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Unit 3 Conclusion of Business IXpY3E 5

( Background )

A transaction i1s concluded when a firm offer is accepted by the offeree, or when a non-

firm offer is accepted by the offeree and confirmed by the offerer. Once a transaction is
concluded, the two parties are bound by the contract, which is a generally formal written
document and is signed by both sides. The contract is the sales contract or sales
confirmation. The short form of sales contract or sales confirmation is S/C.

A formal business contract usually consists of three parts: the heading, the body, and
the ending, among which the body i1s the most important part since it includes all the main

clauses, reflecting duties and obligations of both parties.



Unit 3 Conclusion of Business JXBY

( Writing Points of Placing an Order )

An order is a stated intention to engage in a commercial transaction for specific products,
including:
Opening: the conclusion of the business, which is
a. confirming the terms and conditions of the business;
b. sending the order;
Body:  the details of the goods, which are
a. the description of the goods(name, quantity, specification, price, number);
b. the statement of the mode of packing, the port of destination and the time of
shipment.

Closing: expectation of confirmation.



Unit 3 Conclusion of Business IXpY3E 5

(Writing Points of Confirming an Order)

The supplier will send a confirmation, including:

Opening: thanks for the order.

Body:  a. the expression of confirming the purchase;

b. the assurance of the execution of order (packing mode, delivery time, shipment).

Closing: hope for future cooperation.



Unit 3 Conclusion of Business IXpY3E 5

( Writing Points of Sending a Contract )

Opening: confirming the business.

Body:  a. sending the sales contract;

b. the main clauses of the contract, reflecting duties and obligations of both parties.

(commodity, quality, specifications, quantity, price, packing, shipment and payment,

etc.)

Closing: expectation of the counter signature.



Lesson 8 An Order 1J%&

( Specimen 1 Placing an Order )

Macdonald & Evans Co., Ltd.
58 Lawton Street, New York, U.S.A.
June 3, 2021
China Win-Way Trading Co., Ltd.
No.40 , Qianjin Street , Baiyun District,
Guangzhou, Guangdong,
China, 510000

Dear Mr. Wu Gang,

Re: Ladies’embroidered slippers

We thank you for your quotation of May 9 and the samples of ladies’ embroidered slippers.
We are satisfied with the quality and take pleasure in enclosing our Order No.322 for the

sizes mentioned in your latest catalogue.




An Order 1J55

( Specimen 1 Placing an Order >

We note that you can supply these items from stock and hope you will make delivery by the

end of July. Our company will reserve the right to cancel this order or reject the goods for
any delay in shipment.

For your reference, we wish to effect payment by D/P at 60 days’sight. Please kindly let us
have your confirmation.

Yours faithfully,
Michael Evans
Manager

Encl. As stated




An Order 1J55

( Specimen 1 Placing an Order )

ORDER
NO. 322
Please supply the following items:
Quantity . Unit Price (per pair.)
(pair) Item Size CIF New York
Ladies’ Embroidered Slippers
500 (N0.2015) 6 USD 8.50
500 Ditto 7 USD 8.50
500 Ditto 8 USD 8.50
500 Ditto 9 USD 8.50




An Order 1J55

(Specimen 2 Confirming the Order)

China Win-Way Trading Co., Ltd.
No.40 , Qianjin Street , Baiyun District,
Guangzhou, Guangdong,
China, 510000
June 7, 2021

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

Dear Mr. Evans,
Re: Ladies’ embroidered slippers

Thank you very much for your Order NO. 322 dated June 3, and we’re pleased to confirm
your purchase of ladies’ embroidered slippers. Our dispatch department is working on your
order, and will let you know when the consignment is ready.




An Order 1]

(Specimen 2 Confirming the Order)

As regards the payment terms, they are unacceptable. It is our practice to require L/C
payment for our exports. We sincerely hope this trial order will result in repeat orders in the

near future.

Yours sincerely,
Wu Gang

Manager of Business Departmentl

payment AT 2k

D/P at 60 days’ sight 60 R HA4T 2 X E
dispatch department KA

repeat orders 42T



Arm Yourself

1 be satisfied with ~ XJ...J@=, #HiE
sb. be satisfied with sth.
satisfy sb.
be satisfactory
to one’s satisfaction
e.g. B EEMNRERENNEAHE.
The quality of the first lot satisfied our customers.
BT mMES R TERNRERBE, FIARIHEET]
Our clients are so satisfied with the quality of your computers that we wish to book a

repeat order.




Arm Yourself

2  make delivery 3253
n. delivery 32{F, A&H
delivery date 3 55 &f
take delivery of I 5%
v. deliver {7}, 31
deliver the goods
e.g. BTEMBREVTTRRERIE, BIRAFITEANGERER{TIE

In view of the fact that we are fully committed at the moment, your order can not be

delivered in advance.




