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前言　

随着互联网的广泛应用，在21世纪的国际商务活动中，人们更多地使用了电子邮件、传真等快捷、便利的现代化技术手段，但以往信函的表现方法和内容并没有因此而发生根本的改变。所以，学好有关信函的写作方法及交易磋商的程序内容，仍显得十分重要。掌握了英文函电的写作就是掌握了一种技能。

为使高等职业技术学院国际贸易及相关专业的学生能够顺利地走上工作岗位，认真贯彻高职教育宗旨，培养学生的应用技术能力，特编写此书。

本书的内容围绕国际贸易活动展开，涉及外贸英文信函的写作方法、交易磋商的复杂过程、磋商内容的准确表述、常见外贸英文信函的应用及合同的签订和样本。本书具有内容广泛、解释清晰、讲练结合、可操作性强的特点；同时，本书采用英汉对照的双语教学模式，结合强化技能点训练的方法，使学生容易掌握，从而达到事半功倍的效果。

编者在总结多年教学工作和社会实践活动经验的基础上，借鉴了大量的有关英、美当代商务信函的专著，以及国内一些院校编写的有关教材的内容，从高职教学的具体情况出发，将本书的内容设计安排为：背景知识的讲解、有代表性内容的样函及其译文、相关的词汇及短语、语言点的分析和技能应用练习。

本书以实用为出发点和最终目标，可作为高等职业技术学院国际贸易专业、商务英语专业，以及市场营销、工商文秘、电子商务等相关专业的教材使用，也可作为广大有志从事国际商务活动的英语爱好者的自学用书。

本书由郑敏老师负责编写。由于编者的知识水平所限，且时间仓促，错误之处在所难免，恳请专家、学者及广大读者提出宝贵的批评意见。

编者

2012年10月

注：本书课后练习答案可到网站http://press.bjtu.edu.cn下载或发邮件到cbszlj@jg.bjtu.edu.cn索取。



Part OneBasic Knowledge of Business Letters

In this part you have two tasks to finish. Firstly, you should learn the basic knowledge of business English letters, that is, the structure and layout of it. And secondly, you should know the general seven C's principles of writing a good business English letter.

在这部分中你有两个任务要完成：第一，你要学习一些商务英文信函的基础知识，即信函的结构和布局；第二，你应该了解写好英文商务信函的7C原则。

Chapter 1  The Structure and Layoutof Business Letters


1.1Basic KnowledgeElements and Format of Business English Letters

Even though there are some kinds of business letter-writing ways nowadays, most business persons would like to use more standardized ways to communicate in their business. So generally speaking, the following elements should be involved in their formal business letters.

尽管现在存在着许多种商务信函的写作方法，但大多数的商人们还是更愿意使用较为标准的方法来进行商务沟通。所以，一般说来，较为正式的商务信函应包括以下要素。

Letterhead (信头)

Reference (编号)

Date (日期)

Inside Address (信内地址)

Attention Line(注意项,经办人名称)

Courtesy Title and Salutation(尊称和称呼)

Subject Line (标题,事由)

Body of a Letter (信的正文)

Complimentary Close(信尾客套语)

Signature (签名)

Some elements are also mentioned in other books, such as IEC Block (initials, enclosures and carbon copies), Postscript, etc. It depends on your own purpose and option. But the above ten elements should be presented in your business letters.

在一些书中还会提到如缩写名、附件、分送标志(IEC Block)及附言 (Postscript)等内容。这一切取决于你的目的和选择，但上述十项内容在商务信函中必不可少。

1.2 Different Parts in Letter

1. Letterhead信头

We also call it head of the letters. Usually it has been printed already. A letterhead always contains the company's name, address, telephone number, fax number, internet address, e-mail address, etc. At present time, most of the big business companies use letterhead stationery for their letter communication. They use trademarks or brief quotations effectively. Sometimes a logo can be found in the letterhead, too. Therefore we would like to say that the letterhead is a very important element in business letter, and it is usually placed on the topmost part of the paper.

信头也称为信笺抬头。信笺抬头一般是印好的。它由寄信人公司名称、地址、电话号码、传真号码、互联网网址和电子信箱等组成。在现今的商务往来中几乎每一家大的商业公司都用带有信头的信纸来写信，并充分使用商标或简短的广告语，甚至有的时候信头中还会出现公司的标识。因此，我们说信头是商务信件中非常重要的要素，通常信头位于信纸的最上端。

2. Reference编号

It would be very difficult to find out the letter you want among piles of them in our daily routine work in a big company without definite filing. Therefore, it is necessary to classify all letters according to the subject, company, or even time sequences. The useful functions of reference are: first, it helps us to send them to the right person or department on time; second, it can provide our replies good links with earlier correspondences; third, it ensures us to find the needed one quickly. Up to now, there isn't any fixed or standard form for reference lines. You can use any kind of form or way that you think the most effective one.

如果没有确切的卷宗可查，要想在一个大公司日常工作堆积如山的信件中找到你所需要的信件实在是太难了。因此，有必要根据交易的内容、公司的名称、甚至是时间来将所有的信件加以分类。编号的有效作用有3个：(1) 它有助于我们将信件及时送到正确的人或部门手中；(2) 它有助于我们将回函与早些时候的信件联系起来；(3) 它有助于我们尽快找到我们所需要的信函。到目前为止，编号没有固定的或标准的格式，你可以使用任何你认为是最有效的方法或方式。

There are three ways for making reference.

编号的方式有3种。

(1) 在信笺抬头的空间里打上如下字样：

Your ref. (你方编号)_____

Our ref.(我方编号)_____

(2) 在标题位置上打上编号：

Dear Sir,

Your Reference: A1002

(3) 在信的第一段提及：

Dear Sir,

Thank you for your letter of October 2, Reference Number A1002.

3. Date日期

Date line is a vital element in business letters. Generally speaking, the date has very special relevance in any kind of business deals. It is the date that decides whether a contract is to come into force, an order is filled, a bill is paid, or a guarantee claim is met, etc. So please remember the date can be never omitted or wrongly written in business letters. The standard form of date in a business letter should be written in the way like this: September 17, 2011. All other number forms or abbreviations of months are not recommended. Another thing should be paid attention to is that the date written in a Chinese letter is just not the same as in an English letter. In the former one the date is placed at the end of the letter, but in the latter one the date should be placed just before the inside address.

日期是商务信函中至关重要的一部分。一般说来，在各种商务交易中日期有着非常特殊的关系。是日期决定着一个合同是否生效、订单是否已执行、账单是否已付款、保修期是否已到期，等等。所以，请记住商务信函中绝不能遗漏或写错日期。商务信函中标准日期的书写方法应该是“September 17, 2011”。全都用数字表示或用月份的缩写形式的书写方法都不提倡。另一点应该注意的是汉语和英语信函的日期的书写是截然不同的。在前者中日期写在信的结尾处，而在后者中日期则放在信内地址的前面。

4. Inside Address信内地址

The inside address usually refers to the information about the receiver's. It includes all of the following information: the receiver's name and his title, or the company's name, street address, city, state or province, ZIP code and the country. Even all of these have appeared on the envelope already, we still need to write it again inside the letter for filing. The information is usually placed on the top of the left below the date.

信内地址通常指的是有关收信人的信息。它包括收信人的姓名、职位、公司机构的名称和营业地址，以及城市、州或省，邮政编码和国家的名称。尽管信内地址的有关信息已在信封上出现过，但为便于存档我们仍需在信内重写一遍。信内地址的位置一般在左上角低于日期的地方。

信内地址包括：

(1) 收信人的姓名和称呼(职位)；

(2) 公司名称；

(3) 营业地址；

(4) 门牌号码；

(5) 街名；

(6) 市名或城镇名；

(7) 县名或州名以及邮政编码；

(8) 国名。

例如：

Dr. Francis X. Jordan, President

Bachman Inc.

Baker Hall 152

Pittsburgh, PA 15213

U.S.A.

5. Attention Line注意项

Usually, when the receiver's name was not mentioned in the inside address, you should use the attention line to mention the individual's names to show the letter is really addressed to. The word “attention” can be typed in capital way or underlined.

一般说来，当特定收信人的名字没有出现在信内地址中的时候，你就应当使用注意项来提及具体收信人的名字，以标明信是真正写给谁的。注意线应加底线或用大写打出。

6. Courtesy Title and Salutation尊称和称呼

(1) The general rule of using courtesy title are as follows.

使用尊称的一般规则如下。

① Mr.(先生)，用于男士的姓氏或名字之前。例如：

Mr.John P.Storm; Mr.Storm

② Esq. 或Esquire(先生)，在书面地址里用于男士的姓氏之后，用逗号分开。在美国，它一般适用于称呼律师、法官和行政长官。在英国，它适用于获得绅士尊称的男士。例如：

John P.Storm, Esq.

③ Mrs.(夫人)，用于已婚妇女。例如：

Mrs. Storm

④ Ms.(女士)，用于已婚或未婚妇女，但也有人不喜欢。例如：

Ms.Loretta Vasquez; Ms.Vasquez

⑤ Miss(小姐)，用于未婚妇女。例如：

Miss Storm

⑥ Messrs.(先生们)是法文Messieurs的缩写，先生的复数，用于公司或商行的名称由个人姓氏组成的情况。例如：

Messrs. Storm & Co.

⑦ Mmes.(女士们)是Mesdames的缩写，女士的复数，用于女士设立的公司，现在很少使用。

(2) The general rules of using salutation are as follows.

使用称呼的方法有如下几种。

① 传统的称呼是“Dear”后跟收信人的尊称和姓氏。例如：

Dear Mr. Henry

Dear Mrs. Henry

Dear Miss Henry

Dear Professor Henry

② 对很熟悉的收信人，在名字前使用“Dear”。例如：

Dear Maria

③ 假如不知道收信人的姓名，使用一般性称呼。例如：

Dear Sir

Dear Madam

Dear Clients Coordinator

Dear Purchasing Officer

④ 假如致函一群人，使用下列的一种称呼方式。例如：

Ladies and Gentlemen

Gentlemen(英式英语为：Dear Sirs)

Ladies

Dear Members of the Restoration Committee

⑤ 假如写没有私人信内地址的推销信，可以用下列称呼方式。例如：

Dear Homeowner

Dear Customer

On very formal occasion, you can use“Dear Sir”,“Dear Madam”and “Dear Sirs”or“Gentlemen”. If you know the receiver's name, you must write out the name of the receiver. If you are not sure about it, it is available option to use courtesy title. You can use either a colon or a comma if you want.

在特别正式的场合，“Dear Sir”、“Dear Madam”和“Dear Sirs”或“Gentlemen”都可以使用。但只要你知道收信人的姓名，就应该使用其姓名。如果不清楚收信人的姓名，那么在称呼中使用其尊称也是很好的选择。在称呼之后既可使用冒号也可使用逗号。

7. Subject Line标题

A subject line involves the reason, relative reference or brief subject. It can be put under or above the salutation. If it is necessary, it can be underlined or typed in capital. There are different ways to write out the subject of a letter.

标题通常包括写信理由、涉及的项目编号或简要说明的主题。标题既可置于称呼之下，也可置于称呼之上。如果有必要，标题可加底线或用大写字母打印。标题栏可有如下不同的书写方式：

Subject: Project A-1004

Re: Price Quotation for “Hero” Typewriter

Your Order No. 40336

SUBJECT: ACCOUNT NO.5047

8. Body of the Letter信函正文

It is the most important element of a letter. It gives out the real information the writer wants to. Although you may find there are only a few words in a letter sometimes, you still have to follow the three-paragraph format. The opening paragraph is the subject introduction of the letter. The middle paragraph is the discussion of the deal in details. The last paragraph is the ending of the letter in the way of summation, suggestion or further request. The length arrangements of different paragraphs will rely on the deal itself. In order to write out a good business English letter, you should follow the seven C's principles.

信函正文是信中最重要的部分。它是实际传达的信息。尽管有时一封信仅寥寥数语，但还是要遵循三段式的格式。第一段一般引入主题，第二段详细讨论，第三段以总结、建议或进一步的要求来结束全信。段落的长短安排则依交易内容而定。为了写出好的商务英语信函应遵循7C写作原则。

9. Complimentary Closing信尾客套语

The complimentary close is the formal ending way in politeness. The standard forms of it are “Sincerely”, “Sincerely yours”, “Yours sincerely”, “Yours truly”, “Truely yours”, “Yours very truely”, “Very truely yours”, “Yours faithfully”.

信尾客套语是一种礼貌，是正式结束信函的方式。标准形式有：Sincerely, Sincerely yours, Yours sincerely, Yours truly, Truly yours, Yours very truly, Very truly yours, Yours faithfully等。

10. Signature签名

Signature is usually given three blank lines below the complimentary close. The typewritten identification tells legibly who wrote the letter. And the handwriting gives not only the legal implications, but also a personal communication.

签名通常在信尾客套语下空三行的位置。打出的签名正体可以清楚地显示出是谁写的信。至于手签的名字，除了其本身的法律含义外，还可以达到个性的交流。

11. Enclosure附件

If there is not only the letter paper in the envelop, some other documents are still in the same letter, you can use the following way to indicate them.

假如信封内除信纸外，尚附有其他文件，可用以下方式说明附件数目：

Enclosure; Encl.; Enclosure (1); Enc.-1

Enclosure (2); Enc.-2; Encl.: Two

If you have mentioned the enclosure already in the body of the letter, you can use a/s.

在信函正文中已提及附件，则使用a/s (As stated)(如信所述)，例如：

Encl. a/s

12. Postscript附笔

Usually it is used in the short form to give out another brief idea below the enclosure. However, you should avoid using it, you'd better think over the content of your letter within one time.

常用缩写P.S.表示引出一段简短的补充想法，附笔放在附件之下。不过，你最好仔细规划你的信函，一次写成，而不用附笔。例如：

LSY/aw

Enc.Two

P.S.I'm expecting your visit next Friday evening.

1.3Format of Letter

Because there are many practices of using different forms of letters, you'd better remember that until now there is not a specific format or layout of today's business English letter which is better than the other, or this is right and that is wrong. There are three basic formats of letter. They are semi-block format or style with indented paragraphs, full-block style and indented style.

因为实践中使用着各种各样格式的信函，你最好记住当今的商务英文信函就其格式来说没有一个比另一个更好，或这个是对的，而那个是错的说法。商务英文信函有三种常用的格式：半齐头式(或混合式)、齐头式和缩行式。

Semi-block format with indented paragraphs (半齐头式或混合式)
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续表
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Full-block style (全齐头式)
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续表
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Indented style (缩行式)
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续表
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New Words and Expressions

1. knowledgen. what a person knows; the facts, information, skills, and understanding that one has gained, esp. through learning or experience知识，学问，学识

2. businessn. the activity of buying and selling goods and services商业，买卖

3. principlen. a truth or belief that is accepted as a base for reasoning or action原则，原理

4. elementn. a small amount of a quality which can be noticed成分，要素

5. structuren. any arrangement or organization; the way in which parts are formed into a whole

结构，构造，组织

6. referencen. an example of looking at something for information 参考，查阅

7. salutationn. an expression of greeting by words or action问候，致意，行礼

8. correspondencen. the act of exchanging letters通信

9. routinen. regular and habitual way of working or doing things常规，例行公事

10. paragraphn. a division of a piece of writing which is made up of one or more sentences and begins a new line段落

Notes

1. logon. a small pattern or picture that is the sign of a particular organization(某个组织的)标识，标志

The Longman logo, a small sailing ship is on the cover of this book.

本书的封面上印有朗文公司的小帆船标志。

2. layoutn. the way in which printed matter is set out on paper版面编排，设计

3. formatn. the size, shape, etc., in which something, esp. a book, is produced; the general plan or arrangement of something(出版物的)版式；开本；设计，安排；(安排或表现的)式样，方式； 格式

Official reports are usually written to a set format.

官方报告通常按固定格式写成。

以上3个单词应很好地把握。logo经常出现在商务公司打印好的信笺上，尤其是大型的商务公司, 要特别注意识别。而第二个和第三个单词则可以经常互换，没有太大的区别，只是习惯而已。

4. complimentarya.

(1) expressing admiration, praise, respect, etc.赞美的，恭维的，表示敬意的 (Opposite word is uncomplimentary)

My boss was very complimentary about my work.

老板很赞赏我的工作。

(2) given free as a favor or out of respect 免费赠送的

complimentary tickets for the theatre 赠送的戏票

5. flatterv. to praise (someone) too much or insincerely, esp. in order to gain advantage

奉承，讨好，向……谄媚

flatter oneselfto deceive oneself by imagining that one is more important than that one really is自以为了不起

They're all watching me. You flatter yourself.

他们全都注视着我。你真是自鸣得意。

(In western countries, people would like to accept any kind of compliment. They believe that it is the compliment that forms one's confidence. A very common expression is the sentence you can always hear a man says to a woman “You are so beautiful.”)

Exercises

1. What is the importance of knowing all elements of a business English letter?

2. What are the ten basic elements in a business English letter?

3. Which format of letter is the best choice for a businessperson?

4. Which format do you prefer? Give your reasons.

Chapter 2 Essential Qualities inBusiness Letter Writing


2.1Basic Knowledge

To help you communicate effectively in your letter or sometimes in your report, memorandums and oral communication, you need to learn and apply certain specific writing principles. They tie in closely with the basic concepts of the communication process. Commonly called “the 7C's principles”, they are consideration, courtesy, clarity, conciseness, concreteness, correctness and completeness.

为达到通过信函、报告、备忘录，以及口语交流的有效沟通的目的，你需要学习并应用好一些写作原则。因为，它们与你的交流过程紧密相连。这些原则通常被叫做7C原则，即考虑周到、谦恭礼貌、清楚易懂、简洁明了、真实确切、准确无误和全面完整。

2.2The Seven C's Principles

1. Consideration考虑周到

When you look it up in a dictionary, you will find the explanation is like this: thoughtful attention to or care for the wishes, needs, or feelings of others; or careful thought; thoughtful attention. So you can understand that the interrelationship of the message sender and receiver profoundly affects communication effectiveness. Here consideration means that you prepare every message with the receiver in mind and try to put yourself in his or her place. This thoughtful consideration is also called “you attitude”, empathy, the human-touch, and the understanding of human nature. It is also better to focus on the positive rather than the negative approach.

当你查字典的时候，你会发现“consideration”一词被解释为“体谅、体贴、照顾、关心、考虑、斟酌”等意思。于是你可以体会到，发信人和收信人之间的关系会对双方的有效沟通造成深刻的影响。这里“consideration”一词的意思就是作为发信人事先要对予以对方的信息全面掌握，并将自己置于对方的立场上。这种周到的考虑就是要做到“为对方着想”，移情于对方，从人性方面理解对方。同时，更要坚持用肯定的态度而非否定的态度。

Please compare the following sentences:

We won't be able to send you the brochure this month.

We will send you the brochure next month.

I write to send my congratulations.

Congratulations to you on your promotion.

This kind of unfortunate incident will not occur in the future.

Future transactions will be handled with the utmost care.

2. Courtesy谦恭礼貌

The explanation of it in Longman Dictionary of Contemporary English is “polite behavior, good manner, or a polite or kind action or expression”. Courteous messages help to strengthen present business friendships, as well as make new friends. Courtesy stems from sincere you-attitude. It is not merely politeness with mechanical insertions of “please” and “thanks”.

在《朗文当代高级英语词典》中，对“courtesy”一词的解释是：有礼的举止、礼貌的行为或表达。一封礼貌的信函可以加深你目前的业务关系，也可以促使你结交新的朋友。礼貌来自于真诚地为他人着想的态度，而不仅仅是将“请”和“谢谢”机械地置于信函之中。

To be courteous, the consideration communicator should follow these suggestions regarding tone and promptness of message.

(1) Be sincerely tactful, thoughtful, and appreciative.

(2) Omit expressions that irritate, hurt, or belittle.

(3) Grant and apologize good-naturally, inject a courteous, ungrudging tone.

欲做到礼貌，考虑全面的沟通者应遵循如下有关信函的格调和及时复信的建议。

(1) 处事得体、考虑周到、学会欣赏。

(2) 避免使用那些能激怒对方、伤害对方及蔑视对方的言辞。

(3) 给予权利和致歉时要自然，注入礼貌的，而非不情愿的语气。

Please compare the following sentences:

Your E-mail is not clear at all. I can't understand it.

If I understand your E-mail correctly ...

If the goods were really damaged in transit, as you allege, we ...

As you mentioned, the goods were damaged in transit, we ...

We shall permit you to have the partnership.

We shall be glad to have you as our partner.

3. Clarity清楚易懂

The explanation of it in Longman Dictionary of Contemporary English is “clearness, esp. the quality of being easy to understand”. In business English letter, clarity means getting your message across, so the reader will not misunderstand what you are trying to convey. So the writer should do as follows:

(1) Choose words that are short, familiar, and conversational.

(2) Construct effective sentences and paragraphs. Generally, the average length for sentences should be about 15 to 20 words; for paragraphs, about four to five lines in letters and eight to nine lines in reports. Even more important than length is quality. Aim for unity, coherence, and emphasis.

(3) Achieve appropriate readability. Besides aiming for qualities of the above, you should adapt your business writing to be appropriate for your reader's general education level.

(4) Include examples, illustrations, and other visual aids when desirable.

在《朗文当代高级英语词典》中对“clarity”的解释是：清晰、清楚(易懂)、明确。在商务英语信函中，“clarity”意味着应将你所要传达的信息准确无误地传达到你的读者。为此你应做到以下几点。

(1)选择使用简短、熟悉、且口语化的词语。

(2)构建有效的句子和段落。一般来讲，句子的长度应为15～5行，报告中为7～8行。比长度更为重要的是信的质量。目的是要达到协调统一、前后一致、重点突出。

(3)达到适当的可阅读水平。除了要达到上述的质量外，还要使你的商务信函达到读者的一般教育水平。

(4)如果需要的话，应包括样例、插图，以及其他在视觉上有助于理解的东西。

4. Conciseness or Concision简洁明了

Many business executives believe that conciseness is the most important writing principle, because a wordy message requires more time and money to type and read. We are living in the day that time is money, so none of the businesspersons would spend great time reading your letter-works. Conciseness is saying what you have to say in the fewest possible words without losing clarity and courtesy.

英文“conciseness”和“concision”都表示“简洁”的意思。因为一个表达过多的信函需要更多的时间和金钱去打印和阅读，所以许多商业主管人员都认为简洁是书写原则中最重要的。我们生活在时间就是金钱的年代，商人们没有时间去拜读你的大作。简洁就是要在不失清楚和礼貌的前提下用尽可能少的字句去表达。

To achieve conciseness, try to avoid wordiness or redundancy. The writer should observe the following suggestions:

(1) Omit trite expressions;

(2) Avoid unnecessary repetition and wordy statements;

(3) Include only relevant facts with courtesy;

(4) Organize effectively.

要做到言简意赅，就应该避免啰唆的表达和多余的话。为此，我们书写信函时应该遵循以下几点：(1)去掉陈腐的表达；(2)避免不必要的重复和使用冗长的句子；(3)只礼貌地将有关事实包括进去；(4)进行有效的组织。

Please compare the following sentences:

We require bicycles which is of the new type.

We require new type bicycle.

We have started to import disc brakes from countries abroad.

We have started to import disc brakes.

5. Concreteness真实确切

The explanation of it in Longman Dictionary of Contemporary English is “definite”. It is the noun form of the adjective word “concrete”. It is used particularly as opposed to “general”; “clear”. Writing concretely means being specific, definite and vivid rather than vague in general. The following guidelines should help you write concretely:

(1) Use specific facts and figures;

(2) Put action in your verb;

(3) Choose vivid, image-building words.

在《朗文当代高级英语词典》中对“concreteness”一词的解释是：具体、明确、确当。它是形容词“concrete”的名词形式。它与“总体、大体、清楚”相对。要做到书写得确切就要做到写得确切、具体，形象逼真，而不是模糊的，大概的。下列指导将帮助你做到这一点：① 运用具体的事实和准确的数字;② 将行为用动词表示;③ 选择形象的及通过想象创造的字词。

Please compare the following sentences:

Termination of the insurance contract will be in June.

The insurance contract ends in June.

These disc brakes can stop a car within a short distance.

These Audi disc brakes can stop a 5-ton car within 8 feet.

A decision has been made to set up the liaison office in Shenyang.

The board of directors decided to set up the liaison office in Shenyang.

6. Correctness准确无误

The explanation of it in Longman Dictionary of Contemporary English is “based on or in accordance with the truth or the facts; right; without mistakes”. However, in business English letter-writing, it has its special meaning. Some people have a distorted concept of correctness principle. They think it comprises only proper grammar, punctuation, and spelling. The truth is that a message may be perfect grammatically, and mechanically, but still insult or lose a customer and fail to achieve its purpose.

在《朗文当代高级英语词典》中对“concreteness”一词的解释是：正确、无误。但是，在商务英文信函写作中，该词有着特殊的意义。有些人没有很好地理解其中的内涵，将其理解为只包含恰当的语法、标点符号和拼写。而事实上有些信函虽然语法完美，但过于呆板，也冒犯了顾客或失去了顾客，以至于没有达到目的。

In its broadest sense, the term correctness, as applied to a business letter or report, means the writer should:

(1) use the correct level of language;

(2) include only accurate facts, words, and figures;

(3) maintain acceptable writing mechanics;

(4) choose non-existing expressions;

(5) apply all other pertinent C qualities.

At the same time, special attention should also be paid to names of article, specifications, quantity, figures, units, etc.

从宽泛的意义上讲，如要将“correctness”原则应用到商务信函和报告中，应做到：① 使用准确水平的英语；② 包括精确的事实、词语和数字；③ 采用可让人接受的写作技巧；④ 选用不存在的表达式；⑤ 运用有关C原则的其他因素。同时，更应该注意商品的名称、规格、数量、数字，单位等的准确表达。

Please read the following sentences carefully:

Our competitors were more successful than ours (us).

The two first (first two) items are not available.

Neither of the offers are (is) acceptable.

It is one of the machines that was (were) delivered last week.

A block of flats are (is) being built.

7. Completeness全面完整

Your business message is “complete” when it contains all facts the reader needs for the reaction you desire. Completeness is necessary for several reasons. Firstly, complete messages are more likely to bring the desired result without the expense of additional message. Secondly, they can do a better job of building goodwill. Thirdly, complete message can help avoid costly lawsuit if important information is missing. Finally, papers that seem inconsequential can be surprisingly used when disputes arise. Beside, to make your letter completed, you must check it again before you send it.

当你的信函中包括了所有你希望对方答复的内容时，你的信函才算完整。要求做到完整的理由很多。第一，一封完整的信函更有可能带来预期的结果，而节省了额外的开销。第二，可依此建立起更好的商务关系。第三，当一些重要的信息遗失时，一封完整的信函可避免昂贵的诉讼费用的支出。第四，那些看上去似乎是不连贯的信函在发生争议时可发挥出意想不到的作用。除此之外，在你将信发出之前一定要再检查一遍才算完整。

All the above is about how an effective business English letter could be written generally. Now you may see that an effective communication is the “ lifeblood ” of every organization and the key to success in your business career as well as in your personal life. In order to eliminate unnecessary additional correspondence, save time and expense, build favorable impressions, enhance goodwill, and help increase company profits, the above 7C's principles should be in compliance with strictly.

上述内容是关于如何写好一封有效的商务英语信函的基本内容。现在你可以明白了：有效的沟通对于每一个组织来说就如同人生命中的血液，它在你的个人生活和商务生涯中都是成功的关键。为了消除不必要的和额外的通信联系，节省时间和开支，树立良好的形象，增强信誉，提高公司的利润，必须严格遵守上述原则。

New Words and Expressions

1. messagen. a spoken or written piece of information passed from one person to another

消息，口信，音讯，通报

2. empathyn. the ability to imagine oneself in the position of another person, and so to share and understand that person's feeling移情；同感，共感

3. communicatev. to share or exchange opinions, feelings, information, etc.传达，传递(意见、感情、消息等)

4. attituden. a way of feeling or thinking about someone or something, esp. as this influences one's behavior态度，心态；感觉，想法

5. congratulationsn. an expression congratulating someone on their success, luck, etc.

恭喜，道贺；贺词

6. incidentn. an event; a happening, esp. one that is unusual发生的事，(尤指不平常的)事件

7. insertionn. the act of putting or placing something in (something else)插入

8. partnershipn. the state of being a partner, esp. in business(尤指商业中的)合伙(伙伴)关系

9. illustrationn. a picture to go with the words of a book, a speaker, etc.(图书、演讲者等做说明用的)插图，图表

10. lawsuitn. a matter brought to a court of law for decision by a private person or company, not by the police or the state诉讼(指非刑事案件)

Notes

1. trade 与 business贸易与商务

When you look up in Longman Dictionary of Contemporary English, you will find the explanation of “trade” is “the process of buying, selling, or exchanging goods, within a country or between countries”. And “business” is “the activity of buying and selling goods and services”. Therefore, you can understand the difference between these two words in the following ways.

当你从《朗文当代高级英语词典》中查寻词义解释时，你得到的关于“trade”一词的解释是：在一国或各国之间的商品买卖或交换过程；而关于“business”一词的解释是：商品和服务的买卖活动。因此，你可以从如下方法了解这两个词的区别。

(1) 指一般买卖时，trade与business 差不多。例如：

She wants to go into business (trade) when she leaves college.

她大学毕业后想经商。

Mr. Li is in the furniture trade (business). 李先生做家具生意。

(2) trade 作“贸易、交易”解时，更侧重交易关系。例如：

It's common that there exists deals and trades at the polls in that country.

那个国家在选举投票上存在交易是常有的事。

The government hopes to retain its popularity by trading off rising unemployment against the fall in inflation.

政府希望以降低通货膨胀来抵消失业率上升的影响，从而维持自身的声望。

(3) trade有“航运、航运业务”的意思，business 一般没有。例如：

The vessel is to be employed in lawful trades for the carriage of lawful merchandise ...

该轮船须使用于合法航运，承载合法货物……

(4) trade常用于指“宏观上”的贸易。例如：

foreign trade 对外贸易

barter trade 易货贸易

visible trade 有形贸易

trade practice 贸易惯例

trade act 贸易法

trade representative 商务代表

trade fair 商品交易会

bilateral trade 双边贸易

trade volume 贸易额

transit trade 过境贸易

trade mark 商标

compensation trade 补偿贸易

(5) business 多用于指“微观”上的生意，指事务性的时候多，即“经营”，更带有商业的含义。如下面的例子中多用business。

He may be a friend, but business is business (=is a serious matter) and he is not the man for the job. 他也许是朋友，但是公事公办，他不是这项工作的合适人选。

business hour营业时间

business crisis经济危机

banking business银行业

business news商业新闻

(6) trade 可以指“本行业、同行”。例如：

Tin opened at $9000. Trade buying lifted the price to $9500.

锡的开盘价为9000美元；本行业的采购将价格提到9500美元。

(7) business有“工商企业、商号”的意思，trade一般没有这个意思。例如：

There are many businesses in this town that are engaged in the trade.

本城中许多商号从事这一行当。

(8) trade尤其指需要有手工技巧的“职业，手艺”。例如：

Being a printer is a trade; being a lawyer is a profession.

当印刷工是一项需要有手艺的行当，当律师则是一门需要专业的职业。

2. commodity与goods商品

When you look up in Longman Dictionary of Contemporary English, you will find the explanation of “commodity” is “an article of trade or commerce, esp. a mineral or farm product”. And “goods” is “articles for sale, heavy articles which can be carried by road, train, etc. and possession which can be moved, as opposed to houses, land, etc.; personal property”. Therefore, you can understand the difference between the two words in the following ways.

当你从《朗文当代高级英语词典》中查寻词义解释时，你得到的关于“commodity”一词的解释是：在贸易或商务活动中的一件商品，特别是指矿产品或农产品；而关于“goods”一词的解释是：用于出售的商品，且可以用公路或铁路转运的商品。相对于房屋、土地等个人财产的任何可移动的物品。因此，你可以从如下方法了解这两个词的区别。

(1) commodity一般指大宗的商品，是较正式的用法，指的是商品的概念或实物。

下面的例子中常用commodity。

The country is heavily dependent on its exports of agricultural commodities.

这个国家很大程度上依靠农产品的进口。

There have been big rises in commodity prices, especially copper and tin.

矿产品价格有了大幅度的上涨，特别是铜与锡。

commodity society商品社会

commodity economy商品经济

commodity tax商品税

Commodity Exchange Inc. (of New York)商品交易所有限公司(纽约)

(2) goods 多指“实物，货物，被买卖的东西本身”。下面的例子中常用goods。

There is a large variety of consumer goods in the shop.

商店里有各种各样的消费品。

goods train铁路货物

canned goods罐头食品

goods on hand存货

goods credit货物抵押贷款

(3) goods有动产的意思，而commodity一般没有。例如：

He bequeathed her all his worldly goods. 他把所有的财物遗赠给她。

goods and chattels个人财产，全部动产

(4) commodity有“有用的东西”的意思。例如：

Tact is a valuable commodity. 圆滑老练是很有用处的。

(5) goods 在正式的英式英语中有“中意的人或物”的意思。

She thinks he is the goods.她觉得他是她的意中人。

Exercises

1. What are the seven C's principles of writing business letters?

2. Which principle is the most important one in your opinion?

3. What's your weak point in the seven “C” qualities?

4. Tell stories about the applied examples of the 7C's.



Part TwoBusiness Letters inInternational Trade


In international trade, the process of doing it usually consists of four steps. They are making inquiries, making offers, making counter-offers and making acceptance. This part will give the explanation from the point of the practical business.

在国际贸易活动中，其贸易的过程通常由四个步骤组成：询价、报价、还价和接受。此部分的内容将从实际业务的角度对其予以解释。

Chapter 3 Establishing BusinessRelations


3.1Basic Knowledge

To establish business relations with a new company is the first important step in import and export business. It means that you should find your definite partner before you really start doing international business. When a manufacturer wants to make some products, he should have a whole set of tools or machinery to proceed with the production. A business company should have a worldwide business contact with his customers in international business field.

在进出口业务中与一个新公司建立业务关系是重要的第一步。这意味着在你真正开始做国际贸易活动以前，你必须找到一个确切的合作伙伴。一个制造商在进行生产前须拥有一整套的生产工具和设备。一个贸易公司应在国际商务领域与其贸易伙伴进行广泛的联系。

1. Channels for Establishing Business Relations建立业务关系的渠道

In international business, the importer (one party) is usually in one country and the exporter (another party) in another. They are separated sometimes by thousands of miles. It's hard for them to find the real partners by themselves, so they can use the following channels to know each other.

在国际商务活动中，有时一国的进口商一方和另一国的出口商一方远隔千山万水，他们自己很难找到一个真正的合作伙伴，所以他们可以借助以下的渠道来了解对方。

(1) Banks are always ready to supply the names and addresses of exporters in their respective cities.

