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Unit 4 Terms of Payment 2{JA T,

( Background >

Terms of payment are one of the key factors in negotiation. The risks borne by both

parties are different with different terms of payment. Sellers are not sure that payment can be
obtained and likewise, buyers are not sure that goods can be received in good condition. So
both sellers and buyers have intention to adopt a favorable payment.

Basically there are five modes of payment in international trade: remittance, collection,
factoring, forfeiting and letter of credit.

Remittance 1s often adopted to pay for small orders from old customers, commission,
samples, deposits and so on. Payment is sometimes made by collection through the bank under
the terms of Documents against Payment (D/P) or Documents against Acceptance (D/A).
Factoring is a complete financial package that combines working capital financing, credit risk
protection, accounts receivable bookkeeping and collection services. Under forfeiting service
the bank purchases without recourse from the exporter the accepted usance draft so as to
provide finance to the exporter. L/C is a reliable and safe method of payment for both buyers

and sellers.



Unit 4 Terms of Payment 2{JA T,

( Background )

It is the buyers’ responsibility to open the relative L/C within the time stated in Sales

Contract. If buyers do not establish the L/C or the L/C does not reach sellers in time, sellers
must write to urge establishment of the L/C or contact buyers for it. Sellers should take care in

scrutinizing the credit to see if all the terms and conditions in the credit can be complied with.
If not, amendments should be made well in advance of shipment. Otherwise, the sellers may

run the risk of not being paid.



Unit 4 Terms of Payment 2{JA T,

( Writing Points of Asking for Payment >

Opening: referring to the relative order or contract.
Body:  a. putting forward the favorable payment terms;
b. stating the reasons.

Closing: expecting acceptance.



Unit 4 Terms of Payment 2{JA T,

( Writing Points of Replies )

Replies to these letters generally include two kinds:
1. Agree to the requirements:
Opening: receiving the letter.
Body:  a. accepting the payment terms;
b. stating the reasons of acceptance.
Closing: expecting the cooperation or a favorable reply.
2. Disagree to the requirements
Opening: receiving the letter.
Body:  a. expressing refusal and stating the reasons;
b. providing suggestions of new payment terms or insisting on previous terms.

Closing: hoping to cooperate in the future.



Unit 4 Terms of Payment 2{JA T,

( Writing Points of Urging Establishment of an L/C )

Opening: referring to the goods, relative order or contract.
Body:  a. complaining about non-receipt of the L/C;

b. asking for opening the L/C;

c. inviting attention to the matter.

Closing: expecting to receive the L/C at an early time.



Unit 4 Terms of Payment 2{JA T,

( Writing Points of Amendment to an L/C )

Opening: referring to the relative L/C.
Body:  a. pointing out the discrepancy;
b. asking for amendment to the L/C.

Closing: expecting an early amendment.



Lesson 10 D/A and D/P 7R5d3ZER R {TFNAS

( Specimen 1 Asking for D/A Payment Terms >

Macdonald & Evans Co., Ltd.
58 Lawton Street, New York, U.S.A.
June 10, 2021

China Win-Way Trading Co., Ltd.
No.40, Qianjin Street, Baiyun District,
Guangzhou, Guangdong,

China, 510000

Dear Mr. Wu,

Re: Ladies’embroidered slippers

Thank you for your letter of June 7, in which we have concluded a transaction of 2,000
pairs of ladies’ embroidered slippers. But to our regret, you still ask for payment by
irrevocable L/C as a rule.




D/A and D/P &2 3ZER R T 7R3

( Specimen 1 Asking for D/A Payment Terms >

Payment by irrevocable L/C is rather inconvenient to a customer like us who places
medium-sized orders. It will add to our cost and undoubtedly tie up our liquid funds for
three or four months. This may cause delay in execution of the contract.

In view of our business relationships and the small amount involved in this transaction, we
hope you will extend us easier payment terms as an exception, i.e. payment by D/A. Your
accommodation would be conducive to future business and facilitate us promoting your
products in our markets.

We shall highly appreciate your kindness in consideration of the above request and giving
us a favorable reply.

Yours truly,

Michael Evans

Michael Evans

Manager

Tips: As to the form of L/C, please turn to Lesson 1 in Documentpart.
s




D/A and D/P &2 3ZER R T 7R3

( Specimen 2 Declining D/A Terms and Proposing to Pay by D/P )

China Win-Way Trading Co., Ltd.
No.40 , Qianjin Street , Baiyun District,
Guangzhou, Guangdong,
China, 510000
June 15, 2021

Macdonald & Evans Co., Ltd.
58 Lawton Street, New York, U.S.A.

Dear Mr. Evans,
Re: Ladies’ embroidered slippers

We receive your letter dated June 10 about 2,000 pairs of ladies’ embroidered slippers,
asking for D/A terms. We are so regretful to inform you that we are unable to accept your
request, which is not our usual practice, as this will also tie up our funds.




D/A and D/P &2 3ZER R T 7R3

( Specimen 2 Declining D/A Terms and Proposing to Pay by D/P >

We generally do business with clients on the basis of sight L/C, as L/C terms give us

guarantee. However, in consideration of our future business we are prepared to extend you
D/P at sight so as to ensure timely collection of the proceeds. We believe you can
understand us fully. A sight draft will be drawn on you through Bank of China, Guangzhou

Branch in due time.

It is necessary for us to make it clear that this concession is only for your convenience to

push sales of our new products, which should in no case be taken as a precedent.

Yours truly,
Wu Gang
Wu Gang

Manager

Tips: As to the form of sight draft, please turn to Lesson 3 inDocument part.
s




D/A and D/P 5o AZER R ATFRAL

irrevocable L/C AT FLsads mE
liquid funds A

easier payment terms T AR 8 A A A
usual practice o 151

sight L/C Bp B81Z R 4E

D/P at sight Bp AR AT AR B
proceeds BT 4, BN

sight draft Bp #iC &



Arm Yourself

1 paymentn. XfF. {5k
FHXE51E: deferred payment ZEEA{T X
cash payment IR E{FFK
down payment {15 E &
full payment £&1{1 X
payment terms /terms of payment 32 {7 555k
RIATEARHIBFH: The terms of payment are by...
The payment is to be made by...
The mode of payment is by...
A)I\: in payment of (money of invoice, expenses and commission) B LA Z {+F
in payment for (money of some specific things) A LA {7
e.g. MK Bff_E—3K5,000 ETHXE, X123 54%E.
We enclose a cheque for USS 5,000 in payment of the invoice No. 123.
HFHEHFE—KS5,000 ETTHZE, ZTITHEIHEF
We send a cheque for USS5,000 in payment for the chairs we ordered.
v. pay T
F5<1a2B: pay in advance T
pay by installments 43 HA{T Fx
pay on delivery & {F 5k
pay on account/credit &M AT =X
alT\: pay sb./pay for sth./pay sb. for sth./pay sb. sth./pay sth. to sb. for sth.




Arm Yourself

adj. payable AJ {89, M{THY
FX1E)4H: the amount payable R {7 & %h
the notes payable {247
the account payable RZ{F M FX
payable on demand I 2B {F
payable to order N {5k A
g. BXFKATLAST BRI £+ o
The price of the goods is payable by installments.
RERWUEX T, EETELCETR.
Payment can be made by L/C, payable by draft at sight.

** D/P FID/A
D/P documents against payment (RE&::]
D/A documents against acceptance 7 51,32 &2
D/P at sight BIHEA{T A3 &£
D/P after sight IEHA{T X3 &2
D/P at 30/60/90/120 days after sight Il 2 f530/60/90/120 K{FFR3Z &
D/P at 30/60/90/120 days after date of B/L }2 2% & H/530/60/90/120 R{FF3Z
D/P at a fixed date fTE E—E A HEATRRZ &

12 2]




Arm Yourself

** L/C{EHIE
L/C (letter of credit) RERR S P HRERANMTIRARN. 6T, BIANEIRNA 3,
H5ERT, BIEAYEIAHan, Bla letter of credit, an L/C, 8 #1238 Aletters of credit,
Ls/Co
BENER{SFUERY;E:  L/C available by draft at sight
L/C available by sight draft
L/C payable against draft at sight
L/C payable against sight draft
HERE FHUERY ;L : L/C available/payable by draft at 30 days after sight/after date
of draft
L/C at 30 days after sight/after issued date of B/L
30 days L/C
A30 KHRS FHUE 795l 15EBR -
L/C at 30 days sight, 30 days L/C, L/C payable by draft at 30 days sight, L/C payable
by 30 days draft, etc.
B R {EAIUERIA4A -
to open by airmail {5 7F
to open by cable EBFF




Arm Yourself

ERIEZR:

Revocable / Irrevocable L/C BRI #i$H/ A AT I EHBY{S FIE

Confirmed /Unconfirmed L/C & 52 B9/ R 52 BY{E Bk
Transferable/ Untransferable L/C A] 451t /AN a] 45 LS B E
Revolving L/C {&IME FE

Reciprocal L/C XT?ZFGFHWEE

Back to Back L/C &% & 15 FH1E

Countervailing credit (YAFR) FiiF

Overriding credit ({&FR) BHIE

Banker’s/ Trade Acceptance L/C $R{T7& 5./ Ml 7 5015 Ak

Red Clause L/C £1 & 5X{5 FRIE

Anticipatory L/C ¥ 3% {5 FE

Usance credit payment at sight iz HA{S A IE

Credit with T/T Reimbursement Clause w8 B R &L 55308915 FIIE
Traveller’s L/C (or:circular L/C) 51715 FE

Uniform Customs and Practice for Documentary Credits (¥R 215 A iEZ%—1R51)




Arm Yourself

2 asarule BE
e.g. BEHRNEXBILE—KMMR.

As a rule, we require commercial invoice in quadruplicate.




Arm Yourself

3 inconvenient adj. N A {EHY

adj. convenient F{ERY

e.g. XMEATME, AAAHHEENERIETLERAE, BAFERFRAGIRITHLH0X
HIRLE.
Payment by irrevocable letter of credit is convenient for us, and we shall draw a 60

days’ bill on your bank.




