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BUEERR R ARSI FRBNEEF K, ARIEH—
BFE P EELRA LA FREMBESREFER, WX
2RI R IRA IR, — BRI BRI B K 77 0945 Sk A AR R
MER. FTUAMATETRIFNER. BERETESIXMTH ERT
EEPARENFBABMEHERYES. BLERIHER
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WiHERAER.

EARBOFEHESED. FE A FRRIR K bk L AR 3
T, RERSEZEEWTREEBELIRESTEH2HENWE.
gL, mlfERE--EBELERAGE—F, LWEETAX
. HEPEE A ERMFIRRREEEY. R EERRE
BFHAHR. FEAEGPEREARMYour letter has been
received” Z RS BM AT, At AR ERB—THEH—LiFm"]
have received your letter”Z BH)#HH B E, MHLRATFHEF
E?

HE HULERERNRE . FERAMEMNES.BE RN
EHEANS R MK ERR . EERHFEHERREXR
%, EM AT BB iEET A28 : “It is regretted that the goods cannot
be delivered today. " F1 2% . “I’m sorry we cannot delivery the

goods today. ”— ¢, 7 k. {7 R L R BX — =



WMo, — GG RIS FE N T ERRL 7 me?

1. TREIRENER G, Bai5is, IR IR ERUE AL
%L, ks TR R EdE, RIZe & En s, 5§
FRARENER, X, AEASIEEEEITFUEE PO
T . e TErRIAA B “you attitude”, flN, L REF)IX FEME)IE .
“We allow you 2% discount for this transaction. "l “You will
earn 2% more in this transaction. ” i EWNE —fA —E 5 T &

,g:ﬂ

2. RAIEWMES ., EXBEHMEN. EREHEFH
HEE, BNE BT EERE IRXHE R AR X O E
REEPARNEE . BNEAZHRT . EEAMAS—EFRD. K
H ¥ #5414 F . “ You should have studied UCP 500 Article 32
and should not reject our negotiation. ” 1" Please refer to UCP
500 Article 32 from which you may find it is incorrect for you to
decline our negotiation. "H{E MR R RUWE AN B2 KT E—
Mt —E LA X B RIBREAKELMRRT .

3. WYRAEMER B, BB -&, £EER. ERXAKE
EIMHTARELAGHER FRE-RAT, RITEE LA
TOEEWREET

(1 have pleasure in informing you.

1* I am pleased to tell you.
(2) (We do not anticipate any increase in prices.
{* We do not expect prices to rise,
(3) [Please be good enough to advise us. ..
{*Please inform (or tell) us. ..
A, BREHRCERT 4. BENR GRS T RGN NE
AT e SRR T KIS ) T
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EEWEW, A IR, . “Will you ship us the goods at
any time during December, or even November if you are rushed,
for November would suit us just as well. "— 8], BE{g AFFEE
EHRERFEM HFE 11 A=, AR T2 LA “Please ship
us the goods by the end of November. ”—a] L%, X F A & 8
WIBABAT o X T P A B0 5 4 BT AU AR 1 R Y

(1) f[We express our regret at being unable to fulfil your
Jorder on this occasion with our customary prompt-

ness,

*We are sorry we can not meet your present order

mmediately,
(2) [Please see that an enquiry is conducted to determine
the reason.
* Please find out the reason.

5 RUEILK. FEGQHEUTILL:

a. REFEIE. —MENTREERIFEHRG S REERE. @
RFLFR B~ HEUER WERRERERN T — 1%
. MK EE, &3 /7 BT E R 304 B AT R eE 2, 7
fEP S, AL RR—FHE &L EMX 7.

b. E—ERE LN XM FER, X —SEHEEXMTEK
MEGPEVEE, ExEET TS REMFBRIENIET. &
IR T W 4 R - B R KRB R R, U
AREFME M ISR EHE . SHEMAEREHE A
B,

6. HREE BEMER,
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R A R R B R AR . TR — L E R R

A RS
AL B
accomplish do
approximate about
communication letter
purchase buy
request ask
require need
terminate end
utilize use
will you be good enough 1o please
in the near future soon
at the present time now
come to a decision decide
express a preference for prefer
for the reason that because

& (1) We will execute your order expeditiously.

=T We will fulfil your order promptly.
(2) Every consideration will be given to your request.

= Your request will be carefully considered.

b. BGELAR. g —mAFH. ERRBEEHAR—-TE,

EHRYE—TEEFAETR BB,

# (1) How do you account for the fact that the account is

wrong?

(2) We shall take a firm line with the firm’s representa-

@ = RR AR K- Wi,
4



tive.

R LEFEER. REER —&1{EHE T H NI,
Hoan, FEE A F 8T, R8T A A “firm” B AFER —8EFP . R
A7) 24 B concern, business,organization 2 258 BB R — &K A
A,

c. FUHBHEEARKER. LR KRIX RGN EAR
FUHHEBM. AERESESHB, EE AN . YEEELAEKNA
H, T A {# B 254 instant (inst. ) sultimo (ult. ), proximo(prox. )
ZEEHMHETMBREABENEERER B2 N
“Please let me know at once” X F &) F , i A~ ALK LA “as soon as
possible” ; N E {§ F “acknowledge receipt of a favour”iX #i gk iR 77
R, A& R —F favour, BFIRMERH AFIH KA.
Ao, V] KA B P b W] 8 & 8 A “considerable quantity”,
“reasonable price”# & BB aYiAH] .

d. FRBEAE, X—SBREHSHEREE XA, T
ARZTHFE MREE. REETERAF:

‘We have no hesirtation in advising you. ..
{We advise you. ..
Due to the unusual nature of the request. ..
{As the request is unusual. ..

7. BERBNTE 2. EAEEPRETR 8. X883
EFRFEZREHOR X ETEGHE:

a. BMETH, LB T AEBSFEANFETAE.M
B, R A Bk # 4 B F A K, .

The price of tea rose owing to rumours of a bad crop.

Owing to rumours of a bad crop the price of tea rose.
b. KEXE., MUK B THEANHE HH, AR IF
B T ER DL R E AR S, HEERL SN
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SHEXERBERE. RIFRERERMA HaBL,

4. We are sorry to complain that you have not delivered
the goods ordered a month ago. They are now urgently needed.
The customer for whom we ordered them threatens to cancel his
order unless he receives the goods within next week. Please ar-
range to deliver them at once.

o BTHEOFENRFAEENS. AR TE®RAES T .

{I met your representative yesterday.

Yesterday,] met your representative.

It was unfortunate that the goods did not arrive in time,
WA EEFEHE N E Y EBEEMN TR URRBRATRE
A B R A S BRI R R ST BN
R AE 1,

{Unfortunately,the goods did not arrive in time.

Exercises

HE AT

1. The writer will be glad to call on you next Monday.

no

Delivery of the goods can be made in three days’ time.
We are in receipt of your letter and have taken note of its contents.

Please favour us with an early expression of your views,

v e W

We trust the goods we have despatched to you will meet with your

approval.

6. We are in receipt of vour esteemed enquiry of the 16th inst. And have
pleasure in forwarding a copy of our catalogue under separate cover.

7. Most of our customers express a preference for short coats.

8. We hope to give consideration to your request in the very near fu-

ture.



