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前言 Forward

进入21世纪以来，我国的对外经济贸易逐年增长，对外往来日益频繁。信函，尤其是电子邮件成为对外经贸交流中非常重要的沟通方式。对于从事外贸的人员来讲，能够熟练掌握外贸词汇及主要表达方式、写好外贸英文信函尤为重要。本书编写的目的正是要为广大学生和读者搭建一个普及外贸英文信函基本知识的平台，同时帮助他们系统学习和掌握外贸英文信函的行文方法、格式和专业词语，提高正确使用英语进行国际贸易交流的能力和水平。

本书根据新时期外贸业务和交流的特征，结合国际贸易的实际情况和需要，通过介绍大量信函范本，并辅之以一定的练习和案例强化读者对英文信函写作基本技巧、专业词汇与表达方式的掌握。教材各单元的内容结构安排合理，对于国际贸易主要环节的信函内容均有涉及。每单元开篇首先对外贸环节本身以及相关主题书信的写作原则作简要介绍，其次对信函的范例及相关常用词汇词组进行详细介绍，并对每个外贸业务环节常用的句型按照类别进行了梳理和归纳，在涉及单证或合同的业务部分介绍了该外贸环节中出现的单据、单证和合同等范本。因此，本书既适用于国际贸易和国际商务等相关专业的本科生教学，也适合从事外贸工作人员的自学和培训使用。读者在学完本书后，能够掌握常用的外贸术语、撰写外贸各主要业务环节的相关信函。

本书是编者在十多年教学经验的基础之上，按照最新教学改革方案，结合近年来国内外外贸英文信函教学改革趋势和作者的教学实践体会编写而成的。同时，扬州大学商学院的部分老师也参与了编写工作，他们多年从事外贸英文信函这门课程的教学和科研，并将行之有效的教学方法和自身多年的教学心得倾注在本书中。其中，谭燕担任主编，负责总体的策划与统稿，并具体编写了第1、2、7、8、9、10、16单元；凌振春担任副主编，负责收集各章开篇简介的资料，并编写第11、12、13、14、15单元。其他参与编写的人员还有牛群（第3、4章）和张颖（第5、6章）。参加本书资料收集工作的还有硕士研究生徐威威等。

本书在编写过程中，参考了国内外大量外贸英文信函方面的专著、教材及其他文献，在此向这些作者表示深深的感谢。

本书由扬州大学出版基金资助出版，书稿编写前后历经2年。由于编者水平有限，书中疏漏之处在所难免，衷心希望能得到学术界同行及国际商务领域广大读者的批评指正。
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Unit1 Business Letter Writing

General introduction to trade procedures

对于贸易新伙伴来说，外贸的流程一般起始于建立贸易关系，然后就进入到一般贸易环节，如买方询价、卖方报价、买方订货、双方确定付款方式、保险、包装及装运方式等，然后再订立合同，卖方进行备货、包装、报关、装船运输，双方按照合同约定处理好保险事宜，买方负责提货和结汇。外贸信函所涉及的主要业务流程描述如下：

一、询价与报价（make a quotation）

一笔具体的进出口贸易一般是由产品的询价、报价作为贸易的开始，也可称为“询盘”和“报盘”。买方对产品的信息进行询价，而卖方则对出口产品报价。报价主要包括：商品价格、商品质量等级、商品的材质、商品的规格型号、所购商品量的多少、交货期的要求、商品是否有特殊包装要求、商品的运输方式及保险等相关内容。其中，价格是最敏感的议题。

一般国际贸易中常用的价格条款有三种：FOB（“船上交货”价）、CFR（“成本加运费”价）和CIF（“成本、保险费加运费”价）。

二、订货及签订合同（place an order and sign the contract）

贸易双方在对报价进行反复磋商并达成意向后，买方企业即进行正式订货并就交货期、交货方式等相关事项与卖方企业进行协商，双方协商认可后，需要签订购货合同（purchasing contract）或售货合同（sales contract）。合同标志着进出口业务的正式开始，是对商品名称、规格型号、数量、价格、包装、产地、装运期、付款条件、结算方式、索赔、仲裁等条款进行具体的规定。通常情况下，签订的合同为一式两份，并由双方盖本公司公章生效，双方各保存一份。

三、安排生产（arrange manufacturing）

无论是厂商还是外贸公司，出口商在签订合同后都要按照合同的交货期要求安排货物。除非有现货供应，否则均需安排生产。外贸公司需要根据买方的要求，下订单给工厂，写清楚所要购买商品的名称、规格和数量，做好采购合同，支付定金，还需要跟踪生产进程、随时掌握生产进程、并确保货物的尺寸和总量符合进口商的要求。

四、包装（packing）

包装分为外包装和内包装，外包装是为了运输的需要而进行的包装，内包装则是为了销售的需要而进行的包装。外贸函电中的包装一般仅指外包装。根据货物的不同，我们可以选择不同的包装材料，如：纸箱、木箱、编织袋等。不同包装形式的包装要求也有所不同。包装的标准有两种：一般出口包装标准和特殊出口包装标准。前者是根据贸易出口通用的标准进行包装；而后者则是根据客户的特殊要求进行出口货物的包装。在包装货物时，货物的包装和唛头（运输标志）应进行认真检查和核实，使之符合合同和信用证的规定。

五、保险（effect insurance）

国际贸易中的货物要经过跨国运输，在装卸和运输的过程中常常会因为各种灾难或意外事故而遭受损失。买卖双方为了最大化地降低意外所带来的损失，往往需要在货物装运前，按照合同规定由一方以一定的保险金额向保险公司办理货物的运输保险。投保人可根据货物运输的实际要求选择投保一般险和附加险。

六、装运（make shipment）

装运是卖方按照合同履行交货的义务。卖方将货物在装运港装上轮船，取得装运单据后将货物交给买方，即履行了交货。买方在准备好付款后，可向卖方发装运指示函；而卖方在货物备妥待发后，会向买方发送装运通知，以通知买方做好提货和付款的准备。

七、付款（make payment）

付款是国际贸易中非常重要的一个环节，它直接关系到双方（特别是出口方）在国际贸易中能否最终获利。买卖双方一般在询价和报价时就会商定付款方式和具体细节。比较常用的国际付款方式有三种：信用证付款、TT付款和直接付款，它们各有优缺点和适用范围。

国际贸易中多采用信用证付款的方式。它是一种相对安全的付款方式，一般适用于新交易或大宗货物的买卖。它是指由银行为买方提供付款的信用担保，它是保证出口商收回货款的保证文件，但其缺点是时间较长、费用较高，银行的开证手续费一般会达到开证金额的1.5‰左右。T T付款方式相对较简单，它是以外汇现金方式结算，由买方直接将款项汇至卖方指定的外汇银行账号内，可以要求货到后一定期限内汇款。直接付款方式是指买卖双方直接交货付款。与信用证付款方式相比，后两种付款方式的费用低、手续少、时间快，但卖方收不到货款的风险较大。

八、索赔与理赔（make a claim and adjustment）

买卖双方需要根据合同的规定，履行各自的责任与义务。当一方违约而使得另一方遭受损失时，受损方有权根据合同的相关规定，要求违约方对所遭受损失给予赔偿，即“索赔”；而违约方就损失方所提出的索赔要求进行处理就叫做“理赔”。国际贸易中的争议一般可以依次通过以下三个途径来解决：双方协商、仲裁、诉讼。

The formal letter format and layout

外贸英语函电是指进出口贸易环节中所产生的信函往来，目的是为了双方在外贸环节中有效交流商务信息。在信息高度发达的今天，商务贸易环节中的交流已并不仅仅局限于纸质信件，更多的是通过电子邮件、传真或一些及时通讯平台，如MSN，SKYPE等来交换信息。但是，无论采用哪一种交流媒介，贸易环节和流程都是一定的，人们都需要掌握外贸信函中的一些基本表达内容、表达方式和技巧。

在实际贸易往来中，进出口双方在寄送正式文件或合同时，一般会选择电子邮件附件的方式，但格式仍需遵循正式的信函要求，否则就会显得不够慎重和专业。因此，在电子化通讯为主导的今天，掌握好正式信函的书写结构和具体格式要求仍然非常重要。

一、正式信函的结构

外贸英文函电的构成一般分为必需部分和选择部分。必需部分是一封正式的信函中不可缺少的部分，而选择部分则是笔者根据需要而添加的可有可无的部分。详见图1-1。



图1-1 信函结构范本



二、信函的格式

信函的格式一般有以下三种，详见图1-2。



图1-2 三种信函格式

1. 缩进式（indented style）：即封内地址的每一行和正文每段的开始都缩进相同的数格。这种格式的打印效率不高，看起来也不是很美观整洁，一般用得不多。

2. 齐头式（block style）：信的每一行都从左边边缘对齐开始。齐头式常常在商贸、官方以及一些正式的信件中使用，以显示信件内容的严肃性、真实性和可靠性。英文电子邮件多采用齐头式，这种形式的打印效率高，信的外表看起来也更加整洁。

3. 修正式/混合式（modified /mixed style）：信内地址及其他需要分行的部分采用齐头式，信的正文的每段开始可以缩进数格。修正式也称为折中式，这种格式显得比较随便，主要用于家人、朋友、私人之间来往的信件。

The envelope format

第一印象在商务领域中非常重要，而信封就是对方收信时首先看到的部分，所以信封的内容务必要清楚专业。信封上最重要的，就是寄信人的地址和收件人的地址。中英文信封写法的最大不同在于收信人地址和寄信人地址的位置不同。地址书写的具体格式和信内地址完全一样，可以用缩进式或齐头式，如图1-3所示，基本原则是要和信内地址的格式相一致。

一、寄信人地址

如果寄件人的地址没有预先印在信封上，那就把它打在信封的左上角。尽量不要手写，要先打姓名和头衔，然后是公司的地址。地址当中不要有句号，但是逗号、破折号、连字符和表示缩写的句号则可以视情况而使用。地址当中最长一行的长度，不要超过信封长度的一半，或是信封宽度的三分之一。

二、收信人地址

收件人地址一般打在信封的中央，第一行不要超过邮票的下缘。先写收件人的姓名与头衔，接着依照对方国家的习惯写地址，地址当中同样不要有句号。如果你所使用的是有透明窗口的信封（开窗信封，window envelope），则要把信纸折好，使信纸上的收件人地址正好对着窗口。

如果发信人要将信函标示为“私人信件”、“机密信件”、“航空”、或“挂号”，可以在信封的左下角注明Private、Confidential、Airmail、或Registered等字样。



图1-3 信封范本

Basic writing skills

外贸信函是信息交流和沟通的工具，其写作者需要有良好的英语基础。写出来的书信首先应该语法正确，丝毫没有被人误解的地方，并且要让收信人一看就能明了该信的目的。所以，在书写外贸函电时，一定要有明确的主题，并以简洁精炼的语言和明晰的结构来表述完整的内容；同时，还要体现出成熟的业务思维。不同的信函可以采用不同的语气，如建立业务关系的信函和询盘回复时一般要客气；贸易具体环节的信函写作则要细心，字里行间要表达出对对方的信任；催促付款时语气要急迫，但又不失礼貌；回复客户抱怨或索赔时，信函中的措辞要给予对方充分的理解，并给予足够的解释和说明。

一、信函写作三阶段

从时间阶段分配上看，信函的写作可以分成三个阶段，即写作前、写作中及写作后。

1. 写作前（pre-writing）

在开始写作之前，一定要明确信函的确切目的，并根据目的选择所需的语言和格式。其次，要根据信函写作的目的提前做好内容安排。当内容较多时，可以先记下表达的要点，以免遗漏，并整理好所有相关的信息和文件，按照它们的先后顺序来安排信函的提纲。

2. 写作中（while-writing）

为了使读者能够更清楚地了解信函的内容，首先要给信函拟定一个清晰而简短的标题，标题要体现写信的目的。电子邮件中都有标题这一部分，尽量要使标题言之有物，体现信函的主要内容。其次，如果是回信，有必要在信函开头提及该封信与之前信件的关联，以明确信函的目的。起始句要开门见山，直切主题。

写作时要注意把握与事实相关的细节，分段描写。尽管外贸信函一般不会很长，但对于中国人来讲，由于是采用非母语写作，很容易写得颠三倒四，模糊不清。你可以将信函按照内容分成不同的段落，每一段只表达一个主题，这样层次会更加清楚。在具体陈述时，要注意选择并提供与事实相关的细节，有力地表达自己的观点。

结束句必须要简要精当，对全文作出总结，并表达愿望。

3. 写作后（post-writing）

信函写好后，一定要再次浏览一遍，以检查是否有信息遗漏、明显的拼写和语法错误。特别是以电子邮件发出的信函，一旦点击，即会瞬间发送，因此更要细致，特别是要检查相关的附件是否已经添加。尽管忘记可以再次发送，但这会给对方留下非常粗心和不专业的印象。

其次，一封商务信函寄出后，如未能及时收到回复，有必要再次发函提醒，以免因为一些未能及时送达的客观因素（如网络原因或投递原因等）造成延误，而影响到业务进程。

二、信函写作的“6C”原则

要写好业务信函，在语言上需要注意以下6个方面，简称为“6C”原则。

1. 清楚（clarity）

一封信要让收信人看信后不会误解写信人所要表达的意思，就要写得清清楚楚、明明白白，并且没有艰涩难懂之处。写作时要注意以下几点。

（1）语义要清楚。语法上要注意代名词、关系代词和先行词的关系，以免引起误解。信函中要避免使用可能产生不同理解或意义不明确的词汇，并注意修饰词的位置。英语中修饰词的位置不同，含义也不尽相同。

（2）内容要统一连贯。要注意各段语意的前后一致，内容紧凑连贯。其次，还要注意介词与动词和名词的搭配。同一个动词，其后所加的介词不一样，意思就可能大相径庭。

（3）逻辑布局要清晰。段落的安排和句子的安排都要合乎逻辑，不能条理不清。因此，信写好后一定要再通读。

2. 简洁（conciseness）

信函的简洁是指意思的表达不啰嗦，没有不必要的重复。通常商务人士每天需要处理大量的事务，所以信函要开门见山、长话短说、直接切题。要做到简洁，需注意以下几点：

（1）删除无关的信息。收信人并不需要知道某个主题的所有方面，写信时要直切主题，无须扯得太远。

（2）删节冗词。写信要力求长话短说，用尽可能少的文字完整、清楚而又有礼貌地表达所需要表达的意思。

（3）用词简洁。尽量使用单词来代替某些矫揉造作的短语，避免使用陈旧的商业术语。在不影响句子原意的基础上，尽量少用一些不必要的形容词。

（4）多用动词。名词和副词常用来描述一个状态，而动词表达的则是行动，是句子的重心，给读者的印象会更加深刻。如用conclude、assist代替bring to a conclusion、give assistance to，就显得更加直接。

（5）精简句子结构。句子尽量不要太长，以免引起歧义。词语和意思不要重复，那样会给人以不够专业（professional）的印象，有画蛇添足之感。

（6）避免模棱两可。有些单词、短语或句子在不同的语境中可能会有不同的含义，要尽量避免使用。

3. 礼貌（courtesy）

在对外业务往来中，我们要表现得礼貌得体，信也要写得有理有节，既要表达出自己的观点和立场，又要注意礼貌，不要盛气凌人。我们需注意以下几个方面：

（1）及时回复。在收到对方信函后及时地回信是礼貌的表现，哪怕你无法给对方正面的、及时的回复，也需要告知对方你的难处，切不可将电子邮件搁置很久。如对方向你询价某产品，而你方已不生产此产品，也需及时回复、表达歉意或给他推荐其他厂商或其他产品。如对方向你方抱怨或索赔，你方需要一段时间调查后才能答复，你也需要先写封回信告知情况，请对方等待，而不是等调查结果出来后再回复。因为这样会给对方效率低下的负面印象。

（2）避免政治问题。在写信措辞时，尽量不要有文化歧视、城乡歧视、年龄歧视、残疾歧视、种族歧视和性别歧视等词语和句子。

（3）运用友好礼貌用语。避免一些命令性的和粗鲁的用词用语，更多采用请求而不是命令的口气，并适时使用虚拟语气。当表示拒绝或反对和不认同时，可采用一些缓和的句型来减少对对方的刺激，常用缓和语气的表达法如We are afraid，we would say，we would think，it seems to us等等。你也可以充分利用被动语态的优势，被动的语气往往要比主动语气更加客气。

（4）注意表达技巧。信函的礼貌不仅直接表现在措辞上，还表现在表达的技巧上。如想向对方抱怨或表示不赞同，可以先将对方好的方面作一个简单的评价或认同，然后再表达出自己的观点。这样不仅礼貌，而且对方往往也更容易接受。

4. 正确（correctness）

商业书信的内容体现了双方的业务磋商、协议和合同，以及各自履行义务的安排，直接牵涉到买卖双方的权利、义务和利害关系等，也是开立各种商业单据的根据，因此必须要写得正确，不要引起歧义。

（1）语法准确。用词、拼写、标点符号、时态、语态等语法要正确无误，可以借用一些现代的软件来检验拼写。

（2）内容叙述正确。所表达的信息和语义要正确无误；运用商业术语时要用字简洁，意义明确，使用得当；涉及数字时，更是要格外注意，千万不能失之毫厘，谬以千里。

5. 完整（completeness）

外贸信函的完整包括两个层面的含义。

（1）格式的完整。正式信函中的必要部分一定不能省略，否则会给收信人留下不专业、随便的印象。当然，对于来自不同国家、不同文化背景的客户，对于“完整”的理解和要求又不太一样。美国、澳大利亚和南美洲的国家一般在格式上更加随意一点；而欧洲的一些国家，如德国，就要严谨得多，格式不完整会被认为太轻率、太随意，不容易让对方产生信任。

（2）内容的完整。一封商业信函应包含所有必需的事项，如邀请信应说明时间、地点等，切忌寄出含糊不清的信件。要完整且有逻辑地写出希望收信人做出积极反应的一切情况及问题，对于对方来信中所提出的全部问题或要求要能够一一给以回答。对于重要的信，更须注意完整。例如接受对方的报盘时，因为这类信实际上已类似于成交合同，对双方都具有约束力，所以最好要把条件进行全部说明，或具体说明所接受报盘的根据是什么（如报价单、信件等）。如果表述得不完整，就有可能引起不必要的麻烦甚至纠纷。一封信写得是否完整，可以采用六个“W”问题来检验：who、what、where、when、why以及in what way。

6. 体谅（considerateness）

所谓“体谅”，就是写信时不要只从自身出发，而要兼顾对方的要求、愿望和感情等，既要能从对方的角度考虑有什么需求，语气上也要体现对对方的尊重。现在的企业都强调“双赢”与“顾客导向”，长期业务关系的建立可以为企业带来源源不断的市场资源。在国际贸易过程中，双方难免会产生一些分歧、抱怨等，如何通过信函的措辞和恰当的表述，既处理了问题，又不伤害双方的关系，就需要“体谅”。具体要注意以下两点。

（1）采取对方为主的态度（You-attitude），即写信时要“目中有人”。即使是抱怨，也可先从收信人的角度考虑他的处境，换位思考，并顾及到对方的愿望、问题、背景、感情以及对此信可能做出的反应等。如在拒收商品时，不仅要说明理由，而且对如何处理，谁将负责该笔费用以及一些其他相关事宜也要提出一些建议。这样，收信人就会更容易接受。总之，信函要写得礼貌、真诚，让收信人感觉到你是一个体贴的、有人情味的并能为别人考虑的业务伙伴。

（2）尊重文化差异。东西方文化差异、不同宗教国家的文化差异决定了人们对特定事物的认知和态度的不同。在写作时，在信函的语言措辞、写作风格等方面要尽量考虑到对方的文化，特别要注意避免对方文化中的语言禁忌。

本书由“ePUBw.COM”整理，ePUBw.COM 提供最新最全的优质电子书下载！！！

Unit2 Establishing Business Relations

General introduction

进出口贸易往往始于出口商或进口商主动向潜在客户发函建立业务关系。建立业务关系，实际上就是确定贸易对象。贸易双方只有在相互了解、彼此信赖的基础上，才能进行积极合作，并使双方贸易活动得以顺利地开展。一般来讲，双方可以通过相互介绍或第三者的介绍，了解对方的资金信用、经营能力和业务范围等情况，然后再进行实质性的业务商讨。

进出口商通常可以通过以下几种渠道获得潜在客户的信息：（1）互联网、报刊、杂志等各种媒体及企业名录（2）各种交易会、展览会；（3）银行；（4）其他客户，如已有的供应商、客户等；（5）工商团体及行业协会等；（6）我国驻外商务机构或外国驻华机构。

建立业务关系的信函是首次发给对方的信函，因此语言一定要礼貌，字里行间所表达的态度要谦逊、诚恳。信函的内容不宜过长，要尽量简洁、清晰。一般应包括如下内容：

1. 交代信息来源，即通过何种渠道获得对方的名称和地址。

2. 说明去函目的，如扩大交易、建立长期业务关系、拓宽产品销路等。

3. 介绍本公司情况，如公司性质、经营范围、业务能力等。

4. 介绍主要生产产品或感兴趣的进、出口项目。出口商可介绍公司所经营产品的整体情况，如质量标准、价格水平和目前销路等；进口商则可阐明所需产品的具体品名、规格、价格等。

5. 表达良好愿望，希望对方回复或激励对方立即采取行动。

收到对方的来信后，应该尽量按照对方的要求完整回复。即使无法满足对方的要求，从礼节上来讲也需及时回复并婉言阐明理由，切不可置之不理。

Specimen letters

Letter–2(1)

Dear Sirs,

Re: Electric Appliances

We have your name and address from Alibaba website and know that you have big interest in importing home appliances from China.We wish to enter into trade relations with you in this line.

We are pleased to inform you that our company has been specialized in manufacturing white electric appliances for more than 30 years.Our products enjoy very high reputation in many countries around the world.

For your reference,we are enclosing a complete set of catalogue showing detailed descriptions and specifications of various products.If any of the items listed in the catalogue meets your interest,please let us have your specific enquiry.Your immediate attention will be highly appreciated.

We look forward to your early reply with much interest.

Yours Faithfully,

Letter–2(2)

Dear Sirs,

We learned from the Commercial Counselor’s Office of the Chinese Embassy in Geneva that you are one of the leading importers and wholesalers of surgical instruments in Switzerland.

We avail ourselves of this opportunity to approach you for the establishment of business relations with you.We are exporters of the same lines of business with rich experience in this area.So far,we have expanded our sales into more than 20 countries including the US,Germany and Japan.We will be pleased to set up business relations with you if you have interest in extending our business into your market.

To give you a general idea of the various kinds of our products now available for export,we airmail you a brochure and a price list under separate cover.Quotation sheet and sample books will be airmailed to you upon receipt of your specific inquiry.

We are keenly awaiting your reply.

Yours Truly,

Letter–2(3)

Dear Sirs,

Through the courtesy of the German Consulate here in Shanghai,we know that your corporation is interested in establishing business relations with Chinese corporation for the purpose of importing textile products of our country.

We are a large-sized state-owned enterprise in the line of textile manufacturing, having a business background of some 50 years,and are now particularly interested in exporting to your country textile products of all types,such as table cloth,bed sheets,and pillows.Chinese textile goods have long-standing good prestige in the world market and our prices are very competitive compared with those from some other Asian countries like Myanmar,India and Bangladesh.You can also be assured of the quality of our products and our credit standing as well,for which you can respectively refer to our customer,Lidl in Berlin,and Bank of China,Frankfurt Branch.

To acquaint you with the various product items we handle,we are sending you several pamphlets under the same cover.As soon as you dispatch your specific enquiry,samples and specific quotations on CIF Frankfurt will be sent to you immediately.We really hope to commence our business with you on the win-win basis.

We should be obliged by your early reply.

Very truly yours,

Notes

1. You have big interest in importing home appliances from China.

你们对从中国进口家用电器很感兴趣。

have interest in: be interested in / show interest in 对……感兴趣

home appliance 家用电器

2.We wish to enter into trade relations with you in this line.

我们希望与贵方在这个行业建立贸易关系。

enter into 加入;开始;建立；订立……合同

enter into a contract / an agreement

3. Our company has been specialized in manufacturing white electric appliances for more than 30 years.

我公司已经专业从事白色家电的生产超过30年。

be specialized in 专业从事（也可用specialize in）

white electric appliances 白色家电

black electric appliances 黑色家电

4. For your reference,we are enclosing a complete set of catalogue showing detailed descriptions and specifications of various products.

我方现随函附寄一整套目录，主要是关于不同产品的详细说明和规格，以供贵方参考。

enclose 随函附寄

for one’s reference / information 供……参考；特告知……

5. You are one of the leading importers and wholesalers of surgical instruments.

贵方为外科器械的主要进口商和批发商之一。

leading importer 主要的进口商（也可用major / main importer）

wholesaler / retailer / distributor 批发商；零售商；分销商

6. We avail ourselves of this opportunity to approach you for the establishment of business relations with you.

我们借此机会与贵方联系接洽建立业务关系事宜。

avail oneself of 利用

avail oneself of the opportunity to do sth.; take the opportunity to do sth.：利用此机会……；借此机会……

approach 与……联系 e.g.We shall approach the department concerned on this matter.

接近；临近 e.g.The shipment date is approaching,so we should speed up.

7. To give you a general idea of the various kinds of our products now available for export,we airmail you a brochure and a price list under separate cover.

为向贵方提供我方可供出口的不同产品信息，特另封航邮小册子和价格单各一份。

our products available for export 我方可供出口的产品

send……under separate cover / under the same cover 另封邮寄……，随函附寄…..

