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习 题 答 案
Unit One  Business Letter-writing

Part Four: Exercises

I. Answer the following questions:

1.
Generally speaking, the functions of a business letter may be said to be:

1)
To ask for or to convey information;

2)
To deal with matters concerning negotiation of business;

3)
To confirm cables, telexes, telephones or face-to-face talks, especially important ones
2.
Because at present many business messages are sent by way of fax or e-mail, and the language and the style used in fax and e-mail are quite similar to those used in the traditional letter, letter-writing is again considered quite important in our business activities, other than telexes or telegrams.
3.
An effective business letter requires of our writers good English and basic knowledge of international trade business.

4.
They are the basic principles of good business letters, which are commonly called “the seven C’s”, i.e. 1) Consideration; 2) Courtesy; 3) Clarity; 4) Conciseness; 5) Concreteness; 6) Correctness 7) Completeness.

5.
The “You-attitude” means that we should prepare every message with the reader in mind and try to put ourselves in his place. To put it more clearly, we should try to see things from his point of view, visualize him in his surroundings, see his problems and difficulties and express our ideas in terms of his experience.

6.
Conciseness means saying what you have to say in the fewest possible words without losing clarity, courtesy, completeness and good English.

7.
They are the older/conventional indented style and the modern/fashionable blocked style.

8.
The features of the indented letter style are as follows:


1) Each paragraph is indented four spaces.


2) “Closed Punctuation” is used.


3) The complimentary close is centered, and so is the signature.


The features of the blocked letter style are as follows:


1) All typing lines begin at the left margin.


2) “Open Punctuation” is more often used than “Closed Punctuation”.


3) At times the date is placed in its usual position on the right.
9.
There are seven basic parts in a business letter. They are: 1) the Letterhead, 2) the Date, 3) the Inside Name & Address, 4) the Salutation, 5) the Body (the Message), 6) the Complimentary Close, and 7) the Signature.

10.
The business letter must be dated. An undated letter has no legal force.

11.
1) J. B. Peterson & Co.

12.
The first paragraph usually refers to previous correspondence; the paragraphs that follow will contain further details of the subject and the closing paragraph is a statement of your intentions, hopes or expectations concerning the next step.

13.
The “Identification Marks” means the initials of the signer of the letter and the initials of the typist, it is usually typed at the lower left margin (two lines) below the typed name of the signer.

14.
We should have the “Enclosure Notation” on our stationery if we are to attach something to our letter since this notation is useful not only to those sending the mail but also to those receiving it. If the letter shows that there is an enclosure, the person folding the letter is reminded to include it and the person opening the letter can easily check to be sure that the enclosure is included. This is done also for filing purpose.

15.
The essential elements on our business envelope are: 1) the return address; 2) the outside name and address; 3) the stamp.

II. Multiple choice:
1. B　2. C　3. A　4. D　5. D　6. B　7. A　8. C　9. D　10. D

III. Fill in the blanks with appropriate words:

1.
1) Consideration　2) Courtesy　3) Clarity　4) Conciseness　5) Concreteness
6) Correctness　7) Completeness

2.
Good, straight-forward, simple

3.
1) the indented style　2) the blocked style

4.
1) the Letterhead　2) the Date　3) the Inside Name & Address　4) the Salutation　
5) the Body (the Message) 　6) the Complimentary Close　7) the Signature

5.
good English

6.
legal force/authority

7.
a personal element

8.
legal force/authority

9.
1) return address　2) outside address　3) envelope

10. “You-attitude”
IV. Arrange the following in the form of a letter, and then write an envelope for it:

Sichuan Provincial Textiles Import & Export Corporation

182 Jianghan Road, 610031,Chengdu, Sichuan, China

Tel: 028-86634049 Fax: 028-86631283
E-mail: dept1@sctiec.com
Web-site: http://www.sctiec.com/neic/gsjj.htm
February 23, 2009

The Pakistan Trading Company
15 Broad Street

Karachi

Pakistan

Attention: Import Dept.

Dear Sirs,

Subject: First Enquiry

Your name and address have been given to us by ABC Co., London as a prospective buyer of Chinese Silk Piece Goods. As this item falls within the scope of our business activities, we shall be pleased to enter into direct trade relations with you.

To give you a general idea of the various kinds of silk piece goods now available for export, we enclose a pamphlet and a pricelist for your reference. Quotations and sample books will be airmailed to you upon receipt of your specific enquiry.

We look forward to your favorable reply.

Yours faithfully,                                
Sichuan Provincial Textiles Import & Export Corporation

(signature)                                    
Li Ping                                       
Magager                                     
Enc. As Stated

	Sichuan Provincial Textiles Import                       
Stamp

& Export Corporation

182 Jianghan Road, 610031

Chengdu, Sichuan, China

The Pakistan Trading Company
15 Broad Street

Karachi

Pakistan

Attention: Import Dept.




V. Fill in the missing parts:

16 October, 2009

Manager

ABC Co.

123 Fifth Avenue

New York

U.S.A.

Dear Madam or Sir,

Subj:/Re: Mr. Jack Harper’s Address

Our Sales Manager, Mr. Jack Harper, will be in New York on business for ten days. His address is as follows:

…
We should be glad if you could contact him directly.

                                      Yours faithfully,

                                         (signed)    
Encl.

c.c. 
VI. Translate the following into Chinese:

1.
信文是你的主题的一种书面形式。在信文中，你想要收信人心中与你怀有同样的主题或概念。你力图使他能够以你看问题的同样方法去看待这个概念，像你理解它那样去理解它，像你琢磨它那样去琢磨它。你（所写）的商务书信的成功程度，可以通过最终由你的收信人对你写信时所具有的主题的看法的相同程度来衡量。

2.
你将何时使用书信？备忘录？报告？传真？电子邮件？只有你才能决定，因为这取决于只有你才知道的情形。


书信是一种普通的商务交际手段。备忘录用于公司内部交流。报告的重要优势是它可以用于复杂的问题。至于书面交际方式，传真和电子邮件是迄今与国外客户最快的联络方式。如使用后者，可传递更多的内容，如声音、图片等，尤其是活动图像（录像）以及软件程序。

你必须考虑各种方式的优劣势再做决定。
VII. Fill in the blanks with the words given below:

1) writing　2) guide　3) rapidly　4) less　5) like　6) who　7) simple　8) as　9) ever　10) have to　11) create　12) selling　13) and　14) not　15) produce
VIII. Rewrite the following extracts from letters so as to make what improvements you consider to be necessary:

1. We thank you for your letter of January 4 and confirm our letter of November 12 enclosed.

2. We look forward to (the pleasure of) receiving your orders as early as possible.

3. We look forward to (the pleasure of) receiving your L/C as soon as possible.

Yours sincerely,

4. Thank you again for your order, and hope we can obtain further orders from you in the near future.

5. We enclose for your signature one original and one duplicate of Contract No. UE-5923.

6. Replying to your enquiry of 5 May, we send you a quotation for the goods only to be ordered this month.

7. We have received your authorization and have registered it in due time.

8. We thank you for your enquiry of July 27 and are pleased to quote you (for) our timber as follows:

9. Please give us your lowest quotation CIF West African ports for 30 tons of cement.

10. We are pleased to enclose a booklet on Everything Electrical and you will find brief descriptions of the many articles available in it.

Unit Two  Faxes and E-mails

Part Five: Exercises

I. Answer the following questions:

1.
Fax (short for “facsimile”), is a mode of international telecommunications, which has been increasingly in use over the world. It is characterized by using the advanced electronic data interchange (EDI) procedures to make true-track duplicates of original writings and send to the desired destinations. A fax message is sent by use of a facsimile transceiver.
2.
As this is true-track transmitting, any letters, documents, diagrams, patterns or pictures can be used for dispatch.

3.
Fax is usually transmitted through the international or domestic direct telephone. It is charged according to the number of minutes the call actually lasts and the number of pages transmitted.

4.
Fax is superior to other communicating means such as the letter, the telegram, the telex, and the telephone because of the following reasons:

1) The content that can be used for transmission ranges over a wide field. 

In cables and telexes, generally speaking, only English and a few characters can be transmitted; while in facsimiles, all languages (including Chinese, either printed or handwritten), characters, diagrams, patterns, pictures, etc., can be sent.


2) It is fast in transmitting, even faster than the telex, not to speak of the telegram.


3) It is cheap in cost, cheaper than the cable, the telex and the telephone.


4) It is simple as well as convenient to use.

Unlike the telex or the cable, in a fax message, there is no need to use abbreviations or combinations. Instead, you can use plain language. Moreover, the machine can transmit and receive messages automatically, and correct errors in the course of transmission. It is more convenient than e-mails because any sheet of A4 paper can be put through a fax machine and it can also be used by companies without computers or internet access.