银行可以提供各出口商所在地的公司名称和地址。

(2) In almost every town or city of the western countries, there is a chamber of commerce.

A chamber of commerce is an organization of businessmen. One of its tasks is to get business information and to find new business opportunities for its members.

西方各国几乎每一个城市中都有商会组织。商会是商人的组织，其任务之一就是为其会员提供商务信息和寻找新的商机。

(3) Necessary information can be obtained from the commercial counselor's office.

从商务参赞处获得必要的信息。

(4) Another way to get the information you want is through ads in the newspapers and magazines.

另一个获得信息的方法是在报纸和杂志上刊登广告。

(5) Still there are some other channels such as attendance at trade fairs and exhibitions held both at home and abroad and mutual visits by trade delegations and groups.

还可以有其他的渠道，如出席在本地或国外举行的交易会和展览会，或通过贸易代表团和小组进行互访。

(6) The last one is you may introduce yourself on the Internet through establishing your company's website or be introduced by your friends.最后一种方法就是你可以在互联网上通过建立自己公司的网站介绍自己或由你的朋友把你介绍给他人。

2. Corporation, Company, Firm and Incorporation公司

In business English reading, you will meet many words to give the meaning of company or corporation. Sometimes it will confuse you for the different usages of them. Therefore, you should give more attention to understand their meanings and at the same time to remember the different usages under the different situations. The most commonly used in written English are four words: they are “company, corporation, incorporation and firm”.

在商务英语阅读中，你经常会遇到“公司”一词，有时不同英文表达的不同用法会使你不知所措。所以，你必须花更大的气力去理解每个词的含义，并同时牢记它们在不同场合下的不同用法。英语中表示“公司”含义的单词最常见的有四个。它们是company, corporation, incorporation及firm。

(1) 公司是经济实体的一种形式。

在英国，公司是按“公司法”(Company Law)组成的法人(legal person)；从法理上讲，任何商务公司都是财团法人。所以，凡是已经登记注册、具有法人资格的公司，不论其规模大小，都可以用company来表示。Company 的缩写形式是Co.。例如：

P.& O. Steam Navigation Co.汽轮航运公司

Union International Co.(粮食加工)联合国际公司

而在美国，公司是一切独资企业、合伙及有限公司的统称。美国英语中表示“公司”时常用“corporation”一词, 其缩写形式为Corp.。如美国的“公司法”， 其英文便是 “Corporation Law”；另外就是 “incorporation”，该词在美国英语中常常表示“股份公司”，其缩写形式为 “ Inc.” 。例如：

United Air Lines Incorporation(联合航空公司)

Union Carbide Corp.(联合碳化物公司)

Chrysler Corporation(克莱斯勒汽车公司)

Cameron Iron Works, Inc.(加美伦钢铁公司)

(2) “firm”的意思是“商号”、“公司”。一般指两个或两个以上的人合办的企业，也可以指任何商务组织、从事商贸活动的公司。例如：

We are a leading firm dealing in Chinese medicinal herbs.

我们是经营中草药的一个重要商号。

They are a reliable firm.他们是一家可信赖的商行。

firm也可以指不从事贸易的公司、商行。例如：

law firm律师事务所

consulting firm咨询公司

(3) 英语中“集团公司”用group一词，“总公司”用 head office或其缩写形式 H.O.，而不用general, “分公司”可用branch, office 和 division 表示。例如：

General Foods美国通用食品公司

China National Textiles Import & Export Corporation中国纺织品进出口总公司

Associated Dairies Group联合牛奶集团

China State Shipping Building Corporation中国造船总公司

overseas branch海外分公司

Green's is now a division of the Brown Group of companies.

格林公司现在成了布朗公司集团的一个分公司。

3. The Preliminary Work Before Establishing Business Relations建立业务关系之前的准备工作

It is very important for either a new company or an old firm to enter into business contacts with potential partners for business. In international trade, the geographic separation, different kinds of legal system, different trade practice and customs, different kinds of languages, different kinds of currencies, and so on, all this makes great risks for buyer and seller to communicate mostly in writing. In spite of using the above-mentioned channels, we can still get to know the necessary information about our potential partners through banks and trade references. In a word, before starting a concrete transaction, the seller and the buyer should make an investigation into the credit of each other after making the market research.

对新老公司来说，与潜在的合作伙伴建立业务关系都是一件十分重要的事情。在国际贸易中，由于买卖双方相距甚远、适用不同的法律体系、沿用不同的贸易惯例、使用不同的语言和货币，等等，这一切都使得买卖双方在进行书面交流时往往会存在着很大的风险。尽管我们可以使用上述各种方式，但还可以通过银行或商业资信证明人去获得有关潜在合作伙伴的必要信息。一句话，在开始进行一笔具体的交易之前，买卖双方都必须在进行了市场调研之后调查对方的资信情况。

4. Sending Different Kinds of Propaganda Materials寄送不同的宣传材料

When you conduct propaganda to the foreign businessmen, you can use many ways to do it. When you translate Chinese into English, you can choose one from the following words. However, they have slight differences between each other; please pay attention to them.

在对外进行宣传时，我们可以运用许多种方法。将汉语“小册子”译成英文，通常会有以下几个单词可以选用，但其间会有一些细小的区别。

(1) pamphletn. a small thin book with paper covers, often dealing with a matter of public interest小册子

A public pamphlet一本政治小册子

(2) bookletn. a small book, usu. with a paper cover小册子

(3) brochuren. a small thin book with a paper cover, esp. one giving instructions or details of service(尤指说明书一类的)小册子

a holiday brochure一本关于度假须知的小册子

an advertising brochure一本广告宣传的小册子

(4) leafletn. a small, often folded piece of printed paper, often advertising something, usu. given free to the public传单，单张说明书，广告单

He has been out leafleting the housing estate.他一直出去在居民区散发传单。

此外，还有manual(产品手册)、folder(折叠式印品)、bulletin(产品简报)、data(产品数据表)等。

3.2Specimen Letters

Specimen 3-1

Dear Sirs,

We are writing to you at the suggestion of our Commercial Counselor's Office of the Embassy in your country. We take the liberty to introduce ourselves as exporters of silk piece goods, which we have been exporting to Europe and Japan.

We are specialized in the above business and recall that many years ago, considerable business was done with your country on such items. Now that the diplomatic relation between our two countries has been established, we are desirous of establishing direct business relations with your corporation, knowing that you are the buyer of silk piece goods.

We shall be grateful if you will let us know whether you are interested in the above items. If so, please inform us of the quantity required.

Yours faithfully,

敬启者：

经我方驻贵国的大使馆商务参赞处的介绍，今写信给你们。我们冒昧向你方介绍，我们经营丝绸商品，向欧洲和日本出口。

我们专营上述业务。许多年前，我们同你们国家就上述商品做过大笔交易。既然我们两国已建立了外交关系，我们愿意同你方建立直接的业务关系，因为你们是丝绸产品的进口商。

贵方如能告诉我们你方是否对上述商品生意抱有兴趣，我们将深表感谢。若有兴趣的话，请告知所需数量。

敬上

Specimen 3-2

Dear Sirs,

We have received with thanks your letter dated March 17, 2012 and wish to extend you our warm welcome for your desire to establish business contacts with us.

We are a state-operated enterprise, and wish to carry on trade with manufactures and merchants of all countries on the basis of equality and mutual benefit for the development of commercial relations with the people of different nations.

In compliance with your request, we are enclosing herewith our catalog and a range of pamphlets for your guidance.

If you find any of the articles illustrated in the pamphlets of interest, please let us have your specific enquiries so as to enable us to send you our quotations.

Yours faithfully,

敬启者：

我们收到贵方2012年3月17日来函，非常感谢，并对你们欲同我们建立业务关系的愿望表示欢迎。

我们是国营公司，希望在平等互利的基础上同各国的制造商和商人做生意，以发展同各国人民的商务关系。

应你方要求，兹附寄我们的商品目录和一套小册子，以供参考。

若你们对小册子中的商品感兴趣，请报具体询价，以便我们报价。

敬上

Specimen 3-3

Dear Sirs,

We are indebted to the Commercial Counselor's Office of the Chinese Embassy in Canberra for your name and address. We have pleasure in informing you that we are interested in establishing business relations with your company and in buying a set of tunnel drilling, digging, excavation and earthmoving machines from the People's Republic of China.

We have strong business relations with famous wholesalers and leading companies in Australia and shall be glad if you will send us a copy of your latest catalog together with your price-list.

Thanking you in advance, we are.

Yours faithfully,

敬启者：

我们从你们驻堪培拉大使馆商务参赞处获得你公司的名称和地址。我们高兴地告诉你们，我们希望同你们建立业务关系，并欲从中华人民共和国购买全套的隧道钻、挖和推土机械。

我们在此地同有名的批发商和重要的商行有密切联系。

请寄最新商品目录一份及价格单。

预致谢意。

敬上

Specimen 3-4

Dear Sirs,

We got the information of your corporation from a friend of ours of the Automobile Association. We wish to inform you that we specialize in both exportation of the automobile's parts and components, and shall be pleased to enter into trade relations with you.

To give you a general idea of our products, we enclose a complete set of leaflets showing various products being handled by our corporation with detailed specifications and means of packing. Quotations and samples will be sent upon receipt of your specific enquiries.

We look forward to your early reply with much interest.

Yours faithfully,

敬启者：

我们从一个在汽车协会工作的朋友处得知贵公司的消息，现愿意告诉贵方我们专营汽车配件和零部件的出口业务，并愿意与贵公司建立业务关系。

为使贵方对我们经营的产品有一个概括的了解，现随函寄上我公司经营产品的小册子一套，内有详细的关于产品规格及包装条件的说明。一收到贵方的具体询价，我方将寄上报价单和样品。

我们热切盼望贵方早日答复。

敬上

Specimen 3-5

Dear Sirs,

Chamber of Commerce of your city has recommended you as one of the important importers of Chinese Electronic Machinery. We are, therefore, writing to you with a keen desire to enter into business relations with you.

You will be interested to know that for over 30 years we have been engaged in manufacturing electronic machinery of all specifications and exporting them to users all over the world, enjoying a good reputation.

Because of the quality of our goods is superior, we would like to say that should you favor us with inquiries for your specific requirements, we are in a position to supply you with the first-class goods at competitive prices.

For your reference, we are enclosing a copy of our compete set of catalogues.

For any information respecting our standing, we wish to refer you to the Bank of China.

Yours faithfully,

敬启者:

你们当地的商会将你们作为中国电子机械产品的主要进口商之一介绍给我们。因此，我们给你们去信，殷切希望同你们建立业务联系。

你们会乐意知悉，我们制造各种规格的电子机械产品已有30余年的历史，并一直向世界各地的客户出口，享有良好声誉。

由于我们的产品质量上乘，我们可以说，如果你们向我们询价，提出具体要求，我们能够以具有竞争力的价格向你们提供一流的产品。

随函附上我们全部产品的目录供你们参考。

有关我们的资信状况，请与中国银行接洽。

敬上

Specimen 3-6

Gentlemen,

Thank you for your letter of May 25, in which you expressed your willingness to enter into business relations with us.

From your letter, we are pleased to learn that you are especially interested in shipping electronic machines to our market. Although the market is not very brisk at present, we are able to do a fairly good business with you if your prices are competitive.　　

However, before we accept your proposal, it is usual for us to take up the reference named. We shall, therefore, have the pleasure of communicating with you further as soon as we hear from the banks suggested.

We thank you for your proposal and hope we may soon be able to work with you to our mutual advantage.

Very truly yours,

敬启者

感谢你们5月25日来信表示愿意同我们建立业务关系。

从信中我们高兴地得知，你们特别有意向我方市场出口电子机械产品。尽管目前市场不太活跃，只要你们的价格有竞争力，我们可以与你们达成相当数量的交易。

但是，在我们采纳你们的建议之前，通常我们需要先取得你们信中提及的证明材料。因此，当我们从你们提议的银行收到有关证明材料后，将很乐意与你们进一步联系。

感谢你们的提议，希望不久就能为双方的利益与你们合作。

敬上

Specimen 3-7

Dear Sirs,

We are well-reputed exporters of all kinds of Chinese goods especially electronic and HI-FI products.

We are desirous to expand the volume of business we do with your country, and would be most appreciated if you could provide us with a list of reliable business concerned in your district that might be interested in our products. We trust that, with our experience in this line for more than 30 years, we are sure to give our customers entire satisfaction.

For your information, we enclose a copy of our recent catalog.

As to our credit and financial standing, we would like to refer you to the Bank of China and the Chamber of Commerce in Guangzhou.

Your any assistance will be highly appreciated, and we earnestly look forward to your reply.

Yours faithfully,

敬启者:

我们是享有声望的出口商，经销各类中国产品，尤其是电子高保真音响产品。

我们希望扩大在你们国家的业务量，如果你们能够提供你地对我们产品感兴趣的可靠商行名单，我们将不胜感激。我们相信，以我们在这一行30余年的经验，我们能使我们的客户完全满意。

随函附上我们的最新产品目录供你们参考。

至于我们的资信状况，请与中国银行和广州商会接洽。

非常感谢你们的帮助，我们真诚地期待着你们的答复。

敬上

Specimen 3-8

Dear Sirs,

We have been asked by the Sales Division of British United Motor Corporation to write to you regarding the credit status of one of your clients.

The client is Parcome Distributors, and the credit is for $15000 initially, perhaps followed by a monthly credit of $5000.

We should be obliged if you would let us know if the company is reliable in repaying debts, and also if they pay promptly. A general indication as to whether you think the amount of the credit is justified will be sufficient.

We would also appreciate highly any information you may be able to give us about sums advanced in credit to Parcome in the past.

Yours faithfully,

敬启者:

英国联合汽车公司销售部要求我们向你们查询你们一家客户的资信状况。

该客户是Parcome批发公司，最初的赊购金额为15000美元，以后可能每月5000美元。

如蒙告知该公司在支付货款方面是否可靠和及时，我们将不胜感激。请你们就该笔金额是否安全作一般性说明即可。

若能提供有关过去向Parcome公司贷款额的任何情况，我们深表谢意。

敬上

Specimen 3-9

Dear Sirs,

One will certainly feel pleased with ladies' dresses which are beautiful in pattern, elegant in style, matching in colors and skillful in workmanship. These are just the characteristics of our ladies' dresses for export.

The range of our ladies' dresses is extensive. There are long skirts and lounging pajamas suggestive of the tamarisks; gowns and skirts as gorgeous as red roses; embroidered and mandarin dresses, coats and overcoats in magnificent colors and exquisite beauty; blouses and jackets, some in resemblance to the magnificence of pony, others emblematic of the pureness of orchid. Beautiful yet demure, rich but not loud, they are all made of selected fabrics and deliberately designed, cut, stitched and trimmed.

The inspiration directed toward creative ideas by our manufacturers and the continuous efforts of dealing in this line of our Corporation have brought great success to all customers of our ladies' dresses.

A catalogue has been airmailed to you already, which must have been in your possession. Please let us have your specific enquiry enabling us to dispatch samples and make quotations.

Yours faithfully,

敬启者：

毫无疑问，对于式样优美、款式雅致、色泽和谐、做工考究的女士服装，人们都会感到喜悦。这正是我们出口的女装的特点。

我公司经营的女装品种繁多。有美如垂柳的长裙、睡衣；有艳比玫瑰的旗袍、裙衫；有花团锦簇、五彩缤纷的绣衣、花衣、外套、大衣；有富丽如牡丹、淡雅如幽兰的罩衫、衬衣。艳而不凡，美而不俗，在选用衣料、设计裁剪，以及一针一线上均精心制作。

我们工厂在工艺上的创造性和本公司在经营上的不断努力，已使经营此类服装的客户获得了很好的成绩。

前已航邮上出口产品目录一册，谅已收到。请将感兴趣的具体品种见告，以便寄样报价。

敬上

New Words and Expressions

1. specimenn.

(1) a single typical thing or example范例，典范，实例

This is a very fine specimen of oak.

这是一棵非常好的橡树。

(2) a piece or amount of something for being shown, tested, etc.; sample样品，标本，样本

The doctor will need a specimen of your blood.医生需要你的血样。

(3) (infml, derog) a person of the stated usu. undesirable kind (非正式，贬)某种类型的人，家伙

Who is that revolting specimen your daughter's going out with?

那个正和你的女儿出双入对的可恶家伙是谁？

2. HI-FI product高保真产品

3. Commercial Counselor's Office商务参赞处

4. considerable business大量的交易

5. on such item就此类产品

6. business relations业务关系，业务联系

类似的还可有如下的表达方法：

business contacts

business connections

to get in touch with ...

We are desirous to establish business relations with your company.

我们热切希望与贵公司建立贸易关系。

7. on the basis of在……的基础上

China does business with foreign businessmen on the basis of equality and mutual benefit.

中国在平等互利的基础上同外国商人做生意。

“Doing business on the basis of equality and mutual benefit” is the principle of our foreign trade. “在平等互利的基础上做生意”是我们的外贸原则。

8. on/upon receipt of ...一……就……

9. state-owned enterprise/corporation国有企业

state-operated enterprise/corporation国营企业

collective-owned corporation/enterprise集体企业

private-owned corporation/enterprise私营企业

10. cataloguen. The basic English meaning is like this: a list of places, names, objects, goods, etc. (often with information about them) put in a special order so that they can be found easily.(人名、地名、货物等的)目录(册)，一览表，有插图的产品目录

But when it is used in business English letter writing, it usually refers to the list of the goods or items handled within a certain company. 例如：

illustrated catalogue有插图的产品目录

Look in the catalogue to see whether the library has this book.

查一查目录，看看图书馆里是否有此书。

The latest addition to the catalogue of terrorist crimes was shown out to the public in New York last Friday. 恐怖主义罪行录上的最新补充上周五在纽约问世。

11. price-listn. 价目表，价目单

如果写信人是进口方，有意购买对方的产品，他往往会在信中提出要求，索要产品目录、价目表和样品等，以便对卖方的产品有进一步的了解。

12. quotationn. 报价单quotev. 报价

在报价单中主要包含单价，以及有关价格术语方面的内容，是一种参考价格 (an indication of price)，可变动、无约束力。而报盘内容除价格外还包括船期、付款条件、包装等交易条款。但在实际业务中，人们常将这二者混淆并用。

试与offer(报盘、报价)相比较。

Offer can be divided into two forms. One is firm offer. Another is non-firm offer. A firm offer contains not only price, but also quantity, time of shipment, payment terms, and the time of validity of the offer. A firm offer holds the seller responsible for the business after it is accepted by the buyer. A non-firm offer will lack of one of the above characters.

报盘可分为两种：一种是实盘，另一种是虚盘。实盘中不仅包含有价格，而且还要有数量、装运期、支付条件和该报盘的有效期。当一个实盘为买方所接受后，卖方就要承担该交易的责任。而缺少上述特征中的任何一个则构成虚盘。

例如：

We are awaiting your best quotation for silk piece goods.

盼收到你方真丝制品的最优惠报价。

13. Automobile Association汽车协会

14. for your guidance供你参考

类似的还可有如下的表达方法：

for your reference

for your study

for your information

for your consideration

for your perusal

例如：

Regarding stock blouses, we are sending you a price-list for your reference.

有关现货女式衬衫一事，现寄你价目单一份，供你方参考。

A annual marketing report will be E-mailed to you for your consideration.

年度市场营销报告将用电子邮件寄予你方，供参考。

15. standingn. 资信，名望，地位

We would like you to enquire into A Corporation's financial standing on our behalf.

请你为我方查询A公司的资信情况。

As to our financial (credit) standing, we wish to refer you to our bank in London.

有关我方的资信情况，请向我方驻伦敦银行查询。

16. wholesalern. 批发商

17. parts and components零部件

18. handlev. 经营

19. be interested in欲购

20. in this line在这一行

21. in advance提前，事先

22. competitive price竞争性价格

23. well-reputeda. 信誉良好的

24. concern/firm/companyn.商号，公司

25. Sales Division销售部

26. distributorn. 经销商

27. clientn. 客户

28. workmanshipn. 工艺

Notes

1. We are writing to you at the suggestion of our Commercial Counselor's Office of the Embassy in your country.经我方驻贵国大使馆商务参赞处的介绍，特致函你方。

at the suggestion of ...经……介绍

on the recommendation of ...由……推荐

through the courtesy of ...承蒙……的告知

2. We take the liberty to introduce ourselves as exporters of silk piece goods, which we have been exporting to Europe and Japan.

我们冒昧向你方介绍，我们经营丝绸商品，向欧洲和日本出口。

to take the liberty to do ... 冒昧地做……

We take the liberty to introduce ourselves as the leading importer of crystal containers.

冒昧地介绍我们自己为水晶容器的主要进口商。

3. We are specialized in the above business and recall that many years ago, considerable business was done with your country on such items.

我们专营上述业务，许多年前，我们同你们国家就上述商品做过大笔交易。

to be specialized in从事，专营

ABC Company is specialized in the importation of chemicals and pharmaceuticals.

ABC公司专门经营化工和医药产品的进口业务。

4. We shall be grateful if you will let us know whether you are interested in the above items.

贵方如能告诉我们你方是否对上述商品生意抱有兴趣，我们将深表感谢。

to be grateful感谢

We would be grateful if you could please forward by fax your prices and range along with samples separately as soon as possible.如能尽快分别用传真告知价格和经营范围并寄来样品，将不胜感激。

类似的还可有如下的表达方法：

to be appreciated感谢

Your early reply will be highly appreciated.早日赐复，不胜感激。

to be indebted感谢

We are indebted to Mr. Zhang for his kind and full cooperation in this matter.

我们感谢张先生在这件事上的热情通力合作。

5. To give you a general idea of our products, we enclose a complete set of leaflets showing various products being handled by our corporation with detailed specifications and means of packing.为使贵方对我们经营的产品有一个概括的了解，现随函寄上我公司经营产品的小册子一套，内有详细的关于产品规格及包装条件的说明。

to give you a general idea of our products使你方对我产品有一个概括的了解。

6. You will be interested to know that for over 30 years we have been engaged in manufacturing electronic machinery of all specifications and exporting them to users all over the world, enjoying a good reputation.你们会乐意知悉，我们制造各种规格的电子机械产品已有30余年历史，并一直向世界各地的客户出口，享有良好声誉。

to be engaged in从事，专营

We are engaged in the exportation of Chinese foodstuffs.

我们专门从事中国食品的出口生意。

7. Thank you for your letter of May 25, in which you expressed your willingness to enter into business relations with us.感谢你们5月25日来信表示愿意同我们建立业务关系。

enter into: to establish, to set up开始,建立,达成。再如：

The agent shall not enter into any contract, on behalf of the principal, without the prior written consent of its board of directors.

没有董事会事先的书面同意，代理人不得代表委托人缔结合同。

The contract is made and entered into by and between ABC Co. and XYZ Co..

本协议是ABC公司和XYZ公司所缔结的。

We are desirous to do what we can to help you to establish new business.

我们非常愿意尽力帮助你们开拓新的业务。

Exercises

I. Translate the following sentences into Chinese.

1. We have obtained your name and address from China Council for the Promotion of International Trade.

2. We are willing to establish business relations with your firm on the basis of equality and mutual benefit.

3. Thank you for your prompt reply.

4. We will make inquiries about the business possibilities of this new product of yours.

5. We will contract you as soon as the new model comes to the market.

6. Enclosed are two copies of our price list.

7. They shall approach the department concerned on this matter.

8. Your firm has been recommended to us by the Chamber of Commerce in Tokyo, Japan.

9. We thank you for your E-mail of September 17 and would like to discuss the possibility of expanding trade with you.

10. This corporation specializes in importing and exporting electronic products and wishes to enter into business relations with you.

11. We are sure that the business between us will be promoted in the years to come.

12. We learned that you are big suppliers of animal by-products.

13. We will really appreciate it if you help us place our products in your market.

14. We are willing to establish business contacts with your corporation on the basis of equality and mutual benefit, and to exchange what one has with what one needs.

15. We wish to introduce ourselves to you as a professional company which is specialized in all kinds of women's garments and are interested in setting up mutually beneficial business relations with your firm.

II. Translate the following sentences into English.

1．我们高兴地从你方9月7日的传真中得知，你方对我手工艺品感兴趣。

2．如蒙你方寄给样品和价格，将不胜感激。

3．我们希望与你方扩大此方面的业务。

4．我们从我国驻贵国的大使馆商务参赞处得知你们对中国产的动物玩具感兴趣。

5．承蒙日本外贸组织的介绍，我们得知贵公司有意在本地市场做生意。

6．我对你们的丝绸女衬衫感兴趣，因为它们色彩鲜艳，设计精美。

7．你们的愿望与我们的愿望一致。

8．这个商品交易会给我们提供了很好地介绍我方产品的机会。

9．我们正在你方市场促销这种产品。

10．我们的一位可信赖的朋友把贵公司介绍给我们。

11．我们是本地区化学品的大供货商。

12．我们很希望贵方能寄送商品目录及价目单，以供我方参考。

13．我们正在努力为此项商品找销路。

14．加拿大的主要出口货物是什么？

15．我们经营化工商品已有多年。III. Translate the following letter into Chinese.

Dear Sirs,

Having obtained your name and address from Messrs. Smith & Co., America, we are writing you in the hope of establishing business relations between us.

We have been importers of arts and crafts for many years. At present, we are interested in various kinds of Chinese arts and crafts and would appreciate your catalogues and quotations.

If your prices are workable, we trust considerable business can materialize.

We are looking forward to receiving your early reply.

Yours faithfully,

IV. Translate the following letter into English.

敬启者：

我们从因特网上获悉你们公司的名称，特发此电子邮件希望与你们建立业务关系。我们专营钢材进口，已有30余年的经验。我们希望尽早收到你们有关商品的报价。

此间有上述商品的现成买主，若你们的价格与市价相符，我们深信能向你们大量订购。

为使我们在同客户进行交易时有充分的准备，你们经常报价是很重要的。

谅能惠予合作，盼复。

敬上

V. Fill in the blanks with prepositions or other appropriate words.

1. You are right. I agree _____ you there.

2. At last, they agreed _____ the terms of the contract _____ the business talk yesterday.

3. We must keep _____ the principles of doing business _____ the basis _____ equality, mutual benefit and exchange the needed goods.

4. We can't do what is _____ our power.

5. We've passed _____ your suggestion _____ the comrades concerned.

6. If you need help, you can count _____ me.

7. Your price is higher _____ some of the quotations we have received from other sources.

8. We're sure that you'll have no difficulty _____ pushing the sales.

9. We are thinking _____ placing an order _____ your firm.

10. To be frank with you, if it hadn't been _____ the longstanding relationship _____ us, we'd hardly be willing to make you a firm offer _____ this price.

Chapter 4 Inquiry and Reply

4.1Basic Knowledge

1. Inquiry and Reply询盘和还盘(询价和还价)

An inquiry is usually a kind of letter or other kind of communication which is made to get the required information of the supply of certain product, service or the general information. Generally speaking, the inquirer should make all of the expression in the inquiry very specific and clear so as to enable the receiver to make the reply accordingly.

Reply is the definite answer to the former enquiry. It should be a very courteous letter or other kind of communication which covers all the relevant information asked for.

“inquiry”一词的英国英语为“enquiry”，系在交易前，由一方向对方洽询有关商品的价格、数量、交货时间、付款条件等的统称，为交易前的必经步骤。通常是一方请求对方提供价格表(price list)、商品目录(catalog)、样品(sample)、款式(pattern)、型号(model)等，以期对市场动态有所了解。询盘可以是口头的，也可以是书面的。询盘可以来自国外客户，例如 “Please offer Chinese Rosin WW Grade August shipment 100MT CIF London. (请报中国松香WW级8月份装船100公吨CIF伦敦。)”, 也可由我进出口公司对外邀请递盘，例如“Can supply Chinese Rosin WW Grade August shipment. Please bid.(可供中国松香WW级8月份装船，请递盘。)”。

2. European Main Ports (EMP)欧洲主要口岸

按照航运公司统一规定，EMP包括:

意大利

热那亚 Genoa

法国马赛Marseilles

比利时安特卫普Antwerp

荷兰鹿特丹Rotterdam

英国伦敦London

德国汉堡Hamburg

丹麦哥本哈根Copenhagen

3. Specifications规格，明细单(常用复数)

In order to meet the needs of production or consumption, we have to make the goods in accordance with the process of selection, classification, processing, and so on. Specification is the specific standard of this constitution. It can be in the simple or complicated form. Take edible oil for an example. Usually the specifications of edible oil contain the elements like proportion, moisture, impurity, acid, color, taste, smell, etc.

为了使一种商品能满足生产或消费的需要，在挑选、分类、加工制造等过程中必须使这种商品符合一定的条件。构成这种条件的具体标准即是商品的规格, 其形式可有简有繁。以食用油为例，规格项目一般包括：比重、水分、杂质、酸度、色泽及油味等。

4. Proforma Invoice形式发票

It is a brief invoice issued before the business concluded. It is used in international trade mostly under the condition mentioned below: to obtain the import license or apply for getting foreign exchange by the buyer; take the place of quotation; to be used as a sales confirmation after approved by the two parties; to sell the goods under the consignments; to deliver the goods partially; to be used as formal invoice for declaration at the custom by the importer. The content of it can be simple or complicated. And sometimes it is same as the formal one, but the nature and function are different from the formal one. So we can still have the other forms based on its function.

形式发票是在交易达成之前开制的一种概略发票。国际贸易中，主要在下述情况下使用形式发票：供进口商申请进口许可证或申请外汇之用；代替报价单；形式发票经过双方确认后可作为销货确认书；用寄售方法销售货物；分批交货；在进口报关而正式发票尚未到达时，可供进口商报关之用。形式发票的内容可简可繁，有时与正式发票完全一样。但它与正式发票的性质和作用不同。所以，依其作用的不同，发票还可以有其他几种：

banker's invoice银行发票

commercial invoice商业发票

consular invoice领事发票customs invoice海关发票

5. Commission佣金

Commission is usually the reward received by brokers. To carry out business through brokers is a common practice in international trade since brokers have their own channels of business. Especially at the time when competition in the world market is intensifying, commission has become a means of competitiveness and expanding sales. There are generally two kinds of commission: open commission and sleeping commission. Open commission is clearly written down in a contract, while sleeping commission is not specially indicated in the contract, instead, it rests with the agreement of both parties.

佣金一般是中间商获取的报酬。因为中间商有一定的贸易渠道，所以通过他们来开展交易是国际贸易中一种普遍做法。特别是现今世界市场上贸易竞争日益加剧，佣金已成为提高竞争力、扩大销售的一种手段。佣金一般来讲分为明佣和暗佣。明佣是在合同中明确规定的佣金，而暗佣在合同中没有表明，由双方另行约定。

4.2Specimen Letters

Specimen 4-1

November 21, 2011

Dear Sirs,

Re: Sweaters

As we are interested in buying fashion sweaters from the principal manufacturers at the most competitive prices, we have decided to approach you.

We should be obliged if you would send us details of different colors, patterns and sizes that you have in production at the moment, together with prices lists and trade terms of bulk buying.

Yours sincerely,

2011年11月21日

敬启者：

事由：针织套衫

我们有意从生产针织套衫的主要厂商那里以最具竞争力的价格购买针织套衫，因此我们决定与你们联系。

如蒙寄赠你们目前正在生产的各种颜色、款式和尺码的详细资料和价目单，以及大量订购的贸易条件，我们将非常感激。

敬上

Specimen 4-2

November 30, 2011

Dear Sirs,

Your letter of November 21,2011 inquiring about our sweaters has received our immediate attention. We are pleased to learn that there are very brisk demands for our products in Europe.

As requested, we are quoting below for your references:

Commodity: Sweaters in different colors and pattern assortments.

Size: Large (L), Medium (M), Small (S).

Packing: Sweaters are wrapped in polythene bags and packed in standard export cardboard cartons.

Price: CIFC 2% EMP per dozen in pound sterling.

L: ￡20.00

M: ￡18.00

S: ￡15.00

Shipment: within one month after receipt of L/C.

Payment: 100% by confirmed, irrevocable L/C to be opened with the Bank of China, London branch in our favor and drawn at sight.

Your timely order will receive our immediate attention to ensure punctual shipment.

Yours faithfully,

2011年11月30日

敬启者：

贵方2011年11月21日来函询问我们的针织套衫价格一事立即得到我方的关注。我方愉快地获悉我方产品在欧洲需求非常旺盛。

依照贵方要求，现报价如下，供贵方参考：

商品：针织套衫，各种颜色和款式混装。

尺码：大(L)，中(M)，小(S)。

包装：针织套衫用聚乙烯塑料袋包装，装入出口用标准纸板箱。

价格：每打CIF欧洲主要口岸英镑价，2%佣金。

大号：20英镑

中号：18英镑

小号：15英镑

装运：收到信用证后一个月内装运。

支付：通过中国银行伦敦分行开具以我方为受益人的100%保兑的，不可撤销的信用证，凭即期汇票支付。

如果贵方及时订购，我们立刻予以关注，以便确保准时装运。

敬上

Specimen 4 -3

December 1, 2011

Dear Sirs,

Re: Automatic Probes

We refer to our negotiations during the Autumn Guangzhou Fair 2011 and would like to know whether you are now in a position to offer us automatic probes.

As our customers are in urgent need of this equipment, we shall be highly appreciated if you can give this enquiry your prompt and careful attention.

Yours faithfully,

2011年12月1日

敬启者：

事由：自动探测器

贵我双方在2011年的秋季广州交易会上进行过磋商，现希望知道贵方能否就自动探测器向我方报价。

因我方客户急需此种商品，如能尽快办理此询盘将不胜感激。

敬上

Specimen 4-4

December 5, 2011

Dear Sirs,

Re: Automatic Probes

We are in receipt of your letter dated December 1, 2011, for which we thank you.

We would express our welcome for your enquiry for the captioned goods, and in reply much to our regret, we are not in a position to meet your requirements for the time being as orders have been fully booked. However, if the said item will be available in the future, we shall not fail to get in touch with you again.

Yours faithfully,

2011年12月5日

敬启者：

事由：自动探测器

收到贵方2011年12月1日来函，谢谢。

欢迎贵方对标题项下的商品询价。特此函复，目前歉难满足贵方之所需，因货已售罄。

请相信，上述货物一旦可供，我方一定同贵方取得联系。

敬上

Specimen 4-5

Dear Sirs,

Enclosed you will find our inquiry for three items of your machine tools, based on the specifications and data of your models No.A-151, No.B-17 & C-1224.

For each item, please quote itemized CIF prices for machine proper, the standard equipment and optional equipment as well as those easily worn-out parts indispensable for the normal running of the machines, say, for five years.

