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The Format and Structure of Trade Correspondence
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— . The Format of Trade Correspondence ( B2 5 1= & HI1&3K )

Blocked Style ( ).Indented Style ( ) Semi-blocked
Style ( ) o
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— .The Structure of Trade Correspondence ( B 515 S RIZ5#) )

Letterhead and Date ( )
Inside Address ( )
Salutation ( )

Body ( )

Complimentary Close ( )

Signature ( )

@ Letterhead and Date ({535 HER)
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) ) o “12 06 2006”, “2006
6 12 7, “2006 12 6 7, “June 12, 2006”
“Dec. 6, 2006”, , ,
th.rd .nd st
Inside Address (3 R #htit)

Salutation (FRFE)
“Dear Bill,” “Dear Mr. White,” , “Dear Sir,”

“Dear Madam,” ,

Body (fERJIEL)

o

Complimentary Close (B E&iE)

o , s “Yours faithfully,”

“Sincerely yours,”
Signature (%)

’ o

“ ” [ ”
, , For Per pro o

(Reference) (Subject) o
Reference (%%5)

’ ’

Our Ref.: ( )
Your Ref.: ( )

Subject (ZH)

Subject: Adjustment for Package

3 <<
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Sample Letters
(52 By e elke )

Sample 1 Establishing Business Relationship (Z3iz %X &)

Dear Sir,

We have been told by Mr. John Smith, the importing manager of ABC Company, that
your corporation specializes in the export of various light industrial products, and that you
are keen to extend your overseas trade. We are, therefore, contacting you with a view to in-

troducing some of your products into our market.

We have been in the import and export business for over twenty years and have exten-
sive contacts throughout Southern China. It appears that demand for light industrial prod-
ucts is now increasing and we believe that there is a possibility that your corporation could

do considerable business in this area.
At the moment, we are particularly interested in bicycles, and we would appreciate it
very much if you could send us your latest catalogues for these items, as well as price lists

for the various lines and your terms and conditions of sales.

Yours sincerely,
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Brief Analysis (B &4 %)

Sample 2 Enquiry (i§#%)
Dear Sirs,

Subject: Ladies’ and Children’s Shoes

We have heard from the Singapore Trade Commissioner that you manufacture shoes for
export to Europe and the United States. We would therefore be grateful if you could send us
details of the ladies’ and children’s shoes in leather and P.V.C. that you are able to supply

together with your current price list.

We are wholesale distributors of shoes in the United Kingdom and have a large number
of retail outlets throughout the country. It is therefore very likely that if your products are
up to standard, there will be a very considerable demand for them here and that we will
therefore be able to place substantial orders with you. We would like to point out, however,
that as there is already a wide range of “budget-priced” shoes from Eastern Europe and

Hong Kong in this country, it is essential that you quote competitive prices.

We also hope that you will be able to allow discount facilities on substantial orders
and, therefore, would be grateful if you could let us know what special terms you can allow

for orders of over three thousand pairs.

Please also bear in mind that as prices are far from constant here, it will be important
that you are able to deliver consignments soon after receiving the relevant orders. Please al-
so let us know how long you normally take to ship consignments.

We look forward to hearing from you in the near future.

Yours faithfully,

5 <<
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( ) (3000

Sample 3 Offer and Response (& 5EE)
Dear Ms. Xie,

We thank you for your enquiry of November 10th for mountain bicycles of Great Earth
Brand.

We are exporting bicycles of various brands among which Five Rams Brand and Great
Earth Brand are the most famous ones. They are in great demand abroad and our stocks are
running down quickly. They are popular not only for their light weight, but also for the rea-

sonable prices.
Based on your requirement, we are quoting as follows:

Great Earth Bicycles:

20” Men’s Style at US$ 28.00 per set
20” Women’s Style at US$ 30.00 per set
26” Men’s Style at US$ 30.00 per set
26” Women’s Style at US$ 32.00 per set

Payment terms: by L/C at sight to be opened through a bank to be approved by the

sellers.

Shipment: January/February, 2005, provided the covering L/C reaches the sellers by
the end of September 2004.

The above prices are understood to be on CIF London basis. Please note that we do not
allow any commission on our bicycles, but a discount of 5% may be allowed if the quantity

for each specification is more than 1,000 sets.

== 6
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The above quotation is made without engagement and is subject to our final confirma-

tion.

Meanwhile, we would like to take this opportunity of introducing to you our Five Rams
Brand bicycles which enjoy the same popularity as Great Earth. Enclosed please find a copy
of our illustrative catalogue which will give you all the details. We hope you will find them

interesting and let us have your orders.