5) Unlike the telephone and e-mail, it can provide a written record of what you have transmitted.

5. 1) Since the fax transmitting is similar to the duplicating by a copying machine, it is easy to make imitations of true documents. Thus, care must be taken when we take this method.

2) In international business circle, different country holds different views about the legal force of a fax message. Certain states or districts (e.g. China, s Hong Kong) deem it of no legal force (in international trade).

3) If your message to be delivered needs two or more pages, then a cover letter or fax cover sheet is needed in order to let the operator know from whom the message originates, to whom the fax is directed, as well as the total pages of the fax message.

4) If you are sending a one-page fax message, you may omit the fax cover sheet. However, do include your organization’s name, address, fax/telephone number in the message.


5) Sometimes, an attention line is used when the message is addressed to a company.


6) Make your message as clear and concise as possible, for this will do a lot of good to both you and the receiver.

6.
E-mail (also called mail, net-mail), the short form for electronic mail, is one of the popularly-used functions in Internet. It is sent by use of the computer and the Internet. Being the modernest communication service, it can send a message to any person in the world who has an e-mail address within a very short time. 

7.
It can send not only written materials, but also sound, pictures, especially moving pictures (video clips) and software programs.

8.
1) It can be communicated as fast as international phone call and fax. As it is also a 24-hour service, the message can be received unattended.


2) It is cheaper than an international phone call and fax.


3) The message can be sent easily.


4) The contents for transmission cover a wide field.


5) E-mail creates flexibility in the workplace. Since messages are prepared on a computer, they can be edited, printed out and kept for reference or filing. Moreover, E-mail produces documents to be filed, forwarded or retrieved.


6) It reduces telephone interruptions.

9. Generally, it includes the following five parts: 


1) The Header; 2) The Salutation; 3) The Body; 4) The Complimentary Close and 5) The Signature.
10.
The heading of a business e-mail consists of six distinct information fields. They are located at the corner of the e-mail template, below the tool bar and arranged in the following order:
1) From:  2) To:  3) CC: (BCC):  4) DATE:  5) SUBJECT:  6) ATTACHMENT: 
11.
The following are the main items to be noted when using the e-mail:


1) As the level of formality for e-mail messages depends on the purpose and audience, you should be able to distinguish between formal and informal situations. In different situations, use different business letter formats and writing tones.

2) As the e-mail is meant for quick and simple communication, you should not send dense or lengthy messages. If your message does contain a large document, you’d better send it as a separate attachment. Moreover, you should observe the “48 hour” principle in answering letters.


3) Follow the guidelines talked under the Seven “C” Principles of business letter-writing.


4) Do not use e-mail if the message needs to be private or secure. 
II. The following is the cover of a fax. Make up a fax cover yourself according to the form:

(Omitted)

III. Match the fax/e-mail abbreviations of Part A to Part B:
Part A                   

Part B

TIA:                     

Thanks in advance 
BTW:                    

By the way

AAMOF:                

As a matter of fact
OTOH:                   

On the other hand

IOW:                 

In other words
IV. Give expressions for the following fax/e-mail abbreviations:

N: And             


DOC: Document
FLWS: Follows       

FM: From

FR: For              

PLS: Please

QTN: Quotation    

RCVD: Received 
RPY: Reply           

TKS: Thanks

PMT: Payment     

HTL: Hotel

INFO: Information
 
OFR: Offer
V. Put the following into e-mail messages in English, you may use some simplified words or abbreviations where appropriate:
1.
As we learned from your Embassy that you are a potential buyer of Chinese Textiles, we would like to establish business relations with you. We are now sending you our latest catalogues and pricelists, upon receipt of which please let us have your enquiry by fax.
2.
We regret that your prices for your Phoenix Brand Bicycles are too high to be acceptable and must be reduced by 5%. Otherwise, there will be no possibility of business. Please fax us your reply.
3.
YR FAX 023. RGRT TABLECLOTH NO.08 UNAVLBL. PLS EMAIL IF NOS.05 & 06 ACPTBL N PLS INF QNTY NEEDED N OFR YR PRICE.

4.
TRIAL ORDER 100 PIECES TOY BEAR, TAIDI BRAND. IF SELL WELL, V WL ORDER SUBSTANTIALLY. PROVIDED TOY BEAR UNAVLBL, TOY DOG ALSO ACPTBL.

5.
RE L/C NO.105, 20 M/T RICE SHIPPED S.S.DAQING 21ST. PLS INSURE.

6.
RE 300 SETS SEWING MACHINES UNDER S/C NO. 1102, TIME OF DELIVERY HAS LONG BEEN OVERDUE. PLS COMPLETE SHIPMT BY END OCTOBER. OTHWS, CONTRACT WL B CANCELLED.
VI. Make an English fax by using the following information:

Facsimile

Time: 14:06
Date: Feb.24, 2010

To: Smith Co. U.S.A.
From: SMEIEC CN
           Fax: 0086（028）-32153544
No. of pages: 1                                                                                                                    

Dear Sirs,

Your enquiry for Hand Tools has been passed on to us for attention by the Commercial Counsellor’s Office of our Embassy in your country, as these goods fall within the scope of our business activities.

We are enclosing one copy each of our latest catalogue and pricelist for your reference. As we are receiving substantial orders from our clients, our stock of these articles is limited. Therefore,  we would advise you to place your order with us as early as possible.

We look forward to an early reply from you.   
Yours faithfully,                                           
Manager                                               
Sichuan Provincial Machinery and Equipment Imp. & Exp. Corp. 
VII. Fill in the missing words in the following passage with the words given below:

1) rings  2) up  3) on  4) message  5) telephone  6) connected  7) button  8) of  9) be  10) time
VIII. Group Work:
(Omitted)

Unit Three  Establishing Business Relations

Part Five: Exercises
I. Answer the Following Questions:

1.
Because the foreign trade firms need to maintain or expand their business activities. 

2.
Usually, we can obtain the names, addresses, business scope and other information about foreign firms through Banks, Chambers of Commerce both at home and abroad, Trade Directory, Chinese Commercial Counsellor’s Office in foreign countries and the internet, etc.

3.
Firstly, get the names and addresses of the firms you want to do business with through one or more than one of the above sources. Secondly, make “Status Enquiries” by writing to your bank, any chambers of commerce or enquiry agencies. Finally, if your “Status Enquiries” turn out to be satisfactory, then send a letter (which is usually called “First Enquiry”) or a circular to the firm concerned to build up trade relations with.

4.
The purpose of status enquiry is to get all the necessary information about the financial position, credit, reputation and business methods of the firms the writer is going to deal with. With the information provided by the reliable organizations, the businessman will not feel difficult to decide whether or not it is advisable to do business with the firms.

5.
This is done to enable the recipient to write to the reference directly for information about the credit standing of the writer, thus eliminating the addressee’s trouble of asking the writer for this name.

6.
If you are an importer, you may ask the recipient for a catalogue or pricelist or even samples; and if you are an exporter, you may take the initiative in sending to the potential importer your catalogues or pricelists or quotation sheets in order for him to get a general idea of your goods.

7.
Replies to the first enquiry should be prompt, courteous and complete so as to create goodwill and leave a good impression upon the reader—the firm you will do business with.
II. Choose the best answer:

1—5: BDCAC　6—10: CBCAD
III. Fill in the blanks with appropriate words:

1. in, with　2. by, on　3. as, in　4. under, for　5. joint, to　6. for　7. place, and　8. will, in

IV. Put the following sentences into Chinese, paying special attention to the words underlined:

1. 我们将向你们寄去我方最新商品目录本，供你方参考。

2. 我们将你们列为能够证明我们信用状况的资信证明人。

3. 关于你方9月16日询价，我们欣然向你方报价如下：

4. 现随函附上ABC公司的资信证明书，此文件应予严格保密。

5. 关于我方2010年1月23日的传真信函……。

6. 感谢你方3月5日来函，案号234号。

V. Translation work:

1. From English into Chinese: 


1）我们打算与之往来的公司要我们与你们联系，了解有关他们的业务能力和资信情况。


2）我们希望了解：



  ① 你公司与该公司业务往来已有多久？



  ② 你公司给该公司的信用额多大？



  ③ 该公司还账是否及时？



  ④ 目前该公司欠账多少？


3）不用说，你们可能向我们提供的任何资料，我们都将保密，你方不承担任何责任。


4）你地渣打银行能提供有关我们资信和业务做法的任何资料。


5）现郑重推荐你们所咨询的商行，在我地是最可靠的出口商之一。


6）兹介绍，太平洋公司出口轻工业产品，和世界上70多个国家有业务关系。

7）我方借此机会介绍，我公司为专门经营皮革制品的出口商。


8）我们从中国国际贸易促进委员会得悉贵公司名称和地址。

9）承蒙柯林斯公司告知贵公司名称和地址，并告知贵方欲购进滚珠轴承。


10）贵方询盘已由中国驻罗马大使馆商务参赞处转交我方处理。


11）我们借此机会致函贵方以了解可否与贵方建立贸易关系。

12）我们得悉贵公司名称，特此致函，希望与贵方建立贸易关系。

13）由于该商品属于我们的业务范围，我们将很高兴地与贵方直接建立业务关系。


14）贵公司欲同我们建立直接的业务关系，这恰好也是我们的愿望。


15）我们专营中国手工艺品的出口，愿与贵公司在这行当中做贸易。

2. From Chinese into English: 


1) We should appreciate it if you would furnish us with your opinion on the financial status and reliability of the above firm.


