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Enquiries

W #f

Business negotiations in international trade usually begin with an enquiry by an overseas
buyer to seller, enquiring about the terms or conditions of a sale. It may be made by letter,
e-mail, fax, telephone or even through face-to-face talk. Sometimes, a seller can also initiate
the negotiation by making an offer to a foreign buyer to whom the seller intends to sell his
products. According to the commercial practice the receiver of an enquiry will respond
without delay in the usual form of a quotation or an offer.

An enquiry can be made not only to one party alone but also to several parties at the
same time. In this way the enquirer can make a comparison between the terms of sales stated
in the offers and decide on which offer is the most advantageous. Then he can choose to trade
with the one who has quoted or offered the best terms.

According to the contents or purpose, an enquiry may be either a general enquiry or a
specific enquiry. If the importer wants to have a general enquiry about the products or
commodities, which the exporter is in a position to supply, he may ask the exporter to
send him a catalogue, a brochure, a price list or samples. This is a general enquiry. If the
importer intends to pufchase a certain product or commodity, he may ask the exporter to
make an offer or a quotation on this product. Such kind of enquiry is called a specific
enquiry. C

Most letters of enquiry are short and simple, so much as that many firms have adopted
the practice of sending printed enquiry forms, thereby eliminating the need for a letter. As a
prospective buyer, the writer of an enquiry states briefly and clearly what he is interested in,

and this is all the receiver of the letter needs to know.
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Letter 1 First Enquiry for Clothes

Dear Sirs,

The Tokyo Trading Co. Ltd. informed us that you are exporting a variety of shirts, skirts
and infant sweaters. Would you please send us details of your various ranges, including

sizes, colours and prices, and also samples of different qualities of material used?

We are one of the largest department stores here and believe there is a promising market in
our area for moderately priced goods of the kind mentioned.

When replying, please state terms of payment and discounts you allow on purchase of
quantities not less than 60 dozen of individual items.

Yours faithfully,

Letter2 A Reply to the Above

Dear Sirs,

Shirts, Skirts and Infant Sweaters

We welcome your enquiry of 16th May and thank you for your interest in our products. We
are enclosing our illustrated catalogue and price list giving the details you ask for. Also
under separate cover we are sending you a full range of samples, and when you have a
chance to examine them, we feel confident that you will agree that the goods are both

excellent in quality and very reasonable in price.

On regular purchase in quantities of not less than 200 dozen of individual items, we should

allow you a trade discount of 10%.

We also export a wide range of sweaters for men and women in which we think you may be

interested. They are fully illustrated in the catalogue and of the same excellent quality as
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our shirts and skirts.
We hope the samples will reach you in good time and look forward to your order.
Yours faithfully,

Encl.

Letter 3 A General Enquiry

Dear Sirs,

We are interested in importing Cotton Underwear and Iron-Free Garments in popular
demands you advertised in the Chinese Export Commodity Fair Bulletin, June 2008.

We would like you to send us details of the above products including sizes, colours
and samples of the different styles. :

As expected, the quantity of our order to be placed will be very large. Since the season
is coming very soon, prompt delivery is absolutely necessary.

When quoting, please state terms of payment and discount you would allow on the
purchase of not less than two thousand dozen. Please rest assured that should your prices
be competitive we will place our orders with you.

Your early reply to this enquiry is requested.

Yours faithfully,

1. enquiry (8 inquiry) ». ¥, ##&
specific enquiry B AR##, F4E
general enquiry —fR##E
make an enquiry to sb. for sth. )35 A )] AP SRR
In reply to your enquiry of April 28, we are sending you herewith a copy of our latest
pricelist for your reference.
We thank you for your enquiry for Carpets.
enquire (B¢ inquire) v. #M; A
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We thank you for your fax of the 6th enquiring for Oilseeds.

The manager enquired about the flight to New York.
. price  vt. e EH, B dwH

priced adj. EMH

Please price your offer as keen as possible.

This new product of ours is moderately priced.

This is a new type almost similar to your last order but priced lower by 5%.
. discount n. F7H1, NHERL

The highest discount we can allow on this article is 10%.

atadiscount IZEACHTHE: TCHEERE: ALK

The goods are selling at a discount.

Off-grade goods are now at a discount.

trade discount [EATHT#H, FMLITN

ERMELT, AREAGELERMMES (HLRHE. HOR) KBRS, 26

REEH.

discount v. WEIR: #7470

Bills can be easily discounted in London.
. in good time = in time & HfH, REHL

Please rush your L/C so that it reaches us in good time for shipment.
. quote v. IRMT

Please quote us for walnuts.

Please quote us your lowest price for walnuts.

quotation n. fTTH; WM

These quotations are said to be nominal.

Please make/send/give us your lowest quotation for Iron Nails.