Arm Yourself

4 tieup A, Fdh
tie up capital/money/wealth G &R/ &%/ VE
e.g. Wbk 7 HY50,000 3 T SR ME =
The US $50,000 she inherited is tied up in her business.




Arm Yourself

5 executionn. (LfE. 3% S£1T, FERK
eg. HMNERBITERIM.
We’ll make execution of the contract.
A EERE, EERINEITAISANBER.
His intention was good, but the execution of the contract was unsatisfactory.
BNBIRF AR, BITIRAE789 S8,
We have delivered goods in execution of your order No.789.
v. execute 1T, SE{T
FEX1A]4H: execute an order H{TIT &
execute a plan SLhEITXI

execute a contract [B1T&[E




Arm Yourself

6 contract n.&F, 84

c.g. EMFEARRIEL N, EEMIERTEMNEARERSHENER

ZRKTFAo
As pointed out in the contract, you can not put in the L/C any terms not agreed upon
by the two parties.

adj. contracted B, &[EIRY
e.g. BRIEE R LRSI ERTIRE REF,

Please assure us that the contracted goods are in good condition when shipped.

MTHUERIBEIRT, NEREFRRE.

Owing to the delay in opening the L/C, shipment cannot be made as contracted.




Arm Yourself

7 involve  v. &35, R
A)3: involve sh. in R ABEA......

be/become/get involved in sth./with sb. S E/F AHKE
e.g. MNP EBHEERAHREMALERRDFIZEH.

We don’t want to involve you in any unnecessary trouble and expenses.

n. involvement &, €&
eg. EANUY, RMEALIE,

It’s difficult to deal with involvement in trouble.




Arm Yourself

8 accommodation n. BB, EB&Eh
extend accommodation to sb.
e.g. (EATFAIERE, XTULITER, FHATMIEZ30 XEREHIEM K.
As a special accommodation, we are prepared to accept payment by 30 days L/C for
this order.
RMR B ERXERZ Z P AT HYIERE
Thank you for the accommodation you have extended us in this transaction.
v.  accommodate B8, @Rk, R, FEN
e.g. BITXHFMENTRBREIREER
We did this to accommodate your buyers.

adj. accommodating SR TBIARY, BRLRY, PEAIRY, ETENIFIFEDN




Arm Yourself

9

e.g.

Vi
Ri*:
e.g.

be conducive to (IETXVAIE) BEIF...HY
EIENFFERNBNSBIHTIRERINA,
Your hard work in the past half year will be conducive to full success.

conduce T, SE, &E~T%

conduce to/towards sth.
ITBEA—ES B ATRKFE,

Order does not always conduce to profit.



Arm Yourself

10 facilitate v. (55, FEF, BIEE... BIEXME
eg. MRAEISNERAZFEEEL TIRAIEF,

Your proper packing has greatly facilitated our shipping by sea.
n. facility RI5, #%; EFWITARSZE

facilities for study fFZR 1% &

facilities for travel B F|iR1THY L E

sports facilities BEENE &




Arm Yourself

11 in consideration of & [E, i
take sth. into consideration B [EE| K E
leave sth. out of consideration X ERMEE
e.g. MRILTMAPIREEZEEN, RRXPEEAIETH.
If you take the quality of our products into consideration, D/A terms are acceptable
to you.
v.  consider E[E, A&
eg. ZEER, RAHTEERZNRAMARSEHE.
All things considered, we are prepare to accept your payment terms.
prep. considering £F, Ft...MS
e.g. ETHEATKHIAFHXR, EFHFEIRERM.

We afford you this accommodation considering our long friendly relations.




Arm Yourself

12 decline v. Eigt, H4E; TP&
e.g. BH™MIA EETT T,
The dollar is declining in the free market.
iA1TIE T EL, PR BRI T AN
The market is declining and your offer is unworkable.
BIHERMA, EXMMEZEMmANFm TEX.
Sources indicate that the value of the dollar declined because of the influence of the

financial market.
ATHIAEKRTE, XIRANBNEEB LA,

The company had gone into a decline because of falling demand.




Arm Yourself

13 propose v. I, I
propose sth.

propose doing sth.

propose that sb. (should)do sth.
e.g. REWIRARIREL B,

We propose that you should dispatch the goods as soon as possible.




Arm Yourself

14 onthe basis of 7E.... &AL £, L. . 9EAl
similar expression: on...basis
e.g. HAMMACTEFOB Bt FIERZF .
We confirm that we have concluded the business on the basis of FOB.
on the basis of sight L/C WABNERE BIEA R
V. base LA.... {EEAL, ET
a)3\: base on/be based on




Arm Yourself

15  ensure v. #8E, RIE; RIESE], RIS

e.g. FMER—VIREMRIEFIERFF L FIEIXIRTT
We’ll try our best to ensure the establishment of L/C and the delivery of it.
RRFLFNERUERIEEREKITFE,

Mail your package early so as to ensure its timely arrival.




Arm Yourself

16

e.g.

drawv. 5, HF3L
draw a bill/a cheque/an order FEE/ L E/ILE
@ drawup B, #IFE
BREEfRALHERFERN.

| shall draw up a list of charges for you.

drawer HE A

drawee 2N, TRA



Arm Yourself

17 in no case it WA &R A

e.g. MBILLIMAEH A SIRF10%.
The price should, in no case, be raised up by 10%.
In no case...(’lEAE, AFEE)

e.g. TIRUATEANEPASIEZIRF LR

In no case will we accept your counter-offer.




Arm Yourself

18 take sth. as a precedent 1% FFE H{ESH
e.g. FANFEX T EHANBRUARP BE R USRI 5 F 8526l
Our accommodation in this respect should not be taken as a precedent for future

transactions.




MASEFEHARAR

EERRZF, fRARNZHMNBELAARNNE. BERRETS. 5EFPE1E
A EMEMEFRERIETKRFIEN. ZEIMNEFERT, TEXHFEERXHEZIU
“MERE” . BTNABERFEANESENNFRAR, MAREFFIESHEE
FHpSNRITESRT—B. (it BFRIEECHAMRAR, IENAFEFESER? REE
Mz, SEPHITHE, ZEFERENSE. IRITEEHAKX, —RABKRKEFH
T/T FRX (T, ARITREIMRASXN A EMEFF, NAEAMERERIESEMETR
i, WAIAF EIAZ M A RAFK, WAT/T FHifT30%MEE, 70%8 KA AR 2 EED
{70 Fsight L/C(BVHA{S FIE)ZXD/P at sight (BIEAfTFAACER) 1T,



Make Yourself Skilled

(I. Basic Training) 1. Match the Chinese versions with the English expressions.

/

remittance
collection
documents against payme
sight draft
confirmed letter of credit

D/A

~

P
Pl K AT R
AR
TN
e

\?Eﬁ




Make Yourself Skilled

(I. Basic Training) 2. Choose the best answer for each sentence.

(1) We have a 30 days’ draft for the amount of the invoice.

A. written to you B. called on you

C. sent to you by air @ drawn on you

(2) You may be assured that we’ll the order duly.

A. execute in B. execute on

C. do execution of @ make execution of

(3) We have drawn a draft on you $2,000 the underlined commodities.
A. for, on @for, against C. on, against D. on, for
(4) As we must adhere to our customary practice, we cannot extend you a special

A. accommodate B. unaccommodating

C. accommodating @ accommodation

(5) We hope that this transaction will successfully.

A. be concluding @be concluded

C. be effecting D. be effected




Make Yourself Skilled

(II. Improving Training) 1. Fill in the blanks with the following words or expressions.

[sight draft tied up on the basis of L/C in consideration of }

(1) The L/C 1s a reliable and safe method of payment for imports and exports.

(2) _1n consideration of  gyur good relationship, we exceptionally accept D/P at sight.

(3) We usually accept payment by L/C at sight draft

(4) He put his capital into real estate, which tied up his liquid funds.

(5) Mr. White refuses to do business On the basis of  p/A terms.




Make Yourself Skilled

(II. Improving Training) 2. Translate the following Chinese parts into English.

(1) IBEF(1E K payment by irrevocable L/C. (as a rule)

SR

As a rule, we require payment by irrevocable L/C

)

(accommodation)

)

We believe that you will extend us an accommodation, which will help us to

(2) ¥ & R 75 & % F 18 F%, which will help us to push the sales of your products. }
push the sales of your products. }

)




Make Yourself Skilled

(II. Improving Training) 2. Translate the following Chinese parts into English.

[(3) MR KRB EE A B 20, 0003E JT, we agree to D/P terms proposed by you.
(involve)

If the amount of each transaction involved is less than USD20,000, we agree to
D/P terms proposed by you.

{(4) We accept your payment by sight draft, T4~ 35|, (take sth. as a precedent) }

L We accept your payment by sight draft, which will not be taken as a precedent.




Make Yourself Skilled

(II. Improving Training) 2. Translate the following Chinese parts into English.

(5) We regret that I 75 IR AR A SEZ MG FNT . (in no case)

We regret that we will in no case accept the payment terms.




Make Yourself Skilled

(III. Comprehensive Training)

D/A and D/P 7& 54 3Z BT3B
Objectives of TrainingSEiI| H BY

Through training, students learn how to write a letter asking for the favorable payment

terms as an exporter.

BES, FENFIMEAEORRINMTEFEEXRNE S BTG

Training Background SE)IE &
The following is an email about the request to change the payment terms. Please write
a reply according to the content of the email to inform that you cannot accept the payment
terms proposed by the customer and suggest your new payment terms.
UTB—H X TIEREATRF GRS, ERBEHHFASE—HEOEEHK, SH
TEEZZEPRRONMARAN, FEERFRFITRF . Dear Mr. Lin,



Make Yourself Skilled

(III. Comprehensive Training)

Thank you for your new quotation and samples of DY757. We are satisfied with your

samples. But we were surprised to learn that you still require T/T before shipment.