The driving motor and the control gear should be designed for operation on 3-phase, 50Hz, 220/380V and 1 phase, 50Hz, 220V power supplies respectively.

In the event of order, payment will be made by L/C as it was in our last transaction with you two years ago.

Owing to keen competition, it is important that your quotation should reach us not later than December 25, 2011, so as not to miss the business opportunity.

Yours faithfully,

敬启者：

兹附上有关你方三种机床的询价单一份，该项机床均系依据你方样本中第A-151，B-917和C-1224型号所列规格及数据提出。

请你对每种机床本身，标准设备和任选设备，以及为保证机床能正常运转，比如说五年内能够用多久，不可缺少的易损零件，逐项逐件开报CIF价格。

电动机及其控制设备应分别按适用于3相、50赫、220/380伏及单相、50赫、220伏的电源而设计。

此次订货如获成交，将如两年前与你方成交的一笔订货一样，采用信用证方式付款。

鉴于业务竞争激烈，你方报价单到达我方不得迟于2011年12月25日，希望重视此点，以免坐失时机。

敬上

Specimen 4-6

Dear Sirs,

In compliance with your request in your letter of November 26, 2011, we are sending you blank proforma invoice in quadruplicate. Please fill in all the particulars for submitting to your authorities for import license, and send us a copy for our record. We must point out that all the contents to be filled out in the proforma invoice are without engagement on our part. When you have obtained the necessary license, please fax your order immediately for our final confirmation.

Yours faithfully,

敬启者：

应贵公司2011年11月26日来函的要求，兹寄上空白形式发票一式四份。请填写各栏送贵方当局申请进口许可证，并寄回一份副本备我查考。必须指出，形式发票所列内容，我方不受任何约束。贵公司获得所需许可证后，请即传真告知订货，以便我方最后确认。

敬上

Specimen 4-7

Dear Sirs,

We have seen your advertisement in recent South China Morning Post on your range of agricultural machinery.

We are interested in improving our methods of farming in all products from wheat to tomatoes.

We wish to enquire into the possibility of ordering a large number of tractors, and perhaps a smaller amount of spare parts.

Please send us your latest catalog and price-lists for all your agricultural vehicles. We would appreciate a quotation CIF Mombasa, if possible, for each shipment of 50 tractors of type ND1-02, as this model seems to be the most suitable to our conditions.

Yours faithfully,

敬启者：

我们从最近的《南华早报》上读到你们的农用机械系列产品广告。

我们有意改进从小麦到西红柿所有作物的耕作技术。

我们希望了解大批订购拖拉机的可能性，也许还需少量备件。请惠寄你们全部农机的最新产品目录和价目单。如有可能，请报每批装运50辆ND1-02型拖拉机CIF蒙巴莎价。我们将感激不尽，因为该型号看来最适合我们的生产环境。

敬上

Specimen 4-8

Dear Sirs,

Thank you for your fax of September 23, 2011, in which you requested our latest catalog and pricelist.

We have pleasure in enclosing these, together with a brochure on type ND1-02.

Although there is an increasing demand for our agricultural vehicles, we are glad to be able to deliver a large order from stock at the moment.

We look forward to hearing from you in the near future. If you require additional information, please let us know as soon as possible and we shall do our best to meet your request.

Yours faithfully,

敬启者:

谢谢你们于2011年9月23日来信索取我们的最新产品目录和价目单。

我们非常乐意附上这些材料以及有关ND1-02型拖拉机的小册子。

尽管对我们的农机的需求在不断增加，但目前尚能从库存中大量供货。

我们期待着近期能得到你们的回音。如果你们还需其他资料，请尽快告知，我们将尽力满足你们的要求。

敬上

New Words and Expressions

1. sweatern. 针织套衫，又作jersey, jumper, pullover

2. principala. 主要的，重要的

3. fashionn. 时装，时尚out of/in fashion

My teenage daughter is very fashion-conscious.

我那个才十几岁的女儿十分热衷于赶时髦。

4. manufacturev. 制造manufacturern. 制造商

The washing machine didn't work, so we sent it back to the manufacturers.

这台洗衣机坏了，所以我们把它送回制造厂家。

5. price lists价目表

6. trade terms交易条件，贸易条件

7. bulk buying大量购买

8. brisk demand需求旺盛、大量需求。类似短语还有：

to be in good demand for

to be in heavy demand for

to be in brisk demand for

to be in large demand for

9. C 2%百分之二佣金(C=commission)

10. as requested按照要求

We have airmailed you a full range of catalogues as requested.

按照要求我们已经航邮给贵方一整套商品目录。

11. L/C: Letter of Credit信用证

12. at sight即期

13. irrevocablea. 不可撤销的

14. confirmeda. 保兑的

15. automatic probe自动探测器

16. in reply兹答复，特此复告

17. the captioned goods标题项下货物

18. tractorn. 拖拉机

19. gearn. 齿轮，(汽车的)排挡

20. phasen. 相；阶段，时期

21. indispensablea. 必不可少的，必需的

22. quotev. 报价quotationn. 报价quotation sheet报价单

Please quote us your lowest CIF New Your.请报CIF纽约最低价。

All the prices in our quotation sheet is only for your reference.

所有报价单中的价格仅供你方参考。

23. stockn. 库存

out of stock无现货的，脱销的

24. duplicaten. 副本，复制品

in duplicate: in two copies 一式两份

in triplicate: in three copies一式三份

in quadruplicate: in four copies一式四份

in quintuplicate: in five copies一式五份

in sextuplicate: in six copies一式六份

in septuplicate: in seven copies一式七份

in octuplicate: in eight copies一式八份

in nonuplicate: in nine copies一式九份

in decuplicate: in ten copies一式十份

Note

1. As we are interested in buying fashion sweaters from the principal manufacturers at the most competitive prices, we have decided to approach you.我们有意从生产针织套衫的主要厂商那里以最具竞争力的价格购买针织套衫，因此我们决定与你们联系。

be interested in欲购

We are interested in your hardware at present.目前我方欲购你方五金产品。

2. We refer to our negotiations during the Autumn Guangzhou Fair 2004 and would like to know whether you are now in a position to offer us automatic probes.贵我双方在2004年的秋季广州交易会上进行过磋商，现希望知道贵方能否就自动探测器向我方报价。

be in a position: be able to能够

We are in a position to ship the goods from stock.我们可以供现货。

3. However, if the said item will be available in the future, we shall not fail to get in touch with you again. 然而，上述货物一旦可供，我方一定同贵方取得联系。

to get in touch with: to get into contact with, to connect with, to communicate with联系

When you are in need of this item, please do not hesitate to get into contract with us.

如贵方需要此货，请务必与我方联系。

4. Please fill in all the particulars for submitting to your authorities for import license, and send us a copy for our record.请填写各栏送贵方当局申请进口许可证，并寄回一份副本备我查考。

for our record/for our file供我方存查

We have sent you our Sales Confirmation in duplicates. Please counter-sign and return one copy for our file.已寄销售确认书一式两份，请会签并寄回一份供我方存查。

5. We must point out that all the contents to be filled out in the proforma invoice are without engagement on our part.必须指出，形式发票所列内容，我方不受任何约束。

with engagement受约束

without engagement不受约束

We make the following offer without engagement.我们报盘如下，不受约束。

Exercises

I. Translate the following English sentences into Chinese.

1. My teenage daughter is very fashion-conscious.

2. The washing machine didn't work, so we sent it back to the manufacturers.

3. These sweaters are made of 100% wool.

4. We are interested in Chinese arts and crafts.

5. We have developed 10 models.

6. These designs will meet westerners' taste.

7. We shall be glad if you will send us your lowest estimate for the following goods.

8. Replying to your inquiry of July 8 for a further supply of our marine products, we are pleased to quote as follows.

9. We trust the above will be acceptable to you and await with keen interest for your trial order.

10. A market report will be sent to you for your reference.

11. You may invoice the goods at contract price less commission.

12. We have received, under cover, a detailed price list of light industrial goods available for export.

13. The sample is for reference only.

14. We are glad to place an order with you for 50 metric tons Dried Potato Slices.

15. We have obtained the information from reliable sources.

II. Translate the following Chinese sentences into English.

1. 接到你方具体询价后，当即寄你报价单。

2. 谢谢你们的灯罩询价。

3. 我方正在研究你们的商品目录，并将告诉你们我方目前欲购的商品。

4. 你们的客户更喜欢哪种型号？

5. 你能弄清你地市场的价格吗？

6. 我对你们的产品知道的不多。

7. 如你方能寄我样品和有关的说明书，将不胜感激。

8. 为了争取时间，请在10月25日以前传真报价。

9. 现寄上我们的第123号询价单一纸，请报FOB价格。

10. 请报我下列各种货物之最低价。

11. 这批货多(少)开了200美元。

12. 请寄有关打字机的价目单。

13. 我们十分乐意以人民币为基础向你方报盘。

14. 这是这类商品中最畅销的品种。

15. 目前我方市场供过于求。

III. Translate the following Chinese letter into English.

敬启者：

我们对你们12月份产品目录第3页上所登载的第12号帆布小提包很感兴趣，希望惠寄一只提包样品，最好在提包两面都印上“夏威夷航空公司”标志，并报CIF火奴鲁鲁美元价。

如果该产品令人满意，我们将至少订购2500打。

希望你们及时关注此事，非常感谢。

敬上

IV. Translate the following English letter into Chinese.

Dear Sirs,

Thank you for your letter of January 11, inquiring for our Flight Bag No.12.

As requested, we have sent you by air today the sample No.12 Flight Bag and the relative price list.

The “Hawaiian Airlines” insignia has been hand-painted to show you the place and its size on both sides of the bag. But, in case of actual production, that will be printed in nicer looking.

We hope our product will satisfy you in every way and trust you will give us the opportunity to serve you soon.

Yours sincerely,V. Choose the most suitable word from the words provided underneath to fill in the blanks. Each word can be used only once.

ait import grow have world different trade utilizedand

In today's complex economic _____ neither individuals nor nations are self-sufficient. Nations have _____ different economic resources; people have developed _____ skills. This is the foundation of the world _____ and activity. As a result of this trade _____ activity, international finance and banking _____ evolved.

For example, the United States is _____ major consumer of coffee, yet _____ does not have the climate to _____ any of its own. Consequently, the United States must _____ coffee from other countries (such as Brazil, Colombia and Guatemala) that grow coffee efficiently.

Chapter 5 Offers and Counter-offers

5.1Basic Knowledge

1. Offer发盘

Making an offer means one party puts forward a certain kind of suggestion orally or in written business terms and conditions to another party, and expresses the willingness to do the business just according to the stated conditions. Two kinds of offers are given in The Convention of Sales Contract in International Trade UN, they are revocable offer and irrevocable offer. The former one is a kind of expression orally or in writing given by the offerer to conclude the business as the stated terms conditionally; it is an offer without engagement to the offerer. But irrevocable offer is a kind of offer with engagement legally.

发盘又称为发价，是指交易的一方向另一方提出一定交易条件，并愿意按照此条件达成该项货物交易、签订合同的一种口头或书面表示。从对《联合国国际货物销售合同公约》的学习和分析来看，发盘分为可撤销发盘(revocable offer)和不可撤销发盘 (irrevocable offer)。可撤销发盘是发盘人有保留地愿意按照一定的交易条件达成交易的口头或书面的表示，它对发盘人没有法律约束力(offer without engagement)。而不可撤销发盘在法律上则属于一项要约，它对发盘人具有法律约束力(offer with engagement)。

2. Counter-Offer还盘

Counter here means: in a manner or direction that is opposed or opposite. In business English communication, any time when the other party gives the opposite action means a kind of counter action. In writing letters, it must be a letter with some points different or changed from the previous one. And several counter-offers form the bargaining of the business just like the process of negotiating.

“counter”在这儿的意思是相反的方向或行为方式。在商务通信中任何另外的一方所给予的相反的行为都构成了还盘。在信函的书写上，它一定要对前一封信函的内容有所更改或不同。而不断还盘的过程也正是贸易磋商过程中讨价还价的过程。例如：

He acted counter to all advice.他一概不听别人的劝告，偏要那样干。

The missiles will be useful as a bargaining counter (a means of gaining advantage) in the arms control talks.新导弹在武器控制谈判中可以作为讨价还价的筹码。

在商务英语中，经常会遇到的由counter作前缀构成的词还有：

counter-sample还样

counter-signed会签

counter-proposal还价

5.2Specimen Letters

Specimen 5-1

Dear Sirs,

We are very pleased to receive your enquiry of September 17 and enclose our illustrated catalogue and the detailed price list as you asked. Also by separate post we are sending you a full range of samples and, when you have had an opportunity to examine them, we feel confident you will agree that the goods are both excellent in quality and reasonable in price.

On regular purchase of 100 dozens or more of individual items we would like to allow you a discount of 2%. Because of their warmth and softness, cotton bedclothes are becoming more and more popular, and after studying our prices you will not be surprised to learn that we are finding it difficult to meet the demand. But if you place your order not later than the end of this month, we would guarantee delivery within fourteen days of receipt of your order.

We invite your attention to our other cotton products, details of which you will find in the catalog, and look forward to receiving your first order.

Yours faithfully,

敬启者：

很高兴收到你方9月17日的询价，根据你方要求，今寄上有插图的目录和明细价目单。此外，另封邮寄一批样品，确信只要你公司查阅一下这批样品定会同意我方产品质量上乘，价格合理。

对定期购买不少于100打的商品，公司可给予2%的折扣。由于质地柔软、保暖性好，我们的棉布床单备受欢迎。你方在研究我方价格之后，自然会感到我们难以满足市场需求的原因。但是，若你方在月底前下订单，我方可保证在收到订单后两周内交货。

请注意价目单上的我方其他棉布产品，并盼早来首次订单。

敬上

Specimen 5-2

Dear Sirs,

You will no doubt have observed an upward tendency in cotton prices, which has every indication of being maintained.

The increase of cost has made it necessary for us to adjust our selling prices by 5% higher for various cotton piece goods, but for the benefit of our buyers, we have decided to withdraw the discount, without changing the listed prices.

This new arrangement will come into force on January 1 next year, from which the usual discount of 2% will be granted only on orders exceeding US$20000 in value.

We trust you will appreciate this step we have taken and avail yourselves of this opportunity.

Yours faithfully,

敬启者：

你们或许已经注意到棉花价格上涨的趋势，且有迹象表明此趋势将继续下去。

因成本增加，我们必须将各种棉布售价提高5%。但为了买主的利益，我们决定不变动价目单中所列价格，仅将折扣取消。

此项决定将于明年1月1日起实施，惯常的2％折扣仅给予货价超过2万美元的订单。

我们相信你们会赞同我们所采取的办法并借此机会预订货物。

敬上

Specimen 5-3

Dear Sirs,

We acknowledge receipt of both your offer of September 17 and the samples of GRACE blouses, and for which we thank you.

In spite of appreciating the good quality of your blouses, we find your price is on the high side. We also want to point out that this kind of blouses are available on our market from several other manufacturers in Europe, and all of them are at the prices nearly 15% lower than yours.

Such being the case, we have to ask you to take it into consideration that should you cut down your price by at least 10%. Since our order is around US$30000, you may think it worth-while to make a concession.

We are looking forward to receiving your immediate reply.

Yours faithfully,

敬启者：

兹确认收到你方9月17日函及“格蕾斯”牌女士衬衫样品，对此深表感谢。

尽管认为你方衬衫质地优良，但我方认为你们的价格有些偏高。同时，我方想指出，类似的女士衬衫在欧洲有许多生产厂家，且他们的价格要比你们的价格总体低15%左右。

情况既然如此，希望你方至少降价10%。因为我方订单价值3万美元左右，想必你方会认为做此让步是值得的。

盼早日收到你方的答复。

敬上

Specimen 5-4

Dear Sirs,

Thank you very much for your inquiry dated October 25, 2011.

I'm glad to tell you that we are an outstanding hi-tech company specializing in telephone facilities and are able to offer you our exclusive products, Miracle telephone recorders, at very reasonable price. A 8% further discount is usually offered for an order for 200 units or more.

The recorder can be placed virtually anywhere or even so far from the telephone set that the coming speaker is unaware of its presence. It is completely automatic, started and stopped by electronic controls. Its direct contact with the telephone wire ensures highest fidelity recording. The recording volume level is automatically maintained with its built-in ability to boost it when low or to cut it down when high.

This is an unusual opportunity for you to get an unusual product. I'm looking forward to receiving your initial order as soon as possible.

Yours sincerely,

敬启者：

非常感谢你2011年10月25日的询价。

欣告知我公司为一家杰出的高科技公司，专门从事电话设备业务，可以非常合理的价格向你提供我们独一无二的产品——“奇迹”牌电话录音机。通常订购数量达到或超过200台可以享受8％的折扣。

此录音机几乎可以放在任何地方，甚至可以放在远离电话机的地方，以致要说话的人都没有意识到它的存在。它是完全自动的，开始和停止都由电子控制。它能直接与电话线连接，确保高保真度的录音。其录音音量可由具有内装调音能力的设置自动控制，音量低时自动调高，高时调低。

这是一次获得非同寻常产品的难得机会。盼望尽早收到您的首张订单。

敬上

Specimen 5-5

Dear Sirs,

Re: Bitter Apricot Kernels, 2011 crop

One of our customers in Osaka is in the market for a parcel of 15 metric tons of Bitter Apricot Kernels of 2011 crop and we, therefore, would like to ask you to make us your best possible firm offer on CIFC 5% Osaka basis, stating terms of payment and the earliest date of shipment.

We shall be very appreciated for your prompt attention.

Yours faithfully,

敬启者：

事由：2011年产苦杏仁

我大阪客户欲购2011年产苦杏仁15公吨，特请你方报成本加保险费、运费大阪最惠实盘，含我5％佣金，并请告知付款条件和最早交货期。

请速办理，预致谢意。

敬上

Specimen 5-6

Dear Sirs,

Re: Bitter Apricot Kernels, 2011 crop

We acknowledge receipt of your E-mail dated January 25. From which we note that you wish to have a firm offer from us for 15 metric tons of Bitter Apricot Kernels, 2011 crop, for shipment to Osaka.

We are making you, subject to your acceptance reaching us by the January 21, 2012, Beijing time, the following offer:

“15 metric tons of Bitter Apricot kernels, F.A.Q. 2011 crop, at RMB 3000 per metric ton CIFC 5% Osaka, shipment per steamer during March/April. Other terms and conditions are the same as usual, with the exception of insurance which will cover All Risks and War Risk for 110% of the total invoice value.”

We look forward to your early reply.

Yours faithfully,

敬启者：

事由：2011年产苦杏仁

收到你1月25日邮件，谢谢。得知你方要我报2011年产苦杏仁15公吨，货运大阪价。

现报价如下，并以你方的接受不迟于北京时间2012年1月21日到达我方为条件：

“15公吨苦杏仁，2011年产大路货，每公吨人民币3 000元，成本加保险费、运费大阪价，含5％佣金，三四月份装运。其他条件与往常一样，只有保险一项为按发票总额的110％投保全险和战争险。”

盼早复。

敬上

Specimen 5-7

Dear Sirs,

Re: Bitter Apricot Kernels, 2011 crop

We are in receipt of your E-mail dated January 12 offering us 15 metric tons of the captioned goods at RMB 35000 per metric ton on the usual terms.

In reply, we regret to inform you that our buyers in Osaka find your price much too high. Information indicates that some parcels of Turkish origin have been sold there at a level about 20% lower than yours.

We do not deny that the quality of Chinese kernels is slightly better, but the difference in price should, in no case, be as big as 15%.

In order to conclude the transaction, we would like to be the agent of our buyer to make you the following counter-offer, subject to your reply reaching us before/on January 5, our time.

“15 metric tons of Bitter Apricot Kernels, 2011 crop at RMB 29500 per CIFC 5% Osaka, other terms as per your E-mail dated January 12.”

As the market is declining, we recommend your immediate acceptance.

Yours faithfully,

敬启者：

事由：2011年产苦杏仁

你方1月12日邮件已收悉，按惯常条件报我15公吨标题货物，单价为每公吨人民币35000元。

兹复，非常遗憾，我大阪买主认为你方价格太高。有消息说，数批土耳其货在该地以比你价格约低20％的价格出售。

我们不能否认中国产的苦杏仁质量稍好些，但差价不能高达15％。

为达成交易，我们仅代表客户作如下还盘，以你方答复于1月5日或前到达我处为有效。

“15公吨2011年产苦杏仁，每公吨成本加保险费、运费大阪价，人民币29500元，含我方5％的佣金。其他条件按你方1月12日邮件所示。”

由于行市转疲，建议你们立即接受我方还盘。

敬上

Specimen 5-8

Dear Sirs,

Re: Bitter Apricot Kernels, 2011 crop

We have just received your E-mail of January 18, contents of which have had our careful attention.

It is gratifying to note that you really admit the reality that the quality of our Bitter Apricot Kernels are much better than other origin's. And we are sure that our Bitter Apricot Kernels are widely used in the process of making cakes and candies in different countries. Therefore, we feel confident it will find ready market in different regions.

As you only leave us a very small profit margin in your counter-offer, we are sorry to say that we have to turn down it.

If we are helpful to do the other kinds of business, please let us know without hesitation.

Yours faithfully,

敬启者：

事由：2011年产苦杏仁

你方1月18日邮件收到，内容均悉。

您能承认我方苦杏仁较其他产地更佳我们深感欣慰。我们可以肯定，在世界上许多国家生产蛋糕和糖果的过程中都大量使用我方苦杏仁。我们也可以肯定，我方苦杏仁会在许多地区畅销。

由于你方在还盘中为我留下的利润极小，我们非常抱歉不得不拒绝此还盘。

如能有助于其他交易，请迅速告知。

敬上

New Words and Expressions

1. enclosev. 随函所附

For your information, we are enclosing herewith a photos copy of our fax dated September 17.

随函寄去我方9月17日传真的影印本一份，供你方参考。

Enclosed please find one copy of the relative L/C established by BOC.


随函寄去我中国银行开立的有关信用证副本一份，请查收。

2. tendency/trendn. 趋势，倾向

The market is strong with an upward tendency/trend.

市价坚挺，并有上涨的趋势。

3. adjustv. 调整，使适应adjustmentn. 调整

We have adjust our prices upwards. 我们已调高了价格。

He tried to adjust his daily schedule to leave time for market research.

他设法调整日常时间表，以便有时间进行市场调研。

If the property has a lower adjusted basis than its fair market value, the sale and lease back transaction will result in a capital gain tax on the sale.如果财产的调整价格低于其公平市场价格，在出售财产和回租贸易时，则要征收资本增值税。

4. point out指出

We have to point out that your delay in opening the L/C has placed us in a difficult position.

我方不得不指出，你方耽误开证，使我方处于困境。

5. manufacturern. 厂商，制造商，厂方

They are manufacturers as well as merchants.他们不但是贸易商也是制造商。

6. worthwhilea. 值得……,相当于……价值的

It is worthwhile to try again.这值得再试一次。

It is worth your while to buy a sample consignment.你买一批样货是值得的。

7. concessionn. 让步

make a concession to sb.对某人让步

It is impossible for us to make any further concession in our price.

我方无法再在价格上让步。

8. hi-tech company高科技公司

9. facilityv. 设备

10. exclusive product独一无二的产品

11. highest fidelity recording高保真度的录音

12. for the benefit of为了……的利益

We have decided to give another 2% special discount on orders exceeding RMB 2800 in value for the benefit of our buyers.为了我方买主的利益，我们已经决定再次给予价值超过人民币2800元的订单2%的特别折扣。

13． withdrawv. 撤销

We do not wish to withdraw our offer already submitted.

我们并不想撤销已送交的报盘。

14. CIFC 5%：cost, insurance and freight plus 5% commission

15. the same as usual与往常一样

16. captioned goods标题项下的货物

17. Pakistan Origin巴基斯坦产的

18. on the usual terms: under the usual terms； according to the usual terms按照惯常条款

19. with the exception of ...除……之外

20. Bitter Apricot Kernels苦杏仁

21. 2004 crop2004年产

22. turn down拒绝

23. smallest of margins/a very small profit很少利润

30. on the high side(价格)偏高

31. terms of payment支付条件

32.date of delivery交货日期

Note

1. Also by separate post we are sending you a full range of samples ...此外，我方另封邮寄一批样品……

by separate post/under separate cover另封邮寄

We have the pleasure of sending you by separate post/under separate cover a new catalogue which lists the complete line of our sporting goods.

现另封邮寄上我们全部体育用品的新目录一本。

2. On regular purchase of 100 dozens or more of individual items we would like to allow you a discount of 2%.对定期购买不少于100打的商品，公司可给予2%的折扣。

to allow/grant/give/offer sb. ... for/on sth.允许在某事上给某人……

We have decided to meet you half way by allowing you 10% discount on the deal.

我们决定做出让步，对此交易给予10%的折扣。

We shall be prepared to grant you an extension of one month on your account with us.

关于你方的欠账，我们同意给予你方一个月的宽限。

3. We trust you will appreciate this step we have taken and avail yourselves of this opportunity.

我们相信你们会赞同我们所采取的办法并借此机会预订货物。

appreciatev.

(1)to recognize and enjoy the good qualities or worth of鉴赏，欣赏，赏识

His abilities were not appreciated in his job.他的才干在他的工作中得不到赏识。

She doesn't appreciate good wine.她不会欣赏好酒。

(2)to understand fully, to recognize完全了解，明白

I appreciate that this is not an easy decision for you to make.

我完全理解你做出这项决定是不容易的。

(3)to be thankful or grateful for感激

I'd appreciate it if you would turn the radio down.请你把收音机的音量调低一些。

(4)of property, possession, etc. to increase in value over a period of time(财产等)增值

Houses in this area have all appreciated (in value) since the new road was built.

自从新路修好以后，这个地区的房产都增值了。

4. In reply, we regret to inform you that our buyers in Osaka find your price much too high.

兹复，非常遗憾，我大阪买主认为你方价格太高。

regretv. 抱歉，遗憾

regret后可跟名词、动名词或从句；regret被状语very much修饰时，要放在regret的前面。

“We regret to say (note, learn) ...”与“We regret ...”不同。如果为自己一方的不足或过失表示遗憾，两个句式都可以用；但如果为别人的不足或过失表示遗憾，则只能说“We regret to say ...”。例如：

We very much regret to learn that you are not in a position to entertain any fresh orders at present.我们十分遗憾地获悉，你们目前不能接受新订单。

regrettablea. (某事物)令人遗憾的

This is a regrettable occurrence.这是一件令人感到遗憾的事。

It is regrettable that the matter should still be hanging unsettled.

该问题竟然还未得到解决，实为憾事。

regretfula. (某人)感到抱歉的

We are regretful that we did not advise you earlier.很抱歉没有早一点通知你们。

We feel regretful that we must decline your counter-offer.

我们感到抱歉的是我们不得不谢绝你们的还盘。

We feel that it is regrettable to decline your counter-offer; however, we cannot but do so.

我们觉得谢绝你们的还盘是令人遗憾的，但是我们不得不这样做。

5. In order to conclude the transaction, we would like to be the agent of our buyer to make you the following counter-offer, subject to your reply reaching us before/on November 5, our time.为达成交易，我们仅代表客户作如下还盘，以你方答复于11月5日或前到达我处为有效。

to conclude a transaction达成交易

类似的表达还有：

to come to terms

to close the bargain

to close a deal

to come to business

6. As the market is declining, we recommend your immediate acceptance.

由于行市转疲，建议你们立即接受我方还盘。

marketn. 市场，营销

(1)a building, square, or open place where people meet to buy and sell goods, esp. food and animals市场

(2)a gathering of people to buy and sell on certain days at such place集市

(3)an area or country where there is a demand for goods销售地区或国家

(4)for desire to buy; public demand for a product, service, skill, etc.销路，大众需求

Are you in the market for/do you want to buy a used fridge?

你想买一台旧的电冰箱吗？

(5)the state of trade in particular goods, or goods in general(商品的)行情，市况

(6)on the market/for sale： able to be bought(市场上有)出售，能买到

There are many words and phrases we can use to describe the market. When you want to say the market is in good condition, you can use “steady, quiet, firm, easy, flat, active, advancing, animated, bearish, brisk and bullish”. When you want say it in a bad condition, you can use the words like “inactive, weak, sluggish, dull, depressed, excited, feverish and panicky”.

当我们想描述市场时我们可以有许多词和短语来使用。当你想说市场情况好时，我们可以说：平稳的、平静的、稳定的、轻松的、活跃的、旺盛的、有生气的和兴旺的。当你想说市场的情况并不好时，你可以用的词有：不活跃的、疲软的、滞缓的、呆滞的、不景气的、紧张的、波动的和恐慌的。

最简单的办法是记住经常使用的，如“坚挺”、“疲软”、“活跃”、“呆滞”等术语。

十分坚挺strong, firm, steady

活跃active, buoyant

呆滞inactive, dull, stagnant, heavy

疲软declining, weak, easy

涨落不定irregular, erratic, uncertain

market area市场区域

market condition市场状况

market fluctuation市场波动

market information市场情报

market price/quotation/value市场价格

market report市场报告

market research市场研究

market risk市场风险

market survey市场调查

market glut市场饱和

market structure市场结构

market shortfall市场供应不足

market transaction市场交易

foreign market国外市场

domestic market国内市场

overseas market海外市场

money market货币市场

produce market产品市场

spot market即期市场

stock market股票市场

future/forward market期货市场

Exercises

I. Translate the following sentences into Chinese.

1. This is our firm offer.

2. I think our prices quoted are reasonable.

3. I can assure you this is our best offer.

4. Other suppliers would offer us 10% below your level.

5. I'm sorry we can't accept your offer.

6. The conclusion of this deal is good to our mutual benefits.

7. I'd like to find out more sources of supplies.

8. Hardware has gone up a lot in recent years, but our prices haven't changed much.

9. If your prices are reasonable, I can entertain the order with you right away.

10. We always try our best to meet your requirements in view of our long relations.

11. Our products are known for their fine quality and beautiful packing.

12. All the articles in the agreement remain unchanged, with the exception of the period of its validity which is extended from May 1, 2010 to May 1, 2012.

13. Could you make us your firm offer for 5 metric tons of Bitter Apricot Kernels?

14. We shall be glad to receive your offer on those agricultural products now available for export.

15. Will you please find out the prices in your market?

II. Translate the following sentences into English.

1. 如果我们不了解这个市场，我们就是在拿我们的钱冒险。

2. 你能列出主要买家和他们的联系方式吗？

3. 你有没有考虑过把我们的产品推向美国市场？

4. 我们最关心的是你们的价格是否有竞争力。

5. 请告诉我们，如果我们订购100台，你们会给多少折扣？

6. 这些价格取决于你们的订货。

7. 你们有可能把价格降低到我方水平吗？

8. 很遗憾我们不能接受你们的还盘。

9. 我方的产品集多功能于一身，是高档产品。

10. 我们这种产品代表今后10年的发展趋势。

11. 我们从事丝织品的生产已有30多年了。

12. 我们希望中国的经济能同世界经济接轨。

13. 你能尽快报一个成本加运费上海港到岸价格吗？

14. 一般说来，询价是由买方提出的，它没有固定的格式。

15. 作为友谊的表示，我们接受你方报价。III. Translate the following letter into Chinese.

Dear Sirs,

Thank you for you quotation of March 15 for cotton-polyester blended (涤棉混纺) men's shirts.

As the competition here is very keen, we regret we are unable to accept your prices which will leave us very small margin of profit. In fact, we have received from another supplier in your country a much attractive offer about 10% below your price.

Considering the long-standing relations between us, however, we suggest you make a reduction of 8%. Please bear in mind that this kind of products is one of the items we regularly need and we expect to place additional orders with you soon.

We look forward to your favorable reply.

Yours faithfully,

VI. Translate the following letter into English.

敬启者：

很高兴收到你方1月30日传真，询问我方可否供应BD-0602货号商品。但是，很遗憾地告知，由于订单接踵而至，所说商品无货供应。

为满足你方需要，现推荐一种优良的代用品。在质量上，它同所询购的商品质量一样好，但价格却低15%，在整个欧洲也很畅销。我们确信，该产品将会在贵国受到欢迎。

现随传真寄我出口价格和交易条件的细节。带插图的目录和销售资料另封邮寄。

盼望收到你方订单，请放心我方将立即给予办理。

敬上

V. Fill in the blanks with the appropriate words or expressions.

1. We are sending you samples and catalogues and hope you will look _____ the possibility of placing our goods_____ your market.

2. You may take it _____ me that the quality of our goods is comparable to _____ of other popular brands.

3. Can you get _____ the suppliers to cut the price _____ 5%?

4. _____ our friendly relations, we'll give you a 2% commission _____ all our sales.

5. Your request _____ a 5% commission is unacceptable to us. We've never increased the commission_____ that extent.

6. Since there is a long way before us yet, we might as_____ take a rest here before continuing the walk.

7. Considering the high prices in _____, our offer is quite competitive.

8. The very fact that other clients keep on buying speaks for_____.

9. The _____ thing we want to do is to give unequal treatment in our business dealing with buyers of the developing countries.

10. See to _____ that the house is cleaned before the guest's arrival.


Chapter 6 Acceptance andConfirmation


6.1Basic Knowledge

1. Acceptance接受

Acceptance means the offeree gives the expression of willingness to sign the contract according to the terms and conditions given in the previous offer within the validity unconditionally. To make an effective acceptance, the offeree should do all of the following.① the acceptance should be given by the offeree; ② the acceptance should accept all of the content of the previous offer unconditionally; ③ the acceptance should be given within the validity of the previous irrevocable offer;④ the acceptance should be given both by the offeree and with some kinds of action or expression which should reach the offerer.

接受是指受盘人在发盘的有效期内无条件同意发盘的全部内容，并愿意签订合同的一种口头或书面表示。构成接受的条件有：① 接受必须是受盘人做出；② 接受必须是无条件同意发盘的全部内容；③ 接受必须在一项不可撤销发盘的有效期内表示；④ 接受应由受盘人采用声明或做出其他行为的方式表示，并且在这种表示传达给发盘人时才有效。

2. Confirmation确认，确认书

Confirmation is a contract in simple form. It has sales confirmation form and purchase confirmation form. Usually it just gives out the important conditions concisely, but not gives out the general guarantee conditions. This kind of contract is widely used in the business of small amount, with a lots of shipment, for the seafood native by-product and light industrial products. And it can also be used for the business under the form of agency and exclusive sales agreement. Confirmation has the legal effectiveness as contract does. So both of them have the binding force to the business parties legally.