Your quotation of Iron Nails is too high to be workable.
.demand n FK

There is little or no demand at present for this article.

demand v 3K

The buyer demanded punctual shipment of the goods.

The buyer demands of the seller to ship the goods within a week.
.assure v fRiE, f---HHE

We assure you of our prompt attention to all your enquiries.

‘We assure you that all your enquiries will receive our prompt attention.

You can rest assured of our close cooperation.
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L. Trade Terms

1. enquiry Wi, AN
2. enquiry note WY

3. specific enquiry =R NIE

4. spot price B

5. catalogue MmEZR

6. pamphlet/brochure [GECEN i
7. description P i 1 A

8. sample FEf
9.sampling HIRE

10. quality FE

11. specification kg

12. standard N 7

13. trade mark [0

14. brand At

15. dealing/deal 5

16. trade terms A5 &4

I1. Functional Sentences

. We shall be pleased if you will make us the lowest quotation for this item.

. Please let us have your lowest quotation on the basis of CFR London.

. Would you first give us a rough idea of price?

. Please quote us for the goods listed in our enquiry sheet.

. Please quote us your lowest price CIF Hamburg for ten MT of walnut meat.

. Please quote us your most competitive prices FOB Shanghai.

. Here is a list of our requirements. I'd like to have your lowest quotations CIF New York.
. We hope you will reply to our enquiry as soon as possible.

O 0 9 O v A W N =

. We have already made an enquiry for your articles; please make an offer before the end of
this month.
10. If we order 10,000 dozen, what would be your offer?
11. Please make us your best offer indicating packing, specifications, quantity available and
the earliest time of delivery.
12. Please advise us of your packing method, weight, and the quantity per package.
13. Please quote us FOB London for 100 reams of good quality white poster paper.
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14. Please quote us your most competitive prices in order to consummate business.

15. I would like to make a enquiry for this type of leather bag. |

16. We shall be pleased if you could provide us with your quotation for this product.

17. Please quote us your best price and let us know the minimum quantity for each order.

18. There has been a steady demand in our market for this kind of toy. Please offer us your
best price.

19. May I have a copy of your price list?

. Choose the best answer.

. Please let us have details of your machine tools, your earliest delivery.
A. giving us B. give us C. to give us D. given us

. We hope to receive your quotation with details the possible time of shipment.
A. to include B. to be included C. including D. being included

. Will you please send us your price lists for the items below?
A. listing B. being listed C. to list D. listed

. We shall appreciate us FOB Sydney.
A. you quoting B. your quoting C. you to quote D. your being quoted

. If you can supply your goods immediately, we shall to place a prompt trial order.
A. be prepared " B.be preparing C. prepare D. preparing

. As we have an extensive business connection in this field, we hope your special
terms.
A. to give B. giving C. to be given D. to be giving

. If your prices are competitive, we are confident the goods in great quantities in
this market.
A. to sell B. to be selling C. in being sold D. in selling

. We offer you the following items your reply reaching here by 3 p.m. April 12,
our time.
A. subjectingto  B. to subject to C. subjects to D. subject to

. As we are one of the leading importers in this line, we are a position to handle
large quantities.
A. at B.in C.on ‘ D. of
10. Although we appreciate the good quality of your goods, we are sorry to say that your price
appears to be .
A. of the high standard B. in the high level
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C. on the high side D. at the high

11. Translate the following sentences into Chinese.

1

- Please quote us your most favorable price CIF London, stating the earliest date of shipment

and the discount you will allow.

- Thank you for your letter of May 15 inquiring about our air conditioners. But we regret to

have to tell you that the items requested are not available for the time being.

- As demand for this product is quite large, it is difficult to meet the time of delivery as

requested. But if you place your order not later than the end of this week, we could ensure
shipment not later than April 15.

. If you can supply goods of the following specifications and quality required, we may place

regular orders for large quantities.

. In compliance with your letter of July 4, we are sending you a quotation sheet with detailed

information about the products and other relevant terms and conditions as well.

. Here is our CIF New York price list. Please note that all the prices in the list remain valid

till the end of this month.

7. We are likely to place a large order with you if the price is favorable.

8. Thank you for your inquiry, and enclosed please find our current catalogue and price list

quoting CIF Shanghai.

III. Translate the following sentences into English.

1.

Ra7 10 A 23 HRE OB, BB NRA R MLAS K BNE. IIERTE
R EF IR B H 3R

2. X FEd 100 fFETRBITEE T 5%HIHTHI.

3. EEMM B PEN G RGNS RIMMERER, HEEEREL.
4. BITUMERIET A LK. FEREIRERIEE 20 RZHEKE.

5. MRARTT R BN LTS FRRE, RO IRAIITH.

6. KEXAFHR, VRETWUXMRITH&HE - KEN T #.

7. AT ETRITRERM, EEFERRRET TR,

8. I8 KB METT T FI PRI BH M