In the past few years, we have been using T/T for transactions. We must pay before we
receive your goods, and we can’t receive the customer’s payment until 30~45 days later.
Our money will be frozen for at least three months! Given the current high interest rates,

this has become very difficult for us.

If you allow us to pay by 30 days D/A, you will receive more orders from us. I am

looking forward to your good news.

Good luck!
Bryce



Make Yourself Skilled

(III. Comprehensive Training)

BRI ITE

HEE X T DY757 BRI AR AN ENERRTHE, BRNRIFHISH
TRAIMIPA KA SR ARRTERC .

AUERLEE, BRMN—EXRAELAETRS. RN ERBIEaE it
™, F1E30~45 REAREWEIZFIfHR. R ZELEHERLE AL THER
SHME, XK EISIFEE .

INRIRNBEREZI0ORA R R, BWRIENESZHITR. FERREZHNFHE.

faF!
wE



Make Yourself Skilled

(III. Comprehensive Training)

Training RequirementSET)IIZE K
Write the letter according to the training background. The format requirement: from

the salutation to the complementary closing.

RFEIDNEREE. BAEX: NRFEARS, ELERTUE.

Training Guidelines3Z I35
1. Writing Steps S{EL T
Writing Points of Disagree to the Requirements of Payment NEIE X TEXRHNEEE S
Opening: receiving the letter.
Body: a. expressing refusal and stating the reasons;
b. providing suggestions of new payment terms or insisting on previous terms.

Closing: hoping to cooperate in the future.



Make Yourself Skilled

(III. Comprehensive Training)

Tk R,

IF3:

1. FRFELEFF AR IR A ;

2. BEWGRA R o SNE B LART R = 2K
ZRE: FREAFERREBEIE,




Make Yourself Skilled

(III. Comprehensive Training)

2. Reference Words and Sentence Patterns &% 18);C & A]1\

(1) We are so regretful to inform you that we are unable to accept your request.
EARIZRMERNE, RNNEREZENIFEK

(2) We generally do business with clients on the basis of X X payment terms.
BNBESEFEENZMAARZE X X,

(3) in consideration of our future business % [EZ| 315 /R

(4) We are prepared to extend you X X payment terms. I IFTH L FIRF X XX H
o

(5) ensure timely collection of the proceeds & K& BFUALC

(6) It is necessary for us to make it clear that... F{[1AVLEFTEHZ......

(7) this concession is only for... LN AT ......

(8) push sales of {EH



Make Yourself Skilled

( Reference & &EF R )

Dear Pierre,

We’ve received your letter asking for D/A at 30 days’ sight. We are so regretful to
inform you that we are unable to accept your request, which is not our usual practice,
as this will also tie up our funds.

We generally do business with clients on the basis of T/T before shipment, as T/T
terms is flexible and it helps us avoid a lot of risks in collection of the proceeds.
However, in consideration of our future business, we are prepared to extend you D/P at
sight. We believe you can understand us fully. A sight draft will be drawn on you

through Bank of China, Guangzhou Branch in due time.




Make Yourself Skilled

( Reference & &EF R )

We want to make it clear that this concession is only for your convenience to push
sales of our new products, and we hope it will result in more orders from you.

Yours faithfully,

Lin Da




Supplementary Reading

( 1. Declining Payment by D/A )

Dear Sirs,

We have received your letter of December 20 and note with interest your intention of

pushing the sale of our automobiles in your country.

Although we are much appreciative of your effort to help sell our automobiles, we regret
being unable to consider your request for payment by D/A at 60 days sight. Qur usual
practice is to ask for sight L/C.

However, in order to facilitate expanding the sale of automobiles in your market, we are

prepared to accept payment by D/P at sight as a special accommodation.

We hope that the above payment terms will be acceptable to vou and look forward to the

pleasure of hearing from vou soon.

Yours faithtully,

FoAE

Manager



Supplementary Reading

(2. Proposing Payment by T/T and D/P)

2. Proposing Payment by T'T and D/P

Dear Sirs,

We are glad to know that you are satisfied with our competitive price. We have often
worked with our customers based on two terms of payment:

1. 100% T/T in advance:

2. 100% L/C at sight.

Since you would not use the L/C payment and insist on D/P payment, it would be
unwise for either of us to stick to our own attitude. Why don 't we make some concessions
to each other? We suggest the following way for your reference: 30% by T/T n
advance, 70% balance by D/P at sight.

Although we have confidence in your integrity and ability, we wish to reiterate that we
regret being unable to accept your D/P terms especially for the first busimess. Maybe
after several smooth and satisfactory transactions, we can consider other easier terms.

Waiting for your kind comments.

Yours faithfully,

M



Lesson 11 Urging Establishment of the L/C {E{EFF3ZISHIIE

( Specimen 1 Pressing for Opening the L/C >

China Win-Way Trading Co., Ltd.
No.40 , Qianjin Street , Baiyun District ,

Guangzhou, Guangdong,
China, 510000

May 15, 2021

PT Jakarta International Spices Tbk
Raya Kelapa Gading No 16, Jakarta Utara,
DKI Jakarta, Indonesia

Dear Mr. Handayani,

Re: S/C No. 354

With reference to the correspondences exchanged between us recently, we have finalized
the business on the basis of CIF. Needless to say, as a buyer, you are responsible for
applying for an L/C, but much to our disappointment we have not had any news from you
though we sent you an email two weeks ago pressing you for opening.




Urging Establishment of the L/C {&{EFF Z{SFHUE

( Specimen 1 Pressing for Opening the L/C >

As contracted, the relative L/C covering the above S/C should have reached us before the
end of last week. As the date of delivery is only one month and half away, we recommend
that you open the L/C without delay. Extra charges and any losses caused by delay in arrival

of the L/C will be for your account.

Please open your L/C immediately and let us have your reply by return. Your prompt

attention to this matter will be appreciated.

Yours faithfully,
Li Wen
Li Wen

Manager




Urging Establishment of the L/C {&{EFF Z{SFHUE

( Specimen 2 Advising the Opening of the L/C )

May 22, 2021
Dear Mr. Li,
Re: S/C No. 354

Referring to your letter of May 15, we hereby draw your attention to the fact that
application has been made to the Bank of China, Jakarta for the establishment of an

irrevocable L/C in your favor covering garlic, valid until August 1, for the amount of USD

96,226.20. The following documents are required:

1. Commercial invoice in triplicate
2. One copy of insurance policy

3. A set of clean shipped B/L
4. Packing list in duplicate




Urging Establishment of the L/C {&{EFF Z{SFHUE

( Specimen 2 A Reply to the Above )

5. Certificate of origin

6. Certificate of quantity

7. Certificate of analysis

8. Health Certificate

9. phytosanitary Certificate

The above mentioned goods are in great need now, and any delay in shipment will result in

benefit losses. We shall be obliged if you could respond to us immediately. We await your

prompt shipment.

Yours faithfully,

Naniek Utami Handayani

Manager




Urging Establishment of the L/C {&{@FF 2 {SFUE

correspondence oK A

commercial invoice R
insurance policy PR

clean shipped B/L HEMLERARE
packing list F A8 -

Certificate of origin JB = M
Certificate of quantity HFiEH
Certificate of analysis 7= a5 AT iR
Health Certificate 1 BEiE
phytosanitary Certificate A IR IE S



Arm Yourself

1 urgev. &€, IK{FE
eg. HNEEIRALFERERESHARE.

We write this letter to urge you to accept our offer at an early date.




Arm Yourself

2 needless to say (FEANIB) NHIR
e.g. TR, EMEWHIRANHAIZEFIA3400 ETHERIBEREEEE.
Needless to say, it is urgent to open an L/C for the amount of $3400 within the fixed

period.




Arm Yourself

3 beresponsible for ... 7&K IBEH{E
eg HEVEREWTREP, BFBEART—VIEERXRVWEE.
In building up the joint venture, our party will be responsible for the purchases of all

the equipment.
BT RA BRI, REATRSXMEAT

The insurance company is responsible for the damages since you have covered the risk

of breakage.




Arm Yourself

4  apply to...for... [A])....ERif......
apply to the Consul for a visa [E)$ 55 A1 &
apply for opening an L/C BB1EFF 325 AE
e.g. BT6 H20 HREIALEEXIBIRITHIEFILEXEMIE.
The application for the relative L/C has been made with the Chase Manhattan Bank,
New York on June 20,

application form ERiF 3%




Arm Yourself

5 press v. B{E, 1EIE
A3 : press sb. for sth.8{ & press sb. to do sth.
press sth. on/upon sb. RFFEH A IEZFHEY)

e.g. fR{MEIRE7 R HNHIZBEVEREAIE,
They are pressing for opening an L/C at sight within 7 days.




Arm Yourself

6 openv. 3L
FIERYFRIA : open/issue/establish an L/C

e.g. IHRIRFFIL1,000 MRy E - ERIELUER HIRR S FERTE ZHERIE
Please open the L/C for 1,000m/t of groundnuts as soon as possible so that we can
arrange shipment as contracted.

adj. open B3R

e.g. WIRBAIHINT X.

The offer is open for 7days.




Arm Yourself

7 forone’s account {£.....TH £, ZAHMH.....7&KIE
on account of B§F
in account with 5..... B &EE3k
on one’sown account A TR A, BIEXNK, BHRETS
take sth. into account B..... EEHE A
take account of sth. X EEMIMULEE/;FE
close/open/settle an account Z55R /F 3z /455 H A
debit one’s account with ... bank M...... (FR17) &1
income account YZ A\ A
budget account FI &k
current account/savings account yEEA7FEEX
saving/deposit account & & 175X
private account FA AT
on account N&M
account receivable RZYZMKFX
account payable {7k Fx

e.g. Bl1ERRX G, B TF2%HE, BT,

We closed this business with a 2% commission for our own account.