Arm Yourself

3 effect v. S£1T, =L
effect shipment 1=
effect insurance ¥ {&
effect payment 3z {7 X1
n. effect 3R
go into effect 3K
in effect F3E_E
to the effect 222
personal effect P> A=
adj. effective B3 Y
effective demand B3 =k
effective date B H, &RIHELNHIRBIHIHES
effective period B %A
effective exchange rate SEfR;C &R
e.g. LPpr L A BIREHIZERNTE
The company agreed to what was in effect a reduction in the price.
15 TEHERIRIT, REEEKIRITAMNFAILIERIE,
They wrote a letter to the bank to the effect that they would ask it to open an L/C for
them.

12

[5]




Arm Yourself

4 purchase v./n. 3L
make a purchase 4 3E
purchase sth. from sb. M..... AL 32
the purchase of sth. lSEf+ 4,
purchase confirmation MBI\
purchase on our own account BH1 &S
e.g. FATFAIAC MR SE T 500 FEESH

We confirm having purchased 500 tons of goods from you.

Or: We confirm our purchase from you of 500 tons of goods.




Arm Yourself

5 dispatchv. BiX, IRKIE; n.RIE, &XI&
dispatch the goods £ 15 %%
dispatch the cable & E83)R
dispatch an engineer k1% T2
dispatch sth. to somewhere or sb. &Zi%X, &
dispatch a person to your end JJRIE
e.g. ZMNEFLRFH, MRFAXEYRESERAF, HTEMNIEIL.
We would like to claim beforehand that if the quality of the goods dispatched by you is
not in accordance with the contract, we have a right to refuse the goods.
EMNER -V gemREMEN A S 2R FED.

We’'ll do our utmost to ensure the prompt dispatch of the goods to your port.




Arm Yourself

6 consignmentn. £ix, KENEY;, FE, FE

consignment goods ZH &%

a8
&

a consignment of goods — 3t &%
on consignment terms LAZEHF I\
V. consign £1&
consign the goods &
e.g. RIELEYHEHES RYIFHFIE,
It is expected that the consignment will be ready for shipment in the early part of

August.




Arm Yourself

7 asregards XT
[E X : regarding, with regard to, in regard to, concerning
eg. XTHRHBENEAR, B THREH,
As regards the balance, we will inform you in a few days.
V. regard... as...
eg. EMNBBHFRTAARGRAMNBES, BERESR.

We note with surprise that the price quoted by us should be regarded as

comparatively high.




Arm Yourself

8 unacceptable adj. FA#EXHY, acceptable adj. AI 52 HY
e.g. MEFMBIRAAILUERE, HILHZFFIE.
If our price is acceptable to you, please let us know.
FRMBREREFIMAERLTBERS.

Your price is competitive and acceptable to us.




Arm Yourself

9 resultin &

REIEIRS FHIR KA.

e.g. x=k1&
Delay in shipment will result in great losses.

result from BB F...M5l&E, UEALR) 2% F. =4 F (RAFENES, Xk
W EhI\)
e.g. MBETEARAMHKXTKRIIFE.

The declining price resulted from the fact that the supply exceeds the demand.

EL&s: result in Sresult from

RA—EEEE T HRE %R,

e.g.
You must be aware that the inferior packing results in the damage to the goods.

Or: You must be aware of the damage to the goods resulting from the inferior packing
HA RIS R {ESRT X 71000 MR Fe4 L 52,
Our recent exchange of letters resulted in a transaction of 1,000 tons of goods.

Or:  The transaction of 1,000 tons of goods resulted from our recent exchange of letters

12 2]
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ZEJLRER, IXNFEERXZPRELRZZRI A . EEEXZENS
EEHHHEIELZTRIOMNFEN, AERERBREFGSXAEITERN—MEERNR
o (KEEERFRSEYHESEAY) F18 FE—FRME: “HAN AFRS ML E
TARTRRIE—IAN, BIRER. SRBATHREAFTER. 7 FHitt, SMEPE
THEEE LB, wMEZFUATEANFRME:
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O EZWIMERREK;

@ EZ WIS L ZETT;

O ZZHELXBENBIHIRNENELZE A



Make Yourself Skilled

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

/

.
repeat orders

purchase conf%
delivery date

dispatch department

D/P at 30 days’sight

e

/'ﬁ—‘é

— L

effect payment =

S

%

b H M

/30 K HAAT

(RE/IT

TRHERT]

ES )

BN\ 2L

H




Make Yourself Skilled

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

(1) Our clients are satisfied the quality of your computers.

