Reference Answers

Unit One Making Enquiries

PartI Keys to the pre-class activities
Task 1

vthe name of the commodity
v quality

v/quantity

v/price list

I [J sales confirmation

i vcatalogue

i vdelivery date

i vterms of payment

[l foreign investment
v'packing

v'the supply of the commodity
vinsurance

v/quotation sheet

Price Shipment Quality Quantity
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Task 3
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delivery date

terms of payment

packing

insurance

quotation sheet

sample products

Task 4

Dialogue 1 (specific enquiry)

A: Good morning. We are interested in your items FA302 and FH211. Now, I'd like to have
your lowest quotation.

B: Thank you for your enquiry. Here is our latest price list on an FOB basis. You can see all
the prices are quite competitive.

A: Do you allow commission? From other suppliers I usually get a 3% commission for my
imports.

B: As a rule, we don’t allow any commission. But if your order is large, that can be

discussed.

>

: That’s fine. I’d like to start with 1,000 sets for each item. It’s an attractive quantity, isn’t it?
And if they sell well, I’ll place repeated orders.

: When do you want the goods to be delivered?

: In order to facilitate selling, could you make it in August?

: I think we can manage that.

: When can I have your offer?

W o> W > w

: Tomorrow morning.

Dialogue 2 (general enquiry)

A: I have seen your exhibits, and I am interested in your pure cotton shirts. I'd like to know
what you can offer in this line as well as your sales terms, such as your terms of payment,
delivery, etc.

B: As you know, we supply pure cotton shirts of all patterns and sizes and have years of
experience in the manufacturing process.

A: Could you give me some idea of your prices?

B: Sure. Here is our latest price sheet. You’ll find our prices very competitive, especially

when compared with those from Europe or anywhere else.



A:
B:
A:
B:

Reference Answers 3

Can you make pure cotton shirts according to our specifications?
Yes, we can. Our company tries to meet the individual needs of our clients.
Good, thank you. I will contact you if our company wants some further information.

We hope we could cooperate and do business together. I am looking forward to your early

reply.

Part III Keys to the post-class activities
Task 2

1.
2.

e <IN B NV S

10

11

12.
13.
14.
15.

Are these commodities available right now? We would like to see the samples first.

We can quote you our offer immediately after we receive your enquiry.

. For this particular product, there’re many different models. Which model/type do you

want?

. If necessary, we accept/take orders according to your requirement.

. Your price is too high to accept.

. All our products are high grade commodities; naturally the prices are different.
. Could you give me an indication of the price?

. Thank you for your enquiry. Please tell us the quantity you require so that we can work out

the offers.

. We could discuss the price in detail/at length after you’ve decided the quantity of your

order.

. If your price is competitive, the quality superior and the delivery acceptable, we will place
large orders with you.

. How long does it usually take to make delivery?

We are anxious to know your usual practice in giving commissions.

We can supply goods to the specifications of our customers.

A client of mine enquired about 100 cases black tea.

We are large dealers in textiles, and believe there’s a promising market in our area if your

goods are moderately priced.

Task 3

1.

2.

Enquiries can be made orally or in written form, e.g., you can enquire by letter, by fax,
e-mail, or by telephone, or face to face at the Fair or in the office, or somewhere else.

If an enquiry is from an old customer, say how much we appreciate it; if it is from a
prospective customer, say we are glad to have it and express the hope of establishing a
friendly business relationship. And the seller shall also take the opportunity of introducing
the products in order to promote sales, e.g. the seller can say “From the attached price list
you can see that we have managed to hold our quotations down though prices have gone up

steadily since last year. We hope that you will let us have your order before further rises in
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costs make increases unavoidable.”

Unit Two Making Offers
PartI Keys to the pre-class activities
Task 1
The buyer The seller
Make an enquiry — | Offer (a firm offer/non-firm offer)
Counteroffer — | Counter counteroffer

Negotiate on other terms such as quality

— | Negotiate on other terms such as quality

Accept and place an order

— | Accept and confirm

Sign the contract

— | Sign the contract

Initial order/trial order

— | Confirm the order

Further order (long-term relationship)

— | Further order (long-term relationship)

Task 2
Making an | The validity of an Declining orders because of
Declining price offers
offer offer quantity
1.5. 3.7. 4.8.9. 2.6.10.
Task 3
firm offer

non-firm offer

original offer

legal promise
acceptance
Task 4

Dialogue 1

A: What’s your quotation for this kind of refrigerator?
B: 5,400 yuan per set FOB Shanghai.

A: What is it in US dollars?
B: Just a minute, please wait while I work it out for you. It’s US$ 800 per set FOB Shanghai.

A: Do you allow any discount?
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B: If you order more than 20 sets, we can give a 5% discount.

A: I"d like to order 30 sets for shipment in June. Please quote me a favorable price.
B: The price for 30 sets is US$ 750 per set FOB Shanghai.

A: That’s good. Thank you.

Dialogue 2

A: This is a catalogue of our new products. Please have a look. I’'m sure you’ll find something
to interest you.

Thank you. Do you have the price lists?

: Here they are. Our prices are very competitive.

Would you please quote me the lowest price of A786 CIF LA?

: US $90 per piece CIF LA.

Thank you for your quotation. I will go and have a look around. If your price is workable,

T @ >

I will come back and discuss the transaction with you.
A: You will find that our price is favorable as compared with those from other suppliers. If
you place a large order, the price could be even more favorable.
Part III Keys to the post-class activities
Task 2
. We’re willing to make you a firm offer at this price.
. We can offer you a quotation based upon the international market.
. We’ll let you have the official offer next Monday.

. Let me make you a special offer.

1
2
3
4
5. If your quotation is competitive, we’d like to place an order for 1,000 pieces.
6. If your order reaches 10,000 pieces, our price will be even more favorable.
7. Could you please make us a firm offer for 2,000 sets of teacups right now?
8. I’d like you to quote me the price on a CIF basis instead of an FOB basis.
9. 5,000 kilograms of first grade dates, at US$ 1.85 per kg FOB Guangzhou, for shipment not
later than July 30, 2010. The offer is subject to our final confirmation.
10. With/In reference to the international market practice, the validity of our quotation will
remain good for three days.
Task 3
1. A quotation is not an “offer” in the legal sense. It is just an indication of price without
contractual obligation and is subject to change without previous notice.
2. Skills of making an offer:
1) It is not always favorable for you to make an offer first.
2) Usually, the higher the price you offer, the more profit you can get.