8. Quotation sheet and sample books will be airmailed to you upon receipt of your specific inquiry.

一但收到贵方的具体询价，将向贵方航空邮寄报价单和样品书。

upon receipt of 一收到；一旦收到

quotation sheet 报价单

inquiry；调查；询问；询盘

9. Through the courtesy of the German Consulate here in Shanghai

承蒙上海德国领事馆的推荐

through the courtesy of 承蒙……的推荐

by courtesy of 承蒙……的好意（许可）；经由……的途径

10. We are a large-sized state-owned enterprise in the line of textile manufacturing.

我们是一家从事纺织品生产的大型国有企业。

11. You can also be assured of the quality of our products and our credit standing as well,for which you can respectively refer to our customer,Lidl in Berlin, and Bank of China,Frankfurt Branch.

贵方对我方的产品质量以及信用状况大可放心，对此可分别咨询我公司顾客柏林的利德尔（德国的一家零售商）和中国银行法兰克福分行。

be assured of 对……确信 e.g. You will be assured of high quality products at reasonable prices.

assure sb. of sth. 向某人确保某事 e.g. We can assure you of our high quality products at reasonable prices.

refer to 指的是；提到e.g.This clause refers to the requirement on the insurance.

向……参考；引证；查阅e.g.As for our credit status,please refer to our banker.

12. To acquaint you with the various product items we handle......

为使贵方了解我公司所经营的不同产品类别。

acquaint sb.with sth.使某人熟知某事

be acquainted with 对……熟悉e.g.We are quite acquainted with the trade rules.

13. We really hope to commence our business with you on the win-win basis.我们非常希望能与贵方在共赢的基础上开始业务。

commence sth. / to do sth.开始某事，开始做某事

win-win 双赢的

14. We should be obliged by your early reply.若能及时回复，将不胜感谢。

be obliged by 因……而感谢

Useful words and expressions

1. catalogue n.目录

product catalogue　　产品目录

illustrated catalogue　　带插图的目录

classified catalogue　　分类目录

2. enclose v. 随函附寄

enclosed please find　　随函寄去……,请查收

e.g. Enclosed please find three copies of our contract.

enclosure n. 附件 e.g. We have received your letter of May 3 rd with two enclosures.

3. export n. 出口

export control　　出口管制

export declaration　　出口申报

export tax rebate　　出口退税申报

export document　　出口单据

export dumping　　出口倾销

export entry　　　出口报关

export license　　出口许可证

export-oriented economy　出口导向型经济

export quota　　出口限额

export subsidies　　出口补贴

export volume　　出口量

exporter n.　　　出口商

exportation n. 出口（可与名词export通用）

4. enquiry n. 询价

enquiry fee　　　查询费

enquiry form　　询价表

enquiry sheet　　询价单

make an enquiry　　作询价

specific enquiry　　具体的询价

enquire v. 问询

enquire about　　询问.…..情况

enquire into　　　调查

5. enterprise n. 企业

large-sized / large-scaled enterprise 大型企业

small-and-medium-sized enterprise 中小型企业

small-and-mini-sized enterprise 小微企业

state-owned enterprise　国有企业

state-run enterprise　　国营企业

private enterprise　　民营企业

entrepreneur n.　　企业家

entrepreneurship n.　　企业家精神

6. for your…供你方……

for your information　　特告知你方

for your consideration　　供你方考虑

for your examination　　供你方检验

for your perusal 供你方阅读

for your reference 供你方参考

7. industry n. 工业；行业

small-scaled industry 小型工业

large-scaled industry 大型工业

heavy industry 重工业

light industry 轻工业

primary industry 第一产业

secondary industry 第二产业

tertiary industry　　第三产业

agriculture industry　　农业

manufacturing industry　制造业

service industry　　服务业

industrialize v. 工业化 the industrialized country 工业化国家

industrialization n. 工业化

industrial adj. 产业的；工业的 industrial upgrading 产业升级

8. in your area 在你的地区

其他相类似的词组还有：

at your end　　　在你处

in your district　　在你地区

in your place　　在你地

9. line n. 行业；线条

best selling line　　畅销货

business line　　业务领域；业务行业

production line　　生产线

in this line of business　在这个行业

in line with　　　与……相符合

e.g. The terms of the L/C should be in strict line with those of the contract.

out of line with　　与……不相符

e.g. We regret to say that your price is entirely out of line with our market.

10. market n. 市场；销路

auction market　　拍卖市场

bond market　　债券市场

foreign exchange market　外汇市场

financial market　　金融市场

future market　　期货市场

securities market　　证券市场

stock market　　股票市场

secondhand market　　二手市场；旧货市场

v. 销售；推销 market the product at our end

11. quotation n. 报价

quotation sheet　　报价单

make a quotation　　作报价

quote v.；n. 报价

quote a CIF price for the goods　报商品的CIF价

a price quote on the goods　对商品的报价

12. sales adj. n. 销售（）的；售货（）的

sales account　　销售账目

sales confirmation　　销售确认书

sales contract　　销售合同

sales department　　销售部门

sales discount　　销售折扣

sales manager　　销售经理

sales promotion　　促销

sales volume　　销售量

13. trade n. 贸易；行业

trade affair　　　贸易事务

trade balance　　贸易平衡

trade barriers　　贸易壁垒

trade deficit　　　贸易顺差

trade fair　　　交易会

trade friction　　贸易摩擦

trade gap　　　贸易失衡

trade practice　　贸易惯例

trade surplus　　贸易顺差

trade terms　　　贸易条件

barter trade　　　易货贸易

bilateral trade　　双边贸易

compensation trade　　补偿贸易

frontier trade　　边境贸易

multilateral trade　　多边贸易

processing trade　　加工贸易

v. 与……做贸易

trade with

Useful sentences

1. 交代获得对方信息的来源

（1）The Foreign Department of the Bank of China here has recommended your corporation as being interested in expanding your business in China. We have the pleasure of writing this letter to you in the hope of establishing business relations with you.

此地的中国银行海外部推荐说贵公司有意在中国拓展业务。我们很高兴写信给贵方，希望与你方建立业务关系。

（2）Our market survey showed that you are the largest importer of cases and bags in Egypt, and these goods come within the frame of our business activities.

我公司通过市场调研得知，贵方是埃及最大的箱包进口商，而箱包产品正属于我公司的业务经营范围。

（3）We read with interest your advertisement in the China Daily and should be very pleased to receive the particulars of your product information.

看到贵方在“中国日报”上所刊广告，我方很感兴趣。若能收到贵方产品的具体信息，我方将非常高兴。

（4）We have obtained your name and address through the Commercial Counsellor’s Office of the Embassy of the People’s Republic of China in your country and understood that you would like to extend business relations with us.

我们从驻贵国的中国大使馆商务参赞处得知贵公司的行名和地址，并获悉贵公司愿意和我们拓展业务关系。

2. 介绍本公司的具体情况或产品

（1）We are a trading company involved in import and export business throughout the world.The items you are interested in just fall within the business scope of our corporation.

我们是一家贸易公司，在全球都有进出口业务。贵方所感兴趣的产品属于我公司所经营的范围。

（2）We write to introduce ourselves as one of the leading exporters of a wide range of air conditioners and color TV sets in this area with extensive connections with many appliance chain stores.

我公司现去信作自我介绍，本公司是本地各类空调和彩电的主要出口商之一，与许多电器连锁店有着广泛的联系。

（3）You can see from the enclosed brochures that we have a rich variety of products for export.We are also convinced that our products are of good quality and reasonable price.

贵方可从随函附寄的小册子看到，我方可供出口的产品非常丰富。我们也深信我方产品质量上乘、价格合理。

（4）We have the pleasure of introducing ourselves to you with the hope that we may have an opportunity of cooperating with you in your business extension. Actually we have concluded considerable business with Johnson ＆ Johnson Co., Ltd.for a long time.

我们有幸自荐，盼望能够有机会与贵方合作，扩大业务。事实上，我公司与强生有限公司长期有大量业务往来。

3. 表达建立业务关系的愿望

（1）In order to give you a rough idea of our mechanical instruments,we send you by Qingfeng Express our product brochures and catalogues in the hope of offering you the specific information.And we sincerely wish to receive your reply and specific enquiry.

为了让贵方大致了解我们的机械仪器，现由清风快递寄给贵方我公司的产品小册子和目录，以提供详细情况。诚挚地希望收到你方的答复和具体询价。

（2）With a view to expanding our business at our end, we are writing to you in the hope that we can open up business relations with your firm on the basis of mutual benefits.

我方现去信贵方，希望在贵地拓展我公司业务，并在互利的基础上建立业务关系。

（3）We wish to extend our warm welcome to your desire to enter into direct business relations with us in the line of medical instruments.

贵公司希望我们双方在医疗器具业务方面建立直接的业务关系，对此我们热烈欢迎。

（4）We would have the pleasure to receive your enquiries for all kinds of light industrial goods, against which we will send you our quotations in US dollar,FOB P.R.C.port,packing included.

我们欢迎贵公司来函询购各种类型的轻工业产品。我们一定按照贵公司的询价单寄送报价单，所报价格以美元计算，采用中华人民共和国口岸FOB（船上交货）价，包括包装费用。

Exercises

Ⅰ. Translate the following phrases and make sentences with them.

1. avail oneself of

2. refer to

3. be obliged by

4. send ……under separate cover

5. enclosed please find

6. be assured of

7. acquaint sb. with

8. through the courtesy of

9. for one’s information

10. specialize in

Ⅱ. Fill in each blank with an appropriate preposition to complete the letter.

Dear Sirs,

We owe your name and address 1 the Commercial Counsellor’s Office of the Finnish Embassy in Beijing who have informed us that you are 2 the market for copy machines.

We take the liberty of approaching you 3 the establishment of trade relations with you.We are a state-operated corporation,handling both the import and export of various kinds of machines.In order to offer you some information 4 our business lines,we enclose a copy of our export list covering the main items suppliable 5 present.

Should any of the items be 6 interest to you,please let us know.We shall be glad to give you our lowest quotations 7 receipt of your detailed requirements.

In our trade with merchants of various countries,we always adhere 8 the principle of equality and mutual benefit.It is our hope to promote, 9 joint efforts, both trade and friendship 10 our mutual advantage.

We look forward to receiving your enquiry soon.

Yours faithfully,

Ⅲ. Complete the following sentences in English.

1. We learn from our banker that

a.贵公司是莫斯科市最大的电器用品进口商之一。

b.贵公司专门经营化工产品的进出口业务。

2. We wish to express our desire to

a.与贵公司建立长期的业务关系。

b.获得最近贵方可供出口的商品。

3. We are enclosing

a.我方的产品目录和报价单各一份。

b.我公司不同产品的小册子和价格单。

4. We really wish to

a.与贵方届时在广交会上洽谈合作事宜。

b.通过双方的共同努力在业务和友谊上均有建树。

5. As to our financial standing,

a.请向汇丰银行伦敦分行咨询。

b.贵方尽可以放心，我公司的合作者Thompsons商行会向贵方提供相关信息。

Ⅳ. Translate the following sentences into English.

1. 通过贵国最近来访的贸易代表团，我们了解到贵方是信誉良好的中国手工艺品的进口商。

2. 从贵公司的网站上得知，贵地对中国罐头食品的需求旺盛。我们专营这一业务，希望能够在平等互利的基础上与贵公司建立贸易关系。

3. 我们经营的商品包括本国第一流的木制地板产品，因此我们有良好条件按贵方提出的要求，向你们的顾客提供质量最可靠的商品。

4. 按照你方要求，我们现附上一套带插图的产品目录及价格单，供对方考虑。若贵方对所列商品感兴趣，请将具体需要告知我方。

5. 请及时洽办，我方预致谢意。一俟收到贵方的来函，我方将向贵方及时报价，并随时愿为贵方效劳。

Ⅴ. Write a letter based on the following notes.

1. 鹿特丹安德森公司将对方介绍给我们。

2. 我公司专门出口化工产品和药品，随函附目录以供参考。

3. 一收到对方询价，我方即立刻寄送样品，并报最优惠的价格。

Sample documents

我国进出口产品的细分可以采用不同的标准，如用途、产业类别等。表2-1为海关在对进出口总额统计时所采用的产品划分类别；表2-2为根据产品的用途和功能等所进行的产品类别划分。

表2-1 进出口产品类别



表2-2 一般产品类别
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Unit3 Enquiries

General introduction

所谓询盘又称询价，是指买方或卖方为了洽购或销售某项商品而向对方提出有关交易条件的询问。询盘一般由买方向卖方发出，询盘的内容可涉及价格、规格、品质、数量、包装、运输以及索取样品等。询盘中最重要的是询问价格，因此一般也将询盘称作询价。

在实际业务中，询盘只是探寻交易的可能性,所以不具备法律上的约束力。询盘的一方对能否达成协议不负有任何责任，所以询盘可看作是与对方的试探性接触，询盘人可以同时向若干个交易对象发出询盘。但是，在选定了潜在供应商的国别和地区后，你要选择其中几家向他们发出询盘，而不是漫天撒网，以避免供货人趁机抬高其售价，从而不利于以后的贸易磋商。

询盘必须简洁、具体，用词得体，不必使用过分客气的词句。同时，买卖是公司间的交易，因此询盘应寄送给公司而不是个人，这样也可避免信件耽搁。对于对方的询盘应及时答复，内容要有针对性，避免答非所问，以利于交易磋商的进行。

Specimen letters

Letter–3(1)

Dear Sirs,

Request for catalogues

Your firm has been recommended to us by the James Brother Co,with whom we have done business for many years.

We know from them that your cooling systems are reliable and enjog great popularity in the world.As we are one of the reading processors in this area,we are always strict with the temperature control in production and storage.some of our cooling systems are obsolete and cannot guarantee the temperature we require.

We are keenly interested in your refrigerators,in particular Model A,for use in warehouse and should be glad if you send us a copy of your illustrated catalogue and latest price list.

Yours Truly,

Letter–3(2)

Dear Sirs,

We learn from the Canadian Chamber of Commerce that you are manufacturing a variety of textile machines.

We are one of the biggest dealers in our country in the field of textile machines and looking for a manufacturer who could supply us with a wide range of textile machines for the market.As there is a great demand here for high quality dyeing machines at present,we will appreciate your sending us a copy of your catalogue with details of your prices and terms of payment.As we usually place very large orders,we would expect a quantity discount in addition to a 15% trade discount off net list prices.

We believe there is a promising market in our area for moderately priced goods of the kind mentioned.If your price and terms meet our requirements,we will be glad to start a business relationship with you.

It would be most grateful if you could also supply information regarding the types of fabric to be processed on the machines.

Yours Sincerely,

Letter–3(3)

Dear Sirs,

We have been informed by ABC Bank that you manufacture fashionable handbags in a variety of leathers.We are impressed by the selection of handbags that were displayed on your stand at the Luxury Products Exhibition that was held in Paris last month.

You will be pleased to note that we are importers of handbags,having over 30 years’ experience in this particular line of business.We shall be glad if you send us your latest price list for handbags in various leathers specifying colors,sizes and designs.If possible,please also send us a complete set of samplecutting book for our reference.

If you are in a position to meet our demand,we believe your products will have a good sale in our market.For your information,our usual practice is to pay for our imports by sight L/C which,we feel sure,will be agreeable to you.

We look forward to your early reply.

Yours Faithfully,

Notes

1. Your firm has been recommended to us by the James Brother Co,with whom we have done business for many years.

与我方有长期业务往来的James兄弟公司向我方推荐了贵公司。

be recommended to 被推荐给

2. …should be glad if you send us a copy of your illustrated catalogue and latest price list.

若贵方能寄送一份产品的插图目录及最新价格表，……将非常高兴。

illustrated catalogue 带插图的目录

latest adj 最新的

latest version 最新版本

3. We are one of the biggest dealers in our country in the field of textile machines and looking for a manufacturer who could supply us with a wide range of textile machines for the market.

我方系本国最大的纺织机械经销商之一，现觅可为本国市场提供系列纺织机械的制造商。

in the field of 在……方面；在……领域

supply somebody with something 为某人提供某物

4. As we usually place very large orders,we would expect a quantity discount in addition to a 15%trade discount off net list prices.

我方通常大单采购，因而希望贵方除了在净价基础上给予15%的贸易折扣之外，可以给我方数量折扣。

quantity discount 数量折扣

trade discount 贸易折扣

in addition to 除……之外；另外e.g.They want on line banking services in addition to physical branches and ATMs.

off（prices）prep. 减价e.g.20 per cent off all clothes in this store

5. We believe there is a promising market in our area for moderately priced goods of the kind mentioned.

我方相信对于上述机械若定价合理，则在我地区会有不错的市场前景。

promising market 有潜力的市场；有销路的市场

potential market 潜在市场

mature market 成熟的市场

6. It would be most grateful if you could also supply information regarding the types of fabric to be processed on the machines.

如果贵方能提供关于在该机器上所使用的布匹类型的信息，我方将不胜感激。

be most grateful/ thankful 非常感谢

regarding 关于；至于

to be processed:待处理；待加工

7. You will be pleased to note that we are importers of handbags,having over 30 years’experience in this particular line of business.

我公司是一家手提包进口商，并在该行业有30多年的从业经验。

in this particular line 在此行业

line of business 行业；营业范围

8. We are impressed by the selection of handbags that were displayed on your stand at the Luxury Products Exhibition that was held in Paris last month.

我方对上月巴黎奢侈品展览会上贵方摊位所展示的各式手提包印象深刻。

be impressed by 对……印象深刻

the selection of 可供选择的；各式各样的e.g.It offers the widest selection of scarves of different styles in a one day market.

on your stand 在你方摊位

9. We shall be glad if you send us your latest price list for handbags in various leathers specifying colours,sizes and designs.

贵方若能寄送一份包含各种不同皮质、颜色、尺寸、式样的手提包的最新价格表，我方将非常高兴。

specify vt. 详细说明；列举；指定

e.g. He didn’t specify（详细说明）what problems he saw with the organization.

The company delivered the samples to us as specified（指定）.

specification n. 规格；技术参数

10. If possible,please also send us a complete set of sample-cutting book for our reference.

如有可能，请寄送我方一份全套产品剪样簿供我方参考。

samplecutting 剪样

11. If you are in a position to meet our demand,we believe your products will have a good sale in our market.

如果能够满足我方需求，我们相信你方产品会在我方市场畅销。

in a position to do 能够；可以e.g.We are now in a position to address all these challenges.

12. For your information,our usual practice is to pay for our imports by sight L/C which,we feel sure,will be agreeable to you.

我方的惯例是凭即期信用证支付进口货款，同时相信你方也会乐于接受这一方式。

for your information 供你方参考（文中可略译）

usual practice 惯例；通常做法

pay by 以……支付

make（effect）payment by 以……支；凭……支e.g.We only make payment by confirmed irrevocable letter of credit.

Useful Words and Expressions

1. regardingprep 关于；至于

with regard to 关于；至于e.g.The president acknowledged the differences between the U.S.A and Europe with regard to Iraq policy.

in this regard 就这一点而言e.g.Customers can also share their experiences with manufacturers in this regard.

regard for 尊重；顾虑到e.g.The folks in this area have less regard for the poor.

2. in particular 尤其；特别

be particular about　　过分讲究的；难以取悦的

particular average　　单独海损

particular（s）n. 细节

3. demand n. 需求

supply and demand　　供应与需求

market demand　　市场需求

potential demand　　潜在需求

in demand（for）　　销路好；有需求的

meet/satisfy the demand　满足需求

4. appreciate vt. 欣赏；感激；领会

e.g.（感激）Your prompt shipment will be highly appreciated（感激）.

e.g.（欣赏）Anyone can appreciate the design of our new products（欣赏）.

e.g.（领会）I think we can all appreciate the significance of his words now（领会）.

vi. 增值；涨价

e.g.The government believes that its currency will appreciate by three to five percent a year.

5. terms n. 条款；术语

terms of payment　　支付方式

terms of shipment　　装运条件

under the terms of　　根据条款

terms and conditions　　合同条款

come to terms with　　妥协；达成协议

on terms of　　　按照条件

6. moderate adj. 适中的；温和的；稳健的

moderate price　　公平价格

moderate temperature　　温度适中

moderate intensity　　中等强度

moderate size　　大小适中

7. price n. 价格

reasonable price　　合理价格；价格公道

market price　　市价

unit price　　　单价

competitive price　　有竞争力的价格；公开招标价格

stock price　　　股票价格

best price　　　最佳价格

share price　　　股价

vt. 定价 be priced at 定价为

8. process n. 过程

production process　　生产过程

in process　　　在进行中

in the process of　　在进行中；在……过程中

9. note v. 注意；记录

n. 笔记；票据；纸币

booking note　　托运单

delivery note　　送货单

shipping note　　装船通知

promissory note　　本票

debit note　　　借项清单；索款通知

10. sale n.销售

a good sale　　　畅销

for sale　　　待售

on sale　　　廉价出售

point of sale　　销售点

direct sale　　　直销

put up for sale　　出售

clearance sale　　清仓甩卖

hummage sale/jumble sale　二手货拍卖

white sale　　　（床单、棉絮物等）降价销售

Useful sentences

1. 发出询价

（1）Please be informed that one of our clients is in the market for hand tools and we should appreciate your sending us your best prices with indication of time of shipment.

我方的一位客户目前有意购买手工工具。请据此报贵方最优惠价格及装运期，我方将不胜感激。

（2）Please send us samples and quote us your lowest prices FOB Shanghai for the listed items.

请贵方寄来清单上所列货物的样品并报最低的上海船上交货价。

（3）We should be obliged if you would kindly quote us your best price and terms of payment.

请报贵方最优惠的价格和支付条款，我方将深表感谢。

（4）At present,we are keenly interested in your gloves and wish to receive a sample for which we will pay upon receipt of your invoice.

目前我方对贵方的手套产品非常感兴趣，并希望寄送一份样品给我方。我方将根据收到的发票进行支付。

2. 表达意愿

（1）Please give this enquiry your prompt attention.

请贵方尽快回复此询盘。

（2）We trust that you will give this enquiry immediate attention and let us have your reply at an early date.

我方相信贵方会对此询盘予以重视并尽快做出回复。

（3）If prices quoted are competitive,we will place orders on a regular basis.

如果贵方所报价格有竞争性，我方可考虑长期订购。

3. 回复询价

（1）Thank you for your enquiry of 3 rd May for our new types of bicycles.

感谢贵方5月3日对于我方新款自行车的询价。

（2）In reply to your enquiry,we are enclosing a complete set of catalogues for our products.

作为对贵方询价的回复，我方现随函附上全套产品目录。

（3）In reply to your enquiry of 2 nd June,we are now sending you our price list for the hand tools enquired for.Should you require any other information, please let us know.

为回复贵方6月2日询价，我方现寄送所询手工工具的价格单。如需其他信息，请及时告知我方。

（4）While thanking you for your enquiry,we regret to inform you that we are not in a position to cover your requirement.However,as soon as we have secured our supplies,we will revert to the matter.

感谢贵方的询价，但遗憾的是我方目前尚不能满足贵方的要求。一但我方能够确保产品供应，我方将重新商谈该事宜。

Exercises

Ⅰ. Translate the following phrases and make sentences with them.

1. in particular

2. illustrated catalogue

3. specify

4. a variety of

5. meet one's demand

6. regarding

7. in a position to

8. have a good sale

9. be pleased to note

10. in addition to

Ⅱ. Fill in each blank with an appropriate preposition to complete the letter.

Dear Sirs,

We have obtained information of your company from Lambert Co.,1 whom we have done business for many years,and are pleased to know that you are one of the leading exporters of garments 2 this line of business.We are desirous 3 entering 4 business relations with you.We assure that this happens 5 coincide with your desire.

6 present,we are greatly interested in coloured cotton shirt and should be pleased to receive 7 you 8 airmail catalogues and all necessary information 9 these goods.Meanwhile please quote us your best price FOB Shanghai with details of terms of shipment.

If the quality and price of your products are 10 to our standard,we intend to place order with you.

Yours Sincerely,

Ⅲ. Complete the following sentences in English.

1. It would be appreciated if you could

a.寄送一套完整的产品目录和剪样簿。

b.报贵方最优惠的CIF纽约价及折扣。

2. We have been informed that

a.贵公司是本地区最大的纺织品出口商之一。

b.贵公司在纺织品行业有着20多年的从业经验。

3. Please give our enquiry

a.予以重视并尽快就所列清单商品报价。

b.尽快回复并寄送一份询价商品的样品。

4. In reply to your enquiry of 23 July,We are glad to inform you that

a.所询价商品可以现货供应。

b.我方可以接受即期信用证的支付方式。

5. If your terms of payment is agreeable,we

a.将考虑与贵公司建立长期的业务关系。

b.将长期向贵公司订货。

Ⅳ. Translate the following sentences into English.

1. 我方对贵公司的纺织机械很感兴趣，若能寄来产品目录及价格单，我们将不胜感激。

2. 我方从温哥华商会处得知，贵公司多年来从事吸尘器的出口业务，请报贵方该产品的最低价格及交货期。

3. 请报贵方最优惠价格，并提供产品设计及原料等相关信息。

4. 我方的一位客户对贵方的产品很感兴趣，请报如下所列商品的伦敦CIF价格。

5. 如果贵方样品质量及价格达到我方要求，我方将考虑长期订货。

Ⅴ. Write a letter based on the following notes.