A. for B. to C. of @with

(2) We will 500 tons of goods you because of your competitive price
and good quality.

A. sell... to @purchase... from

C. order... with D. send... to

(3) the date of shipment, we will inform you in a few days.

A. As regards @ As for C. Now that D. Because of

(4) Our recent exchange of letters resulted a transaction of 1,000 tons of goods.
A. from B. to C. with @in

(5) Payment by D/P at 60 days’sight is unacceptable us.

A. for @to C. with D. from




Make Yourself Skilled

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

[dispatch consignment delivery effect shipment acceptable }

(1) Owing to heavy commitments, the goods for  delivery by the end of this year

have been sold out.

(2) You may rest assured that we shall _effect shipment ith the least possible delay upon

receipt of the credit.

(3) We will dispatch your goods as requested.

acceptable

(4) If your price is attractive and delivery date can be to us, we shall

place our order with you immediately.

(5) The consignment covering our Order No. 872 arrived last Sunday.




Make Yourself Skilled

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

[(1) We hope that TR48E1E8 B RILI1X. (consignment, dispatch)

We hope that the consignment will be dispatched before August.

{(2) We are sure that HORHITT SRS EMARKR A ZWHE—F LK. (result in) }

L We are sure that this first order will result in further business in the future.




Make Yourself Skilled

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

[(3) A1 X —FXIRHE. that our glassware are popular in your market. (be satisfied
with )

We are satisfied with the fact that our glassware are popular in your market.

We are pleased to confirm having purchased 50 metric tons of peanuts from
you.

{(4) We are pleased to confirm M{RACIFS0 FERYTEAE . (purchase) }




Make Yourself Skilled

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

(5) We believe that 11 B15 HBEIRILL3Z 55, (make delivery)

We believe that delivery can be made before November 15.




Make Yourself Skilled

( lll. Comprehensive Training )

Place An Order ] 58

Objectives of TrainingS= Il B Y

Through training, students learn how to place an order as an importer.

B, FENZFIMEAEORMITET] L%



Make Yourself Skilled

( lll. Comprehensive Training )

dt 2

Training Background £S5 &=

Eirik Davis, a Danish customer, recently received samples of new juice products from
his supplier Li Dong in China. After screening, Davis selected two juice products and
prepared to place orders with suppliers. The selected products are as follows: orange juice
G112 (500 cases) and blueberry juice G124(500 cases). Please write an order letter in the
name of Davis in list form. Price, trade terms, delivery date, payment terms, packing and
other terms are to your option.

P& E P Eirik Davis ILHE T EPEH#NEFERFRORTHmEm. £
WREE, Davis BT RFERTFmAESSHNEERITIIE, HEFH~mE: 18
iTG112 (500 #8) FAEEZET G124 (500 #8) o LA Davis B X E—HITHE, LIF
BENFIER. N8, 5K 3 RAR. BRFEREM.



Make Yourself Skilled

( lll. Comprehensive Training )

Training RequirementSCEiIl & 3K
Write the letter according to the training background. The format requirement:

from the salutation to the complementary closing.

RFETNEREE. BAEX: NREEFRES, ELERBUE.



Make Yourself Skilled

( lll. Comprehensive Training )

Training Guidelines3Z I3
Writing Points of Placing an Order 1] B R E{EE o
An order is a stated intention to engage in a commercial transaction for specific
products, including:
Opening: the conclusion of the business, which are:
a. confirming the terms and conditions of the business;
b. sending the order.
Body: the details of the goods, which are:
a. the description of the goods(name, quantity, specification, price, number);
b. the statement of the mode of packing, the port of destination and the time of
shipment.

Closing: expectation of confirmation.
s



Make Yourself Skilled

( lll. Comprehensive Training )

K KRR Z, BfE—

1. #IN3Z 5 R TR R 51 5

2. KX,

EX: EmiEHAET, S —

. mmfEi (maE. BE. A8 8. 555) ;
2. FFpir B RGN BRVE. RIBATE.

HRE: REFEAZERRIHIA.



Make Yourself Skilled

( lll. Comprehensive Training )

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

(1) We take pleasure in enclosing our Order No. X X for X X. F 1RS> 4kEeR M - B %
X XBIEXXSITE,

(2) We hope you will make delivery by the end of ... E A 1B EIRFTE...... BIERI3Z 5.

