write to you and see if you would like to establish

business relations with you.

Established in 1950, we are a state-owned corporation specializing in the import and export of

o] o
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Textiles with a registered capital of RMB ¥ 30 million. With years of efforts, we have expanded
our business scope impressively and now we deal in nearly 100 kinds of merchandise. In order to
acquaint you with our business lines, we are airmailing you under separate cover a copy of our

latest catalogue for your reference.

Should any of the items be of interest to you, please let us know as soon as possible. We shall be

glad to send you quotations and samples upon receipt of your concrete enquiries.

Yours faithfully,

SEFEL:
LIRS

7R 2 8 ) 0 s [ K A R 45 SR A 15 5 4 ik RS VR O s R E 2 4L A TR

FAMEHAL LSS HEAET BRSO #E S X R

TN AL T 1950 FEM— K E A A, M 4E R 3 000 TG AR, &8 S8 E
PR O B LAERSS 7, BRATRIREEY R T 28 H, IE RN IS E RIS 100 i, T
H Bh SR 07 TR BRATLE R, 3471 53 BB AR 07 — 0 Fec b i i B AR %

USR5 R AT R Rl T R R 7 . A T—WCEIR T B EL AR 4 R R O
AT ERFIE A

A



Lesson 2

( A) Request for the Establishment of

Business Relations

( B) A Reply to the Above

1. About the letters:

(A) An importer obtained the name and address of the China National Arts & Crafts Imp. &
Exp. Corporation through another firm. They send a letter to the above corporation in the hope of
establishing business relations and indicating their interest in various kinds of Chinese Arts &
Crafts.

( B) In this letter, the writer expressed in the beginning their desire for establishing business
relations with the addressee, and to comply with the latter’s request, the writer sent the price-ist

covering their exports, while stating the terms of payment.
II. Additional notes:

1. obtain v. 3Kf5
This is the best price we can obtain.
XIEFRA ARG B IF A%
These products of ours have obtained unanimous approval.
AT XL i B AT T — BT
This is the utmost we can obtain.
X TAT] BT BEAS 2 AY R -4
obtainable adj. R 3RARH), W15 2|19
This is the best offer obtainable.
X2 A B A e R 2
2. in the hope of + gerund 7532
They waited in the hope of being able to buy at a lower price later.
AT 55 R 4 Ay SRS BE A LABAR A4 A I K
We are writing you in the hope of establishing business relations with you.
N EGER R AR SR 5 KA.
3. interested adj. PG4T

Buyers are not interested in your offer.

SKITRARTTARBEAE
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We are very interested in importing chemicals from your side.
FRATRAR AR TT 32 146 T AR R Y%
We are interested to receive a specimen of the new type.
FATARAT B 0o AL S A RE D o
interesting adj. 7| EI4ERIT) , A HR
VEFRTERS , LY, AT He/ 0] 1o, FHE TR
The price is not interesting to us.
FRATR AN AR AN,
4. reply n. /vi. BXE Eﬁ?il\iﬂ to
FERD R L UL BT — M veply, fRDH] answer.
reply TCIEAE 2 17)id S2AE B iR AR EL 5 4241 10] to; 11T answer YE24 1A 5 4% to , YEShiA) 5 TH AN
1 to o
5. various kinds of FFEAERY, & A R HY
various brands
various articles
variety n. F A
increase the variety of exports
There is a great Variety to choose from.
B FLA R i A LA PR £
6. trust v. FAfE
We trust we can receive your reply in due course.
FATARAEFAT AT AR W B AR 7 25 52
We trust that we can establish mutually beneficial business relations with you.
FATAREFRAT AT LA VR 75 S U5 BRI 5 5 KB
7. materialize v. 2ZH
We hope the business will eventually materialize.
e AN A L SUN
FeFikTr AT
We hope business can be concluded/can be closed.
We hope business can be put through/can be finalized.
8. brochure n. /M

Enclosed please find a brochure and 2 catalogs of our latest products.

[SER] Ra A (WB =& ST AN i R sl E

III. Chinese version of the letter:

L=EE
A F MR I ZAER A AR A A 2L, SR B R AR T L 55 R R
e 10