确认书是合同的简化形式。有销售确认书(Sales Confirmation)和购货确认书(Purchase Confirmation)。它的内容较为简练，通常只包括一些交易的重要条件，而对一般交易条件则不予列入。这种形式的合同，通常适用那些金额不大，批次较多的水、土特产和轻工产品，或者是那些已经订有代理、包销等长期协议的交易项下。确认书与合同一样也是法律上的有效文件，对交易的双方当事人具有同样的法律约束力。

3. Difference Among “item, lot, stock, etc.”“item”、“lot”、“stock”等词的区别

There are many words which can be used to express the meaning of “商品”in business English, such as item, lot, stock, goods, parcel, shipment, cargo, product, article, commodity, merchandise and consignment, etc. You should pay attention to the slight difference in using.

在商务英语中用于表示“商品，货物”的单词有许多，如item, lot, stock, goods, parcel, shipment, cargo, product, article, commodity, merchandise, and consignment 等等。但在具体使用上要注意他们之间的细小差别。例如：

This is the newest export item for this year.

这是今年出口的最新款式。

We thank you for your kindness of reserving this last lot for us.

感谢你们为我方保留这最后一批货的好意。

This stock is of particular interest to us.

这些存货是我们最感兴趣的。

As soon as we receive your L/C, the goods will be shipped.

一收到你们的信用证，我们将发运货物。

We have sold many parcels on this basis.

我们曾按此条件出售过多批货。

We trust the shipment will reach you in due course.

我们相信此货将如期到达你处。

The subject cargo will be ready for shipping in a few days and we are looking forward to your covering letter of credit.

标题货物几日内即可备妥待运，我方正等待你们的有关信用证。

I can assure you that you'll find very good prospects in our products.

我保证您会发现我们产品的前景非常美好。

We want to find out if Article No.16 is available.

我们想了解16号商品是否有货。

When can you ship our commodities?

你们什么时候可船运我们的商品？

We can supply any reasonable quantity of this merchandise.

对这种商品我们可以供应任何适当的数量。

We are pleased to inform you that the first consignment has been duly dispatched.

我们高兴地通知你方，第一批货已按时发运。

6.2Specimen Letters

Specimen 6-1

Dear Sirs,

We want to say how pleased we are to receive your order of November 26 for cosmetics.

We confirm supply of 10 cases at the prices stated in your Order No.3243 and will allow a 5% special discount on your order worth RMB 50000 or above. Our Sales Confirmation No.BT-023 in two originals was airmailed to you. Please sign and return one copy of them for our record.

It is understood that a letter of credit in our favor covering the said items should be opened immediately. We wish to point out that stipulations in the relative L/C must strictly conform to the stated clauses in our Sales Confirmation so as to avoid subsequent amendments. You may rest assured that we will effect shipment without delay on receipt of your letter of credit.

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

Yours faithfully,

敬启者：

收到你方11月26日化妆品订单，我们甚是高兴。

兹确认可按照你方第3243号订单上所述价格供应10箱化妆品，并在你方订单价值达到或超过50000元人民币的条件下，给予5%的特别折扣。我方第BT-023号“销售确认书”正本两份已航邮给你，请会签后寄回一份便于我方存档。

你方清楚，有关上述商品的以我方为受益人的信用证应立即开出。我方希望指出一点：有关信用证的条款必须与我方“销售确认书”中的条款完全一致，以免随后修改。你方完全可以放心，一收到你方的信用证我们将立即装船，绝无延误。感谢你方的合作，并望收到你方更多的订单。

敬上

Specimen 6-2

Dear Sirs,

We wish to confirm receipt of your order of January 20 for the shipment of Desk Fan.

We will dispatch the goods to you as per our agreed schedule of delivery. Shipment will be made in accordance with the conditions of our offer dated December 28.

We are certain you will be successful with these goods.

Yours faithfully,

敬启者：

兹确认收到你1月20日订单，订购台扇。

我们将按双方约定日期装运货物，装运条件以我方12月28日报价为准。

我们相信，此商品会使你获得成功。

敬上

Specimen 6-3

Dear Sirs,

With reference to your fax of the 23th ultimo, we have pleasure in confirming the following order.

Commodity:  Qingdao Beer

Alcohol Content:11%-12%

Capacity:500 ml. per bottle

Quantity:200 case

Price:US$72 per case CIF New York

Packing:in cases of 24 bottles

Shipment:in April/May 2012

The relative letter of credit will be airmailed soon and you are requested to ship the above lot by the first available steamer upon receipt of our L/C.

Thanking you in advance for your prompt attention, we remain.

Yours faithfully,

敬启者：

根据你方上月23日传真，现确认下列订单。

商品：青岛啤酒

酒精含量：11%～12%

容量：每瓶500毫升

数量：200箱

价格：CIF 纽约价，每箱72美元

包装：箱装，每箱24瓶

装运：2012年4/5月装

有关信用证不久将航邮寄去，请你在收到上述货物的信用证后，有船即装。

请立即办理， 预致谢意。

敬上

Specimen 6-4

Dear Sirs,

We have pleasure in confirming the above order, and are sending you our Sales Confirmation No. 105 in duplicate, a copy of which is to be counter-signed and returned for our files.

It is needless to say that the relative L/C of the above-mentioned articles will be established at once. We wish to draw your attention to the fact that the provisions in the relevant L/C should strictly conform to the terms stated in our Sales Confirmation in order to avoid subsequent amendments.

We are grateful for your kind cooperation and trust that the shipment, which is to be dispatched after receipt of the relevant letter of credit, will turn out to your entire satisfaction.

Yours faithfully,

敬启者：

兹确认上项订货，并寄送第105号售货确认书，一式两份，其中一份请会签寄回，以便我方存档。

此项订货信用证应立即对我开出。特请你们注意，信用证条款必须与我售货确认书条款完全相符，以免日后改正。

谢谢你们的合作。我们相信这批证到即装的货物将使你们完全满意。

敬上

Specimen 6-5

Dear Sirs,

We have the pleasure of attaching copies of our faxes recently exchanged between us resulting in the conclusion of the business of 1000 Giant Brand bicycles.

Your Order Sheet No. FK-4057 is to hand and we are pleased to confirm having sold 1000 Giant Brand bicycles for shipment during March/April at US$155 each CIFC 5% Los Angeles, inclusive of the cost of packing.

You may rest assured that we shall get the goods ready for shipment as soon as your L/C arrives, which should reach us not later than February 10, as called for in our fax dated January 25.

We trust that this initial transaction will be the forerunner of further mutually beneficial business between us.

Yours faithfully,

敬启者：

兹附上最近你我双方关于成交1000辆“捷安特”牌自行车的往来传真副本，请查阅。

你方订单第FK-4057号已收到。兹确认售与你方1000辆“捷安特”牌自行车，三、四月间交货, 洛杉矶成本加保险费、运费，含佣金5%，每辆单价为155美元，包括包装费。

一旦信用证到达我处，即可将货物备妥发运无误。按我1月25日传真的要求，信用证须在不迟于2月11日前开到。

相信此项初步的交易将促使你我之间互利贸易的进一步发展。

敬上

Specimen 6-6

Dear Sirs,

We have received your letter of September 24, requesting for a straight 10% reduction across our full product range to “match recent reductions” carried out by our competitors.

In line with your request, we are reducing 5% of, our FOB prices for June shipment to you. This is the most we can do for you at the moment. In fact, even this 5% reduction represents a considerable sacrifice in our profits.

Please understand that we are always willing to consider ways to assist you in making your operation more competitive. We hope, therefore, that you will take advantage of this reduction to promote our products for our mutual benefit.

We look forward to receiving a full report on your new pricing and marketing strategies.

Yours faithfully,

敬启者：

我们已收到你们6月10日的来函，要求我们对所有产品实实在在地降价10%，以应对最近由你们的竞争对手发起的“减价战”。

按照你们的要求，我们将对6月份发运给你们的货物降价5%。这是目前我们能为你们所做的一切。事实上，即使减价5%，也占去了我们利润中相当大的一部分。

你们应该懂得，对于有助于使你们的经营更具竞争力的做法，我们总是会予以考虑。因此，为了我们双方的利益，希望你们利用这次降价来推销我们的产品。

我们期盼着收到你们有关新的价格策略和市场策略的完整报告。

敬上

Specimen 6-7

Dear Sirs,

We have received in due course your S/C No.2020 in duplicate. As requested, we have countersigned and were enclosing one copy for your file.

The relevant L/C has been issued by the Bank of China, New York Branch. Upon receipt of the said, please arrange shipment and inform us by fax the name of vessel and the date of sailing.

Yours faithfully,

敬启者：

兹收到你方第2020号销售合同一式两份，按照你方要求，我们已经会签，随函退回一份供你方存档。

有关信用证已通过中国银行纽约分行开出。收到后请立即安排装运，并将船名和开航日期传真告知。

敬上

New Words and Expressions

1. originaln. 正本a. 正本的，原先的

We want two originals and six copies. 我方要正本2份，副本6份。

This contract is made in two originals in both Chinese and English.

本合同制成中英文正本各2份。

We have to maintain our original price of RMB 500 per m/t.

我们必须维持每公吨人民币500元的原价。

These are original documents. 这些都是正本单据。

2. noten.& v. 注意

Please take note of the above.请对以上加以注意。

We have taken careful note of your situation. 我们对你方处境予以密切注意。

The matter is worthy of note. 此事值得注意。

In his speech he first noted the importance of the policy.

他在讲话中首先提到这项政策的重要性。

We have received your fax of September 17, contents of which have been duly noted.

你方9月17日传真已收到，内容尽悉。

account note账单

bank note钞票，纸币，银行券

consignment note铁路运单

counterfeit bank假钞票

short-term note短期票据

transfer note汇票

treasury note国库券

booking note订舱单

credit note贷方通知单

debit note借方通知单

delivery note提货单

postal note邮汇单

3. coveringa. 应该的，涉及……的，包括……的，有关的

The subject cargo will be ready for shipping in a few days and we are looking forward to your covering letter of credit.标题货物几日内即可备妥待运，我方正等待你们的有关信用证。

Please let us have your quotation covering your Pentium IV Computer.

请寄有关奔腾4计算机的报价。

4. in one's favor以……为受益人

5. terms and conditions交易条件

6. regulationn. 条款，规定

7. unless otherwise stated除非另有说明，否则……

8. stockn. 存货

单复数均可，复数则更普遍。表示所存在的具体商品时，stock后面接in 或 of 再接商品；表示储存时，stock 为不可数名词，常用介词短语形式。

There is (are) no more stock(s) on hand.手边无存货。

Our stocks are running short (low).我们存货日渐减少。

At the moment, we have only a limited stock in/of linen goods.

我们目前仅有有限的亚麻织品存货。

Only Type 15 is in stock. Type 18 is out stock.仅15型有货，18型无货。

v. 有存货，备置，供应，备有

We are well stocked with men's shirts of different sizes.

我方备有充足的各种尺码的男式衬衫。

9. back orders：orders nor yet executed未执行的订单

10. ult.=ultimo: last month上个月

prox.=proximo: next month下个月

inst.=instant: this month这个月，本月

这些都是过时的商业术语，现在已很少使用。

11. availablea. 可供应的，可得到的availv. 利用

In case the required goods are not available from stock, please inform us as to the specifications of those which can be shipped from stock.

若所需的货物无现货，请告知可立即装运的现货规格。

There is no direct flight available for your city this week.

本周无直接飞往你市的航班。

There is nothing available at present.现无货可供。

12. amendv. 修改，改变amendmentn.修正，修改，改变

Any and all amendments of this agreement shall be adhered to and binding upon the parties.

本协议的任何修改必须遵守并对当事人具有约束力。

13. with reference to关于

类似的表示还有如下几种：referring to， with regard to， regarding， respecting， as regards，

as to, about, in connection with, in respect of。

In connection with your offer of May 15, we are sorry to tell your that we find your price is too high.关于你方5月15日的报价，我们遗憾地通知你们，你方的价格太高。

With regard to the point you have just raised, we will have it investigated.

关于你们刚刚提出的问题，我们将进行调查。

14. lestconj. It is similar to “that ...but ...”, “so that ...not ...”, “in order that...not ...”,“for fear that ...”以免

Please give your special care to the packing of the articles lest (should) be damaged during transportation. 请贵方特别注意包装，以免货物在运输途中受损。

15. relativea. relevant covering有关的

16. dispatchv. to send off or out发送，运出

We have already dispatched a proforma invoice to you, and it will reach you within a few days. 我方已给你寄去形式发票，几天后可到达你处。

17. inclusivea. 包含的，包括的

Please note that our quotation is inclusive of your commission of 5%.

请注意，我方报价包括你方5% 的佣金。

Note

1. We wish to point out that stipulations in the relative L/C must strictly conform to the stated clauses in our Sales Confirmation so as to avoid subsequent amendments.我方希望指出一点：有关信用证的条款必须与我方销售确认书中的条款完全一致，以免随后修改。

conform to按照，遵照

相似的表达方式还有：in compliance with

in line with, in accordance with

according to

to comply with

In compliance with your request, we are sending you herewith the required proforma invoice.

现按你方要求，寄上所需形式发票。

The seller must conform to the terms of the sales confirmation.

卖方必须遵守售货确认书的条款。

The quality must conform to (with) the sample.质量必须符合样品。

We wish to draw your attention to the fact that the provisions in the relevant L/C should strictly conform to the terms stated in our Sales Confirmation in order to avoid subsequent amendments.特请你们注意，信用证条款必须与我售货确认书条款相符，以免日后改正。

draw attention to the fact that:This is a very useful expression. It means “please pay attention to ...”.

相似的表达方式还有：

Your attention is called to the fact that ...

We call your attention to the fact that ...

Your attention is drawn to the fact that ...

2. We have received in due course your S/C No.2020 in duplicate.

兹收到你方第2020号销售合同一式两份。

in due course/in due time/in good time/duly在适当的时候，按时，及时，到(一定)时候

We trust the shipment will reach you in due course.

我们相信此货将如期到达你处。

We look forward to having your Sales Confirmation in due course.

盼望及时收到你方销售确认书。

The seller has received the relative L/C in due course.

卖方及时收到了有关信用证。

After due consider, they decided to accept our proposal.

经过适当的考虑，他们决定接受我们的建议。

The time of shipment falls due next week.

装运期就在下周。

The s.s. “Dong Feng” is due to sail from Yantai on Friday.

“东风”号轮预计星期五从烟台起航。

Exercises

I. Translate the following sentences into Chinese.

1. We are pleased to inform you that we accept your offer.

2. I think our price is in line with the world market.

3. We'll send the Sales Confirmation as soon as possible.

4. Is it your lowest price in reference to the price on the world market?

5. We are given to understand that you are potential buyers of oriental carpets and rugs.

6. The trouble is the factory is fully engaged.

7. We have just received your letter of the September 28 and confirm an order for 500 sets of the Electronic Desktop computer.

8. The acceptance is said to be by conduct rather than by silence.

9. Agreements are fundamental to business practices.

10. Since your offer is quite reasonable, I can accept it here and now.

11. The tablecloths made in your province have a ready market in our country.

12. How about meeting each other half-way and each makes a further concession so that business can be concluded?

13. I hope you will not miss the chance to get this business.

14. We are quite prepared to offer you quotation which is based upon prevailing international market price.

15. I promise the articles under offer are our best sellers.II. Translate the following sentences into English.

1. 鉴于我们过去多年的友好合作，我们准备降价2%。

2. 这是我们的最低价格，不能再低了。

3. 通常情况下，对于小额订货我们是不给折扣的。

4. 我保证您会发现我们产品的前景非常美好。

5. 这是今年出口的最新款式。

6. 我地市场竞争很激烈。为了成功的销售，你们的报价必须具有竞争力。

7. 你们的产品供货情况怎样？

8. 多数产品货源稳定。

9. 我们打算从贵方大量订购这种类型的货物。

10. 如果你们想利用这一有效期仅为5天的报盘，请马上来电接受。

11. 为了弥合双方之间的巨大差距，我们已表现了最大的灵活性。

12. 兹附寄第50号信用证的修改通知。

13. 他们的资金状况如何？

14. 他们依靠进口来刺激他们的经济。

15. 积累资料对业务的成功是有帮助的。

III. Translate the following letter into Chinese.

Dear Sirs,

Thank you for your October 25 Order for 200 Butterfly Sewing Machines. We are pleased to confirm that we accept the Order and enclose our proforma invoice totaling US$200000 CIF New York. Please arrange for the establishing of an irrevocable L/C in our favor. As soon as we receive it, the goods will be shipped.

We hope that you will find everything completely to your satisfaction and welcome more opportunity of doing business with you.

Yours faithfully,

IV. Translate the following letter into English.

敬启者：

十分感谢你们对我方电器系列产品的信心。

由于持续长时间的热空气，本季度对电扇的需求格外高。目前你们所要的牌子无现货。厂家已答应下月底进一步供货，如果你们能等到那时，我们将按时发送你们所需要的货物。

自2005年以来，我们公司一直生产高质量的电器产品，并在许多国家享有越来越多的市场。现分包邮寄一本新的样品本，介绍我公司近期生产的同类产品。假如能在6月20日以前收到你们的订货，作为我们的常年客户，你们可得到2.5%的特别折扣。

盼望早日有幸为你们服务。

敬上

V. Fill in the blanks with appropriate prepositions.

1. We shall be glad to receive an offer _____ you _____ bicycles.

2. Owing _____ unusual shortage _____ stock, this offer is made subject to the goods being unsold.

3. We have _____ present only 50 m/ts Bitter Apricot Kernels_____ stock.

4. _____ separate cover, we have already sent you samples _____various sizes of shoes.

5. You may rest assured that _____ no case will the shipment be delayed.

6. This article is _____ particular interest _____ us.

7. The purpose _____this E-mail is _____ explore the possibilities of developing trade between us.

8. When we are again _____ a position to supply, we shall not fail to get _____ touch with you.

9. We are pleased to have booked an order_____ you _____ 100 tons of potatoes.

10. We are aware _____ the change _____ the market.



Part ThreeApplication of International Trade Terms

In the international trade, all of the trade terms should be expressed correctly and definitely in any kind of correspondence as they are essential evidence when disputes need to be settled. So please be careful about the definitions and the expressions of different kinds of trade terms.

在国际贸易活动中，不论以哪一种通信方式进行的贸易条件的表述都应该做到正确和确切，因为一旦需要解决争议，它们可以作为重要的证据。因此，要认真对待各种不同的交易条件的不同表述。

Chapter 7 Quality and Quantity

7.1Basic Knowledge

1. Quality品质

In the international trade, quality of the goods in general, refers to the inner quality and the outer form of the goods, such as their chemical elements, physical and mechanical functions, specific biological properties, as well as their shapes, structures, colors, tastes, and so on.

在国际贸易中，货物的品质一般是指货物的内在本质和外观形态，如货物的化学成分、物理和机械性能、生物特征，以及货物的形状、结构、色泽、味觉等。

The expression of the quality of the goods in the international trade can be divided into two ways. The first way is sale by sample. It has the detailed forms like sale by seller's sample, sale by buyer's sample and sale by reference sample. The second way to express the quality of goods is sale by description. And it includes sales by specification, grade of standard (which has the typical F.A.Q. and G.M.Q.); sale by trade mark or brand; sale by the name of origin; and sale by description or introduction.

在国际贸易中表示货物品质的方法可以分为两种。第一种是用样品表示的方法。其具体的方法有凭卖方样品买卖；凭买方样品买卖；以及凭参考样品买卖。第二种是用文字说明表示的方法。其具体的方法有凭规格、等级、标准买卖(其中包括有用良好平均品质和尚好可销品质表示)；凭商标、牌名买卖；凭产地名称；凭产品说明书买卖。

2. Quantity数量

In the international trade, the quantity of the goods refers to different measurement units used to describe different kinds of goods, such as weight, number, length, area, volume and capacity.

在国际贸易中，货物的数量是指用不同的计量单位来描述货物的重量、件数、长度、面积、体积和容量的大小与多少。

Commonly the weight is the most important part. We can express it in the following forms.

(1) gross weight: It refers to the weight of the goods themselves plus the tare. Gross for Net is widely used to describe the weight about rice, soybeans, bean, etc.

(2) net weight: When you want to get rid of the weight of packing or tare， we can use this way. We can use the following ways to deduct the weight of tare of the goods, such as actual tare, average tare, customary tare and computed tare. The highest is nett.

(3) conditioned weight: It is achieved by using scientific methods to extract water from the goods, and then add the standardized water content.

(4) theoretical weight: It refers to measure the weight of the goods according to its standard，grade, length, form and breadth.

通常重量的表述是最重要的部分，可用如下的方法表示。

(1) 毛重：指货物自身的重量加包装的重量。“以毛作净”被广泛用于描述大米、黄豆、小豆等货物的重量。

(2) 净重：指货物自身的重量，不包括皮重。我们可以用如下方法计算货物的皮重，如实际皮重、平均皮重、习惯皮重和约定皮重。最高级的形式是“净净重”。

(3) 公量：指使用科学的方法抽去商品中的水分，再加上标准含水量所求得的重量。

(4) 理论重量：指根据货物的标准、等级、长度、形状和宽度来衡量出该货物的重量。

In international business contract, the quantity of the goods can be expressed sometimes in the way of “more or less clause” or “about, or circa, or approximate”.

在国际商务合同中，有时货物的重量可以用“溢短装条款”来表示，或者写成“大约”是多少。

3. F. A. Q. (Fair Average Quality)良好平均品质，大路货

Fair Average Quality refers to the medium of moderate quality level of the exported goods. This explanation sounds somewhat vague, and in reality there is no definite standard of the quality. In the use of F.A.Q., other specifications should be added, e.g.，“China's Tung Oil, F.A.Q. specification: F.F.A. minimum below 4%”.

良好平均品质指的是出口货物的平均品质水平标准。这种解释似乎是有些模糊，因为事实上没有确切的该种品质标准。在使用良好平均品质或大路货这样的表述时，还应加上其他的说明。例如：中国桐油，大路货，游离脂肪酸4%以下。

4. G.M.Q. (Good Merchantable Quality)尚好可销品质

Good Merchantable Quality indicates that the quality of the goods delivered by the seller is sound and merchantable. It is seldom used in the international trade now except in agricultural products.

尚好可销品质是指卖方所交付的货物应属于“品质尚好、适合商销”。目前在国际贸易中除农产品外已很少使用该货物品质表示方法。

7.2Specimen Letters

Specimen 7-1

Dear Sirs,

We have received your letter dated January 262012 and quotation, for which we thank you. Now we are in a position to order goods according to the terms and conditions as follows:

300 cartons of Canned Asparagus, each carton packed 50 cans, each can weights 450 grams.

At the price of Japanese ￥ 7400 per carton FOB Qingdao.

All the above commodities should be delivered during July/August 2012 from Qingdao, China to Yokohama, Japan.

Payment will be made by confirmed, irrevocable L/C payable by draft at sight at presentation of shipping documents.

Your prompt attention to our order will be highly appreciated.

Yours faithfully,

敬启者：

感谢你方2012年1月26日来信及报价单。我们欲按下述条件向你方订购芦笋罐头：

300纸箱芦笋罐头，每纸箱装50听，每听450克重。

价格为每纸箱7 400日元FOB青岛价。

上述商品将于2012年7月至8月间由中国青岛运往日本横滨。

付款方式为保兑的、不可撤销的信用证，在出示装运单证时凭即期汇票付款。

希望及时办理我方订单。

敬上

Specimen 7-2

Dear Sirs,

We have pleasure in confirming that we have booked your offer for Silk Blouses according to the specifications given in our letter under reply.

Being the seller in this deal, you will be responsible for supplying us with 900 dozen Silk Blouses, to be equally assorted in the color of pink, blue and yellow, at the price of US$ 52.50 per dozen CIFC 3% New York. The goods will be dispatched in carton from China Port to New York In April 2012. Insurance to be covered by the seller for 110% of the invoice value against All Risks and TPND as per CIC of January 1，2001 (of PICC). Payment will be made by irrevocable L/C payable by draft at sight to remain valid for negotiation in China until the 15th day after the date of shipment.

Hoping you to fulfill the order as soon as possible.

Yours faithfully,

敬启者：

兹确认已按来函所开价格接受你们真丝女士衬衫的报价。

作为此笔交易的卖方，你们有义务向我方提供女士真丝衬衫900打；粉、蓝、黄三种颜色均衡搭配；每打52.50美元成本加保险费加运费到纽约市，含3%佣金；该批货物将用纸板箱在2012年4月从中国口岸运往纽约市；根据中国人民保险公司2001年1月1日保险条款， 按发票金额的110%投保一切险和偷窃，提货不着险；付款方式为不可撤销即期信用证付款，议付有效期为装运期后15天内在中国到期。

希望尽快办理订单事宜。

敬上

Specimen 7-3

Dear Sirs,

Thank you for your fax quotation dated January 4，2012, and we are now pleased to place our order with you for the following.

Name of Commodity Quality and Packing: Dongbei Rice

First Grade

In gunny bags of 100kg each

Quantity: 1000 M/T

Unit Price: US$300 per M/T CFR Osaka

Total Value: US$30000

Shipping Mark: At Sellers' option

Insurance: To be covered by the buyers

Port of Shipment: Dalian

Port of Destination: Osaka

Time of Shipment: During March 2012

Terms of Payment: By confirmed，irrevocable letter of credit.

Your prompt attention will be highly appreciated.

Yours faithfully,

敬启者：

感谢你2012年1月4日的传真报价，现欣向你订购如下货物：

商品：中国东北大米

规格： 一级

数量：100公吨

单价：每公吨成本加运费到大阪价格300美元

总值：30000美元

包装：麻袋装，每袋净重100公斤

交 货 期：2012年3月

装 卸 港：由大连至大阪

保险：由买方投保

付款条件：保兑的、不可撤销的信用证

尽速办理，不胜感激。

敬上

Specimen 7-4

Dear Sirs,

We are much pleased to have your fax of January 7, 2012 with Order No.BT-2323.

We wish to point out that in your Order you have put the quality of the goods as “G.M.Q.” whereas it was clearly indicated as F.A.Q. in our offer of January 2, 2012. We suppose it was a clerical error. As you know, “G.M.Q.” is not applicable to the commodity concerned; moreover, the term itself is rather ambiguous. In order to avoid unnecessary controversy that might arise in future in this respect, we wish you would correct the specifications in accordance with our offer.

Your early reply is awaited.

Yours faithfully,

敬启者：

非常高兴收到你方2012年1月7日的传真及第BT-2323号订单。

但须指出，我方2012年1月2日报盘内关于货物品质系指明为“大路货”，而你公司订单内规定为“尚好可销品质”，谅属笔误。按“尚好可销品质”对本商品并不适用，且含义甚不明确。为避免日后发生不必要的争议，希望按照我方报盘内容予以改正。

盼早复。

敬上

New Words and Expressions

1. to be in a position to do sth./to be able to do sth.能够

2. as follows/the following如下

3. canned asparagus芦笋罐头

4. silk piece goods真丝制品

5. TPND (Theft, Pilferage and Non-delivery)偷窃、提货不着险

6. remain valid有效

7. negotiation n. 议付

8. gunny bag麻袋

9. at sellers'/buyers' option由卖/买方选定

10. in gunny bags of a 100 kg each用麻袋装，每袋100公斤

11. clerical error笔误

12. ambiguousa. having more than one possible meaning or interpretation; unclear多义的、含糊的、不明确的。例如：

You should avoid ambiguity in your writing.你在写作时要注意避免意义含糊不清。

His reply was full of ambiguities. 他的答复太含糊其辞了。

13. in this respect/in this regard/in this line/in this field在这方面

14. in accordance with根据……，按照……，与……一致”

与该短语意思相同的表达还有：in line with，in compliance with，according to，to conform to，to comply with。例如：

In accordance with your request, we are sending you our latest quotation.

现按你方要求，寄上我方最新报价单。

The seller must comply with the terms and conditions of the Sales Confirmation.

卖方必须遵守销售确认书中的交易条件。

Notes

1. Now we are in a position to order goods according to the terms and conditions as follows:

我们欲按下述条件向你方订购芦笋罐头：

be in a position: be able to能够

as follows如下

2．As you know, “G.M.Q.” is not applicable to the commodity concerned; moreover, the term itself is rather ambiguous. 按“尚好可销品质”对本商品并不适用，且含义甚不明确。

concerned意为“有关的”、“相关的”，此词用法特殊，需放在被修饰词之后。

applicable此处意为“可适用的”。

ambiguous不明确的，含糊其辞的，可作多种解释的

Exercises

I. Translate the following sentences into Chinese.

1. We have been trading in toys for years.

2. Our product is always of first-grade quality.

3. This design is available in various colors.

4. Our clients are satisfied with your product's quality.

5. This product is fairly cheap with such a good quality.

6. The quality is superior, yet the price is very reasonable.

7. Pure silk garments are our best selling goods. They sell out fast every year.

8. I've been sent to discuss quality, quantity and other particulars of the goods with you.

9. At the moment, there are only small enquiries for this class of goods.

10. Their imports are both diversified and substantial.

II. Translate the following sentences into English.

1. 这是一种高质量的产品。

2. 我们能供应花样繁多的枕套。

3. 我认为你们的产品很有吸引力。

4. 我会查查我们还有多少库存。

5. 这些产品由于品质优良，价格低廉，加上本公司的诚实交易，获得了极高的赞誉。

6. 我们经营的加湿器曾获国际展览会金奖。

7. 你们的产品看上去不错，大小和外形都符合我们的规格。

8. 我们对日本市场的行情很了解。

9. 这种质量不合要求。

10. 此产品集多种功能于一身，是高档产品。

III. Fill in the blanks with the best from A,B,C andD.


1. The containers will leave our plant _____ rail.

A. by

B. in

C. for

D.on

2. Direct steamers to your port are few _____ the winter season.

A. but

B. yet

C. with

D. during

3. It is possible to extend this Letter of Credit, which expires _____ January 28.

A. on

B. in

C. at

D. for

4. We have to hold you _____ your contract.

A. for

B. at

C. to

D. in

5. You may count _____ our full cooperation in the settlement of this matter.

A. for

B. of

C. to

D. /

6. Contracts must be renewed one week _____ their expiration.

A. on

B. against

C. the moment of

D. before

7. As mentioned _____ my letter of August 6, the shoes were not satisfactory.

A. on

B. at

C. for

D. in

8. The goods will be shipped _____ October 1.

A. in

B. to

C. on

D. with

9. We will write _____ you as soon as we are able to supply these goods again.

A. until

B. /

C. while

D. as

10. Please try your best to ship our order _____ that steamer.

A. by

B. for

C. in

D. with

11. As earlier discrepancies were accepted by the L/C applicant _____ writing, we request you to effect payment without delay.

A. in

B. to

C. on

D. with

12. Good harvest this year has made it possible for us to supply walnuts _____ last year's price.

A. at

B. in

C. against

D. on

13. Viewing our great performance last year, business _____ our two countries will develop further.

A. in

B. on

C. between

D. at

14. We trust you will look _____ the matter without delay upon receiving the substantiating data concerning the damage.

A. on

B. upon

C. in

D. into

15. To avoid possible dispute _____ quality, both sides should describe the goods clearly.

A. on

B. in

C. of

D. at

16. Last year, this market was almost at its bottom, _____ which our trade is now only recovering.

A. from

B. for

C. on

D. against

17. _____ heavy commitments, we cannot accept any fresh orders.

A. Since

B. Because

C. Owing to

D. In addition

18. Subject _____ satisfactory references, we would be glad to consider open account terms.

A. of

B. on

C. to

D. in

19. _____ an order for over 500 pieces we would allow a special discount of 5%.

A. In case

B. In case that

C. In the case

D. In case of

20. According to the terms _____ payment in the contract, we have established a letter of credit in your favor.

A. of

B. on

C. for

D. at


Chapter 8 Packing and Packing Marks

8.1Basic Knowledge

1. Packing and Package包装

Packing is the continuation of the goods' production. Packing can keep the goods safe and complete and prevent loss and leakage in their whole circulation, and it can raise its value, save the cost and labor, and promote the sales. Generally we can divide packing into transport packing and sales packing. (More expressions about packing you will find in the Appendix 2.)

包装是货物生产的继续。包装可以使货物在其整个的流通过程中更安全、完整，避免货物丢失、渗漏；包装可以增加货物的价值；包装可以节约生产费用和劳动；包装可以促进销售。我们可以将包装分为运输包装和销售包装两大类。

(1) packagen. 意为“包装”，指包、捆、束、箱等，有时还作“包装费”解。例如：

The packages are intact. 包装完好无损。

Nor charge will be allowed for packages, but due care will be taken to return them promptly.包装容器不收费，但我方会注意立即退还。

The limitation of liability is calculated by weight and not by the number of packages.

赔偿责任限度以重量计算，而不以包装好的货物件数计算。

(2) packingn. 通常指包装、包装情况，包装材料等。例如：

Please see to it that the packing is suitable for a long sea voyage.

请注意使包装适于长途海运。

I have instructed my packers to put the packing and contents of this case on one side.

我已指示打包人将包装材料和箱内货物放在一边。

packing 在美国英语中还有“罐头”的意思。例如：packing industry(罐头业)。

2. Packing Mark包装标志

It is also called transport package shipping mark. It is generally made up of a few simple geometric figures, letters, numbers or words. In most cases, it is written or pressed on the top or side of the container being shipped, and it is designed that the consignor or the consignee can identify the goods easily. (Read more in Appendix 2.) We can have three categories like shipping mark, indicative mark and warning mark.

包装标志也被称为包装唛头，它通常由简单的几何图形、英文字母、数字、序号或文字等组成。大多数情况下，它被刷制在运送货物的集装箱的侧面或上部，以便使发货人和收货人很容易辨别它们，而不和其他货物混淆。包装标志有运输标志(shipping mark)、指示性标志(indicative mark) 和警告性标志(warning mark) 三大类。

3. Packing List装箱单

Packing list is one kind of shipping documents to show the content of the package. It is the document which indicates the name, net weight, gross weight, the length and width of every piece of goods. The function of it is to add more content for the short indication of the invoice in order to let the consignee to declare, identify and check at the customs more easily after receiving the goods. It is not necessary to have the packing list in every deal, it will depend on the nature of the goods in the definite business. Usually business of bulk goods, such as agricultural products, or chemicals, weight memo will be needed.

装箱单也叫包装清单，是包装单据的一种，用来说明包装的内容等。具体地讲就是注明每件货物的名称、净重、毛重、包装的尺码等内容的单据。其作用是补充发票内容的不足，便于收货人在到货后进行报关查验、识别和核对货物。但并非每笔交易均需包装清单，而要看具体商品而定。大宗货物的交易中，如农作物、化肥等则需要使用磅码单或重量单。

8.2Specimen Letters

Specimen 8-1

Dear Sirs,

Thank you for your reply in fax and we are now pleased to make confirmation as follows.