1. 向位于上海的一家纺织品进出口公司进行自我介绍，并要求对方寄送产品目录和剪样，同时报最优惠价格。

2. 如果产品式样及质量达到要求，价格合适，可考虑试订购。

3. 要求对方尽快回复。
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Unit4 Offers and Counteroffers

General introduction

发盘又称报盘、报价或发价，通常是一方收到对方的询盘之后发出的，也可以不经过对方询盘而主动发出。国防贸易的一方为了销售或购买一批商品，向对方提出有关的交易条件，并表示愿意按这些条件达成这笔交易，该行为即称为发盘。发盘如由卖方发出，称为售货发盘；但也可以由买方发出，通常称其为递盘或购货发盘。发盘必须经特定的受盘人接受，交易才能成立。发盘内容必须明确无误，不使用意义含糊之词。

还盘是受盘人对发盘内容不完全同意而提出修改或变更的表示。还盘可以针对价格、支付方式、交货期等重要条件提出修改意见。还盘既是受盘人对发盘的拒绝，也是受盘人以发盘人的角度所作出的新发盘。一方的发盘在对方还盘后即失去效力，除非得到原发盘人的同意，受盘人不得在还盘后后悔、再接受原发盘。

书写报盘信函时一定要及时、明确、准确。注意，要在报盘中包含全部的交易条件，如果是实盘一定要注明有效期，同时对所报商品最有价值的地方要多加渲染，以促使对方接受报盘。在书写还盘信函时，则要直奔主题，列出你方不能接受的条款，并阐明原因，对于所还盘内容，一定要清楚明确表达。

Specimen letters

Letter–4(1)

Dear Sirs,

Re: Handmade gloves

Thank you for your letter dated November 20,enquiring about our handmade gloves.

As requested, we would like to offer 5000 dozen handmade gloves at US $ 14 per dozen CIF Karachi,subject to your reply reaching us before the end of this month.We require the payment to be made by sight L/C opened in our favour through a bank approved by us.And the shipment is to be made in February /March,2012,provided that the covering L/C reaches us not later than December 30.

We trust that the above terms will be acceptable to you and hope that you will place order with us without delay.

Yours Sincerely,

Letter–4(2)

Dear Sirs,

We’re in receipt of your enquiry of October 15 for Men’s Shirts.We greatly appreciate your interest in our products.

To comply with your request,we are now offering you Men’s Shirts at US$ 120 per dozen FOB Shanghai,subject to our final confirmation.The prices quoted include packing cost and we may grant you a 10% discount for orders exceeding 5000 dozen.As usual,we require payment to be effected by an irrevocable L/C.

Owing to the quality and competitive prices,our products have won great popularity in international market.

We suggest your placing orders with us without delay so that we may guarantee the supply.

Yours Faithfully,

Letter–4(3)

Dear Sirs,

Re: Handmade gloves

We thank you for your letter of Dec 5,quoting us for the handmade gloves.

While appreciating the quality of your gloves,we find your prices are on the high side and not in line with the prevailing market.Meanwhile,the price of raw materials has dropped considerably and the retail price here has also fallen by 5%.Should you be able to reduce the price by 10%,we might put the deal through.

It is hoped that you would seriously take this matter into consideration and let us have your reply at your earliest convenience.

Yours Truly,

Letter–4(4)

Dear Sirs,

Re: Handmade gloves

Thank you for your letter of December 10.We are indeed sorry you find our prices too high.

Our quoted prices already make full allowance for large orders.We can not make a better offer than the one we suggested to you and we feel that the offer itself is most generous under the circumstances.

As you may know,the labour cost in our country has been steadily on the rise over the past few years due to the newly stipulated government policy.We could barely absorb the rising cost.Therefore our prices leave us with a small profit.We wish we could lower the prices but unfortunately we can not do so.Besides, we are now anticipating a large order from China,and that will certainly cause a sharp rise in price.

Despite our inability to accommodate your request,we hope that upon reconsideration you will be able to accept our offer.

Yours Sincerely,

Notes

1. Thank you for your letter dated November 20,enquiring about our handmade gloves.

感谢贵方11月20日来信对我方手工编织手套进行询盘。

enquire about/ of 询问

enquire into 调查；探究

enquire for 询购；打听

2.…subject to your reply reaching us before the end of this month.

……以贵方本月底回复到我方视为有效。

subject to 受……管制；使……服从e.g.You should subject yourself to my command.

be subjected to 使……遭受e.g.People seeking freedom should not be subjected to abuse.

3.…provided that the covering L/C reaches us not later than December 30.

……条件是相关信用证需不迟于12月30日送达我方。

provided（that）conj. 假如；倘若

in case that / suppose that 假如

4. And we require the payment to be made by sight L/C opened in our favor through a bank approved by us.

同时我方要求凭经由我方认可并以我方为受益人开立的即期信用证来支付货款。

open / establish / issue L/C 开立信用证

5. To comply with your request,we are now offering you Men’s Shirts at US$ 120 per dozen FOB Shanghai,subject to our final confirmation.

应贵方要求，我方现报男式衬衫每打120美元，上海离岸价，以我方最终确认为准。

comply with / in compliance with 依从；遵从

subject to one’s confirmation 以某人确认为准

6. The prices quoted include packing cost and we may grant you a 10% discount for orders exceeding 5000 dozen.

以上报价含包装费，5000打以上订单可享10%折扣价。

prices quoted和product enquired中的quoted、enquired是动词的过去分词形式作为形容词。定语后置修饰名词。

grant / allow/ give … a discount of 10%给予（允许）……10%的折扣

7. While appreciating the quality of your gloves,we find your prices are on the high side and not in line with the prevailing market.

尽管我方认可贵方手套的质量，但贵方所报价格颇高，且与现行市场价格不符。

on the high side 偏高

in line with 与……相符合

prevailing market value / price 现行市场市值（市价）

8. Should you be able to reduce the price by 10%,we might put the deal through.

如能降价10%，我方愿与贵方达成交易。

put the deal through 达成交易

conclude a deal / business/ contract 达成协议；订立合同

come to terms with 达成协议；让步；妥协e.g.We can hardly come to terms if you make no concession.

9. It is hoped that you would seriously take this matter into consideration and let us have your reply at your earliest convenience.

希望贵方能慎重考虑该提议，并尽快回复我方。

It is hoped that 希望

It is understood that 不用说；了解；理解

take… into consideration（account）考虑

give a thought to …留意；考虑e.g.Please give a thought to our long-term business relationship when you make decisions on that issue.

10. Our quoted prices already make full allowance for large orders and as you may know,the labour cost in our country has been steadily on the rise over the past few years due to the newly stipulated government policy.

正如贵方所知，由于政府新规的实施，我国人力成本过去几年来一直在稳定上升。

make allowance for 体谅；考虑到；留有余地

on the rise 在上升；在上涨

on the decline 在下降；在衰退e.g.The textile industry is on the decline with the forthcoming economic crisis.

stipulate vi, vt. 规定；保证e.g.the items stipulated in the contract 合同规定条款

11. We could barely absorb the rising cost.

我方仅能勉强承担不断上升的成本。

12. Therefore our prices leave us with a small profit.

我方价格只能维持微薄的利润而已。

leave sb. with 留给某人……

把……留给某人照管e.g.He left his children with his parents when he was out for business.

13. Besides,we are now anticipating a large order from China,and that will certainly cause a sharp rise in price.

此外，我方最近有望从中国方面得到大笔订单，届时这将导致价格猛涨。

anticipate vt. 预期；期望；占先

14. Despite our inability to accommodate your request, we hope that upon reconsideration you will be able to accept our offer.

虽然未能满足贵方降价要求，我方希望贵方经过重新考虑后能够接受该报价。

accommodate vt. 容纳；适应（…to）；供应（…with）；调解

accommodate/ meet / satisfy one’s request 满足某人要求

Useful words and expressions

1. as requested 根据要求

as stated　　　如上所述；如文所示

as stipulated　　根据规定

2. convenience n. 便利；便利的事物

at one’s convenience　　在某人方便之时

at one’s earliest convenience　尽早

为了……的方便for the convenience of

convenience store　　便利店

3. cost n. 成本

product cost　　产品成本

production cost　　生产成本

cost control　　　成本控制

cost management　　成本管理

at the cost of　　以……为代价

transaction cost　　交易成本

cost-effective　　有成本效益的；划算的

4.　covering adj.　　相关的

cover letter　　　求职信；附信

under separate cover　　在另函中

5. date n. 日期；约会；枣椰子

up to date　　　最新的；最近的

out of date　　　过时的；废弃的

delivery date　　交货日期

expiry date　　　到期日

date from　　　追溯到；始于

due date　　　到期日

maturity date　　到期日

vt. 注明日期: Please date the check as of today.

约会：He has been dating with his best friend’s sister.

6. due adj. 到期的；预期的；应付的；应得的

due date　　　到期日

fall due　　　到期

due payment；payment at maturity 到期付款

in due course/time　　在适当的时候

due / owing to　　因为；由于

7. offer n. 提议；发盘（报盘）；提供；录取通知书

counter offer　　还盘；还价

firm offer　　　实盘

non-firm offer　　虚盘

to forward an offer　　寄送发盘

accept /entertain offer　　接受发盘

confirm offer　　确认报盘

decline offer　　拒绝报盘

withdraw / cancel offer　撤回发盘

job offer　　　工作邀请（录用通知书）

best offer　　　最低报价

public offer　　　公开报价

vt. 提议；出价；求婚 e.g. offer one’s service 主动帮忙

8. quote vt. 报价；引述；举证 e.g. quote a price for 为……报价

n. quotation 报价；引证

9. receipt n. 收据；收到；收入

goods receipt　　货物收据

receipt document　　收款单据

warehouse receipt　　仓单

duty receipt　　　完税收据

in receipt of　　　收到

upon receipt of　　一俟收到

receipts n. 收入；进款

advance receipts　　预收款项

temporary receipts　　暂收款

10. supply n. 供应；提供；补给

guarantee the supply　　保证供应

supply chain　　供应链

in short supply/short of supply　供应不足

11. trust n. 信任；托拉斯

trust company　　信托公司

trust deed　　　信托契约

anti-trust law　　反托拉斯法；反垄断法

Useful sentences

1. 表明对询盘的感谢

（1）With reference to your letter of March 21 enquiring for handmade gloves,we enclose our

price list for your information.

因贵方3月21日来信询问我方手工编织手套价格，现随函附上我方价格单，供贵方参考。

（2）We thank you for your letter of 15 July and have the pleasure of offering you the following …

感谢贵方7月15日来函。我方很高兴报上……

2. 发实盘（虚盘）

（1）The firm is firm（open / valid）for four days only.此报盘有效期仅为4天。

（2）We are pleased to make you an offer,subject to the goods being unsold.

很高兴向贵方报盘，此报盘以货物未售出有效。

（3）In reply to your enquiry of April 20 for glass vases,we quote,subject to our final confirmation,at US$ 60 per dozen CIF Shanghai.

现回复贵方4月20日对玻璃花瓶的询价，我方报价为每打60美元，上海到岸价。此价格以我方确认为准。

3. 买方还盘

（1）We find your products too highly priced for products in this category.

我方认为你方产品在同一品类中报价偏高。

（2）While thanking you for your quotation of …,we find your price too high to be acceptable.We don’t think there is any possibility of entering into agreement unless you cut your price by 10%.

感谢贵方……的报价，我方认为该价格过高难以接受。除非降价10%，否则我方无法达成交易。

4. 卖方再还盘

（1）We are regretful that we are unable to meet your requirement of reducing price by 10%,as our quoted price is acceptable if you take quality into consideration.

很遗憾我方无法满足贵方降价10%的要求。如果考虑到产品质量因素，我方所报价格是合适的。

（2）We regret to learn from your letter of April 30 that you request for a reduction of 8% on our price,which is unacceptable to us as we are not in a position to recover cost at such a low price.

贵方4月30日来函要求我方降价8%，很遗憾我方无法接受，因为在如此低的价格上我方无力负担生产成本。

5. 卖方接受（拒绝）买方还盘

（1）Bearing our long-term business relations in mind,we are prepared to allow you a discount of 5% for orders exceeding US$ 10,000.

考虑到双方长期的业务合作关系，我方同意对金额超过1万美金以上的订单给予5%的折扣。

（2）We have noted your request of reducing our price by 5%.Frankly speaking,there is no room for a reduction for us as it is already the best price ever quoted.

我方已获悉贵方提出的降价5%的要求。坦率地说，此前所报价格已是我方所能报的最优惠价格，已无降价空间。

Exercises

Ⅰ. Translate the following phrases and make sentences with them.

1. as requested

2. provided that

3. in one’s favor

4. comply with

5. accommodate one’s request

6. subject to

7. effect payment

8. owing to

9. on the high side

10. at one’s earliest convenience

Ⅱ. Fill in each blank with an appropriate preposition to complete the letter.

Dear Sirs,

We are sorry to learn from your letter 1 May 20 that you find our prices too high.We make every effort to keep prices as low as possible 2 sacrificing quality.

3 this end we are constantly enquiring 4 new production techniques.5 the quality of our products offered,we do not feel that the prices we quoted are 6 all excessive,but bearing 7 mind the long-standing relationship between our firms,we have decided to offer you a special discount 8 4% 9 orders exceeding US$10000.We make this allowance as we should like 10 continue to do business with you,but we must stress that it is the last time we can do so.We hope this revised offer will now enable you to place an order.

Ⅲ.Complete the following sentences in English.

1. We thank you for your letter of May 1,

a.对儿童玩具产品的报盘以及随附的样品。

b.向我方告知你方的支付条件及装运条款。

2. In reply to your enquiry,

a.我方已对标题货物报盘，并随函附寄一份剪样，供你方参考。

b.我方不能接受贵方还盘，因我方价格实在已利润微薄。

3. We find

a.贵方价格比同类产品报价高出许多, 这是我方难以接受的。

b.贵方产品质量及规格未能达到我方标准。

4. We regret

a.我方不能以船上交货报价，因为按照惯例我方与客户做生意通常报到岸价。

b.通知贵方，我方因产品断货暂不能满足贵方要求。一旦我方可以保证供应，将尽快与贵方接洽。

5. It is our policy

a.在合同相关信用证到达我方后30天内发货。请慎重考虑该提议并尽快给予我方答复。

b.对金额超过10000美金以上的订单给予7%的折扣。

Ⅳ. Translate the following sentences into English.

1. 我方获悉你地市场对椰枣有很大需求，兹附上第3号报价单供参考。

2.贵方6月1日来函要求我方对产品目录中第33号毛毯报盘。现确认我方于6月5日向贵方报盘如下，该盘不受约束。

3. 感谢贵方4月5日对标题产品的发盘。我方认为贵方价格并不符合当前市场价格。如能给予我们折扣，比如说10%，我方可以考虑长期订购。

4. 根据贵方要求，我方现报飞跃牌自行车每辆40美元，旧金山到岸价，9月装船。这是我方针对大额订单所报的最优惠价格。该发盘以我方最终确认为准。

5. 我方要求凭以我方为受益人且经我方同意的银行开立的保兑信用证进行支付。一旦收到你方信用证，我方可以马上安排装运。

Ⅴ. Write a letter based on the following notes.

1. 感谢史密斯公司对床单及枕套产品的发盘。所寄送产品剪样收到。

2. 指出所报价格与市场同类产品相比价格偏高。

3. 要求对方给予更多折扣，作为达成交易的条件。

Sample documents

报价单主要用于供应商给客户的报价，类似价格清单。但是，报价单不仅仅包括价格，还包括许多其他商品进出口交易所涉及的条款，如产品描述、数量、交货日期、包装方式等。以下为报价单样本。

CHINA NATIONAL TEXTILE IMPORT ＆ EXPORT CORPORATION

SHANGHAI BRANCH

12 Chungshan Road Shanghai China

TEL：008621-67345742 FAX：008621-65124743

QUOTATION

Messrs.…CRYSTAL KOBE LTD.

Dated…AGU.8,2001.

The following articles are quoted subject to our final confirmation:



PAYMENT： BY SIGHT L/C

INSURANCE：FOR110% INVOICE VALUE COVERING ALL RISKS

E.＆.O.E.（有错当查）

本书由“ePUBw.COM”整理，ePUBw.COM 提供最新最全的优质电子书下载！！！

Unit5 Orders

General introduction

订货是买方为购买具体数量的货物而向卖方提出的要求，希望卖方按订单所列的各项条件供货。订货可以用书信的方式，也可以用事先准备好的格式订单。订货书信或订单如经卖方确认，一般就形成了对买卖双方有法律约束力的法律文书。因此，订货信和订单的撰写必须准确和清楚，以免引起双方的纠纷和损失。

订货文书的形成，通常有两种情形：一种是由卖方报盘，经买方还盘，最后被买方接受，由买方制作订单发给卖方；另一种是买方根据卖方的产品目录、价目表或者样品，直接下订单。

订货信是商业交往中最常用的一种方式，订货信的内容应包括：（1）货物的名称、型号以及颜色等特征；（2）订货的数量；（3）单价和总价；（4）包装规格；（5）运输方式；（6）交货日期（7）付款方式；（8）其他信息，如订单号、销售员姓名等。

写订货信时，交易双方之间的陌生感已消除，可以说已经渡过了接触障碍的难关。订货信写作应注意以下几点。

1. 开头就直接说明订购的意图。

2. 订货信的内容一般应包括：商品的名称、品质、数量、包装、价格条件、支付条件以及需要对方提供的单据等。

3. 内容必须准确、清楚。不论是商品的价格还是商品的规格都应做到准确无误，否则会带来不必要的损失与麻烦。

卖方收到订货电子邮件后必须进行确认。如果卖方无法提供买方所需要的货物，则最好介绍一些合适的替代品。写拒绝接受订货的信时，必须非常谨慎，应为日后有可能的交易留下余地。

Specimen letters

Letter–5(1)

Dear Sirs,

We have the pleasure of acknowledging your offer of Jul.19 together with the sample garments,in which we are very interested.We find both quality and prices satisfactory and place an order with you for the following items in accordance with the terms and conditions of Order No 118.



As the quantity in this order is larger than before,we are therefore writing to ask you to consider granting us a 5% discount.We are sorry to make this request so late,but hope that,considering our longstanding business connection,you will see your way to agree.

We place this order on the clear understanding that the consignment is dispatched in time to reach us on or before Oct.15,and we reserve the right to cancel it and to refuse delivery after this date.We require payment to be made by a confirmed and irrevocable letter of credit payable by draft at sight upon presentation of shipping documents.Please let us know immediately whether you agree to our terms.

We look forward to establishing a regular connection for the future business relationship.

Yours faithfully,

Letter–5(2)

Dear Sirs,

We hereby confirm the receipt of your Order No123698 for Roller Coaster and Spinning Wheel this morning.We are pleased that,through protracted correspondence,we have come to a final order.

We accordingly accept the order and shall arrange delivery of your consignment as soon as possible.You may rely on us to carry out your instructions in every detail,which we are sure will prove satisfactory in every respect.In response to your concern about the timing of processing the order,we assure you of keeping you informed in time of the progress.

By the way,we wish to remind you that the order cannot be cancelled unilaterally.In case there is anything unexpected taking place,we need to renegotiate on a bilateral basis.

Sincerely yours,

Letter–5(3)

Dear Sirs,

Many thanks for your order No 3453 of Jun.3 rd .We much regret that we shall not be able to execute your order for Type A Skirts and Type B Pants before the end of this month,because our supply of the raw materials has been committed to other orders for months in advance.We,therefore,wish to defer your order in next shipment till the end of September.As you can catch the Christmas season with this delivery time,we sincerely hope you can accept this change.

With regard to your request for further price cut by 3%,we would like to say that our price can compete well with those of other firms and we have cut our price to the utmost limit.This is almost the price bottomline we can bear.However,in view of the fact that the delayed shipment may cause you to suffer a loss,we agree to grant you another 1% discount.With the present market trend,we have to say this price is really the best we can offer.

Please be assured that we would do everything possible to make you satisfied with your purchase.Please let us know in time if there are any changes in your final decision.

Sincerely,

Notes

1. We have the pleasure of acknowledging your offer of 19 th July together with the sample garments,in which we are very interested.

我方非常高兴地收到贵公司7月9日的报盘以及样衣，对此非常感兴趣。

have the pleasure of acknowledging….：非常高兴地确认……

2. We find both quality and prices satisfactory and place an order with you for the following items in accordance with the terms and conditions of Order No 118.

我们对质量和价格都很满意，拟根据第118号订单的条款和条件下单如下。

place an order with sb 与某方签订订单

in accordance with 根据

3. The quantity in this order is larger than before,we are therefore writing to ask you to consider granting us a 5% discount.

此笔订单的数量比以往的订单的数量多。因此，我方请贵方考虑给予5%的折扣。

grant（sb.）sth./ grant sth.（to sb.）（尤指正式地或法律上）同意；准予；允许

4. Considering our long- standing business connection, you will see your way to agree.

考虑到我们长期的业务联系，贵方可以尽量满足。

long –standing business connection 长期业务联系

see one’s way to do sth. 有可能做某事

5. We place this order on the clear understanding that the consignment is dispatch in time to reach us on or before Oct.15,and we reserve the right to cancel it and to refuse delivery after this date.我方订单特此声明这批货物必须及时发货并于10月15日或之前运抵我方。如逾期，我方保留取消该订单和拒收的权力。

on the clear understanding that 特此声明

be dispatched in time to sb. 及时发货

reserve the right to do sth. 保留做某事的权力

6. We require payment to be made by a confirmed and irrevocable letter of credit payable by draft at sight upon presentation of shipping documents.

我方要求使用保兑的不可撤销信用证，凭货运单据即期付款。

confirmed and irrevocable letter of credit 经保兑的不可撤销信用证

draft at sight 见票即付

shipping document 货运单据

7. We hereby confirm the receipt of your Order No123698 for Roller Coaster and Spinning Wheel this morning.

我公司于今晨收到贵方关于订购滚轴和纺车的第No123698号订单，特此确认。

confirm sth. 证实某事；确认某事

8. In response to your concern about the timing of processing the order,we assure you of keeping you informed in time of the progress.

对于贵方所关心的订单处理的时间问题，我方向贵方保证定会及时告知最新的进展。

inform sb of/about sth. 通知；通告

9. ...we have cut our price to the utmost limit...该价格已经降到了最低。

utmost limit. 底限；最大限度

10. In view of the fact that the delayed shipment may cause you to suffer a loss,we agree to grant you another 1% discount.

鉴于延迟发货会导致贵方蒙受损失，我方愿意再给贵方1%的折扣。

in view of sth. 鉴于；考虑到；由于

11. Please let us know in time if there are any changes in your final decision.

如贵公司的决定有任何调整，请及时通知我方。

let sb. know in time 及时通知某人

Useful words and expressions

1. accordance n. 一致；符合

in accordance with　　依照；依据

accordant adj. 一致的；和谐的

accord v. 一致；符合

accord with　　　与……一致；符合

2. compete v. 竞争

compete with/against sb.（for sth.） 与某人/某方竞争……

compete in sth.（against sb.）加比赛或竞赛e.g.He is hoping to compete in the London marathon.

3. conclude v. 达成；结束

conclude sth. with sb. 达成；订立；缔结（协定）

conclude sth. with sth. 以/用……结束……e.g.Let me conclude our meeting with a sentence.

conclude sth. from sth.；conclude（from sth.）that…推断出；断定

4. consignment n. 装运的货物；运送物

a consignment of medicines 运送的一批药物

5. correspondence n. 书信往来

protracted correspondence　长久的书信往来

correspondence with sb.　与某方互通书信；通信联系

correspondence between A and B A与B相关/相似

6. dispatch v. 发出；发送

dispatch sth.（to sb. sth.）发出；发送（邮件、货物、信息）

dispatch sb./sth.（to…）派遣；调遣；派出

dispatch n. 急件；快信；发货

7. further adv. 进一步；更大程度上；

go further　　　进一步说

take sth. further　　采取进一步行动

further to prep.（用于书信）关于；至于；考虑到

8. invoice n. 发票；费用清单

commercial invoice　　商业发票

invoiced value　　发票金额

invoice v. 开发票

invoice sb. for sth.；invoice sth. to sb. 为某人开具发票

9. payment n. 付款；支付；款项

mode of payment　　支付方式

terms of payment　　付款条件

payment in installments　分期付款

payment in advance　　预先付款

payment by cheque　　支票付款

payment in cash　　现金付款

monthly payments of￡50　每月付50英镑

a cash payment　　现金付款

10. pleased adj. 高兴的；满意的；乐于

pleased with sb./sth.　　对某人某事满意

pleased with yourself　　自鸣得意

pleased to do sth.　　高兴；乐于（做某事）

only too pleased to do sth.　巴不得；十分情愿（做某事）

please v. 使满意；使愉快

do as you please　　能够随心所欲

pleasant adj. 令人高兴的；可喜的

pleasant to sb 对……友好的；对……和善的

11. reserve v. 预订；保留；拥有

reserve sth.（for sb./sth.）预订；预约（座位、席位、房间）

reserve the right to do　　保留做某事的权力

All rights reserved.　　版权所有

12. satisfactory adj. 令人满意的

a satisfactory explanation/solution 令人满意的解释（可行的解决办法）

satisfied adj.　　满意的

be satisfied with　　对……感到满意

13. transact v. 交易；谈判

transact（sth.）with sb. 与某人或某组织做交易；做业务

Useful sentences

1. 表达订货意愿

（1）We thank you for your quotation of Dec.1 and enclose here with our Order No.389 for the favorable goods.