We look forward to your early reply.
Yours faithfully,

Brief Analysis (&2 4 #)

.
.

Sample 4 Counteroffer (i%#2)
Dear Mr. Wang,
Thank you for your offer of June 25 for “M.M.” brand raincoats.

To be frank, we like your raincoats, but your prices appear to be on the high side as
compared with those of other makers. It is understood that to accept the prices you quoted
would leave us little or no margin of profit on our sales. As you know, Thailand is not a rich
country, and its principal demand is for articles in the medium price range. Besides, pay-

ment by [/C would increase our cost, so we propose an easier payment.

We appreciate your prompt response to our enquiry and would like to take this oppor-

tunity to conclude some transactions with you. We would, therefore, suggest that you make



>>> 8

some allowance, say 10% on your quoted prices and payment by half cash and half L/C so
as to enable us to introduce your products to our customers. If, however, you cannot do so,

we shall have no alternative but to leave the business as it is.

We hope you will consider our counteroffer favorably and let us have your acceptance

by E-mail.

Yours sincerely,
Brief Analysis (B Z 4> #7)

FOB CIF) . N N ( L/C /T ). .

( 10%, , )o ) )

Sample 5 Refusal (}8£2)

Dear Sirs,

We thank you very much for the order contained in your letter of May 8.

After carefully considering it, however, we have decided that it would be better for you
to approach another manufacturer in this instance. To produce to the limits required in your
specification would require the setting up of special equipments at our works, and this

would seriously interrupt our normal production.

We are really sorry not to be more helpful, but hope that you will understand our po-

sition. As soon as we are in a position to supply this line, we’ll get in touch with you again.

Yours sincerely,



Brief Analysis (B &4 %)

Sample 6 Order (iT1H)

Dear Sirs,

Chapter 1 Trade Correspondence

Thank you very much for your letter of September 6 together with patterns and price

lists.

We have chosen four qualities for which we enclose Order No

gently required, so prompt delivery will be most appreciated.

Order No. 465

Messrs. Johnson & Kemp Litd,

78 Madison Street

London, England

Please supply the following goods:
Article

Quantity
800 doz.
500 doz.
300 doz.
200 doz.

510
512
514
516

Price

£ 2 per doz.
£ 4 per doz.
£ 6 per doz.
£ 7 per doz.

. 465. The goods are ur-

Delivery
December
do

do

do

Packing: Each dozen to be packed in a tin-lined carton, with 10 dozen cartons in a

wooden case.

Insurance: W.A. for 10% over the invoice amount.

Marks: As usual with our previous orders.

Payment terms: Draft at sight under an irrevocable L/C.



We have instructed our bank to open a letter of credit for the amount of this order. You

will soon hear from your bank.

Yours faithfully,

Brief Analysis (f&JZ 4 #)

. (  CIF.FOB.CFR), . .

Sample 7 Acceptance (%)
Dear Sirs,

We thank you for your letter of November 12, 2006 together with one copy of your Or-
der Confirmation No. P.756 for 1000 tons of Canada oats.

Enclosed are two copies each of the original and duplicate of our Contract No. FM-

4321 for your signature. Please sign and return one signed copy each thereof for our files.

So far as delivery is concerned, we will try our utmost to ship the total quantity prompt-
ly, if your L/C arrives here in time. Therefore, in order to enable us to make early shipment,
you are requested to arrange the establishment of I/C at your earliest convenience.

We take this opportunity to express our gratitude for your confidence in our company.

Faithfully yours,

Brief Analysis (&2 4 #)
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Sample 8 Package (£13%)
Dear Sir,
We acknowledge receipt of your letter dated September 3 and the sales contract in du-
plicate enclosed, but wish to state that after going through the contract we find that the
packing clause in it is not clear enough. The relative clause reads as follows:

Packing: Seaworthy export packing, suitable for long distance ocean transportation.

In order to eliminate possible future trouble, we would like to make clear beforehand

our packing requirements as follows:
The tea under the contract should be packed in international standard tea boxes, 24 box-
es on a pallet, 10 pallets in a container. On the outer packing please mark our initials SCC in

a diamond, under which the port of destination and our order number should be stencilled. In

addition, warning marks like KEEP DRY, USE NO HOOK, etc. should also be indicated.

We have made a footnote on the contract to that effect and are returning herein one
copy of the contract after duly countersigning it. We hope you will find it in order and pay
special attention to the packing.

We look forward to receiving your shipping advice.

Sincerely yours,

Brief Analysis (&2 4 #)