2) We can assure you that any information you may give us will be treated strictly in confidence.


3) As to our credit standing, you may refer to our bank, the bank of China, Chengdu Branch, who, we trust, will supply you with all the information you may require.


4) As far as we know/our information goes, their financial standing is sound.

5) The company you inquired about is one of the most reliable importers in our district and has been for many years enjoying a good repute/reputation among the traders.


6) We advise you to proceed with every possible caution in dealing with the firm in question.


7) We have obtained your name and address from the Commercial Counsellor’s Office of our Chinese Embassy in London.


8) The Chamber of Commerce in your place has informed us that you are interested in Chinese Foodstuffs. As we specialize in the export of foodstuffs, we are willing to enter into business relations with you.


9) We have been in this line of business for many years, and wish to establish trade relations with you on the basis of equality, mutual benefit and the exchange of needed goods.


10) Your firm has been recommended to us by China Council for the Promotion of International Trade. We believe through our mutual efforts and cooperation, business will materialize/be concluded.

11) We are glad to note from your letter of March 24 that you, as importers of mineral products, are willing to trade with us to expand business, which coincides with our desire.


12) As requested, we enclose a range of our pamphlets together with our pricelists for your reference. If any of the items listed meets your interest, please inform us of your specific requirements. On receipt of your enquiry, we will forward you our quotations without delay.


13) To give you a general idea of the products we handle, we enclose a complete set of our detailed literature showing/with specifications and means of packing.

14) Your letter of February 27 addressed to the Guangzhou Fair has been transferred / passed on to us for attention, as the goods enquired for fall within the scope of our business activities.
Unit Four  Enquiries & Replies

Part Five: Exercises
I. Answer the following questions:

1.
The aim of making enquiries is to get information about the goods to be ordered, such as the price, catalogue, delivery time and other terms.

2.
In making enquiries, you must consider carefully to which regions the enquiries are to be sent and how many suppliers are to be approached in one and the same region, because some regions do not supply the goods enquired for. Furthermore, the number of suppliers to be contacted in one and the same region should be limited; otherwise the suppliers will think that the goods enquired for are in great demand, and thus then will most probably raise the price. 

3.
Generally speaking, enquiries can be divided into the following two types:


1) General Enquiry—a request for a pricelist, catalogue, sample or quotation of price and other terms. It is made when a buyer just wants to get some general information about the goods and has not decided to order them.

2) Specific Enquiry—an enquiry for goods of a certain specification. It is made when a buyer intends to conclude some business with the seller.

4.
Enquiries should not be addressed to an individual, because if the particular business person is away from office, the enquiries will have to wait, or the enquiries may be addressed to a wrong person; this will mean delay.

5.
A “First Enquiry” is an enquiry sent to a prospective supplier whom we have not previously dealt with.


In such a letter, we should begin by telling the addressee how we obtained his name. Then, we may give some details of our own business such as the kind of goods handled, quantities needed, usual terms of trade and any other necessary information. Thirdly, we may ask questions or make requests directly and specifically, to enable the supplier to decide what he can do for us.  Finally, conclude by extending thanks and expressing the hope of getting an immediate reply.

6.
The answers to enquires should be prompt, courteous and cover all the information asked for.

7.
Enquiries should be brief, specific, courteous and to the point.                  
II. Choose the best answer:

1—5: ACBCD　6—10: CDCAC
III. Fill in the blanks with proper prepositions:

1. in, with　2. For, at, for, of, at　3. upon　4. in, in, for, of,　5. of, on　6. to, of　7. with　8. at, for, of, of　9. in, from, for, for　10. in, with　11. for, on　12. From, with, with

IV. Translation work:

1. From English into Chinese: 


1）我方拟购一批花生仁。请惠电发来你方最优盘，注明原产地、包装、详细规格、可供数量和最早装运期。


2）惠请你方发来最迟6月装运的50公吨核桃的具有竞争力的报盘。


3）感谢你方6月7日询价，但是非常遗憾，我们不能满足你方的要求。一俟获得新货源，我们便与你方联系。


4）兹通知，由于外汇波动，本报盘随时可变，不另通知。


5）贵公司的订单将得到我方迅速仔细的处理。

2. From Chinese into English: 


1) We understand from the business information you issued in Alibaba. com that you export MP4 and MP5. There is a steady demand here for the above-mentioned goods of high quality at moderate prices.


2) By separate post, we are sending you a range of samples and when you have a chance to examine them, we feel confident that you will agree that the goods are both excellent in quality and very reasonable in price.


3) As we intend to purchase 300 sets of Lvyuan Brand Electric Motors you are handling, we shall be pleased if you will fax/e-mail us your best/most favourable offer CIF Manila, including our 5% commission.

4) We shall appreciate it if you will make us the lowest quotation / quote us your lowest price for the subject/captioned goods. When/While quoting/offering, please state/indicate your means of packing, the earliest time of shipment, and send us the relative/covering catalogues.

5) If you can supply the goods of the style and quality we need, we shall place regular orders with you for large quantities (we shall place substantial orders with you regularly).


6) We have received your enquiry of August 19th and learn of your interest in our handmade Desk Lamps. We are enclosing our illustrated catalogue and pricelist giving the details you ask for.


7) We look forward to receiving your order. Please/You may be/rest assured that your order will receive our prompt and (most) careful attention.

Unit Five  Offers and Counteroffers

Part Five: Exercises
I. Answer the following questions:

1.
An offer refers to a promise to supply goods on the terms and conditions stated, in which the seller not only quotes the terms of price but also indicates all the necessary terms of sales for the buyer’s consideration and acceptance. In international trade, an offer of goods is usually made either by way of advertisements, circulars and letters or in reply to enquiries. 

2.
Quotation is not an “Offer” in the legal sense. An offer is a promise to supply goods on the terms and conditions stated, while a quotation is merely a notice of the price of certain goods at which the seller is willing to sell. 
3.
The firm offer means the exporter promises to supply a certain quantity of goods at a fixed price within a stated period of time. The terms such as quality, packing, specifications, and payment must be clear and definite. The firm offer is binding upon the exporter, once the firm offer is accepted by the buyer within its validity, the exporter cannot revise or withdraw it.


The non-firm offer is an offer without engagement. Usually, it may contain reservation clause like “The offer is subject to our final confirmation.”
4.
The validity of an offer means the time specified within which it must be accepted. If it isn’t accepted within this time, this offer is considered to have lapsed. 

5.
A satisfactory offer generally includes the following points:

1) An expression of thanks for the enquiry, if any;

2) Name of commodity, quality, quantity and specifications;


3) Details of prices, discounts and terms of payment;


4) An undertaking as to the date of delivery or time of shipment;


5) Packing, if it is necessary to mention;


6) The period for which the offer is valid;

7) An expression of hope that the offer will be accepted.


Without the sixth point, you turn a firm offer into a non-firm offer, which might contain even fewer items.

6.
A counteroffer is made when a prospective buyer finds any terms and conditions in the offer unacceptable. He will then place before the seller terms or conditions he sees fit for the latter to consider. In such a message, he should thank the seller for his trouble and explain the reason for rejection. Not to do so would show a lack of courtesy.
7.
When a buyer finds it difficult to accept some of the terms in an offer such as the price, package, he may either demand the seller to make a better offer or modify some terms and propose an acceptance on the new conditions. We call this conditional acceptance.

8.
A counteroffer should include the following:

1) Thank the seller for his offer (or samples, if any);


2) Express regret at inability to accept and give the reason why you cannot accept;


3) Make a counteroffer if, in the circumstances, it is appropriate;


4) Suggest other opportunities to do business together.