3) Try to make a non-firm offer when the market is unstable. Even you are forced to make
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a firm offer, try to make the validity of your offer as short as possible.

Unit Three Making Purchases

Part I Keys to the pre-class activities

Task 1 @
new order il ‘ additional
firm order FfsZ AT )
N opening
initial/first order ZE—IRITIE L
—_— o initial/first
formal order 1EZITH .
import
mail order MR
o new
market order IZATIHIT I
o market
original order JRUATT
. repeat
_opening  order FFUHIT TR
. . export
repeat order kLT B/ FRAT TR
X . formal
additional order B I B2 /%M 78 1T 14 mail
export order H{HI{TH ..
i _ original
import order HEII{] j

N

Task 2

buyer’s market /71737

order sheet /order form 1] ¥

to fill an order #4711 5

to complete an order 5 1] Tt/ A8 1R
to ship an order 2%}

to repeat an order 4£ 4L 1] T%

to cancel an order BXyH 1T ¢

to duplicate an order K 1T B34 I —1f%

seller’s market 27T

to close an order ¥t 5E il A2

to execute and order AT 1] B
to send an order ZFi% — 1] H
to modify an order B8 1] %
to confirm an order i\ 1] T&
to increase an order 34 11T £%

to reduce an order /> 7] B
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Task 3

guarantee of quality

BEEALR it J5

sacrifice quality — B
difference in quality st JSUAS 3 11 45
quality inspection certificate AT R
customary quality it 5T PR AIE

best quality, prime quality, first-rate quality mm Jig b R 22
inferior quality I i

fair average quality F.A.Q. R A~ 35 i o
good merchantable quality GM.Q. fIK 55 b ot

Task 4

a) Suggested answer: the supply exceeds the demand.

b) Suggested answer: the seller’s market.

Dialogue 1

A:
B:
A:

A:
B.
A.

Is this kind of car seat a new product?
Yes, it is. This is the newest product for export this year.
We’d like to order 600 dozen for a trial sale. If the result of the sales is good, we’ll order

more next year.

. I’'m sorry. According to the regulations of our company, the minimum order for this kind

of car seat is 1,000 dozen.

Could you make an exception and give us 800 dozen for the first time?
No problem, but it will be a little expensive.

All right. We’ll order 1,000 dozen.

Dialogue 2

W W W W

: Hello, I’d like to order 4,000 tons of Red Bean.

: 'm sorry. Our stock is now running low and we cannot supply the amount you are asking for.
: How much could you supply?

: About half of your order.

: Could you get the goods ready in half a month?

We can do it, but we cannot afford it at the previous price, for the price is on an upward trend.

: What’s the price now?
: Twice as much as that of last year. Is it all right?

: Yes, that’s all right. I’'m most concerned with getting what I need.

Part III Keys to the post-class activities
Task 2

1. We could make them lower for you.
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. If you order in large lots, we’ll reduce the price.

. It would represent quite a savings.

. We’re sorry that the said goods are not available.

. Do you usually buy in large quantities?

. We should be able to get that off to you right away.

. ’'m afraid your order is too small an amount.

O 0 9 O L B LN

. We need an extra model pattern to meet your need.

10. What is the minimum quantity of an order for your goods?

Unit Four Specifications

Part1 Keys to the pre-class activities

. We hope we will have the chance of cooperation in the future.

Task 1
o
f counter sample X 5K counter
\D buyer’s sample  SEH7FRE N bl{y§r’s
original sample  JRIGFE S original
seller’s sample  SZJ7FEM seller’s
shipping/shipped  sample  ZEMFE i shipping/shipped
type sample  FIEE S type
saleby ___brand G 2 brand
sale by grade At 0 S grade
sale by sample AERESNAS 5 saml?le |
sale by specification AR KR S specifications
sale by standard AT bR v S S / standard
N
Task 2
catalogue H3x design Wit
model F45 pattern &%
high/medium/low grade =/ /A4 style 23t
craftsmanship 1.2 counter sample XS5 FF i
duplicate sample & original sample J5L 4R FF fi

type sample FRiHERE i
shipping sample/shipped sample & M i
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sale by description 7% i BH 4 5 sale by grade L5 a4
sale by specification &K HY & sale by standard FEFRAEEH &

sale by name of place of origin &/ 1 44 54
sale by sample FEFE i E

sale by buyer’s sample & 3% 75 ¥ dh 4 6

sale by seller’s sample 7325 # dh 45 &

Task 3

a full range of sizes L7

up to the sample R —2

design specification FURE K

quality tolerance R T2

reach the standard B RN RS

requirements on specification Ji A IAE P

top craftsmanship i i s 72

inspection certificate of quality WIS

Task 4

a) Suggested topic of the Dialogue 1: to confirm the specification of the ordered products.

b) Party A and Party B are talking about the requirement for the quality of groundnuts in
Dialogue 2.

Dialogue 1

A: It’s my pleasure to help you, Mr. Martin. Could you give us an indication of the quantities
of each item you required?

B: Yes, the first item is pure cotton T-shirts.

A: Specifications?

B: We are interested in 32S/1, carded, medium-sized, white, half-bleached.

A: OK. Let’s say 40,000 dozen?

B: That should be enough. The second item is grey sheeting.

A: What size?

B: Twenty by twenty, sixty by sixty. Let’s say 50,000 yards.

A: OK. This is the price list for the items you require. And it is our rock-bottom price.

B: All right. Since your offer is quite reasonable, I can accept it here and now. But one more
important thing ... Can you be sure that the goods supplied are those of best quality?

A: Certainly we can. You see, all our goods are of excellent quality.

B: If goods of inferior quality are delivered, we will not place our order with you.

A: We’ll put the quality marks on the goods delivered.

B: Please be sure to attach a quality inspection certificate.
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A: OK, no problem.

Dialogue 2

A: I"d like to buy groundnuts of good merchantable quality.

B: The goods we supply are of fair average quality. Our brand name itself proves that our
goods are superior.