(3) We will reserve the right to cancel this order. I G TENFIEGHEITE

(4) reject the goods FEZEUA B

(5) for any delay in shipment [E|3Z 58 HEi%

(6) for your reference 5 2R FESE

(7) Please kindly let us have your confirmation. REFIA A -



Make Yourself Skilled

( Reference & &EF R )

Dear Mr. Li,
We thank you for your quotation of May 9 and the samples of juices.We are

satisfied with the quality and take pleasure in enclosing our Order No.121 as follows:

Order No.121
Unit Price
) ) , (per case) .
Commaodity [tem No. Specification Quantity Amount
FOB Shang
Hai
: 250ml/tin
Orange Juice G112 _ UsSD20 500 cases USD 10000
24tins/case
) 250ml/tin
Blueberry Juice G124 : USD235 500 cases USDI12500
24tins/case
Total Total
1000 cases USD 22500




Make Yourself Skilled

( Reference & &EF R )

We hope you will make delivery by the end of July. Our company will reserve the
right to cancel this order or reject the goods for any delay in shipment.
For your reference, we wish to effect payment by D/P at 60 days’sight. Please

kindly let us have your confirmation.

Yours faithfully,
Eirik Davis

Manager




Supplementary Reading

( 1. Placing the First Order (A Relative Letter to Lesson 6 Readingl) )

June 25, 2021
Dear Mr. Huang,

Thank you for your letter dated June 10 and quotation.

We feel quite satisfied with the quality and specifications of your products after we
studied your samples. Meanwhile, we also know from your letter that you will grant us
a 5% discount for the order over 1,000 sets. We are placing an order with you for
5.000 sets of vour Heart Rattan Baskets. As we are in urgent need of these products,
please make shipment immediately, As soon as we receive your confirmation on the

order, we will inform our bank to open an irrevocable L/C in your favor.

You may find it interesting that there is a great demand for woven products in our
market. If your shipment 15 what we have been expecting, subsequent orders will be n

large quantities.

Please pay your timely and great attention to this order. We are looking forward to your

early reply.

Yours sincerely,

Michael Rigom



Supplementary Reading

( 2. An Order (A Relative Letter to Lesson7 Reading?2) )

September 4, 2021

Dear Mr. Wang,

Order No.393

We are pleased to confirm the mails exchanged between us. From your vesterday "s mail
we find the price you quote is satisfactory. In order to promote our business relations
and our friendship, we accept your discount. We now take pleasure in placing the

following order with vou:

Commodity Quantity  Size Unit Price Total
(CIF London)
Women's 100% 10,000 pieces 8 £570.00/100 pcs £ 57,000.00

Cotton T-shirts 10,000 pieces 10 £570.00/100 pcs £ 57,000.00
10,000 pieces 12 £570.00/100 pcs £ 57,000.00
10,000 pieces 14 £570.00/100 pcs £ 57,000.00

£ 228.000.00

The L/C will be opened in 15 days in favor of your company. Please note that the sales
season 15 drawing near and the goods are urgently required in our market. We appreciate

it if you can dispatch the goods as soon as possible,

Yours truly.
G. P. Johnson



Supplementary Reading

(3. An Order (A Relative Letter to Lesson 7 Specimen 2))

Dear Mr. Li,

We are glad to inform you that we are satishied with vour price given on the previous
letter. We now place an order with you for 50 metric tons of garlic of 5cm. Please

confirm the order and send the contract soon.

Yours faithfully,

Naniek Utami Handayani



Lesson 9 Sending a Contract EnEXS[E

( Specimen 1 Sending a Contract )

China Win-Way Trading Co., Ltd.
No.40 , Qianjin Street , Baiyun District ,
Guangzhou, Guangdong,
China, 510000
July 29, 2021

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

Dear Mr. Handayani,

With reference to the e- mails exchanged between us, we are pleased to confirm having

concluded with you a transaction of 50 metric tons of garlic. Enclosed you will find our

Sales Contract No.354 in duplicate, of which please countersign and return one copy to us

for our file.




Sending a Contract EES[E

( Specimen 1 Sending a Contract >

Please open the relative L/C at an early date, so that we can arrange the shipment as soon as
possible.

Looking forward to your immediate reply.

Yours faithfully,
Li Wen




Sending a Contract =&5E

( Specimen 2 A Counter Signhature )

May 3, 2021
Dear Mr. Li,

We have duly received your Sales Contract No.354 for 50 metric tons of garlic in duplicate.

As requested, we return herewith one copy completed with our counter signature.

We have already established with the Bank of China, Jakarta the relative L/C, which we

believe will reach you soon. Upon receipt, please arrange shipment and advise us of the

name of steamer and date of sailing immediately.