感谢贵方12月1日的报价，随函附寄上关于我们满意产品的订单，订单号为389。

（2）We find both the price and quality of your products satisfactory to our clients and are pleased to send you an order for the following items.

我们发现用户对贵方产品的价格和质量都很满意。现寄上订单一份订购下列产品。

（3）Your samples of table cloth received favorable reaction from our customers,and we are pleased to enclose our order for the listed goods.

客户对贵公司桌布的样品反映很好，我方现附上所列商品的订单。

（4）We send you the following trial order on the basis of your estimate of March10.

根据贵方3月10日的报价单，我方拟试定以下订单。

（5）We are pleased to enclose our official Order Sheet No.50 for your Electric Hair-drier MU-006.

很高兴随函附寄我方第50号正式订单，我方现向贵方订购MU-006电吹风。

2. 请求对方确认订单

（1）We should be glad if you would confirm acceptance of our order by return and quote the above order number in all the relatative letters and documents.

请贵方对我们的订货要求作出确认，并在所有相关信函及证件中引述本订单号。

（2）We would like you to immediately send us your acknowledgement of this order.

望贵公司立刻确认本订单。

（3）We are looking forward to your confirmation of this order at your earliest convenience.

我方期待贵方尽快确认此订单。

3. 拒绝买方订单或建议替代品

（1）We acknowledge with thanks your Order No.234 for Chemical Products,with the exception of Chemical reagents No.56 and colorant No.3.

我方非常乐意接受贵方234号订单上除了第56号试剂和第3号染色剂之外的所有化学产品。

（2）We are regretful that it is hard for us to supply the entire quantity required.As this is an order of substantial size,we are unable to safely undertake to complete manufacturing within one month.

很遗憾，我方不能提供贵方所需全部数量的产品。由于订货数量巨大，我方没有把握在一个月内完成生产任务。

（3）Owning to heavy bookings, we are not in a position to accept fresh orders for the time being.由于订货量大，我方目前不能接受新的订单。

（4）We regret to say we are unable to accept your order at the previous prices because of a recent rise in the cost of materials.

由于原材料价格上涨，很抱歉我方不能按之前的价格接受贵方的订单。

（5）Unfortunately,the goods of Model No.2 are out of stock at present and will not be available before the end of Nov.We can,however,offer Model No.3 of the similar quality instead, which are perhaps more suitable for your purpose.

很遗憾，目前我们没有型号2商品的存货, 且在11月底之前也不会有货。但是，我们可以供应品质相近的型号3，这可能更契合贵方的要求。

（6）We recommend No.10 as a substitute,which is of higher quality and far better workmanship than No.8 you ordered.

我方推荐10号作为代替品，该型号比贵方订购的8号质量更好，手工更精致。

4. 表达进一步合作的意愿

（1）We regret being unable to serve you this time,but hope to do business with you again.Please feel free to send us your specific enquiries for other goods.

很遗憾，我方这次不能为贵方效劳，但是希望能和贵方再次合作。若贵公司需要其他商品，请不吝与我方联系。

（2）This is only a trial order.If the goods proves to be satisfactory,larger orders will follow in the near future.

这只是试订单。如若商品令人满意，我方将在近期大量订购。

（3）We are pleased to have transacted this first business with your corporation and trust that friendship and business between us will be promoted by our joint efforts.

我们非常荣幸与贵公司初次合作，相信通过双方的努力，我们会大幅推进双方的合作和业务。

（4）We are glad to have been able to conclude this initial transaction with you sincerely and hope that it will pave the way for further business to our mutual advantage.

我们很高兴与贵方达成首笔交易，并希望通过这次交易为双方进一步发展互利贸易铺平道路。

（5）It is our hope that this order will be the first step to a long and pleasant business relationship between us.We look forward to the further expansion of trade to our mutual benefit.

我们希望这笔订单是双方建立长期愉快合作的关系的第一步。希望以后我们能进一步扩大双方的业务，互惠共赢。

Exercises

Ⅰ. Translate the following phrases and make sentences with them.

1. transact sth with sb

2. in accordance with

3. refer sb./sth. to sb./sth.

4. invoice sb. for sth.；invoice sth. to sb.

5. deliver sth. to sb.

6. reserve the right to

7. further to

8. on the clear understanding that

9. payment in installments

10. take sth. further

Ⅱ. Fill in the blanks in the letter with the words listed below.



Dear Sirs,

1 to our telephone conversation this morning,I should like to 2 details of the order which we discussed.The terms agreed upon with Dianna during our telephone 3 are as follows:

     4　　　5　 No.   　Prices

20yards　　　001　　US$15/yd.

50yards　　　002　　US$18/yd.

90yards　　　005　　US$22/yd.

We place this order on the clear 6 that the 7 will be dispatched in time to reach us by 30 thAugust,and we 8 the right to cancel it and refuse 9 after this date.

Our usual 10 of payment are 20 days from date of invoice and we hope to place further and larger orders with you in the near future.

Ⅲ. Complete the following sentences in English.

1. We are pleased to

a.随函附寄第50号订单，订购MU-006电吹风。

b.通知贵公司，我方对质量和价格都很满意，拟根据第118号订单的条款和条件下单。

2. It is necessary to confirm that

a.这次订单中货物的规格和质量必须和上次交货的一样。

b.商品须符合贵方商品宣传册上的描述，并与寄送给我方的样品相符。

3. We acknowledge receipt of

a.贵方的第30号订单，并确认接受。

b.贵方10月8日附寄28号订单的来函，我方非常乐意接受贵方的条件。

4. We assure you of

a.尽最大努力执行贵方的订单。

b.贵方所要求的每个细节都会认真执行，我公司会让我们的顾客各方面都能满意。

5. Much to our regret, we have to

a.由于目前订货量太大，延迟接受新的订单。

b.由于近期原材料涨价，不能按照原来的价格接受贵公司订单。

Ⅳ. Translate the following sentences into English.

1. 谢谢贵方3月10日的报盘。基于此，我们寄上订单一份，订购下列产品。我方需要强调的是此系试销订单，如果质量和运输都满意，我方将长期大数量订购。

2. 这是我公司初次订货，望贵方尽一切可能确保按期装运。为了避免在海关遇到任何麻烦，请贵方确保严格遵照我方的装运须知发货。

3. 请放心，我公司定将细心办理此批货物。如果贵公司对产品质量不满意，我们将在一星期内接受退货。

4. 非常感谢贵方8月9日的订购5000双黑色皮鞋的订单。但是，非常抱歉，我方不能接受此订单，因为我方该颜色的鞋库存已告罄，2个月后才能供货。

5. 非常抱歉地通知贵方，贵方所订的商品缺货。由于需求量下降，该商品我方已停产。为了满足贵方的需求，我方推荐一款更好的替代品，其质量优于贵方订购的产品，且价格相当。

Ⅴ. Write a letter based on the following notes.

1. 收到订购M56型电烤箱的订单，但无存货。

2. 我方特别推荐M57型作为替代，其质量和功能更优，但价格略高10%。

3. 期望收到贵方的订单。

Sample documents

在国际贸易中，许多进口商在向出口商下订单时，会采用相对格式化的订单，样本如表5-1所示。

表5-1 订单样本



本书由“ePUBw.COM”整理，ePUBw.COM 提供最新最全的优质电子书下载！！！

Unit6 Business Contracts

General introduction

合同是当事人或当事双方之间设立、变更、终止民事权利和义务的协议。涉外商务合同按繁简不同，可分为正式合同和协议书等，但二者语言上无过多区别，只是协议的含义更广。商业合同分为很多类别，如采购合同、销售合同、商务代理合同等。本单元主要介绍商务活动中最常用的销售合同的翻译和写作方法。

正式的销售合同要有正本（original）和副本（copy）。它的内容通常由三部分组成：（1）首部，标明合同名称、合同编号、签约日期、买卖双方的名称、地址和联系方式；（2）主体，包括货物名称及规格条款、制造商名称、货物品质条款、数量条款、单价条款、总值条款、包装条款、运输标志、装运条款、支付条款、保险条款、检验和索赔条款、不可抗力条款、延期交货和罚款条款、仲裁条款以及附加条款等；（3）尾部，标注有效日期、所遵守法律或国际规定、双方签名及合同备注等。

商务合同的语言要客观、紧凑、严格。销售合同的写作应注意以下几点。

1. 多用正式的书面语言，以显得郑重严肃。

2.多用术语。作为具有法律特点的商务文书，商务合同兼用法律和商业用语，运用要精准。

3. 多用名词。由于代词容易使指代不清，故而在合同中会使责任的归属产生歧义，应该慎用。

4. 可多用连用结构。商务合同为了严谨界定涵盖的内容，并不像其他文体那样排斥重复， 可大量使用“and”、“or”等连用结构。

5. 多用现在时时态。合同涉及的内容中，将来的事情远远多于现在，但是对此类事物的讲述一律用现在时，而不用将来时。

Specimen letters

Letter–6(1)

Dear Sirs,

We have great pleasure in concluding the business for Model 108 Digital Control Machine.Although the prevailing quotations are somewhat higher,we will accept the order on the same terms as before in the hope of encouraging business.

As requested in your letter,we hereby enclose our Sales Contracts No.180 in duplicate and shall thank you for sending back one copy duly countersigned.Once the contract is approved by the Chinese government,it will legally bind both parties.

We trust that friendship and business between us will be promoted by our joint efforts and look forward to hearing from you by return.

Yours sincerely,

Letter–6(2)

Dear Sirs,

We are pleased to receive your contract No.134 for Lady’s shoes,and reconfirm purchase of 5000 pairs of shoes at the prices stated in your sales contract.However,after reading through the contract,we find that two clauses do not correspond with our original agreements.

In our opinion,the official definition of Force Majeure,“any event or circumstance beyond control,including wind,flood,earthquake,explosion, quarantine,etc.”should be stated in the contract.In addition,in case either party encounters Force Majeure,the other party should extend the maturity of the contract to the time when the affair ends.As our order is for seasonal goods,we request you to add a restriction clause on time,which should say “Should the Seller fail to perform the contracted obligations 10 weeks after the aforesaid incident,the Buyer shall have the right to treat the contract as null and void.”

As for the arbitration clause in the contract,we agree that all disputes should be settled friendly by our consultation or may be submitted for arbitration.But we do not agree that the decision made by the Foreign Economic and Trade Arbitration Commission of America shall be final.We may prefer to submit disputes to a third country’s arbitration commission as well.Therefore,it is better to add in the arbitration clause“The arbitration may also be settled in a third country mutually agreed upon by both Parties”.In addition,the arbitration shall take place in 15 days,which should also be included and highlighted in the contract.

We are sending back the contract with the relative amendments concerning the above advice.And we look forward to your feedback.

Yours sincerely,

Letter–6(3)

Dear Sirs,

It was really a pleasure building a good business relationship with your corporation for three years.Our current contract is about to expire,and we’ll need to enter into a new one.In order to pave the way for future cooperation,it is essential to revise some clauses in the old contract.

We refer you to the clause concerning the claim for the possible problems with quantity and quality.They are actually very ambiguous in terms of the timing of claim.In the new version,we wish to modify it to read as follows:“In case of quality discrepancy,claim should be filed by the Buyer within 30 days after the arrival of the goods at port of destination,while for quantity discrepancy,claim should be filed by the Buyer within 15 days after the arrival of the goods at port of destination.”

Besides,we suggest that the price in the new contract be increased by 5% due to the recent sharp appreciation of 8% in the value of raw material.We are very sorry to disappoint you,but hope you can understand that economic crisis definitely has imposed heavy negative effects on the whole supply chain.For our long-term win-win relations,you may agree that either of us should make some concessions in the background of such an economic recession.We promise you that once the economy recovers,we will surely renegotiate our price.

The revised contract has been forwarded to you under separate cover.We will continuously carry out the terms of our contracts and stand by what we promised as before.

Sincerely yours,

Notes

1. We have great pleasure in concluding the business for Model 108 Digital Control Machine.

我方非常高兴双方达成了108型数控机床的交易。

conclude the business with sb. 与某方达成交易

2. As requested in your letter,we hereby enclose our Sales Contracts No.180 in duplicate and shall thank you for sending back one copy duly countersigned.

应贵方来信的要求，我方在此随函附上我方第180号销售合同，一式两份，并请贵方按时发回一份正式会签的合同副本。

hereby adv. 在此

in duplicate 一式两份

duly.adv.及时；按时；适当地e.g.Your suggestion has been duly noted.你的建议受到了及时重视。

countersign v. 会签

3. After reading through the contract,we find that two clauses do not correspond with our original agreements.

全面阅读合同后，我方发现有两项条款不符合我们原先达成的协议。

correspond with/to sth. 与……一致

4. The official definition of Force Majeure,“any event or circumstance beyond control,including wind,flood,earthquake,explosion,quarantine,etc.” should be stated in the contract.

关于不可抗力的官方界定，即“无法控制的任何事件或情况，包括风灾、水灾、地震、爆炸，隔离等”应订立在合同中。

5. In case either party encounters Force Majeure,the other party should extend the maturity of the contract to the time when the affair ends.

如果任何一方遇到不可抗力，对方应将合同期限延长至不可抗力事件结束。

6. As our order is for seasonal goods,we request you to add a restriction clause on time,which should say “Should the Seller fail to perform the contracted obligations 10 weeks after the aforesaid incident,the buyer shall have the right to treat the contract as null and void.”

我方所订为季节性商品，因此我们要求添加时间限制条件。

7. Should the Seller fail to perform the contracted obligations 10 weeks after the aforesaid incident,the buyer shall have the right to treat the contract as null and void.

如果卖方在上述事件10周后仍未能履行合同，买方有权认定合同无效。

the aforesaid incident 上述的事件

null and void 无效

8. As for the arbitration clause in the contract,we agree that all disputes should be settled friendly by our consultation or may be submitted for arbitration.

至于合同中的仲裁条款，我们同意所有的纠纷应本着友好的方式协商解决或可提交仲裁。

as for 关于；至于

the arbitration clause 仲裁条款

by our consultation 通过双方协商

9. The arbitration may also be settled in a third country mutually agreed upon by both Parties.

仲裁也可在双方共同商定的第三国申诉。

10. Our current contract is about to expire, and we’ll need to enter into a new one.

目前双方的合同即将期满，需要签订一份新的合同。

be about to expire 即将过期

enter into a new contract 签订一份新合同

11. In order to pave the way for future cooperation,it is essential to revise some clauses in the old contract.

为了使双方未来的合作更加顺利，我们认为很有必要对原合同中的一些条款加以修订。

pave the way for sth. 为……铺平道路；使顺利

be essential to do sth. 有必要做某事

12. We refer you to the clause concerning the claim for the possible problems with quantity and quality.

我方提请贵方注意有关商品数量与质量问题的索赔条款。

13. They are actually very ambiguous in terms of the timing of claim.

该条款对于索赔的准确期限界定模糊。

in terms of 根据；就……而言

timing n. 时机；定时

14. In the new version, we wish to modify it to read as follows.

我方希望在新版本中做如下修订。

modify v. 修改；修正

n. modification

to read as follows:写成如下 e.g. The full text reads as follows.全文如下。

15. Besides,we suggest that the price in the new contract be increased by 5% due to the recent sharp appreciation of 8% in the value of raw material.

此外，因为最近原材料价格大幅度上涨8%，我们建议新的合同中价格也应上涨5%。

sharp appreciation 急剧上涨

raw material 原材料

16. For our long-term win-win relations,you may agree that either of us should make some concessions in the background of such an economic recession.

为了我们长期的共赢，相信你们也一定认为，在这样的不景气经济背景中，双方都需要做出一些让步。

either of 每个（指两者中的任何一个）

make concessions 作出让步；作出退让（类似的词组还有 make compromise,make yielding）

Useful words and expressions

1. aforesaid adj. 上述的；前述的（常用于法律文件）

the aforesaid opinion　　上述的观点

the aforesaid documents　上述文件

2. consultation n.商议；磋商；商讨会

consult vi. 商议；商量;请教；翻阅；

consult with sb.　　和……协商

consult sb. on something　请教某人某事

3. correspond vi. 符合；一致；相应；通信

correspond with/to sth.　与……一致

in conformation with; in consistency with符合

4. discrepancy n. 差异；争议

discrepancy about quality　产品质量争议

discrepancy concerning quantity 产品数量争议

5. service n. 公共事业；服务

after-sales service　　售后服务

service to sth.（尤指长期、受敬重的）工作，效劳

be helpful and of service to 为……效劳与提供协助

service v. 提供服务，（术语）支付（债务，利息e.g.The company no longer services its debts.

6. submit v. 使服从，使顺从；提交，呈送；

submit sth. to sb./sth.　　提交某事物供……评判，决定

submit（oneself）to sb./sth.　投降；屈从

7. void n. 空白；真空；空虚

adj. 空的；缺乏；无效的（律：合同，协议）

be void of sth.　　缺乏；没有

null and void　　无效的；无法律效力的

Useful sentences

1. 表达寄送合同

（1）We are pleased to enclose herewith our Contract No.234 in two originals for your countersignature.Please send one copy back to us at your earliest convenience.

现附上我方第234号合同正本两份，请会签，并请早日寄回一份。

（2）We attach hereto our Sales Contract No.123 with our signature,please check and counter sign and return one for our records.

今附上我方第123号销售合同。我方已签字，请审查和会签，并请寄回一份供我方存档。

（3）Enclosed please find our Purchase Contract No.123 in duplicate.If you find everything in order,please sign and send back one copy for our file.

现随函附寄我方第123号购货合同一式两份。若贵方认为一切无误，请签字并寄回一份供我方存档。

2. 合同正本序言

（1）This Contract is made by and between A（hereinafter called the Buyer）and B（hereinafter the Seller）.Through friendly discussion,both parties have hereby agreed on the terms and conditions stipulated hereunder.

本合同由甲方（以下简称买方）和乙方（以下简称卖方）缔结。经友好协商，双方达成以下条款。

（2）The undersigned Seller and Buyer have agreed to close the following transactions according to the terms and conditions set forth as below.

以下签字的买卖双方经协商同意按下列条款成交。

（3）This Contract is made out in Chinese and English, both versions being equally authentic,by and between the Seller and the Buyer,whereby the Seller agrees to sell and the Buyer agrees to buy the undermentioned commodity according to the terms and conditions stated below.

本合同由买卖双方缔结，用中英文两种文字，具有同等法律效力。按照下述条款，卖方同意售出、买方同意购进以下商品。

3. 合同的相关条款

（1）We sincerely hope you can guarantee that the commodity must be in conformity with the quality specifications specified in this Contract and Letter of Quality Guarantee.that both quality and quantity are in conformity with the contract stipulations.

我们真诚希望你方能保证货物的品质规格一定符合本合同和质量保证书之规定。

（2）The goods should be packed solidly,suitable for long distance ocean,air freight transportation, multi-handling and well protected against dampness, shock and rust etc.One full set of service and operation manual shall be enclosed in each case.You shall be liable for any damage and loss of the goods attributable to the inadequate or improper packing.

货物应包装牢固，适合远程海运、航空运输或各种交接，具有良好的防潮、抗震、防锈等性能。每个包装箱内应附有完整的维修保养、操作使用说明书。贵方应对任何包装不善造成的损坏和损失负责。

（3）Within 48 hours immediately after completion of loading of goods on board the vessel,you shall advise us by email of the contract number,the name of goods, weight or quantity loaded,invoice value,name of vessel,port of loading,sailing date and estimated time of arrival（ETA）at the port of destination.Should you be unable to arrange insurance in time owing to the failure to give the abovementioned advice of shipment, you will be held responsible for any and all damages and/or losses attributable to such failure.

货物装船完毕后48小时内，贵方应立即以电子邮件方式通知我方合同号、商品名称、所装重量或数量、发票价值、船名、装运口岸、开船日期及预计到达目的港时间。如因贵方未及时告知上述装船通知而使我们不能及时保险，贵方将负责赔偿由此引起的一切损害及/或损失。

（4）With the exception of late delivery or non-delivery due to “Force Majeure” causes,if you fail to make delivery of the goods in accordance with the terms and conditions of this contract,you shall be liable to us and indemnify us for all losses and damages,including but not limited to purchase price and/or purchase price differentials,dead freight,demurrage and all consequential direct or indirect losses.

因人力不可抗拒原因而推迟或不能交货者除外，如果卖方不能交货或不能按合同规定的条件交货，卖方应负责向买方赔偿由此引起的一切损失和损害，包括（但不仅仅局限于）买价及/或差价、空舱费、滞纳金以及由此而引起的直接或间接损失。

4. 合同结语

（1）This Contract will come into force since being signed/sealed by two parities.

本合同自双方代表签字（盖章）之日起生效。

（2）This Contract shall be governed by the United Nations’Convention on Contracts for the International Sales of Goods.

本合同适用于《联合国货物销售合同公约》。

（3）The buyers are requested to countersign and return one copy of this Sales Confirmation immediately after receipt of the same.Objection,if any,should be raised by the Buyer within 5 days after receipt of this Confirmation,in the absence of which it is understood that the Buyers have accepted the terms and conditions of the Sales Confirmation.

一旦收到此售货确认书，买方需要会签并寄回一份。如有任何异议，买方需在收到该确认书后5天内提出。如果没有，则认为买方已经接受售货确认书的条款和条件。

Exercises

Ⅰ. Translate the following phrases and make sentences with them.

1. as for

2. conclude the business for

3. make a concession for

4. consult with

5. refer sb. to sth.

6. pave the way for

7. submit sth. to sb./sth.

8. correspond with/to

9. be helpful and of service to

10. be essential to

Ⅱ. Fill in the blanks in the letter with the words listed below.



The undersigned Seller and Buyer have agreed to close the following 1 according to the terms and conditions as below:

Name: Grape Juice

Quantity: 8000 cartons , 50 boxes/carton

Unit Price and Terms of Delivery:$280/carton, CIF Hong Kong

Total amount:$2,240,000

More or Less: 5%

Time of Shipment: Within 45 days after 2 of L/C allowing transshipment and partial shipment.

Terms of payment: By 3 ,Irrevocable L/C to be available by sight draft to reach the Seller before Oct 12,2012 and to remain 4 for 30 days after the Time of Shipment.

Insurance: The seller shall be responsible for 5 All Risks for 110% of Invoice Value.

Quality/Quantity discrepancy: In case of quality and quantity discrepancy,claim should be filed by the Buyer within 30 days after the 6 of the goods at port of 7 .

The seller shall not be held responsible for failure or delay in 8 of the entire lot or a portion of the goods in consequence of any 9 incidents.

This Contract is executed in two counterparties each in Chinese and English,each of which shall be deemed equally authentic.This Contract is 10 since being signed/sealed by both parties.

We are looking forward to your immediate response.We hope that it is the first step to our long and pleasant business relationship.

Ⅲ. Choose the proper word or phrase that fits into each sentence.

1. Damage the goods was caused by heavy rain in transit.

A.of

B.to

C.for

D.on

2. We cannot agree with you the time of shipment.

A.as to

B.as for

C.as

D.for

3. We are waiting your reply our letter

A.×, of

B.for, to

C.of, of

D.×, ×

4. We enclose a contract the letter.

A.inside

B.within

C.herewith

D.with

5. We can supply up to 500 bicycles from stock the exact specifications stipulated in the contract.

A.at

B.to

C.for

D.from

6. It is usual to you at sight as soon as shipment is made.

A.inform

B.draw on

C.pay

D.negotiate payment with

7. Without your cooperation, we couldn’t have this opportunity, and most likely we should be still it

A.on the market for

B.at the market for

C.in the market for

D.on the market

8. We have sent you separate cover two copies of our sales contract.

A.by

B.in

C.with

D.under

9. But these difficulties, there is no doubt that the delivery term would have been observed.

A.for

B.with

C.because

D.without

10. There has been a nation-wide shortage of building materials,which the trade is only just recovering.

A.for

B.on

C.at

D.from

Ⅳ. Translate the following sentences into English.

1. 随函附上我方第818号销售合同一式两份。如贵方无异议，请会签一份发回，供我方存档。

2. 合同中规定，如果有品质异议或数量异议，都须由买方于货到目的口岸之日起15天内提出，否则将可能产生争议。如责任属于卖方，卖方于收到异议20天内答复买方并提出处理意见。

3. 因卖方违反本合同的规定而产生的违约金、损坏赔偿金和其他相关费用，买方可在保证金中抵扣。由于一般公认的人力不可抗拒原因而不能交货或延迟装船，卖方不负责任，但是卖方必须立即以传真通知买方。

4. 一切因执行本合同所发生与本合同有关之争执，双方应友好协商解决。如有需要，有关各方可通过协商，对本合同进行补充或修改。如果协商不能解决，应提交仲裁。仲裁地点在被告方所在国内，或者在双方同意的第三国。

5. 本合同为中英文两种文本，两种文本具有同等效力。在文字解释上若有异议，以中文解释为准。

Ⅴ. Write a letter based on the following notes.

