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Part 1

Business Procedures



A

B.

A

LESSON ONE

Business Inquiries
Conversations

(D

I’'m glad to have the opportunity of visiting your corporation. I

hope we can do business together.

: It’s a great pleasure to meet you, Mr Clive. I believe you have

seen our exhibits in the show room. What 1s it in particular

you’re interested in?

: I’m Interested i your hardware. I’ve seen the exhibits and

studied your catalogues. I think some of the items will find a
ready market in Canada. Here’s a list of requirements; 1’d like
to have your lowest quotations, C. I. F. Vancouver.
Thank you for your inquiry. Would you tell us what quantity you
require so that we can work out the offers?
I’ll do that. Meanwhile, could you give me an indication of the

price?

: Here are our F. O. B price. All the prices in the lists are subject

to our confirmation.

: What about the commission? From European suppliers I usually

get a 3 to 5 percent commission for my imports. It’s the general

practice.

: As a rule we do not allow any commission. But if the order is a

_Asv



sizable one, we’ll consider it.

A You see, I do business on a commission basis. A commission on
your prices would make it easier for me to promote sales. Even
2 or 3 percent would help.

: We’ll discuss this when you place your order with us.
2)

A: When can I have your firm C. . F. prices, that is , the final and
firm offer, Mr Zhang?

. We'll have them worked out by this evening and let you have
them tomorrow morning. Would you be free to come round
then?

A: Good. I’ll be here tomorrow morning at 10. How is that?

: Perfectly. Our offers remain open for 3 days.

: I don’t need that long to make up my mind. If your prices are
favourable and if 1 can get the commission I want, I will place
the order right away.

: I’m sure you’ll find our price most favourable. Elsewhere prices
for hardware have gone up tremendously in recent years. Our
prices haven’t changed much.

: I'm glad to hear that.

: We’ll be happy to. Is there anything else 1 can do for you, Mr
Clive?

: I’m buying for chain department stores in Canada. They are in-
terested in Chinese carpets. I'd like to make an inquiry. Could
you introduce me to the person in charge of this line?

. Certamnly. I’ll make an appointment for you with Mr Li of the
China National Native Produce and Animal By-products Import

— 4 —



A:

>

and Export Corporation.

Thank you very much.

3

: T understand that you’re interested in our machine tools, Mr Li.

: Yes, we’re thinking of placing an order. We’d like to know

what you can offer in this line as well as your sales terms, such
as mode of payment, delivery, discount, etc.

As you know, we supply machine tools of all types and sizes.
We have years of experience in the manufacture of machine

tools.

: We’ve read about this in your sales literature. Could you give us

some idea about your prices?

:Our prices compare favourably with those offered by other manu-

facturers either in Europe or anywhere else. Here are our latest

price sheets. You’ll see that our prices are most attractive.

: Do you take special orders? That is, do you make machines ac-

cording to specifications?

: We do. As a matter of fact, we design machine tools for special

purposes.

: How long does it usually take you to make delivery?

: As a rule, we deliver all our orders within 3 months after receipt

of the covering letters of credit. It takes longer, of course, for
special orders. But in no case would it take longer than 6

months.

: Good. Another thing, all your prices are on a C.I.F. basis.

We’d rather have you quote us F. O. B. prices.

: That can be done easily.



particular a.

Words & Expressions

FRER, Bk

hardware . N
catalog(ue) n. Hik
requirement . =R

inquiry . ik

offer v. & a. wAr
indication of price it 4%
subject to  adv. TEreeee #MTF
discount . #rin
commission 7. &
manufactrue 7. CKE) #H)iE
sales literature HEUHB
favo(wrably adv. Bl H
competitive a. HEE W
specifications 7. A&

receipt n. Wl

covering 7. EES

covering L./C {5 FHE
compare . =73
elsewhere adv. 154

chain department store E YR

to be interested in sth. X eoeoee g 2L
It will find a ready market 1n

Canada. TR BENERGHE.
subject to our confirmation PLE o\ oy HE
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place an order
offer in this line
our prices compare favourably
with «-

-« made according to specifica-
tions
sales conditions

machine tools of all types and
sizes
price sheets
make delivery
as a rule

3 months after receipt of the
covering letters of credit

All your prices are on a C. 1. F.

T 4%
12

X — 77 R

B AR Heee o I
EH GEFERBHO -
B

5 RN RS A T AR
it s

15

EEIARGEREE=THAN

basis. R & i E 2 2 BAN
C. 1. F. Vancouver BEER R
F.O.B. prices BRI
firm offer LR
Qur offers are good for 3 days. BN =KEH.
China National Native Produce
and Animal By-Products Import H1H+ &> HdEH 0 BAF
&. Export Corporation
Examples
1. to be interested in *-- Xifeeeeee L

We are interested in developing business relations between us.