II. Choose the best answer:

1—5: CADCA　6—10: BCDAB
III. Fill in the blanks with proper prepositions:

1. on　2. for　3. by　4. Owing to　5.into　6. into　7. with　8. for　9. for　10. in 
IV. Translation work:

1. From English into Chinese: 


1）关于你方5月20日函询6英寸虎牌钢丝钳事宜，现随附我方第668号报价单一式二份。按照要求，我们另邮你方该样品一份，以便你方在向你们客户推销时使用。

2）根据你方要求，现向你方报盘2000打男式衬衫，每打60美元成本加保险费、运费至旧金山价，9月装运。本报盘以我方最后确认为准。
  3）一方面，我们感谢你们昨天的报盘；另一方面，我们感到非常遗憾，由于交货期太遥远，我们做不开。在我们询盘当中，我们已经注明了交货期是极其重要的。
  4）非常遗憾地告知你方，我们不能利用你们的发盘，因为我方用户暂时停止了购买。但是，如果我们这里对你方产品有需求，我们会立即与你们联系。

5）接受贵方现在的报价就意味着我们将严重亏损，更不要说利润了。


6）考虑到我们双方的友好关系，我们破例遵照贵方要求，降价到每件7.5 美元纽约到岸价。但这样的降价下不为例。

2. From Chinese into English: 


1) We have received your letter of August 9. With reference to the Ladies’ Shirts, ELLE Brand, we are pleased to offer you as follows:
Large       at US$ 8     per piece

Medium    at US$ 6     per piece

Small       at US$ 4     per piece

     The above offer is made/given on CIF New York basis/terms and subject to our final confirmation.


2) Thank you for your letter of June 9. We regret that your prices are found to be on the high side and there is no hope/possibility of (doing/concluding/closing) business with you.


3) In reply to your fax of June 3 asking us to offer you Carpets No.33, now we confirm having sent you our offer without engagement as follows on June 6 :

4)  This offer is subject to change/alteration/variation without (previous) notice.
5) This offer is subject to your reply reaching us by the end of this month.
6) We are making you our offer for 100 pairs (of) Ladies’Leather Shoes at US$50 per pair FOB Shanghai.
Unit Six  Letters of Ordering

Part Five: Exercises
I. Answer the Following Questions:

1.
An order is a commercial document used to request someone to supply something in return for payment and providing specifications and quantities.

2.
Because when you are ordering, you are a buyer or customer; that is, you are God. What you want will be served as long as you give a correct and accurate order. But in fact you will always forget one thing or another, such as the size, color, or other details, lacking of which will make the manufacturers or merchants lost in what or how to supply the goods you ordered.

3.
You may regret to make a counteroffer, or regret to send substitutes, or regret to decline the order.

4.
Beginning 

Open with a general description of your order that encompasses all the details. 

Middle 

Provide all specifications: quantity price (including discounts), size, catalogue number, product description, shipping instructions (date and place), arrangements for payment (method, time, deposits), and cost totals. 

Ending 

Thank the supplier——or simply end with an indication of payment or shipping. (When possible, suggest a future reader benefit of complying with the order.)

5.
A shipping mark refers to the letters, numbers or other symbols placed on the outside of cargo to facilitate identification. A standard shipping mark must contain four parts according to the UN regulation. They are 1) the English abbreviation of the receiver; 2) reference number, such as order number or invoice number, etc.; 3) destination; 4) serial number.

6.
The highest price any buyer is willing to pay for a given product at a given time; also called bid price.  Or an offer of a specific amount of money in exchange for products and services, as in an auction.
II. Translate the following expressions into Chinese or vice versa: 

1. 首批订单　2. 未完成订单　3. 现货/动用库存　4. 确认收到　5. 替代产品　6. duplicate order　7. cancel an order　8. shipping mark　9. large stock　10. discount 
III. Multiple Choice:
1—5: CBABD　6—10: CBACC
IV. Fill in the blanks with correct forms of the words given below: 

       A　1. satisfies　2. satisfaction　3. satisfied　4. satisfactory 

       B　1. regard　2. regards　3. regard　4. regarding 

       C　1. regrettable　2. regret　3. regretful　4. regrettable 

V. Fill in the blanks with the appropriate words.
cancel, delivered, make, meet, place, received, refusing, made, awaiting, hold, Had

VI. Make your choice.
1. arranging; shipment; ordered　2.firm; reply, confirmation; within　3. in　4. for　5. terms; place; with　6. send; specifications; alternates, substitutes　7. in, cancel　8. by, sail　9. accept, arrangement　10. acknowledge      
VII. Letter Writing:

1. Write a letter ordering the items listed below, specifying quantity, unit price, total amount and terms of payment, shipment, etc. 
Dear Madam, 

In reply to your E-mail dated December 4, we are interested in the different sizes of nonstick fry pans you offer. We have decided to book a trial order with you as follows: 

Commodity             Quantity    Item             Unit price                 Price term
Non-stick Frypans    3 500        26”      USD121 per set       CFRD3 Chicago

                                    1 400        30”      USD 164 per set        CFRD3 Chicago
We place this order on condition that shipment is effected in good time so as to reach us by December 25. We suggest payment by letter of credit at sight. We would like to know if it is agreeable to you. We are looking forward to your Sales Confirmation.
Yours faithfully,

2. (Omitted)
VIII. Translate the following sentences into English.

1. Enclosed is our order for 300 sets of Transistor Radio T432. We hope you will make immediate shipment of the goods.
2.
Thank you very much for your letter of June 5 with patterns and price list. We have made our choice and take pleasure in enclosing our Order No.342.

3.
Your samples of Rubber Boots received favorable reaction from our customers, and we are pleased to enclose our order for 300 pairs.
4. We confirm having sent you an order for 3,000 dozen Men’s Shirts on the following terms and conditions:

5.
Please supply 5,000 tons of Coal in accordance with the details in our Order No. 114.

6.
All particulars of designs, colors and sizes are given on the enclosed order form.

7.
The quality of the order must be the same as that of our sample.

8.
Please see to it that your goods meet our requirements.

9.
Enclosed is our Sales Confirmation No. 123 in duplicate, one copy of which please sign and return to us for our file.
10.
Please open the covering L/C in our favor according to the terms contracted.
11. You may rest assured that we will arrange for despatch by the first available steamer with the least possible delay upon receipt of your L/C.
12. We wish to draw your attention to the fact that the stipulations in the relevant credit should strictly conform to the terms as stated in our S/C in order to avoid subsequent amendments.
IX. Put the following into Chinese.

1.
请以传真/函报最优惠盘，并注明原产地、包装、详细规格、可供数量及最早装期。
2.
我方一客户决定改换品种，现随时采购200箱的新询价单，如可按所列价格供货，请寄形式发票。
3.
请报橡胶拖鞋，成本加保险费、运费到蒙巴萨包括我方佣金价每双25-35便士之间，起订量不超过2,500双。
4.
请报盘给我方，能很快交货的，外表与我们所给剪样相类似但结构不同的细布，成本加保险费、运费到伦敦每码约20便士。
5.
这是初次交易，准备再次减价，减到最低价每台2.5美元。
6.
现奉告，凡定单数量200箱以上的，除2%的折扣外，再另给3%的特别折扣优待。
7.
目前最优惠价与我们的456号信中所报价格相同。如你们实订数量超过7,500码，我们将说服供应方进一步减价。
Unit Seven  Terms of Payment

Part Five: Exercises
I. Answer the following questions: 

1.
The methods of payment we use in the financing of international trade are chiefly the Letter of Credit, Collection and Remittance.

2.
The most-often-used method of payment in our international trade is the L/C which is a reliable and safe method of payment. It not only facilitates trade with unknown buyers and sellers, but also gives protection to both sellers and buyers.
3.
The parties in connection with an L/C are: 1) Applicant (Importer/Buyer); 2) Issuing Bank (Opening Bank); 3) Beneficiary (Seller/Exporter); 4) Advising Bank (Notifying Bank); 5) Negotiating Bank; 6) Paying Bank.
4.
The issuance of a letter of credit stars with the buyer who instructs his bank to issue an L/C for his account in favor of the seller for the amount of the purchase. The buyer’s bank (the opening bank) sends the L/C to its correspondent bank in the seller’s country, giving instructions about the amount of the credit, the beneficiary, the currency, the documents required and other special instructions. On receipt of it, the correspondent advises the seller of the receipt of the credit. Sometimes a seller requires a confirmed L/C. In this case, the correspondent usually adds its confirmation and advises the seller of the same. Hence, the correspondent has become the confirming bank. Then the seller will dispatch the goods accordingly.