1. 中国化工进出口公司向美国Smith ＆ Joy’s有限公司发出关于50吨硫化锌（Zinc Sulphide）的第FA38号销售合同。

2. 合同中有以下几项条款需要修订。

（1）美国公司需要明确标出硫化锌的纯度不得低于90%，而非85%。单价仍为C I F每吨1000美元含佣金3%。

（2）强调用内衬玻璃纤维的编织袋（glass-fiber）精密包装。

（3）支付条件为装运前30天开立并送达卖方的不可撤销的即期信用证，至装运后30天议付有效。

Sample documents

国际贸易合同中涉及到许多关键细节。由于合同不严密引起贸易纠纷的现象很多，因此订立一份完备、清晰的合同非常重要。以下为具体的合同样本。

Contract No: 180

Date: Dec.12

The Buyer:__________

Address:__________

The Seller:__________

Address:__________

This contract is made this 21 st of June,2012,by ABC Corporation,China（hereinafter referred to as “SELLERS”）,who agree to sell,and COD Corporation,USA（hereinafter referred to as “BUYERS”）,who agree to buy the following goods on the term and conditions as below:

1. Commodity and Specification: Digital Control Machine,#108

2. Made by ABC Corporation,China

3. Price: US$5000 per set. CIF New York

4. Quantity:300sets

5. Amount:US$1,500,000.00

6. Paking: To be packed in strong wooden cases,suitable for long distance maritime transport,parcel post as well as changing climate and with good resistance to moisture and shock.The Seller shall be liable for any damage of the commodity due to improper packing and for any rust attributable to inadequate protective measures in regard to the packing.

7. Shipment: During August/ September 2012

8. Destination: New York, US

9. Payment: Draft at sight under an irrevocable letter of credit to be opened by the end of July 2012,for 100% value of goods.

10. Insurance: for 100% of Invoice Value,covered by the Seller.

11. Inspection: Goods are to be inspected by an independent inspector and whose inspection certificate of quality and quantity is to be final.

12. Taxes and duties: Any duties,taxes or levies imposed upon the goods,or any packages,material or activities involved in the performance of the contract shall be for account of origin and for account of Buyers if imposed by the country of destination.

13. Claims

Except those claim for which the insurance company or the owners of the vessel are liable,should the quality,specifications or quantity be found not in conformity with the stipulations of the contract,within 90 days after the arrival of the goods at destination,the Buyer can use the Inspection Certificate issued by China National Import and Export Commodities Inspection Corporation to claim for replacement or compensation.All the expenses incurred（such as inspection charges,freight charges for returning and sending of replacement,insurance premium,storage,loading and unloading charges）shall be borne by the SELLER.In any event,SELLER shall not be responsible for damages that may result from the improper use of goods or for consequential or special damages,or for any amount in excess of the invoice of defective goods.

14. Force Majeure

The SELLER shall not be held responsible for the delay in shipment or non-delivery of the goods due to Force Majeure,which might occur during the process of manufacturing or in the course of loading or transit.The SELLER shall advise the BUYER immediately of the occurrence mentioned above the within fourteen days thereafter.The SELLER shall send by airmail to the BUYER for their acceptance certificate of the accident.Under such circumstances the SELLER,however,are still under the obligation to take all necessary measures to hasten the delivery of the goods.

15. Late Delivery and Penalty

Should the SELLER fail to make delivery within the contracted period for reasons other than Force Majeure specified in Clause 13 hereof,the BUYER may accept the postponement on condition that the SELLER agrees to pay a penalty which shall be deducted by the paying bank from the agreed amount of payment.The penalty, however,shall not exceed 5% of the total value of the goods involved in the later delivery.The rate of penalty is charged at 0.5% for every seven days,odd days less than seven days should be counted as seven days.In case the SELLER fails to make delivery ten weeks later than the shipment stipulated in the contract,the BUYER shall have the right to cancel the contact.

16. Arbitration

All disputes in connection with the execution of this Contract shall be settled friendly through negotiation.In case no settlement can be reached,the case then may be submitted for arbitration to the Foreign Economic and Trade Arbitration Commission,China in accordance with the Provisional Rules of Procedure promulgated by the said Arbitration Commission.The Arbitration committee shall be final and binding upon both parties.The Arbitration fee shall be borne by the losing parties.

17. Proper Law

The formation,validity,construction and the performance of this contract are governed by the laws of the People’s Republic of China.

18. Special Provisions

IN WITNESS WHEREOF,this contract is signed by both Parties in two original copies;each Party shall keep one copy.

The Buyer:（signature）

COD Corporation

Manager

The Seller:（signature）

ABC Corporation

Manager

本书由“ePUBw.COM”整理，ePUBw.COM 提供最新最全的优质电子书下载！！！

Unit7 Payments

General introduction

在国际贸易中，支付是商务交易的重要部分。双方需要根据具体业务的需要，确定交易支付方式，并在合同中明确。国际贸易中一般支付方式有：信用证、托收和汇付。汇付（remittance）也称汇款，是指买方直接通过银行将货款汇给卖方的一种支付方式。托收是出口人在货物装运以后开具以进口方为付款人的汇票，委托银行收取货款的一种结算方式，主要有D/P（Documents against Payment，付款交单）和D/A（Documents against Acceptance，承兑交单）两种。信用证是最安全的一种支付方式，由银行作出有条件的付款承诺，但其费用高、支付周期长。

国际贸易中的支付工具是指银行用于结算的工具，主要是货币和票据。票据主要有三类：汇票、支票和本票。在国际贸易的货款结算中，主要使用汇票，它是由一方签发给另一方见票后或在以后的某一规定时间进行支付的书面指令。本票则是由出票人签发的票据，承诺自己在见票时无条件支付所确认的金额给收款人或是持票人。支票也是由出票人签发的票据，委托办理支票存款业务的银行或者其他金融性机构在见票时，无条件支付确定金额给收款人或者持票人。

关于支付的信函一般分为四类，具体如下。

1. 建议付款方式。该类信函写作时要注意清晰、完整、有理有据，说明选择某种付款方式的理由尤其重要。

2. 回复对方付款信函。该类信函要说明自己对付款方式的意见同意与否。如果不同意，需清楚解释相应的理由。

3. 催开信用证。如买方未能及时开立信用证，卖方就需催促买方协作。此信函时一定要表达自己焦急的心情，并说明可能产生的后果。如果有可能，要婉转表达建议，并提出愿望。书写这类信函时，注意要用词得体，千万不要使用责怪和厌烦的口吻。

4. 修改信用证。该类信函的重点不仅在于指出信用证中需修改之处，并阐明原因，更重要的是一定要清晰指出如何修改。

Specimen letters

Letter–7(1)

Dear Sirs,

Proposal on mode of payment

We refer to our letter of enquiry dated Mar.7，and are pleased to have received your confirmation of Order No.06278.

As for the mode of payment,our purchase of steel pipes from you have normally been paid by confirmed,irrevocable letter of credit.This arrangement has cost us a great deal of money. From the moment we open the credit until our buyers pay us, our funds will normally be tied up for about four months.This is currentlya particularlyserious problem for us in view of the difficult economic climateand the prevailing high interest rates.

If you could offer us easier payment terms,it would probably lead to an increase in business between our companies.We propose either cash against documents on arrival of goods,or drawing on us at three months’ sight,we can assure you of our creditworthiness in terms of our long-term relationship.

We hope our request will meet with your agreement and look forward to your early reply.

Yours truly,

Letter–7(2)

Dear Sirs,

Payment for Order No. 988

Thank you for your letter dated Mar.15 regarding the captioned order.As already pointed out in our previous email,we have made arrangements with our manufacturers to make delivery as punctually as possible.We shall see to it that your interest is well taken care of at all times.

Regarding the terms of payment for this order,you call for only 1/8 down payment with the order and the balance to be paid on D/A basis.In consideration of the friendly relations between us,we are willing to,as an exceptional case, accept your offer,even though we usually require 1/5.

While we have every confidence in your integrity and ability,we wish to reiterate that our usual terms of payment are by a confirmed,irrevocable and documentary letter of credit to be established in the seller’s favor,payable by sight draft against the presentation of shipping documents,reaching us one month ahead of shipment,and allowing transshipment and partial shipment.Especially as this is a very big deal amounting to US$1 mil.,choosing a relatively more secure mode of payment is particularly vital for both of us.For the time being,therefore,we regret our inability to accept D/A terms suggested by you.By the way,we would like to inform you that our above terms of payment have been widely accepted by almost all the firms having business relations with us including such firms as ACC,ACNC,etc.

For the future shipments,we shall do our best to fulfill your orders without any delay.If,by any chance,it is impossible for us to do so,we will effect shipment on a D/P basis in order to avoid putting you to so much trouble in the extension of letter of credit.

Look forward to receiving your favorable reply.

Yours sincerely,

Letter–7(3)

Dear Sirs,

Re: Urging establishment of L/C for Order No. 202

We have made all the necessary arrangements for the shipment of the goods under the subject order.According to the stipulations of our S/C No.568, your covering L/C should have reached us before the end of last month.We regret having received no news from you up to the time of writing this mail.

We wish to remind you that it was agreed when placing the order,that you would establish the required L/C immediately after receiving our Sales Confirmation.Needless to say,we are placed in a very embarrassing situation that so far,nothing whatsoever has been heard from you and we have almost got ready for the delivery.Please expedite the establishment of the relevant L/C upon receipt of this email so that we can effect shipment in time as stipulated.

In order to avoid subsequent possible amendments,please see to it that the L/C stipulations are in strict conformity with those of the Sales Confirmation.

Awaiting your reply in the shortest possible time.

Yours faithfully,

Letter–7(4)

Dear Sirs,

Re: amendments to L/C No. 3580

We wish to acknowledge receipt of the captioned Letter of Credit for the amount of USD250,000 covering your Order No.OD233 for 10M/T groundnuts.

After checking the stipulations of this L/C,we find that some certain clauses specified in your Credit do not conform to those of the contract well.Hereby,we list the following discrepancies for your attention:

1. The amount in your L/C is insufficient.The correct total CIF value of your order comes to USD 258,000 instead of USD250,000,the difference being USD8,000.

2. The name of the beneficiary should read“Tianjing Machinery ＆ Equipment Imp.＆ Exp.Corp.”rather than “Tianjing Machinery Imp.＆ Exp. Corp.”,the latter being the name of another local corporation.

3. As we agreed,the time of shipment and the validity date of the L/C should be respectively extended to Aug.20 th and Sep.20 th from the original Jul.1st and Aug. 1 st .We regret being unable to make shipment according to the date specified in the S/C due to the late arrival of your L/C.

We suppose that the above mistakes are clerical and hope that you can make the relevant amendment to L/C through your issuing bank by the 20th of June.

Your prompt attention to the above matter will be highly appreciated.

Very truly yours,

Notes

1. In the past,our purchase of steel pipes from you have normally been paid by confirmed,irrevocable letter of credit.

本公司过去从贵方购买的钢管一般以保兑的、不可撤销的信用证支付。

normally 通常；一般说来；正常情况下（也可用usually, as a rule）

confirmed,irrevocable letter of credit 保兑的、不可撤销的信用证

2. …our funds will normally be tied up for about four months.

我们的资金通常会被占去4个月。

tie up 积压；捆绑（指无法运用于其他用途）

3. This is currently a particularly serious problem for us in view of the difficult economic climateand the prevailing high interest rates.

由于经济气候不景气，且现行利率很高，目前对我们来说这是一个尤其严重的问题。

in view of 由于；鉴于（类似的词组还有owing to, due to, because of）

economic climate 经济气候；经济环境（也可用economic situation，economic environment）

prevailing adj. 现行的；目前的

4. We propose either cash against documents on arrival of goods,or drawing onus at three months’sight.

我们建议日后采用货到后付款交单方法或由向我公司开立三个月的远期汇票来付款。

Cash against Documents 付款交单

draw on …向……开汇票

5. Thank you for your letter dated Mar. 15 regarding the captioned order.

感谢贵方3月15日关于标题所述的订单的来信。

the captioned order 标题所列的订单（也可写为 the subject order）

6. You call for only 1/8 down payment with the order and the balance to be paid on D/A basis.

贵方要求订货时只交1/8的定金，余额以承兑交单的方式支付。

call for 要求；提出

down payment 定金

the balance 余额e.g.The balance of this account remains only $500.

D/A（Documents against Acceptance）承兑交单

7. We wish to reiterate that our usual terms of payment are by a confirmed,irrevocable and documentary letter of credit to be established in the seller’s favor,payable by sight draft against the presentation of shipping documents,reaching us one month ahead of shipment,and allowing transshipment and partial shipment.

我们要重申的是，我们一般用保兑的、不可撤销的、以我方为受益人的跟单信用证支付，凭装运单据见票即付，在装运前一个月抵达我处，并允许转船和分批装运。

in one’s favour 以……为受益人（为抬头）

allow transshipment and partial shipment 允许转船与分装

8. We will effect shipment on a D/P basis in order to avoid putting you to so much trouble in the extension of letter of credit.为使贵方避免将信用证进行展期的麻烦，故我们将按照付款交单的方式实施装运。

D/P（Documents against Payment）付款交单

extend L/C 信用证展期

9. According to the stipulation of our S/C No.568, your covering L/C should have reached us before the end of last month.

按照我们第568号售货确认书的规定，贵方相关信用证应于上月底前开抵我方。

stipulation n. 订立的条款，

stipulate v. 订立；制定 e.g.As stipulated in the contract, you should make delivery before May.

10. Needless to say,we are placed in a very embarrassing situation now that nothing whatsoever has been heard from you and we have almost got ready for the delivery.

毋庸置疑，我方处境非常困难，至今未收到贵方任何消息，而货已几乎备妥。

needless to say 不用说；毋庸置疑

get ready for the delivery 备妥待运

11. In order to avoid subsequent possible amendments,please see to it that the L/C stipulations are in strict conformity with those of the Sales Confirmation.

为避免日后可能发生的信用证修改，请注意来证条款与售货确认书完全一致。

subsequent adj. 日后的；以后的；接下来的

be in strict conformity with…与……完全（严格）相一致

12. Please expedite the establishment of the relevant L/C upon receipt of this email.

一收到该电子邮件，请尽快建立相关信用证。

expedite v. 尽快办理；加速

13. We wish to acknowledge receipt of the captioned Letter of Credit for the amount of USD250,000 covering your Order No.OD233 for 10 M/T groundnuts.

现确认收到标题所列关于第OD233号10公吨花生订单的信用证，金额为25万美元。

acknowledge vt. 确认 acknowledgement n. 确认

covering adj. 关于

在一笔交易中，离不开订单、销售合同、信用证和货物，并常需相互修饰，可用covering、against、for、under等介词来连接。它们之间的顺序不能随便颠倒。

L/C No. …against/for/covering S/C No. …

L/C No. …against/for/covering Order No. …

S/C No. …against/for/covering Order No. …

Goods against/for/under S/C No. …

Goods against/for/under Order No. …

Goods against/for/under S/C No. …

14. The name of the beneficiary should read“Tianjing Machinery ＆ Equipment Imp.＆ Exp.Corp.”rather than “Tianjing Machinery Imp.＆ Exp.Corp.”

受益人姓名应写为“天津机械设备进出口公司”而不是“天津机械进出口公司”。

beneficiary 受益人

should read 应写成……e.g.The sentence on the paper on the wall reads“No smoking”.

15. As we agreed,the time of shipment and the validity date of the L/C should be respectively extended to Aug.20 th and Sep.20 th from the original July.1th and Aug. 1th.

我们达成共识的是：信用证的装运时间和有效期应分别从原来的7月1日和8月1日延期至8月20日和9月20日。

respectively adv. 分别地

16. We suppose that the above mistakes are clerical and hope that you can make the relevant amendment to L/C through your issuing bank by the 20th of June.

我们猜测以上错误是笔误，希望贵方能在6月20日前通过开证行对信用证作出相应的修改。

clerical adj. 笔误的

make amendment to …对……进行修改

Useful words and expressions

1. amount n. 金额；总数

for/in the amount of 金额总数为e.g.We have opened the L/C for/in the amount of RMB5mil..

to the amount of 金额总数达到e.g.We shipped chemicals to you last year to the amount of US$ 140,000.v. 金额达到……

amounting to　e.g.Please amend the L/C amounting to RMB 5mil..

2. balance n. 余额；平衡

balance of payment　　支付余额

favorable/ balance　　顺差；有利差额

unfavorable balance　　逆差；不利差额

v. 结清

balance an account　　结清账目；平衡账户

3. bank n. 银行

advising/notifying bank　通知行

issuing bank　　开证行

negotiation bank　　议付行

confirming bank　　保兑行

4. cash n. 现金

cash against document　凭单证付款

cash against delivery　　货到付款

cash against order　　货到付款

cash position　　现金头寸

cash in　　　兑现，收到…的货款

5. collection n. 托收

bill/draft for collection　托收汇票

clean collection　　光票托收

collection charges　　托收费

collection commission　托收手续费

collection of payment　　托收款项

6. draft（bill of exchange）汇票

clean draft　　　光票；普通汇票

documentary draft　　跟单汇票

draft at 30 days sight　　　30天的远期汇票

draw a draft　　　开具汇票

honor the draft　　承兑汇票

dishonor the draft　　拒付汇票

sight/demand draft　　即期汇票

time draft　　　远期汇票

7. draw on 向……开汇票

drawee/payer　　受票人；付款人

drawer/payee　　出票人

8. effect n. 效果

v. 生效；实施；完成

effect shipment　　实施装运

in effect　　　事实上；实际上

take effect　　　生效；起作用

to the（same）effect　　意思相近；意思相同

9. L/C（Letter of Credit）信用证

back to back L/C　　背对背信用证

confirmed and Irrevocable L/C　保兑的、不可撤销的信用证

documentary L/C　　跟单信用证

reciprocal/reciprocal L/C　对开信用证

revolving L/C　　循环信用证

transferable and divisible L/C　可转让、可分割的信用证

establish/open L/C　　开立信用证（买方）

issueL/C　　　开具信用证（银行）

10. pay v., n. 支付；付款

pay in advance　　预付

pay in cash　　　付现金

pay by check　　支票付款

pay in installments　　分期付款

pay on delivery　　货到付款

11. presentation n. 出具；出示

presentation of documents　出具单证

upon presentation of　　凭出具……

present v. 出具，出示

present the shipping documents　出具装运单据

12. valid adj. 有效的；具有法律效力的

valid period　　　有效期

valid certificate　　有效证书

valid contract　　有效契约

validity n. 有效性；合法性

time of validity of a claim　索赔时效

validity ofL/C　　信用证有效期

validity of offer　　报价有效期

validity of criterion　　有效性准则

Useful sentences

1. 建议付款方式

（1）We may have some difficulties making payment in Japanese yen.

我们用日元付款可能会有困难。

（2）In view of the small amount of this transaction, we are prepared to accept payment by D/P at sight or at 30 days’sight for the value of the goods shipped.

鉴于该笔业务金额较小，我们准备接受以即期付款交单或30天的远期付款交单方式支付货款。

（3）How about 50% of the goods paid by L/C and the rest by D/P?

货物的百分之五十用信用证，其余用D/P（付款交单），请问贵方意见如何？

（4）We wish to draw your attention to the fact that,as a special sign of encouragement,we shall consider accepting payment by D/A during this sales-pushing stage.We trust this will greatly facilitate your efforts in sales.

提请贵方注意的是，作为一种特别的激励，我们在此促销阶段愿考虑接受承兑交单的付款方式。相信这定能大大便利贵方的销售。

2. 接受或拒绝对方的付款要求

（1）We regret our inability to take your advice on terms of payment.As our usual practice,payment is made by confirmed,irrevocable L/C payable against presentation of shipping documents and valid for at least 21 days beyond the promised date of shipment.

很抱歉我方无法接受贵方关于支付条款的建议。按照一般惯例，我方是以保兑的、不可撤销的、凭装运单据支付的信用证支付，信用证的有效期至少要到所承诺的付款时间后21天。

（2）We regret to have to decline your request for payment by L/C,since it takes time to open the L/C while the goods under this order are urgently required to meet the season.May we suggest that you draw on us at sight through your bank and we will honor it on presentation.

抱歉，我们不得不谢绝贵方要求的信用证付款，因为开立信用证花费时间，而该订单项下的货物急需满足销售季节的需求。我们建议贵方通过贵方银行给我方开即期汇票，我们在汇票提示时当即付款。

（3）We agree to accept the goods in 3 shipments and you may draw on us at 60 d/s from the date of dispatch of each shipment.

我们同意货物分三批装运，贵方可向我方开立自每笔货物运输日起的60天远期汇票。

（4）We have opened an L/C in your favor through Bank of China for an amount of USD 56,000 to cover the full CIF value of our order No.321.

我们已经通过中国银行开立了以你方为抬头的金额为56,000美元的信用证，以支付第321号订单的所有CIF价的货款。

3. 催开信用证

（1）As the time limit for the arrival of your credit is approaching,we kindly remind you of opening the relative L/C for the goods under Order No.29.

由于贵方信用证开抵我方的期限快到，我方特善意提醒贵方开立第29号订单项下货物的相关信用证。

（2）We much regret to inform you that we haven’t received your L/C till now, please expedite your establishment of the relevant L/C, otherwise we can’t make shipment as stipulated in the S/C.

很遗憾告知贵方，至今我们还未收到你们的信用证，请尽快开立相关信用证，否则我方将无法如售货确认书所定时间实施装运。

（3）From your letter of Jun.4,we learn that the L/C has been arranged,but we regret to say that we have received no banker’s advice yet.Please push the confirming house in San Francisco for their soonest action.

从贵方6月4日来信获悉，信用证已开。但很遗憾，我们尚未收到银行通知，请敦促旧金山保兑行尽快通知。

（4）We regret that we could not ship the goods by an October vessel only because of the delay in your L/C.You are urgently requested to take up this matter with the issuing bank at once and let us know what has become of the L/C,otherwise,contrary to our intention, the shipment will be delayed a great deal.很遗憾，由于贵方信用证延误，我们的货不能十月份装船。请贵方紧急向开证行交涉此事，并告知我们有关信用证具体情况。否则，交货会因此延迟很久，而这并非我们本意为之。

4. 修改信用证

（1）Thank you for your L/C .But much to our regret,there are some discrepancies between the L/C and the S/C.

感谢贵方的信用证，但遗憾的是，信用证和售货确认书有些不符合。

（2）As there is no direct vessel to your port from Shanghai,please amend your L/C No 234 to allow transshipment,instead of“transshipment not allowed”.

由于没有从上海到你港的直轮，请将第234号信用证中的“不允许转船”修改为允许转船。

（3）We note from your L/C No 198 that 5 % tolerance was not mentioned.In view of the nature of the goods, a tolerance of 5% both for quantity and amount should be permissible.Please amend the L/C correspondingly as early as possible.

我们注意到，贵方第198号信用证未提及5%商务伸缩度。考虑到商品的性质，对商品的数量和金额应允许有5%的上下变化幅度，请尽快修改相关信用证。

（4）It is a matter of regret to advise you that the L/C valid until Mar.20 became unusable because our manufacturers can not supply the goods on time due to the earthquake in China.We are quite sorry for this inconvenience brought to you by force majeure.Please give us one more month for the completion of the goods and instruct your bankers for the extension of validity with ample time for enabling us to negotiate the draft under the credit.

很遗憾告知贵方，信用证在3月20日到期前无法使用，因为中国的地震导致厂商无法按时供货。对于这一不可抗力给贵方带来的不便，我们很抱歉。请宽限一个月，并转告银行将信用证展期，以便我们有足够的时间按信用证规定议付。

Exercises

Ⅰ. Translate the following phrases and make sentences with them.

1. make payment

2. mode of payment

3. draw on

4. without any delay

5. in one’s favor

6. cinfirmed, irrevocable L/C

7. check L/C

8. make amendment to L/C

9. validity date

10. amounting to

Ⅱ. Fill in the blanks in the letter with the words listed below.



We wish to place with you an order for 1,000 casks Iron Nails at the price of US$150.00 1 cask CFR C5% Lagos for 2 during July/August.

For this 3 order,we would like to pay by 30 days L/C. 4 about US$ 150,000,this order is comparatively a big one.As we have only moderate means at hand,the 5 of funds for as long as three to four months indeed 6 a problem to us.

It goes 7 saying that we very much appreciate the support you have 8 to us in the past. If you can do us a special 9 this time,please send us your contract,upon receipt of which we will 10 the relative L/C immediately.

Ⅲ. Complete the following sentences in English.

1. In view of our long-term trade relations,we exceptionally agree

a.放宽付款条件，以即期付款交单支付货款。

b.贵方通过银行向我方开即期汇票，我们在汇票提示时当即付款。

2. Upon checking your L/C,we find that

a.信用证要求以木箱包装货物，而购货合同中却是要求用纸箱。

b.信用证中未允许分装和转船，这不符合我们的实际运输情况。

3. We wish to draw your attention to the fact that

a.交货期临近，但到目前我们仍没有收到有关的信用证。

b.以上的付款条件已经由我公司经理批准并将立即遵照执行。

4. It is based on the common understanding that

a.贵方开具汇票时应该事先通知我们。

b.贵方应敦促纽约开证行尽快开证。

5. We are informed that

a.贵方将立即开立信用证，并尽快申请进口许可证。

b.你方已开金额为23,000美元支票一纸，以支付发票所列款项，5%的折扣已经扣除。

Ⅳ. Translate the following sentences into English.

1. 世界经济还没有完全从美国金融危机中恢复过来，欧洲债务危机对国际贸易又产生了更严重的影响。为了能获得市场竞争优势，我们希望贵方能够给予优惠的支付条款，以促成此笔交易。

2. 按照贵方要求，我们破例接受即期付款交单，但只此一次，下不为例。我们将按发票金额向你方开立汇票，请见票即付。

3. 按照所附通知书，请按下述意见修改130号信用证。

（1）信用证金额增至30,000美元。

（2）将装运有效期延至10月15日。

（3）删去“不允许转船”字句。

4. 我们已电话通知贵方，“西西里”号轮在香港停泊时受到严重损伤，航次已经取消，我们不可能在信用证8月8日到期前交货。为此，我方殷切希望贵方将该证展期到本月底。

5. 现随函附寄贵方由“公主”号轮所运货物的下述单据一式两份，另有开给罗伊贸易公司的7,000美元的60天汇票一纸。请在付款人承兑后把单据交给他们。还请贵方按时收账，并将净值汇寄给我们。

Ⅴ. Write a letter based on the following notes.