A: We demand that the maximum moisture should not exceed 13% and the oil content should
be 45% at its minimum.

B: I think our products will satisfy your requirements. Here is our catalogue.

A: Thank you. Does the catalogue form an integral part of the contract?

B: Yes, the quality is the same as in the catalogue we’ve provided.

A: That’s really great.

Part III Keys to the post-class activities

Task 2

. They’re available in all sizes.

. For men’s coats, we have four sizes, small, medium, large and extra large.

. The designs and colors of our products will almost exactly match your needs.

. They’re good in material, fashionable in design and superb in workmanship.

. We have a rich assortment. All around here are some samples of new designs.

. Your products should all be up to the samples.

. Compared with the samples, the quality of the cargo is rather inferior.

. We are disappointed that your cargoes are not in conformity with the samples.

O 0 3 &N U B~ W N =

. We cannot offer the exact article according to your sample.

—_
o

. We sincerely hope the quality is in conformity with the contract stipulations.

[u—
—_—

. We can assure you that our products can meet the international standard.

—_—
[\

. What are your requirements on specifications?

—
(98]

. These will be taken as final and binding.

—_
N

. The quality of the above mentioned goods was in conformity with the requirement of the
contract NO.JBD-089.

15. Have you received the specifications as shown in our catalogue?

16. We have no idea whether this product with new specifications will be marketable here.

17. I’'m afraid we’ll have a hard time persuading our users to accept the new specification.

18. Thank you very much for the catalogues you sent to us, which we find very informative.

19. Please submit specifications, preferably with illustrations.

20. You know we sell our tea according to our samples. Our quality is based solely on our

sales samples.

21. We usually allow a tolerance of plus or minus 10%.



22. This product presents the top craftsmanship.

23. Various teas of different grades are available here.

24. Compared to the previous model, our new brand is less expensive and easier to use.

Reference Answers

25. Our “Sprouting” brand black tea is of the best quality and is a reasonable price.

26. Here is our latest model. I want you to take a close look at the exquisite design.

27. We’re proud of our rigid quality control.

28. Please be sure to attach a quality inspection certificate.

PartI Keys to the pre-class activities

Task 1

Unit Five Negotiating Price

®

unit

A\
\D e

net

i

retail

AR A

wholesale

P4t

discount

BT

current

B

spot

R

rock bottom

JE b

original

%

reference

price
price
price
price
price
price
price
price
price

price

N

Task 2
FOB & #
quotation

floor price H &AM

competitive price A 35+ /7 I %

reduce the price Jl /"

insist on the price "B FFIN A%

make concession in our price FATHMNFEAHH 1E2D

make a reduction by 5% HIJ& 5%
reduce our quotation by 3% FEKFRATHIHRAT 3%

CIF 210

11

rock bottom
discount
original
wholesale
spot
reference
retail

net

unit

current

conclude the transaction 58 /%38 5%
best price L R
conclude the deal 5¢3C 5

raw material 5K}
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make a further reduction by 2% #E—CIi 2%

net price without commission /A~ ] 4 15 /1

in line with the market 5737 HHFF gross margin &7
Task 3

readjust price W 1%
unreasonable price EEEiokiiy i

FIHERZ I A%
RS
ANE A%
gy

sensible price

commodity
meet each other halfwa

acceptable price

best-selling lines Fik—®
the prevailing pri%< s (ig)
on the high side AT A& 7K

Task 4

a) The buyer wanted a discount, but the seller refused with the excuse that his goods were of
better quality.

b) The seller had raised the price for the goods compared to that of last year, which was
unacceptable to the buyer.

Dialogue 1

A: The price you quoted us is a little too high. I would like a 20% discount.

: I can’t give a reduction like that!

: Look, I know you can manage that. I’ve already had a similar offer from your competitors.

: But when it comes to quality, there’s no comparison.

: You have to meet my figure, if your company really wants to sell more.

W > W > w

: Well, I need some time to think it over.
Dialogue 2
A: Our price is reasonable as compared with that in the international market.

B: I'm afraid I don’t agree with you there.

>

: Your price is higher than those we got from elsewhere. The Japanese quotation is lower.

oo}

: You should take quality into consideration.

>

: It would be very difficult for us to push any sales if we buy it at this price. Your price is
25% higher than that of last year.
B: You may notice that the price for this commodity has gone up since last year. You know,
the price for this commodity has gone up a lot in the last few months.
A: The price for this commodity is US$25 per pound in the international market. If your price

is favorable, we can place an order right away.



B:

A:
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We may reconsider our price if your order is big enough. All these articles are our best-
selling lines. These patterns are very popular in the international market.

It is difficult for us to sell the goods as your price is so high.

Part III Keys to the post-class activities
Task 2

1.
2.
3.

This is our rock-bottom price. We can’t make any further concessions.

I can assure you the prices we offered you are very favorable.

We’ve compared your price with those from other suppliers. Your price is not competitive
at all.

. Your competitors are offering better quality for a lower price.

5. If the difference is this big, I'm afraid we’ll not be able to do the deal.

7.
8.
9.
10

I1.

12.
13.
14.
15.
16.
17.
18.

19.
20.

. Since the prices of the raw materials have been raised, I am afraid that we have to adjust

the prices of our products accordingly.

If your price is in line with the market price, we will place a large order.

I’'m afraid your price is out of line with the market price/prevailing market.

Let’s both compromise. I give you further 5% discount, which is the best I can do.

. It is unwise for either of us to insist on his own price. How about meeting each other
halfway and each makes a concession? It’s the only way business can be concluded.

If you have a look at this market report, you’ll see the price of this item is soaring. I’'m
sure our offer is in line with the prevailing price level.

Your counteroffer is not up to the present market level.

It’s impossible for us to entertain your counteroffer.

I’'m sorry. The difference between our price and your counteroffer is too wide.

This is our rock-bottom price, we can’t make any further reduction.

How about meeting each other halfway?

I appreciate your counteroffer but find it too low to accept.

I’'ll have to consult my head office before I can give you a definite answer on the price
terms.