Arm Yourself

IR IRF R IBRINIRIE 2R, TR A SRR ARMI PG .
We shall insure the fragile goods against special risks on the condition that extra
premium is for your account.
BB ERBEITHRITHIL TIKA.
We have opened an account with Chartered Bank, London.
Mz ARIEEER, ZRREBRERE,
The shipping company agreed to ship the goods for your account.
v. account (for) 2%, 1iRH
n. accountant £itIf, =it
Certified public accountant/chartered accountant ;¥ =1l
n. accounting &itZE
adj. accountable N {f#FERY, NMHITRHY
be accountable to sb. /for sth. [A3E A /@R E SRR




Arm Yourself

8 by return 3AZE[
e.g. WM BIEEHWIANTENAIN, TR

We will appreciate it if you reply to confirm the payment terms by return.




Arm Yourself

9 inyour favor LA ARG, UEARZEA
enjoy favor ......5 | X3
e.g. RABEEKRKURF AZHEANRTH . AAIHETEABEIEAERUEZ T, ERIBAH
— PN REEIRT

We usually require the terms of payment by confirmed, irrevocable L/C payable by

draft at sight in our favor, reaching us one month ahead of shipment.
vt. favor 45F, 5F

favor sb. with sth. 25 F 3 A K47

favoring yourselves LU{RAR AN HZFEEA
eg HIRAREATERRASNIMNAN, EAFKEITR.

Should you favor us with easier payment terms, we shall order in large quantities.




Arm Yourself

10 for the amount of &ENA......

e.g. WA EAERBIFEHEFIRITHILEE1/420,000 HITHISETZ-23 S{EHIE.
We have pressed for opening L/C No.TZ-23 for the amount of JPY 20,000 through China
Merchants Bank.

maximum/minimum amount fx X/& /NS




Arm Yourself

11 in great need 2%
alz: (sb.) inurgent/bad need of sth.; (sth) be in great/urgent/bad need
eg.  WMERMERPEHRGAE, MBFESFSEIREIAVEMRK.
As you have been informed in one of our previous letters, customers are now in

great need of the computers mentioned in the contract.




Arm Yourself

12 awaitv. FHix, ZFHF
e.g. BAFHIRFHIA.

We await your confirmation.

Or: We wait for your confirmation.




—. [ERIEERRAEE SN
O [EFERFEAZIKHFE

AEFHRAZUENAZNNE, NRAEBIEANRZANSH XSMEE R
F)REMANTHRER, T1E5ZEIHBEFEIFNEFAHER. EXVEER, M
ERRAXRSENANEZERRTEFERE, UMELPAEY, MEEMRNES, URE
ERAZUE, BRER.
O FSELERIPIABERIENAE

ExARZEMENELM, HO8BEREEINERIENASAMAELISEEM
H BRI E -
® EEZRHERIENFAIAARFY

EERIEX ST, TR EIRBERMIERENFERMIE, A ERISRII,
Fltt, ZREITALEZSEN, STEXERIENALARANESH, LB EER
ZHSIERE, RAEMBERE S HENAINRZHHMERIENTL, AXEZNERIE
FHEABRMNTERIT, M TRELERITRFRGAETLHEKIZN.



O \EFEEEAIE

HOBFRRITHIEMNERIEHITAETEE, FECERAZEEGRINHEH: B,
BIHMERIENNAR S ISZEREE—H. HBANBEANNRNBH AR TRIE R I0E
RERFOBKGE, MERBAWEFIETHSOEBAPEHEEERY, AIFARER
FPHIsE; HR, HEEMENATEY, ERIENEMN. FIETHER. [SRIERH
KURERIERBENE.
—. ERIEERNETITER1,963.80X0.98 X 50=96,226.20



Make Yourself Skilled

(I. Basic Training) 1. Match the Chinese versions with the English expressions.

- ™ s ™

s

correspondence /%*H H

extra charges \

commercial invoice = |

e T MY R R

e T T Y EAR AT

clean shipped B/L \‘%ﬁ Hh %

e LR [557 R
\wf

\ o % J

packing list

insurance policy =




Make Yourself Skilled

(I. Basic Training) 2. Choose the best answer for each sentence.

(1) The application the L/C covering the following goods to the amount of US
$1,200 has been made the Citibank.

A. for, on B. of, against C. of, to @for, to

(2) The L/C 1s valid March.

A. for B. to @until D. by

(3) The relevant draft has been drawn you Bank of China.

A. for, through B. to, by @ on, through D. by, against
(4) The L/C No.246 has been opened in the of ABC Company.

A. benefit favor C. honor D. behalf

(5) The shipment 1s great need. Please arrange to ship without any delay.

A. from B. to @in D. of




Make Yourself Skilled

(II. Improving Training) 1. Fill in the blanks with the following words or expressions.

in your favor open an irrevocable L/C dispatch the shipment
for your account for the amount of

(1) We write this letter, asking you to open an irrevocable L/C for $50,000 in favor of Star

Ltd. to cover a consignment of steel.

(2) We have received your L/C No0.4062 issued by ABC Bankfor the amount ofgUSD 60,000.

(3) A confirmed irrevocable L/C at sight draft 10 YOUr favor haq been issued by Chase

Manhattan Bank, Inc..

(4) The sales season is approaching and your stereo systems are in urgent need. Please

dispatch the shipment  without delay.

(5) If L/C payment is adopted, extra charges outside the issuing bank will be for your account




Make Yourself Skilled

(II. Improving Training) 2. Translate the following Chinese parts into English.

(1) They have been urging us to FFIZ B FK2000 5Kk 22 IS FIE. (open)

SR

They have been urging us to open the relative L/C for 2000 pieces silk carpets.

)

UE. (apply for, in one’s favor)

o)

With the approach of the delivery date, please apply for establishment of the
L/C in our favor as soon as possible.

(2) With the approach of the delivery date, IER T RIRBIFH LT AT HARIE }

)




Make Yourself Skilled

(II. Improving Training) 2. Translate the following Chinese parts into English.

[(3) We invite your attention to the fact that HX{EHIEEBEE PERITH L. (open...
through)

We invite your attention to the fact that the relative L/C has been established
through Bank of China.

{(4) R w5738 any loss caused by delay in L/C. (be responsible for)

| N N N

L You must be responsible for any loss caused by delay in L/C.




Make Yourself Skilled

(II. Improving Training) 2. Translate the following Chinese parts into English.

(5) eI 1ME{RMTES XA opening an L/C. (press for)

They pressed for opening an L/C within 5 days.




Make Yourself Skilled

( lIl. Letter-writing Practice )

WEE:

2 e BRI AP2567 12568 SN MR TIEEAR ¥, IR LAERFRABIE,
BYINAER. NABKE. BARNRASASRE—MEE, EXRAENRAILSE
XS FIE.

BERFIEEELE, RAESHREBEMEE.

RATEILE, BAENETREEBXAENTSIEIN:

1. HEAFHARSNERIENE RSB — D AREE G

2. FRERT, IEBRERIEPRMESEINERER.

REHlkir. ZHwIEY, BRERFERIEEAARKEERL, FUHEKS
I EEME I REANEIE



Make Yourself Skilled

(III. Comprehensive Training>

Urging Establishment of L/C {8 F 3 {EHIE
Objectives of TrainingSE1)I| EH BY
Through training, students learn how to write a letter urging establishment of L/C as an

exporter.

‘=), 2ENZEIMEAEOBRNAEEERFZERILE,

Training Background SE)IIS &

You are the exporter and have signed S/C No. 2567 and No. 2568 with the importer.
The goods will be ready in the near future. Shipment is to be effected between May and
June according to the above sales confirmation. You sent an email two weeks ago asking the
importer to open the relevant L/C as soon as possible, but you have not received any reply

from them.



Make Yourself Skilled

(III. Comprehensive Training>

Please write a letter to the importer, urging establishment of L/C. The following
information should be included:

I. The L/C with full details should reach the exporter one month before the time of
shipment, otherwise the exporter won’t be able to effect shipment within the stipulated time.

II. The importer should ensure that the stipulations in the L/C are in conformity with
the contract.

REEORN, SHEOMIERK T H2567 SME2568 SELFINR. EYIETIaHA
%;co ?ﬁiﬁ%iﬁﬁ%wk%ﬂm, SYINER. NABERE. RAETHRERERZEOR
ZXEI—HEFHE, 2B NEFIFXRWERIE, BRF2SEREEERE
’Eo

EEERIEEOMAIIERIE, FHASNEE:

1 BRI AR NERIEN AR — MR ENE, BURG/RITEERERR
HINRIE.

2. FHERT, HEORMNAFRERIERHWRES &FEHETT.



Make Yourself Skilled

(III. Comprehensive Training>

Training RequirementSE1)IIZ2 3K
Write the letter according to the training background. The format requirement:

from the salutation to the complementary closing.

RFEIDNEREE. BAEX: NRFEARS, ELERTUE.



Make Yourself Skilled

(III. Comprehensive Training>

Training GuidelinesSEV)II§ g
1. Writing Steps G{ES B
Writing Points of Urging Establishment of an L/C S AIEREEE R
Opening: referring to the relative goods, order or contract.
Body: a. complaining about non-receipt of the L/C;
b. asking for opening the L/C;
c. inviting attention to the matter.

Closing: expecting receiving the L/C at an early time.



Make Yourself Skilled

(III. Comprehensive Training>

kK RERAXEY. TTREERE.
IFX:

1. $0 28 R RME FIE 5

2. BRIFAIERIE;

3. IRIENAIERIIE.

#ZRE: FREAFRER HWEEMAIE.




Make Yourself Skilled

(III. Comprehensive Training>

2. Reference Words and Sentence Patterns &% 17;C X A=\

(1) with reference to 25 X

(2) much to our disappointment... & NIZRHI=E. .....

(3) We have not had any news from you for opening the L/C. ¥ 5 & BWEIR A B XHIL
ERIERER.

(4) as contracted 2R & [E] L E

(5) the relative L/C should have reached us before... fHX{EHIEN HE..... BIAKIKS
(6) as the date of delivery is only...away... BT 2= HI{E. .. ... Y B} 8]

(7) Please open your L/C immediately. 1537 Bl FFIE.