Yours sincerely,

Naniek Utami Handayani




Sending a Contract =513

Sales Contract A& o name of steamer 5 4
counter signature 2% date of sailing FrAL B 2



Arm Yourself

1  exchange v./n.3Z#, TR, ik

e.g. HIBAL.
Exchange what one has for what one needs.
FARARD I

We are short of cash in foreign exchange.

exchange rate ;L&
e.g. SRHPLERL KFEH252 HIit,
The exchange rate today is 252 Japanese yen to the pound.

exchange of sth. 3Z#&, 327k, Hift




Arm Yourself

2  concludev. xRk, BH, SEI
conclude business with sb. F...... {3
e.g. BEIRALACIF YN AR FIEATHI I A 3Z
Usually, we conclude business on CIF terms with our customers.
BNESHRAEMEERBATNBRRIE T IS,
We've concluded business with other buyers in your area at our level.
n. conclusion &518, R3S
e.g. IFESEH, FAEEAS50 M EELERAIAZ S
We are glad that the deal for 50 tons of Chinese rebar has been brought to a

conclusion.




Arm Yourself

3 transactionn. 35, B3
conclude a transaction with sh. %3
v. transact lEE, B3
transact business with sb. in sth.
transact sth. with sb.
e.g. XRRZ G INIREERNIKEAL T <RS-

The conclusion of this transaction will mark the beginning of our long friendly

relations.
HATHAZRNEFIR RGP ATHRNBKBILD.

We desire that you give us big concessions in the first transaction.




Arm Yourself

4  in duplicate —R %

duplicate n. 8%, E&lm, WpFH—H; v. &, EE
e.g. BEL R IRACH —FOIARL?

Could you duplicate the key for me?

duplicate your order of 2£71], $H=Frepeat your order of

JEEI[X 47 : duplicate your order: supply again

duplicate our order : place a repeat order
e.g. A TEHRREIRFTIE100 S 424041 .
We would duplicate the order for 100 sets.




Arm Yourself

5 forourfile 744, VA1, F&
e.g. XL HEIBFFHEIAZTEI,
These documents will be arranged for our file in order to be consulted.
file n. &E, HR
e.g. HRAINERKMA, AEZFRIRAWEHRN—5.
Our files indicate that you bought from us about two years ago one set of knitting

machine.
file vt. Y3

e.g. RN, HTHAHBARKRESXE, MEAFRAFANGFEAEZRHIERSE.
We regret to find it necessary to file your enquiry for future reference as we are at

present not in a position to make any firm offer.




Arm Yourself

6 arrange v. &ZHF
a)3\: arrange (for) sth.
arrange for sth. to be done

arrange for sb. to do sth.

arrange to do sth.
e.g. BN ZHERBHARTTH.
There is nothing unusual of our original arrangement.
A 2IA R IR B #MaF 2 HE.
Arrangements had been made before they arrived at the hotel.

RELE AN BYF B E ~ it kI ?

Do you know the arrangements they have made concerning the year’s production?




Arm Yourself

7 duly adv. X B ith

[E X : in due course, in good time, in time, in due time

adj. due
(1) X8y, MY

e.g. BINFEXEXZMRIRFHEIL100 ETT.
We send you a check in payment for USD100 due to you.
RIRFHREFEARA T
The commission due to you will be paid at the end of this month.
(2) EHRY

e.g. ZRIEIHNZEIR, MITREREZINAVEL
After due consideration, they decided to accept our proposal.
A EEE S RIFHE TR
We hope that the payment will be made in due time.
(3) AER, HER, FRHARY

e.g. KHLET10 2%

The plane is due to take off at ten.
R e EN RN TET TR AN.

S.S.“ Dongfeng ” designated by you is due to sail at the beginning of next month.

12 2]




Arm Yourself

e.g.

(4) EHARY
RAEERILEEH.

Your L/C has come due.

prep. due to & A

e.g.

e.g.

adj.
e.g.

[X 53 Fowing to

YA EBEA REKR5EN.

The damage to the goods is due to improper packing.
BANRERABTHRNTEAZENFRAMERLEIR.

We greatly regret the delay which has been due to circumstances beyond our
control.

BHTEENIER, slETHRK.
Loss occurred owing to careless packing. (owing to % FTF1K1E)

Loss is due to careless packing. (due to A[{EZRIE. EIL)
overdue #BAY, 13HA

KT20 MEAKARERIRMBEBETHR T

The shipment of 20 tons of rice is rapidly coming overdue.




Arm Yourself

8 asrequested  IRHR...ZEk
v./n. request 3k
request for sth.
request sb. to do sth.
request that
eg. NFAREREX, FLOFREH.
We are sending the counter sample at the request of your agent.
BMAEIRNBE R BT IBEAZ L 5 R RAEK .

We hope you can give prompt attention to our request for the establishment of

business relations.