We are not interested unless your price is reduced to a level in line with the market price.
To meet your requirements, we would like to reduce our price by 2%, which, I hope, will

be satisfactory to you.
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Unit Six

PartI Keys to the pre-class activities

Task 1

Modes of Payment

4 @ transferable
\D revocable L/C A] e 15 HE revocable
irrevocable L/C A4S FuE sight
confirmed L/C { buf5 FHE divisible
unconfirmed L/C AR A5 HAE revolving
sight L/C B[ 45 IR irrevocable
time L/C ize 45 FIE time
transferable L/C n] #1115 FIE confirmed
divisible L/C W] 43 #0145 FIE unconfirmed
revolving L/C fE¥E FHIE D
NI
Task 2
mode of payment 1+ 7 77 =\, terms of payment 1+ 7 2% 44
letter of credit 15 A ilE draft JI_ 52

) .
remittance J[_ 3K

at sight B, D0 ZE R[4

draft at sight B #7252

installment payment ) ¥4 3¢

down payment Fiif 7K

advance payment Fif K

reimbursement %1t

opening bank FFilE4T

establishing bank FiE4T

paying bank -} 24T

the confirming bank £ 51T

collection FEUA

after sight/Usance/Time izt
credit at sight R ${55 FHAE
documentary collection iR FLFGI
balance (payment) 4% 2K i
bank charges #1742
invoice K 5%

issuing bank FiFAT

negotiation bank WA
reimbursing bank 147
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Task 3

D/A & HE
L/C R

D/P fFiC

T/T SC

M/T 7R A
D/D {FRRAL
USD i
HKD >< ESIW
Task 4

a) Suggested topic of the Dialogue 1: Term of Payment

b) Party A and Party B are talking about payment by installment in Dialogue 2.

Dialogue 1

A:
B:

A:

B:
A:

Now, I’d like to talk about the terms of payment.

Usually, we only accept payment by confirmed and irrevocable letter of credit payable
against shipping document.

But I think a flexible term of payment is good for both of us. Could you accept D/A since

our order is small this time?

: I’'m afraid I can’t.

: This time we placed just a small sample order so payment by L/C is costly for us. And I

don’t think you need to worry about our integrity since we have been trading for years.
OK. In order to reach an agreement, I agree to accept D/P, and that’s the best we can do.

Thank you for your cooperation.

Dialogue 2

W W w

: Let’s talk about the terms of payment.

: We would like to make the payment by installment.

: We accept installment sometimes, but what kind of installment do you have in mind?
: We would like to pay 10% by T/T, and then pay off the rest of it in three payments.

: Oh, that’s not so convenient for us and it’s a lot of trouble for you too.

Then what’s your idea?

: How about making the rest of the payment by two installments?
: I need to check with my boss about it.

: I see. I am looking forward to your reply in the affirmative.

Part III Keys to the post-class activities

Task 2

1. So it’s better for us to adopt D/P or D/A.

2. I suppose D/P or D/A should be adopted as the mode of payment this time.
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12.
13.

14.
15.
16.
17.
18.
19.
20.

. It would help us greatly if you would accept D/A or D/P.

. Could you make an exception and accept D/A or D/P?

. We insist on a letter of credit.

. As I’ve said, we require payment by L/C.

. We still intend to use a letter of credit as the term of payment.
. We always require a L/C for our exports.

. We pay by L/C for our imports.

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

. You must be aware that an irrevocable L/C gives the exporter the additional protection of

a banker’s guarantee.

Is the wording of “confirmed” necessary for the letter of credit?

For payment we require 100% value, irrevocable L/C in our favor with partial shipment
allowed clause available by draft at sight.

What do you say to 50% by L/C and the balance by D/P?

When do I have to open the letter of credit?

Please open the letter of credit in good time.

It’s expensive to open an L/C because we need to put a deposit in the bank.

We pay too much for such a letter of credit arrangement.

There will be bank charges in connection with the credit.

A letter of credit would increase the cost of my import.

Unit Seven Delivery and Shipment

Part I Keys to the pre-class activities

Task 1
%

(D shipping advice & I8 R company
shipping agent S L iPN document
shipping company RN ] advice
shipping container Wiz S R4 space
shipping document T P mark
shipping instruction  FEAFER order
shipping mark ALy Sk container
shipping order TEfR B instruction
shipping space g3 XA ) agent
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Task 2

ship %, $eiz shipment $¢1z, HEfl, MY, iz
effect/make shipment %12 hasten/speed up shipment Jlli# %412
advance shipment #2412 delay/extend shipment ZE}f%E 12
urge/expedite shipment fE{E/I#2EIZ  port of destination H 35

mode of transport iz % /7 7\, means of conveyance iz fij 1. 5
transshipment % i} partial shipment 7 fit 2512
shipment advice %18 %1 date of shipment %% 1=
shipment clause ZEfif 253K time of shipment 2431

direct shipment ELiAffi%E1E immediate shipment R {j3&iz
effect/make/take delivery 42 6% port of delivery 42 6744

prompt delivery #5217 time of delivery % B¢ [H]
punctual delivery #5327 delay in delivery #EIRAZ 17
postpone HEIR port of loading %1z %

Task 3

direct steamer TetE, M

charter party R

tramper kit

liner YR

vessel Hik%

container ANTE SR

containerized B

consignee \/Wﬁi A

tariff AR

Task 4

a) Suggested topic of the Dialogue 1: Time of Delivery

b) Party A and party B are talking about means of transportation in Dialogue 2.
Dialogue 1

: Shall we talk about the time of delivery?

Sure.

: Is it alright for you if we make the delivery in October?

: I am afraid not because we are heavily committed.

: You know prompt delivery is very important for us.

> W W >

: I see. But we have got more than ten orders before yours.
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: Could you do me a favor with some good ideas? You don’t want us to turn to other

suppliers, do you?

: We won’t disappoint our customers, especially old customers like you.
: Thank you for your consideration.

: We’ll do our utmost to contact some other manufacturers and see whether they can do

something.

: It’s so kind of you to do so. When can you let me know?
: Oh, I'll call you at about one o’clock tomorrow afternoon, alright?
: Of course, I value the good relationship between us so much.

: Thank you for your sincere cooperation.

Dialogue 2

A:
B:
A:

Let’s discuss the terms of shipment
I hope we can adopt the “combined transportation” of railway and sea.
The “combined transportation” will probably cause a delay in delivery or lost and the way

of combined transportation has complicated formalities.