(8) Your prompt attention to this matter will be appreciated. %5 /R 7 XF Itk B A B 52 7% o



Make Yourself Skilled

( Reference & &EF R )

Dear Sirs,

We inform you that the goods under S/C No. 2576 and 2568 will be ready for
shipment recently. The goods should be shipped during May/June as stipulated in S/C.
We sent you a fax two weeks ago to urge you to open the relative L/C without any
delay.

However, much to our disappointment, we have not received any reply up to the
time of writing. You may remember clearly that we identified in our previous letter the

following points of L/C:




Make Yourself Skilled

( Reference & &EF R )

1. The L/C in details should reach us one month earlier than the time of shipment.
2. When opening the L/C, please ensure that the L/C should strictly conform to the
stipulation of our contract.
The time of shipment is drawing near and we have to point out that we shall not in
a position to make the shipment in due course unless your L/C reaches us before the
end of March.
Yours faithfully,

kkk




Supplementary Reading

( 1. Application Form for Irrevocable Documentary Credit >

IRREVOCABLE DOCUMENTARY CREDIT APPLICATION

TO: DATE:
Credit No. Date and place of expiry
Applicant (name and address) Beneficiary(name and address)
Advising Bank Amount (both in figures and words)
Partial shipment Credit available with
( )allowed ( )notallowed () by negotiation
Transshipment () by sight payment
{ Jallowed ( ) notallowed ( ) by deferred payment at days

Loading on board/dispatch/taking in charge | against the documents detailed herein
at/ from ( ) and beneficiary’ s draft for % of
for transportation to the invoice value at sight drawn on

not later than

( JFOB ( )CFR ( )CIF

{ ) or other terms




Supplementary Reading

< 1. Application Form for Documentary Credit )

L.( )
2.0)

3.0)

4.0 )

3.0 )

6.( )

Documents required: {marked with x)

Signed Commercial Invoice in folds indicating L/C No. and Contract No.
Full set (3/3) of clean on board ocean Bills of Lading made out to order and

blank endorsed, marked “( )freight prepaid / ( ) to collect” notifying

Airway bills notifying “freight ( ) to collect/ ( ) prepaid indicating freight
amount” and consigned to

Insurance Policy/Certificate in tolds for % of the invoice
value, showing claims payable in China in the currency of the draft, blank
endorsed covering () Ocean Marine Transportation /() Air Transportation
/ () Overland Transportation ( ) All Risks ( ) War Risks as per

clause.
Packing List/'Weight Memo in folds indicating quantity/gross and net
weight of each package.
Certificate of Origin in folds i1ssued by




Supplementary Reading

( 1. Application Form for Documentary Credit )

7.( ) Certificate of Quantity/Weightin ____ folds.

8.( ) Certificate of Quality in____ folds issued by ( ) manufacturer/ ( ) public
recognized surveyor / () beneficiary.

9.( ) Beneficiary’ s certified copy of telex/fax dispatched to the applicant within

hours after shipment advising ( ) name of vessel / ( ) flight No./ ({ )

wagon No., date, quantity, weight and value of shipment.
10. () Beneficiary’ s Certificate certifying that extra copies of documents have been
dispatched according to the contract terms.

( )Other documents, if any:




Supplementary Reading

( 1. Application Form for Documentary Credit )

Description of goods

Additional instructions

I.( ) Allbanking charges outside the issuing bank are for beneficiary's account,

2.( ) Documents must be presented within __ days after the date of shipment but
within the validity of this credit.

3.( ) Both quantity and amount % more or less are allowed.

4.( ) Third party as shipper i1s not acceptable, Short Form/ Blank Back B/L 1s not
acceptable.

5.( ) All documents must be forwarded in one cover, unless otherwise stated above.

() Other terms, if any:




Supplementary Reading

( 2. Asking for Opening the L/C (A Relative Letter to Lesson 8 Reading 2) >

September 28, 2021
Dear Mr. G.P.Johnson,
With reference to Order No.393 which we have arranged the production, we have not

received the covering L/C until now.

In spite of our repeated requests, however, no indication implied you paid close
attentions to the matter. Please open the credit with the least possible delay. Otherwise,
any losses caused by delay of shipment will be for your account. If your L/C fails to

reach us in the early part of October, we will be forced to cancel your order.

We have to draw your attention to the requirement that the stipulations of L/C should be
in exact accordance with the terms set forth in our Sales Confirmation when you apply

for opening the L/C in order to avoid subsequent amendments.

Your quick reply will be appreciated.

Yours truly,

Wang Lin



Lesson 12 Asking for the Amendment to the L/C &3K(ZUSHIE

< Specimen 1 Amendment to the Discrepancies )

May 29, 2021
Dear Mr. Handayani,

We refer to 50 metric tons of garlic under our S/C No.354 and regret that there are several
points in the L/C No. 447287 not in conformity with what are stipulated in the contract,
therefore, we would like you to amend the L/C as follows:

(1) The amount of your L/C is insufficient. The total amount is USD 96,226.20 instead of
USD 96,026.20.

(2) Transshipment and partial shipment should be allowed.
(3) The validity of the L/C should be 20 days after shipment.

We shall highly appreciate it if you pay prompt attention to this matter and give us response
at the earliest convenience.

Yours faithfully,
Li Wen

L1 Wen
Manager




Asking for the Amendment to the L/C EX(EXU{S UL

( Specimen 2 Partial Shipment and Transshipment are Allowed )

October 5, 2021
Dear Mr. Johnson,

Thanks for your L/C No0.358125 for the amount of GBP228,000.00 covering 40,000 pieces
of women’s 100% cotton T-shirts. On perusal, we find that partial shipment and
transshipment are prohibited.

We would accept your order on condition that you wouldn’t mind the commodity is shipped
partially and transshipment is allowed. Direct steamers from here to your port are few and
far between and we can hardly get the whole /of ready within a month. So we are reluctant
to ask you to amend your L/C to read :* partial shipment and transshipment are allowed .”

As the deadline for shipment will soon be overdue, please make necessary amendments to
the L/C without any delay.

Yours truly,
Wang Lin
Wang Lin




Asking for the Amendment to the L/C EX(EXUS UL

transshipment AEAG validity A
partial shipment ~ 4-#L&iE deadline mJs Bk



Arm Yourself

1  in conformity with 5.....s8—%, R{E
e.g. IRIREHN, FAICIRBIRF9 A3 HRREBEEKREFERME LIER.
We are glad to inform you that we have shipped the goods on board s.s Red Star in

accordance with your mail request of September 3.




Arm Yourself

2 stipulatev. ME, AE

n. stipulation ;E

e.g. ERIERIERME&EE—H.
The stipulations in the L/C should be in accordance with the terms in the contract.
RICERERIERARE, RASME7 ARREEY.
You must notice the stipulations in the L/C that you should ship the goods before July.
EERIERAE—IANE, ©ERME1S XN, FHEHE.
There is a stipulation in the L/C that documents should be sent within 15 days after
shipment.

adj. stipulated 2 EHY

stipulated time of shipment i EHY 2 1= HA




Arm Yourself

3  amendv. &%
e.g. BB MEMEST A “LIFIERS5%”

Please amend the quantity and the amount to read“5% more or less allowed”.

n. amendment 18X
e.g. BRI LA EHIEMN BB B FEIHRS -

Please send us your amendment to the above L/C as early as possible.




Arm Yourself

4  insufficient adj. N7 2RI, T UEHY

e.g. IRABNERIENETANE, RFHEIT7H R
The amount of your L/C is insufficient, which will result in great trouble for both of us.
KW EIRG4 B4 HRERIE, XIMEFAE.

We have received your L/C dated April 4 and found that the amount is insufficient.




Arm Yourself

5 atthe earliest convenience £ H, ERAGEHNRERE
co TR EGENAL, MEREEE—ME, BAMETREHN.

As our stocks are running low, we sill be obliged if you will send us another parcel at

your earliest convenience.
IEREILRFUEIIR X LR rIH#EIA

Please let us have your confirmation of the above at your earliest convenience.




Arm Yourself

6 on perusal ZiE[F)
for one’s perusal {3 A 1E17]
e.g. BXRIFMAE, INPESE M L-—10217BA B R HFIR .
Regarding detailed specifications, we are enclosing a copy of our illustrated catalogue

for your perusal.




Arm Yourself

7 prohibitv. Z1F, PHIE
e.g. ILHARY OERIERANTEZE O RERHRA M.
Recent import restrictions prohibit us from importing cotton goods from your county.
n. prohibition Z&
the prohibition law Z£;# 7%
adj. prohibitive Z1FRY
take prohibitive measures 3B 22 1 17

a prohibitive price S5 ELD)E BN 18




Arm Yourself

8 oncondition that TR, E...5FH/AIE T
e.g. WMNNRR T RKIrZ1TR, EHXERIE7 BRFEIBART, REBRAFHNEX
RERIE.

We have persuaded our manufacturers to accept this order for an earlier shipment as

requested by you, on condition that the covering L/C arrives here by the end of July.




Arm Yourself

9 transshipment n. change of shipment 3Zfi5

cargo transshipment $&45% 1=
v. transship 4%..... 35 f5
eg. BYICAB BHMFSEEE.

The cargo has been transshipped at Qingdao onto S.S. “ Victory”.
e.g. ARIERBTRZ SR, MMRIZBEIEYE, HIVFEM.

If no direct liners are available, we shall transship the goods to ensure timely delivery.




Arm Yourself

10 few and far between widely separated, rare #%/0, FBIEA A %R
e.g. BT EIRAMEIRRE D, RNEBKREFTEEE.
As direct steamers to your port are few and far between, we require transshipment

at/via Hong Kong.




Arm Yourself

11 lotn. Iny, #tt
eg HEEAWENTREE—1TRARARHERE, HAMRRE.
We shall appreciate it very much if the whole lot will be dispatched within one month

after receipt of our order.




HZERIEREESRN

O HE SFEEMAEILEIMEEHE, MERIEENE. BRI, ERIEE
THEE, —EESLBECEBERATHNMBIREEHKRAIMNAEERE (£~ 1TH.
ARE) .

0 % AERLHEEFERAILILNETH, BURIFEETERHMENESE.

