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SECTION ONE .
Key to Exercises






. UNIT ONE
Establishing Trade Relations

I.
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1. We are willing to establish trade relations with your
company. |
2. We wish to offer you an opportunity to develop bilater-
al trade. |
“ 3. This corporation is specialized in handling the import
and export business in electronic products and wishes to enter
o 3 o




into business relations with you. .

4. As requested in-your letter of Jan. 20, we enclose a copy
of our catalogue.

5. We very much appreciate your efforts to explore the
market for our products. |

6. We are sure that the business between us will be pro-
" moted in years to come.’

7. We assure you of our best attention to any inquiries
from you., ‘ |

8. We antlclpate a prompt reply from you.
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 This corporation is specialized in handling the export
business in electronic products, which sell well in various
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countries. Now we are writing to offer you an opportunify to
develop trade. If you are interested in establishing business re-

lations with us in this line, please let us know your specitic re-
quirements. We shall be pleased to forward samples/cata-

logues as well as detailed information for your reference. We
assure you of our best attention to any inquiries from you, and
anticipate your prompt response in this respect.

: Smcerely yours,
V. S
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—— Welcome to our company, Mr. Smith.

—— Thank you.

—— Please have a cup of Dragon Well green tea.

—— Thanks. I like Chinese tea very much.

—— Glad you like it. By the way, is this your first visit to
China, Mr. Smith? |

— Yes. As a representative of IBM, I hope to conclude
some business with you. |

—— We also hope to expand our business with you.
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—— This is our common desire.

—1 think you probably know Chma has adopted a ﬂex-
ible policy in her forelgn trade.

- ——Yes, I've read about it, but I’c_l like to know more
about it.

—— Right. Seeing is believing.

—— Sure.



UNIT TWO __
- Inquiries and Offers
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II.

1. We shall be very glad to place our order with you if
your quotation is competitive and delivery date acceptable.

2. As soon as we receive your specific i-nquiry, we will cable
- our quotation. |

3. If you are mterested please cable us, indicating the
quantity you require.

4. This offer is firm, subject to your reply which should
reach us not later than the end of this month.
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5. We find your offer very mterestmg and shall givé you a
definite reply in a few days.

6. It is in view of our long—standing business relationship

that we make you such an offer. -

" 7. This is our latest pnce list. You'll find our price is very
corﬁpetrtwe— -
8. We canreconsider our price if’ yeur order is b1 g enough.
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Dear Sirs:

Rq: Textiles
©+ This company is-one of the largest textile importers in
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New York. We sincerely hope to establish business relations
with your company so as to promote trade between our two

countries.

We are enclosing an inquiry note No. 303 and looking

forward to receiving, at an early date, your quotation C.L.F.
New York including our 5% commission. While quoting,
please state the earliest shipment and quantity available.

If your quotation is competitive, we are ready to conclude
substantial business with you. Your early reply will be very

much appreciated:
: & Y ours sincerely,
A FTHRE, XERGBAGA.
B: iHiM.
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. —— I understand that you're interested in our electronic

e 10



products, Mr. Zhang.

-— Yes. i

— Qur company handles a great variety of electronic
products. What particular items are you more inter-
ested 1in? |

—— Here’s our inquiry. Please have a look.

—— Sure. Thanks. |

—— We hope you’ll quote us your most attractive price
C.L.F. Shanghai.

—— OK. We'll get it prepared. Let’s discuss business in
detail this afterhoon. |

- —— Very good See you thls afternoon.

— Goodbye
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