In your last fax you gave the writing in “6000‘Panda’Brand Transistors, Model NW586 packed in cartons of two dozen each at US$50 each, CIF Dar-es-Salaam for shipment in May”. Please change the above like this:“pack the transistors in wooden cases of two dozens each”. Packed in wooden cases instead of cartons is just as the former are liable to be spoiled by rough handling. And the warning “FRAGILE” should be added above the shipping mark.

We have acted on your request. As the goods under S/C No.2234 signed in Beijing on March 4，2012 are ready for shipment, please expedite the establishment of confirmed irrevocable L/C at sight, which should reach us 30 days before the date of shipment. We will insure the goods against All Risks and War Risk for 110% of the invoice value as per CIC of January 1，2001.

We are looking forward to your prompt reply.

Yours faithfully,

敬启者：

感谢你方回复的传真，现在向你确认如下。

在你上次传真中写为：6000台“熊猫”牌晶体管收音机，型号为NW586，每两打装一个纸板箱，每箱50美元，成本加保险费加运费达累斯萨拉姆价，五月装运。请将上述内容改为“晶体管收音机每两打装一个木箱”。将“纸板箱”改为“木箱”是因为前者更容易因野蛮装卸而受到损坏。并且要在装运标志上加“易碎”警告字样。

我方已按你要求行事。由于2012年3月4日在北京签订的第2234号销售确认书项下的货物已备妥待运, 请速开保兑的、不可撤销的即期信用证，此证应于装运前30天到达我处。我方将根据中国人民保险公司2001年1月1日保险条例，按发票金额的110%投保一切险和战争险。

盼早复。

敬上

Specimen 8-2

Dear Sirs,

Re: Your Fax Quotation on Camphor Powder Dated May 15，2012.

We thank you for your fax quotation, on which we are working and expect to come to a decision in about a fortnight.

It is specified in our fax inquiry of April 20，2012, that the goods is to be packed in kegs, which must be 50 kg poly-ethylene-lined kegs.

Upon receipt of this fax, please confirm by the same method your agreement to fulfill this packing requirement, which will be helpful in putting this deal through.

Yours faithfully,

敬启者：

事由：关于你方2012年5月15日樟脑粉传真报价

贵方传真报价已收到，谢谢。我们正在进行研究，可望在两周左右做出决定。

在我们2012年4月20日的传真询价中，曾规定要用小桶装货，每只小桶必须用聚乙烯衬里，每桶容量为50公斤。

请在收到此传真后，立即来电确认接受我们的上述包装要求，以利于达成交易。

敬上

Specimen 8-3

Dear Sirs,

We thank you for your quotation No.ZB166 on Round Steel Bars.

Reverting to the 8 lots of Round Steel Bars which arrived here per m/v “VICTORY” on May 5，2012, in the same hold. We have to inform you that among the 6 bundles of different grades arrived in a scattered and mixed condition because their packing was not sufficiently strong and their iron hoops broke in transit. Since it was most difficult to assert them, inconveniences and losses occurred. Though such unfortunate things had also occurred before and you were notified to that effect in time, the present case shows that our comments were ignored, for no improvement in packing has been made.

Therefore, we must have your promise to take effective measures to improve your packing before we would book this new order with you.

We await your reply.

Yours faithfully,

敬启者：

贵公司第ZB166号圆钢报价单已收到，谢谢。

回顾贵公司2012年5月5日由“胜利”轮运交我方的8批圆钢，装载于同一货舱之内，其中有不同钢号的6捆圆钢，因包装不固，铁箍断裂，致使到货时滚散混杂，很难区别钢号等级，引起很大的不便和损失。类似情况以前也曾发生，并已及时向贵方反映。这次事件说明贵公司对我方提出的意见，未予重视，所以包装仍无改进。

为此，我们在此次订货之前，务必得到你方采取有效措施来改进包装的保证。

并请即复。

敬上

Specimen 8-4

Dear Sirs,

RE: Delivery of Automobile

In reply to your letter dated September 19, 2011, regarding the subject matter, we wish to advise you of our usual requirements as given below.

The door of the automobile must be locked before shipment. The door key and the ignition key shall be sent in care of the carrier to the CNFTTC at the port of destination together with one duplicate copy of the shipping documents.

The tool kit and accessories must be packed in a strong toolbox, which shall be stored under the driver's seat. The number of the toolbox shall be clearly mentioned in the packing list.

The cooling system of the engine must be filled with water containing anti-freeze agent, and the new batteries should not be charged nor be filled with Sulphuric Acid before shipment.

All unvarnished ferrous metal parts should be well greased to prevent rusting.

One copy each of the quotation, maintenance and repair manual and a list of spare parts, all in English, should be sent together with the automobile. They should be wrapped up in a package and stored in the driver's cab.

We hope to have your confirmation on the above.

Yours faithfully,

敬启者：

贵公司2011年9月19日关于交付汽车的来函已经收到。兹将我们关于车辆装运的一般要求列后。

装运前车门必须上锁。车门及发动机的钥匙应连同装运单据、副本一套随船带交目的港中国对外贸易运输公司。

随车工具及附件应装在坚固的工具箱内，并放在驾驶员的座位下。工具箱的编号应在装箱单上明确注明。

发动机的冷却系统内应加注含有防冻剂的冷水。新电池不要充电也不加硫酸。所有未油漆过的黑色金属部分应充分涂上润滑脂，以防生锈。

英文本的车辆驾驶、维修和保养手册及零件目录各一本，应包扎后放在驾驶室内，与车辆一并交货。

希望贵公司来信确认上述事项。

敬上

New Words and Expressions

1. “Panda” Brand Transistor“熊猫”牌晶体管收音机

2. cartonn. 纸板箱

3. rough handling野蛮装运，野蛮装卸

4. spoilv. 宠坏，弄坏

5. fragilea. 易碎的

6. expeditev. 加速

Please do your utmost to expedite the covering L/C, so that we may execute the order smoothly. 请速开立有关信用证，以便我们顺利执行订单。

7. camphor powder樟脑粉

8. requirementn. 要求

复数形式requirements指“所需(商品)的数量”或“需要的货”，例如：

We can meet your requirements for (of) 3000 kg walnut meat.

我们能满足你们所需要的3000公斤核桃仁。

Please do not hesitate to let us know your specific requirement.

你们有何具体需要请告知，望勿犹豫。

9. poly-ethylene-lined keg带聚乙烯衬里的小桶

10. Round Steel Bars圆钢

11. per m/v “VICTORY”经“胜利”号轮

m/v = motor vessel

12. holdn. 船舱(booking space租船订舱)

13. scatterv. 遍布

14. ignition key点火的钥匙、发电机的钥匙

15. sulphuric acid硫酸

Notes

1. We will insure the goods against All Risks and War Risk for 110% of the invoice value as per CIC of January 1,2001.我方将根据中国人民保险公司2001年1月1日保险条例，按发票金额的110% 投保一切险和战争险。

as per按照，凭

CPIC China People's Insurance Company中国人民保险公司

CIC China Insurance Clauses保险条例

2. We thank you for your fax quotation, on which we are working and expect to come to a decision in about a fortnight.

贵方传真报价已收到，谢谢。我们正在进行研究，可望在两周左右做出决定。

to come to know/to come to understand/to come to one's knowledge/to be given to understand

获知，得知

We have come to learn that you are the potential buyers of our “Tiantan” Brand men's shirt.

我们获悉你们是我“天坛”牌男士衬衫的潜在买主。

to come to business达成交易

类似的短语还有：to come to terms，to close a bargain，to close a deal，to conclude a transaction，例如：

Should you be prepared to reduce your price by, say 5%, we might come to business.

如果你们愿意减价，譬如说减5%，也许能达成交易。

3. Therefore, we must have your promise to take effective measures to improve your packing before we would book this new order with you.

为此，我们在此次订货之前，务必得到你方采取有效措施来改进包装的保证。

take measures/take steps/adopt measures采取措施

That middle school has adopted special measures to prevent students falling into puppy love.

那所中学已经采取了特殊的措施以阻止学生早恋。

In order to keep the pace with the changing world, most of the young people go to evening school to have further study. 为与千变万化的世界保持一致，许多年轻人去夜校继续学习。

We trust you will appreciate this measure we have taken and avail yourselves of this opportunity. 相信贵方会赞同我方所采取的办法并加以利用。

Exercises

I. Translate the following sentences into Chinese.

1. We want the sweater to be packed each in a plastic bag, 5 dozen to a carton lined with waterproof paper.

2. Pens are packed 12 pieces to a box and 200 boxes to a wooden case.

3. Groundnuts are packed in gunny bags of 50 kilograms each.

4. We give you on the attached sheet full details regarding packing and marking.

5. Improvement on packing will not only save labor and cost，but also promote the sales.

6. We are afraid we shall have to charge more for the designated packing, as it calls for extra labor and cost.

7. Your packing must be seaworthy and strong enough to stand rough handling during transit.

8. All the year's new models are displayed at the motor show.

9. Our leather products of “Rose” range are selling fast in the western European countries.

10. We are sorry to say that the quality of your shipment for our order No.758 has been found not in conformity with the agreed specification.

II. Translate the following sentences into English.

1. 每件衬衫以塑料袋包装，每10打装一箱。

2. 每两把椅子装在一个箱子里。

3. 希望能满足我们的包装要求。

4. 所有的箱子都要像以往一样做标志，但请从11开始顺序标号。

5. 出口商要对出口货物的包装给予认真考虑，并尽最大努力按照买方的指示来包装货物。

6. 如果你有装运标志方面的要求，应在订单上注明，并在装运前一个月告知我方。

7. 上述信息只供参考，我们对此不承担责任。

8. 我们可以订300箱，每箱50条床单。

9. 您要哪一类的货物？针织品、运动衫、T恤或是内衣裤呢？

10. 从附寄的目录和价目表可以看出，本公司货品设计新颖、品质优良、价格具有竞争力。

III. Fill in the blanks with the best from A，B，C andD.


1. The term CIF should be followed by _____.

A. port of shipment

B. port of origin

C. port of destination

D. port of loading

2. The term FOB should be followed by _____ .

A. port of origin

B. port of shipment

C. port of destination

D. port of determination

3. An agreement is _____ as a result of the process of offer and acceptance.

A. included

B. had

C. resulted

D. reached

4. Any information you may give us will be treated strictly _____ .

A. secret

B. for secret

C. confident

D. in confidence

5. The next issue we would like to discuss is the currency to be _____ in the contract.

A. denominated

B. denounced

C. nominated

D. announced

6. Warranty clause is suitable to certain products such as _____ .

A. native produce

B. mushrooms

C. canned food

D. machines

7. The most important part of the contract on the bottom is _____ .

A. enclosure

B. the name of both sides

C. signatures of both sides

D. effective date

8. The time of waiting for payment agreed upon by both sides is the period of _____ .

A. shipment

B. letter of credit

C. draft

D. credit

9. If the buyer's country prevents performance of the contract, this kind of risk is called _____.

A. contingency risk

B. customer risk

C. country risk

D. assert risk

10. CIF is a price term, meaning the price includes the cost of goods and the insurance and _____ for carrying the goods up to the destination.

A. foreign

B. freight

C. friendly

D. forwarding

11. _____ is the ideal payment term for the exporter.

A. Cash with order

B. Cash on delivery

C. Cash against documents

D. Payment in advance

12. This agreement may be _____ six months before its expiry.

A. expanded

B. renewed

C. postponed

D. prolonged

13. Documentary credit seeks _____ from the bank.

A. guarantee

B. insurance

C. no guarantee

D. no protection

14. The commercial invoice is the most important _____ .

A. arrangement

B. certification

C. permit

D. document

15. The draft is only drawn by the _____ .

A. seller

B. agent

C. buyer

D. bank

16. The party who receives money based on the draft is the _____.

A. drawer

B. drawee

C. bank

D. buyer

17. The bank on the buyer's side in collection arrangement is the _____.

A. remitting bank

B. collecting bank

C. opening bank

D. notifying bank

18. ABC company wants to purchase ceramic tiles from the BCM company. Who will apply for the letter of credit?

A. Both.

B. Neither.

C. ABC company.

D. BCM company.

19. The shipper named on the B/L should be _____.

A. the account party of the L/C

B. the beneficiary of the L/C

C. the shipping agent

D. the shipping company

20. An L/C requests all the following documents except_____.

A. bill of lading

B. commercial invoice

C. packing list

D. sales letters


Chapter 9 Terms of Price

9.1Basic Knowledge

1. Guarantee 与 Warranty担保与保证

These two words are met very often in our daily life. And it is often misused for the shallow understanding of their meaning. So only by totally understanding their meaning first, we can use them to express our meaning specifically.

这两个单词在我们的日常生活中经常遇到。但由于我们对其理解不够透彻，使得我们经常在使用它们的时候出错。所以，只有在首先彻底地理解了词义的条件下，我们才能准确地表述我们的意思。

guaranteen. a formal declaration that something will be done esp. a written agreement by the maker of an article to repair or replace it if it is found to be imperfect within a certain period of time保证书， 保证

The car is less than a year old, and therefore still under guarantee.

这汽车用了不到一年，因此仍在保修期内。

warrantyn.(tech) a written guarantee保证书，保单

The manufacturers will have to repair the car without charge because it is still under warranty. 厂家非得免费修理这辆车不可，因为现在它还在保修期内。

(1)在作“保证商品质量”意思解释时，两者基本一致。例如：

This “RADO” watch is sold with a five-year guarantee/warranty.

“雷达”表售出，保修期5年。

(2)guarantee可以做“担保物”、“抵押品”解，相当于法律用语guaranty，而warranty则没有这个意思。例如：

I promise to guarantee this letter of credit.我答应为这个信用证担保。

(3)guarantee 的语义通常比较重。例如：

Can you give me your guarantee (= firm promise) that the goods will be delivered before next Friday?你能不能给我保证，这批货将在下周五之前交货？

(4)guarantee还可以作“担保人”解，而warranty没有此意。例如：

I am willing to be your guarantee of economy when you go abroad.

我愿意在你出国留学时做你的经济担保人。

(5)guarantee的过去分词可以用作定语。例如：

guaranteed L/C有担保的信用证(指信用证的申请人不付现金而以抵押品担保付款)

guaranteed bonds有担保的债券(指本金、收益或两者均由另一公司作担保的债券)

2. INCOTERMS 2000《 2000年国际贸易术语解释通则》

INCOTERMS is the abbreviation of International Rules for the Interpretation of Trade Terms. It was drawn up by the International Chamber of Commerce in 1936 firstly for the purpose of unifying the different interpretations of various kinds of trade terms. As time goes on, it was revised many times according to the development and great changes of the international trade, especially after EDI was widely adopted in its practice. At present time, most of the international businessmen would like to use INCOTERMS 2000 as the basic explanation for the specific terms of price in their contract. So it is very important to master the definite content of INCOTERMS 2000. Our country joined in the International Chamber of Commerce in November 1994.

INCOTERMS是“国际贸易术语解释通则”的缩写形式。“国际贸易术语解释通则”是国际商会最初于1936年为统一各种贸易术语的不同解释而制定的。随着时间的推移，也由于国际贸易的发展和变化，特别是EDI(电子数据交换)在国际贸易实践中的广泛采用，“国际贸易术语解释通则”经过了多次的修订。目前在国际商务活动中被商人们普遍采用的解释合同中价格术语的就是《2000年国际贸易术语解释通则》。所以，掌握《2000年国际贸易术语解释通则》的确切内容就显得尤为重要。我国于1994年11月加入国际商会组织。

3. FOB, CFR, CIF, FCA, CPT, CIP装运港船上交货，成本加运费，成本加保险费、运费，货交承运人，运费付至，运费、保险费付至

FOB, CFR and CIF are the three typical terms of price widely used in the international trade. Along with the development of transportation, FCA, CPT and CIP are developed on the basis of these three terms. And the latter three are applied day by day in the broader way of different kinds of transportation. So it is very important to learn the specific meaning of them and pay great attention to the use of them in practice.

在国际贸易中，FOB、CFR和CIF是被广泛使用的三种传统的贸易术语。随着运输技术的发展，在这三种传统贸易术语基础上又发展起来FCA、CPT和CIP三种术语。这三种贸易术语适用面广，可以适用于各种运输方式，在国际货物买卖中被采用的范围在不断扩大。因此，了解这些术语的含义及其在使用中应注意的问题是极为重要的。

(1) FOB： Free On Board (... named port of shipment)

装运港船上交货 (……指定装运港)

(2) CFR： Cost and Freight (... named port of destination)

成本加运费(……指定目的港)

(3) CIF： Cost Insurance Freight (... named port of destination)

成本加保险费、运费(……指定目的港)

(4) FCA： Free Carrier (... named place)

货交承运人(……指定地点)

(5) CPT： Carriage Paid to (... named place of destination)

运费付至(……指定目的地)

(6) CIP： Carriage and Insurance Paid to (... named place of destination)

运费、保险费付至(……指定目的地)

此外还有EXW, FAS, DAF, DES, DEQ, DDU 和 DDP，也应有所掌握。

9.2Specimen Letters

Specimen 9-1

Dear Sirs,

The whole set of our catalog and samples airmailed to you on January 10，2012 must have given you a rough idea of our production program as well as the quality standard of our products. In order to start the ball rolling, we are airmailing you the latest price list indicating CIF prices for some of our products. It is to be noted that all the prices in the price list are subject to change without notice.

Yours faithfully,

敬启者：

2012年1月10日以航邮寄送你公司的一整套目录及样品，想必已使你们对我方的产品及其质量标准有所了解。兹再附奉上若干商品的到岸价格表，以便进行交易。请注意，价格如有变动，恕不另行通知。

敬上

Specimen 9-2

Dear Sirs,

In compliance with your request, we are sending you our favorable quotation for Silk Blouse at US$580 per dozen Net CIF New York, subject to market fluctuation. You may rest assured that in case of business, shipment to be made will fully measure up to the sample now in your possession.

Yours faithfully,

敬启者：

应你公司要求，兹报价真丝女士衬衫每打580美元，纽约到岸净价，该价格将随行市调整。你们可以放心，达成交易后所交的货物当与你们目前收到的样品的质量完全一致。

敬上

Specimen 9-3

Dear Sirs,

We are in receipt of your order No. SP-0917 and regret to inform you that, as the price of this Stretch Nylon Socks has recently been adjusted due to the increases in the cost of production, the best quotation we can provide for the quantity required is US$23 per dozen CIF New York, subject to your acceptance reaching us by May 25，2012.

We trust that you will accept it without hesitation.

Yours faithfully,

敬启者：

兹接你公司寄来的第SP-0917号订单，非常抱歉，该弹力尼龙短统袜子价格由于近来生产成本上升已作调整， 对于你方所需数量的最好报价是：每打23美元，成本加运费、保险费纽约价，以在2012年5月25日前收到你公司接受为有效。

相信你公司会毫无迟疑地接受此报价。

敬上

Specimen 9-4

Dear Sirs,

We are in receipt of your inquiry dated February 22，2012, for which we thank you. We are having the pleasure in faxing you our latest quotation.

From the prices marked you will note that they have been a little bit cut down. This price-cutting in no way reflects on the quality of our products, and is entirely due to assisting you in coping with the present market situation. In short，it is with the intention of activating more sales that we are quoting such favorable prices.

Being carefully calculated on the lowest basis, and in consistence with the quality and workmanship, all prices seem hardly to go any lower. Under the circumstances, you are advised to do your best to persuade your clients not to hold off their purchases but to confirm our offer as early as possible.

Yours faithfully,

敬启者：

收到你方2012年2月22日的询价，对此表示感谢。现欣然传真报你最新价格。

请注意，所报价格较以前略有降低，然并非由于货品质量下降，而完全由于协助你方适应当前的市场情况。总之，如此优惠价格，目的全在扩大销售。

我方价格经过仔细核算，已属最低；若再从品质和工艺衡量，更见得无法再低。为此，希望你公司尽最大努力，说服客户务勿观望，尽早确认我方报盘。

敬上

Specimen 9-5

Dear Sirs,

You will no doubt have observed an upward tendency in White Crystal Sugar prices, which has every indication of being maintained.

The increase of the cost has made it necessary for us to adjust our selling prices by 5% higher for various kinds of candies. But, for the benefit of our buyers, we have decided to withdraw the discount, without changing the listed prices. This new arrangement will come into force on October 10,2011, from which date the usual discount of 2% will be granted only on orders exceeding US$1000 in value.

We trust that you will appreciate that this step we have taken is made under the pressure of market, and avail yourselves of this opportunity.

Yours faithfully,

敬启者：

想必贵公司已经注意到白糖价格上涨的趋势，而且种种迹象表明此趋势将持续下去。

因成本增加，我们必须将各种糖果的销售价格调高5%。 但为了买主的利益， 我们决定不变动价目表中所列的价格，仅将折扣取消。

此项决定将自2011年10月10日起生效。惯常的2% 折扣只给予货价超过1000美元的订单。

相信贵公司定能理解，我们采取这样的措施是迫于市场变化的压力，从而加以利用。

敬上

Specimen 9-6

Dear Sirs,

We refer to our fax dated April 9, 2012 and our Quotation Sheet No. ER-0575 for Steamed Coal which we trust, has received your attention.

You must be well aware of the fact that there is a all-round boom in world freight. Therefore, we have to present you our revised Quotation No. ER-0580 on CFR and CIF basis to supersede the previous one, the validity of which has now expired. The price change is universal. We would point out that we have raised our prices 3% higher, but no further than circumstances necessitate.

We hope that you will understand and give us your full cooperation as usual.

Yours faithfully,

敬启者：

我公司2012年4月9日传真于你的第ER-0575号关于烟煤的报价单想已收悉。

贵方一定清楚意识到了目前国际运输业市场价格全面趋升。因此，我方不得不将基于CFR 和CIF 价格所修改后的第ER-0580号报价呈予贵方，新报价现已取代失效的旧报价。这一涨价是全球性的，我方3%的涨幅绝不会超过实际需要。

希望予以谅解并一如既往地给予合作。

敬上

New Words and Expressions

1. a whole set of/a series of/a full range of 一整套的……

2. indicating/stating表明，指明

We shall appreciate it if you will send us immediately your offer on the basis of FOB, stating the earliest time of delivery and terms of payment.

如能尽速报FOB价，并告最早交货期和支付条件不胜感激。

3. to start the ball rolling为达成交易

In order to start the ball rolling, we are airmailing you the latest price list indicating CIF prices for some of our products. 兹再附奉上若干商品的到岸价格表，以便进行交易。

4. it is to be noted请注意

It is to be noted that all the prices in the price list are subject to change without notice.

请注意，价格如有变动，恕不另行通知。

5. in compliance with按照，符合，与……一致

6. market fluctuation市场波动

7. up to达到……标准

8. stretch nylon socks弹力尼龙短统袜子

9. possessionn. 占有

10. without hesitation毫不迟疑

11. have pleasure in doing something欣然做某事

12. in no way不可以，没门

This price-cutting in no way reflects on the quality of our products, and is entirely due to assisting you in coping with the present market situation.所报价格较以前略有降低，然并非由于货品质量下降，而完全由于协助你方适应当前的市场情况。

13. hold off:to cause to remain at a distance，to prevent the advance of，to delay使同……保持一定距离，挡住，推迟，拖延

The committee will hold off making their decision until Monday.

委员会将推迟到星期一再作决定。

14. under the circumstances在这种情况下

15. persuadev. (into, out of) to make someone willing to do something by reasoning, arguing, repeatedly asking, etc.劝导，说服，(通过说理、辩解、多次邀请等方式)使某人愿意做某事

Despite all my efforts to persuade her, she would not buy the dress.

尽管我竭尽全力劝她，她还是不愿意买这条裙子。

He was unable to persuade the police that he had been elsewhere at the time of the crime.

他不能使警察相信案发时他不在现场。

16. white crystal sugar白糖

17. in value价值，价值为……

18. under the pressure of the market在市场变化的压力下

19. steamed coal烟煤

20. revisev. 修改， 修订reviseda. 修订的

This book has been revised for several times since it was published till now.

这本书从出版到现在已经修订过多次了。

Our revised price list will be found reasonable.我方修订后的价目表是合理的。

21. be well aware of the fact that清楚地意识到

22. freight运输，运输费

The freight on the world transportation market will be up and down as its demand changes.

国际运输市场上运费会随着市场需求的变化而上下波动。

23. supersedev. replace，substitute for，supplant取代，接替

The cinema has been superseded by television as the most form of entertainment.

电影已被电视取代成为最普及的文化娱乐形式。

24. as usual与往常一样

25. validityn. 有效期valida. 有效的

The validity of this passport is from January 1，2008 to January 1，2018.

此护照有效期为：自2008年1月1日至2018年1月1日。

Our offer is valid for five days.我方报价5日内有效。

Notes



1. The whole set of our catalog and samples airmailed to you on January 10，2012 must have given you a rough idea of our production program as well as the quality standard of our products.2012年1月10日以航邮寄送你公司的一整套目录及样品，想必已使你们对我方的产品及其质量标准有所了解。


give a rough idea of使有一个概括性的了解

To give you a rough idea of our company, we are sending you a whole set of brochure about the commodities handles by our company for ten years.

为使你们对本公司有一个初步的了解，现寄上一整套有关我公司经营10年的商品小册子。

2. It is to be noted that all the prices in the price list are subject to change without notice.

请注意，价格如有变动，恕不另行通知。

be subject to change without notice如有变动，恕不另行通知

subject to/on condition that/dependent on/conditional on以……为条件；以……为准

Our offer is subject to our final confirmation. 报价以我方最后确认为准。

We make you the following offer, subject to the goods being unsold.

下列报价以货未售出为条件。

This offer is subject to your reply reaching us before April 20, 2012.

此报价以你方答复于2012年4月20日前到达我处为准。

3. In short， it is with the intention of activating more sales that we are quoting such favorable prices.总之，如此优惠价格，目的全在扩大销售。

in short总之，简而言之

相似的表达方式还有 to sum up，in conclusion，to make a long story short等。

4. Being carefully calculated on the lowest basis, and in consistence with the quality and workmanship, all prices seem hardly to go any lower. 我方价格经过仔细核算，已属最低；若再从品质和工艺衡量，更见得无法再低。

be in consistence with(与……)相一致的，(与……)相符合的

Her rude behaviour is not in consistence with her usual polite nature. 她的粗鲁行为和她平时斯文的性情是不相符合的。

be consistent with: keeping to the same principles or course of action， having a regular pattern，in agreement or accordance(和……)一致的、符合的；始终如一

This development is consistent with the company's aims of reducing its costs.

这种发展同公司降低成本的目标是一致的。

5. We trust that you will appreciate that this step we have taken is made under the pressure of market, and avail yourselves of this opportunity.

相信贵公司定能理解，我们采取这样的措施是迫于市场变化的压力，从而加以利用。

avail oneself of ...利用……的机会

You should avail yourself of this banquet (opportunity) to get more information of the firm.

你可以利用这次宴会的机会得到那个公司更多的信息。

We can avail ourselves of Spring Festival Holidays to sell more by cutting some prices down.

我们可以利用春节假日期间进行削价大销售。

Exercises

I. Translate the following sentences into Chinese.

1. In case of firm offer, we usually keep our offer open for 3 days.

2. CIF price is the price term normally adopted by us.

3. Sometimes FOB and CFR are also employed.

4. As we are anxious to do business with you, we are prepared to give you a discount of 3%.

5. Can you give 5% commission if 1000 cases are promoted?

6. 5% would be a sacrifice on our part.

7. It's quite a bargain, I hope you will appreciate it.

8. We are quite prepared to offer you a quotation which is based upon prevailing international market price.

9. May you deduct the commission from your offer?

10. We can discuss the particular price based on the quantity of your order.

II. Translate the following sentences into English.

1. 从去年3月以来天然气价格已上涨3%。

2. 每多销1000箱，增加佣金5%。

3. 最近几年其他地方家具价格上涨了许多，但我方价格变化不大。

4. 我希望你们报成本加运费到上海的最低价。

5. 如果你推销量大，我们可以提高佣金。

6. 你们的产品看上去不错，大小和外形都符合我们的规定。

7. 鉴于我们已按此价与买主大量成交，我们不可能再降低价格了。

8. 我方决定再作2%的让步，希望这能有助于你方推销产品。

9. 有迹象表明市场进一步看涨。

10. 此地市场活跃，我们能获得的最好价格是每公吨200美元。

III. Fill in the blanks with the best from A,B,C andD.


1. We give you on the attached sheet full details regarding packing and marking, which must be strictly _____.

A. observedB. abide byC. submittedD. seen

2. Rope or metal handles should be fixed to the boxes to _____ safe carrying.

A. make

B. easier

C. convenient

D. facilitating

3. Our Advice of Dispatch was faxed to you three days ago and you _____ it by now.

A. will receive

B. received

C. must have received

D. have been received

4. We regret keenly this delay and only hope it will not have seriously _____ you.

A. trouble

B. inconvenient

C. inconvenienced

D. damaging

5. The sugar was dispatched by rail two weeks ago from Shenyang and _____ you by now.

A. should have reached

B. should reach

C. have reach

D. shall reach

6. We are sorry for the short delivery by 23 tons. This _____ you some difficulty in meeting orders of your clients.

A. must cause

B. must have caused

C. will be cause

D. has caused

7. We were surprised to learn from your fax today that the fertilizer has not reached you. It _____ on November 2, and should have reached you by the end of this month.

A. dispatched

B. has been dispatched

C. will dispatch

D. was dispatched

8. In accordance with our agreement, we have _____ at 30 days' sight for the amount of the enclosed invoice.

A. drawn on you

B. written to you

C. called on you

D. dispatched to you by airmail

9. We _____ you that the ordered goods will be shipped by a direct steamer next week.

A. think assure

B. insure to

C. can ensure

D. are sure

10. The management has decided to have the offices painted in such a way that the walls _____ the new carpets we have bought.

A. fit

B. suit

C. befit

D. match

11. We expect certain sizeable orders _____ for within the next two months and ask if we may defer payment of your account from August 2 to October 30.

A. to be paid

B. to be paying

C. paying

D. for being paid

12. If a businessman has not been thinking about the net by this time, there is a serious problem. Five years, from now, Internet commerce _____ a big force.

A. is

B. being

C. will be

D. to be

13. In 1994, the total value of online business transactions _____ at US$8 million but at the turn of the century, cyber-commerce could reach US$150 billion.

A. was estimated

B. were estimated

C. will estimate

D. will have been estimated

14. The current Internet hype has _____ with business; rather, it is more related with the development of technology.

A. anything

B. anything to do

C. nothing to do

D. nothing do to

15. Perhaps the biggest business advantage of the Internet, particularly the Web, is that it enables even small firms to _____ to a global market.

A. cate

B. cater

C. cart

D. catering

16. In mass media, big advertising dollars rule. But by doing business on the Net, a small firm might just as effectively _____ through search engines.

A. get itself know

B. get himself know

C. get itself known

D. get know himself

17. At our meeting after the Guangzhou Fair early this year, Mr. Wang, our general manager, _____ that he would approve the consignment contract.

A. arranged

B. managed

C. indicated

D. directed

18. We _____ for the underpayment of US$ 150 on your invoice No.49/46, which was due to a misreading of the statement we received from your agent in Hong Kong.

A. sorry

B. apologies

C. unhappy

D. apologize

19. _____ up an exclusive Website and Internet connection, a company needs three main components: a computer, special software and a link to the global telecommunications network.

A. To set

B. Setting

C. For set

D. Being set

20. Access to speedy and accurate market information and reacting to complex market signals are indispensable to day-to-day management, and the Internet just does that: to _____ deals and commercial communications.

A. facilitate

B. approximate

C. negotiate

D. arrange for


Chapter 10 Shipping and Insurance


Shipping and insurance are two important parts in the international trade practice. They involve great amount of knowledge. And they are very complicated and professional. So, learning it well enough is the basic condition to fulfill the transaction to the full.

装运和保险是国际贸易实务中两个重要的组成部分。它们涉及大量的知识，非常复杂，且专业性强。因此，学好这些知识是全面履行合同的基本条件。

10.1Basic Knowledge

1. Shipping Instruction 与 Shipping Advice装船指示与装船通知

Shipping Instruction is a kind of document given by the buyer to the seller before the shipment for the requirement and instruction of the goods about its mode of packing, the stencil of the shipping mark, mode of transportation and so on.

装船指示指在货物出运前买方就货物的包装方式、装运标志的刷制、运输方式等向卖方提出的要求和指示。

Shipping Advice is a kind of notification given by the seller to the buyer after the shipment which contains the statements of the description of the products, quantity of the goods, amount of money of the goods, name of the vessel and the date of sailing. It is a very important document of the deal based on FOB as it can call the buyer's attention to cover the insurance in time for the goods after it has been shipped.

装船通知指卖方发货后向买方发出的通知，其内容通常包括货物的名称、数量、金额、载货船名和开航日期等。它是FOB交易项下的重要文件，因为它可以提醒买方在货物装运之后及时投保。

2. Shipping Documents装运单据／运输单据／货运单据

General speaking, in foreign trade shipping documents should be given by the exporter or the seller to the bank for negotiating the payment of the goods after shipment. And sometimes when sending the shipping advice to the buyer for getting ready for the acceptance of the shipment, the copies or duplicates of these documents should be given, too. When we talk about it strictly, we say shipping documents only refer to bill of lading, insurance policy and commercial invoice along with the export bill of exchange. Although other documents like consul's invoice, laboratory test report, certificate of origin, certificate of inspection, warehouse receipt will be sent along with the draft, they are not indispensable documents. So shipping documents only include documents of the ownership, but not all export documents.

在对外贸易业务中，出口商装运货物后向银行议付货款时，通常应出具这些单据，在向买方发出装船通知时也常将这些单据的副本寄给买方，以便对方做提货准备。严格意义上说，出口汇票所附的海运提单(B/L)、保险单(insurance policy)及商业发票(commercial invoice)总称为装运单据。其他出口单证，如领事签证单、化验证书、原产地证明书、检验证明书、仓单等虽然也随汇票发出，却不是必须的条件。所以，装运单据只包括“所有权证件”，而不是一切出口单证。

3. Insurance and Gambling保险与赌博

Insurance is distinguished from gambling, because the gambler desires the event to occur on which he gambles. He stands to gain if it does so. In insurance no one desires the event to occur; if it does so, the insured person receives an indemnity for the loss sustained.

保险与赌博不同。因为赌博者盼望他所赌博的事情发生，他可以依此得到好处。而在保险过程中，没有人希望所投保的事情发生。一旦发生了所投保的事情，被保险人可依所遭受的损失而得到补偿。

4. Insurance保险

The idea of insurance is to obtain some indemnity in the event of any happening that causes loss of money; insurance is against risk. It provides a pool or fund into which the many contribute and out of which the few who suffer loss are compensated.