O MR XFEEZIE, BRTMXMREANESN, TEIBERIENEEE
_ﬁo

O RITESE FEMET. WHT. BRTHESEHESE.

O ZREHE MNERNWBERBRFI—NER, HARREHREX, MHEANERIHE
M ENBREEAREERTEBLHE.

0O & AEZTSMFRITIERIAE—Z, EHAlEE.



Make Yourself Skilled

(I. Basic Training) 1. Match the Chinese versions with the English expressions.

/

~

time of shipment \

amendment to the L/C\

transshipment
partial shipment

Validity

7 riltiiz

o
SNtz

\ﬂéaﬁzﬁﬁﬁm

deadline for shipment

*2is i asn IR




Make Yourself Skilled

(I. Basic Training) 2. Choose the best answer for each sentence.

(1) We have to cancel the remaining 1,000 sets of your order No.36, so please kindly have

the L/C accordingly.
A. amend @ amended C. amending D. to mend
(2) We have to make shipment in whole lot because the partial shipment is in
the L/C.
CA) prohibited B. permitted C. promised D. practiced
(3) We shall accept your payment terms the quantity of your order is more

than 3,000 L/Ts.
@since B. owing to C. when D. on condition that




Make Yourself Skilled

(I. Basic Training) 2. Choose the best answer for each sentence.

(4) The amount in your L/C appears

. The correct total CIF value of your order

A. sufficient @insufﬁcient

agreement.
A. conform with

@ in conformity with

comes to US $328 instead of US $238, the difference being US $90.

C. enough

(5) Upon examining the L/C, we discovered that some points are not

B. conforming to

D. conformity to

D. dissufficient
the




Make Yourself Skilled

(II. Improving Training) 1. Fill in the blanks with the following words or expressions.

[lot direct steamers on perusal on condition that stipulate }

(1) The L/C __ stipulates  that documents should be sent within 15 days after shipment.

(2) If no direct steamers are available, we shall transship the goods to ensure timely

delivery.

(3) We shall appreciate it very much if the whole lot will be dispatched

within one month after receipt of our order.

(4) onperusal  we find the L/C does not conform to that in the contract.

(5) We will place an order _on condition that  you send us the sample and offer a

reasonable price.



Make Yourself Skilled

(II. Improving Training) 2. Translate the following Chinese parts into English.

(1) 18 _EiR{EFRIERF AT US $55,500 2079 US $54,500. (amend)

)

Please amend the above L/C to read US$55,500 instead of US$54,500.

)

(2) Please instruct your bank to & B X {5 I ME H 1T > E B € 24 - (at the earliest
convenience)

o)

Please instruct your bank to make necessary amendments to the L/C at the
earliest convenience.

)
| N N N




Make Yourself Skilled

(II. Improving Training) 2. Translate the following Chinese parts into English.

Q) BT RIRAAONEIRT TR, we suggest transshipment should be allowed. (few
and far between)

Because direct steamers from here to your port are few and far between, we
suggest transshipment should be allowed.

)

(insufficient)

We find that the amount of your L/C is insufficient. Please increase the amount

4) F A AIMIERIEEE A &, please increase the amount of the L/C to US $56,800. }
of the L/ C to US$56,800.00. }

)




Make Yourself Skilled

(II. Improving Training) 2. Translate the following Chinese parts into English.

(5) 372 B8 R /5 ZE 5k , we have amended the relative L/C to allow transshipment. (in
conformity with)

In conformity with your request, we have amended the relative L/C to allow
transshipment.




Make Yourself Skilled

(III. Letter-writing Practice)

Asking for the Amendment to the L/C E 3K &85 ik
Objectives of TrainingSEi)I| H #Y
Through training, students learn how to write a letter asking for the amendment to the L/

C as an exporter.

BEsKl, FENZEIMEAD OB IATEEEKRIESIEHIE,
Training Background £ &

Suppose you have concluded a transaction of men’s shirts with one of the customers.
However, when you received the L/C , you found some points were not in line with those in the
following sales confirmation. Now write a letter to ask for amendment.

BEFRFESRENUNEFERT —E5L##X 5. RAMm, SREEEHIER, %I
BEMFETENEERABAT. ME—HEEKIESHIE,



Make Yourself Skilled

CIII. Letter-writing Practice)

SALES CONFIRMATION
S/C NO.: S2021005 DATE: APRIL 15, 2021

SELLER: GUANGXI TEXTILES IMP. & EXP. CORP.
17F FOREIGN TRADING BLDG., NANNING, CHINA

BUYER: SEABROOK INTERNATIONAL CO.
97123 THE QUEEN’S AVE., EASTLAND, BOSTON



Make Yourself Skilled

CIII. Letter-writing Practice)

WE HEREBY CONFIRM HAVING SOLD TO YOU THE FOLLOWING GOODS ON
TERMS AND CONDITIONS AS SPECIFIED BELOW:

1. DESCRIPTION OF COMMODITY

MEN’S SHIRTS 65% COTTON /35% POLYESTER WITH LONG SLEEVES-2 POCKETS
COMPOSITION: 45X 45 110 X76 COLOR: JS880 BLUE

2. QUANTITY: 252 DOZEN

3. PRICE: USD 55.00 PER DOZEN CIF3% BOSTON

4. TOTAL AMOUNT: USD 13,860.00

5. PACKING: IN CARTONS

6. TIME OF SHIPMEMT: ON OR BEFORE JUNE 30, 2021



Make Yourself Skilled

(III. Letter-writing Practice)

7. SHIPMENT: FROM CHINESE PORTS TO BOSTON, ALLOWING TRANSSHIPMENT
& PARTIAL SHIPMENT

8. PAYMENT: BY IRREVOCABLE LETTER OF CREDIT PAYABLE BY DRAFT AT
SIGHT

9. SHIPPING MARK: AT SELLER’S OPTION

10. INSURANCE: TO BE COVERED BY THE SELLER FOR 110% OF THE INVOICE
VALUE AGAINST ALL RISKS

REMARKS:
THE SELLER THE BUYER XXX XXX



Make Yourself Skilled

CIII. Letter-writing Practice)

ZCZC LSD 45679645465897 DK4573353 46573134676875 NN4786564687513321231
P1 GXBOC

FCBOB

STF TXT100 Y484543467642RT46871324676432 (43221-20700078)

FROM: THE FIRST CITIZEN BANK OF BOSTON, BOSTON

TO: BANK OF CHINA, NANNING

DATE: MAY 5, 2021

700 ISSUE OF DOC L/C

15: TEST 872389



Make Yourself Skilled

CIII. Letter-writing Practice)

27: MESSAGE SEQUENCE: 1/1

40A: FORM OF L/C: IRREVOCABLE

20: L/C NO.:16572139CJK

31C: ISSUE DATE: MAY 5, 2021

31D: EXPIRY DATE/PLACE: JULY 15, 2021 IN CHINA
50: APPLICANT: SEABROOK INTERNATIONAL CO.
97123 THE QUEEN’S AVE., EASTLAND, BOSTON

59: BENEFICIARY: GUANGXI TEXTILES IMP./EXP. CORP.
17F FOREIGN TRADING BULDG., NANNING, CHINA
32B: L/C AMOUNT: USD...

39: AMOUNT SPECIFICATION: CIF

41A: AVAILABLE WITH/BY: BY NEGOTIATION

42: DRARTS AT: SIGHT



Make Yourself Skilled

(III. Letter-writing Practice)

DRAWN ON: ISSUING BANK

43P: PARTIAL SHIPMENT: PROHIBITED

43T: TRANSSHIPMENT: ALLOWED

44: TRANSPORT DETAILS: FROM CHINESE PORTS TO BOSTON

ON OR BEFORE JUNE 30, 2021

45: DESCRIPTION OF GOODS: 252 DOZEN MEN’S SHIRTS—65% COTTON/ 35%
POLYESTER WITH LONG SLEEVES-2 POCKETS COMPOSITION:

45 X 45110 X 76 COLOR: JS 880

BLUE AT USD 55.00 PER DOZEN CIF BOSTON

INCLUDING 3% COMMISSION



Make Yourself Skilled

(III. Letter-writing Practice)

46A: DOCS REQUIRED:

+ COMMERCIAL INVOICE IN 6 FOLDS

+ THE FULL SET OF CLEAN ON BOARD OCEAN BILLS OF LADING MADE OUT
TO ORDER, ENDORSED IN BLANK MARKED FREIGHT PAID NOTIFY BUYER
EVIDENCING SHIPMENT FROM CHINA TO BOSTON ON OR BEFORE JUNE

30, 2021.

+ CERTIFICATE OF ORIGIN

+ INSURANCE POLICY COVERING ALL RISKS AND WAR RISK CLAIMS IF
ANY PAYABLE AT DESTINATION IN THE CURRENCY OF DRAFT

+ DETAIL PACKING LIST IN 6 FOLDS

71B: CHARGES: ALL BANK CHARGES ARISING OUTSIDE THE UNITED STATES
ARE



Make Yourself Skilled

(III. Letter-writing Practice)

FOR THE BENEFICIARY’S ACCOUNT.

48: PRESENTATION PERIOD: DOCUMENTS TO BE PRESENTED WITHIN 15 DAYS
AFTER THE DATE OF ISSUANCE OF THE SHIPPING

DOCUMENTS BUT WITHIN THE VALIDITY OF THE

CREDIT.

49: CONFIRMATION: WITHOUT

78: INSTRUCTIONS: IN REIMBURSMENT WE SHALL COVER YOU UPON RECEIPT
OF DOCUMENTS IN ORDER

NEGOTIATING BANK IS TO DESPATCH ALL DOCUMENTS TO

US BY TWO CONSECUTIVE REGISTERED AIRMAIL

SUBJECT TO UNIFORM CUSTOMS AND PRACTICE FOR

DOCUMENTARY CREDITS (2007 REVISION) INTERNATIONAL

CHAMBER OF COMMERCE PUBLICATION 600



Make Yourself Skilled

(III. Letter-writing Practice)

Training RequirementSE)IIZE K
Write the letter according to the training background. The format requirement: from the

salutation to the complementary closing.