1. 收到对方的订单。

2. 不同意对方以承兑交单的要求，望以不可撤销的跟单信用证支付。

3. 承诺收到信用证后，及时做好备货及装运等事宜。

Sample documents

1. 信用证

信用证是指开证银行应申请人（买方）的要求并按其指示向第三方开立的载有一定金额的，在一定的期限内凭符合规定的单据付款的书面保证文件。信用证是国际贸易中最主要、最常用的支付方式。开证行和议付行两家银行做为买卖双方的保证人，代为收款交单，以银行信用代替商业信用。信用证业务从发生到结束大体要经过七个主要环节，具体如下所述。

（1）进口方申请开证。

（2）进口方银行开证。

（3）出口方银行通知信用证。

（4）出口方交证出运。

（5）出口方银行议付。

（6）开证行偿付

（7）进口方赎单提货

信用证本质上就是银行所出具的一封信函，其主要内容有，具体如下所述。

（1）对信用证本身的说明。如其种类、性质、有效期及到期地点。

（2）对货物的要求。根据合同进行描述。

（3）对运输的要求。

（4）对单据的要求，即货物单据、运输单据、保险单据及其它有关单证。

（5）特殊要求。

（6）开证行对受益人及汇票持有人保证付款的责任文句。

英文信用证一般用大写，范本如下：

BANK OF CHINA

LIAONING

NO. 5 ZHONGSHAN SQUARE ZHONGSHAN DISTRICT DALIAN

CHINA

KOEXKRSEXXX MESSAGE TYPE:　　700

Destination Bank（通知行）　　　KOREA EXCHANGE BANK，SEOUL，

178.2 KA, ULCHI RO, CHUNG-KO

Type of Documentary Credit　　　　　　IRREVOCABLE

（信用证性质为不可撤销）

Letter of Credit Number（信用证号码）　LC84E0081/99

Date of Issue（开证日期）　　　　120916

Date and Place of Expiry（失效时间地点）　121015KOREA

Applicant Bank（开证行）　　　BANK OF CHINA LIAONING BRANCH

Applicant（开证申请人）　　　DALIAN TRADINGCO.,LTD.

Beneficiary（受益人）　　　　　SANXXI CORPORATION

CPO BOX 110, SEOUL, KOREA

Currency Code,Amount（信用证总额）　USD 1,146,725.04

Available with...by…　　　　ANY BANK BYNE GOTIATION

（呈兑方式：任何银行议付）

Drafts at（见证45天内付款）　　　　45 DAYS AFTER SIGHT

Drawee（付款行）　　　　BANK OF CHINALIAONING BRANCH

Partial Shipments（不允许分装）　　NOT ALLOWED

Tran shipment（不允许转船）　　　NOT ALLOWED

Shipping on Board/Dispatch/Packing in Charge at/ from（起运港） RUSSIAN SEA

Transportation to（目的港）　　　DALIAN PORT,P.R.CHINA

Latest Date of Shipment（最迟装运期）　120930

Description of Goods or Services（货物描述）

FROZEN YELLOWFIN SOLE WHOLE ROUND（WITH WHITE BELLY）USD770/MT CFR DALIAN QUANTITY: 200MT ALASKA PLAICE（WITH YELLOW BELLY）USD600/MT CFR DALIAN QUANTITY: 300MT

Documents Required:（议付单据）

1. SIGNED COMMERCIAL INVOICE IN 5 COPIES.（签字的商业发票五份）

2. FULL SET OF CLEAN ON BOARD OCEAN BILLS OF LADING MADE OUT TO ORDER AND BLANK ENDORSED, MARKED “FREIGHT PREPAID” NOTIFYING LIAONING OCEAN FISHING CO., LTD. TEL:（86）411-33455331（一整套清洁已装船提单, 抬头为TO ORDER 的空白背书,且注明运费已付,通知人为LIAONING OCEAN FISHING CO., LTD. TEL:（86）411-33452485）

3. PACKING LIST/WEIGHT MEMO IN 4 COPIES INDICATING QUANTITY/GROSS AND NET WEIGHTS OF EACH PACKAGE AND PACKING CONDITIONSAS CALLED FOR BY THE L/C（装箱单/重量单四份, 显示每个包装产品的数量/毛净重和信用证要求的包装情况）

4. CERTIFICATE OF QUALITY IN 3 COPIES ISSUED BY PUBLIC RECOGNIZED SURVEYOR. （由PUBLIC RECOGNIZED SURVEYOR签发的质量证明三份）

5. BENEFICIARY'S CERTIFIED COPY OF FAX DISPATCHED TO THE ACCOUNTEE WITH 3 DAYS AFTER SHIPMENT ADVISING NAME OF VESSEL, DATE, QUANTITY, WEIGHT, VALUE OF SHIPMENT, L/C NUMBER AND CONTRACT NUMBER.（受益人证明的传真件, 在船开后三天内已将船名航次、日期、货物的数量、重量价值、信用证号和合同号通知付款人）

6. CERTIFICATE OF ORIGIN IN 3 COPIES ISSUED BY AUTHORIZED INSTITUTION（当局签发的原产地证明三份）

7. CERTIFICATE OF HEALTH IN 3 COPIES ISSUED BY AUTHORIZED INSTITUTION（当局签发的健康/检疫证明三份）

Additional instructions（附加指示）

1. CHARTER PARTY B/L AND THIRD PARTY DOCUMENTS ARE ACCEPTABLE（租船提单和第三方单据可以接受）

2. SHIPMENT PRIOR TO L/C ISSUING DATE IS ACCEPTABLE（装船期在信用证有效期内可接受）

3. BOTH QUANTITY AND AMOUNT 10 PERCENT MORE OR LESS ARE ALLOWED（允许数量和金额公差在10%左右）

Charges（费用）

ALL BANKING CHARGES OUTSIDE THE OPENNING

BANK ARE FOR BENEFICIARY'S ACCOUNT.

Period for Presentation（交单期限） ISSUANCE OF TRANSPORT DOCUMENTS BUT WITHIN

THE VALIDITY OF THE CREDIT.

Confirmation Instructions（保兑指示） WITHOUT

Instructions to the Paying/Accepting/Negotiating Bank（给支付行/承兑行/议付行的指示）

1. ALL DOCUMENTS TO BE FORWARDED IN ONE COVER, UNLESS OTHERWISE STATED ABOVE.（除非上面有另外说明，所有单证一起寄送）

2. DISCREPANT DOCUMENT FEE OF USD 60.00 OR EQUAL CURRENCY WILL BE DEDUCTED FROM DRAWING IF DOCUMENTS WITH DISCREPANCIES ARE ACCEPTED.（如果贵行所接受单证有瑕疵，将会从所支取款项中扣除60美元或相当于60美元的其他货币金额的瑕疵修改费）

Advising Bank

KOEXKRSEXXX MESSAGE TYPE: 700

KOREA EXCHANGE BANK

SEOUL

178.2 KA, ULCHI RO, CHUNG-KO（通知行）

2. 汇票

汇票（Bill of Exchange/Postal Order/Draft）是由出票人签发的，要求付款人在见票时或在一定期限内，向收款人或持票人无条件支付一定款项的票据。汇票是国际结算中使用最广泛的一种信用工具。在填写汇票时，除了要严格按信用证缮制外，还要符合国际惯例和票据的规范。汇票中的金额和货币必须和信用证和合同的规定相同。汇票样本如图7-1所示。



图7-1 汇票样本

本书由“ePUBw.COM”整理，ePUBw.COM 提供最新最全的优质电子书下载！！！

Unit8 Arranging Manufacturing

General introduction

无论是厂商还是外贸公司，在签订合约后都要按照合同的交货期要求，安排货源。除非有现货供应，均需安排生产，并根据买方的要求，下订单给工厂。过去外贸公司一般向国内企业安排生产，以中文交流，故已有的外贸信函中多缺乏这一环节。而如今，随着中国越来越国际化，涉外企业的出口占总出口的比重越来越大。外贸业务人员也需要掌握如何书写安排生产的英文信函。

安排生产环节与购买业务相似。（1）向生产厂家订货。一般卖方在收到买方客户银行水单后，再安排工厂生产。首先你要写清所要购买商品的名称、规格和数量, 并向对方进行正规报价。（2）寄送采购合同。采购合同一定要做细，合同号以及涉及各个商品的规格参数一定要写全。数量、金额要仔细核对无误，验货方式要写详细、清楚，且要向对方确认好付款方式，并需确认出了问题的解决办法和索赔方式。（3）打定金给工厂。生产厂家在具体进行生产前一般会要求对方支付一定的订金，并需信息跟踪钱款是否到账。（4）跟踪生产进程。随时掌握生产进程，并确认货物尺寸、重量与要求相一致。

安排生产的信函表达一定要清晰、明确。对于具体的商品名、生产时间、包装要求等都必须要非常具体，回复信函时一定要及时。

Specimen letters

Letter–8(1)

Dear Sirs,

Re: Computer accessories

We have just received an order for computer accessories from our customers in Europe. In view of our long-term cooperative relationship, we would be very pleased if you can manufacture these products for us.

Attached please find the printed order sheet. You can see that there is no much change in product specifications for these parts and accessories. However, the packing needs improving, which requires saving space through more compacted packing. As our customers are in urgent need of these goods for their assembly lines, these goods have to be shipped before the end of December. If there is any problem with the manufacturing time, please don’t hesitate to contact us so that we can make some alternative arrangement.

We hope to receive your quick reply on whether we can enter into this transaction.

Yours Faithfully,

Letter–8(2)

Dear Sirs,

Thank you for your letter of Aug.13 requiring us to send you the purchasing contract.Attached please find the same.

We are pleased to know that your firm has made the necessary preparation for the manufacturing of the goods.Here we wish to draw your attention that there are some minor differences in the technical parameters of these goods from those of previous lot.Please do make sure that the specifications and quantity of the goods should be in strict accordance with those stipulated in the contract.

As agreed in the contract,we will make some down payment before you start to manufacture the products. Please send us your account number,and we will debit your account with the amount notified to us as agreed in the contract.

We would be very thankful if you can expedite the production and inform us of your manufacturing schedule from time to time.

Yours Truly,

Letter–8(3)

Dear Sirs,

We acknowledge the receipt of your letter of Dec. 12 informing us of the development of manufacturing.

On perusal,we are happy to know that you have adopted a unique philosophy concerning quality management for the purpose of achieving a constant and continual improvement in quality.In addition, you also improved your quality auditing system through imposing more strict quality checks on the production of this lot of goods.And the assembly line has been streamlined,which would definitely improve production efficiency.We are really grateful for your effort in improving the quality of the products and are confident that the goods must be of high quality with least defective percentage,which will help to promote the future sales.

We would also like to confirm with you again that the date of shipment has been brought forward to Jan.20 from Jan 30 in order to avoid the traffic congestion before Spring Festival.As it will take a couple of days to book shipping space and cover insurance before the deadline,we hope you can email us one week before you accomplish the production.

Very truly yours,

Notes

1. Attached please find the printed order sheet.

随函附上印刷好的订单。

相似的句型有：

Attached is the printed order sheet,please check.

We are attaching the printed order sheet.

2. You can see that there is no much change in product specifications for these parts and accessories.

你们会看到这些零部件的产品规格没有很大变化。

change in / about 在……发生的变化

3. ……the packing needs improving, which requires saving space through more compacted packing.

……包装需要改进，要求通过更加紧凑的包装节省空间。

save space 节约空间

compact v. 使……紧密

4. If there is any problem with the manufacturing time,please don’t hesitate to contact us.

若生产时间有任何问题，请尽管和我们联系。

don’t hesitate to do sth. 毫不犹豫地做某事

5. Please do make sure that the specifications and quantity of the goods should be in strict accordance with those stipulated in the contract.

请务必确保货物的规格和数量与合同所订立的完全相一致。

be in strict accordance with 与……完全相一致

6. As agreed in the contract,we will make some down payment before you start to manufacture the products.

如合同所规定，我们将在贵方开始生产产品之前，付一些定金。

make down payment 付定金

7. We will debit your account with the amount notified to us as agreed in the contract.

我们将按合同规定将应支付的金额转入贵方账户。

debit n. 借方；借方账目

v. 记入借方

8. We would be very thankful if you can expedite the production and inform us of your manufacturing schedule from time to time.

若贵方能加快生产进度，并常告知生产进度，我们将非常感谢。

expedite v. 加速；加快

from time to time 不时地

9. On perusal,we are happy to know that you have adopted a unique philosophy concerning quality management so as to achieve a constant and continual improvement in quality.

详读来信后，我们很高兴获悉贵方已经采用了一种独特的质量管理体制，以便能不断地追求更高更好的质量。

adopt 采用；采纳

concerning prep. 关于；与……相关

constant adj. 持续的；不断的

continual adj. 不间断的；不停的；多次重复的；频繁的

10. The assembly line has been streamlined,which would definitely improve production efficiency.

流水线更加精简，必将提高效率。

streamline v. 使更加流线型；使简单化；使现代化

11. We are confident that the goods must be of high quality with least defective percentage.

我们相信产品的质量一定很高，次品率降到最低。

defective percentage 次品率

12. The date of shipment has been brought forward to Jan. 20 from Jan 30.

装运期已经从元月30日提前到元月20日。

bring…forward to 将时间提前到……

13. ……it will take a couple of days to book shipping space and cover insurance before the deadline.

……在到期日之前会需要几天时间来订舱位和办理保险。

cover insurance 投保

book shipping space 预定仓位

Useful words and expressions

1. accessory n. 附件；配件；附加物

accessories of the car　　汽车零配件

adj. 附件的；补充的

accessory claim　　附带请求

accessory contract　　附加合同；附约

accessory equipment　　辅助设备

accessory risks　　附带险

accessory structure　　附属结构

2. appreciate v. 感谢

appreciate与thank相比较更加正式，后面常跟表示事物的名词或代词，但不跟某人。一般句型有：

We appreciate your effort in opening up a market for our products.

It is appreciated that you reduced your price by 5%.

appreciation n. 感谢，涨价，增值

appreciation account　　增值账户

appreciation of a currency　货币增值

appreciation of fixed assets　固定资产增值

appreciation of goods　　商品提价

appreciation surplus　　增值盈余；涨价盈余

3. assembly n. 装配

assembly line　　装配线

assembly instruction　　装配须知

assemble v. 集合；装配

4. attach v. 附加；附带

attachment: n. 附件；查封；扣押；生效，起期

attachment to the contract　合同附件

attachment of debts　　债务扣押

attachment of interest　　起息

attachment of risk　　保险责任

5. book v. 预定；预约

book shipping space　　预定仓位

book tickets　　　订票

n. 账簿；账本

book account　　往来账户

book assets　　　账面资产

book balance　　账面余额

bookkeeper　　　记账人

book value　　　账面价值

book surplus　　账面盈余

6. contact n., v. 接触；联系

keep contact with　　保持联系

be in contact with　　与……有联系

7. deadline n. 截止期；最后期限

deadline for demanding compensation 要求赔偿期限

deadline for the offer　　报盘有效期

deadline for performance　履行期限

8. defective adj. 有缺陷的；有瑕疵的

defective check　　不完整支票

defective fraction　　次品率

defective goods　　次品

defective packing　　不良包装

defective value　　亏损值

9. firm n. 商号；公司

aggregated firm　　联合商号

auxiliary firm　　附属公司

entrant firm　　　新开商号

10. manufacture n., v.（尤指大量的）制造

manufactured goods　　制成品

semi-manufactured goods　半成品

manufactured inventories　库存制成品

manufacture order　　制造订单

11. philosophy n. 哲学；宗旨

philosophy of consensus　协商一致的指导原则

12. unique adj. 独特的；唯一的

unique selling point（USP）　独特卖点

a unique book　　孤本

uniqueness n. 独特性；唯一性

13. urgent adj. 紧急的；急迫的

be in urgent need of　　急需……

urge v. 催促；强烈要求

urge the establishment of L/C　催开信用证

urge quick delivery　　催促迅速交货

Useful sentences

1. 表达向生产厂家组织货源的意愿

（1）We wish you to manufacture another 500,000 pieces of the wool blankets,the price and the quality being the same as before.

我们想请贵方再生产500,000张羊毛毯，价格和质量如前。

（2）Our end-users in South Korea are very satisfied with your mechanical equipments and wish to import some other 40 pieces.Could you please kindly inform us whether you can manufacture them within 2 months?

我们的韩国用户对贵方的机械设备非常满意，并意欲再进口40台。请问贵方在两个月内是否能够完成生产？

（3）We have just obtained an order from our repeat customer in Brazil,who is very keen on Chinese printed shirts.We are enclosing the order in the hope that you can supply the goods from stock.

我们刚刚从巴西老客户处获得一份订单，他们对中国印花细布很感兴趣。现随函附上订单一份，希望贵方能以现货供应。

2. 向对方询问生产进度

（1）We wish to know how the manufacturing is going.

我们想知道生产进展如何了。

（2）We want to know whether all the manufacturing of the order No.234 is on the right track.If there is any problem with the whole process,please do inform us in advance so that we can make the necessary adjustment.

我们想知道第234号订单的生产是否一切正常。若整个过程有任何问题，请务必提前通知，以便我们做好必要的准备。

（3）As our customers are in urgent need of the goods, we would like to know whether it is possible for you to accomplish the manufacturing ahead of schedule,for which we can allow you a further 2%discount.

由于我们的顾客急需此批货物，我们想知道有没有可能提前完成生产，为此可以再给2%的折扣。

3. 催促对方加快生产进度

（1）We know from your letter that you are burdened with the heavy backlog of commitments.However,in view of our long-term business relationship,we sincerely hope you can manufacture this order at your earliest convenience.

我们从来信中得知贵方有许多订单积压。然而，鉴于我们长期业务关系，真诚希望贵方能尽快生产该批产品。

（2）The delivery time is approaching and our importers have urged us to expedite the shipment.Could you please speed up the production so as to complete it on time?

发货时间即将临近，我们的进口商也已催促我们加快发运。烦请贵方加快生产以准时完成生产。

（3）It’s a good news that the goods are 70% done and your workers are working on the production day and night,which we really appreciate.We are convinced that the goods will prove quite satisfactory to our customers.

欣闻货物生产已经完成70%，而且贵方的工人正加班加点生产，对此我们深表非常感谢。相信我们的客户定会对该批货物非常满意。

Exercises

Ⅰ. Translate the following phrases and make sentences with them.

1. attached please find

2. focus on

3. in urgent need of

4. auditing system

5. turn out to

6. make down payment

7. account number

8. notify to

9. quality management

10. debit to

Ⅱ. Fill in each blank with an appropriate preposition to complete the letter.

Dear Sirs,

We have carefully considered your counter-proposal 1 5 th May to our offer 2 the price of woolen underwear, but very much regret that we cannot accept it.The prices we quoted in our letter of 2 nd may leave us 3 only the smallest of margins.They are in fact lower than those of our competitors 4 goods of similar quality.

The wool used in the manufacture of our “Thermaline” range undergoes a special process that prevents shrinkage and increases durability.The fact that we are the largest producers of woolen underwear in this country is 5 itself evidence of the good value of our products.

If, having given further thought 6 the matter,you feel you cannot accept our offer,we hope it will not prevent you 7 approaching us 8 some other occasions.We shall always be glad to hear 9 you and will carefully consider any proposal likely to lead 10 business between us.

Ⅲ. Complete the following sentences in English.

1. In view of our long-term cooperative relationship, we are really sure that

a.贵方定会尽早安排生产该批中国瓷器。

b.贵方定能为我们保留货物至本月底。

2. We regret being unable to

a.同意贵方提出的为适应外汇市场不稳定而降价的要求。

b.接受贵方将交货期和结算日分别延迟至9月1日和10月15日的要求。

3. We are happy to know that

a.贵公司实施了全面质量管理，大大提升了质量和生产力。

b.我们的生产厂商能够很好地满足贵方对这一型号电视机的需求。

4. Please see to it that

a.贵方按照协议汇付应付金额。

b.贵方根据合同单价按实际生产数量将总货款计算清楚。

5. It is our usual practice to

a.要求生产厂家做好一切内外包装事宜，且费用由生产厂家负责。

b.在实际生产订单前，要求出口商先支付30%的定金以支付原材料采购费用。

Ⅳ. Translate the following sentences into English.

1. 多亏你们的合作，我们才能够按照进口方的要求提前发货。

2. 为了弥合双方对发货时间理解的巨大差距，我们已经表现出最大的灵活性来加快生产进度。

3. 我们的进口商对质量的要求很严，请加强质量控制、降低次品率。

4. 非常感谢贵方一直以来在生产上对我们的支持。我们一直坚持平等互利的原则，希望通过双方的共同努力，来促进业务和友谊。

5. 按照我们和进口商签订的合同规定，如果不能及时交货，我们将承担由于延迟而产生的一切可能的损失。因此，请务必保证交货时间，否则贵方需承担全部责任。

Ⅴ. Write a letter based on the following notes.

1. 欧洲的进口商向我们订货，相信对方可以按时生产。

2. 向对方确认生产时间、价格、产品规格、质量、包装及支付方式等相关事宜。

3. 感谢对方的合作，对未来作出承诺。

本书由“ePUBw.COM”整理，ePUBw.COM 提供最新最全的优质电子书下载！！！

Unit9 Packing




        

General introduction

在国际贸易中，商品包装尤其重要，因为货物需经长途辗转后才能运抵目的地。进出口商品中除散装货（bulk goods）和裸装货（nude goods）以外，多数都需要包装。商品包装一般分为运输包装和销售包装。销售包装称为“内包装”（inner packing）、小包装或直接包装，而运输包装又称为“外包装”（outer packing）。销售包装是实现商品价值和使用价值，并且增加商品价值的一种手段。它通过美化商品、吸引顾客来进行促销。运输包装主要是为了便于运输、储存和装卸，节约运费，减少运输途中的破损等进行的包装。它不仅可以给流通环节的贮、运、调、销带来方便，如装卸、盘点、码垛、发货、收货、转运、销售计数等，还可以保护商品在运输过程中免受日晒、风吹、雨淋、灰尘沾染等自然因素的侵袭，防止挥发、渗漏、溶化、沾污、碰撞、挤压、散失以及盗窃等损失。

与包装本身同等重要的是运输包装上的标志，这是为了便于货物运输、识别与交接，而在包装外部刷印特定记号、图形、文字或数字。按包装标志的用途，主要分为运输标志（shipping mark）、指示性标志（indicative mark）和警告性标志（warning mark）等。

运输包装的总的要求就是要使货物在运输中安然无恙，其次在包装时还要考虑运费这一重要的因素，将货物的包件打得越小越好，越轻越好。买卖合同中包装条款的内容一般包括包装材料、包装方式和每件包装中所含物品的数量或重量，这也是包装信函的主要内容。

Specimen letters

Letter–9(1)

Dear Sirs,

Re: Your Order No. 231

Thank you for the captioned order of February 2 for 20,000 raincoats,and we are pleased to inform you that we can supply all the raincoats of various colors you required from stock and arrange shipment by M. V.Mermaid,which can sail from Shanghai by the end of next month.

Our raincoats are now packed in a polythene bag each and then in a cardboard box,6 dozen to a carton with a gross weight of some 10 kilograms.Each carton is lined with a polythene sheet and secured by overall strapping,thus preventing the contents from dampness and possible damage in transit.The whole lot of goods will be packed in seaworthy containers.

Since a polythene bag is used for each raincoat,it is attractive and all ready for window display,which will no doubt boost the sales.In addition,the packing is light in weight and therefore easy to handle.

We state the above packing details for your consideration and will execute your order accordingly if we do not hear from you to the contrary before March 18.

Sincerely yours,

Letter–9(2)

Dear Sirs,

Re: Packing in Cartons

Thank you for your order No.631 for 5,000 dozen blouses,which are to be shipped by S.S.“Vanguard” before March 28,with transshipment at Singapore.

As stipulated in our Sales Confirmation No.593,our blouses are packed in boxes of 1 dozen each, 6 boxes to a carton lined with waterproof paper.Each container holds 1,000 dozen blouses and the whole shipment will therefore comprise approximately 5 containers,each weighing 8.3 tons.

Meanwhile,we understand your concern over packing with cartons,for which we would like to give you the following details:

1. cartons lined with plastic sheets can be well protected against moisture,which are absolutely water-proof.

2. packing in cartons can prevent skillful theft and pilferage.Since the trace of pilferage is much more evident,it is easier to file a claim against the insurance company and obtain indemnity for damages to or losses of the cargo insured against WPA and TPND.

3. cartons are comparatively light and compact.Therefore,cartons are convenient to handle and quite suitable for ocean transportation.

Please be assured that we have taken every possible precaution to make sure of safe transportation of our products.

Looking forward to your repeat orders.

Yours faithfully,

Letter–9(3)

Dear Mr. Zhang,

Re: Your S/C No. 200703

Thank you for your letter of March 15 enclosing the above sales confirmation in duplicate.

However,after studying your confirmation,we find that the packing terms in it are not clear enough,which read as follows.

Packing：Seaworthy export packing,suitable for long distance ocean transportation.