保险的目的是一旦发生了造成损失的意外事故时可以得到补偿，是为了避免风险。保险体系就如同一个资金库，大多数人为其投入，而少数人在遭受损害时可以从中得到补偿。

The terms of insurance in a contract usually contains the insurance to be covered by whom, against certain kinds of risks, for certain amount of money, and as per what kind of clause it is to be executed. Therefore, the following sentence pattern should be remembered.

to be covered by ...against ...for ...as per ....

保险条款的内容一般包括由谁投保(to be covered by ...)，投保险别(against ...risks)，投保金额(for ...amount)，保险条款规定执行的依据(as per ...clauses)。因此，必须牢记下面的句型：

To be covered by the Sellers for 110% of the invoice value against All Risks and Risk of Rust as per PICC of January 1, 2001.

由卖方根据中国人民保险公司2001年1月1日保险条例，按发票金额的110% 投保一切险和锈损险。

To be covered by the sellers for 110% of the invoice value against All Risks and Breakage as per relevant Ocean Marine Cargo Clause of the China Insurance Clauses of January 1, 2001.

由卖方根据中国人民保险公司2001年1月1日有关海洋运输货物保险条款，按发票金额的110% 投保一切险和破碎险。

● 进行投保时要先投保一种基本险别，然后再根据商品的特殊属性投保一般附加险。否则，保险公司不予受理。

5. Average海损

In marine insurance “average” has an entirely different meaning from its normal usage and it means loss or damage to the goods in the course of sea transportation due to natural calamities and accidents and extraneous risk.

在海洋运输货物保险中average与平时使用的意思截然不同。它是指被保险货物在海洋运输过程中由于自然灾害、意外事故和外来风险所造成的货物的损失或损害。

10.2Specimen Letters

Specimen 10-1

Dear Sirs,

We have pleasure in informing you that shipment of the goods under S/C No.J-29 has been made on board s/s PERAL for transshipment at Hong Kong into s/s May Flower. As this contract was signed on CFR basis, we faxed you on March 15, 2012, so that you might insure the goods in time.

Yours faithfully,

敬启者：

我们愉快地通知你方，我们第J-29号销售确认书项下的货物已装“珍珠”号轮，在香港转“五月花”号轮装运。此约系按成本加运费价成交。我方已于2012年3月15日向你方发出传真，以便你方及时投保。

敬上

Specimen 10-2

Dear Sirs,

We wish to notify you that the goods under S/C No. F-01 is dispatched on April 6, 2012, by CAAC, Flight No.SZ-325, from Shanghai to Tokyo. A fax was sent to you the same day. We now enclose one complete set of the Air Waybill, Invoice, Packing List, and Inspection Certificate for you to take delivery of the goods.

Yours faithfully,

敬启者：

我方第F-01号销售确认书项下的货物已装中国民航第SZ-325号航次班机，于2012年4月6日由上海起飞到东京，同日已传真告知你方，请洽。兹随函附上航空货运单、发票、装箱单和商检证一套，供你方凭以提货。

敬上

Specimen 10-3

Dear Sirs,

Under Contract No.04-041 we have placed an order with you for 300 MT of Camphor Powder. Because the materials are intended for two different parties, they should be shipped

in two independent lots; the quantities intended for parties A and B are 100 MT and 200 MT respectively. For the purpose of identification, the two lots should be differently marked according to the enclosed specimens of shipping marks. Individual advice of shipment and other shipping documents inclusive of B/L should be provided for each lot. We are setting forth this requirement in the L/C and hope you will act accordingly.

Yours faithfully,

敬启者：

第04-041号合同向贵厂订购的樟脑粉共计300公吨，该货是两个用户所合购，因此交货时必须分成两批，A为100公吨，B为200公吨。包装上的标志应如所附式样，以资区别。贵厂所发装运通知和出运时的单据(包括提单)都应分为两套。上述要求将在信用证上予以规定，希望贵厂照此办理。

敬上

Specimen 10-4

Dear Sirs,

Reference is made to our order for “Butterfly” Sewing Machines. On the basis of your price terms as well as the measurements and weight quoted by you and with a view to minimizing any possible damage or shortage, we suggest that shipment be made in the following way:

(1) Shipment by full container load(FCL) in containers conformable to the International Organization for Standardization(ISO) measurements Standards;

(2) Delivery and receiving according to the customary “pier to pier” procedure;

(3) Shipment to be effected on a container liner of UNIVERS line.

Let us have your comments, please.

Yours faithfully,

敬启者：

关于我方洽购的“蝴蝶”牌缝纫机进口业务，根据你们所报价格以及货物的尺码、重量，为减少损耗短缺等现象，我方对该批货物的装运提出如下意见。

(1) 采用整箱货装运。集装箱规格按国际标准化组织规定的尺码。

(2) 交接方法按惯常“港港交接”办理。

(3) 交由UNIVERS班轮公司的集装箱班轮运载。

以上意见，请研究函复为荷。

敬上

Specimen 10-5

Dear Sirs,

With reference to our Purchase Contract No.BKL-23 for 200 Knitting Machines, we find it is quite clear that the business was concluded on a CFR basis.

As discussed in our telephone conversation, we would like to ask you to make the insurance arrangement. So we shall be pleased if you could have the goods covered against WPA and Risk of Rust on our behalf for 110% of the invoice value, totally CA$8500. The premium is to be charged to the consignees and will be paid by them on presentation of the documents by your agents in Montreal.

We sincerely hope that our above request will meet your approval.

Yours faithfully,

敬启者：

关于我方第BKL-23号200台针织机的购货合同，我们认为此次交易是按成本加运费价达成这一点是很清楚的。

由于我们已在电话商谈中讨论过，还请贵方来安排保险事宜。按发票金额的110%，总计为8500加元投保水渍险和锈损险。保险费由收货人向你在蒙特利尔的代理人凭单支付。

希望我方的要求能得到你方同意。

敬上

Specimen 10-6

Dear Sirs,

As the result of the recent exchange of faxes between us, we confirm having booked your Order No.NT-151 on the terms and conditions set forth in the enclosed Sales Confirmation No.SM041.

We wish to draw your attention to the question of insurance, which covers only WPA, if other risks are to be insured against, please advise us before the end of this month, so that the insurance charges may be adjusted accordingly and shipment effected without delay. And generally speaking, insurance of the goods shall be effected by the seller only for 110% of invoice value, so any extra premium for additional insurance, if required, shall be borne by the buyer.

Hoping to have your reply as soon as possible, we are.

Yours faithfully,

敬启者：

经过近期你我双方的传真联系，现确认已按所附第SM041号售货确认书上所列之条款接受你方第NT-151号订单。

现提请你方注意，保险只包括水渍险，如需加保其他险, 必须在本月底以前告诉我们，以便相应地调整保险费和及时交货。通常，作为卖方，我们的保险金额只是发票金额的110%，如需要加保其他险别，其费用由买方负担。

望尽快得到你方的答复。

敬上

New Words and Expressions

1． informv. advise，tell，notify通知，告诉

We are pleased to inform/advise/tell you that ...

我们高兴地通知你们……

2． s/s,s.s., m/v：steam ship/motor vessel轮船

这些缩写形式常用在船名的前面，例如：s.s. East Wind，m/v Queen。

3． on board在船上

4． transshipmentn. 转船

Transshipment is to be allowed(permitted).允许转船。

Please amend your L/C No. 123 to read: “partial shipment and transshipment to be allowed”.

请将你方第123号信用证改为：“允许分批装运和转船”。

5． sign a contract签合同

6． CAAC(Civil Aviation Administration of China)中国民航

7． Air Waybill航空货运单

8． take delivery of the goods提货

make delivery of the goods发货

effect delivery of the goods交货

9. lot: batch, consignment, shipment一批货

10. set forth: to make know, to state clearly and in detail说明，规定

They are willing to grant such a license upon the terms hereinafter set forth.

他们同意按下列条件授予特许权。

The terms set forth in your Sales Confirmation are quite agreeable to us.

我方同意你销售确认书中所列的条件。

11. containern. 集装箱

12. ISO(International Standard Organization) 国际标准化组织

13. piern. 栈桥

14. knitting machines编织机

15. PICC(the People's Insurance Company of China)中国人民保险公司

16. CIC(China Insurance Clause)中国保险条款

17. ICC(Institute Cargo Clause)协会货物条款

18. Montrealn. 蒙特利尔 (加拿大著名港口城市)

19. presentationn. 提出，提交，呈送，呈递

We seldom accept payment in advance in our trade practice. Our usual terms of payment are by confirmed, irrevocable L/C payable by sight draft against presentation of shipping documents.在贸易实践中我们很少接受预付货款的要求。我们惯常的付款条件是采用保兑的、不可撤销的、交单即付的信用证。

20. meetv. 满足，适合

with your approval得到你方的同意

His fashion design with traditional concept meets with a favorable reception in Europe.

他基于传统概念的时装设计在欧洲受到热烈的欢迎。

We feel sure that our new offer will meet with your approval.

我们确信我方新的报盘将得到你方的赞同。

We sincerely hope our packing requirements can be met.

希望我们的包装要求能得以满足。

We should strengthen our work to develop more latest designed products to meet the demand of our consumers.我们要加强新产品的开发工作，以满足消费者的需要。

21. FPA(Free from Particular Average) 平安险

WPA(With Particular Average) 水渍险

All Risks全险，一切险

以上三者为保险的基本险别。办理保险事宜时，一定要先保基本险，然后再根据商品的特点加保附加险。常见的附加险别可见Appendix A。

22. Risk of Rust锈损险

23. on one's behalf代表……方

We will arrange insurance on your behalf. 我们可以为你们代办保险。

24. be borne by由……负担

for sb.'s account记在……的账上

Since the premium varies with the extent of coverage, extra premium is for the buyer's account, should additional risks be required.由于保费随保险范围的不同而有差别，所以，如果买方要求保额外的险种，则额外保费应由买方负担。

Insurance on the goods shall be covered by us for 110% of the CIF value, and any extra premium for additional coverage, if required, shall be borne by the buyers.

我们将为货物投CIF价值的110%， 如果要求投保额外险别，则额外保费由买方承担。

25. for 110% of the invoice value按发票金额的110%(投保)

这是国际贸易中投保金额的惯例，当然投保人可以投保更大的金额，但保费要相应地高一些。例如：

Please insure(cover) the goods at invoice value plus 10%.

请按发票金额加上10% 为此批货投保。

Notes

1. We have pleasure in informing you that shipment of the goods under S/C No.J-29 has been made on board s/s PERAL for transshipment at Hong Kong into s/s May Flower.

我们愉快地通知你方，我们第J-28号销售确认书项下的货物已装“珍珠”号轮，在香港转“五月花”号轮装运。

shipmentn. 装船，货物，装运期，一批货

immediate shipment立即装运

prompt shipment即期装运

ready for shipment备妥待运

Please arrange this shipment as quickly as you can, as the goods is in urgent need.

因急需此货，请尽速装船。

The quality of the second lot must be the same as your last shipment.

第二批货的质量必须与第一次的相同。

We are sure to effect the shipment within two weeks.

我们相信两周内一定能交货。

The shipment has been found not to be up to the quality stipulated in the contract.

人们发现所到货物质量与合同规定的质量不符。

The shipment will be made during September and October.

9、10月份装运。

2. As this contract was signed on CFR basis, we faxed you on March 15, 2012, so that you might insure the goods in time.此约系按成本加运费价成交。我方已于2012年3月15日向你方发出传真，以便你方及时投保。

与保险有关的词语如下：

insurance保险

insurer, underwriter, insurance company承保人，保险公司

the insured被保险人

insurance policy保险单(大保单)

insurance certificate保险凭证(小保单)

to cover/effect/arrange/take out insurance投保

insurance premium保险费(投保金额×保险费率)

insurance rate保险费率

insurance value/amount投保金额

3. Because the materials are intended for two different parties, they should be shipped in two independent lots; the quantities intended for parties A and B are 100 MT and 200 MT respectively.该货是两个用户所合购，因此交货时必须分成两批，A为100公吨，B为200公吨。

respectively分别地

Please extend the time of shipment and the validity in your L/C No.W-5085 to the 15th and 30th of the next month respectively.

请贵方将第W-5085号信用证中的装运期和有效期分别展至下月的15日和30日。

4. Individual advice of shipment and other shipping documents inclusive of B/L should be provided for each lot. 贵厂所发装运通知和出运时的单据(包括提单)都应分为两套。

B/L提单

Bill of Lading is a kind of document signed and given by carrier or shipping agent after receiving the shipment. It usually contains the following meanings:firstly, it is a receipt for the shipment signed and given by carrier or shipping agent; secondly, it is a document of title of goods; thirdly, it is an evidence of transportation contract between shipper and carrier.

提单是货物的承运人或其代理人收到货物后，签发给托运人的一种证件。可以理解为如下的内容：(1)提单是货物的承运人或其代理人签发的货物收据；(2)提单是一种货物所有权的凭证；(3)提单是托运人与承运人之间所订立的运输契约的证明。

5. We are setting forth this requirement in the L/C and hope you will act accordingly.

上述要求将在信用证上予以规定，希望贵厂照此办理。

accordingly相应地，按照……办事

As soon as we receive your specific quotation, we shall be in a position to assess our requirements with greater accuracy and place an order accordingly.

一收到你们的具体报价，我们就能比较准确地决定我们的需求，并提出相应的订货。

Exercises

I. Translate the following sentences into Chinese.

1. We will try our best to advance shipment, but we cannot commit ourselves.

2. Owing to heavy commitments, we can't advance shipment of your order.

3. The 300 metric tons of Bitter Apricot Kernels have been consigned to you per S.S. King.

4. We find it hard to ask our customers to accept your delayed delivery.

5. Owing to the delay in opening L/C, shipment cannot be made as contracted and should be postponed to September and October.

6. Thank you for your order. Enclosed please find the insurance policy.

7. We require, in order to make an offer, the current insurance rates for land-transportation, sea-transportation, air-transportation.

8. Thank you in advance for making your rates available to us immediately.

9. According to your request, we have insured your shipment to the border.

10. The premium rates quoted to us do not meet our expectations. Therefore, we are unable to sign a general policy with your company this time.

11. The above order is now ready for shipment. Please give us shipping instructions as soon as possible.

12. We shall be glad to know whether you can undertake insurance of wine against All Risks, including breakage and pilferage.

II. Translate the following sentences into English.

1. 装运期为2月或3月，由我方决定，货物将一批发运。

2. 一般来说，在收到你方信用证后的30天内装运。但一接到你方正式订单，定会确定具体时间。

3. 抱歉，我方不能按你方要求在3月初出运，因为驶往你港的直达轮每月只在20号前后停靠我港。

3. 货在4月至6月期间分三批均装发运。

5. 若你方能从速发货以赶上季节开始时的旺市，我方将非常感谢。

6. 请给我公司平安险和水渍险的保险费率。

7. 为了查核和比较各个报价的高低，我方需要目前贵公司所使用的保险费率资料。

8. 请尽快将贵公司的费率告诉我们，本公司将很感激你方从速答复。

9. 对于今后的保险契约，我方准备随时向贵公司提供服务。

10. 由于舱位严重不足，我们不能在10月23日之前发货。

11. 由于货物还未运出，我们必须要求你方尽快发货。如未能在规定的时间内执行订单，我们将取消订货。

12. 破损险是一种特殊险别，对此要收额外的保费。

III. Fill in the blank with the best from A, B,C andD.


1. Our offer _____ firm till August 31.

A. could be

B. for

C. will be

D. is to

2. If you are interested, we will be pleased to send you a sample lot _____ charge.

A. with

B. without

C. free

D. free of

3. Taking into consideration our long-standing business relations with you, we accept _____ by D/P.

A. inquiries

B. invitation

C. installment

D. payment

4. We assure you that we will supply you with the commodities _____ to the conditions at your end.

A. suit

B. saleable

C. suitable

D. attractive

5. We will see to _____ that the L/C is opened within the stipulated time.

A. it

B. make

C. let

D. them

6. We expect _____ large orders from Europe in the near future.

A. receive

B. to receive

C. to receiving

D. being received

7. We find your terms _____ and now send you our order for 10 SM combines.

A. fitful

B. suitable

C. satisfied

D. satisfactory

8. Your claim on the shortage of weight _____ to 3.13 MT in all.

A. account

B. accounts

C. amount

D. amounts

9. We are pleased _____ your inquiry of April 3 for our leather shoes.

A. to have

B. to receiving

C. as received

D. receiving

10. We have not yet had precise shipping instructions and _____ your order until they arrive.

A. are holding

B. hold

C. have held

D. held

11. For the time being, we cannot commit _____ to any fresh orders.

A. us

B. our

C. oneself

D. ourselves

12. We can deliver 50 metric tons from stock and the _____ in May.

A. other

B. another

C. rest

D. remains

13. Insurance _____ will be added to invoice amount together with the freight charges.

A. policies

B. premiums

C. money

D. changes

14. You are _____ to draw on us at 60 days against this credit for the amount of your invoice upon shipment of the consignment to the consignee.

A. right

B. authorized

C. powerful

D. able

15. With computer users linked to the Internet growing _____ every year, business is trying to cash in on the world-wide network.

A. at million

B. with a million

C. with one million

D. by millions

16. More and more US banks are finding branches _____ profitable due to high overheads.

A. no longer

B. not longer

C. any longer

D. no any longer

17. The Net isn't _____ to play a big banking role in the next five years, but bankers planning long-term are integrating it into their services.

A. possible

B. likely

C. possibly

D. likewise

18. Mr. Bill Browning, your Import Manager, wrote us last week that our price was _____ and asked us to secure supplies the earliest possible.

A. impossible

B. managerial

C. acceptable

D. unfortunate

19. Your statement has been checked and found correct and we have instructed our bank to make remittance _____.

A. according

B. accordingly

C. according to

D. as according

20. We regret having to remind you that 20% of the freight is still _____.

A. owned

B. owning

C. outstanding

D. understanding


Chapter 11 Settlement of Payment

Payment is the most important part in business. As both parties concern this highly, they negotiate it very carefully until the definite word is fixed. Please learn as much settled expressions in English as you can, so as to enable you to get its business done in the future more profitably.

支付是交易中最重要的部分。由于双方都高度重视这一问题，所以谈判中他们会仔细斟酌每一个字，直到非常确切为止。为使你将来的业务利润更大，请尽可能多地学习确切的英文表述。

11.1Basic Knowledge

1. Bill of Exchange汇票

It is seldom to settle the payment with cash, but mostly with the worldwide used instrument of bill of exchange, promissory note and check, especially with draft in chief.

国际贸易货款采用现金结算的较少，大多数是使用汇票、本票和支票等国际通行的票据来结算，其中以使用汇票为主。

A bill of exchange or a draft is an unconditional written order drawn or issued by the drawer to the drawee or another person for certain amount of money to be paid to someone, or the ordered one, or the holder at sight, or at a fixed time in the future or at the time stated.

汇票是一个人向另一个人签发的，要求见票时或在将来的固定时间或可以确定的时间，对某人或其指定的人或持票人支付一定金额的无条件的书面支付命令。

2. Remittance and Collection汇付与托收

Remittance and collection belong to the mode of payment based on commercial credit. They give the ways like dispatch the goods first, pay the money after based on seller's credit and pay the money first, send the goods after based on buyer's credit respectively.

汇付与托收方式属于以商业信用为基础的支付方式，分别体现为先货后钱或先钱后货的卖方信用和买方信用。

Remittance means the buyer sends the payment through bank or other forms to the receiver initiatively. It is widely used for payment in advance, cash with order and business on account of credit. It is divided into three forms of mail transfer, telegraphic transfer and demand draft. And the most widely used is telegraphic transfer.

汇付又称汇款，它是指付款人主动通过银行或其他途径将款项汇交收款人。汇付方式常用于预付货款、随订单付现和赊销业务中。分为信汇M/T、电汇T/T和票汇D/D。其中使用最多的为电汇。

Collection means the creditor issues the bill of exchange and entrusts the bank to collect the payment of the shipment. It has two forms of documents against payment and documents against acceptance.

托收是指债权人(出口人)出具汇票委托银行向债务人(进口人)收取款项的一种方式。分为付款交单(documents against payment D/P)和承兑交单(documents against acceptance D/A)。

Now we can look at the example of the use of D/A in the contract like this. The Buyers shall duly accept the documentary draft drawn by the seller at XXX days sight upon first presentation and make payment on its maturity. The shipping documents are to be delivered against payment only.

以D/A方式为例在合同中通常为：买方对卖方开具的见票后XXX天付款的跟单汇票，于提示时应即予承兑，并应于汇票到期日即予付款，付款后交单。

3. Letter of CreditsL/C信用证

Letter of Credit is a banker's guarantee that payment will be made on presentation of all the required shipping documents.

信用证是银行出具的保证，保证提交全套必要的装运单据后即付货款。

According to the expression of the nature of letter of credit given in the Uniform Customs and practice for Documentary Credit of International Chamber of Commerce Publication No.500, we can have many kinds of L/Cs from different points of view.

根据国际商会《跟单信用证统一惯例》(500号出版物)的对信用证性质的解释，我们可以从不同的角度把信用证分为不同的种类。

Revocable L/C and Irrevocable L/C可撤销信用证和不可撤销信用证

Clean L/C and Documentary L/C光票信用证和跟单信用证

Sight L/C and Usance L/C即期信用证和远期信用证

Banker's Acceptance Credit银行承兑远期信用证

Defered Payment Credit迟期付款信用证

Usance Credit Payable at sight L/C假远期信用证

Buyer's Usance L/C买方远期信用证

Transferable L/C and Non-transferable L/C可转让信用证和不可转让信用证

Confirmed L/C and Unconfirmed L/C保兑信用证和非保兑信用证

Revolving L/C循环信用证

Reciprocal L/C对开信用证

Back to Back L/C对背信用证

Anticipatory Credit预支信用证

Clean Payment Credit全部预支信用证

Partial Payment Credit部分预支信用证

Red Clause Credit红条款信用证

Green Clause Credit绿条款信用证

Stand by L/C or Commercial Paper L/C备用信用证或商业票据信用证

Payment Credit付款信用证

Acceptance Credit承兑信用证

Negotiation Credit议付信用证

Restricted Negotiation Credit限制信用证

Open Negotiation Credit公开议付信用证

Freely Negotiation Credit自由议付信用证

At present, the most widely used standard is the Uniform Customs and Practice for Documentary Credit of International Chamber of Commerce Publication No.500. You may put the following sentence in your L/C. “Except so far as otherwise expressly stated, this credit is subject to Uniform Customs and Practice for Documentary Credit of International Chamber of Commerce Publication No.500.” For the reason of practical usage in our foreign trade, confirmed irrevocable letter of credit is used most often, so the statement like this can be put in your L/C “By confirmed and irrevocable letter of credit available by Seller's documentary draft at sight, to be valid for negotiation in China until 15 days after date of shipment. The L/C must reach the Sellers 30 days before the contracted month of shipment.”

目前，国际上普遍使用的标准是国际商会制定的《跟单信用证统一惯例》(500号出版物)的内容。可在信用证中加注如下表述：除非另有明确说明，否则该信用证只按国际商会《跟单信用证统一惯例》(500号出版物)的内容解释。 由于我国对外贸易业务实践中使用最广泛的是保兑的不可撤销的信用证，所以在使用时可在信用证中加注如下表述：以保兑的、不可撤销的信用证，凭卖方即期跟单汇票议付，有效期为装运期后15天在中国到期。该信用证须于合同规定的装运月份前30天到达卖方。

11.2Specimen Letters

Specimen 11-1

Dear Sirs,

We are glad to place a trial order with you for 200 cases of Canned Potato Soya Beans at the price of US$120 per case FOB Qingdao for shipment in May 2012.

Comparatively speaking, this is a very profitable deal and we have only moderate means at hand, so we would be very appreciated if you can accept payment by D/A at 30 days' sight. We assure that if this trial sale turns out an entire satisfaction, you will have our regular orders.

We sincerely hope you can give our suggestion your most favorable consideration and await your early reply.

Yours faithfully,

敬启者：

欣向你方试订购200箱茄汁黄豆罐头，每箱120美元FOB青岛价，2012年5月装运。

相对说来，这笔交易利润很小，且我们的资金也不多。因此，若你方能接受30天承兑交单付款方式，我方将不胜感激。我们保证，若此次交易结果令人满意，你方会经常得到订单。

真诚希望予以我们的建议全面考虑，等候你方早日答复。

敬上

Specimen 11-2

Dear Sirs,

We want to stress that the goods under our Sales Confirmation No. GH-2323(your Order No. 0408) has been ready for shipment for quite a long time. We can find no reason to explain why your relative Letter of Credit has not reached us yet. Unless your L/C advice is faxed the soonest possible, both delay in shipment and L/C extension will be inevitable.

Your favorable reply will be appreciated.

Yours faithfully,

敬启者：

我们想强调的是我方第GH-2323号销售确认书(你方第0408号订单)项下的货物已备妥待运有很久了。我方找不出任何理由来解释为什么有关信用证还未到达我处。除非以传真的方式尽快告我有关信用证事宜，否则，迟装和展证不可避免。

早日赐复，不胜感激。

敬上

Specimen 11-3

Dear Sirs,

RE: Your L/C No.LS-1446

We are in receipt of your captioned letter of credit. After going over all the clauses in it, we found three points do not conform to those in the relevant contract. Please amend the L/C as follows.

(1) Please increase the amount to US$55000.

(2) Please add the word “three percent more or less allowed” after the number of the quantity.

(3) Delete “transshipment not permitted” as direct steamers to your port are not available and transshipment at Hong Kong is necessary.

We are looking forward to your amendment reply.

Yours faithfully,

敬启者：

事由：你方第LS-1446号信用证

已收到标题中所示的信用证，谢谢。仔细检查其中的条款之后，我们发现有三处与相关合同不符之处。请修改信用证的如下内容：

(1) 请将货款总额增至55000美元；

(2)请将“允许溢短装3％”字词加在数量之后；

(3)删除“不允许转船”字样。因为，无驶往你港的直达轮，在香港转船是必要的。

盼早日修改信用证。

敬上

Specimen 11-4

Dear Sirs,

As to your L/C No.FK-078 covering 2000 pair of Goat Leather Shoes, we regret to advice you that it is impossible for us to fulfill the shipment before the end of this month, as the earliest vessel sailing for your port is planned to leave Boston around the 2nd of the month. And the next ship, as we learned of, will be sailing late this month or early next month.

Such being the case, we have no alternative but to ask you to extend the shipment date and validity of your L/C to the middle and end of next month respectively. And see to it that the amendment advice reaches us before July 1.

Hoping your prompt attention to this matter, we are.

Yours faithfully,

敬启者：

关于你方第FK-078号信用证项下所购买的2000双山羊皮皮鞋，抱歉地通知你们，本月底前无法交货，因为驶往你港的最近船只计划本月2日左右离开波士顿。而且据我们所知，下艘船将于本月底或下月初驶离。

在这种情况下，我们别无他法，只好请求你们将信用证的装运期和有效期分别展至本月中旬和月底。改证通知务必于7月1日前到达我处。

望你方迅速办理此事。

敬上

Specimen 11-5

Dear Sirs,

Referring to L/C No.1234 issued by the Bank of China, Shenyang, we must point out that the unit of quantity does not conform to the contract.

We would, therefore, ask you to amend your credit as follows:

Insert the word “metric” and delete the word “long” before ton.

Please amend the credit as soon as possible so as to enable us to make the delivery on time.

Yours faithfully,

敬启者：

关于你方由中国银行沈阳分行开立的第1234号信用证，我们必须指出其中数量单位与合同不符。

因此，希望你方改证如下：

在“吨”前面插入“公”字，删除“长”字。

请立即修改信用证，以便我们能按时交付货物。

敬上

Specimen 11-6

Dear Sirs,

Thank you for your letter of credit No.WT509, but we regret to say that we have found a number of discrepancies. Please amend the L/C as follows:

(1)“Messrs Hudson & Co.” should read “Chase Manhattan Bank, USA”;

(2) The amount both in figures and in words should respectively be US$30000 and Say US Dollars Thirty Thousand Only;

(3) Draft to be at sight instead of at 60 days after sight;

(4) Insert “Children” before “Bicycles”;

(5) The date and place of expiry should read: May 15, 2012 in Beijing, China.

Your early fax amendment to the L/C will be highly appreciated.

Yours faithfully,

敬启者：

感谢你方ＷＴ509 号信用证，但是我们感到遗憾的是证中有一些不符之处。请将该证作如下修改：

(1) 应该是“美国大通曼哈顿银行”，而不是“哈德逊公司”；

(2) 金额的数字和文字表示都应为30000美元；

(3) 汇票应为即期，而不是60天期；

(4) 在“自行车”前加上“儿童”一词；

(5) 信用证到期时间和地点应为：2012年5月15日在中国北京到期。

如能传真信用证修改书将不胜感激。

敬上

Specimen 11-7

Dear Sirs,

While appreciating your remittance of US$23500 in part-payment of your account, we have to point out that this is inadequate. The position is rendered even worse by the frequency with which these delays have occurred. We must insist that you inform us of the exact date on which you can settle the balance of your account.

Yours faithfully,

敬启者：

你方偿还部分欠款的汇票23500美元已经收到，谢谢。但同时必须指出，此数仍然不足。鉴于你方过去对偿付欠款一再拖延，我们坚决要求你方告知结清账目的确切日期。

敬上

Specimen 11-8

Dears Sirs,

We are sorry to notify you that through an oversight a draft of US$20000 was drawn on you while it should be drawn on another client. We have immediately arranged with our bank to adopt proper measures and trust that everything has been put to the right way. We regret this unpleasant incident and hope that you will not be caused any inconvenience.

Yours faithfully,

敬启者：

我们抱歉地通知你，由于疏忽，我们把应该开给另一客户的汇票计2万美元开了贵公司的抬头。我们已经会同银行采取措施，做出安排，确信一切都已改正。对于此事我们深致歉意，希望不致为贵方增加很多麻烦。

敬上

New Words and Expressions

1. Canned Tomato Soya Beans茄汁黄豆罐头

2. trial order试订单

3. profitablea. 有利可图的

4. moderate means资金量不大

moderatea. 中等的,适度的

meansn. 资力,财力，财产，手段，方式

5. at hand手头上

6. trial sale试销

7. stressv. to give particular importance to; mention strongly； emphasize着重，强调

n. a sense of special importance, emphasis重点，重要性，强调

He stressed the need for careful spending if they were not to find themselves without enough money.他强调说，他们如果不想使自己缺钱花，就有必要仔细规划各项开支。

The teacher laid particular stress on the need of accuracy.教师特别强调准确的必要性。

8. the establishment of the letter of credit开立信用证

9. the amendment of the letter of credit修改信用证

10. the extension of the letter of credit延展信用证

11. inevitablea. which cannot be avoided or prevented from happening; certain to happen;

(infml) which always happens or is always present不可避免的，意料之中的

Given the current financial situation, it was inevitable that the US dollar would be devalued.

鉴于当前的金融形势，美元贬值是不可避免的。

The Principal made his inevitable joke about the school food.

校长又照例拿学校的伙食开玩笑。

He was, inevitably, upset by her departure, but he soon got over it.

他照常为她的离别而心烦意乱了一阵，但不久就恢复过来了。

12. the captioned标题的

13. clausen. 条款

The clause in the contract forbids tenants to sublet.合同条款禁止承租人转租。

The clauses in the letter of credit should conform to the terms of the contract.

信用证中的条款应与合同条款一致。

14. fulfillv. 履行，完成fulfillmentn. 履行,完成

In a transaction, the seller should fulfill his responsibility with delivering the goods up to the quality and within the time stipulated in the contract.

一笔交易中卖方必须履行其在规定的时间内交付符合合同规定的货物的义务。

15. have no alternative but to别无他法，只好……

If that's the case, we have no alternative, but to cover our requirements elsewhere.

情况既然如此，我们别无他法，只好从别处购买。

16. such being the case在这种情况下

Such being the case you should call the police first.在这种情况下，你就要先报警。

17. point out指出

It is very important for English teacher to point out the mistake at once the students made when they answer questions in English.

对于英语老师来说，在学生用英语回答问题出现错误时及时为他们指出来是很重要的。

18. insertv.&n. 插进，增添insertionn. 插入

When you want to make a telephone call in a booth， you should insert the telephone card first.

当你想在公共电话亭打电话时，应先插入电话卡。

We have informed the seller to insert an amendment into the contract.

我们已告诉买方在那份合同中加进一项修正条款。

The insertion of the needle under the skin made him wince.

他一看见往皮肤里扎针就皱起眉头想往后缩。

Your name must be inserted in the space provided on the face/back of the form.

你的名字须写在表格的正面/反面的空行处。

19. deletev. to take, rub, or cut out(esp. written words)删除， 擦掉

Delete his name from the list of members.把他的名字从成员名单中删除。

20. discrepancyn. (between or in) difference， lack of agreement or similarity差异，不一致

There is some discrepancy between their two descriptions.他们两人的描述有些出入。

How do you explain these discrepancies in the accounts?

你如何解释账目中的这些矛盾？

21. both in words and in figures 给出大小写两种写法

22. should read(改写后的字句)为

23. expirev. to come to an end期满，到期，终止

expiryn. expirationn. 期满，到期，终止

The trade agreement between the two countries will expire next year.

两国的贸易协议将在明年到期。

The president can be elected again at/on the expiration of his first four years in office.

总统第一任4年届满后可以重新当选连任。

24. remit  v. remittance n. 汇款，汇款额

Her mother remits RMB700 every month for her accommodation in the college.

她妈妈每月为她汇款700元作为她大学的生活费。

It is very important for your company that all remittances be received at our company on the dates stipulated in the contract. This result is the basic condition to decide the credit rate for your company some day.按合同规定日期将全部汇款汇到我公司是很重要的。这一结果日后将成为决定你公司信用等级的基本条件。

Please return the enclosed order form with remittances to the address given.

请按照所给地址，退回函中订单及汇款。

We were asked to send a remittance for US$50000 as tuition fee for our only son abroad.

他们要求我们为在国外的独生儿子汇去5万美元作学费。

25. inadequate a. (to, for) not good enough in quality, ability, size, etc. (for a particular purpose or activity); not adequate 不适当的，不够格的，不充分的，不能胜任的

The food was inadequate for 20 people.那些食物不够20个人吃。

She is so clever that she makes me feel inadequate.她太聪明了，使我感到相形见绌。

26. occur v. unplanned events take place; happen 发生

Many traffic accidents occurred last night just because of the heavy fog.

因浓雾，昨夜发生了许多交通事故。

It suddenly occurred to me that we could use a computer to do the job.

我突然想到我们可以用计算机来做这项工作。

27. oversightn. an unintended failure to notice or do something疏忽，大意

The mistake was the result of an oversight.这个错误是由于疏忽造成的。

28. payment  n. 支付，付款，货款

Terms of Payment付款条件

Mode of Payment 支付方式

What kind of payment could you accept for this transaction?