RFZVEREE. BRAEXK: NREEARS, ELRUE.

Training Guidelines3Z I35
1. Writing Steps 51015
Writing Points of Amendment to an L/C {€{E AIERBEE S
Opening: referring to the relative L/C.
Body: a. pointing out the discrepancy;
b. asking for amendment to the L/C.

Closing: expecting an early amendment.



Make Yourself Skilled

CIII. Letter-writing Practice)

Fk: RBRERBXWERIE
IEX:

1. BT ;

2. BRIEEAIE,
#RE: RAFZERHEN.



Make Yourself Skilled

(III. Letter-writing Practice)

2. Reference Words and Sentence Patterns &% 18);C X A=\

(1) We refer to... I 188 X......

(2) under our S/C No. X X Ff1EX X SHEM T~

(3) in conformity with... 5...... —E

(4) We would like you to amend the L/C as follows: {1 B =R F RIS AL T -
(5) should be/ should read Nz &

(6) pay prompt attention to this matter Kz B < F Itb 5

(7) give us response at the earliest convenience R [ & T ]



Make Yourself Skilled

( Reference & &EF R )

Dear Sirs,

We have received your L/C covering Men’ s Shirt, 65% cotton /35%
polyester with long sleeves-2 pockets with thanks. However, on examination we find
there are some discrepancies in the L/C which are not in line with the stipulations in
the sales confirmation. We conclude as follows:

a. Partial shipment should be allowed.

b. The insurance should be covered against All Risks, not including War Risk.

The goods will be ready for shipment within 10 days as soon as we receive your
amendment to the L/C.

We appreciate your prompt attention to this matter.

Yours sincerity,

kkk




Supplementary Reading

( 1. Asking for the Amendment to the L/C >

Dear Sirs,

We are in receipt of your letter of September 14 notifying us of the establishment of the
L/C No. 4786 against our Sales Contract No. 9124.

The said L/C has just come to hand, but regretfully we find that some of the clauses
therein are not in agreement with the terms and conditions of the contract. For your

information. We list the discrepancies as follows:

1. The total amount of Contract No. 9124 1s £ 55,400.00, whereas your L/C shows an
amount of £ 54,500.00.

2. Contract No. 9124 stipulates shipment in November, whereas your L/C calls for

shipment to be made on or before October 31.

3. As provided in the contract, the goods are to be packed half a dozen in a box, 10
boxes to a wooden case. But the covering L/C requires each piece to be packed in a box,

60 boxes to a wooden case.



Supplementary Reading

( 1. Asking for the Amendment to the L/C >

Furthermore, as there is no direct sailing from here to your port during November, we
consider it is necessary for you to delete the clause “by direct steamer” and insert the
wording “partial shipment and transshipment are permitted”, for fear that shipment

should be delayed to the detriment of your interest.

As we can do nothing until the above L/C i1s duly amended, we would advise you to

attend to the matter with the least possible delay.

Yours faithfully,

HHX



Supplementary Reading

( 2. Advising the Amendment to the L/C (A Reply to Specimen 2 in Lesson 12) )

June 4, 2021
Dear Mr. Li,

We have received your letter of May 29, asking us to amend the discrepancies in the L/C
No. 447287.

We would like to inform you that the amendment has been made by the opening bank

accordingly, and the notification will reach you in due time.

As the goods are urgently needed by our clients, please do your utmost to arrange

shipment as soon as possible so that we may catch the busy season.
We ' re awaiting your shipping advice.
Yours sincerely,

Naniek Utami Handayani

Manager



Lesson 13 Extension of L/C JERE(SHFHIE

( Specimen 1 Extension of the Shipment Date and Validity )

September 15, 2021

Dear Mr. Rigoni,

We acknowledge with thanks receipt of your L/C No.1123846, covering your order for

5,000 sets of heart rattan baskets.

We regret that, on account of the delay on part of our suppliers at the point of origin, we

won’t be able to have the goods prepared by the end of October. We thus sent you a fax
yesterday, asking for the extension of shipment date and validity of the credit to November

15 and November 30.




Extension of L/C 3ER(SEUE

( Specimen 1 Extension of the Shipment Date and Validity )

It is expected that the consignment will be ready for shipment in the early part of November

and we are arranging to ship it on S.S.“Fan Yang”sailing from Shenzhen on or about

November 10.

Thank you for your understanding and cooperation in this matter. We sincerely hope that
you would immediately extend your L/C as requested thus enabling us to effect shipment of

the goods in question.

Yours truly,
Huang Kai
Huang Kai




Extension of L/C 3ER(SEUE

( Specimen 2 Advising an Extension )

Dear Mr. Zhou,

We are glad to inform you that a new Import License has been granted and that we are able
to increase the total amount of L/C No. NBB993745 to USD 10,000,000.You will soon
receive our L/C amendment advice through the advising bank.

As we understand it 1s impossible to ship the goods before the originally agreed delivery
date, we would like to have the shipment and validity dates of the L/C extended to October
15 and 30 respectively. Please refer to the attached copy of our application for amendment
to the said L/C.

We wish to thank you again for your close cooperation, which has enabled us to obtain the
new Import License in such a short time.

Yours faithfully,
X X X




Extension of L/C 3ER(SEUE

Import License 3t @3 74 amendment advice 158 40 P
advising bank il Fa 4T



Arm Yourself

1 on account of BT ..... 24
e.g. BT RBEER, BRANSAENMIBEERE.
We have to transship the consignment via Singapore on account of absence of direct

liners.




Arm Yourself

2 onpartof B....M5, XTHME—HFEHAMS
eg AT I KR, HAER

We delivered the wrong goods owing to the mistake on part of the manufacturer.




Arm Yourself

3  extensionn. IEi<, FREA
make extension
v. extend ¥ K, i<
e.g. IHRRERIERIAZEKE]7 A5 Ho

Please have your letter of credit extended to July 5th.




Arm Yourself

4  on or about HHBK K2
e.g. 5X¥IET10 B1o HER E LIRFIEERIEHE.

Goods will be shipped on board the vessel designated by you on or about 10th
October.




Arm Yourself

5 enablev. {§.....5ET%
e.g. 15E AN ERAUELAEF F 1L HAZE /A

Please open the L/C immediately so as to enable us to ship in time.




Arm Yourself

6  inquestion X, _EiAHY,

e.g. EF'HIE,E&-\MZ.H%H%, Z?‘ilﬁf‘ei[’ﬁ]Eﬁlﬁiﬁitélarﬁ&'nﬂ’\]%ﬂ?iﬁo XN S
CF & mi AR E—
Part A agrees to acquire from Party B and Party B agrees to transfer to Party A the
patented technology for contract products. The patented technology in question shall

be the same technology as the technology of Party B’s latest products.




Arm Yourself

7  grantv. £IF, EIF, BENGT
e.g. HAXTAT ML R K IRG HROMERTIER, EALTERESEH OVFAIE.
We are sorry for making you in the trouble arising from the delay of the shipment
because the export license has not been granted at this time.
BB EIRGREL T I 2% A E .
We hope you could grant us a 2% commission.
granted that 2254
take sth. for granted 28 24 %&
adj. grantable Eﬁi"%ﬁ’\]
e.g. ILHFNRZFFEARL

Such privileges are grantable to joint ventures only.




Arm Yourself

8 respectively adv. 73 Hltt, FEH#E
e.g. BB ERIEESHAFE ZHI 7 BIRHA.

Please have the validity and shipment date of the credit extended respectively.




E AR e R P AR A

EAEIEILER1EH (Application for Amendment to Letter of Credit) , =g IUEFRIE
AEEERIERFAT R TREXXPE . BIFENNEMNERIEIENZEA .
EH. Re5F, HFEVSUAEEHNERIESPRUFTARFNLL. 2R —
FRAgRWEY, HinEBEE. WNERIEELEKAIGHASIEMEER, NigHIETERRFIE
ZHIEM.

EHRIEEMOESEH (Confirmation of Credit Amendment) 23R IESEE TS HIE
NENBEXH. FIEHTYTEFFIESBFIENR, AXBEERITERIEXH, UEER
HiTRXT, FLAESEHAAE.

{ERIERYRHA (Extension of Credit) 235 E{TiBIIL X5 FIERMEGE K ERIER
HHARITA . ERIENRAASHERERZHRMEREAIEASHIR. —EMES =
HEIFRIE, AXMERIEREF, MiZEFENE, ERERIEGIVEARE, NMFERRE
RIGEARR, EARIRERE HENREH N EEHIEBMHARMREMINE, FEHFE S
ARETREHR, FIArERGEHIENEYHREENEIIRE. MRIENPRIERE
EHAEEE T AYE, MNEXRFIEITESE.



Make Yourself Skilled

(I. Basic Training) 1. Match the Chinese versions with the English expressions.

- ) e .
amendment advice \ =¥ i3 VAT IE
validity date =™ /ﬁ%% FHE
Import License \ﬂ%ﬁﬁi@%ﬂﬁ
effect shipment » 22 TR
extension of L/C / o AT
advising bank = \75 R




Make Yourself Skilled

(I. Basic Training) 2. Choose the best answer for each sentence.

(1) We have to transship the consignment via Singapore the absence of direct
liners.
A. on behalf of @011 account of
C. because of D. in order to
(2) Goods will be shipped on board the vessel designated by you ~ October 10.
A. since B. from C. until @on or about
(3) Please have your letter of credit extended July 5.
A. from to C. until D. by
(4) Please have the validity and shipment date of the credit extended
@ respectively B. independently C. definitely D. sufficiently
(5) We will do our best to effect shipment of the goods question.

A. on in C. by D. of




Make Yourself Skilled

(II. Improving Training) 1. Fill in the blanks with the following words or expressions.

[expiry date shipment date advising bank L/C extension late delivery }

(1) We wish to call your attention to the validity of the L/C, since there 1s no possibility of

L/C extension .

