Chapter Three




SR R B

E\l

> Introduction

Inquiry about prices and products is usually the first step in a business transaction.
When an importer intends to make purchases of some goods, he sends a letter of inquiry to
an exporter.

An inquiry is a request for information about transaction. Generally speaking, inquiries

fall into two categories: a general inquiry and a specific inquiry.
A general inquiry is sent to acquire some general information, such as asking for catalogues,
price lists, and samples. A specific inquiry should contain not only the name of article but
also more detailed information about the product, such as price terms, quantity, port of
shipment and packing.

Inquiries should be direct and clear. In return, the answers to inquiries should be
prompt, courteous and helpful. In case the goods are currently out of stock, the supplier

should inform the inquirer when they will be available.

> Lesson 9

(A) General Inquiry

If the importer wants to have a general idea of the commodity, he may make a request
for a price list, a catalogue, samples and other terms. That is a general inquiry.
( Generally, it is also a first inquiry. That is an inquiry writing without first writing a letter
to establish business relations. ) If it is a general inquiry, start your letter by telling your
recipient from which source you got the name of the company and its products; meanwhile,
you can give brief introduction of your own business.
A General Inquiry Should Include the Following Conditions .

1. The source of information and a brief self-introduction.

2. The intention of writing the letter. ( Ask for a catalogue, samples or a price list. )

3. Stating the possibility of placing an order.
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Letter 1

MOPPER KMDF CORP.
Schubert Strasse 28, K-1567, Hamburg, Germany

June 7, 2009

Dalian Industrial Machinery Trading Co. , Ltd.
25 Yuli Road, Dalian 116000

Dear Sirs,
We have seen your advertisement in China Daily.

We are very interested in your Stainless Steel Spade Head and should be glad if
you would send us by return your illustrated catalogue and price list of the goods.

We take this opportunity to introduce ourselves to you as large dealers in
machinery and believe there’s a promising market in our area for moderately priced
goods of the kind mentioned. If your prices and terms meet our requirements, we will

be glad to start a business relationship with you.
We are looking forward to your early reply.
Faithfully yours,

( Signature )
Harald zur Hausen

Letter 2

GREENWOOD CO. , LTD.
126 Lens Road, London, England

March 10, 2009

China Textile Import & Export Corporation

Dalian
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China
Dear Sirs,

We have seen the introduction of you and your products from the Sunny Ltd.
Company with which we have been doing business for many years, and we know that

you are one of the leading exporters and wholesalers in the field of textile in your area.

We are one of the major import companies in textile fields with a business
background of more than 20 years. As Chinese textile enjoys advantages both in quality

and price in our market, we are now considering placing an order with you.

If you have these products or have stable relation to manufacture these products,
please let us know. We shall feel much appreciated if you send us the catalogues and

sample books at your convenient.
Your kind cooperation will be much appreciated.

Yours sincerely,
( Signature)
Robert William

> Lesson 9
(B) Reply to the Above

When you receive a letter of a general inquiry, you should reply as early as possible.
Otherwise, the inquirer may turn to another supplier and you would lose a potential
customer.

Writing a reply to a general inquiry, you should pay attention to.

Express your thanks for his or her interest in your products.

Answer the questions he or she asked and provide other information related.

State briefly the advantages of your products.

If you are unable to supply the product required, please give the explanations and

express your willingness to do business with the inquirer in future.
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Reply to Letter 1

DALIAN INDUSTRIAL MACHINERY TRADING CO. , LTD.
25 Yuli Road, Dalian, China

June 13, 2009
Mopper Kmdf Corp.
Schubert Strasse 28, K-1567
Hamburg, Germany

Dear Sirs,

We welcome your inquiry of 7th June and thank you for your interest in our

products.

Enclosed are a copy of our latest catalogue and a price list for product. The various
kinds of Stainless Steel Spade Head that we handle are all superior in quality, and have

been sold to many countries.

For details, please refer to our catalogue. Should you need further information not
yet covered by the above-mentioned catalogue and price list, please don’t hesitate to let
us know.

We are looking forward to receiving an order from you.

Faithfully yours,

( Signature)
Wang Peng
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Reply to Letter 2

CHINA TEXTILE IMP. & EXP. CORPORATION
No. 107 Yujing Street, Xigang District, Dalian, China
Tel. 0411-86354792 Fax: 0411-86354793

March 13, 2009

GREENWOOD CO. , LTD.
126 Lens Road
London, England

Dear Sirs,

Thank you for your letter of March 10, 2009.