5.
To the seller’s benefit, D/P is safer and better, because it calls for actual payment against transfer of shipping documents. However, in the case of D/A, the buyer can get hold of the shipping documents against his acceptance, which merely is a promise to pay after certain days.

6.
In order to let the seller have ample time to prepare for shipment, the L/C reach the seller at least one month prior to the time of shipment.

7.
No, it isn’t. We must realize that there may be circumstances beyond his control that preclude him from doing so. Therefore, before we have a thorough knowledge of the whole matter, it is wrong to blame the buyer for nonperformance of the contract.

8.
A contract is the basis of a transaction. The performance and the making of shipping documents of a transaction should be in accordance with the stipulations of the contract. On the other hand, the bank’s examination of the shipping documents is based on the L/C, not on the contract. If there are any discrepancies between the contract and the L/C, the bank will not accept the shipping documents and refuse to make payment to the seller. Therefore, it is essential for the seller to make a thorough examination of the L/C upon receipt of it.

9.
The seller should ask the buyer to make an amendment to the L/C or to delete the clauses before shipment.

10.
Yes, he can. The usual procedure is that the buyer should first obtain consent from the seller and then instruct the opening bank to amend the L/C.

11.
In order to leave sufficient time to the seller to make out the shipping documents and the bank to make their negotiation, the time of shipment and the expiry date of the L/C should be made at least two weeks apart.

II. Choose the best answer:

1—5：DBBCA        6—10：CADBB        11—15：DBCAC

III. Fill in the blanks with appropriate words or phrases:

1. by　2. In; for/covering; relevant/relative/covering　3. before (prior to)　4. covering/for　5. in; for; for　6. to; in; to　7. with/through; on; for; in　8. against/by; under　9. with; for　10. open/establish; within

IV. Insert the correct words or phrases in the appropriate spaces in the passage below:

document; payment; carry out; issue; agent; documentary; irrevocable; cancel; confirmed; Bill of Exchange; abbreviation; credit; draw; valid; finance

V. Translation work:

1) From English into Chinese:


1）我行同意出票人、背书人及善意持票人在其适时提交/提示符合信用证条款和条件的汇票/单据时即予以承付。


2）我们收到了你方第123号发票，同意承兑你方就此货款开具的见票30天付款的汇票。


3）我们收到了你方由ABC银行出具的关于500辆自行车的第321号信用证，金额计20 000美元。


4）以保兑的、不可撤销的、（可分割、可转让的、）无追索权的、金额为全部货款的即期信用证支付。


5）很遗憾，我们不能做出任何与我方惯例相悖的安排，即采用保兑的、不可撤销的信用证，凭出示装运单证支付，并在承诺的装运期后至少15天有效。

6）我们已指示这里的中国银行开立以你方为受益人的金额为50 000元人民币的信用证，该信用证有效期至2010年7月31日。该银行将会承兑你方据此信用证开具的金额为发票值的即期汇票。


7）希望你们认真考虑你方的商业信誉，立即开证；否则，由此带来的一切损失概由你方负担。


8）请对第125号信用证作如下修改：1）金额增加人民币2 000元。2）每箱装12打改为每箱装20打。

2) From Chinese into English:


1) Please note that our terms of payment are by 100% value, confirmed and irrevocable L/C, payable/available by sight draft accompanied by shipping documents at the Bank of China at the port of shipment.


2) Please make sure that the stipulations in the relevant L/C conform exactly with the terms stated in our S/C so as to avoid subsequent amendments.


3) In compliance with your request, we will make an exception to our rules and accept delivery against D/P at sight, but this should not be regarded as a precedent.


4) We propose to pay by draft at 30 d/s, documents against acceptance. Please confirm if this is acceptable to you.


5) We have opened the relative L/C of 60 days’ sight / at 60 d/s in your favor with the Bank of China, Chengdu Branch.

6) As the goods have been ready for shipment, please let us have by fax your exact date of the establishment of the L/C. As soon as we receive the L/C, we will ship the goods.


7) Please expedite the establishment of the L/C so that we may effect shipment by the direct steamer scheduled to arrive at your port by the end of May.


8) Punctual shipment can be ensured provided we receive the covering L/C not later than 15 March. 


9) If you do not establish the L/C in time, you will be responsible for any loss resulting from the delay.


10) We have received your L/C No.345 but have found that it contains the following discrepancies/differences:



A. …


B. …


We request you to instruct your bank to make the necessary amendments to the L/C.


11) On/Upon examination, we find that the amount of your L/C is insufficient. Please increase the unit price from US$123 to US$125 and the total amount to US$10 000.


12) Please amend L/C No. 189 to read “This L/C will expire on 30th April, 2010 in China. ”

13) Please delete from your L/C the clause “All bank commissions and charges are for beneficiary’s account”, as such should be paid by the buyer only.


14) Please cross out the word “not” before transshipment so as to read “Transshipment allowed”, as there is no direct steamer sailing for your port this month.

VI. Letter-writing work
(Omitted)

Exercises after class:
Dear Sirs,

We are glad to receive your L/C No.2010/234, but regret to ask you to make the following amendments:

1. The amount should be “USD 56 400 ((SAY FIFTY-SIX THOUSAND FOUR HUNDRED US DOLLARS ONLY)”.

2. “Freight Prepaid” should be “Freight to Collect”.

Please confirm the amendments by fax as soon as possible.

Yours faithfully,

Unit Eight  Shipment

Part Five: Exercises
I. Answer the following questions:

1.
The clause of shipment should cover the mode of shipment, time of shipment, port of shipment and port of destination, shipping documents, partial shipment, transshipment, etc.
2.
The ocean bill of lading has the following three functions: First, it is a receipt of the goods given to the shipper by the shipping company/carrier. Second, it is evidence of the contract between the carrier and the shipper for the performance of certain services upon certain conditions. Third, it is also a document of title to the goods, entitling the person named on it to claim the goods when they arrive at the port of destination.

3.
No, not necessary for every deal, but in most cases, the buyer would send his shipping requirements to the seller, especially when the risk of the loss of / damage to the goods in transit is to be borne by the buyer.

4.
On FOB terms, the seller shall send to the buyer a “X X days’ (definite) notice of cargo readiness” in order to leave ample time for the latter to charter a ship or book shipping space and arrange insurance.

5. Yes, it is a must for the seller to send the buyer his Shipping Advice immediately after shipment, no matter on what trade terms the transaction is concluded. This is done in order to help the buyer to make preparations for accepting the goods and/or to take out insurance.
6.
It should include:


1) Contract and/or L/C number (s);


2) Name of commodity;


3) Number of packages;


4) Total quantity shipped;


5) Name of the vessel;


6) Sailing date of the vessel (ETD, ETA);


7) Total value of the shipment;


8) Gross weight and net weight.
7.
ETD means estimated time of departure while ETA means estimated time of arrival.
8.
Unlike the bill of lading, the air waybill is not a negotiable document or document of title. It cannot transfer ownership of the goods to which it refers.

II. Choose the best answer:

1—5: BBDAB　6—10: ABACA

III. Fill in the blanks with appropriate words:
1. Referring; draw/call/invite　2. for　3. Under　4. without　5. on; prescribed/stipulated/ laid down/set forth　6. inform/advise/notify; under/for/covered by; on; on; at; to

IV. Put the following sentence into English:
1.
These goods are to be shipped in three equal monthly lots/installments of 100 tons each, beginning from August.

2.
We will ship the goods by the first available steamer next month.

3.
Your shipping instructions will receive our most careful attention. We will advise you as soon as the goods are ready for dispatch.

4.
The goods are to be shipped by the first available vessel to Hong Kong for transshipment to Paris and we shall be glad if you will make the necessary arrangements for this on a “Through Bill of Lading”.

5.
We hereby inform you that the goods under Contract No.          will be ready/available for shipment at Hamburg on or about May 10. Please book shipping space and arrange insurance accordingly.

6.
The goods for our S/C No. have been shipped/loaded on board s.s. “X X”. We are now enclosing for your reference copies of the relevant documents, including Bill of Lading, Invoice, Packing List and Inspection Certificate.

7.
Should you fail to effect shipment within the time stipulated in the L/C, you will be held responsible for any losses that might result from your delayed shipment.

V. Translate from English into Chinese:

Put the sentences in Part Four (Associative Expressions) into Chinese, paying attention to the set phrases and collocations.

(Omitted)
Exercises after Class:

VI. Letter-writing work
(Omitted)
Unit Nine  Insurance

Part Five: Exercises

I. Answer the Following Questions:

1. The purpose of insurance is to provide compensation to a person or a group of persons or a company who suffers from loss or damage. So it is actually a contract of indemnity, in which the insurance company promises to pay the insured either the total or part of amount of loss to be insured.
2. International transpoatation insurance is calculated on the basis of CIF + 10%.