(2) The amendment of the L/C will be notified by the 2dvising bank

(3) As requested, we have immediately arranged with our banker to extend the

expiry date  of our L/C for two weeks.




Make Yourself Skilled

(II. Improving Training) 1. Fill in the blanks with the following words or expressions.

[expiry date shipment date advising bank L/C extension late delivery }

(4) Because of the possible late delivery  we have to ask for another two weeks extension

of the shipment in the L/C.
(5) Due to unforeseen difficulties, we find it impossible to make shipment in February,

and would appreciate your extending the shipment date and validity of your L/C to

March 20 and March 30 respectively.



Make Yourself Skilled

(II. Improving Training) 2. Translate the following Chinese parts into English.

() BT S B2 T /8, please agree to extend the delivery date to the end of
January. (on account of)

On account of the trouble on part of the manufacturers, please agree to extend
the delivery date to the end of January.

HAZI4 H10 HA14 H25 H. ( extend, respectively)

{ 2) As we cannot obtain the shipping space, ¥ EXIFE B I3 REIF B EHA 5 7 %}
and validity of the L/C extended to 10th April and 25th April respectively. }

L As we cannot obtain the shipping space, we would like to have the delivery date




Make Yourself Skilled

(II. Improving Training) 2. Translate the following Chinese parts into English.

8

(3) Please extend the L/C as soon as possible to T 77 gEANHAZE EZ584). (enable...to,

duly)

|

S

Please extend the L/C as soon as possible to enable us to ship the goods duly.

)

(4) REAEHAIEE YR, and the goods will be shipped on board“Dongfeng’sailing to
your port 10 H20 HAZ#&. (extension, on or about)

)

Extension of L/C has been received and the goods will be shipped on board
“Dongfeng”sailing to your port on or about 20th October.

)
| N N N




Make Yourself Skilled

(II. Improving Training) 2. Translate the following Chinese parts into English.

(5) We shall appreciate it SR 7 gE¥EZ T H REAZEK. (grant)

We shall appreciate it if you could grant our request of extension.




Make Yourself Skilled

(III. Comprehensive Training>

RIS HIE
Objectives of TrainingSZill B AY
Through training, students learn how to write a letter to the importer, asking for the

extension of L/C as an exporter.
BE, FENZEIMEAEORNMTERESEORN, EXRERHIERERIL.
Training Background SE)IIE &

You are an exporter. You can’t make delivery as stipulated in the contract No.LHP23,
due to late arrival of L/C. Please write a letter to the importer, asking him to extend the
shipment date to October 31, and the validity to November 15. You should also emphasize
that the L/C amendment advice must be opened before September 10 , so that the goods will
be delivered as soon as possible.

RREEOE, BTERIERE], T/EAIRFELHP23 SERIAEWRERE. EEEH
HOR, EKFERIERSHERZI0 A31 B, BYHERZEL A15 B. RIENIZ
EEORMRE, ERIERNE@EMBLmAI B10 HarA#l, LUERDERERZE



Make Yourself Skilled

(III. Comprehensive Training>

Training RequirementSEiIIE 5K
Write the letter according to the training background. The format requirement: from

the salutation to the complementary closing.

RFEIDNEREE. BAEX: NRFEARS, ELERTUE.

Training Guidelines32 I35

1. Writing Steps 51EL 1B

Writing Points of Extension of L/C IR {EHIEMNEEE =
Opening: referring to the relative L/C.

Body: a. pointing out the problems occured;

b. asking for the extension of the L/C.

Closing: expecting an early amendment.



Make Yourself Skilled

(III. Comprehensive Training>

ik REBXRIERIE.
IFX:

1. $5 th HEI ARV B RE ;
2. BRI RISRIE.

ZRE: RAFEFHEK




Make Yourself Skilled

(III. Comprehensive Training>

2. Reference Words and Sentence Patterns 2% 1a);C X A] 1\

(1) We regret that... I J1RI=EME. ... ..

(2) We won’t be able to make shipment in... F{JNEETBIE. ..... xIE,

(3) We thus ask for the extension of shipment date and validity of the credit to.... ElItEF{[]
BRI ARG AE AL R E ...

(4) Thank you for your understanding and cooperation in this matter. B /R 77 X7 Itk FAYIE
fRFNE1E.

(5) We sincerely hope that... I TEIRMHE. ... ..

(6) extend L/C as requested 32 E KRS FHIE

(7) enable us to do {F15 {18

(8) effect shipment of the goods in question %1z iR £547

(9) We acknowledge with thanks receipt of your L/C covering... F FULE|BX...... X5
ERIE, 55



Make Yourself Skilled

( Reference & &EF R )

Dear Sirs,

RE: Sales Contract No. LHP23

We regret to say that we have not received your L/C covering the above S/C until
today. It is stipulated clearly in the Sales Contract that the relevant L/C must reach us
not later than the end of August. Although the reaching time of the L/C is overdue, we
still hope to ship your goods in view of our long- standing friendly relationship
between us. However, we can not make shipment of your goods as contracted owing to
the delay of the L/C. Therefore, the L/C needs to be amended as follows:

(1)Time of shipment should be extended to Oct.31.

(2)Validity of the L/C should be extended to Nov. 15.




Make Yourself Skilled

( Reference & &EF R )

Your kind attention is invited to the fact that we must receive your L/C amendment
before Sep.10. Otherwise, we will not be able to effect the shipment in time.
We are looking forward to receiving your L/C amendment early.

Yours truly,

fkhdk




Supplementary Reading

( 1. Declining the Request of L/C Extension (A Relative Letter to Lesson13 Specimen1l) )

September 16, 2021
Dear Mr. Huang,
RE: L/C 1123846

We have received your letter requesting us to extend the shipment and validity of the
above L/C to November 15 and November 30 respectively.

Although we understand your position, our end users are in urgent need of the goods.

They will turn to other suppliers if the goods cannot arrive on time.

We very much regret to say that we could not meet your request to extend the above
L/C, though we are keen to cooperate with you.

Therefore, please do your utmost to ship the goods in time. We hereby appreciate
greatly your cooperation in advance.

Yours sincerely,

Michael Rigoni

Michael Rigoni




Supplementary Reading

( 2. Ask to Extend the L/C )

Dear Sirs,

We refer to your L/C No. DK459 covering 1, 200 metric tons of sugar for the amount
of GBP240, 000.

The shipment should be made by the end of May according to the contract. Although
we have been doing our utmost to carry out the order, it is rather difficult for us to ship the
above-mentioned goods to your port in time as the steamer is delayed by storm. Therefore,
we have to ask for a two-week extension of the L/C covering the order. We are so regretful
to involve you in some trouble to make amendment accordingly.

Your amendment to the above arrives here at an early date will be much appreciated.

Yours truly,

X X X




Sum-up /NG

In international trade, payment for the goods is more complicated than that in domestic
trade. There involve several aspects, such as asking for payment terms, urging establishment of
the L/C, amending the L/C, extending the L/C (on L/C terms).

1. Asking for payment, typical sentences and expressions such as:
@ It is our customary practice to pay by...
BATIRBIZA..... k3T,

@ Plecase note that our terms of payment for the order are by..., accompanied by shipping

documents.

EEE, BRI EFEA. ... kT, MEHREEE.

@ As to the terms of payment our regular operation is that payment should be made by...
ETFEES, BRMNBEH..... KX AT

@ In view of the amount of this transaction being very small, we are prepared to accept

payment by... for the goods shipped.
ZREBXEXZMBER N, RIPTEEZA. ... KIS,



Sum-up /\&5

2. Urging establishment of the L/C, typical sentences and expressions such as:

@ The shipment under your order No. 456 has been ready for quite some time, but up to the
present we haven’t received any news of the L/C.
77456 SITR THMEYIEEXE—RFE T, BERMAERLE, BNMLREEIRXT
ERIERETHR.

@ The shipment date is approaching. We must point out that we shall be unable to effect
shipment within the stipulated time unless your L/C reaches us before ...
*HBImIE. Fflwdiigd, BRIFRAERIEE. ... . <aEhaExRL, BNEAIT
FAE AERBIRREIE.

@ We regret that we could not ship the goods by a March vessel only because of the delay of
your L/C.
RiEtE, RTRAERIERH, BNITEEIRNERTEY.

@ Referring to our contract No. 385, we have not received any information from you about

your letter of credit, which should have reached us before June 2, 2004.

RTFEANINFG385 SEE, BARWRRAG X T ERIENEMHESR, ERIERNE

2004 F6 H2HATRETRALHY.



Sum-up /NG

3. Asking for Amendment to the L/C, typical sentences and expressions such as:

@ We have received your relative L/C, but to our regret that it contains the following
discrepancies...
BWREIRAHEXERIE, BRIZER, BEEELEASAR, BEFWT.....

@ We have received your relative L/C for US$2,256, but we regret to inform you that XXX
mentioned therein does not agree with the contents in the contract.
EWEIR72,256 ETAEXERIE, BRIEEBBEMNERG, ERIEREN..... 56
EIAE I

@ Plcase make the amendment accordingly.
15N 25 FE.

@ Plcase advise your bankers to make the necessary amendment.

IR ANR 77 sRIT ML ZRIBOE .



Sum-up /\&5

@ Plcase amend the L/C No.1123 to read*...”.
E1123SEMIEEem “......7%

@ Plcase amend L/C No. 100 as follows:
FF1005 5 MIE M T -

(1) Amount to be increased up to US $50,000.
ERNIRSEI50, 000K 7T,

(2) Validity to be extended to 10th November.
BYHEANEZE11R108.

(3) The words “Transshipment Not Allowed” are to be deleted.

MR “ARIFEEE”



Sum-up /NG

4. Extension of the L/C, typical sentences and expressions such as:

@ Owing to..., we would appreciate your extending the shipment date and the validity of your

L/C to ...(date) respectively.

@ The validity of the L/C will be extended to ... (date).
ERIEBSHIRZE. ...
@ We have to ask for an extension of 15 days for shipment, to which we trust you will have

no objection.

BAIPASAEREZBHREISK, HERTASRIT.