Arm Yourself

9 advise v.1EEI; #E
e.g. RIVERTFHMSIBHIRFGZEHA,
We will advise you of the delivery time as soon as we make preparation.

advise /persuade sb. to do sth. M FEAMFESE




&E
BT RTHANRFIZZS, HINEESSZEFER—RIIBTHYL. B2, BETEAX

WNEBLRS, BNMNNBEERNARNMAEA. aRIEEZEEN S, —Bili,

LUERRGENRHNEER—. SRR SH, PEERFENLEEEE. BE

ERIEFERNER. AP, P, FER. ITEFE.

O FXAA[E (Contract) : BELMHIFH, MAERFEITWHHIINFINEZRLEFVUG
FIALIB G EEAIERME, EERFEHE @M EELIR KA 5 .

@ iAH (Confirmation) : EXENERE, FEHEXMEE, FTEEHTRIZEEIT
BN ELTTENRIE,. SHEFKAMINAIZS.

® thil+ (Agreement) : ERBRIENAIN, AIEIAEE. MIPHHE T ESEMN
FRIWRFINE, BLAESERI—HEFEENN; BEENENGEEERS FH

FER ‘Mt , MEREEENI.

O ZF=X (Memorandum) : EFERIERAKAR, HURETANER. &S
WWERNX S EHTEE, B, B, HEWNHFZEF, ERAE—#HEBGEZEAR
7.

@ 1TE (Order) : ITREEXFHITEITME, IENHFIERX GG, HEFBET
EERIS AP AREEEES, EXHSZ—H. BEEEEAXZAFSEEIEMHEN
ITREHkR, EXIHEE. XELPREMREMEERE.



Make Yourself Skilled

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

- & - )
Sales Contract — 2
counter signature Ve izl
conclude transaction \ o — M
date of sailing " H A

A

\\%%éﬁ

\\ﬁﬁi%

N e

in duplicate

make arrangement




Make Yourself Skilled

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

(1) We hope you can give prompt attention to our request for the of the
relative L/C.
A. establishing B. establish @establishment D. established

of letters, we are pleased to confirm having concluded

(2) Referring to the latest
with you a transaction of 100 tons of coal.

A. exchanged B. exchanging C. being exchanged @ exchange

(3) Thank you for your repeat order which, as usual, 1s receiving our immediate attention.

As , we will effect the shipment well in time.

A. advised B. referred @requested D. concluded




Make Yourself Skilled

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

(4) We have made out and sent you our Sales Confirmation No.6060 and

please send back one copy duly countersigned.

@ in duplicate B. of duplicate C. of two copies  D. in two copies
(5) We will you of the delivery time as soon as we make preparation.
A. mention B. note C. learn @ advise




Make Yourself Skilled

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

[in duplicate upon receipt as requested arrangement exchange }

(1) We are sending the counter sample s requested

(2) Free €xchange  ofo00ds was advantageous to all.

(3) Please make the Sales Contract in duplicate

(4) We want you to arrange shipment UPOT receipt  of this letter.

(5) We have made the Arrangement .o they arrived at the hotel.




Make Yourself Skilled

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

(1) IEKFATHYEE FHR 413K has resulted in this conclusion of transaction. (exchange)

SR

The recent exchange of E- mails between us has resulted in the conclusion of
the transaction.

)

(2) We are very pleased to enclose S/C No.2060 in duplicate, IH{RFEFHIR E—14},
LI 3T FH. (countersign, for our file)

SN

We are pleased to enclose S/C No.2060 in duplicate. Please counter sign one
copy and return to us for our file.

)
- J O J . J




Make Yourself Skilled

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

[(3) We’ll make shipment, #RAEEIFHISBFRRGATRFFAMHEHEA. (advise)

We’ll make shipment, and after shipment we’ll advise you of the name of the
vessel, and the date of sailing.

{(4) We agreed to LAEIES500 SETTHINI8IARK I Z . (conclude) }

L We agreed to conclude the transaction at the price of USD 500 per ton.




Make Yourself Skilled

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

(5) 1zBBAEZEk, we will make shipment before September 10, (as requested)

As requested, we will make shipment before September 10.




Make Yourself Skilled

( lll. Comprehensive Training )

Sending a Contract HiX &[G
Objectives of TrainingSE1)I|H AY
Through training, students learn how to write a letter of sending a contract as an

exporter.

BELI, FENFIMEALOFRINMTEFESREH.