Our company is located in Dalian City of Liaoning Province, one of the largest
decorative fabric production and sales bases in China. Our company specializes in
producing and selling all kinds of decorative fabrics, such as colored/dyed-yarn woven
cloths, printed cloths and T/C cloths for sofa, curtains, tablecloths, and bedclothes.

Our company has more than 300 different styles available to choose from.

According to your needs in your products catalogue, we have selected part of our
products printed in a priced catalogue. Samples will be sent to you by air. Purchases
over 5 000 meters for each item we will allow a quantity discount of 1% .

If you are interested in our products, please contact us directly for further details.

Faithfully yours,

( Signature)
Jin Hongyan
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> Lesson 10
(A) Specific Inquiry

In a specific inquiry, you express a definite wish to purchase a specific product if
conditions are met, and you can ask more conditions for the name of the commodity, the

specifications, the quantity, the unit price FOB... CIF..., the time of shipment, the terms of

payment, etc.
Specific Inquiry Should Include the Following Conditions:

1. Expressing thanks for previous letters.

2. The names and descriptions of the goods inquired for, including specifications,
quantity, etc.

3. Asking whether there is a possibility of giving a special discount and what terms of
payment and time of delivery you would expect.

4. Stating the possibility of placing an order or expectation for favorable reply, etc.

Letter 1

THE UNITED STATES RICH TEXTILE CO. , LTD.
113 Manor Street, Los Angeles, U. S. A.

October 23, 2009

Zhejiang Jiaxin Silk Co. , Ltd.
No. 67 Hongling Road, Jiaxin
Zhejiang, China
Dear Sirs,

Thank you for your letter of October 21.

We are very interested in ladies’ dresses for we are one of the largest brokers of
garments in Los Angeles. We would be grateful if you would give us quotations per
dozen of CIF Los Angeles for those items as listed on the separate sheet. In the

meantime, we would like you to send us samples of the various materials of which the

dresses are made.
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We know that you are a state-owned enterprise and we have confidence in the
quality of Chinese products. If your prices are competitive, we will place a large order

with you.
We look forward to hearing from you soon.
Yours faithfully,

( Signature)
Tony Li

Letter 2

FOO KEE & CO., LTD.
36 Regent Street, Liverpool, England, UK

August 18, 2009
National Handicrafts Corp.
No. 21 Heping Road, Heping District
Tianjin, China

Dear Sirs,

We thank you for your letter of August 16 and shall be glad to enter into business

relations with you.

We have seen your brochure and are interested in bamboo baskets. We shall be
pleased if you will kindly send us samples and all the necessary information regarding

the products mentioned.
Meanwhile, please quote us the lowest price, CIF Liverpool, stating the earliest

date of shipment and the minimum quantity. Should your price be competitive and the

date of shipment acceptable, we intend to place a large order with you.
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Your early reply will be highly appreciated.

Truly yours,
( Signature)
John Smith

> Lesson 10
(B) Reply to the Above

When you receive a letter of a specific inquiry, you should deal with it seriously and
reply as soon as possible. Writing a reply to a specific inquiry, you should abide by the
following 5 main points;

The answers should be correct.

The replies should be comprehensive and thorough.
The information given in the replies should be specific.
The statement and format should be concise.

The replies should be courteous and formal.

Reply to Letter 1

ZHEJIANG JIAXIN SILK CO. , LTD.
No.67 Hongling Road, Zhejiang, China

October 25, 2009
The United States Rich Textile Co. , Ltd.
113 Manor Street
Los Angeles, U. S. A.

Dear Sirs,

We welcome your inquiry and would like to provide you with our most favorable

terms for the goods in the subject.
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A catalogue and quotation is attached. You will see detailed information about

ladies’ dresses on the catalogue. The samples have been sent to you by air, and will

reach you within this week.

Other relevant information is given below :
Quality
Our products are of superior quality just as the samples given to you.

Packing

The pure cotton shirts packed in a plastic bag each and 100 pieces in a carton.

Payment

We accept payment by Irrevocable Non-transferable L/C.

Unit Price

USD 420 per dozen CIF Los Angeles.

Discount

We offer 5% discount for purchase over 10 000 pieces.
Delivery

Our time of delivery is within 20 days after receipt of your L/C.

We are looking forward to your order.