: The facilities for shipping goods to European countries have changed a lot in recent years.

We just shipped an order to Europe via sea and railway, and nothing happened. As for

formalities, we’ll make everything alright.

: Shall we have to pay the extra freight in that case?

: No. it is included in the CIF price. The combined transportation is easy for both of us and

it’s cheap too.

: OK.
B:
A:

We won’t make the payment until we have received the shipping documents.
I see. We will send you the vessel’s name, shipping date and the bill’s code as quickly as

possible.

Part III Keys to the post-class activities
Task 2

1.

2
3.
4

9,

How long does it usually take you to make a delivery?

. Could you possibly advance shipment further more?

I hope that the goods can be shipped promptly after you get our L/C.

. Shipment should be made before October, otherwise we will lose the seasonal

market/trade.

. The earliest shipment we can make is early March.

. 'm sorry, we can’t advance the time of shipment.
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7. The order is so urgently required that we must ask you to expedite shipment.

8. The goods ordered are all in stock and we assure you that the first steamer will make the

shipment available in November.

9. Please see to it that the goods are shipped per PEACE sailing on or about October 15th.

10.
I1.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.

We’ll try our best to advance shipment to September.

When is the earliest possible date you can ship the goods?

I wonder whether you can make shipment in September.

How long will the delivery take from here to Canada by sea freight?

I don’t think I can promise you any January shipments.

Transport by sea is the most important mode of transportation in the world today.
Usually, it is cheaper to have the goods sent by sea than by railway.

For such a big order, we propose to have the goods dispatched by sea.

Because of the high cost of railway transportation, we prefer sea transportation.
Sometimes sea transport is a problem for us.

Please have the goods transported by air.

We don’t think it is proper to transport the goods by railway.

Can you have them sent by railway?

You may have some difficulties in arranging railway transportation, I think.

We would prefer to have goods carried by road and not by railway.

Unit Eight Packing

PartI Keys to the pre-class activities
Task 1

[ffm e -
i beer 1. plastic drums 5K} A |
] cement 2. bale KEL, KHH I
! tea 3. crate BRAH, HIZEAE I
I orange 4. cask ffi, A .
I acetic acid 5.tin Wy, o |
i cotton 6. wooden case ARFf I
i @ nails 7.bag 8% |
] machine 8. carton FEACEL, ACHRAH |
I
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Task 2
yod X -~ II,’ ‘I‘
LA L Q
Keep dry | This side up I%::II; 1::2’ Fragile Cgergrsirt;)f Sling here [}lezlr(l:

Task 3

shock-proof TR IR

water-proof TR
leakage-proof XA
breakage-proof Bl 7K 1)
case Bz )
container 7 B 417 1)
iron drum TS
foam plastic bag Bl I
can G|

Task 4

Dialogue 1

A: How do you plan to pack our order?

B: Do you have any specific request for packing?

A: Yes. Since the tableware is subject to breakage damage, can you wrap them individually
and pack ten sets per carton?

B: No problem. This is the sample of packing. Please have a look.

A: That’s good. We have to be very careful about packing, otherwise we might have endless
problems in handling and transporting them.

B: Sure. We’ll take special care to see that the goods are packed as per your requirements.

Dialogue 2

A: Do you mind if I give you a little suggestion?

: Of course not, go ahead please.

: Your products are good, but you could improve the design of your packaging.

: Could you be more specific?

> W o> w

: For example, you can change the color and use window-packing to give the buyer an idea
of what packed inside.

B: That’s a really good idea. I’'1l discuss it with our designers to see how we can improve it.
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Part III Keys to the post-class activities
Task 2

1.
2.

I would like to confirm the details about the packing again.
I hope you could use/put/paint our company’s trade mark on the cargo cases and indicate

what is packed inside.

. For the packing of commodities of this kind, corrugated cardboard is good enough.

4. By using cartons, the weight of the cargo can be reduced and the transportation expenses

can also be saved; besides, packing fees need not be calculated separately.

. There are three different kinds of packing available for this commodity: cartons, bags and

regular packing.

. All of our commodities are wrapped with polyethylene bags, so the goods won’t be

contaminated/won’t get dirty.

. First I would like to find out if we can use neutral packing for this consignment of goods?

8. I suggest you use window packing, so that the commodities packed in the cartons/cases/

boxes can be seen directly.

9. When packing these small bottles of beer, there should be/please pack six bottles in one
carton, and four cartons in one box.

10. We’ll pack them two dozen to one carton, gross weight around 25 kilos a carton.

11. All these boxes should be lined with shockproof cardboard from inside and reinforced

with straps from outside.

12. Shirts are to be packed in plastic-lined water-proof cartons.

13. As this article is fragile, please case it into durable packaging.

14. The outer packing should be strong enough for transportation.

15. As to the inner packaging, it must be attractive and helpful to the sales.

Task 3

1. Outer packing is also called transportation packing. It is used to protect the quality and quantity
of the commodity during transportation as well as to make the handling and storage easy.
As to the inner packing, it is also called sales packing. Sales packing can not only protect
commodities during transportation, handling and storage, but attract consumers’ and
encourage people to buy.

2. Open-ended.
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PartI Keys to the pre-class activities

Task 1

Unit Nine

Insurance

o0

(D insurance clause/terms
invoice value
insurance coverage
insurance policy
insurance premium
inspection order
insurance undertake
insurance cover

DRI 2K
REE B
DRIS DT AR
DRI #
DRI 2%
TR A
(ZNSZNTIN
DRI

N

Task 2

Ocean Marine Cargo Clause {12 % BL ) PR 6 26 3K

PICC (People’s Insurance Company of China) ' [E A\ AR A 7]
T.P.N.D. (Theft, Pilferage& Non-Delivery Risks) fii%i, #AER:

Fresh and/or Rain Water Damage Risks 7% 7K /i K[
F.P.A (Free from Particular Average) “F-%[%;

W.P.A. (With Particular Average) 7K{5i[%:
Breakage of Packing Risk 325 #2456

Cargo Insurance T2¥I{R [
Extraneous Risks k&

Basic Risks FE AN

insurance
value
premium
policy
undertaker
cover
clause/terms
coverage

order

Shortage Risk JH &%

Leakage Risk (Risk of Leakage) &%
All Risks Zi5 5, — VI

Additional Risks Bff i
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Task 3

insure

insurer
PRI 2 FH
F[E] 4R

average
particular average
general average
Yoreooee (LIS
ARG B
€S
R~ ], ARTT
A

extra premium

take out/effect insurance

insurance charges

natural calamities

premium rate

Task 4

Dialogue 1

A: I"d like to have a talk with you about insurance if you don’t mind.