对于这笔交易贵方愿接受何种付款方式？

Could you agree to payment by documents against payment?

贵方能接受付款交单的付款方式吗？

Payment of this deal will be made by confirmed irrevocable letter of credit payable against shipping documents in Beijing.本次交易凭保兑的、不可撤销的跟单信用证在北京付款。

29. be ready for shipment备妥待运

We have got the goods under Order No. EST-1329 ready for shipment for quite a long time, but so far we haven't got your shipping instruction or any communication. Your prompt attention to this matter will be highly appreciated.第EST-1329号订单项下货物已备妥待运多时，但至今仍未得到贵方装运指示和任何联系。如能尽快办理此事将不胜感激。

Notes

1. Comparatively speaking， this is a very profitable deal and we have only moderate means at hand, so we would be very appreciated if you can accept payment by D/A at 30 days' sight.

相对说来，这笔交易利润很小，且我们的资金也不多。因此，若你方能接受30天承兑交单付款方式将不胜感激。

(1)D/A (documents against acceptance)承兑交单

在这种付款方式下，出口商开具汇票连同装运单据通过银行向进口商收款。进口商只需承兑汇票，无需付款，就可以取得单证，然后去提取货物。待到汇票到期日再去银行付款。

(2)D/P (documents against payment) 付款交单

在这种付款方式下，出口商开具汇票连同装运单据通过银行向进口商收款。进口商必须立即付款才能取得单证，然后凭单去提取货物。即付款是取得单证的前提条件。

2. Please add the word “three percent more or less allowed” after the number of the quantity.

请将“允许溢短装3％”字词加在数量之后。

more or less 溢短装条款

Generally speaking, there is a “More or Less Clause” stipulated in the contract, especially for the bulk goods such as chemicals and agricultural products.

一般说来，在合同中规定有“溢短装条款”，特别是化肥和农产品等大宗货物。

3. Such being the case, we have no alternative but to ask you to extend the shipment date and validity of your L/C to the middle and end of next month respectively. 在这种情况下，我们别无他法，只好请求你们将信用证的装运期和有效期分别展至本月中旬和月底。

such being the case在这种情况下

Such being the case you should call the police first.在这种情况下，你就要先报警。

4. And see to it that the amendment advice reaches us before July 1.

改证通知务必于7月1日前到达我处。

see to it that 保证使……, 要注意使……, 务必使……

Please see to it that our packing requirements are fully met.

请注意包装必须完全符合我们的要求。

Please see to it that the relative L/C must be opened within next ten days.

请注意有关信用证必须在10天内开出。

5. Referring to L/C No.1234 issued by the Bank of China, Shenyang, we must point out that the unit of quantity does not conform to the contract.关于你方由中国银行沈阳分行开立的第1234号信用证，我们必须指出其中数量单位与合同不符。

issued by ××× bank由银行开立/出具的……

A confirmed, irrevocable letter of credit in your favor has been issued by our bank.

我方银行已开立一个以你方为受益人的、保兑的、不可撤销的信用证。

An letter of credit is usually issued by a relative bank under the instruction of the applicant.

信用证通常是在申请人的指示下由一个相关银行开立。

6. The amount both in figures and in words should respectively be US$30000 and Say US Dollars Thirty Thousand Only.金额的数字和文字表示都应为30000美元。

say ××××× only(货款总值需要大写时的句式)

22500美元US$22500(Say US Dollars Twenty-two Thousand Five Hundred Only)

Exercises

I. Translate the following sentences into Chinese.

1. We have the pleasure in advising you that L/C No.0294 for the amount of US$400000 has been established in your favor through the Commercial Bank.

2.We enclose our bank check for US$1520 in settlement of your invoice No.193.

3.We have received your L/C No.524, but find it contains the following discrepancies.

4.The amendment advice should reach us by November 15, failing which you must extend the validity of the L/C to the end of this year.

5.Please amend L/C No.283 to read “This L/C will expire on February 282005 in China.”

6.An irrevocable, confirmed L/C would be more appropriate.

7.I wonder if we can make payment for this order by documentary collection.

8.To be on the safe side, we insist on payment by confirmed, irrevocable L/C.

9.If you could kindly make easier payment terms, we're sure that such an accommodation would be conducive to encouraging business.

10. According to the regular practice, the letter of credit should be opened by the buyer 15 to 20 days before the date of delivery.

II. Translate the following sentences into English.

1. 在付款方面，我们只接受保兑的、不可撤销的信用证。

2. 为了尽快装运，请立即开立信用证。

3. 由于这是我们之间进行的第一笔交易，我很希望能够遵照惯例，也就是说，用即期信用证付款。

4. 我们越早收到你们的信用证，就能越早安排装运。

5. 我们双方各让一步，即50％用Ｌ／Ｃ，其余用Ｄ／Ｐ。

6. 如果是老客户，我们可以按照承兑交单来做；但对新客户，我们都按信用证的方式来做。

7. 我们将汇去3245号合同项下的1000台自行车的款项。

8. 请速开立有关信用证，以便我们顺利执行订单。

9. 我们愿意以跟单托收方式来支付此订单货款。

10. 如你方同意Ｄ／Ｐ付款方式，别的方面我们可以让步。

III. Fill in the blanks with the best from A, B, C andD.


1. _____ we would like to close the business with you, we find your bid unacceptable.

A. Much 

B. However much 

C. Much as 

D. Despite

2. After studying our price and liberal terms, you _____ why we are working to meet the demand.

A. are understanding

B. ought understand

C. are to understand

D. will understand

3. Thank you for your letter of March 18 in which you stated that _____ through an oversight on your part the L/C had not been opened before the agreed time limit.

A. /

B. it was because

C. it was

D. because

4. Please _____ to place your order with us as soon as possible.

A. do the best

B. do your best

C. make the best

D. take your best

5. The goods are in _____ supply, consequently the market will probably rise next week.

A. short

B. lower

C. small

D. fresh

6. We are not in a position to offer firm, as the goods are _____.

A. without stock

B. outside in stock

C. out of stock

D. no stock

7.If we had been informed in time, we _____ them for you.

A. would have reserved

B. would reserve

C. will reserve

D. had reserved

8. You can see that _____ price of US$1000 is within the figure you stated.

A. the

B. a

C. an

D. /

9. We enclose our invoice amounting to US$5500 _____ the first consignment.

A. paying

B. covering

C. include

D. composing

10. Our products are of better quality than _____ from other countries.

A. that

B. those

C. this

D. it

11. The consignment will be dispatched as soon as possible, _____ to reach the final destination by mid-October.

A. as

B. so

C. so as

D. so that

12. We look forward to your reply _____ possible.

A. early

B. earlier

C. most earliest

D. the earliest

13. The importance of delivery on time _____ overstressed, because failure to receive goods or services will cause serious inconvenience to the end-users.

A. can

B. be

C. cannot be

D. could be

14. Letter of complaint should be written with care and tact _____ to harm future business relationships.

A. in order

B. in not order

C. on order not

D. not in order

15. As said on the telephone this morning, we are sending you by separated airmail the samples, _____ you will find them satisfactory.

A. to hope

B. hoping

C. hopefully

D. hope

16. The Guangzhou Export Commodities Fair, sometimes also known as the Canton Fair, has _____ to offer that you can find almost anything.

A. so many

B. more

C. so much

D. most

17. We confirm _____ accepted your counter proposal yesterday.

A. have

B. having

C. to have

D. has been

18. The 505 Vital Herb Pad our new product, is based on a _____ concept.

A. traditional

B. newest

C. old

D. excellent

19. In our letter of July 1, we make _____ clear that shipment will be effected in November.

A. them

B. you

C. us

D. it

20. As agreed upon in our negotiations, payment _____ L/C.

A. by

B. is by

C. will be

D. will by


Chapter 12 Inspection, Claims andArbitration


Inspection is necessary step to demonstrate the shipped goods conformed to the stipulations of the contract. Claim is the right for the buyer. When the unfortunate thing happens, the buyer can ask for compensation by lodging claim. And arbitration is a popular way to settle disputes among the international businessmen.

检验是证明所装运的货物符合合同规定的必要步骤。索赔是不幸事情发生后买方要求赔偿的权利。仲裁是国际商人普遍欢迎的解决争议的办法。

12.1Basic Knowledge

1. Inspection检验

The inspection or examination of the goods refers to the checking action given by the authorized competent organization to the condition of the quality, quantity and packing of the goods provided by the seller according to the stipulated contract during the process in international trade. It usually involves the time, place and the effectiveness of the certificate of the inspection.

货物的检验是指在国际货物买卖过程中，有能力的机构对卖方根据合同规定所交付的货物进行品质、数量和包装等方面的检验。主要涉及时间、地点和检验证书的效力问题。

The inspection certificates of quality and quantity issued by China Commodity Inspection Bureau shall be regarded as final and binding upon both parties.

中国商品检验局出具的品质/重量证书为最后依据，对双方具有约束力。

Inspection of the imported shipment will be conducted by the China Commodity Inspection Bureau upon its discharge at the port of destination.

中国商品检验局将于进口货物在目的港起卸后进行检验。

In our trade practice, when we export the goods to the foreign country, the inspection clause usually takes the following form.

在我国的贸易实践中, 当我方为出口方时，检验的条款通常订为：

It is mutually agreed that the Inspection Certificate of Quality and Quantity(Weight) issued by the China Import and Export commodity Inspection Bureau at the port of shipment shall be part of documents to be presented for negotiation under the relevant L/C. The buyers shall have the right to reinspect the quality and quantity(weight) of the cargo. The reinspection fee shall be borne by the buyers, should the quality or/and quantity(weight) be found not in conformity with that of the contract, the Buyers are entitled to lodge with the Sellers a claim which should be supported by survey reports issued by a recognized surveyor approved by the Sellers. The claim, if any, shall be lodged within ×× days after arrival of the cargo at the port of destination.

双方同意以装运港中国商品检验局签发的品质和数量(重量)检验证书作为信用证项下议付所提交单据的一部分。买方有权对货物的数量(重量)和品质进行复验。复验费由买方负担。如发现品质或数量(重量)与合同不符，买方有权向卖方索赔，但须提供经卖方同意的公证机构出具之检验报告。索赔期限为货物到达目的港××天。

2. Claims索赔

In ideal business conditions everything should be done so carefully, with details of offers and orders checked, packing supervised, handling of goods carried out expertly, that no mistakes are made and nothing damaged. Unfortunately as in other walks of life, nothing goes so well as that.

在理想的交易中，每件事都应该办理得非常妥善：对报价和订货的细目认真核查；对包装进行认真督察；搬运货物要求技术熟练，以致不会发生任何差错及损失。然而，事与愿违，正如生活的其他领域一样，并没有那么理想的事情。

Errors occur and goods are mishandled. Accidents happen usually because of hurry, lack of sufficient supervision; shortage of staff owing to illness or holidays; shortage of sufficiently trained staff; resultant haste and overwork, etc. so the mistakes creep in.

通常由于工作上急于求成或监督工作马马虎虎、或休病假、或过节等原因致使员工人手短缺、或缺少技术过硬的人员、或粗心大意等等原因致使错误一再发生。

The above results may lead to subsequent complaints or claims of different characters. Generally they are difference between the goods delivered and the goods ordered; inferior quality; missing or shortage from the delivery; delay of the shipment; bad packing, and so on.

以上的一切会引起不同性质的申述：一般说来它们会是交货数量与订货数量不符；质量低劣；交货数量不足或丢失；迟交货物；包装不良等等。

In order to keep the business relations developed to the entire satisfaction, we must made complaints or claims in a restrained and tactful way.

为使双方的业务关系朝着完全令人满意的方向发展，提起申诉时一定要有理有利，并策略地进行此项工作。

We usually have three kinds of ways to deal with this kind of matter.

(1) to accept(entertain) a claim.

(2) to repudiate one's liability for sth.

(3) to settle by arbitration.

我们有3种处理这种问题的方法。

(1) 接受索赔。

(2) 拒绝对某事负责。

(3) 通过仲裁解决。

We are sorry to learn of your complaints about the quality of the goods and are prepared to accept your claim.我们遗憾地得知你方关于货物质量的意见，并准备接受索赔要求。

We must repudiate our liability for the claim on account of lack of evidence.

由于缺乏证据，我们拒绝对你方索赔负责。

This is the maximum concession we can afford. Should you not agree to accept our proposal, we would like to settle by arbitration.这是我们所能做到的最大让步。如果你方不同意接受此建议，我们将通过仲裁来解决。

在我国的贸易实践中, 当我方为出口方时，索赔的条款通常订为：

Claim: Any claim by the Buyers regarding the goods shipped shall be filed within ×× days after arrival of the goods at the port of destination specified in the relative Bill of Lading and supported by a survey report issued by a surveyor approved by the Seller.

索赔：买方就已装运货物提出的任何索赔都必须在货物到达提单所载目的地后××天内向卖方提出，并同时提供经卖方认可的检验机构所出具的检验报告。

3. Arbitration仲裁

Any disputes arising from the execution of the contract can be not settled through friendly negotiation, we can use other different ways to solve the problems. It is almost a truism to state that arbitration is better than litigation; conciliation is better than arbitration; and prevention of legal disputes is better than conciliation.

在执行合同的过程中，当不能通过友好协商的办法解决双方的争议时，我们可选用其他办法来解决问题。不言而喻的是：仲裁比诉讼好；调解比仲裁好；预防法律纠纷比调解好。

Generally speaking, friendly negotiation or mediation is the best way of all and beneficial to both parties. In case disputes cannot be settled through mediation, they should be submitted to arbitration if it has been agreed upon beforehand in the contract or sign another afterwards. Each of the disputing parties select arbitrators first, and then appointed selected the umpire to form the Arbitration Tribunal. The arbitration award is final.It has the force of law and binding upon both parties.

一般说来，友好协商或调解是解决争议的最好的方法，对双方均有益。如果有关各方无法通过调解解决争议，而合同中事先签有仲裁协议，可提交仲裁；也可以后签一个而进行仲裁。双方当事人先各自指定仲裁员，再共同指定首席仲裁员，组成仲裁庭。仲裁裁决是终局的，对双方具有法律约束力。

In China, arbitration is one of the principal means for settling foreign trade and maritime dispute. The Foreign Trade Arbitration Commission(FTAC) exercises jurisdiction for the arbitration of disputes arising from contracts and transaction in foreign trade, including all disputes arising from contracts for purchase or sale of merchandise in foreign trade or contracts for commissioning agencies to purchase or sell merchandise, disputes arising from transportation, insurance, safe-keeping of merchandise, etc. and disputes arising from other matters of business in foreign trade. The Maritime Arbitration Commission(MAC)takes cognizance of the maritime disputes.

在中国，仲裁是解决对外贸易和海事争议的主要手段。外贸仲裁委员会(FTAC)行使外贸合同购销纠纷仲裁审理权，包括所有外贸商品购销合同纠纷，佣金代理购销合同纠纷，运输、保险、货物安全保护等外贸其他相关事宜产生的纠纷案件。海事仲裁委员会(MAC)审理海事纠纷案件。

China signed Convention on the Recognition and Enforcement of Foreign Arbitral Award in December 1986. Arbitration matter can be carried out daily by CCIPT not only in Beijing, but also in Shenzhen and Shanghai.

中国在1986年12月加入了《承认与执行外国仲裁裁决公约》(简称《1958年纽约公约》)。现在日常仲裁事件不仅可以在北京进行，还可以在深圳和上海进行。

In our trade practice, when we export the goods to the foreign country, the arbitration clause usually takes the following form.

在我国的贸易实践中, 当我方为出口方时，仲裁的条款通常订为：

Any disputes arising from the execution of or in connection with this contract shall be settled amicably through negotiation. In case no settlement can be reached through negotiation, the case shall then be submitted to the China International Economic and Trade Arbitration Commission of the China Council for the Promotion of International Trade, Beijing for arbitration in accordance with its Rules of Arbitration. The arbitral award is final and binding upon both parties.

凡因执行本合同所发生的或与本合同有关的一切争议，双方应通过友好协商解决；如果协商不能解决，应提交北京中国国际贸易促进委员会中国国际经济贸易仲裁委员会，根据该会的仲裁规则进行仲裁。仲裁裁决是终局的，对双方均具有约束力。

12.2Specimen Letters

Specimen 12-1

Dear Sirs,

Our Order No.14478

We are writing to you to complain about the shipment of sweaters we received yesterday against the above order.

The boxes in which the sweaters were packed were damaged, and looked as if they had been broken open in transit. From your invoice No.18871 we estimate that thirty garments have been stolen to the value of US$2300. And because of the rummaging in the boxes, quite a few other garments were crushed or stained and cannot be sold as new articles in our shops.

As the sale was on CIF basis and the forwarding company was your agents, we suggest you contact them with regard to compensation.

You will find a list of the damaged and missing articles attached, and the consignment will be put aside until we receive your instruction.

Yours faithfully,

敬启者：

今就我公司昨日收到的运动衫装运不当一事向您方提出申诉。该批运动衫是根据上列订单订购的。

装运动衫的箱子受到损坏，似乎在运输过程中已被打开。根据您第18871号发票，我们估计约有30件衣物被盗，价值2300美元。由于箱子被乱翻，箱内衣物已经起皱或沾上污迹，无法作为新衣服在我处出售。

由于是按到岸价订货的，而且负责运货的是你方代理，我们建议你们就赔偿事宜与他们联系。

随信附上受损失和丢失的衣物清单。在收到你方的复信前，该批货物将暂时另行存放。

敬上

Specimen 12-2

Dear Sirs,

Thank you for informing us about the damage to our shipment.

From our previous transactions you will realize that this sort of problem is quite unusual. Nevertheless, we would apologize for the inconvenience it has caused you.

Would you please return the whole consignment to us, and we will ask the shipping company to come and inspect the damage so that they can arrange compensation. It is unlikely that our insurance company needs to be troubled with this case.

Please let us know if you want us to send you another shipment as per your order No.3040. We have the garments in stock and would be able to effect shipment within the next week.

Yours faithfully,

敬启者：

谢谢来信通知我们所交运的货物受到损坏。

从我们双方以往的交易中你方当了解，这次事件属偶然。但我们还是为给你们造成的麻烦深表歉意。

请将所有的货物退还给我们。我们将请船公司来检查损失，以便他们安排赔偿。这件事不必麻烦我们的保险公司。

如果你们还希望我们根据第3040号订单再次运货，请通知我们。我们仍有那批服装的存货，并且能于一周内发货。

敬上

Specimen 12-3

Dear Sirs,

Referring to our previous letters and faxes in respect of our order of January 23, 2012 for 1000 metric tons of Tin Foil Sheets, we have to call you attention to the fact that so far we

have not had any definite information from you as to when we may expect delivery, although these goods were contracted to be shipped before the end of June. Needless to say, we have been put to no little inconvenience through the delay. It is therefore imperative that inform us by E-mail immediately of the earliest possible shipment for our consideration without prejudice to our right to cancel the order and/or lodge claims for losses thus sustained.

Please take the matter up at once and let us have your E-mail by the earliest opportunity.

Yours faithfully,

敬启者：

关于我公司前发有关2012年1月23日订购1000公吨锡箔纸订单的信函和传真，我们必须提请你方注意，虽然该货原定于6月底以前装船，但迄今未得到你们究竟何时能交货的确切音信。毫无疑问，迟装已给我们带来不少困难。因此，你方必须立即发送电子邮件告诉我们最早的装船期为何时，以便我方考虑。但这并不影响我们撤销订单及/或对所遭受损失索赔的权利。

请即查洽，尽速电复。

敬上

Specimen 12-4

Dear Sirs,

We regret to learn from your letter dated of August 20 that you are somewhat annoyed with our delay in shipment of your order for Tin Foil Sheets. The reason for the delay is that there was a temporary derangement of the machinery which makes it impossible for us to supply the goods according to the contract. After repeated efforts being made by all of the department concerned, production has now been resumed, and we are confident that we may effect delivery within a week. At the same time we can provide Inspection Certificate of Quality and Weight issued by China Commodity Inspection Bureau, Shanghai Branch. And we hope that this will meet with your approval and you will make a further extension of your L/C accordingly.

We feel very sorry as the delay in shipment has caused you a great trouble. For the present time being, we cannot but to beg you to accept our apology.

Yours faithfully,

敬启者：

从你8月20日函中获悉，你们对所订购的锡箔纸迟装有所不满，我们实感不安。此次延误的原因是机器出现临时故障，致使我们未能按合同交货。经有关方面的一再努力，目前生产已经恢复。我们完全相信可在一周之内交货，同时提供由中国商品检验局上海分局出具的商品品质和数量检验证书。相信此事能得到你们的认可，并希望将信用证再作相应的展期。

我们对因延期交货而使你们遭到颇多不便，深感抱歉。目前只能请求你们接受我们的歉意。

敬上

Specimen 12-5

Dear Sirs,

We are pleased to see that, concerning our disputes under Contract No.WB-0755, both of us are satisfied with the fair and reasonable arbitration award which was rendered by the Foreign Economic and Trade Arbitration Commission of CCPIT after they had thoroughly examined every aspect of this case. The award is being carried out by both sides.

We appreciate your cooperation highly and are looking forward to having further development of our business.

Yours faithfully,

敬启者：

关于第WB-0755号合同的争议，经中国国际贸易促进委员会对外经济贸易仲裁委员会研究有关各个方面的情况后，现已做出公正裁决，贵我双方均认为满意，并正在将裁决付诸执行，至为欣慰。

我们对贵方的合作甚表赞赏，并期待贵我之间的业务将继续得到发展。

敬上

New Words and Expressions

1. transitn. 运输 in transit在运输途中

Those stored in the warehouse are transit goods. 库中货物是过境货物。

We seldom buy goods in transit. 我们很少买在运输途中的货物。

The goods in transit are expected to arrive here this Saturday.

预计运输途中的货物在本周六到达。

The cargo is likely to be damaged during transit. 货物容易在运输途中受到损坏。

2. “关于”一词在商务英语信函中使用得非常频繁，而且一般多用在句首。

有如下相近的短语表达式：

with respect to， with regard to， with reference to， referring to， concerning

还有可以用在句子中间的表达式：in respect of， as to， in connection with。

Referring to your enquiry of April 4, we very much regret the we are not in a position to make you an offer, due to short supply of the article.关于贵方4月4日的询价，我们十分抱歉，现在不能给你们报价，因为此商品现在处于短缺的状态之中。

在有些情况下，汉语中的“关于”在被译成英语时可以省略掉。

Steps have already been taken to trace the shipment to discover the causes of the delay.

关于该产品现在已运至何处，为何未到，我公司正设法去调查。

3. lodge a claim提出索赔

英语句型表达式为：to lodge/file/raise/make a claim against/on/with sb.。

lodge 的语气要比其他几个词的语气重一些。当向关系较好的客户提出索赔时，最好不要用lodge; claim作动词当“要求”解释时，不包含“要求赔偿”之意。因此，用claim 作动词来表达“赔偿”时，一定要与compensation 搭配。例如：

We reserve the right to claim compensation from you for any damage.

我们保留向你们要求赔偿任何损失的权利。

4. garmentn. 服装的统称，用在这里取代 sweaters，以避免重复。

Many companies importing garments from Hong Kong wish to get into direct contract with producers on the mainland.许多从香港进口服装的公司希望同大陆的服装厂直接联系。

5. instruction本意为“指示”， 这里是客气用法，意思是“等待你们的处理意见”。

6. forwarding company  运输公司也经常说 forwarding agent(运输行)。

7. case n. 事件，案例，病历，情况 case study 案例分析

8. inconvenience  n. 麻烦，其反义词为convenience，但trouble语意则更重一些。

9. compensation  n. 补偿,赔偿compensation trade 补偿贸易

10. agent  n. 代理人,代理商agency agreement 代理协议travel agency 旅行社

11. tin foil sheets 锡箔纸

12. imperativea. urgent; which must be done  n.(fml)sth. that must be done 必须做的

Job creation has become an imperative for the government.

创造就业机会是政府必须做的事。

13. prejudice v. n. 损害,伤害

The condition does not prejudice to your right to reject any delivery that are not up to the samples which you have got before the business.

这一条件不影响你方拒绝接受与交易前所得的样品不符的货物的权利。

This sales contract shall be interpreted in conformity with the Foreign Trade Law of China without prejudice to the application of the rules of arbitration.

本销售合同将按照中国对外贸易法律解释，并不妨碍仲裁规则的使用。

14. derange  v. put out of working order; put into confusion; or disturb 失常,混乱

derangement of machinery机器失常

It was the derangement of machinery that made us unable to effect the shipment on time.

是机器失常才使得我们不能按时交货。

He is mentally deranged insane.他神经错乱了。

15. after repeated efforts being made by ... 经过……的一再努力

After repeated efforts being made by John, he were at last allowed access to those who suffered from the traffic accident.经过约翰的一再努力，他最终获准接触这起交通事故的受害者。

After repeated efforts being made by Wang Li, she finally got 90 marks in her final English examination.经过王丽的一再努力，这学期的期末英语考试她终于得了90分。

16. make a further extension of L/C  进一步延展信用证

Due to the reason of Force Majeure(不可抗力), we are unable to fulfill the contract on time. Please make a further extension of the relative L/C.

由于不可抗力的发生，致使我方无法按时履行合同，请将有关信用证再做展期。

17. to be put to ...:to stand with for ... 使遭受……

18. award v. to give esp. as the result of an official decision 授予

n.something, esp. a prize or money, given as the result of an official decision 奖励

The award of this year's best actress went to Meryl Streep.

本年度最佳女演员奖的得奖者是梅里耶·斯特里普。

19. have every reason to believe: trust 坚信，完全相信

Notes

1. Needless to say, we have been put to no little inconvenience through the delay.

毫无疑问，迟装已给我们带来不少困难。

needless to say/it is obvious that .../it's doubtless...不必说/显而易见/毫无疑问

Please take the matter up at once and let us have your E-mail by the earliest opportunity.

请即查洽，尽速电复。

to take the matter up with ...同……洽办此事

2. It is therefore imperative that inform us by E-mail immediately of the earliest possible shipment for our consideration without prejudice to our right to cancel the order and/or lodge claims for losses thus sustained.因此，你方必须立即发送电子邮件告诉我们最早的装船期为何时，以便我方考虑。但这并不影响我们撤销订单及(或)对所遭受损失索赔的权利。

sustain v. 蒙受，遭受

The seller agrees to indemnity the buyer against all damages sustained by the buyer resulting from the seller's failure to have such insurance.

卖方同意赔偿因其未办理保险而给买方造成的一切损失。

We will not be liable for any indirect and/or consequential losses and damages sustained by you.

我们对你方发生的间接损失和(或)此后所遭受的损失不负责。

3. Please take the matter up with them at once and see to it that the goods are delivered without further delay.请立即与他们洽办此事，以保证交货不再延误。

We naturally refused to take up the bill since we particularly asked for the goods to be sent on consignment.因为我们特别要求货物按寄售方式运来，当然我们要拒绝承兑该汇票。

Please take the claim up with the shipping company.

请将此索赔一事提交船运公司处理。

4. We regret to learn from your letter dated of August 20 that you are somewhat annoyed with our delay in shipment of your order for Tin Foil Sheets.

从你8月20日函中获悉，你们对所订购的锡箔纸迟装有所不满，我们实感不安。

to be somewhat annoyed with ...对……有所不满

He is somewhat annoyed with his teacher's criticism.他对老师对他的批评有所不满。

She is somewhat annoyed with her mother's bugging.她对妈妈对她的唠叨有所不满。

5. After repeated efforts being made by all of the department concerned, production has now been resumed, and we are confident that we may effect delivery within a week.

经有关方面的一再努力，目前生产已经恢复。我们完全相信可在一周之内交货。

resume  v. go on after stopping for a time 恢复

resume n. summary, abstract； curriculum vitae摘要，概略；履历

If the suspension of the works shall exceed 90 consecutive days, the employer and the contractor shall discuss all possible means to resume the works.

如果工程连续停工90天，雇主和承包商应讨论一切可行的办法以恢复工程。

Exercises

I. Translate the following sentences into Chinese.

1. What is the problem with the latest lot exactly?

2. So far we haven't had any complaint of this kind.

3. Do you have any evidence?

4. Though everything was as you say, there may be other factors involved in it.

5. If this procedure cannot be undertaken, there is no alternative but to reship the entire goods.

6. Here's a survey report by a well-know lab in Singapore, whose testimony is absolutely reliable.

7. Therefore, I regret very much we can't bear you to file a claim on us.

8. Your delay in shipping our order has caused us to suffer irretrievably heavy losses.

9. These are established principles of international law, which are difficult to change.

10. Every decision is made in the spirit of fairness and reasonableness and of seeking truth from facts.

II. Translate the following sentences into English.

1. 我们谈到的这批货在装运前受到中国商检局的检验。

2. 我们的花生多年以来以质量上乘享有盛誉。

3. 但令我方遗憾的是最近一批货情况如此糟糕，我方实在不能等闲视之，必须向你方提出索赔。

4. 你们有证据吗？

5. 开箱时，本公司就发现货品质量远比我方答应订单时的样品差。

6. 我们不能接受你方因质量差而向我方索赔。

7. 根据商检报告，我们有权拒收货物，向你方提出索赔。

8. 在中国，仲裁是处理外贸和海事纠纷的主要方法之一。

9. 申诉人的论点同他们曾经履行合同的事实是完全矛盾的。

10. 仲裁庭决定本案违约责任应由卖方承担。

III. Choose the best one from A, B, C and D to fill in the blank.

1. As a special attraction to the customers, we're offering a free dryer for every _____ exceeding US$1000.

A. order

B. intention

C. instruction

D. instrument

2. Worlds of Wonder, _____ in 1985 Fremont, Calif., became an industry legend for two toys: a talking bear and a ray-gun game.

A. find

B. found

C. founded

D. founding

3. In the past years, we have made efforts to develop business _____.

A. in this line

B. for the section

C. of this

D. on this line

4. The purpose of a promotion letter is to _____ the prospective customer's interest.

A. attract

B. arouse

C. attend

D. alter

5. Prices of raw materials _____ steeply since our quotation of November 1.

A. rose

B. have risen

C. have rised

D. to have risen

6. We are afraid the recent exceptionally heavy demand for this line _____ impossible to promise delivery before July 3， 2004.

A. is

B. has made

C. makes

D. makes it

7. We are not _____ for any damage which happened during transit from the warehouse to the destination.

A. respond

B. response

C. responding

D. responsible

8. We agree to your prices, but _____ like to know if you are prepared to grant us a discount of 5% for a quantity of 2000.

A. /

B. would

C. will

D. do

9. Much as we would like to help you, we do not think there is room for a further allowance in our quotation as we have cut price to the _____.

A. maximize

B. minimize

C. maximum

D. minimum

10. I'm sure both of our companies will _____ from this joint effort.

A. be benefited

B. benefit

C. mutual benefit

D. make beneficial

11. We _____ received the letter of credit when your letter arrived.

A. have already

B. have all ready

C. had already

D. had all ready

12. We have _____ your account with the amount of US$350 for extra costs.

A. debited

B. credited

C. remitted

D. deducted

13. The goods have been dispatched and the shipping documents for the _____ are with us.

A. arrangement

B. consignment

C. amendment

D. requirement

14. Regarding our order No.123, we are sending you the official document that shows the quantity delivered to us is _____ ordered.

A. fewer

B. less

C. fewer than

D. less than

15. For consignment sales, we usually allow our agents a commission of 15% of gross _____ and receive accounts of sales with payments from them at the end of each three-month period.

A. money

B. value

C. proceeds

D. overheads

16. Please advice us what _____ are involved and the time _____ for delivery.

A. formalities, taken

B. business, taken

C. process, needed

D. procedures, need

17. When you _____ an agent, usually the appointment is _____ in writing.

A. need, met

B. want, take

C. appoint, made

D. require, make

18. In most cases, 80%-85% of the contract value can be provided by the buyer's _____, while the remaining part is paid by the _____ in cash.

A. credit, buyer

B. debt, debtor

C. credit card, buyer

D. credibility, debtor

19. The delayed payment interest commencing from May 15 to the date of payment July 30 at the interest rate of 10% _____ amounting to US$500 should be for your _____.

A. annual, money

B. p.a., account

C. annually, sake

D. per annum, amount

20. We are ready to _____ your loss and will send you the claimed amount, US$535 by T/T. We hope this _____ on our part will not undermine our good relations.