3. 110% of the invoice value.

4. Sometimes, buyers may request insurances to cover more than 110%. In such circumstances, the extra premium will be for buyer’s account.

5. The insurance policy or certificate, bill of lading, the original inovice, the survey report, master’s protest and statement of claim.

6. Total loss means the whole lot of the consignment has been lost or damaged or found valueless upon arrival at the port of destination; while partial loss means the total loss of part of the insured cargo (e.g., the loss of one case out of a shipment of ten) or the damage to all or part of the insured cargo.
II.
Fill in me blanks with the appropriate words and then translate the following into Chinese:
1. for; 关于保险，按110%发票金额投保至目的港止。
2.
buyer’s; 买方关于保险投保之内陆城市的要求可以接受，条件是此额外保险费由买方承担。
3.
based; 我方价格以CIF迪拜为基础，歉难同意买方信用证规定保险投保到内陆城市的要求。
4.
covered, premium; 除综合险与战争险以外的险别，如保险公司承保，可以投保，其额外保险费应由买方负担。
5.
insurance, covered; 保险费随保险的责任范围不同而异，如投保额外险别，额外保险费由买方负担。
6.
comply, insurance;   我方合同规定保险按发票金额110%投保，不能同意买方按发票金额150%投保的要求，甚歉。
7.
supported;   如货物受损，你方可在货物到达后30天内与你地保险代理接洽，凭检验报告提出索赔。
III. Translation Work

Please translate Sample Letter Three into Chinese.

你方12月10日信及编号为JM732120、金额为人民币22 882.42 元的信用证均收悉。
审阅了你方信用证后发现，除兵险和全损险外，你们还要求投保偷窃提货不着险和罢工暴动民变险，而这些在广交会谈判时均未经双方同意。
在正常情况下，像扁钢这类商品在运输途中或抵达目的地后丢失或被偷是很少发生的，因此对这类商品通常投保全损险。既然你方要求把偷窃提货不着险包括在投保范围之内，我们当然愿为你方办理这项保险，所有增加的保险费由你方负担。
至于罢工、暴动民变险，也许你方知道得很清楚，这里的保险公司过去是不承保此险的。很巧，现在他们接受承保这项特殊险了，其费率是……%。他们现在也接受承保平安险，供你参考。
经过以上的解释，我们认为保险的问题业已解决，请你方把原有的信用证金额增加人民币……，这便是增加的额外保险费的大约数额，并请同时通知我们，表示确认。
一接到你方信用证修改通知，我们即安排交货。
IV. Make sentences with the following:

1. 

2. 

3. 

4. 

5. 

6. 
V. Choose the best answer to complete each of the following sentences:
1. D　2. B　3. A　4. A　5. A　6. B　7. C　8. D　9. A　10. C
VI. Write a letter dealing with the following:

Regarding S/C No.123 covering 3 000 kegs of Iron Nails, we would like to inform you that we have established with the Bank of China in London a confirmed, irrevocable L/C No.567 amounting to Stg.30 000 with validity until 15th October.

Please see to it that the above-mentioned goods are shipped before 15th October and insured against All Risks for 150%of invoice value. We know that according to your usual practice, you insure the goods only for 10% above invoice value; therefore, the extra premium will be for our account.

Please arrange the insurance (coverage) as per our request and in the meantime we await your shipping advice.

Exercises after Class

VII. Give a general idea about each of the main types of insurance.

Main types of Insurance
1.
FPA (Free from Particular Average) covers total losses and general average emerging from the actual “marine perils” like vessel being stranded, grounded or sunk. 平安险
2.
WPA (With Particular Average) covers all loss or damage due to marine perils throughout the duration of the policy. 水渍险
3.
All Risks is the most comprehensive of the three basic coverages. Covers all total or partial loss of or damage to the goods insured. Excludes damages caused by delay, inherent nature of goods insured, or special external risks of war, strike, etc. 一切险
4.
Extraneous Risks 附加险
VIII. Put the following into Chinese:

1. force majeure

2. freight (pre) paid

3. insurance certificate

4. W. P. A. (With Particular Average)

5. T. T.

6. Postscript (P. S.)

7. charter party

8. demurrage

9. trade mark

10. port of discharge

Unit Ten  Complaints and Adjustment  

Part Five: Exercises
Exercises in Class

I. Answer the Following Questions:

1. There are two kinds of complaints being frequently made by buyers: 


1) The genuine complaint, which arises from one of the following situations: 



 a. The wrong goods may have been sent. 



 b. The quality may not be satisfactory. 



 c. The goods may have been delivered damaged or late. 



 d. The prices charged may be excessive, or not as agreed. 


2) The market complaint, which arises from some complaints that are not based on real reasonable causes but from evil intentions. 


  a. The buyer finds fault with the goods as an excuse to escape from their contract 
             obligations. 


  b. The buyer doesn’t want the goods any longer because he has found that he can 
             get them at cheaper prices or because the market condition of these goods is 
             declining at his end. 

2.
When making a complaint, plan your letter as follows: 


1) Begin by regretting the need to complain. 


2) Mention the date of the order, the date of delivery and the goods complained about. 


3) State your reasons for being dissatisfied and ask for an explanation. 


4) Refer to the inconvenience caused. 


5) Suggest how the matter should be put right. 
3. When making a reply to complaints, the seller should include the following: 


1) The first thing that has to be decided is whether the complaint is justified. If so, then the seller has to admit it readily; express his regret and promise to put matters right. 


2)
If the complaint is not justified, point this out politely and in an agreeable manner. It would be a wrong policy to refuse the claim off hand. 


3)
If the seller cannot deal with a complaint promptly, acknowledge it at once. Explain that he or she is looking into it and that he or she will send a full reply later.
4.
No, it is not necessary to do so, because the buyer who made the compliant only cares about how the seller would remedy and how much he will be compensated.

II. Tick off the one that fits into each of the following sentences most appropriately:
1. B　2. A　3. A　4. C　5. B　6. D　7. A　8. C　9. B　10. B

III. Revise the following reply-to-a-complaint letter so as to work out a successful one.

My dear Mr. Harrington:

By parcel post, prepaid, we have mailed you today one winding arm and record platform to replace those that did not arrive in your recent shipment. The originals were doubtless packed with the box that contained the remainder of your order.

When they arrive, will you please return them to us, parcel post, notifying us what it cost you to do so, and we will reimburse you.

We are indeed sorry that you have been disappointed because of the shortage, and hope that you will receive the arm and platform promptly, and that you will enjoy the music that this machine can give you.

It gives us pleasure to help you.

Cordially yours,
IV. Put the following into English

1.
We are very sorry to inform you that your last shipment is not up to your usual standard.
2.
A claim for damage will be filed on us together with your surveyor’s report as evidence.
3.
We regret that the damages are chiefly due to poor packing which is not adequately reinforced.
4.
There is a difference of 35 tons between the actual landed weight and the invoiced weight of this consignment.
5.
In view of our friendly business relations, we are prepared to meet your claim for the 35 tons shortweight.
6.
This is the maximum concession we can afford. Should you not agree to accept our proposal, we would like to settle by arbitration.       
V. Write a letter dealing with the following:

Dear Sirs,

After careful examining the worsted cloth shipped ex S.S. FENGCHING, we cannot but express disappointment at their quality. The consignment certainly does not match the samples you sent us last month. Some of them are so poor that we cannot help feeling there must have been some mistake in making up the consignment.

The materials are quite unsuited to the needs of our customers and we have no choice but to ask you to take them back and replace them by materials of the quality as specified in the order. If this is not possible, then we are afraid we shall have to ask you cancel our contract.

We trust you will look into this matter and send us a prompt reply. 