— 7 —



We are interested in making you an offer on our handmade car-
pets, which are well received on the overseas market.

. subject to P oeeees AU, B
Our offer is subject to your reply reaching us before next Thurs-
day.
Subject to our final confirmation, we are sending you our offer as
follows.

. place an order ITHR
We wish to place an order with your corporation for 10 000 bicy-
cles.

. compare favourably with Hpeeeeee{#R, HH
Our conditions of sales compare favourably with those offered by
other manufacturers.
If you compare our quotations with theirs, you’ll see how
favourable ours are.

. make delivery e
We should like to know how soon you can make delivery of the
goods.
Since these goods are urgently needed, we have to speed up de-
livery.

. as a rule B
As a rule, our prices are given on a C. 1. F. basis.

. after receipt of WEYeZF
We have worked out our offer for this commodity after receipt of
your enquiry.

. We'd rather -+ than -+ AT R eveoer T AR eeeree
We’d rather fill our needs elsewhere than keep our enquiry open
indefinitely.

— g —



We’d rather have your C. 1. F prices than F. O. B. prices.
9. work out Bk
We have worked out a schedule for our discussions. Please have
a look.
10. Our offer is good for 3 days. BB =RE%.
Our offer remains good for a week.

This offer is frim for 5 days.

Exercises

1. Fill in the blanks with appropriate words and expressions

1) Would you tell us the quantity you want __ we may
the offer?
2) Please make your quotations _ a C.L.F., basis.
3) Iwantto __ some substantial business  you this
time.
4) T usually get a 5% commission ___ my suppliers

my imports.

5) We are thinking  placing an order __ your firm.
6) May 1 know what particular items you are interested 7
7) All the prices  the list are subject __ our confirma-
tion.
8) We shall, of course, arrange _ shipment of the goods
receipt _ your L/C.
9) One of our clients is interested _ your products and
wishes to have your quotations ___ them.
10)We have received an inquiry __ one of our clients

your “Forever” Brand bicycles and are likely to place a large

— 9 —



order _ you if the price is
2. Compose a dialogue on the following situation:

Comrade Zhang of the Textile Corp. talks with Mr Abdula from

Africa. Abdula enquires for our Printed Cotton Piece Goods. He

is not satisfied with our designs and asks us to produce patterns

similar to those provided by him. We agree to make him an offer

provided he increases the quantity for each design to 10 000

yards.

3. Translate the following into English.

A: R LEHT?

B: BAMATE, HREHAHL?

AHRE RERT — YUK E R4 AHGERITH F (endus-
er) BERBEEE.

B: MREFF. FEARESEXLE M, EHRAZHRM?

A RITRVURESFE ., REFETHANRIN—ERH RS
RS

B: RAVIEH BT I — B FE R LR . a0 R AR T R B R AT &
KR, BARAIEH,

A fRITKHESIIE, RATOEZEEHBEHEYURSITHR.

B: ITREZKREZEKE?

A: WEIEXERIEEREEA AR . HHRITRZRN
(] &g — 2, HERMTASELAMA,

B {8, BAEGRATRY T B R ACIE G FATX 4R (T8 78 oK &
MAEF. Fef, RETB—TMHRACEELG? RS
—IR R ELY

A BRAPL, XERNAMERE. KRN EAMRER
e, B+oREe, X— & RIMART R EER
BRED. IEMRUREZRTWINGTHER.



B: fR77 M E FOBRBF LM, FHRIRMS ST

A ERIRIRIRAT L.

B: ATABR MBS R AR B4 % 58] 5 W f 340, HEdiE 3 10%
SRR

A BIRITITINE R B RHE, RETEE,

B: ABEF, BIRAIHEITIA S ALK B 15 B — A Y B

A: fABRHEVTARATE &2

B: TEHAHE,



LESSON TWO

On Price
Conversations

(D

A: I’ve come about your offer for bristles.

=

: We have the offer ready for you. Let me see ** Here it is. 100
cases of Tsingtao Bristles, 57mm, at -** pounds sterling perkilo-
gram, CIF European Main Ports, for shipment in June, 1980.
The offer is valid for three days.

A: Why, your price has soared] It’s almost 25% higher than last
year’s. It would be impossible for us to push any sales at such a
price.

B: I’m a little surprised to hear you say that. You know very well
that market for bristles has gone up a great deal in recent
months. The price we offer compares favourably with quota-
tions you can get elsewhere.

A: I’'m afraid I can’t agree with you there. 1 must point out that
your price is higher than some of the quotations we have re-
cerved from other sources.

B: But you must take the quality into consideration. Everyone in the
trade knows that China’s bristles are of superior quality to those
from other countries.

A T agree that yours are of better quality. But there’s competition