A. make, overlook

B. take, lost duty

C. compensate, oversight

D. compensating, negligence


Appendix A Useful Terms inInternational Trade


BUSINESS NEGOTIATION 商务谈判


acceptance接受

agreement协议

allowance折让，允差

bid递盘

buying offer买方发盘

commission佣金

conditional acceptance有条件接受

confirmation确认书

contract合同

counter offer还盘

export contract出口合同

firm offer实盘

import contract进口合同

indent订单

inquiry/enquiry询盘

inquiry sheet询价单

invitation to make an offer邀请发盘

invitation to offer邀请发盘

invitation to treat洽商邀请

irrevocable offer不可撤销发盘

late acceptance逾期接受

memorandum备忘录

modification发盘的修改

non-firm offer虚盘

offer发盘

offeree受盘人

offerer发盘人

order sheet订单

price list价格表

purchase confirmation购买确认书

purchase contract购买合同

quotation报价

quotation sheet报价单

reaches送达

reasonable time合理时间

rebate回扣

revocable offer可撤销发盘

revocation发盘的撤销

sales confirmation销售确认书

sales contract销售合同

sales note/purchase note售货单/购货单

selling offer卖方发盘

sign a contract签订合同

sufficiently definite十分确定

trade agreement贸易协定

voluntary offer主动发盘

withdrawal发盘的撤回

with engagement受约束

without engagement不受约束

TRADE TERMS 贸易术语


INCOTERMS (International Rules for the Interpretation of Trade Terms) 国际贸易术语解释通则

CIF (Cost，Insurance and Freight)成本加保险费、运费

CIF Liner Terms成本加保险费、运费班轮条件

CIF Landed成本加保险费、运费、卸货费

CIF Ex Ship's Hold成本加保险费、运费、舱底交货

CFR (Cost and Freight)成本加运费

CFR Landed成本加运费、卸货费

CPT (Carriage Paid to)运费付至

CIP (Carriage Insurance Paid to)运费、保险费付至

DAF (Delivered At Frontier)边境交货

DES (Delivered Ex Ship)目的港船上交货

DEQ (Delivered Ex Quay)目的港码头交货

DDU (Delivered Duty Unpaid) 未完税交货

DDP (Delivered Duty Paid)完税后交货

EXW (Ex Works)工厂交货

FAS (Free Alongside Ship)装运港船边交货

FCA (Free Carrier)货交承运人

FOB (Free On Board)装运港船上交货

FOB Liner Terms装运港船上交货班轮条件

FOB Under Tackle装运港吊钩下交货

FOB Stowed包括理舱费在内的装运港船上交货

FOB Trimmed包括平舱费在内的装运港船上交货

FOBST (FOB Stowed & Trimmed)包括理舱费、平舱费在内的装运港船上交货

actual price实际价格

agreement price协议价

base price基价

computed price推算价

contracted price合同价格

cost price成本价格

dumping price倾销价

estimated price估计价

forward price期货价

monopoly price垄断价

net Price净价

normal price标准价格

nominal price名义价格

reference price参考价格

resale price转售价

retail price零售价

spot price现货价

total price/lump sum/total value总价

unit price单价

wholesale price批发价

QUALITY, WEIGHT AND MEASUREMENT

货物质量、重量和尺码

conditional weight公量

counter sample对等样品，回样

F.A.Q.(Fair Average Quality)良好平均品质

for reference only仅供参考

grade of goods商品的等级

gross for net以毛作净

gross weight毛重

legal weight法定重量

long ton长吨

metric ton公吨

net weight净重

pattern sample款式样

quality as per buyer's sample品质以买方样品为准

quality as per seller's sample品质以卖方样品为准

sale by descriptions and illustrations凭说明书和图样买卖

sale by grade凭等级买卖

sale by specification凭规格买卖

sale by standard凭标准买卖

short ton短吨

specification of goods商品规格

the metric system公制

theoretical weight理论重量

PACKING包装


commercial packing商业包装

conventional export packing通常出口包装

customary packing习惯包装

export packing出口包装

export standard packing出口标准包装

in bulk散装

indicative mark指示性标志

inner packing内包装

marketing packing销售包装

neutral packing中性包装

nude packed裸装

outer packing外包装

packing charges (expenses) 包装费用

packing cost包装成本

packing industry包装工业

packing machine包装机器

packing material包装材料

packing mark包装标志

packing press打包机器

packing service包装服务

packing specification包装规格(要求)

particular packing特定包装

seaworthy packing适合海运的包装

shipping mark运输标志，唛头

usual packing惯常包装

warning mark警告性标志

waterproof packing防水包装

TRANSPORTATION运输


air transport航空运输

A.V. (Ad.Val)从价运费

consignee收货人

consignor shipper托运人

container transport集装箱运输

demurrage (money，charge，fee)滞期费

dispatch money速遣费

EMP (European Main Port)欧洲主要港口

freight prepaid运费已付

freight运费

freight to collect freight to be paid运费到付

inland water transportation内河运输

international multimodal transport/International combined transport国际多式联运

land bridge/continental bridge大陆桥

lay time装卸时间

liner's freight tariff班轮运费表

liner transport班轮运输

measurement ton尺码吨

notify party被通知人

ocean transport/marine transport海洋运输

optional port选择港

parcel post transport邮包运输

partial shipment分批装运

port of destination目的港

port of shipment装运港

port surcharge港口附加费

rail transport铁路运输

road transportation公路运输

running day连续日

shipping advice装运通知

shipping by chartering租船运输

S/O (shipping order)装货单

time charter期租船

tramp不定期船

transshipment转船

voyage charter程租船

weather working days晴天工作日

weight ton重量吨

DOCUMENTS

单据

air waybill航空运单

ante-dated B/L倒签提单

bearer B/L不记名提单

bill of lading提单

cargo receipt承运货物收据

certified invoice证实发票

charter party B/L 租船提单

clean B/L清洁提单

combined transport B/L多式联运提单

commercial invoice商业发票

consular invoice领事发票

container B/L集装箱提单

copy B/L副本提单

C.T.D. (combined transport documents)

多式联运单据

customs invoice海关发票

direct shipped B/L直达提单

invoice发票

liner B/L班轮提单

long form B/L全式提单

manufacturer's invoice厂商发票

on board B/L / shipped B/L已装船提单

on deck B/L舱面提单

order B/L指示提单

original B/L正本提单

packing list装箱单

parcel post receipt邮包收据

proforma invoice形式发票

railway bill铁路运单

received for shipped B/L备运提单

short form B/L简式提单，略式提单

stale B/L过期提单

straight B/L记名提单

transshipment B/L转船提单

unclean B/L/foul B/L不清洁提单

weight memo重量单

INSURANCE保险


abandonment 权利委托

accident意外事故

actual total loss实际全损

All Risks一切险

average海损

constructive total loss推定全损

CIC (China Insurance Clause)(中国人民保险公司)保险条例

claim保险索赔

combined certificate联合凭证

Damage Caused by Heating and Sweating受热受潮险

deductible绝对免赔额

double insurance双保险

exclusion除外责任

extraneous risks外来风险

franchise相对免赔额

FPA (Free from Particular Average)平安险

FWRD (Fresh Water Rain Damage)淡水雨淋险

GA (General Average)共同海损

GA contribution共同海损分摊

heavy weather恶劣天气

Hook Damage钩损险

ICC (Institute Cargo Clause)(伦敦保险)协会货物条款

insurance agent保险代理

insurance certificate保险凭证，保险证书

insurance policy保险单

insurance broker保险经纪人

insurer承保人

IOP (Irrespective of Percentage)不论损失程度

Loss or Damage Caused by Breakage of Packing包装破裂

maritime charges海上费用

natural calamities自然灾害

Ocean Maritime Cargo Clauses 海运货物保险条款

open policy预约保险单

PA (Particular Average)单独海损

PICC (the People's Insurance Company of China)中国人民保险公司

premium保险费

Risk of Clash and Breakage破损破碎险

Risk of Intermixture and Contamination混杂，玷污险

Risk of Leakage渗漏险

Risk of Odor串味险

Risk of Rust锈损险

Risk of Shortage短量险

salvage charges救助费用

SRCC (Strikes，Riots and Civil Commotions)罢工暴动民变险

Strikes Risk罢工险

sue and labor charges施救费用

total loss全部损失，全损

TPND (Theft，Pilferage and Non-delivery)偷窃提货不着险

underwriter保险公司

War Risk战争险

WPA (With Particular Average)水渍险

W/W (Warehouse to Warehouse)仓至仓条款

PAYMENT付款


acceptance承兑

acceptance credit承兑信用证

advance payment guarantee预付款保证函

advising bank/notifying bank通知行

anticipatory L/C预支信用证

applicant申请人

back to back credit背对背信用证

banker's acceptance bill银行承兑汇票

banker's draft银行汇票

bank guarantee for loan借款保证函

beneficiary受益人

bill of exchange (draft)汇票

bona fide holder善意(合法，正当)持有(票)人

CAD (cash against documents)凭单付现

cash with order订单付款

check (cheque)支票

clear bill光票

clean credit光票信用证

clean payment credit全部预支信用证

collecting bank代收银行

collection托收

commercial acceptance bill商业承兑汇票

commercial draft商业汇票

commercial paper L/C商业票据信用证

confirmed letter of credit保兑信用证

confirming bank保兑行

D/A (documents against acceptance)承兑交单

D/D (remittance by banker's demand Draft)票汇

deferred payment延期付款

deferred payment credit延期付款信用证

dishonor拒付

documentary bill跟单汇票

documentary credit跟单信用证

D/P (documents against payment)付款交单

D/P after sight (documents against payment after sight)远期付款交单

D/P sight (documents against payment at sight)即期付款交单

D/P T/R付款交单凭信托收据借单

drawee受票人

drawer出票人

endorsee受票人

endorsement背书

endorser出票人

freely/open negotiation credit公开议付信用证

green clause credit绿条款信用证

honor of draft逆汇

irrevocable letter of credit不可撤销信用证

L/C (letter of credit)信用证

letter of protest拒绝证书

letter of guarantee保证书，保函

master document总单据

money order汇款单

M/T (mail transfer)信汇

negotiating bank议付行

negotiation credit议付信用证

non-transferable L/C不可转让信用证

opening bank/issuing bank开证行

partial payment credit部分预支信用证

payee收款人

payer付款人

paying bank/drawee bank付款行

payment by installments分期付款

payment credit付款信用证

payment in advance预付货款

performance guarantee履约保证函

presenting bank提示行

presentation提示

principal委托人

promissory note本票

reciprocal credit对开信用证

red clause credit红条款信用证

remittance顺汇

remitting bank托收行

repayment guarantee还款保证书

revocable letter of credit可撤销信用证

restricted negotiation credit限制议付信用证

right of recourse追索权

revolving credit循环信用证

sight credit即期信用证

sight draft即期汇票

standby letter of credit备用信用证

time draft (usance bill)远期汇票

draw a draft出票，开立汇票

TT (telegraphic transfer)电汇

transferable credit可转让信用证

T/R (trust receipt)信托收据

UCP 500跟单信用证统一惯例(500号出版物)

unconfirmed letter of credit不保兑信用证

Uniform Rules for Collection of Commercial Paper商业单据托收统一规则

URC 522国际商会第522号出版物

usance credit payable at sight L/C假远期信用证

usance letter of credit远期信用证

without recourse无追索权

INSPECTION检验


Disinfection (Inspection) Certificate消毒检验证书

(Inspection) Certificate of Health卫生检验证书

(Inspection) Certificate of Origin产地检验证书

(Inspection) Certificate of Quality品质检验证书

(Inspection) Certificate of Quantity数量检验证书

(Inspection) Certificate of Value价值检验证书

(Inspection) Certificate of Weight重量检验证书

Commodity Inspection Bureau商品检验局

Inspection Certificate of Damaged Cargo验残证书

Inspection Certificate of Loss or Damage残损证书

Inspection Certificate of Tank / Hold验舱证书

Veterinary (Inspection) Certificate兽医检验证书

CLAIM，ARBITRATION索赔、仲裁


acts of god自然力

arbitral award仲裁裁决

arbitration仲裁

arbitration clause仲裁条款

breach of condition违反要件

breach of contract违约

breach of warranty违反随附条件

defendant被诉方

discrepancy and claim clause异议、索赔条款

dispute争议

fundamental breach根本违反

force majeure不可抗力

liquidated damage预定损害赔偿金

lodge claim提出索赔

material breach重大违约

minor breach轻微违约

penalty罚金

settlement of claim理赔

MODES OF TRADE

贸易方式

agent代理人

auction拍卖

auctioneer拍卖人

barter易货

bidder竞买者

bidding递盘

bilateral trade双边贸易

brokerage经纪费

commission佣金

compensation trade补偿贸易

consignment寄售

consignment note寄售

counter purchase互购

counter trade对销贸易

distributor分销商

entrepot trade转口贸易

exclusive agent/sole agent独家代理

exclusive sales包销

forward contract远期交货合同

futures commission merchant期货佣金商

futures exchanges期货交易所

futures trading/futures transaction期货交易

general agent总代理

hedging套期保值

import trade进口贸易

invitation to tender招标

leasing租赁

multilateral trade多边贸易

open bidding公开招标

processing trade加工贸易

processing with customer's materials/processing of imported materials来料加工

principal委托人

product buyback产品回购

professional speculator专业投机商

quota配额

sale by sample凭样销售

sealed bids/closed bids密封递价

submission to tender投标

INTERNATIONAL ORGANIZATIONS

国际组织

Asian Development Bank亚洲开发银行

EU (European Union)欧盟

IMF (International Monetary Fund)国际货币基金组织

International Bank for Settlement国际清算银行

International Chamber of Commerce国际商会

ISO (International Standard Organization)国际标准局

UN (United Nations)联合国

UNCTAD (United Nations Conference on Trade and Development)联合国贸易和发展会议

UNDP (United Nations Development Program)联合国国际开发署

WTO (World Trade Organization)世界贸易组织

World Bank世界银行

OTHERS其他


bonded warehouse保税仓库

brand name品牌

CCPIT (China Council for the Promotion of International Trade)中国对外贸易促进委员会

comparative advantage比较优势

customs tariffs关税

foreign exchange reserve外汇储备

generalized system of preference普惠制

industrial property工业产权

intellectual property知识产权

joint venture合资企业

line of business经营商品

most favored nation treatment最惠国待遇

multi-national corporation跨国公司

non-tariff barrier非关税壁垒

patent专利

physical delivery实际交货

protective duty保护性关税

retaliatory tariff报复性关税

scope of business业务范围

symbolic delivery象征性交货

technological transfer技术转让

trade barriers贸易壁垒

trademark商标


Appendix B About Telexes

In today's world, science and technology develop very fast. Especially after com-puter is widely used in our daily life， not only the organizations, but also the individuals use computers. E-mail is the fastest, cheapest and most convenient way to communicate people all over the world. This simplest way is full of usage of writing letter and abbreviation formerly used in telex. So writing a good E-mail should learn writing letter and telex first.

在当今世界里，科学和技术飞速发展。特别是被广泛应用到我们的日常生活中后，不仅组织，而且个人都在使用电脑。电子邮件是与世界各地的人们进行联系的最快捷、最低廉、最方便的方式。这种最简便的方式，其使用过程充满了信函写作和以前在电传中所使用的缩写。所以，欲写好电子邮件还须学好信函和电传写作。

1.Characteristics of Telex电传的特点

Telex is the abbreviation of teleprinter exchange or teletypewriter exchange. It is conducted between two parties that have access to a teletypewriter. Most foreign trade departments an offices have installed the machine in late 1970s in our country. It is very much in use in communicating with foreign countries for the following advantages of itself.

(1)It is faster than letter.

(2)It is much cheaper than an international telephone call.

(3)It can provide a written record of the message and the reply.

(4)It is a 24-hour service and the message can be received unattended.

电传，“Telex”是“Teleprinter Exchange”或“Teletypewriter Exchange”的略称，中文名称是“用户电报”或“电报交换”。须在双方安置用户电报机器之后才能使用。20世纪70年代后期，我国大部分外贸单位都安装了电传机。由于具有如下的优势，它被广泛用于各国之间的通信联系。

(1)接收更迅速。

(2)费用更低廉。

(3)记录留存更真实。

(4)全天候自动接收。

2. Common Parts and Translation of Telex电传通常组成部分及译文

15FEB99——发电日期(1)

23401 ABC CO. G ——收电人代号(2)

98765 TEXCO CN ——发电人代号(3)

RE：MEN'S SHIRTS UNDER CT9860 ——事由(4)

YTLX 14/2 NOTE

D. L/C UNRCV

D. PLS RUSH——电文内容(5)

IT FOR TIMELY SHIPMT. BEST RGDS

LIU XIAOPING

23401 ABC CO. G ——收电人代号(6)

98765 TEXCO CN ——发电人代号(7)

日期：1999年2月15日

收电单位：英国ABC公司

发电单位：中国纺织品进出口总公司

事由：合同9860项下男式衬衣

电文：你方2月14日电传收悉。但信用证未到，请迅速办理以便及时装运。致以问候。

发电人：刘小平

3. Basic Principles of Writing Telex电传写作的基本原则

No matter you write a telex in English, or you just translate the telex into English, you should write accurately and concisely. On one hand, you can condense the length and content of the telex in order to save money and time. On the other hand, you cannot make it vague in order to avoid misunderstanding. Therefore you should remember the following basic principles.

无论是直接用英文起草电传还是将汉语起草的电传译为英文，都应该要措辞准确，简洁明了。必须注意的是，一方面，人们为节省时间和费用，尽量压缩电传的篇幅和文字，但另一方面，又不能仅仅为省字、省时间、省费用，而使电文含糊其辞，引起误解。因此，要了解一定的电传写作规则和章法，才能做到准确无误地认读电传。以下是最基本的电传写作规则。

(1)留主舍次，保留电文内容每句的中心词，舍去一些无关紧要的虚词。

① We have not received your telex of November 26，1988.

省略式：YOUR TELEX NOV.26 NOT RECEIVE

D.(注：为说明清楚，以下各句单词暂不用缩写形式)

② The goods have arrived at Shanghai on May 10.

省略式：GOODS ARRIVED SHANGHAI MAY 10.

(2)用短字代替长字，用单词代替短语，用短语代替从句。

电传语言可以不完全受正规语法约束。电传词句的组合偏重于把意思用最简短的词、短语表达清楚，双方能够理解即可。

① Please pay us without delay.

省略式：PLEASE PAY SOON.

② We are grateful to you for making us the most favorable quotation.

省略式：THANKS YOUR BEST QUOTATION.

③ We have received your telex of the 15th in which you offered us 100 metric tons of refined sugar.

省略式：YOUR TLX15TH OFFERING US 100MT REFINDED SUGAR.

(3)灵活使用现在分词和过去分词表达将来时态、用现在分词表达将来时态、用过去分词表达完成时态或被动语态，并省略相对应的助动词和其他成分，这样可以有效地压缩电传篇幅。

① The price has been confirmed.

省略式：PRICE CONFIRMED.


② We shall write soon.

省略式：WRITING SOON.

③ The L/C was established on October 6.

省略式：L/C ESTABLISHED OCT 6.

(4)前缀与后缀的使用。灵活地使用前缀与后缀是电传中一项省略要诀，短短几个字贯穿全意，言简意赅。

① The customer is not interested at present.

省略式：CUSTOMER UNINTRERESTED NOW.

② The market is dull and not active.

省略式： MARKET INACTIVE.

③ We can obtain orders.

省略式：ORDERS OBTAINABLE.

④ We have no stock for item No.25 and 26.

省略式：ITEM 25 N 26 STOCKLESS.

⑤ It is possible to do business on the basis of your price.

省略式：YOUR PRICE WORKABLE.

(5)略语字。电传文中有单字的略语,也有整组的略语,主要省略方式有以下几种。

① 取其头部。

import—IMPinvoice—INV

immediately—IMM specification—SPEC

acknowledge—ACK approximately—APPR

② 取单词中所有辅音字母。

please—PLStelex—TLX

cancel—CNCLreceive—RCV

customer—CSTMRhave—HV

③ 采用单词中的辅音字母构成缩写词时，若第一个字母是元音的，则不可省略掉。

agree—AGRorder—ORDR

acceptable—ACPTBL opened—OPND

enquiry—ENQURY above—ABV

④ 保留词组主要单词第一个字母。

refer to your letter—RYL

estimated time of arrival—ETA

refer to our telex—ROT

cost，insurance，freight—CIF

as soon as possible—ASAP

free on board—FOB

⑤ 保留第一个和最后一个字母。

keep—KP hour—HR

from—FM weight—WT

will—WL foot—FT

⑥ 用MT代替ment，用BL代替ible 或 able，用G代替ing，用D代替ed，用TN代替tion等。

shipment—SHPMTpossible—PSBL

reasonable—RSNBL following—FLWG

quotation—QUTN delivered—DLVD

⑦ 用发音相似的字母代替某个词或词组。

are—R with—WZ

we—V，W your—UR

and—N，Y otherwise—OZWZ

(6)此外，电讯语言中还出现许多通用的、约定俗成的缩写字和缩写符号。这里只列出联系业务时常用的缩写。

confirm—CFMaccept—ACPT

freight—FRT suggest—SGST

bank—BNK will be—WB

attention—ATTN id est—I.E.(也就是，即)

contract—CNT US dollar—USD

et cetra—ETC yard—YD

managing director—MD renminbi yuan—RMB

steamship—SS regards—RGDS

Chief Executive Officer—CEO cash on delivery—COD

Sundays holidays excepted—SHEXdead weight—DWT

kilogram—KGestimated time of departure—ETD

(7)词性、词序、句型的调整、变化也可以达到省字、缩短篇幅的目的。

① You failed to get the goods ready for loading.

省略式：YOUR FAILURE TO PREPARE GOODS FOR LOADING.

② Sorry to give you late reply.

省略式：REPLY LATE SORRY.

③ You promised that you would try your best to deliver the cargo before the end of October，otherwise contracts were to be cancelled.

省略式：YOUR PROMISED ENDEAVOURING DELIVER GOODS BEFORE ENDOCT. OZWS CNTRT CNCLD.


(8)主要公司和机构的简称。

SINOCHEM中国化工进出口总公司

ARTCHINA中国工艺品进出口总公司

MACHIMPEX中国机械进出口总公司

CEROILFOOD中国粮油食品进出口总公司

MINMETALS中国五金矿产进出口总公司

CHINAPACD中国包装进出口总公司

CNTIC中国技术进出口总公司

SINOCHART中国租船进出口总公司

CHINATEX中国纺织品进出口总公司

FENAVICO中国外轮代理总公司

CHINATUHSU中国土产畜产进出口总公司

COSCO中国远洋运输总公司

INSTRIMPEX中国仪器进出口总公司

EU欧盟

OPEC石油输出国组织

CCPIT中国国际贸易促进委员会

WTO世界贸易组织

UNCTAD联合国贸易和发展会议

IMF国际货币基金组织

CITIC中国国际信托投资公司

(9)商业信函中的缩写和简称越来越普遍，这大大方便了公司与客户之间的通信联络。但在日常业务中一个词或词组并不仅仅有一种缩略形式，要视实际业务实践中的约定俗成而定。如 negotiation 可缩成 NEGN 或 NEGIT，possible 也可略成 POSS，POSSBL 或 PSBL 等。无论怎样，电传都应该在充分表达清楚必须表达的内容的前提下，进一步压缩文字和篇幅。应该牢记电传的三个基本原则，即清楚、简洁、完整。

对于电传必须注意以下4点：① 电传需用大写；② 能认读电传缩写字；③ 适当简洁，但不要刻意追求；④ 一般电传中可使用标点。

4.Specimen Telexes

Specimen B-1

UR TLX MAY 20 RCV

D. TKS U FOR SUGGESTIONS. PROJ OF JV IS UNDR CONSIDERATN. V WL RPL U ASAP. BEST RGDS.

你方5月20日电传收悉。感谢你方的建议。我们正在考虑合资企业。我方将尽快给予你们答复，致意。

Specimen B-2

CONTRACT AB0031 GOODS READY. PLS INFM BROWN CO. EQUIPMENT WL BE SHIPD VIA LUCKY LEAVG 10TH FOR LIVERPOOL N RUSH COVERG L

C. OTHERWISE HAVE TO POSTPONE. RGDS.

合同AB0031项下货物已备妥，请告知布朗公司所需设备将装本月10日开往利物浦的幸运轮。请该公司从速开立有关信用证，否则我方只能推迟装运期。顺致问候。

Specimen B-3

S/C 1102 300 SEW MACHINES DLVRY LONG OVERDUE MUST SHIP BF END OCT. OZWS CNTRT CNCLD.


你销售合同1102号项下缝纫机300台，交货期过期已久，务必请在月底前装出，否则取消合同。

Specimen B-4

TRIAL ODR FR 100 TOY BEARS. WL ODR MORE IF SELLG WELL. TOY PANDAS ACPTBL IF BEARS OUT OF STOCK. RGDS.

试订100只玩具熊。如产品销路好，我方将会向你方订更多货。如你方无玩具熊存货，玩具熊猫也接受。致意。

Specimen B-5

SMPLS LEATHER SHOES AIRML

D. BAGS WL SOON FLWG. PLS TLX CSTMRS REACTNS，UR COMMNTS，PRC IDEA N BZNESS PROSPECT. TKS.

我方已空邮你方皮鞋样品，皮包样品随到。接样后，请告你方客户之反应、你方评价、价格意向及业务前景。致谢。

Specimen B-6

YT023. REGRET TABLECLOTH08 UNAVLBL. PLS ADV IF 05N06 ACPTBL. PLS GIVE UR PRICE N QNTY. RGS.

贵公司023号电传收悉。抱歉08号台布无货，请电告是否可接受05和06号台布，请告需用数量并出价。

Specimen B-7

OR QTN564. REGRET 2PCT COMMSN UNACPTBL. SUG 1.5PCT. TLX RPL BY FRIDAY NOON.

我方564号报价单，2%佣金不能接受，甚憾。建议改为1.5%，星期五中午复到有效。

Specimen B-8

W READ UR AD IN CHINA DAILY. PLS SEND CATALOG N PRICELIST OF HOUSEHOLD ELECTRIC APPLIANCES N INFORM BST TERMS CNDTNS. OR NAME AB

C. TLX 12345 CNART. AWAIT IMM RPL.

见《中国日报》登你广告，请寄家用电器目录、价目表和最优交易条件。我公司名称ABC，电传12345CNART。盼即复。

Specimen B-9

ORDER 35 DUE TO UNFORESEEN CIRCUMSTANCES HV TO DELAY SHIPT TILL MIDJUNE. PLS ACK.

第35号货由于出现意外情况，不得已推迟到6月中旬发运，请确认。

Specimen B-10

YT4TH. W SUGGEST AS FLWS：

(1)SMPLS POSTED 4TH

(2)MACAO OFFICE OPENED 3RD

(3)B/L AIRMAILG LONDON AGRD

READY SEND REPRESENTATIVE TO PARIS IF NEED

D. RGS.

你方4日电悉。现答复如下：

(1)样品已于4日寄出；

(2)澳门办事处3日已成立；

(3)同意将提单寄往伦敦。

如有需要我方愿派代表前往巴黎。致意。

Specimen B-11

OWG TO LATE ARRV OF YR LC，IMPSBL CATCH DRCT STEAMER DESIGNATE

D. CAN ONLY SHP GDS BY FIRST AVAILBL STEAMER FR YR PORT NEXT MNTH. REGRET INCONVENIENCE.

因你方信用证晚到，无法赶装指定直达轮。货物只能由下月第一艘驶往你港的便轮装运。不便之处，深表歉意。

Specimen B-12

YR ORDR 103 FR 10，000 YDS COTTON PRINTS TYPE AY ACCEPTE

D. PLS OPEN LC IN OR FAVOR ACCORDING TO CONTRACT TERMS. TKS.

你方103号订单所订AY型10000码棉布已接受。请按合同开立以我方为受益人的信用证。致谢。

Specimen B-13

YTLX NOV 6TH RCV

D. V WL ODR 600 PCS VELVET SUBJ TO 5PCT DIS

C. ANXIOUS TO ESTABLISH BIZ RELATIONS. HOPE TO HV YR ASSISTANCE. RGDS.

你方11月6日点悉。如能给予5%的折扣，我方将订天鹅绒600匹。我们渴望建立业务关系并希望得到贵方协助。致意。

Specimen B-14

OTLX SEP6 OFR STILL EFFCTV SUBJ TO IMDT ACPTN

C. PRC WL SURELY RISE. WUD ADV U TO ACPT AT ONCE.

9月6日敝电，报价如立刻接受依然有效。今后价格必将上涨，请立刻接受。

Specimen B-15

RYTLX MAY 10. GREY COTTON SHEETS UNAVAILBL. SORRY W CANT QUOTE. BUT WL REVERT WHEN SUPLIABLE. RGDS.

你方5月10日电传收悉。很遗憾，由于你方所需原色布无现货，目前无法向你报价，但一旦供货恢复，我方即予以办理。致候。

Specimen B-16

W LEARN FM UR EMBSY UR PROSPECTIVE BYRS OF CHINESE TEXTILES. TO ESTABLISH DRCT BIZ RELATNS，PAMPHLET N SAMPL BOOK SENT TODY. PLS SEND QUOTATN AFTER RCPT OF THEM.

我们从你使馆得悉你们是中国纺织品有潜力的买主。我方欲与你方建立外贸关系。今特邮去商品目录和样品，请你方收到后即来报盘。

5. Common Telexes Abbreviations 常用电传缩略语

ABTabout

ACPTaccept

ACPTBLacceptable

ACPTEDaccepted

A/Caccount

ACKacknowledge

ACKNLGDacknowledged

ADVadvise

ADVEDadvised

AGNagain

AMTamount

APPROXapproximate

ARRNGarrangement

ARRVarrive

ARRVDarrived

ASAPas soon as possible

ATTNattention

AUGAugust

AVLBLavailable

BALCEbalance

B/Dbank draft

B/Lbill of lading

BTWEbetween

CANTcannot

CADcash on delivery

CBLcable

CFMconfirm

CFMDconfirmed

CFMTNconfirmation

CFRcost and freight

CHRGcharge

CHRGDcharged

CIFcost insurance and freight

CNCLcancel

CNCLEDcancelled

CNCLNGcancelling

CNTRcounter

C/Ocare of

CODcash on delivery

COcompany

COMMSNcommission

CORPcorporation

C/OFRcounter offer

CTFcorrection to follow

CYcopy

D/Adocuments against acceptance

D/Pdocuments against payment

DEC December


DELYdelivery

DELVDdelivered

DEPTdepartment

DESTNdestination

D/Ddemand draft

D/Odelivery order

DOCdocument

DOZdozen

DUPLCTduplicate

DUPLCTDduplicated

ELexport licence

EMP European Main Ports


ETAestimated time of arrival

ETDestimated time of departure

ETCet cetra

EXCHexchange

EXPexport

FCTRYfactory

FLTflight

FOBfree on board

FOLGfollowing

FORWDforward

FORWDDforwarded

FR France


FRTfreight

FRI Friday


GMT Greenwich mean time


GOVTgovernment

HAM Hamburg


HK Hong Kong


HRhere

HRWITHherewith

HWEVRhowever

IMMimmediate

IMMDLYimmediately

IMPimport

ILimport licence

INCLDinclude

INCLDDincluded

INCLDGincluding

INCRCTincorrect

INFMinform

INFMDinformed

INFMTNinformation

INSTinstant

INSTRCTNSinstructions

INTRSTinterest

INVSGTinvestigate

INVinvoice

I/Oinstead of

IRREVirrevocable

JAN January


KGkilogram

LA Los Angeles


L/Tlong ton

LTRletterL/Gletter of guarantee

LN London


MAR March


MAXmaximum

MEASMTmeasurement

MANFmanufacture

M/Tmetric ton

MIDmiddle

MINminimum

MON Monday


MSGmessage

Nand

NEGOnegotiate

NEGOTNGnegotiating

NOV November


NOSnot otherwise specified

NO.number

NT WTnet weight

NY New York


OCT October


OFAofferOKall correct

OTLXour telex

OTHRWS/OZWZotherwise

OZounce

PAYMTpayment

PCEpiece

PCSpieces

PLSplease

POBpost office box

POSSBLpossible

PURCHSpurchase

QLTYquality

QNTYquantity

QUTquote

QUTNquotation

RCVreceive

RCVDreceived

RCPTreceipt

REFreference

REPreply

RESNBLreasonable

RGDSregards

ROLrefer our letter

REQSTrequest

REQSTDrequested

RMKSremarks

RPTrepeat

RPTNrepetition

RYLrefer your letter

RYTLXrefer your telex

SAT Saturday


SEPT September


SHIPDshipped

SHIPT/SHIPMTshipment

SMPLsample

SPECSspecifications

STGsterling

TEL/TGMtelegram

THRUthrough

TKSthanks

Uyou

UNRCVDunreceived

UOSunless otherwise specified

URyour

URGTurgent

USD US Dollar


WED Wednesday


WLwill

WTweight

YDyard

YTLXyour telex


Appendix C General Abbreviationsin E-mail


ACAbbreviation Context应用上下文

AUAccess Units访问单元

ACSEAssociation Control Service Element联系控制服务元素

ADMDAdministration Management Domain行政管理域

APDUApplication Protocol Data Unit应用协议数据单元

APIApplication Programming Interface应用程序接口

ASEApplication Service Element应用服务要素

ASN.1Abstract Syntax Notation One抽象句法记法一

DAPDirectory Access Protocol目录访问协议

DIBDirectory Information Base目录信息库

DITDirectory Information Tree目录信息树

DISDraft International Standard国际标准草案

DLDistribution List分发表

DPDraft Proposal建议草案

DSADirectory Service Agent目录服务代理

DSPDirectory System Protocol目录系统协议

DUADirectory User Agent目录用户代理

EDIElectronic Data Interchange电子数据交换

EDIMSEDI Messaging SystemEDI消息处理系统

EDINEDI NotificationEDI通告

EDI-UAEDI User AgentEDI用户代理

EITEncoded Information Type编码信息类型

FTPFile Transfer Protocol文件运输协议

IDIdentifier标识符

IA5International Alphabet Number 5国际第五号电码表

IM-UAPDUInterpersonal Messaging User Agent Protocol Data Unit 人际消息处理用户代理协议


IMPSInterpersonal Messaging Service人际消息处理服务

IPM-UAInterpersonal Messaging User Agent人际消息处理用户代理

IPM-UAEInterpersonal Messaging User Agent Entity人际消息处理用户代理实体

ISInternational Standard国际标准

LAMLocal Area Network局域网

MASEMessage Administration Service Element消息管理服务要素

MDSEMessage Delivery Service Element消息投递服务要素

MSMessage Store消息存储

MTAMessage Transfer Agent消息传送代理

MTSMessage Transfer System消息传送系统

MTSMessage Transfer Service消息传送服务

MHSMessage Handing System消息处理系统

MOTIS Message Oriented Text Interchange System面向消息的文本交换系统


MRSEMessage Retrieval Service Element消息检索服务要素

MSSEMessage Submission Service Element消息提交服务要素

MTAEMessage Transfer Agent Entity消息传送代理实体

MTLMessage Transfer Layer消息传送层

MTSEMessage Transfer Service Element消息传送服务要素

OPDUOperation Protocol Data Units操作协议数据库

OROriginator始发者

OSIOpen System Interconnection开放系统互联

PDAUPhysical Delivery Access Unit物理投递访问单元

PRMDPrivate Management Domain专用管理域

RDNRelative Distinguished Name相关区分名

ROSRemote Operation Service远程操作服务

ROSERemote Operation Service Element远程操作服务要素

RTSReliable Transfer Protocol可靠传送协议

RTSEReliable Transfer Protocol Element可靠传送协议要素

SDESubmission and Delivery Entity提交、投递实体

SMTPSimple Mail Transport Protocol简单邮件传送协议

TPTransport Protocol运输协议

UAUser Agent用户代理

UALUser Agent Layer用户代理层

UAPDUUser Agent Protocol Data Unit用户代理协议数据单元
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Sincerely yours,

A. H. Jones
Sales Manager
AHI: tp
Encl; 2
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Our Ref: AB65077
Your Ref: YLH-315

International Investment Ltd.
77 Lewis. St.
Springvale Vic.
AUSTRALIA 2841

Dear Madam ;

December 10, 2012
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Sincerely ,
ABB COMPANY

Martin Smith, Manager
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April 17, 2012

B. T. Smith & Co.
926 St. Louis Street
Los Angeles, CA 90015

ATTENTION: MS SHERRY ZHANG
Ladies and Gentlemen
Subject: Sports T-Shirts
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March 12, 2012

Mr. Henry Wood, Manager
Vancouver Trading Corp.
273 Madison Street
Vancouver, Canada

Dear Mr. Wood ,
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Truly yours,

James Smith
Purchasing Director
8/ch
Encl. a/s
CC: Ms Mary Chen
P.S. Our special discount is 5% for your initial order.






OEBPS/Image00008.jpg
@ ABIEE ALY - BFERH R

A RE

MEXFHA - ERZBEKXF HRA





OEBPS/Image00000.jpg
8 it

A R/E

MEXFHMAL - LRZEKF H A