B: No, not at all. Go ahead, please.

A: What does your insurance clause cover?

B: There are three basic covers, namely, Free from Particular Average, With Particular
Average and All Risks.

: If we conclude the business on a CIF basis, what coverage will you take out for the goods?

o >

: Generally speaking, we only insure the goods With Particular Average.

>

: Do you cover risks other than WPA, for example, TPND, Leakage Risk, Breakage, Fresh
and/or Rain Water Damage Risks etc.?

: Yes. We will have the goods insured against those risks if the buyers request it.

: Who will pay for the extra premium?

The buyers.

: I see. What is the insurance coverage on the basis of CIF?

As a practice, we usually cover the insurance for 110% of the invoice value.

: Some of our clients want them insured for 130% of the invoice value. Is that possible?

W > W W W

: Yes, provided that the premium for the difference between 110% and 130% of the invoice
value be borne by the buyers.

A: No problem.

Dialogue 2

A: Since the glassware transaction is concluded on the basis of the CIF clause, we would like

to know what insurance you have taken out on these goods.
B: We will get With Particular Average.
A: But glassware is easily broken. Is the breakage of goods included in this W.P.A.?
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>

: Well, it just depends. In fact, not every breakage is included in this W.P.A.
: Can you explain?

: OK. It is included in the W.P.A. only when the breakage results from natural calamities and

maritime accidents, such as stranding and sinking of the carrying vessel, or is attributable to

fire or explosion. Others belong to the Risk of Breakage but are not included in W.P.A.

: I see. So that means the W.P.A which you are going to cover for the goods does not

necessarily include Risk of Breakage, is that right?

: Yes. If you wish to cover the goods against Risk of Breakage, we can add this item, but it’s

an additional risk item, and you have to bear the extra cost.

: That really doesn’t matter. The value of the goods is just too high. So the safety of the

goods is all that counts.

: Oh, yes, definitely. Then I’ll have your insurance changed from W.P.A. to All Risks for

110% of the CIF invoice value.

PartIII Keys to the post-class activities
Task 2

1
2
3
4.
5
6

~

. Could you cover the risk of Breakage for us?
. Who will pay the premium?

. Are buyers responsible for the insurance charges?

Generally speaking, we insure WPA on CIF sales.

. What about insurance for All Risks?

. We cover the goods against WPA. We think WPA gives enough protection to all our

shipments to your area.

. The extra premium is borne by the buyer. This is international practice.

8. If we conclude the business on a CIF basis, what coverage will you take out for the goods?

16.
17.

. The usual practice is we will cover W.P.A. and War Risks for the goods.
10.
11.
12.
13.
14.
15.

According to the nature of the goods, it is not enough to have just W.P.A. Please add T.P.N.D.
W.P.A plus Risk of Breakage suit your consignment.

As requested, we will arrange insurance on your behalf.

We shall cover the shipment for 110% of the invoice value.

We have insured the goods for 110% of the invoice value against All Risks.

We agree to cover 130% of the invoice value as requested, but the extra premium between
110% and 130% is for the buyer’s account.

We usually take out insurance with the People’s Insurance Company of China against All Risks.
The insurance under the People’s Insurance Company of China Ocean Marine Cargo
Clauses is classified into the following three conditions—Free From Particular Average
(F.P.A.), With Particular Average (W.P.A.), and All Risks.
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Unit Ten Signing Contract

PartI Keys to the pre-class activities
Task 1

- O sales confirmation

.+ product, standards and specifications

! O catalogue !
I v the supply of the commodity |
i v insurance |
i [ quotation sheet I
i v arbitration I
+ « discounts and commissions 1
! v packing, labeling and marking I
! v period of delivery/shipment |
I Vv inspection |
i v quantity I
L

terms of payment—amount/mode & currency

Seller: Chinese Oriental Company Address : Tel: Fax: E-mail:

Buyer: American P&.D Company Address: Tel: Fax: E-mail:

The undersigned Seller and Buyer have agreed to close the following transactions according

to the terms and conditions set forth as below:

1. Name, Specifications and Quality of Commodity: red dates, Grade One

2. Quantity: 20,000 kilograms

3. Unit Price and Terms of Delivery: USS$ 3 per kilo, CIF New York

The terms FOB, CFR, or CIF shall be subject to the International Rules for the Interpretation
of Trade Terms (INCOTERMS 2010) provided by International Chamber of Commerce

(ICC) unless otherwise stipulated herein.
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continued

4. Total Amount: US$ 60.000

5. Time of Shipment:

Within__ 30 _days after receipt of L/C allowing transshipment and partial shipment.

6. Terms of Payment:

By Confirmed, Irrevocable, Transferable and Divisible L/C. The L/C must specify that

transshipment and partial shipments are allowed.
The Buyer shall establish a Letter of Credit before the above-stipulated time, failing which,

the Seller shall have the right to rescind this Contract upon the arrival of the notice at Buyer

or to accept whole or part of this Contract non fulfilled by the Buyer, or to lodge a claim for]

the direct losses sustained, if any.

7. Packing: One kilo red dates are packed in one poly bag, 25 bags into one carton

8. Insurance:
Covering WPA and All Risks for 110% of CIF Invoice Value to be effected by the PICC.

Task 3

sign a contract W B3 & fm
AT A [F]
MR A S [F]
AT A

& FZ)E

& EIEA
BUH & [
B R

draw up a contract

originals of the contract
alter a contract
cancel contract
purchase contract
sole agency contract
contract stipulation
Task 4

Dialogue 1

: Here is the contract we drafted, please go over it.

: OK. Thanks.

: Are there any problems?

: Yes, [ have a question about Clause 8.

