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Lesson One
Enquiry

SHANGHAI IMPORT &
EXPORT CORPORATION

27 Zhongshan Road E.1
Shanghai China

Our Ref: HW/js Tel:
Your Ref Fax;
E-majl Address:

Post Code: 200002

May 15, 19X X
ABC Company, Inc.
123 Main Street
Centerville, IL 66666
U.S.A.



Gentlemen,

Re: A106 Grade B Pipe

One of our clients is -desirous of purchasing some captioned
goods for his stock. We understand that you are leading ex-
porters of the goods and you can provide the specifications we

need.

Kindly quote us in US dollar or Deutsche mark on CIF Shang-
hai basis for the following A106 Grads B, seamless pipe. For
each size please quote separately for Sch 40 and Sch 80 wall
thickness;

A

(2) 2-172

(3) 3

(4) 3-172"

5) 4

If your price is reasonable and quality satisfactory, the initial
order will be about 100 M/Ts, with a potential order of a few

thousand tons per year.

In case you are unable to offer us at this time, may we suggest
that you quote us an indicative price first. This indicative price
could be confirmed later. We need a price idea now enabling

our client to finalize his stocking plans.



We also need some drill pipes and drill rods. The rods will be

for mining industry. Can you export these? Please advise.
Your early reply will be highly appreciated.

Yours sincerly
Shanghai Import & Export Corporation
Import Manager; Li X X

Words and Expressions

enquiry [ inkwaiori] ». &, #H
ref, N reference A4S ;
reference [reforens] n. HS, RS
ut. 4 (B%) mMESEZEHZR

fax [feks] n., v. REBE(GE, LHAH
email address [imail] n. BT HRFHhE
pipe [paipl n. BF
client [Kklaint] n. %, &5
purchase [‘potfos] vz. F43E
stock [stok] n. 3R, FHE

vt WA, B
specification [ spesifikeifon] n. (¥ pl.) (FFHIEHRH)

HAs

quote [kwout] vt., vi. ]RYT
Deutsche [‘doitfa] mark 8 53T
CIF = cost, insurance and freight AR K %%, &%



seamless ['siimlis] a. FTo2EH

separately [seporeitli] ad. 43 FFith, %5
initial [inifol] a. BHH, FFHH

order [oda] n., vr. BB, &8, EW
initial order #Ji7T

M/T = metric ton i

potential [ potenfol] a. HE K, FHEM
indicative [indiketiv] a. AW, BERK, HERH
confirm [ kenfom] vr. Wik, JEL

enable [ineibl] vz. RERS, BN E6E
drill [dril] n. &3, ##L

rod [rod] n. ¥, #

drill rod #4547

mining ['mainiy) a. X8, 7 HK
mining industry &# (1) W

Notes

1. XE—HHAE, ERLTFRENBEAXEN, AR
BRLIRMEY ., Bk, FFIRL, AHFEEH,

2. REGFEHBAMNE, XHEERATF LR (Blocked Style),
XHEFFEXNERECHERBERA, mMAEXEMRRK
7o MEITHN A1, BEEH. HRNframwn. &
B, EWAER. FEXHE Bk, URERAHENGR
%, WIEDHGREETH, WR—FEL, SOUKRE
B3 (Vertical Style) ZEMAZH, T rEFE, X



THEEHHESRKEANER, BOATNERDZ
I,

. X EME R R TAT I bR A0, EREHRZ A
A, MBM. SRTAMIESTHREYERRHEN
HERHAHRARS,

. BESUERMAT AN — AR T AR BT .

(1) WITER

(2) FITRITIMS, B4

(3) WHA

(4) B. M2 FIERH S5

(5) H#A

. FEERBAE RN BB ERE T P SCFE R BB
B, BEITAGLZT, $AfTanz b, BBHL
THRMRRE:

May 10 (th), 19x x (FHEHR)

10 (th) May, 19x X (FEK)

AHB—BAEE, BHAZRCASUFRIASE, vsA
BT 5/10/19 X X B 10/5/19 X X FRKR o

. #8 Gentlemen £ —-1FRHEKE, FHEEHIE A,
WRAMRRE, BUmMESRES,

. Yours sincerely

“GREMBK”, RIBEEEREE, UEFRMEMLA
M. X—4RE0E, B AERE,

. Re: A106 Grade B Pipe . A106 B B&E
X—-HETREFRNE, RERHEERET, F3X

. enquiry=inquiry n. (¢) &, H@W. #WH




10.

11.

12.
13.
14. -

RARWERA AR, AI1E enquiry S5 for sth.

e.g. We are very pleased to have received a number of en-
quiries for our Men’s Shirts.
BAVRE XN E W BT X T RATE N R4,
Quotations will be sent upon receipt of your specific
enquiry.

