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Lesson One
Sending Samples and Placing Orders ,

(D
DUNKEIMAN & SON LIMITED

Desborough, Northants, England
Fax No. (0536) 762549

FAX MESSAGE

To: From: Mr Rodney Holmes

Company: '

Shanghai Animal By-products Import & Export Corporation
Our Ref: RJH/JF

Town/City: Shanghai Date Sent: Oct. 8, 19-

Country: China Ref No: T9, 248

FAX No: 010 86 2] 3291883 No. of pages: 3

Thank you for your recent reply to our enquiry for Shoe
Polishing Brushes. Under cover of a copy of this fax, we
are sending to you samples of the types required, and we
detail specifications below.

Please send to us as soon as possible, your counter sam-
ples for our consideration. We have, for each sytle,
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given our guide for price.
Looking forward to receivifg your offer.

Kind regards.
R J HOLMES
Purchasing Director

Shoe Polishing Brushes Filled with 1009/
Natural Pig Bristle

— Handles: Hard wood, similar to European Beech,
finished with gloss clear natural lacquer.
Sizes:
1. Ref. 5721 APPLICATOR 145x20 X
10mm
2. Ref. 5700 PETITE 125x43 x15mm
3. Ref. 5701 SMALL 142x43x15mm
4, Ref. 5703 LARGE 170x45x15mm
— Hair! 1009/ natural pig bristle x20mm
Colour: Black or grey (or mixed with black
& white hair, or all white).
— Packing: 12 pieces per carton by colour of hair and

size.
— Trial Order 5721 5700 5701 5703

Volume: 6,000 10,000 15000 6,000 pieces
— Price Required: £0.11 £0.22  £0.33  £0.4
per piece CIF UK port




Shoe Polishing Brushes Filled with
1009, Horsehair

~— Handles: Hard similar to European Beech, finished
with gloss clear natural lacquer.
Sizes:
— 1. Ref. 5801 SMALL 142x42x15mm
2. Ref. 5803 LARGE 180 x50 x15mm
— Hair: 1009, natural horsehair from neck (MANE)
X 20mm
Colour: Black or grey (can be a mixture of
black & white, or all white). |
— Packing: 12 pieces per carton by size and colour of

hair.
— Trial Order
Volume: 35801 5803
15,000 5,000 pieces

— Price  £0.28 £0.38  per piece CIF UK port
Required.
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DELBANCOMEYER & COMPANY LIMITED
PORTLAND HOUSE RYLAND ROAD

LONDON NW3 3EB UK.

28 November, 199-

Shanghai Animal By-products
Import & Export Corporation
Shanghai, China

ATTIN: Brush Department

Dear Sirs,

Thank you for your samples. We find your quality
satisfactory and are pleased to place the following new
orders with you.

A trial order of 10,000 pieces of Art. F20 with 2lcm
handle at £5.00/dozen CIFC5%, London.

Goods are to arrive in London in January, 199- with-
out fail. Our customer will be making a presentation of
these goods at that time and we are confident that large

4




business will come. It is therefore imperative that you make
every effort to fulfil this contract and confirm by return
that you will ship on a direct steamer to London. Please
contact the mill and persuade them to make a special effort
to meet the delivery time required and confirm promptly.

We understand that this will require special coopera-
tion from you, but we believe it could end up in large bu-
siness,

We also place the following new order:
100,000 pieces F20 standard size at £3.5/dozen
CIFC59% London.

Shipment: Prompt shipment from Shanghai.

We would like to have all above orders packed in
cartons lined with plastic paper, suitable for long distance
ocean transportation.

It is our usual practice to have payment effected by ir-
revocable L/C payable by draft at sight.
Please confirm these orders and fax contracts.

Yours faithfully
Delbanco Meyer & Co., Itd.
Peter Samuel

Notes

1. Part (I) of the text is a 3-page fax message. Fax is
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the abbreviation of “facsimile’”. As it can transmit
diagrams or patterns as well as messages, nowadays
most of the corporations in our country have been
equipped with facsimile transceivers.
. sample n.
~— a part abstracted from a batch of production to show
what the whole is like (esp. as offered by a dealer
in goods sold by weight or measure)
. counter sample
In foreign trade samples are usually provided by the
seller, but sometimes samples can be provided by the
buyer. In both cases, the quality of the ordered goods
should be in exact accordance with that of the sample
delivered. [In our export trade, in order to avoid sub-
sequent dispute on the quality of the goods to be deli-
vered trade corporations usually make duplicates ac-
cording to the samples from clients abroad or send out
samples similar to the quality of the buyers’ samples for
their confirmation. In this case, our sample is called
a “‘counter sample”.