/



Make Yourself Skilled

( lll. Comprehensive Training )

===}

Training Background SEVIIE =

Zhejiang Xing Xin Textile Company has concluded a transaction for bed sheets and
pillowcases with Aloman Trading Company of Britain recently. Please write a business
letter of sending a S/C in the name of Xing Xin Company. The letter should include the
following contents:
a. to confirm the order (No. 237) for bed sheets and pillowcases
b. to send a S/C (No. BP 103), asking for the counter signature
c. to hope for the opening of the L/C
d. to ensure prompt shipment

e. the expectation for further orders
s



Make Yourself Skilled

( lll. Comprehensive Training )

ALIARRG AR ATIEBEREMNSERZ AREM T —EXTREMMKE
M5, BUHRARINEXNE—HEEHEEMABNELER. EHRREIEUT
SE
a. FIAR R AL ERMITR (RS: 237 5)

b. FEHEMWMAPR (RS BP 103), X%
c. HEBRFHERIE
d. PRIEIZAT 3 55

e. WiE—SIT SRRV



Make Yourself Skilled

( lll. Comprehensive Training )

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

the salutation to the complementary closing.

RFLVEREE. BRAEXK: NREEARES, ELRBUE.



Make Yourself Skilled

( lll. Comprehensive Training )

Training Guidelines3Z I3

1. Writing Steps 51E20 1

Writing Points of Sending a Contract X &SRR EEE =

Opening: confirming the business.

Body: a. sending the Sales Contract;

b. the main clauses of the contract, reflecting duties and obligations of both parties.

(commodity, quality, specifications, quantity, price, packing, shipment and
payment, etc.)

Closing: expectation of the counter signature.



Make Yourself Skilled

( lll. Comprehensive Training )

5 WIANRZFIERK.
IEX:
1. KX &E[E;
2 (ER) RANAFNFNSHEREESN (Wma. RE. A%, BE.

g, Bk, REMHARARF) .

My
b

ZE: HIERIRS



Make Yourself Skilled

( lll. Comprehensive Training >

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

(1) We are very pleased to confirm having concluded with you a transaction of... T 1R &
KBNS RFIER. ... M2 5 .

(2) Enclosed you will find our Sales Contract No. X X in duplicate. BEeR M L5 X X S%H
E&E, —XFEH.

‘a

(3) Please countersign the contract and return one copy to us for our file. IF& & & [E)H

L}

Bl — {3 B ENHH T 5 745
(4) Please open the relative L/C at an early date. IFREFIZHEXEHIE-

(5) arrange shipment ZHEIKI1Z



Make Yourself Skilled

( Reference & &EF R )

Dear sirs,

We have booked your order No. 237 for bed sheets and pillow cases and are sending
you herewith our Sales Confirmation No. BP 103 in duplicate. Please counter sign and
return one copy to us for our file.

It is understood that a letter of credit in our favor covering the above-mentioned
goods will be established immediately. We wish to point out that the stipulations in the
relevant credit should strictly conform to the terms stated in our confirmation. You may
rest assured that we shall effect shipment with the least possible delay upon receipt of
the credit.

We appreciate your cooperation and look forward to receiving your further orders.

Yours faithfully,

kkk




Supplementary Reading

( 1. Sending a Sales Confirmation (A Relative Letter to Lesson 8 Reading 1) )

July 2, 2021

Dear Mr. Rigoni,

We have great pleasure in enclosing copies of emails exchanged between us resulting in
the conclusion of business for 5,000 sets of heart rattan baskets.

We enclose our sales confirmation No. 52021805 i duplicate. Please sign the bottom
copy and return it to us for our file. We look forward to receiving your future enquires

and orders.

Yours faithfully,
Huang Kai



Supplementary Reading

( 2. A Sales Confirmation >

BEHEEAS
A SALES CONFIRMATION

£ 7] 545 8/C No. : S2021808
4+ H U4 Date: 2021-7-02
weeih & Signed At GUANGZHOU

3 77 The Seller: CHINA WIN-WAY TRADING CO., LTD.
Hk F A ATTN: HUANG KAI
fth ik Address: NO.40 , QIANJIN STREET . BAIYUN DISTRICT .
GUANGZHOU,GUANGDONG,CHINA , 510000
H1 3 Tel: 0R6-020-86497518
{% 1 Fax: 086-020-86497518
1 F-HE4: E-Mail: China Win-Way(@hotmail.com
4. i The Buyer: EAST-WEST TRADING GMBH

I F A ATTN: MICHAEL RIGONI
IS



Supplementary Reading

( 2. A Sales Confirmation )

Mt Address: NO.40 , QIANJIN STREET , BAIYUN DISTRICT ,
GUANGZHOU,GUANGDONG,CHINA , 510000
FL i Tel: 086-020-86497518
{& 11 Fax: 086-020-86497518
L HIEH : E-Mail: China Win-Way(@hotmail.com

4} The Buyer: EAST-WEST TRADING GMBH

e 5 M ATTN:MICHAEL RIGONI
Hohl Address: OTTO-HAHN-RING 20, D-81739 MUNCHEN, GERMANY
LIl Tel: D049-89-63601
{4 1 Fax: 0049-89-63652000
HL -4 E-Mail: East-West{@hotmail.com
TN R T R T 8T T