—RIEEN R DT BB A, BIEFIR 8
be desirous of purchasing sth. FHEWE. -----
desirous #& desire IR A 18], BiA] desire RmFT N, ¥
&1 desirous fERIE, RPFEHRE, FENH o,
WA too
e.g. We are desirous of your catalogue and price list.
RATHEZERIT B RHMNAE L,
We are desirous of doing business with you.
We are desirous to do business with you.
EATVRFEARIMBAEE
for stock MR
e.g. 50 metric tons of Mild Steel Flat Bars are wanted for
stock.
50 2 MEAR B R SN VE FEAE o
captioned goods #RA T 5 RY)
leading exporters EEMFEOF

and you can Provide the specifications we need.

R ATETBERRAT P T B LA o

(1) to provide sth. to sb. B to provide sb. with sth.

RPFEAEY



15.

16.

17.
18.
19.

5 provide (wr. ) i X AHF, FAEMHEAKEA.
furnish, supply
e.g. We can provide (furnish, supply) this specifica-
tion to you.
AT LASR AR Fp LA
We can provide (furnish, supply) you with this
specification.
([ k)
(2) BAjH we need 2 XEIE M A, &1 4 17 specifica-
tions,
quote vt. & wvi. Z--eeee w4, w ()
e.g. Please quote us (your price) CIF London.
R CIF 16 34, (ML) Al B fE A 4E#E your price)
Please quote for the supply of 5,000 metric tons of
steel pipes.
TEXE 5000 2 AR B4 3R AT
on CIF Shanghai basis %M F¥ 3|4
e.g. Please quote us your price on CIF London basis.
HREEB E 4,
Please quote us your pirce on the basis of CIF Lon-
d n. (F.B)
“7 #BH inch (¥T)
metric ton M (=1000 A )
per year &4F
Fon “B—-" B, EHEELEZ per
e.g. US$ 30 per dozen #E$] 30 EJT



25 knots per hour &/Nif 25 g H

20. In case you are unable to offer us at this time, may we

suggest that you quote us an indicative price first.

WERAR DT B AT LR M, RATER VUK R —3ER

PR

(1) incase MWMHE

e.g. In case you need more information about our

business. status, we shall be only too pleased to
answer your inquiries at any time.

MR FEES T HRF SR, R
I B 05 AR L S 3 [ B AR O B D D

(2) may we suggest that -

(3)

UeAE may REMZ R, TRZBHA A,

e.g. May we suggest that you reduce your price by

5% . That would help to introduce your goods
to our customers.

RITEVUR A WA 5%, XHABTEREIHE
MmN BBERITEF

suggest #H that NAJS, A ZE A should + 3
WEE, MEMESIHAER, H “should” HH
Al W%, A ] suggest sb. to do sth., {H A3
Suggest doing sth. ¢

e.g. We suggest that you (should) open the relative

L/C within two weeks.
RATERBAR T 1B R W 50 A X i {5 Rk,
We suggest effecting shipment by the end of



21.

22.

23.

this month.
RANTBWAEAHJEHT#IE,
We need a price idea now enabling our client to finalize his
stocking plans.
RIMNAETE-MBRBESUER I F P BRARIT,
(1) WwABAITE K.
We need a price idea now so as to eanble our client to
finalize his stocking plans.
(2) finalize vt. %, L-ooeor BIEETk
e.g. to finalize a transaction A3
We have eventually finalized the following
transaction with you.
BNAETERIERFERUTES -
advise, inform, notify FEE MM, B A EEE N
RER, 1H advise FEIBEIBA L advise FEEIEM
AER, BER. Y&
e.g. Please advise (us) when you will ship the goods.
W AIRR T BB b o
We advise you to accept our price.
BRATHHIRIRZ R IT M4
appreciate vt . &I, BRI
e.g. Your immediate reply will be appreciated.
HHE A
appreciate J5 Rl ¥ 2AEahZ AMERE .
e.g. We shall appreciate your early reply.
HHEE N,



24,

We appreciate your giving this matter your careful

attention.

X M AR I R,

WATHEHA it + if WA,
e.g. We shall appreciate it if you will quote us your best
price CIF London.

MB GRS CIF RBEMEM, WRHNBERE.
HTHEESERE, ULAa kg, FAR
AERERRIE highly kB, BT,

It will be highly appreciated if you quote us your best

price CIF London.
corporation K EE i, MY T % EHM Limited Compa-
ny (HFRAH),

EEAERAABHFFHEM Inc. (Incorporated)
e.g. Honeywell, Inc. (BRB/RERAT])
ABC Company, Inc (ABC B#A R HE])

Exercises

1. Answer the following questions according to the text:

10

What is the nature of this letter?

what letter style is adopted in this letter?

Tell the characteristics of the blocked letter style.

Who is the addresser of this letter and who is the
addressee of this letter?

What’s the purpose of writing this letter?