Yours faithfully,
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VI. Case analysis 

1.
船公司应承担责任。 以保函换取清洁提单的， 船公司不能以保函不得对抗第三人为由逃避责任。《汉堡规则》承认了不清洁提单保函的效力，基于合约的相对性，保函不得对抗第三人。我国对不清洁提单保函没有立法规定，在司法实践中有承认其效力的判例。
2.
B公司应承担责任。B公司交货不符合合同约定，包装不当。货物装船时外包装有严重破损，说明B公司交货不合格，未能适当包装。
3.
保险公司不负责赔偿。《海商法》第243条：“除合同另有约定外，因下列原因之一造成货物损失的， 保险人不负赔偿责任：（一）航行迟延、交货迟延或者行市变化；（二）货物的自然损耗、本身的缺陷和自然特性；（三）包装不当。”
4.
A公司可向船公司索赔。因为船公司出具了清洁提单，有义务将表面状况良好的货物交给收货人。 船公司没有如实签发提单， 提单持有人仅凭单据记载提货， 承运人应根据提单的记载向提货人交货。
VII. 国际贸易合同索赔条款一般应包括哪些主要内容？
　　进出口贸易合同中的索赔条款，大致有两种：一种是异议和索赔条款，一种是罚金条款。

　　在一般商品的买卖合同中，多数只订异议和索赔条款，同检验条款合并订在一起。条款的内容包括：

　　① 明确一方如违反合同，另一方有权提出索赔。

　　② 索赔依据，规定索赔时需提供的证件以及检验出证的机构。

　　③ 索赔期限，包括索赔有效期和品质保证期（或称质量保证期）。

　　④ 赔偿损失的估损办法和金额等。例如规定所有退货或索赔所引起的一切费用（包括检验费）及损失均由卖方负担等。

　　在买卖大宗商品或机械设备的合同中，一般还订有罚金条款，内容主要规定：一方如未履行合同所规定的义务时，应向对方支付一定数额的约定罚金，以补偿对方的损失。这种条款一般适用于卖方延期交货等，双方还根据延误时间长短预先约定赔偿的金额，同时规定最高罚款金额。
Unit Eleven  Sales Letters

Part Five: Exercises
Exercises in Class

I. Revise the following opening sentences in sales letters:

1. This month you are entitled to…

2. Have you seen the new ski-skate?

3. You can save dollars every month by…

4. You may be very glad to learn…

5. You believe in protecting your home from fire, don’t you?

6. Here’s a good opportunity for you to show confidence in social life.

II. Revise the following ending sentences in sales letters:

1.
Just tick off the items on the card today, and you’ll receive your order tomorrow.

2.
Tell us your requirements and let us send you working samples specially designed for you.
3.
We can only fill those orders received before 30th. 

4.
Your name and address on this card enclosed will bring you a generous sample.

5.
You incur no cost or obligation by consulting us about your advertising plans.

6.
Merely sign the the last page of the booklet enclosed;pain a two-dollar bill to it—and mail today.

III. Fill in the blanks with proper words and translate the following into Chinese.

In, from, in, to, in, at, for, in

执事先生：

事由：水暖用品器材

我们是经营水暖器材的批发商，对你方刊登在中国商报上的产品有兴趣。我们想从你处了解从中国进口这些产品的可能性。如能共同互利地经营这一产品，我们可安排一位代表来中国亲自与你处联系。

随函附寄我方目前所经营产品的最新目录。并请寄来你方完整的目录本和批量购买最优折扣的价格表。

就你方对此事的安排预致谢意。

IV. Make sentences with words or phrases given below.

1. take an opportunity

2. for one’s account

3. empower sb. with

4. to find (have) a ready market

5. international practices

6. allow sb. a discount of 

7. renewal

8. market access

V. Multiple choice:

1. C　2. D　3. B　4. A　5. B　6. D　7. C　8. A　9. B　10. D　11. D　12. A　13. D　14. A　15. B　16. A　17. B　18. A　19. B　20. C
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VI.Translate Sample Letter Two of this unit into Chinese
××夫人

兹介绍一种维持家庭美满之筒单有效之办法，该办法亦为医生们所提倡。

家中经常保持一篮甘美水果——管它叫“健康篮”，充足的供应与规律的食用为最有价值之习惯。

注意眼睛明亮、聪慧之男、女、小孩，必均为鲜水菜之爱好者。

橘子是最理想的水果，因其蕴藏丰富，为天然食橱，终年新鲜。应固定食用一种，每日不断。

橘子蕴藏珍贵的盐类与酸类物质——天然的开胃剂与消化剂——可使全餐津津有味，且消化良好。

由於橘子甘美，实是极好吃、极有价值之水果，吃起来全然如偶尔吃一次之喜好。

试用“健康篮”一个月。用橘子做生菜、尾食。让孩子拿橘子上学。在果汁销售点要橘子汁。定会了解此一良好习惯之意义，且将不再需要催促。

SUNKIST牌橘子最好——全年新鲜、香甜、多汁、嫩、香、无籽。任何一流商家大都整篮或整打出售。

电话打货即送。

VII. What are the common central selling points of products?
        Appetizing qualities

 
Beauty

        Cleanliness and Purity

Comfort

        Convenience



Reputation

        Economy




Endurance

        Exclusiveness



Healthfulness

        Safety





Performance
Unit Twelve  Common Business Documentation
Part Five: Exercises
Exercises in Class

I. Prepare both an invoice and a packing list separately in accordance with the following information:
1. Invoice

	ANHUI CHEMICALS IMP. & EXP. CO., LTD.
JIN AN MANSION 306, TUNXI ROAD, HEFEI, ANHUI, CHINA

	COMMERCIAL INVOICE

	To:
	HOP TONG HAI (PTE) LTD.

BLK 15, NORTH BRIDGE ROAD

#04-9370 BARCELONA SPAIN 100032


	Invoice No.:
	AXAO2C3-0474

	
	
	Invoice Date:
	MAR. 18, 2007

	
	
	S/C No.:
	02EC301302

	
	
	S/C Date:
	JAN. 26TH, 2007

	From:
	SHANGHAI
	To: 
	BARCELONA W/T AT HONG KONG

	Letter of Credit No.:
	211LC200116
	Issued By: 
	BANK OF CHINA, BARCELONA

	
	
	
	

	Marks and Numbers
	Number and Kind of Package
Description of Goods
	Quantity
	Unit Price
	Amount

	C.T.H

BARCELONA

NO.:1-314


	CIF BARCELONA

	
	1) 100% COTTON OVERALLS

     IN 250CTNS

2) 100% COTTON SHIRTS

     IN 60CTNS

3) 100% COTTON SINGLETS

     IN 4CTNS

AS PER S/C NO. 02EC301302 DATED 26-01-2007

(TOTAL: THREE HUNDRED 
FOURTEEN (314) CARTONS 
IN 1×20’FCL.
	625DOZS

600DOZS

100DOZS
	USD45.00 PER DOZ

USD16.50 PER DOZ

USD9.50 PER DOZ
	USD28 125.00

USD9 900.00

USD950.00



	TOTAL: 
	1 325 DOZS                               
	USD38 975.00

	SAY TOTAL: 
	UNITED STATES DOLLARS THIRTY EIGHT THOUSAND NINE HUNDRED AND SEVENTY FIVE ONLY.

	                                                                                                                ANHUI CHEMICALS IMP. & EXP. CO. LTD.
                                                                                                                                                 +++++++++




2. Packing list

	ANHUI CHEMICALS IMP. & EXP. CO., LTD.
JIN AN MANSION, 306 TUNXI ROAD, HEFEI, ANHUI, CHINA

	PACKING LIST


	To:
	HOP TONG HAI (PTE) LTD.

BLK 15, NORTH BRIDGE ROAD

#04-9370 BARCELONA SPAIN 100032


	Invoice No.:
	AXAO2C3-0474

	
	
	Invoice Date:
	MAR. 18, 2007

	
	
	S/C No.:
	02EC301302

	
	
	S/C Date:
	JAN. 26TH, 2007

	From:
	SHANGHAI
	To: 
	BARCELONA W/T 

AT  HONG KONG

	Letter of Credit No.:
	211LC200116
	Date of Shipment:
	MAR. 31, 2007

	
	
	
	

	Marks and Numbers
	Number and Kind of Package

Description of Goods
	Quantity
	Package
	G.W
	N.W
	Meas.

	C.T.H

BARCELONA

NO.:1-314


	1)100% COTTON OVERALLS

2)100% COTTON SHIRTS

3)100% COTTON SINGLETS

PACKED IN 1×20’FCL.
	625DOZS

600DOZS

100DOZS


	250CTNS

60CTNS

4CTNS
	5 750KGS

1 980KGS

248KGS
	5 250KGS

1 860KGS

240KGS
	24 M3
4 M3

1 M3

	TOTAL:
	1 325DOZS
	314CTNS
	7 978KGS
	7 350KGS
	29 M3

	SAY TOTAL: 
	THREE HUNDRED FOURTEEN CARTONS ONLY. 

	                                                                                                              ANHUI CHEMICALS IMP. & EXP. CO., LTD.
                                                                                                                                        +++++++++


II. Translate the following into English:

MITSUBISHI CHEMICAL INDUSTRIES LIMITED

5-2, Marunouchi 2-Chome, Chiyoda-ku

Tokyo 100, Japan

CERTlFICATE OF QUALITY, QUANTITY/WEIGHT

Lot No.: MK-U-7(B)

Date: Dec. 13, 2007

Invoice NO.: A1029

Commodity: Urea

Quantity:  1 509 M/T

L/C No.:  A19702

Purchaser: China National Chemical Import and Export Corporation, Beijing

Manufacturer: Mitsubishi Chemical Industries Ltd.