Sincerely yours,

( Signature)
Han Bing

Reply to Letter 2

NATIONAL HANDICRAFTS CORP.
No.21 Heping Road, Heping District
Tianjin, China

August 20, 2009

Foo Kee & Co. , Ltd.
36 Regent Street, Liverpool
England, UK
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Dear Sirs,

It is good to hear from you again. You inquired about my bamboo baskets on
August 18, 2009. I sent you a company catalog at that time. I can send you a second

catalogue if you need.

You are not the only importer in England that has asked us about bamboo baskets.
I have also received inquires from ABC company, Universal Co. , Ltd. in England,
but they always inquired another kind of baskets. I will introduce this kind of basket to
you if you need. Would you like me to help you by making a special sample for your

Brazil market?

We are a professional bamboo products manufacturer with 14 years experience in
China, offering over 1 500 various kinds of bamboo products and monthly output up to
5 million pieces. We are the best manufacturer that you can trust in China. The details
for the product (as the attached photo) you inquired as following: USD 5. 60/pc CIF
Liverpool , Min. Quantity: 2 000, earliest date of shipment: 30 days after the receipt of

your L/C.

I look forward to your reply.

Sincerely yours,
( Signature)
Bai Xue

> Useful Words and Expressions

inquiry /m'kwarori/ n. 4, 4
general inquiry — &4 16 4%

specific inquiry ELARME ] #

Stainless Steel A~454

Stainless Steel Spade Head 455053k
catalogue /'ketolog/ n. (& 45 . 7§ i %
1)) H ks B, B

brochure /'brovfa(r)/ n. FHRH(E45)

Tt

broker /'brovka(r)/ n. 42 A\, FIEIF
wholesaler /'houlserlo/ n. It % R
textile /'tekstail/ n. 2545, 254 )5k}
garment /'garmont/ n. KR, ARkZE
dyed-yarn YLt z)

cotton /'kotn/ n. #f,Ki1E, FRLW
T/C. terylene cotton J5H
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FOB : Free on Board i} I 3¢ %21t

CIF; Cost, Insurance and Freight Ji% 7 i
PRI 28 iz 2%

discount /'diskaunt/ n. 7401

commission /ko'mifn/ n. 4

sample /'sempl/ n. ¥

carton /'kaitn/ n. 45548

irrevocable /1'revokabl/ adj. /A 1] a5

> Notes

1. price list f/} 4% 5
We enclose herewith a price list.

FRATTRE R BT b — A 5
2. place an order | 1]
place a large order KiE 1] 1%

(1), ANBEBUZ 1Y, S 241, e R Y
purchase /'ps:itfos/ v. WK

quote /kwoaut/ vi. FF{Y

quotation /kwou'terfn/ n. fgHr
specification /;spesifi'’kerfn/ n. #it&, B
PR, (77 AR BT, D

enclose /m'klovz/ vt. [ {5 M35, f8------
YN EEEN PN

place an order with sb. for sth. [a]E A TT R4
We will place an order with you for 100 metric tons of apples.

AT PR 71T 100 A W3R
3. look forward to 2, )2
Looking forward to your prompt reply.
AL [ET R

4. terms of payment {3k J7 =

Our terms of payment is confirmed and irrevocable letter of credit.

FEMTAY AR A PR S B A R 9 15 I

5. non-transferable A~ ] £ 1F1Y
non-transferable credit A~ nJ #%4-{= HE

When the issuer writes the term

transferred.

‘ non-transferable ” on the bill, then it cannot be

HER AR BICC AR FRERY IR AR

6. out of stock JLfEHR

We are out of stock of this item.
XA FRAT IO B

7. regarding T

Please send us a catalogue regarding your new products.

T AL TAT— 13 TR T B i AR i H 5% o

8. enclose [ PR 25

We are enclosing herewith a catalogue for your reference.
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IR i R B2 7 H SRR T 5%

9. price Y15

reasonable price & F 4%

unit price BH)y

Your price is prohibitive.

WIT s R ds S NEMAIA

10. competitive A 554+ 711

Their prices are more competitive.

AR MRS B BAT 554 ) o

11. appreciate JEi , B4}

We shall be appreciated if you could send us a brochure.
ASRARTT REZF L FAT T — >R it/ MR, FRAT PR A I
12. for your information {8 J57 5%

A copy of the provisional agenda is enclosed for your information.