: OK. Let me have a look.

: In the shipment clause, it should be the second shipment to be effected “within 30 days

W o w o w

after the first shipment” instead of “after 30 days”.

>

: Sorry, I think it must be a wording mistake. I will have the secretary correct it.
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B: Thank you.

Dialogue 2

A: Before you sign the contract, please go over it again to see if everything is in order.
OK. Thank you. Everything we’ve discussed seems to be here.

: Good, can we sign it right away?

Of course. Where shall I put my signature?

: Here, on the last page.

OK. It’s done. Is that all?

A: I’'m afraid not. We’ll sign two originals, one in Chinese and the other in English.

w W

Part III Keys to the post-class activities

Task 2

1. Before we sign this garment contract, let’s check the relevant terms and clauses one more time.

2. The total price of this transaction is US $230,000, CFR San Francisco, the United States.

3. We’re very pleased that we’ve fulfilled the purchase task successfully this time.

4. Before we come to the final agreement, there’re still a couple of points that have to be
clarified.

5. I’'m afraid we’ve overlooked several places/parts/points.

6. I wonder if you could modify/make some modifications in the explanation under the term
of payment.

7. There’s an important explanation we should have included in the contract.

8. We should make it clear that no matter which party cannot honor the contract, the other
party is entitled to claim for losses.

9. Now, finally, the tough negotiation has come to an end, and it’s time for a drink.

10. Here’s to our deal, and to our further cooperation in future, cheers!

Task 3

1. (1) Repeat all the terms and conditions that have been agreed upon and again ask for

confirmation from the opposite party.

(2) Call for amendments as soon as possible when you find there are any terms or
conditions which are not suitable or which you don’t understand.

(3) Make out a contract or confirmation in time. Send one copy of the contract or
confirmation to the opposite party to check. If there is no disagreement, you can set the
time for both parties to sign the contract.

2. The seller should confirm every item including name of the commodity, specifications,
quality, quantity, packing, price, terms of payment, time of shipment, and insurance term of
the goods ordered. This is done so that they will be listed in details in the contract which is

helpful for both parties to carry out the contract.
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Unit Eleven Checking and Amending an L/C

PartI Keys to the pre-class activities

Task 1
o
(D open L/C F 37 AZ FAE urge establishment of
issue L/C HBAE FAE validity of
check L/C B % 1E FIE amend
urge establishment of L/C _ f#JH{5 F1IE extend
extend L/C GEK1E FAE check
amend L/C B MAE FAE issue
covering L/C A IS FHAE open
validity of L/C % FHAEA 2800 covering
stipulation of _L/C 13 FIE 462k y stipulations of

N

Task 2

the opening bank  FFE4T expiry date of the L/C {5 HUEZIHHH
beneficiary 527 A within the prescribed time 751 & [ H [E] P4
discrepancy ANfF be in strict conformity with 584z 5« — 3

within the prescribed time 7R 7€ i [] P advice of amendment & XUE &1+

issue the L/C without delay 37.Z|H EAZHIE no vessel available #¢H i

Task 3

Dialogue 1

(Mr. Wang Cheng, a manager of ABC Co. is talking to Mr. Brown on phone to urge him open

L/C)

W: Hello, Mr. Brown, this is Wang Cheng of ABC Co. speaking.

B: Hello, Mr. Wang.

W:Mr. Brown, I am calling to tell you that the goods you ordered have been ready for
shipment for quite some time, but up to now we haven’t received the relevant L/C yet.
Would you please do your utmost to have the L/C opened at your earliest
convenience?

B: How could that be? I instructed my bank to open the L/C after I received your fax.
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W: But up till now, we haven’t received the L/C. If the L/C cannot reach us in time, we may
not execute the order within the prescribed time. So, I hope you can have it opened as soon
as possible.

B: I know quite well how important the matter is. I will contact my bank and urge them to
open the L/C immediately.

W: Thank you for your cooperation. I hope the L/C will reach us soon. And besides, in order
to avoid subsequent amendments, please see to it that the L/C stipulations are in exact
accordance with the terms of the contract.

B: Rest assured, Mr. Wang. We’ll surely pay attention to that. We will try our best to have the
L/C opened in time for you to make shipment.

W: Thanks very much, Mr. Brown. Good bye.

Dialogue 2

W: Mr. Brown, I am calling to tell you that we have just received your L/C.

B: Oh, I am glad to hear that.

W: But I have to tell you that we found some discrepancies after checking it.

B: Oh, really? I am sorry to hear that. Would you please tell me what they are?

W: Yes. After checking, we found the latest date of shipment in the L/C is “March 1, 2008, but in
the contract it is “March 15, 2008”. And the expiry date of the L/C is “March 15, 2008, which
is not in conformity with the contract. It should be “March 30, 2008”. So, will you please
amend the shipment date to “Shipment to be effected on or before March 15, 2008 and extend
the expiry date to “March 30, 2008 as stipulated in our sales contract?

B: Mr. Wang, I am sorry for making such mistakes. I will see to it as soon as possible.

W: Thank you for your cooperation. I will send you a fax about the amendments and I hope
you will ask your bank to make the necessary amendments as soon as possible. Otherwise,
shipment will be postponed.

B: I will do my best to instruct my bank and have the L/C amended as soon as possible.

A: Thanks again for your cooperation, goodbye.

Part III Keys to the post-class activities

Task 2

1. Please establish the covering L/C as soon as possible.

2. We shall be much obliged if you open the L/C at an early date.

3. The goods you ordered have been ready for shipment for quite some time, but up to now

we have not received the relevant L/C.

4. If the L/C doesn’t reach us in time, we may not execute the order within the prescribed

time.

5. I will contact my bank and urge them to open the L/C as soon as possible.
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. If there is no vessel available this week, and I am afraid the shipment of this order will be

delayed until next week.

. In order to avoid subsequent L/C amendment, please pay attention to the following.

8. I wonder if you could kindly amend the L/C and extend the latest shipping date to June 30,

and the expiry date to July 15.

. When checking the L/C, you should pay special attention to the expiry date of the credit

and the latest date of shipment to see if they give you sufficient time to effect shipment and

prepare all the documents.