In order to eliminate possible future disputes,we would like to make clear beforehand our packing requirements as follows ：The 1,000 kilograms of tea under the captioned confirmation shall be packed in international standard tea boxes and then put into a foamed plastic casing,24 boxes to a carton,which is specially designed to ensure no movement possible inside.On the outer packing,please mark our initials TIC in a triangle,under which the port of destination and our order number should be stenciled.In addition, warning marks like USE NO HOOK and HANDLE WITH CARE should be stenciled in fade less ink on the outside of each carton.

We are looking forward to your confirmation by return before long.

Yours sincerely.

Notes

1. …we can supply all the raincoats of various colors you required from stock and are arranging shipment by M. V. Mermaid.

……我们能够以现货供应各种颜色的雨衣，并正安排“美人鱼”号轮船装运。

supply from stock 以现货供应

arrange shipment by M.V. Mermaid 安排“美人鱼”号轮装运（也可用via, through等介词）

2. Our raincoats are now packed in a polythene bag each and then in a cardboard box,6 dozen to acarton, with a gross weight of some 10 kilograms.

现在我们的雨披每件都用塑料袋包装好放于纸盒，每6打放于一纸板箱，每个纸板箱总重约10公斤。

polythene bag 塑料袋（也可写作poly bag）

cardboard box 硬纸板盒

3. Each carton is lined with a polythene sheet and secured by overall strapping, thus preventing the contents from dampness and possible damage in transit.

每个纸板箱都衬以塑料纸，全箱以皮带加固，以防止内装货物受潮和运输过程中受损。

be lined with 以……为衬里

secured by overall strapping 全部以皮带加固

dampness n. 潮湿

in transit 运输中（也可用during the course of transportation）

4. The whole lot of goods will be packed in seaworthy containers.

整批货物都装于适合海运的集装箱。

seaworthy containers 适合海运的集装箱

与seaworthy相似的形容词还有：

airworthy adj. 适合航空运输的

roadworthy adj. 适合公路运输的

5. As stipulated in our Sales Confirmation No.593,our blouses are packed in boxes of 1 dozen each,6 boxes to a carton lined with waterproof paper.

按照第593号售货确认书规定，每打罩衫装于一纸盒，每6打装于衬有防水纸的纸板箱。

6. The whole shipment will therefore comprise 5 containers, each weighing 8.3 tons.

因此，所有的货物将装于5个集装箱，每个重8.3吨。

container 集装箱

7. Packing in cartons can prevent skillful theft and pilferage.

以纸板箱包装可以防止偷盗。

pilferage n. 偷窃

8. Since the trace of pilferage is much more evident, it is easier to file a claim against the insurance company and obtain indemnity for damages to or losses of the cargo insured against WPA and TPND.

由于偷盗的痕迹会更明显，因此更容易向保险公司提出索赔，从而获取因投保水渍险和偷窃、提货不着险的货物遭受损坏或损失的赔偿。

file a claim against/with some insurance company 向某保险公司提出索赔

indemnity n. 赔偿（也可用compensation）

WPA 水渍险（全称为 With Particular Average）

TPND 偷窃与提货不着险（全称为Theft, Pilferage ＆ Non-delivery）

Cargo n. 货物（特指运输途中的货物）

9. Thank you for your letter of March 15 enclosing the above sales confirmation in duplicate.

感谢贵方3月15日来信及随信附寄的以上售货确认书一式两份。

in duplicate 一式两份（一般放于所修饰词的后面, 也可用two copies of）

10. In order to eliminate possible future disputes,we would like to make clear beforehand our packing requirements here.

为避免以后可能发生争议，我们在此想提前阐明我们的包装要求。

dispute n. 争端；争议（也可用disagreement或argument）

11. The 1,000 kilograms of tea under the captioned confirmation shall be packed in international standard tea boxes and then wrapped with foamed plastic casing,24 boxes to a carton,which is specially designed to ensure no movement possible inside.

标题确认书项下的1,000公斤茶叶应以符合国际标准的茶叶盒包装，然后裹上保护性泡沫。每24盒装一纸板箱，纸板箱经特别设计，以确保箱内货物不移动。

be wrapped with…用……裹住（包住）

foamed plastic casing 保护性泡沫；塑料泡沫

12. On the outer packing,please mark our initials TIC in a triangle,under which the port of destination and our order number should be stenciled.

请在外包装上的三角形内标上我方名称的首字母缩写“TIC”，三角形下应印刷上目的港和我方的订单号。

outer pack 外包装

initials n. 首字母（也可写为 initial letters e.g. Just write your initials. 写下你姓名的首字母）

stencil v. 用模板印（文字或图案）

13. Warning marks like USE NO HOOK and HANDLE WITH CARE should be stenciled in fade less ink on the outside of each carton.

每一纸板箱的外面用不褪色墨刷上“请勿用钩”、“小心轻放”等警告性标志。

warning marks 警告性标志

fadeless adj. 不褪色的

fade v. 褪色

14. We are looking forward to your confirmation by return before long.

期望你方早日回函确认。

by return 由下一班邮递；尽快（也可为by return of post）e.g.Please reply by return of post.请即赐复。

意思相近的表达还有：before long, asap（as soon as possible）, at an early date, soon, shortly.

Useful words and expressions

1. in bulk散装

其他包装方式有：

in block　　　块装

in spear　　　条装

in slice　　　片装

in bundle　　　捆（扎）装

in nude　　　裸装

bare in loose　　裸散装

2. in duplicate 一式两份

类似的词组还有：

in triplicate　　　一式三份

in quadruplicate　　一式四份

in quintuplicate　　一式五份

in sextuplicate　　一式六份

in septuplicate　　一式七份

in octuplicate　　一式八份

in nonuplicate　　一式九份

in decuplicate　　一式十份

3. mark n. 标记

shipping mark　　唛头；装运标记

warning mark　　警示性标记

indicative mark　　指示性标记

4. packing n. 包装

inner packing　　内包装

mode of packing　　包装方式

outer packing　　外包装

packing list　　　装箱单

strong packing　　牢固的包装

5. packing condition 包装状况

关于包装状况的描述有：

improper packing　　包装不妥

insufficiently packed　　包装不固

intact packing　　包装完整

negligent packing　　包装不良

proper packing　　包装合格

sound packing　　包装完好

6. packing containers 包装容器

国际贸易中的包装容器一般有以下一些种类：

bale　　　布包

bundle　　　捆

carton　　　纸板箱

cardboard box　　纸盒

crate　　　板条箱

drum　　　桶

gunny bag　　　麻袋

pallet　　　托盘；小货盘

paper bag　　　纸袋

sack　　　大袋

wooden case　　木箱

7. special indicatives and marks 特殊指示和标记

外贸包装中一般有以下特殊标记：

ACID-WITH CARE　　酸性液体，小心轻放

DO NOT DROP　　切勿坠落

DO NOT STOWONDECK　请勿放甲板

FRAGILE　　　易碎品

GLASS -WITH CARE　玻璃制品，小心轻放

HANDLE WITH CARE　小心轻放

INFLAMMABLE　　易燃

KEEP DRY　　　保持干燥

STOW AWAY FROM HEAT　防热

THIS SIDE UP　　此面朝上

OPEN THI SEND　　此面打开

PERISHABLE　　易腐物品

TO BEKEPT COOL　　冷藏保存

TOP　　　此面朝上

USE NO HOOKS　　请勿用钩

KEEP UP RIGHT　　请勿倒置

NOT TO BE TIPPED　　请勿倾倒

KEEP UP RIGHT　　切勿倒置

NOT URNING OVER　切勿倾倒

NOT TOBELAID FLAT　切勿平放

DO NOT CRUSH　　切勿压挤

8. stock n. 存货；库存；现货；股票

run out of stock　　缺货

supply from stock　　以现货供应

stock market　　股票市场

Stock Exchange　　股东

v. 储存

9. strapping 皮带

关于其他材料的描述有：

bamboo skin　　竹篾

batten　　　狭木条

brass wire　　　铜丝

buckle　　　扣箍

ironwire　　　铁丝

iron rod　　　铁条

10. take precautions 采取预防措施

相似的词组还有:

take actions　　　采取步骤

take measures　　采取措施

11. transportation n. 运输

ocean transportation　　海洋运输

air transportation　　航空运输

railway transportation　　铁路运输

road transportation　　公路运输

12. water-proof paper 防水纸

其他可用于包装的纸的类别有：

bituminous kraft paper　地沥青牛皮纸

bulrush mat　　　蒲、苇

film membrane　　薄膜

kraft paper　　　牛皮纸

transparent Paper　　透明纸

wax paper　　　蜡纸

Useful sentences

1. 评价对方提出的包装方式

（1）The packing mentioned in your order was of the old mode we adopted several years.

贵方订单上所述的包装是我们数年前采用的老包装。

（2）However, after studying your sales confirmation carefully,we find that the packing terms in it are not clear enough,which read as：seaworthy export packing,suitable for long distance ocean transportation.

然而，在仔细研究了贵方售货确认书以后，我们发现包装条款不够清晰，写的是：适于海运的出口包装，适合长途海洋运输。

（3）We do not object to packing in cartons,provided the flaps are glued down and the cartons secured by metal bands.

我们不反对用纸板箱包装，只要接口处自上而下用胶胶好、箱子用金属带捆好即可。

（4）We have examined the polythene bag you sent us and find it acceptable if you could omit the brand name on the bag as before.

我们检验了贵方所寄的塑料袋，觉得可以接受，但贵方须如以前一样，去掉袋子上的商标名称。

2. 提出包装方式

（1）Packing in sturdy wooden cases is essential.All the cases must be nailed,battened and secured by overall metal strapping.

用牢固的木箱包装是最基本的要求。所有的箱子都必须钉上钉子，用板条固定好，每面都用铁箍加固。

（2）We have now adopted carton packing instead of wooden cases as the former is just as seaworthy as the latter while the cost is less and the weight lighter.

我们现已用纸板箱替换木箱包装，因为前者同后者一样适于海运，但成本更低且重量更轻。

（3）Our export Trip Scissors are packed in boxes of one dozen each,100 boxes to a carton.The overall dimensions are 17cm high,30 cm wide and 50 cm long with a volume of about 0.026 cubic meters.

我方出口的旅行剪刀每盒装一打，每一纸板箱装一百盒。箱子的尺码是17公分高，30公分宽，50公分长，体积约0.026立方米。

（4）The gross weight is 23.5kg.,while the net weight is 22.5kg.As to the shipping marks outside the carton, in addition to the gross,net and tare weights,the wording“MADE IN THE PEOPLE’S REPUBLIC OF CHINA”is also stenciled on the package.

货物毛重23.5公斤，净重22.5公斤。纸板箱外的唛头，除要印刷上毛重、净重及皮重外，还需印刷“中华人民共和国制造”字样。

3. 指出某种包装方式的益处

（1）Since a polythene bag is used for each underwear, it is all ready for window display and looks attractive.

因每件内衣都用塑料袋进行了包装，所以适合橱窗陈列，并且看上去吸引人注意。

（2）Each carton is lined with a polythene sheet and put in a big case so as to prevent the contents from dampness and possible damage through rough handling.

每一个纸板箱衬以塑料纸，以防内装的货物受潮及因粗暴搬运可能引起的损坏。

（3）If you pack the goods with Cardboard box with folding cover,it would be easier for the Customs to make the open-package inspection.

如果你们使用带折合盖的纸板箱来包装，更便于海关开箱检验。

（4）Our soya beans are supplied in bulk or in gunny bags,which is easy for you to repack them.我们的大豆是散装或以麻袋包装供应的，这样便于贵方重新包装。

4. 承诺做好货物的包装

（1）We will take every step within our reach to improve the packing so as to protect the goods from breakage.

我们将尽我们所能改善包装，以防货物受损。

（2）We will take every possible precaution to ensure that our products reach our customers in prime condition.

我们将采取一切可能的预防措施，确保我方产品运抵顾客处时完好无损。

（3）We regret to learn your dissatisfaction with the packing for the last shipment but we can assure you of our special attention to the packing of your future shipments.

很遗憾得知贵方对上一批货物的包装不太满意，但我们问贵方保证我方会特别关注以后的货物包装。

（4）We will convey your opinion about the packing to the manufacturers and hope that they will adopt your suggestions for the next shipment.

我们将把你方对包装的意见转告厂方，希望他们会同意在下次装运时采纳你方的意见。

Exercises

Ⅰ. Translate the following phrases and make sentences with them.

1. be lined with

2. prevent from dampness

3. easy to handle

4. water-proof

5. as stipulated in the contract

6. concern over

7. in transit

8. pack … with

9. packing details

10. warning marks

Ⅱ. Fill in each blank with an appropriate preposition to complete the letter.

Dear Mr. Li,

Thank you for your letter of February 8 informing us 1 the packing details for the 28,800 vases 2 our order No. 231.We understand your concern over packing,3 which we would like to give you the following details.

Each vase is wrapped 4 a polythene bag,and then put into a foamed plastic casing,which is finally placed in a decorative cardboard box in turn,12 boxes 5 a carton,which is specially designed to ensure no movement possible inside.

6 your information, we have instructed our bank,Federal Commercial Bank,Los Angeles Branch,to open an irrevocable letter of credit 7 the full amount of the invoice value 8 your favor.We would appreciate it if you could ship the order 9 scheduled.

We are looking forward to receiving the consignment 10 sound condition.

Ⅲ. Complete the following sentences in English.

1. We suggest you

a.用适合于长途海洋运输的牢固纸箱包装货物。

b.采用适合出口海运的木箱包装。

2. All the vases in the container should be

a.用泡沫塑料相互隔开。

b.外绕铁皮。

3. During the course of transportation,the goods

a.不能放于湿处。

b.不能被压。

4. After examining the goods, we find all the goods are

a.正规出口包装。

b.表面状况良好。

5. As for the packing,we want to confirm that

a.每件产品要外套一塑料袋。

b.机器榨包要以铁皮捆扎。

Ⅳ. Translate the following sentences into English.

1. 我们认为贵方所指定的包装方式非常适合运输。由于这样的包装需要额外的劳力和费用，因此我们将收取一定的费用。

2. 顺告贵方，我们的厨房用具过去一向用木箱包装。但是，经过多次使用纸板箱试装后，我们发现纸板箱同样适用于海洋运输，且纸板箱价格较低、搬运较为轻便、运费也较低廉。所以，现在有更多客户宁愿要纸板箱包装而不要木箱包装。

3. 我们希望在商品的塑料外包装袋上及纸盒上都印上商品的图案，这样就更能帮助顾客了解他们正在购买的商品，利于产品的促销。

4. 我们出口的毛巾每条装于一塑料袋中。每纸盒装一打，均为一种颜色。每10纸盒装一纸板箱。如果你们要在一盒中搭配两种或三种颜色，则需承担更多的包装费用。

5. 按照贵方的要求，我们照常将箱子内衬防水纸，箱子外刷上贵公司的缩写名称外加菱形。所有的商品在包装前我方都仔细检查过，确保到货时完好无缺。

Ⅴ. Write a letter based on the following notes.

1. 获悉贵方确认货物由铁路发运。

2. 我们特将货物用40个板条箱装，每个板条箱可装6个硬纸箱，每个纸箱装24听。各板条箱毛重300公斤，运输标志为SP/ND纽约（写在一个三角形内）。

3. 愿这批货物安全运抵你地。

Sample documents

装箱单是商业发票的补充单据，是将商品的不同包装规格条件、不同花色和不同重量逐一分别详细列表说明的一种单据。出口企业在出口报关时需要提供装箱单。同时，它也是买方收货时核对货物的品种、花色、尺寸、规格和海关验收的主要依据，信用证中往往也将之作为结汇单据。装箱单主要会列明信用证（或合同）中买卖双方约定的有关包装事宜的细节，便于国外买方在货物到达目的港时供海关检查和核对货物装箱单。以下为装箱单的范本。

PACKING LIST

To Messrs.:_______Date:______

Shipped by:______from:______to:_______

Contract No.:______packing No.:______
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Unit10 Commodity Inspection

General introduction

商品检验（以下简称“商检”）是由商检机构出单证明进出口货物经过检验后符合怎样的品质和数量。商品检验是国际贸易发展的产物，随着国际贸易的发展成为商品买卖的一个重要环节和买卖合同中不可缺少的一项内容。商品检验也体现了不同国家对进出口商品实施的品质管制。这种管制在出口商品的生产、销售和按既定条件采购进口商品等方面发挥积极作用。

商品检验分为出口商品检验和进口商品检验。需要出口商检的货物，可以分为三类：一是进口商要求商检，客户为保证自己收到的货和合同订立的一致，会要求出口方办理商检并出具商检单；二是出口国法定要求进行商检，即有些国家规定某些出口货物必须办理出口商品检验证书；三是进口国要求商检，进口国可能规定某些出口的货物必须进行检验，检验可以在出口国进行，也可以在进口国进行。在我国，中国出入境检验检疫局是国内最权威、最大的检验机构，一般中国产品的出口都在此处进行商品检验。

进口商品的检验分两大类，一类是列入《种类表》和合同规定由我国商检机构检验出证的进口商品。进口商品到货后，由收货、运货或其代理接运部门立即向口岸商检机构报验，填写进口货物检验申请书，并提供合同、发票、提单、装箱单等有关资料和单证。检验机构接到报验后，对该批货物进行检验；合格后，在进口货物报关单上加盖印章，海关据此放行。另一类为不属于上一类的进口商品，由收货、用货或代理接运部门向所在地区的商检机构申报进口商品检验，自行检验或由商检机构检验。自行检验须在索赔期内将检验结果报送商检机构；若检验不合格，应及时向商检机构申请复验并出证，以便向外商提出索赔。

在办理出口商检时，要提供出口合同、信用证副本、商业发票、装箱单、报关单、出口商品检验申请单等商检所需资料。如果委托工厂商检，在给工厂下订单时要说明商检要求，并附上报检委托书和上述单据，而且要告诉工厂将来产品的离境口岸，便于工厂办理商检进出口商品实施检验的内容，主要包括商品的质量、规格、数量、重量、包装以及是否符合安全、卫生的要求。检验的依据一般以买卖合同（包括信用证）中所规定的有关条款为准。商检费用要根据申报商检的货物价值来收取，一般为货值的千分之二左右。

外贸中关于商检的信函主要包括三大类：

1.询问对方相关商检事宜；

2.进出口方洽谈商检的详细事宜；

3.商检后告知对方商检的具体结果。

Specimen letters

Letter–10(1)

Dear Sirs,

We know from your letter dated Jan.12 that you have got ready for dispatching the goods under P/C CH109. We have also made the necessary preparation for taking delivery of the goods.

With regard to the commodity inspection,we wish to restate that,prior to export,these goods have to be inspected by the formal institution according to the specific requirement of our Customs.We want to make sure that you have attended to it.For the items which are to be inspected,please refer to the relative stipulations in our L/C No.456 and the above mentioned P/C.In case there are any discrepancies between the above two,the inspection should be mainly based on the L/C. That is to say,the certificate of inspection should be in strict accordance with the relative L/C in terms of the title,commodity name,inspection items and inspection results.This can help avoiding the future dispute in settlement.

Once there is the inspection result,please do email us immediately.We are strongly convinced that with our joint efforts,this transaction will prove to be satisfactory to both of us.

Yours truly,

Letter–10(2)

Dear Sirs,

Re: Contract No. 5426

We acknowledge the receipt of your letter dated Jul. 3,in which you showed a big concern for the quality of 20 M/T chicken legs under the subject contract.As this is the first time you are doing business with us, we can really understand your worries esp. when there was some unpleasant news on food safety recently in China.

As a leading food trading company in our area,we always take a variety of measures to guarantee the food safety of our exports.On one hand, we send representatives to the firms to monitor the procurement and production process of chicken legs for the purpose of controlling the quality from the original source.On the other hand,all the goods have to be inspected by the local Entry-Exit Inspection and Quarantine Bureau.We must submit the application for inspection to the Bureau together with the relative shipping documents including contract,commercial invoice,bill of lading and packing list.Without the Certificate of Inspection issued by the Bureau,the goods can not be cleared at the Customs and exported to the overseas market.

You can rest assured that we will ship you the best quality products without delay upon receipt of the above inspection report.We really cherish the opportunity to transact this first business with your corporation and look forward to the further expansion of trade to our mutual benefit.

Yours faithfully,

Letter–10(3)

Dear Sirs,

We are pleased to inform you that the goods under S/C No.345 have been inspected wholly and will be shipped to your port per S.S. Mayflower at the end of this month.

We are herein attaching the copies of the relevant certificates as follows,which can prove you that goods are in very sound condition in terms of quality,quantity and health.

Certificate of Origin

Certificate of Weight

Plant Quarantine Certificate

Certificate stating that the goods are free from live weevil

Health Certificate

We sincerely wish these goods will reach you on time and expect to receive your repeat orders.

Yours faithfully,

Notes

1. We have also made the necessary preparation for taking delivery of the goods.

我们也已经做好了提货的准备。

take delivery of the goods 提货

2. With regard to the commodity inspection,we wish to restate that,prior to export,these goods have to be inspected by the formal institution according to the specific requirement of our Customs.

关于商检，我们想重申的是，根据我方海关的具体要求，这些货物在出口前必须要经由正式机构进行检验。

prior to 在……之前

3. We want to make sure that you have attended to it.

我们想确认贵方已经办理了此事。

attend to 处理；注意；致力于

4.In case there are any discrepancies between the above two,the inspection should be mainly based on the L/C.

万一以上两者之间有差异，信用证应为检验的主要依据。

discrepancy n. 差异；差别；不协调

5. And we are strongly convinced that with our joint efforts,this transaction will prove to be satisfactory to both of us.

我们坚信，通过我们的共同努力，该笔交易定能让我们双方都满意。

be strongly convinced 坚信（strongly表示程度非常深，也可用deeply, highly, very等）

be convinced of sth. 深信……

6. You showed a big concern for the quality of 20 M/T chicken legs under the subject contract.

贵方很担心标题合同项下的20吨鸡大腿的质量问题。

7. As a leading food trading company in our area,we always take a variety of measures to guarantee the food safety of our exports.

作为本地一家主要的食品贸易商，我们总是采取各种措施以保证出口食品的安全性。

take measures 采取措施

guarantee v. 保证

8. …all the goods have to be inspected by the local Entry-Exit Inspection and Quarantine Bureau.

……所有的商品都需经本地出入境检验检疫局检验。

9. Without the Certificate of Inspection issued by the Bureau,the goods can not be cleared at the Customs and exported to the overseas market.

如果没有该局颁发的商检证书，货物就无法通关、出口到海外市场。

clear Customs 清关；通关；结关

10. The attached copies of inspection certificates can prove you that goods are in very sound condition in terms of quality,quantity and health.

随函附寄的商检证书证明货物的品质、数量和卫生状况良好。

11. Certificate stating that the goods are free from live weevil 无活虫证明书

Useful words and expressions

1. certificate n. 证书；证明

Certificate of Origin　　原产地证明书

Certificate of Insurance　保险单

Analysis Certificate　　化验证明

Exchange Surrender Certificate　外汇移转证

Manufacturer’s Certificate　厂商证明书

Patent Certificate　　专利证明书

Certificate of Dishonor　拒付证明书

Certificate of Survey　　检验证书

certificated adj. 领有证书的；合格的 e.g. a certificated airline 持证航空公司

certify v. 证明；证实；担保

This is to certify that　　兹证明

certifying bank　　付款保证银行

2. concern n., v. 关心；担心；关系到

be concerned over/about/at　对……担心

be concerned with　　关系到……

concerned adj. 有关的

the concerned authorities　有关当局

the concerned parties　　有关各方面

concerning prep. 关于 e.g. procedures concerning the enforcement of intellectual property rights 有关知识产权的执法程序

3. Customs n. 海关

clear Customs　　清关；通关（动词词组）

Customs broker　　报关代理

Customs clearance　　清关；通关（名词词组）

Customs clearance fee　通关费

Customs declaration　　报关

Customs declarer　　报关员

Customs detention　　海关扣留

Customs duty　　海关关税

Customs examination　　验关

Customs entries　　进口报关单据

Customs formalities　　验关手续

4. delivery n. 发货

cash on delivery　　货到付款

delivery in instalment　　分批交货

delivery on spot　　现场交货，即期交货

partial delivery　　分批交货

make delivery　　发货

take delivery　　提货

5. inspection n. 检验 国际贸易中的检验证书有

Certificate of Weight　　重量证明书

Certificate of Inspection Certifying Quality＆Quantity　品质和数量检验证明书

Phytosanitary Certificate /Plant Quarantine Certificate　植物检疫证明书

Fumigation Certificate　熏蒸证明书

Certificate stating that the goods are free from live weevil　无活虫证明书

Sanitary Certificate　　卫生证书

Health Certificate　　卫生（健康）证书

Tank Inspection Certificate　油仓检验证明书

Certificate of Aflatoxin Negative 黄曲霉素检验证书

Non-aflatoxin Certificate　无黄曲霉素证明书

6. issue v. 签发；颁发（一般由机构所颁发）

issue L/C　　　开具信用证（银行）

issue stocks/bonds/securities　发行股票（债券、国债）

issue a certificate　　开立证明

issue the document　　颁布文件

issue stamps　　发行邮票

7. procurement n. 采购；物资技术的供应

government procurement　政府采购

procurement authorization　采购授权书

procurement contract　　采购合同

procurement cycle　　采购工作周期

procurement scheme　　采购方案

Useful sentences

1. 讨论商检问题

（1）We need to take up the question of inspection before the arrangement of shipment.

我们需在安排装运前讨论商品检验问题。

（2）We are talking with the Chinese importer about the goods inspection.