We hereby confirm having sold you the following goods on terms and conditions as

specified below:

NG E L 2.80E 3.8 4 By 5.8H
COMMODITY QTY | UNIT PRICE AMOUNT

HEART RATTAN BASKET | 5,000 SET EUR 9.5 | EUR 47,500.00

FOB GUANGZHOLU EUR 47,500.00

6.
Packing: BE PACKED IN POLYBAGS OF ONE SET EACH, 20 SETS TO A

CARTON LINED WITH WATER PROOF MATERIAL



Supplementary Reading

( 2. A Sales Confirmation >

7. FazlipR

Time of shipment: ON/BEFORE OCTOBER 31, 2021
B, iz L H Ab ik

Loading Port and Destination Port: SHENZHEN, CHINA TO MUNICH, GERMANY
9. itz FOFE G

Partial Shipment and Transshipment: ALLOWED
10. 3faREk

Terms of Payment: BY IRREVOCABLE LETTER OF CREDIT PAYABLE BY
DRAFT AT SIGHT. THE RELEVANT L/C SHOULD BE OPENED AND REACH
THE SELLER 30 DAYS BEFORE THE MONTH OF SHIPMENT, AND VALID FOR
NEGOTIATION IN GUANGZHOU, CHINA TILL THE 15TH DAY AFTER THE
LATEST DATE OF SHIPMENT.
1. i=ftnid

Shipping Mark: AS PER SELLER 'S OPTION



Supplementary Reading

( 2. A Sales Confirmation >

12, i
Remarks:
L h U]
THE SELLERS THE BUYERS
¥ M
SIGNATURE SIGNATURE
H 1] SR
DATE DATE

T A= [R5 5 A o] — (i Y
PLEASE SIGN AND RETURN ONE COPY FOR FILE
*RELL A A T S%dT IS BY RS



Sum-up /NG

A transaction is concluded after an offer has been accepted or an order has been placed. A
contract should be made out according to the terms and conditions. The buyer and the seller

may conclude their business by using the sentences and main points as follows:

1. Placing an order, typical sentences and expressions such as :

@ We can accept your offer on these terms, and are pleased to place an order for...
BATAIRIE SRR ARG IRE, REMEERAITAE. ...

@ Pleased send us the goods as follows:
BRHAEF Y Em:

@ With reference to your quotation, we enclose our order for immediate delivery.
LR FMN, FABEMITR, BKIBIRIE.

@ As the goods are urgently needed, we should be grateful for delivery by...
BT2Fukss, Wmee.... 5iagse, BATHIEERA.

A



Sum-up /NG

2. Confirming an order with typical expressions as follows:

@ We are pleased to acknowledge your order for...
REHWEIR..... T8,

@ Your order is being processed, and delivery will be made as requested.
EELIBRAITER, FrERRLE.

@ We confirm that shipment will be made by March 15 on your request.
BAMRARBIRGEXR, I T3RISHAIERE

@ Delivery will be made on receipt of your confirmed irrevocable L/C.

—WBIIR TR 2B AATREEERIE, FNABIERIE.



Sum-up /NG

3. Declining an order with typical expressions as follows:

@ We regret to inform you that the goods ordered are out of stock.
RIZMEMBEHICRTT, AT A& TTis.

@ We can offer you a substitute which is at the same price and of the similar quality to the
goods ordered.
BT LR B IRAE K@, Nig. REEBRAIT K —#.

@ Unfortunately the goods you ordered can not be supplied due to heavy commitments.
RIZME, FRIT SRR TIT R RS AR,

@ Because of the high cost of the raw material, we find it difficult to...
RTEMBRARS, FATARRE. ...

@ We regret that we have to decline this order as...

BB, BT FETERITE.



Sum-up /NG

4. Concluding a transaction with typical expressions as follows:

@ We are glad to have concluded this transaction with you by sending...
REXSRFERXS, FE......

@ Although your price is below our level, we accept your order in view of our initial business.
BAMRFMRERNNK, EFRIXZRNCBNE—ERS, MEZIRFIEE
It

@ We agree to conclude the business at the price...

EMNEIERE..... MK,



Sum-up /NG

5. Sending a contract with typical expressions as follows:

@ We are pleased to enclose our contract...
REABEERM E..... . &F.

@ We are enclosing our S/C No. 12 in duplicate.
BEER M E12SHESRE, —AMHR.

@ You will receive our S/C and please countersign and return one copy to us for our file.
RSB RIERFHESE, BFEEHRE—HHEEFFHE.

@ Our S/C No.12 in two originals was airmailed to you.

MEERFLRIRF12SHERR], —AFH.