10. As there is no direct steamer to your port, please amend the L/C to allow transshipment.

11. Any delay in amending the L/C will undoubtedly involve us in no small trouble.

12. As you have failed to establish the L/C in time, we regret being unable to effect shipment
within the stipulated time limit.

13. If your L/C can reach us at the end of this month, we will do our utmost to arrange

shipment of your order early next month.

14. Please amend L/C No. 283 to read “This L/C will expire on 28th February, 2009”.

15. Please insert the word “about” before the quantity in your L/C No. 123.

16. After checking your L/C, we found “No transshipment allowed”, which is inconsistent
with the contract terms.

Task 3

A: May I discuss the extension of L/C with you?

B: Is there a problem?

A: Unfortunately, we failed to book enough shipping space, so we won’t be able to deliver the
goods on time.

B: That’s troublesome. How would you like to amend the L/C?

A: Could you please have your bank extend the date of shipment and the expiration date of
the L/C for one month respectively?

B: For the sake of friendship, I’'ll comply with your wishes.

A: Thank you very much. Then the L/C is amended as follows: “The latest date of delivery is

August 20th, 2009 and “The expiry date is October 20th, 2009.”
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Unit Twelve Making and Settling Claims

PartI Keys to the pre-class activities

Task 1
o

/

@ lodge/file/raise a claim FEH R lodge/file/raise
settle a claim fil 25 s entertain
admit a claim [F) & & e waive
dismiss a claim 0% 9] 2% reject
reject a claim Gt dismiss
entertain a claim 2P 2 ks settle
reject a claim EEEA admit
waive a claim e withdraw

J

N

Task 2

faulty packing 254 improper packing 3544

inadequate packing 2N E be badly damaged 5% 45 ' &

take a delivery #2707 in perfect conditions {RZS T4

survey report %R inspection certificate & 36 1E 1
inspection report &4 1 statement of a claim ZRIiE #.

reliable testimony AJ & [ iF A the carrier’s house 712 A 5] & J#
complaints of this kind ZRAHI 1 not in proper condition ¥R

rough handling #H % %% #] the packing remains intact % 52 4 T 47

goods under Order No. 2010 2010 5 1] #1162

American Commodity Inspection Bureau & [ 54 &)

be blamed for the faults of the shipping company K&/ 7] (13 2 11 %2 46 Tt
up to the standards required & E K [FIFRHE
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Task 3

case it
shortage e
arbitration A
compensation H1Z
surveyor gis)

prior to 7KZE

carton R

unload TEeeeee ZHif

water-stain
Task 4

a) The buyer refused to take the delivery and made a claim on poor packaging; the seller

promised to give a refund after looking into the issue.

b) The buyer made a claim on improper packaging and the seller promised to make

compensation.

Dialogue 1

A: I’'m here to settle the claim for garments. The goods shipped in January from Tianjin under

No. 2010 have arrived in New York. But to our great surprise, they are not in proper

condition.
B: Is that so? What’s the trouble then?

A: Quite a number of cartons were badly damaged. Many of the blouses were water-stained

and some of them were severely soiled.

B: Where are the goods now?

: The goods have been unloaded into the carrier’s house. As they are in such a damaged
condition, we doubt we will be able to accept delivery. For this reason, my head office
called me the day before yesterday to get in touch with you.

: Really? But we have exported these kinds of goods for many years, and we haven’t had
any complaint of this kind. We are really at a loss to understand why this would happen.
Have you any evidence?

: Sure. Here is a copy of the survey report issued by American Commodity Inspection
Bureau, who is absolutely reliable.

: Though the complaint is true, there may be other factors to it. We should look into it first

before I can give you a reply.

Dialogue 2

A: I’'m here to settle the claim for the fertilizer. Nearly 10% of the bags are broken.

B: Have you discovered the exact causes of the packing breakage? So for, we haven’t had any



A:

B:
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complaint of this kind.

: It is apparently attributed to faulty packing.

I’'m extremely sorry for any unnecessary trouble you suffered, but I would think our

company is not to be blamed for the faults of the shipping company.

: I don’t think the shipping company is liable for the claim. It is quite obvious that the bags

were damaged prior to loading. So it is the seller who should be responsible for the claim.
Believe me, the goods were in perfect conditions when they left. I think the damage must

have occurred during transit.

: But according to the contract, no second-hand gunny bags are allowed to be used. We

regret to say, you had used 180 second-hand ones. And poor packing was the cause of the
damage and nothing else.

Are you sure that second-hand bags were used for the shipment?

: Yes. Here is the survey report issued by General Administration of Quality Supervision,

Inspection and Quarantine of the People’s Republic of China.

: I wonder how this happened. I can’t understand how our forwarding company made such

an embarrassing mistake. I do apologize for any hardship we may have caused you.
That’s all right. Our loss amounted to $3,000. We expect compensation for this amount. I
hope you’ll seriously consider our claim.

Certainly. We will compensate you for any expenses you may have incurred.

Part III Keys to the post-class activities
Task 2

AN W AW =

. If we were at fault, we would be glad to allow you to return the damaged goods.
. We have no alternative but to lodge a claim with you.

. We have to file a claim on you.

. If you fail to make the shipment soon, we’ll cancel the order.

. Our customers are complaining of the inferior quality of our products.

. This consignment is not up to the standard stipulated in the contract. We are now lodging a

claim with you.

. According to the surveyor’s report, the damage was due to rough (careless) handling during

transit.

8. We find that the quality of your shipment is not in conformity with the agreed specification.

12.

. The goods sent are inferior compared to the original sample.
10.
11.

Upon examination, we found the goods are not up to the standard of the sample.
After inspection, we found that there is a shortage of 535 kilos, though the packing
remains intact.

Our investigation shows that improper packing caused the damage.
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13.

14.

15.

16.
17.

As regards inferior quality of your goods, we claim compensation of US $10,000.

I am sorry to tell you that the shipment does not accord with our contract, and about 150
cases were seriously damaged, we hope you can make a thorough investigation on this
matter and let us know the result without delay.

We apologize to you for the trouble caused by our error, and we shall send you the right
articles immediately.

We regret the loss you have suffered and agree to compensate you in the sum of $1000.

In view of this, we have no other choice but to return the faulty sets to you and we must

ask you to replace them.