Loading Port: Mizushima, Japan

Shipper: Co—Optrade Japan Ltd.

Destination: Tsingtao, The People’s Republic of China

Vessel’s Name: “Wakao Maru”
With reference to the above subiect we, the manufacturer hereby certify that after our careful and close inspection we have obtained the following result which is satisfactory in all respects, fully conforming to the specification stipulated in the Contract No. 5XJB-77754N.

Nitrogen content: 46%min.

Granular

Biuret: 0.9%max.

Moisture: 0.5%max.

Net weight: 1 500 000 kgs. (40 kilos per bag)

Gross weight: 1 509 000 kgs. (40.24 kilos per bag)

Measurement: 75 000 cft. 

Inspection on: Dec. 12, 2005
Inspected at: Mitsubishi Chemical Industries Ltd.

    







Mitsubishi Chemical Industries Ltd.
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III.

凭

Drawn under  THE BANK OF TOKYO, LTD., NAGOYA OFFICE

信用证或购买证第         号

L/C or A/P No.      123A-456                  
日期       年     月     日

Dated         OCT.6, 2007

按         息     付     款

Payable with interest @          % per annum

号码               汇票金额                     中国杭州                年     月     日

No.   ZJ200711 Exchange for   USD9 500.00  Hangzhou, China     2007           
                                               日   后     （本  汇  票  之  副  本  未  付） 付

At     XXX      sight of this FIRST of Exchange  ( Second of exchange being unpaid )

Pay to the order of          BANK OF CHINA, ZHEJIANG BRANCH         或其指定人           
金额

the sum of    UNITED STATES DOLLARS NINE THOUSAND FIVE HUNDRED ONLY              
此致

To: THE BANK OF TOKYO, LTD., 
       NEW YORK AGENCY, NEW YORK, N.Y.


ZHEJIANG KINGTEX TRADING CO., LTD.

卢路             
Unit Thirteen  Contract

Part Five: Exercises
Exercises in Class

I. Fill in the blanks with the words given in the box:

1. shall　2. in accordance with　3. Notwithstanding　4. held liable for　5. whereby　6. in question　7. whereof　8. against

II. Translate the following contract into Chinese:

国外劳务合约纲要

亚当有限公司与百灵顿钢厂为工厂建设提供劳务合约纲要

亚当有限公司，地址　　　　　（以下简称甲方）与百灵顿钢厂，地址　　　　　（以下简称乙方）达成劳务合约，其条款如下：

第一条　总则

本文件是甲乙双方即将达成的劳务合约的纲要，作为甲乙双方在乙方建厂后一个月内所签订的技术援助协议的附件。

第二条　基本原则

本合约规定甲方提供劳务的条款细节，包括

甲）甲方提供的合作范围；

乙）乙方负担费用的确定。

第三条　甲方劳务提供范围

甲方以下列方式与乙方合作：

甲）向乙方派遣工程师及其他工作人员支援建厂并帮助开始生产管理。

乙）为乙方在甲方所属××厂内培训人员。

第四条　甲方与乙方人员的合作

甲）乙方保证提供足够的工程师。技术人员及办事人员配合甲方人员建设工厂。

乙）为便利甲方人员在　　　　　（地名）工作，乙方免费向甲方人员提供住宿、往返工地的交通以及其他项目。

丙）乙方支付留住在　　　　　（地名）的甲方人员的薪金、旅费、生活费及其他杂费。其薪金及费用大体上依照甲方有关这些方面的条例的规定办理。

第五条　乙方在甲方（国内）的……受训人员

甲）乙方按月支付其在甲方国内受训人员的全部费用。

乙）甲方负责培训在甲方协助下在……（地名）建设和管理工厂的乙方人员。

第六条　工作条件

作为一般条件，甲方人员在乙方所在国时，应按乙方的工作条件进行工作。乙方受训人员在甲方……工厂应按甲方工作条件接受技术训练。

第七条　支付货币

乙方应付甲方款项（另有协定规定），在经乙方政府外汇管制当局批准后，应以美元汇付甲方。

第八条　临时安排

在正式订立劳务合约以前，如甲方开始为乙方提供劳务时，本合约所述各项将按临时性质加以运用。

甲方……签署                                                                      乙方……签署

III. Translate the following into English:
1．This Contract is made by and between the Buyers and the Sellers, whereby the Buyers agree to buy and the Sellers agree to sell the under-mentioned commodity according to the terms and conditions stipulated below:
2.
AIl disputes in connection with this Contract or arising in the execution thereof shall be settled amicably/friendly by/through negotiation.
3. The arbitration shall take place in Beijing and the decision/arbitral award of the Arbitration Commission shall be final and binding upon both parties.
4. Each package shall be marked/stencilled with the package number, measurement, shipping mark and the wording “Handle with Care”.
5. The sellers shall, 15 days prior to the date of shipment provided in Clause 6 of this Contract, notify the buyers by fax of the contract number, etc, to enable the buyers to book the necessary shipping space in time.

6. Should the carrying vessel arrive at the loading port on time but the sellers fail to have/make the goods ready for timely loading, all the expenses such as dead freight and demurrage shall be borne by the Sellers.
7. Upon arrival of the goods at the port of destination, the buyers shall apply to the Commodity Inspection and Testing Bureau for inspection. Should the quality and/or specifications of the goods be found not in conformity with the contract stipulations, the buyers shall have the right to lodge claims within 60 days after the arrival of the goods.
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IV. Translate the following English contract terms into Chinese:
to bring a contract into effect使合同生效
to come into effect 生效 
to go (enter) into force 生效 
to cease to be in effect/force 失效 
to carry out a contract 执行合同 
to execute/implement/fulfil/perform a contract 执行合同 
cancellation of contract 撤销合同 
breach of contract  违反合同 
to break the contract 毁约 
to cancel the contract 撤销合同 
to tear up the contract 撕毁合同 
to approve the contract 审批合同 
to honour the contract 重合同 
to annual the contract 废除合同 
to terminate the contract 解除合同 
to alter the contract 修改合同 
to abide by the contract 遵守合同 
to go back on one’s words 反悔 
to be legally binding 受法律约束 
to stand by 遵守 
non-payment 拒不付款 
to secure one’s agreement 征得……的同意 
contract price 合约价格 
contract wages 合同工资 
contract note 买卖合同（证书） 
contract of employment 雇用合同 
contract of engagement 雇用合同 
contract of carriage 运输合同 
contract of arbitration 仲裁合同 
contract for goods 订货合同 
contract for purchase 采购合同 
contract for service 劳务合同 
contract for future delivery 期货合同 
contract of sale 销售合同 
contract of insurance 保险合同 
contract sales 订约销售 
contract law 合同法 
to ship a contract 装运合同的货物 
contractual dispute 合同上的争议 
a long-term contract 长期合同 
a short-term contract 短期合同 
contract parties 合同当事人 
contractual practice/usage 合同惯例 
contractual claim 根据合同的债权 
contractual liability/obligation 合同规定的义务 
contractual income 合同收入 
contractual specifications 合同规定 
contractual terms & conditions 合同条款和条件 
contractual guarantee 合同规定的担保 
contractual damage 合同引起的损害 
contractual-joint-venture 合作经营，契约式联合经营 
completion of contract 完成合同 
execution of contract 履行合同 
performance of contract 履行合同 
interpretation of contract 解释合同 
expiration of contract 合同期满 
renewal of contract 合同的续订
V. Translate the following contract clauses into Chinese:
1. 如买方对本确认书有异议，应于收到后5天内提出，否则认为买方已同意接受确认书所规定的各项条款。
2. 在货物制造和装运过程中发生不可抗力时，卖方对延迟交货或不能交货不负责任。

3. 卖方应于完成装货后立即用传真或电子邮件将合同号码、品名、数量、发票金额、毛重、船名、装运港、目的港和开航日期通知买方。

4. 因包装不妥或防护措施不当而导致商品损坏和生锈而发生的费用开支应由卖方负责。
5. 买方应于交货期前20天由成都中国银行开出以卖方为受益人的不可撤销信用证。

6. 该信用证须凭提示向开证行开具的汇票并附本合同第10条规定的装船单证进行议付。信用证至装运后第15天有效。
7. 若解决不成，该案子可提交中国国际经济贸易仲裁委员会深圳分会，按照该会的仲裁程序规则进行仲裁。