BEAS % L — 0y E R H R L HIE 2 %

> Useful Sentences

1. Please quote the lowest price, FOB Dalian.
TR M E A BT R ARAN
2. Please make us your lowest quotation for Chinese folding fans.

TR P FE 3R B AR o

3. Your quotation of Chinese folding fans is too high to be acceptable.
PRIT TP AT B AN K e, AN REHEZ

4. If your prices are favorable, I can place the order right away.
UERARATA AR LR, FefT Al A Sy B9T58

5. Will you please send us your catalogue together with detailed offer?
TR H I I TR R

6. We’d like to have your lowest quotation CIF Vancouver.

i BRAR T A IR IS B in iz 21 2t BF AR e AR

7. Please send us your best offer by internet stating payment terms and time of

shipment.

T ELIR I [ B A TR AR AN, U S A AR 8

8. Full information as to price, quality, quantity available and other relative particulars

would be appreciated.

T HEEAAR R | AR S AT ST O
9. In order to promote business between us, we are sending you samples, by separate
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airmail, for your reference.

ARRERTT M S5 1ER , T as MR A i LA 2%

10. To facilitate your work in promoting the sales of our products, we are airmailing
you a small sample. A copy of relative description leaflet is enclosed.

N T AERIRIT A I 7= iy, DAL AT — 1R /IVRE iy, Bt R B b — 10 A7 SC AT A 5

» Exercises

I. Choose the best answer to complete each of the following statements.

1. When making an inquiry, it is improper to include in your letter .

A. the product name B. the way of payment
C. packing D. bargain over the price
2. If you are interested, we will send you a sample lot charge.
A. with B. in C. for D. free of
3. This price is of your 5% commission.
A. includes B. inclusive C. covering D. including
4. your request, we are sending you a catalog and a sample book for your
reference.
A. According B. As C. At D. About
5. On orders 1 000 pieces or more we give a special discount of 5% .
A. on B. for C. at D. of
6. We are pleased to inform you that we in Chinese silk garments and would take

this opportunity to send our quotation.
A. specialize B. interested C. supply D. sell

7. “The prices given in the quotation for the above goods are valid for 7 days. ” Which of

the following can replace the underlined word?

A. remaining B. lawful C. good D. null
8. We agree to reduce your price USD 160 per pair FOB Shanghai.
A. at B. to C. of D. for
9. We are so sorry to say that the captioned goods are
A. not available B. out of stock
C. in sufficient supply D. running out
10. If your prices are , we’d like to place a large order with you.
A. available B. best C. favorable D. good

. Translate the following sentences into Chinese.
1. We’d rather have you quote us FOB prices.
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2. We regret to say that we have run out of stock now. But we’ll get in touch with you
as soon as the next supply comes in.

3. From the attached quotation you will find that the price indicated therein is CIF
Lagos, inclusive of 5% discount.

4. We would be grateful if you would give us quotations per dozen of CIF Vancouver
for those items as listed on the separate sheet.

5. Would you please send us detailed information concerning the prices, discounts,
commission, terms of payment, together with the catalogue and samples for the captioned

product?

. Translate the following sentences into English.

L S R IT A SR i R R AR A
FAT A BRARN T B 17 A
FRATAL T AARAT TREAE R AT 4, LLRARAT TR 58 85 251
WERARATAR AR DL, FeAT AT LAy BT 98
SRR IT A BAT 5a 40 1, S Ge i 4552, AT 2 Rl AR 53T 92 o

A

IV. Translate the following letters into English.
Letter 1

R

FATAERFA RIARFI 5L A R RS 5 1k, R IHOR e, A BEAER] 53 2 W) & e 1 55
9%/% o

AR AN E EENE T BE LS5, HRTAEY L 55 JEH . 375 295 3 dh
FSR SR 5

NSO R AR G B A W0 E AR T R TR

WRAER

P [

Letter 2

[HOEE-E
FITA F PRI RIE R BB B3 T7 SR ITIR A, 1) R4l o F0BE vl
AL T 7= S BREh. ERARTT 5245 AK-18 (1 30 000 FT BLASINIE 2% (1 41 24 Fe 1%
A, LI Al A A 2z I 8] B S2AS 2 AF o U AR 7, sk LA™ il 9 5 4l 5
Fo SSHPRIEIR T i 5 BUE T AN A — B0 X RERERS AT FRAT T N R T e BUE 2T 5
PR [T 4

R %
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