.. order

n. — written instruction to buy goods; goods to be
supplied

e.g. Your Order No. 555 has been received and will
be duly executed.
Your order will be dispatched within one month.

e —a . o



Our stocks of brushes are diminishing as a re-
sult of large orders from our clients.

usual pattern:

to place an order with sb. for sth.

e.g.

vt. —

We would like to place a trial order (a first
order, an initial order) with you for your
canned meat.

If your price is right, we will place substantial
orders with you for this product.

request to supply goods

Please inform us of the quantity you intend
to order.

We intend to order from you 1,000 dozen work-
ing gloves,

. ...and detail specifications below.

detail
vt. —

e.g.

describe fully
We [eel it necessary to detail your specific re-
quirements,

“detailed” can be used as an attribute.

e.g.

e.z.

Please advise us of your detailed shipping re-
quirements. _

small, particular fact or item, particulars

Now we have interest in your Eternal brushes,
details as per our Enquiry No. SBNSS.

Please advise us of details of your shipping

7



requiremnts. Now let's go into details.
Please advise of your shipping requirements
in (full) detail.
6. Goods are to arrive in London in January 199- without
fail.
Be sure to have the goods in London in January, 199.-
without fail.
with certainty; surely
e.g2. As soon as supplies are available, we will send
you an offer without fail.
7. Our customer will be making a presentation of these
goods at that time, . ..
Our customer will recommend these goods to his clients

8. It is therefore imperative that you make every effort
to fulfil this contract and confirm by return that you
will ship on a direct steamer to London.

Therefore, you must do everything you can to fulfil
this contract and confirm immediately that you will
ship the goods to London by a direct steamer.
1) imperative a.

— urgent; necessary; important; essential

pattern:

It is imperative that you (shou!d) do sth.

It is imperative for sb. to do sth.
e.g. Itis imperative that the import agents be the sel-



10.

11.

ler's “eyes and ears” in the market,
As the goods against your Order No.588 have
been ready for quite some time, it is imperative
for you to take immediate action to have the
relevant L/C opened.
2) by return: by return of mail
— immediately; at once
e.g. Please reply by return.

. ...itcould end up in larg= business:

As a result, there would be large business.

end up: finish

e.g. Our business talks always end up in conclusion

of transactions.
Accepting your packaging will only end up in
the damage of the goods.

prompt shipment B[

— shipment to be made by a first available steamer
within thirty days from the date on the advice of
the L/C to the beneficiary by an issuing bank or
advising bank.

...to have all above orders packed in cartons lined

with . . .
1) to have sth. done: let others do sth.

¢.g. Please have shipment effected within one
month,

We would like to have our men’s shirts

9
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2)

packed in poly-bags, half dozen to a box.
to be lined with ‘
— provide with an inside covering
e.g. The box is lined with tin foil.

Exercises

Answer the following questions according to the text:

1.

How does Dunkelman & Son Limited send samp-
les to Shanghai Animal By-products Import &
Export Corporation?

What does Dunkelman & Son Limited want to
order?

. What are requested to be sent for the considera-

tton Dunkelman & Son Limited’s?

4. In what case are counter samples required ?

. Please tell what brush handles are requested ?
. For these two orders, what bristles should the

shoe polishing brushes be filled with?

. Please detail the quantity, Article No. , spccifica-

tions and prices of the order from Delbanco Meyer
& Company Limited.

. What causes Delbanco Meyer Company Limited

to place new orders with Shanghai Animal By-
products I/E Corp?

. Please name some of the packing containers.




10. What are the packing requirements for Art No.F20?
11. After studying this text, try to find the cssential
qualiities of an order or an order letter.
II. Choose the right answer:
‘1. We thank you for your letter of September 8th,
you order of 2,000 dozen of YOUTH
Ball Pens.

a) to confirm b) confirmed
c) confirming d) confirms
2. Piease to ship the goods within one
month.
a) make vour best b) do the best
¢) do your utmost d) exert our best

3. We are pleased to inform you that we can supply
all items the requirements of a fash.on-
able trade as yours.

a) to mecting b) to meet
C) to meet with d) to be met

4. We find that the shipmeunt does not match the
counter samples you sent us alst month.
a. wihen b} these
c) what d

S. _______ with both the quality and price of our
cotton bed sheets, they intend to book a repeat
order.
a) Satisfying b) Satisfied
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