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oniT 1

Enquiries

—

<

Heath

Good afternoon I'm Alan Heath from England. Here’s
my card.

Good afternoon Mr. Heath. My name is Yang Yong-
ming. Yang is my family name. You may simply call me
Yang if you like.

Nice to meet you Mr. Yang.

Me too. What can I do for you

We’re one of the leading importers of leather products
in Britain. We learned your name and address from
British Chamber of Commerce in China. We would like
to open up business relations with you.

We would only be too pleased to enter into business rela-
tions with you. We have been specializing in the export
of leather products for over thirty years. Our products
have won wide popularity in many parts of the world.
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Could you tell me what in particular you are interested
in
We’re thinking of importing handbags. We would like
to make an enquiry about them.
Good. We have some samples in our showroom. Would
you like to have a look at them
Certainly.
This way please.

after visiting the showroom
Now you’ve seen our samples what do you think of
them
I should say the quality is all right. But I think the color
and design may not be to the taste of our market.
Well we also accept orders against customer samples if
the order is a sizable one. Just tell us the color and de-
sign you have in mind. We’ll manufacture them accord-
ing to your samples.
That’s great. Could you give me some rough idea of your
price
Here’s our latest price list. The prices are FOB Shanghai
and they are subject to our final confirmation. Besides
please note that for a special order the minimum quanti-
ty for each design is 5 000 pieces or the price will go up
by 20 %.
I see. When can we expect delivery
Delivery will usually be made one month after receipt of
the covering letter of credit. But for special orders it
might take two months.
What mode of payment do you usually accept
We only accept confirmed irrevocable sight L C.
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H Could I have some discount if the order is a large one

Y Well we usually give a 5% discount if the order is over
8 000 pieces.

H That’s good. Another thing. How long does it usually
take to send us your return sample

Y About two weeks. We’ll pass your sample on to the ma-
nufacturer as soon as we receive it. The manufacturer
may usually need a week or so to complete the return
sample. Then we’ll send it to you for confirmation.
Once we’ve got your confirmation we’ll inform the
manufacturer and they’ll start the production.

H By the way where’s the factory located

Y It’sin Changzhou lJiangsu Province not very far from
Shanghai. If you would like to make an inspection tour
of the factory we can arrange that for you.

H That’ll be great. But first of all we’ll have to discuss the
question with our clients. May I have a copy of the price
list and catalogue

Y Sure. Here you are.

H Thank you for your help. I'll come back to discuss it in
greater detail with you.

Y Thank you for your enquiry. If you have any other ques-
tions please feel free to call me anytime.

H Thank you. Goodbye

Y Goodbye

—

1. family name



surname”
first name given name
My name is Julia Spencer. Julia is my first name.
Julia Spencer. Julia
2. Chamber of Commerce
3. to open up business relations with somebody

We hope to open up business relations with your firm in
the line of textiles.

to enter into business relations with somebody
to set up business relations with somebody
to establish business relations with somebody
to enter into business connections with somebody
to commence business with somebody
to do business with somebody
to start business with somebody
4. to specialize in
We specialize in the export of light industrial goods.

to handle

Here’s the catalogue that will tell you the lines we han-
dle.

to deal in

Our company deals mainly in medicines and health pro-
ducts.

5. to win wide popularity
Our products has won wide popularity in Europe.
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10.

11.

to enjoy popularity

to enjoy wide acceptance

to sell well

to be much sought after

enquiry mkwarort n.

to make an enquiry for about something

to send an enquiry sheet

enquire mkwaro V.

to enquire for something

The goods you enquire for are our best-sellers.

to enquire of somebody about something

The buyer enquired of the seller about the capacity of
the factory.

to the taste of somebody

I think the color and pattern of your products are quite
to the taste of our consumers.

to go up
Oh your price this year has gone up by 20%.
20%
return sample
counter sample
to pass something on to somebody
We’ll pass your comments on to the manufacturer.

to make an inspection tour
We’'ll make an inspection tour round Europe next month
5 .



to see if it is possible to extend our export business
there.

12. in detail
I’ll tell you in detail the result of the talk in my report.

—

" sale by seller’s sample
" sale by buyer’s sample

We also take special orders. That is we can design ma-
chine tools for special purposes.

We also take orders for furniture made according to the
specifications you propose.

If you can tell us the color and design you have in mind
we’ll change them accordingly.
6 .



We can also accept orders against customer samples
specifying design specifications and packaging re-
quirements.

We can also make tablecloths according to the patterns
you give us.

We can arrange production to meet the national charac-
teristics and special tastes of different countries.

Please note that for special orders we have a minimum
quantity requirement. It should be no less than 500
dozen for each pattern.

500

Is it possible for you to make silk scarves according to
the patterns and specifications we give you

Do you take special orders That is do you make ma-

chines according to the specifications we set forth

Could the articles be made specially for our market that
is according to the samples given

Do you have a minimum quantity requirement for a spe-
’7 .



cial order

Could I keep the price list
Would you please leave me the price list

May I have a copy of your price list

It would be very helpful if you could give an actual sam-
ple of your products.

Our clients ask for an actual sample of your products.
Would you be kind enough to give me one

We would be very grateful if you could give me a sample
of your latest design.

—

I

enjoy wide acceptance enquire about make an en-
quiry in detail pass ... on to ... to the taste of specia-
lize in enquiry sheet open up go up

1. The goods you are are sold out.
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. I'm sure this product is

. Could you my suggestion

. We will make an offer immediately after receiving

your

We write you this letter in the hope of
business relations with you.

. We the export of eiderdown prod-
ucts.
Chinese teas in the
world.
. I would like to for all-

cotton men’s shirts.

young people.

. The cost of production has in the

past year but our price remains the same.

someone in authority
Although 1 have explained it to her
she still couldn’t understand it.

Alex Carter
Good morning sir. I'm Alex Carter from Canada.
Here’s my business visiting card.
Carter

And here’s my
name card.
Nice to meet you too Mr. Liu. We are one of the
leading importers of home textiles in Canada. We
would like to establish business relations with you.
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We're thinking of importing some all-cotton em-
broidered bed covers. Could you show me some of
your samples

after visiting the showroom

I think the quality of the goods meets our require-
ment but I don’t like the color and pattern.

That’s great. Could you give me a rough idea of the
price

Thank you. May I have a copy of your catalogue
and price sheet so that I could discuss the matter
with my customers

Thanks. I'm sure I'll come here for another meeting
after my discussion with our customers.

Mike Ball
Ball
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