我们正与中方进口商就商品检验问题进行洽谈。

（3）How should we define the inspection rights?

商检的权力我们应该怎样加以明确呢?

2. 商检的具体事宜

（1）As an integral part of the contract, the inspection of goods has its special importance.

作为合同里的一个组成部分，商品检验具有特殊的重要性。

（2）The exporters have the right to inspect the exported good sbefore delivering them to the shipping line.

出口商在向船运公司托运前有权检验商品。

（3）We should inspect this batch of porcelain ware to see if there is any breakage.

我们要检查一下这批瓷器是否有破损的。

3. 商检的结果

（1）The inspection has been completed within 10 days after the arrival of the goods.

商品检验工作在到货后10天内已经完成。

（2）I’m worried that there might be some disputes over the result of inspection.

我担心对商检的结果会发生争议。

（3）We’ll accept the goods only if the results from the two inspections are identical with each other.

如果双方的检测结果一致，我们就收货。

Exercises

Ⅰ. Translate the following phrases and make sentences with them.

1. commodity inspection

2. be concerned about

3. be convinced of

4. issued by

5. take measures

6. for the purpose of

7. without delay

8. transact business with

9. clear Customs

10. to our mutual benefits

Ⅱ. Fill in each blank with an appropriate preposition to complete the letter.



Dear Sirs,

After carefully1 the dress materials supplied for our order of 15 th April,we must be surprised and be disappointed at their quality.They certainly do not 2 the samples you sent us.Some of them are so poor that we cannot help feeling there must have been some mistakes in 3 the order.

The materials are quite unsuited for the4 of our customers and we have no choice but to ask you to take them back and 5 them with materials of the quality 6 . If this is not possible,I’m afraid we shall have to ask you to 7 our order.

We have no wish to8 you and if you can replace the materials,we are prepared to 9 the stated time for 10 to run at the date you confirm that you can supply the materials we need.

Ⅲ. Complete the following sentences in English.

1. We want to make sure

a. 如果货物的质量与合同不符，由谁出具检验证书。

b. 检验证书将由中国进出口商品检验局或其分支机构出具。

2. You can be assured because

a. 检验证书将由商检局局长签字。

b. 我们的证书以盖公章和局长签字为有效。

3. We would like to state that

a. 通常证明书是用中文和英文开具的。

b. 你们还要出具另一份证明书，以证明货物没有受放射线污染。

4. As regulated by Customs,

a. 我们的货物只有在符合出口标准后，商检局才予以放行。

b. 商检局将出具动物检疫证明书以证明货物符合出口标准。

Ⅳ. Translate the following sentences into English.

1. 由于最近我国发生了一些食品安全事故，故国家质量监督检验检疫总局加强了对出口商品的检验。

2. 对于我方商品的品质和卫生状况，请贵方尽管放心。生产厂商对食品的加工过程都进行了严格的质量控制，每批产品都必须有质量证书。

3. 我国海关要求这一类商品在出口前必须要经过检验，否则将不予通关。

4. 如果商检的结果与合同的相关规定不一致，我们将不得不很遗憾地要求退货，并向你方提出索赔。

5. 得知货物有破损，我方深表遗憾。为了解决此事，我方愿意派代表进行检查。

Ⅴ. Write a letter based on the following notes.

1. 询问货物准备的进展如何。

2. 陈述对于商检的具体要求。

3. 承诺如有问题，可以进一步磋商。

Sample documents

商品检验检疫证书是检验检疫机构签发的用以证明出口货物的品质、数量、卫生情况等的书面文件。它可以作为履行合同的法律依据、议付的有效单据、出入境货物通关的重要凭证，也可作为索赔、仲裁和诉讼举证的法律文件。根据货物的特征及进出口方的具体要求，检验检疫证书有很多种。国际贸易中常用的有原产地证书和品质检验证书等。在我国，根据规定，原产地证书可由政府授权的部门或公证机构签发；但各种优惠原产地证书只能由政府授权的各地出入境检验检疫机构签发，代表国家对原产于我国的出口货物做出判定和担保，以便这些货物能够在目标国顺利享受相应的优惠待遇。当然，有一些国家也认可出口商签发的原产地证书。以下为品质检验证书和原产地证书样本。

1. 品质检验证书样本

ENTRY-EXIT INSPECTION AND QUARANTINE

OF THE PEOPLE’S REPUBLIC OF CHINA

QUALITY CERTIFICATE

No.: 23877499902012

Consignor: HESHAN EXPORT TRADING COMPANY

Consignee:KOSVA LAMEN LTD. CO.

Description of Goods: PORCELAIN WARE

Mark ＆ No.: KOSVA LAMEN LTD. CO., ROME

　　　　　　MADE IN CHINA

　　　　　　LOT NUMBER: 118

Quantity/Weight Declared: 4213SETS AND 34532PCS/19312.24KGS

Number and Type of Packages:1576CTNS

Place of dispatch:DALIAN PORT, CHINA

Country and Place of Destination: ROME, ITALY

Means of Conveyance: BY VESSEL

Results of Inspection:

NET WEIGHT: 19312.24KGS

LOT NUMBER: 118

IN ACCORDANCE WITH THE STANDARD ASTM C738-94, REPRESENTATIVE SAMPLES WERE DRAWN BY CIQ FROM THE GOODS(LOT NUMBER:118)AT RANDOM AND ARE CERTIFIED TO COMPLY WITH THE REGULATION OF STANDARD ASTM C738-94.

THIS LOT OF GOODS MEETS THE QUALITY STANDARD.

THIS LOT OF GOODS FIT FOR HUAMN HEALTH IN CASE CONTACT WITH FOOD.

All inspections are carried out conscientiously to the best of our knowledge and ability. This certificate does not in any respect absolve the seller and other related parties from his contractual and legal obligations especially when product quality is concerned.（我们已尽所知和最大能力实施上述检验，不能因我们签发本证书而免除买方或其他方面根据合同和法律所承担的产品质量责任和其他责任。）

Official stamp

Place of Issue______Date of Issue______

Authorized Officer______Signature______

2. 原产地证书



本书由“ePUBw.COM”整理，ePUBw.COM 提供最新最全的优质电子书下载！！！

Unit11 Insurance

General introduction

国际货物运输路途长、环节多，运输过程中可能遇到各种风险，造成货物的损毁或灭失。进出口商可通过投保货物运输险，将不确定的风险转变为明确的保险费。换保险（出口人或进口人）对一批或若干批货物向保险人（保险公司）按一定金额投保一定的险别，并交纳保险费；保险人承保后，如果所保货物在运输途中发生约定范围内的损失，应按它所出具的保险单的规定给予被保险人经济上的补偿。

国际货物运输有海运、陆运、空运以及通过邮政送递等多种途径。国际货物运输保险的种类根据其保险标的的运输工具种类相应分为四类：海洋运输货物保险、陆上运输货物保险、航空运输货物保险、邮包保险。其中，以海洋运输货物保险最为常见。投保时，人们通常选择平安险，水渍险或一切险这三种基本险别中的一种。然而，加保其他特殊附加险别也是必要的，如锈保险，渗漏险等。保险公司接受投保的险别、费率及条款内容往往因客观条件的变更而有所变更或修改。因此，投保人要针对货物的性质、运输条件和理赔范围的情况，选择必要的险别投保。这样既可以节省保险费用，又可以避免因风险而引起的损失。

与保险有关的函电通常涉及以下问题：（1）买卖双方讨论合同或信用证中的保险条款及保险的办理等；（2）投保人与保险公司讨论保险范围和保险费；（3）当发生保险约定范围内的损失时，投保人向保险公司提出索赔；（4）保险公司处理索赔，核实情况以进行赔偿等。

保险函电应明确指出货物投保人的责任及要交纳的保险费用，并说明一旦发生损失，双方应承担的责任及义务。

Specimen letters

Letter–11(1)

Dear Sirs,

Contract No.185 for 5 Tons White Printing Paper

We wish to draw your attention to the fact that the subject contract is booked on CFR basis, whereas your L/C calls for CIF. This is obviously inconsistent.

We would have faxed you for amendment, but on second thought we refrained from doing so. To avoid delay in shipment, the simplest way would be for us to arrange the necessary cover here and to deduct the premium, which would amount to $636, from the 2% commission payable to you. Any leftover will be remitted to you as soon as the proceeds have been collected from the letter of credit.

We trust the above will be acceptable to you.

Yours Faithfully,

Letter–11(2)

Dear Sirs,

Our Order No. 8006 for 1500 pieces of Electronic Toys

We wish to refer you to our Order No. 8006 for 1500 pieces of Electronic Toys, from which you will see that this order is placed on a CFR basis.

As we now desire to have the shipment insured at your end, we shall be pleased if you will arrange to insure the goods on our behalf against All Risks at invoice value plus 10%, i. e. USD65, 500.00. This type of coverage is, in our opinion, necessary for a cargo of this nature.

We shall of course refund to you the premium upon receipt of your debit note or, if you like, you may draw on us at sight for the amount required.

We sincerely hope that our request will meet with your approval.

Yours Truly,

Letter–11(3)

Dear Sirs,

We thank you for your letter of May 10,quoting us 100 metric tons of Wool on CIF terms.We regret,however,that we prefer to have your quotations and/or offers on CFR terms.

For your information,we have taken out an open policy with the Lloyd Insurance Company,London.All we have to do when a shipment is made is to advise them of the particulars.Furthermore,we are on very good terms with them.We usually receive from our underwriters quite a handsome premium rebate at regular intervals.

In the meantime,we should be obliged if you could supply us with full details regarding the scope of cover handled by the People’s Insurance Company of China for our reference.

We look forward to hearing further from you at an early date.

Very truly yours,

Notes

1. We wish to draw your attention to the fact that the subject contract is booked on CFR basis,whereas your L/C calls for CIF.

我们希望提醒贵方注意，标题项的合同是按成本加运费价（C F R）订立的，然而贵方的信用证却要求成本、保险费加运费价（CIF）。

whereas conj. 然而；反之（= but, 用于引起相反的意思）；鉴于（= because of the fact that，公文用语，用于句首）。e.g.Tourists want to travel by boat,whereas businessmen would rather travel by plane.

call for要求；需要e.g.The present situation of the market calls for entirely new measures.

2. This is obviously inconsistent. 这明显不一致。

inconsistent adj.不一致；矛盾的e.g.Those stipulations are inconsistent with what we have agreed upon.

3. We would have faxed you for amendment, but on second thought we refrained from doing so.

我们本打算发传真让贵方修改信用证，但进一步考虑后我们没有这样做。

on second thought 进一步考虑后e.g.The buyer said that he would cover insurance on these goods,but on second thoughts he changed his mind.

refrain from抑制；避免 e.g. As your price was too high,we refrained from cabling back.

4. To avoid delay in shipment,the simplest way would be for us to arrange the necessary cover here and to deduct the premium,which would amount to $636 from the 2% commission payable to you.

为了避免延误装运，对我们来说最简单的方法是在我方安排必要的保险，然后从应付给贵方的2%佣金中扣除保险费，即636美元。

deduct v. 减去；扣除

deduct 3% from the sum“从金额中减去百分之三”

e.g. You may deduct your 2% commission from the L/C to be opened.

5. Any leftover will be remitted to you as soon as the proceeds have been collected from the letter of credit.

一但收到信用证下的货款，所有剩余的金额我方都将汇给贵方。

leftover n. 剩余物（本文指剩余的金额）

proceeds n.收入款项（尤指货款收入）e.g.: The proceeds of the consignment have already been remitted to you.

6. As we now desire to have the shipment insured at your end,we shall be pleased if you will arrange to insure the goods on our behalf against All Risks at invoice value plus 10%,i.e.USD65,500.00.

因为我们希望此批货在贵方投保，所以如果贵方能为我们对该货物按发票金额加10%，即65500美元投保一切险，我们会很高兴。

desire v.; n.希望；愿望e.g.We desire you to place your order to us as soon as possible.我们希望与你方尽快订货。

His long-term desire to success finally has come true. 他长期以来渴望成功的愿望终于实现了。

insure v. 给……保险；给……投保

表示向某保险公司投保，后接with；表示投保的险别，后接against。

e.g. We usually insure with the People’s Insurance Company of China for the goods sold on CIF basis.我们一般对按CIF价出售的货物向中国人民保险公司投保。

We have insured the warehouse against fire. 我们已经给仓库上了火险。

7. We shall of course refund to you the premium upon receipt of your debit note or,if you like,you may draw on us at sight for the amount required.

一收到你方索款通知，我们将返还保险费，或者如果你方愿意，可以开出即期汇票向我们收款。

refund v. ; n. 退还；归还；偿还额；退款

e.g. The customs shall verify and notify the tax payer to handle the formalities related to the refunding of the overpaid part within 30 days upon accepting the application for duty refund.海关应当自受理退税申请之日起30日内查实并通知纳税义务人办理退还手续。

debit note 索款通知

draw on sb. 开出以某人为付款人的汇票

8. For your information,we have taken out an open policy with the Lloyd Insurance Company,London.

特告知对方，我们已向伦敦劳埃德保险公司申请办理了预约保单。

take out 通过申请而取得;办理（保险）手续

open policy 预约保（险）单；船名未确定保单（即流动保单）

9. Furthermore, we are on very good terms with them.

此外，我们和他们关系良好。

on good terms with sb. 与某人关系良好

e.g. We are on good terms with the firm mentioned.

10. We usually receive from our underwriters quite a handsome premium rebate at regular intervals.

我们通常会定期从保险公司处得到相当可观的保费回扣。

underwriter n.保险商underwriter 与insurance company及insurer一般通用,但 underwriters主要指专保水险的保险商。e.g.Underwriters decline to insure against inherent vice（固有瑕疵,内在缺陷）.

handsome adj. 相当大的；可观的

e.g. He received quite a handsome sum of money as a gift.

premium n. 保（险）费；较高价格

e.g. The extra premium is for buyer’s account.

During Christmas,walnuts are selling at a premium.

rebate n. 回扣 e.g. There is a 5% rebate on freight.

11. In the meantime, we should be obliged if you could supply us with full details regarding the scope of cover handled by the People's Insurance Company of China for our reference.

同时，如果贵方能向我们提供中国人民保险公司承保范围的详细情况供我方参考，我们将不胜感谢。

cover n.; v. 保险；投保

e.g. We have arranged the necessary insurance cover.

We shall cover the goods against all risks.

People’s Insurance Company of China中国人民保险公司

中国人民保险公司制订的中国保险条款(China Insurance Clauses, 缩写为 C.I.C. 或 CIC)中的海洋运输货物保险条款(Ocean Marine Cargo Clauses)所包括的三个基本险别与伦敦保险协会的协会货物条款（Institute Cargo Clauses, 缩写为I.C.C. 或 ICC）所包括的三个基本险别名称相同，即：

（1）平安险(Free from Particular Average, 缩写为 F.P.A. 或FPA)；

（2）水渍险(With Particular Average, 缩写为W.P.A.或WPA)；

（3）一切险(All Risks)。

Useful words and expressions

1. average n. 海损

particular average　　单独海损

general average　　共同海损

average bond　　共同海损保证书

average adjuster　　海损清算人

average clause　　水渍险条款

average loss settlement　公损计算法

general average deposit　共同海损保证金

general average guarantee　共同海损分担保证金

general average deposit　共同海损保证金

general average guarantee　共同海损分担保证金

2. basic types of insurance cover　基本险别

Free from Particular Average(F.P.A)　平安险

With Particular Average(W.P.A)　水渍险

All Risks　　　一切险

3. Common Terms of Insurance　常见保险词语

award　　　裁决；公断；公断赔款

cargo insurance　　货物保险

comprehensive insurance　综合险

cover note　　　保险证书：暂保书

coverage　　　保额；投保条款

declaration under open policy　预定保险通知书

definite policy　　确定保单

double insurance　　双重保单

insurance applicant　　投保人

insurance claim　　保险索赔

letter of indemnity　　赔偿保证书

marine insurance　　海上保险

notice of damage　　损害通知

open cover　　　总括预定保险

premium rate　　保险费率

provisional contract　　个别预定保险

provisional policy　　预保单

reduction　　　减保

reinsurance　　　再保险

renewal of insurance　　续保

self-insurance　　自保

time policy　　　定期保险单

valid period　　　有效期

valued policy　　定价保险单

warranty　　　保证

4. insurance n. 保险

insurance policy　　保险单

insurance certificate　　保险凭证

insurance coverage　　保险险别

the insured amount　　保险金额

the insurance premium　保险费

the insurer　　　保险人

the insured　　　被保险人/投保人

5. loss n. 损失

partial loss　　　部分损失

total loss　　　全损

actual total loss　　实际全损

constructive total loss　　推定全损

loss report　　　损失报告

6. peril n. 风险

perils on the sea　　海上风险

主要包括：（1）natural calamities　自然灾害

（2）fortuitous accidents　意外事故

extraneous Perils　　外来风险

7.special additional risk　　特殊附加险

War Risk　　　战争险

Strikes Risk　　　罢工险

Failure to Delivery　　交货不到险

Import Duty Risk　　进口关税险

On Deck Risk　　舱面险

Rejection Risk　　拒收险

Useful sentences

1. 商谈保险办理

（1）We thank you for your instructions to arrange the shipment of electric fans.We take it that you wish us to insure the goods against the usual risks,for the value of the goods plus freight.Unless we hear from you to the contrary,we shall arrange this.

我们感谢贵方对安排电扇装运的指示。我们认为贵方希望我们为这批货物按价格加运费投保通常的保险。若贵方没有反对意见，我们将照此安排。

（2）As our insurance company is a state-operated enterprise enjoying high prestige in settling claims promptly and equitably,you are advised to do business with us on CIF basis and leave the insurance to be effected by us.

鉴于我方的保险公司是一家国有企业在公平迅速解决索赔方面享有盛誉，我们建议贵方按CIF进行交易，由我们来办理保险。

2. 告知投保险别

（1）We usually effect insurance against All Risks and War Risks for the invoice value plus 10% for the goods sold on CIF basis.

我们通常以CIF条件下发票金额加10%来为货物办理一切险和战争险。

（2）For goods sold on CIF basis,insurance is to be effected by us for 110% of the invoice value against All Risks based on warehouse to warehouse clause.

在CIF条件下销售货物时，我们负责以发票金额的110%办理仓对仓一切险。

（3）As instructed in your fax,we have already arranged insurance against All Risk and TPND with a reliable underwrite on ordinary terms and conditions.

按你方传真告知的要求，我们已向可靠的保险商以一般条件投保一切险和偷窃与提货不着险。

3. 讨论保险费用

（1）We agree to your request to insure the shipment for 130% of the invoice value,but the premium for the difference between 130% and 110% should be for your account.

我们同意你方关于按发票金额的130%投保的要求，但是130%与110%之间的差额保险费由你方承担。

（2）We regret being unable to comply with your buyers’request to cover the goods against All Risks and War Risk for 150% of the invoice value because our contract stipulates that insurance is to be effected for 110% only.

我们很遗憾不能按照你们买方的要求将货物以发票金额的150%投保一切险和战争险，因为我们的合同中明确规定只按110%进行投保。

（3）According to our usual practice,insurance is to be effected for 110% of the invoice value.

按照我方惯例，保险将按发票金额的110%进行办理。

（4）The premium varies with the extent of insurance.Should additional risks be covered,the extra premium would be for buyers’account.

保费因保险范围变化而不同。若投保附加险，额外保费将由买方承担。

Exercises

Ⅰ. Translate the following phrases and make sentences with them.

1. at your end

2. on CFR basis

3. effect insurance

4. be likely to

5. be interested to know

6. All Risks

7. underwriter

8. insurance coverage

9. risk of breakage

10. debit note

Ⅱ. Fill in each blank with an appropriate word given below to complete the letter. Dear Sirs,



Regarding the question of insurance,we wish to state that for transactions concluded on CIF basis our usual practice is to cover All Risks and War risks for 110% of the1 value.If you wish to cover other risks that are under the Ocean Marine Znsurance Clause of the People’s Insurance company of China,we may do so on your behalf,but the extra premium should be borne by you.

The Risk of Breakage2 in your letter is in fact 3in All Risks;therefore it is not necessary to cover it separately.

You may rest 4 People’s Insurance company of China is always prompt and efficient in settling claims. However,there is one point to be 5 i.e.,your must effect delivery of the goods in good time for their 6 at the destination.If the insured goods are found that have 7 shortage or damage,you should immediately apply for 8 survey to the surveyor as 9 in the Policy in order to avoid subsequent 10 .

Yours faithfully,

Ⅲ. Complete the following sentences in English.

1. We will be obliged if

a. 除一切险外，贵方也投保战争险。

b. 贵方将按发票金额的115%来向中国人民保险公司投保。

2. We wish to confirm that

a. 保险费率随保险范围而定。

b. 如增保其他险别，额外保费将由买方支付。

3. As our usual practice, we require

a. 我们的卖方投保一切险和附加险。

b. 根据货物的不同特点，选择不同的保险险种。

4. Our insurance company promises that

a. 一旦提出索赔，将即刻认真办理相关事宜。

b. 一旦货物受损，它们驻伦敦的分支机构将安排索赔事宜。

5. According to terms of our insurance policy,

a. 受损的货物必须要经检验行检验。

b. 我们获得赔偿的依据是检验行检验报告。

Ⅳ. Translate the following sentences into English.

1. 我们已与该保险商达成协议，今后我方所有订货的保险事宜由他们办理。

2. 我们得知我方电脑运往纽约的一切险费率为1.5%。该费率过高，我方难以承担。我方能否在别处以更合理的费率投保？

3. 如果贵方想按发票金额的130%投保，我们可以办理，但要收额外的保险费。如投保额外险，额外险费由买方负担。

4. 我们更愿意在此处投保，因为他们的保险费率比较优惠。

5. 如果货物发生损坏，你方可在货到达目的港30天内凭公证行的检验报告与你处保险代理行联系并向他们提出索赔。

Ⅴ. Write a letter based on the following notes.

1. 收到鹿特丹韦伯公司要求代办保险来信。

2. 愿意在本地代办保险，但保险费率较高。

3. 如果对方同意，将安排投保。多付费用将从给对方的佣金中扣除。

Sample documents

保险单简称为保单，是保险人与被保险人订立保险合同的正式书面证明。保险单必须明确、完整地记载有关保险双方的权利义务，主要载有保险人和被保险人的名称、保险标的、保险金额、保险费、保险期限、赔偿或给付的责任范围以及其他规定事项。保险单根据投保人的申请，由保险人签署，交由被保险人收执，是保险人收取保险费的依据；同时也是被保险人在保险标的遭受意外事故而发生损失时，向保险人索赔的主要凭证。以下是中国人民保险公司海运保险单样本。

中国人民保险公司

THE PEOPLE’S INSURANCE COMPANY OF CHINA

总公司设于北京 一九四九年创立

Head Office: BEIJING Established in 1949

发票号码　　保险单　　保险单号次

INSURANCE POLICY

中国人民保险公司（以下简称本公司）

This Policy of Insurance witnesses that The People’s Insurance

Company of China(hereinafter called“The Company”)

根据

（以下简称被保险人）的要求，由被保险人

向本公司缴付约定的保险费，按照本保险单

承保险别和背面所载条款与下列特款承保

at the request of

(hereinafter called the“Insured”)and in consideration of the agreed premium

paying to the Company by the Insured, Undertakes to insure the undermentioned

Goods in transportation subject to the conditions of this Policy as per Clauses

下述货物运输保险，特立本保险单。

printed overleaf and other special clauses attached hereon.



总保险金额：

Total Amount Insured: SAY UNITED STATES DOLLARS_______ONLY

保费　　费率　　装载运输工具

Premium______Rate______Per conveyance S.S

开航日期______自______至

Sailing on or abt______From______To______

承保险别 投保一切险，按照中国人民保险公司1981年1月1日生效的有关海洋货物运输条款为准。

Conditions ALL RISKS AS PER AND SUBJECT TO THE RELEVANT OCEAN MARINE CARGO CLOUSES OF THE PEOPLE’S INSURANCE COMPANY OF CHINA DATED 1/1, 1981.

所保货物，如遇出险，本公司凭本保险单及其他有关证件给付赔款。

Claims, if any, payable on, surrender of this Policy together with other relevant documents.

所保货物，如发生本保险单项下负责赔偿的损失事或事故，应立即通知本公司下述代理人查勘。

In the event of accident whereby loss or damage may result in a claim under this policy immediate notice applying for survey must be given to the company’s Agent as mentioned hereunder.

中国人民保险公司 分公司

THE PEOPLE’S INSURANCE CO.OF CHINA BRANCH

赔款偿付地点

Claim payable at______

日期

DATE______

本书由“ePUBw.COM”整理，ePUBw.COM 提供最新最全的优质电子书下载！！！

Unit12 Shipment

General introduction

国际货物运输，就是在国家与国家、国家与地区之间的运输。国际货物运输又可分为国际贸易物资运输和非贸易物资（如展览品、个人行李、办公用品、援外物资等）运输两种。一般来说，国际货物运输的距离都比较长，往往需要使用多种运输工具，通过多次装卸搬运，要经过许多中间环节，如转船、变换运输方式等；由于货物运输要经由不同的地区和国家，且要适应各国不同的法规和规定，如果其中任何一个环节发生问题，就会影响整个的运输过程，这就要求双方做好组织工作，避免在某环节上出现脱节现象，给运输带来损失。按时装运进出口货物，并及时将货物运至目的地，对履行进出口贸易合同、满足商品竞争市场的需求、提高市场竞争能力和及时结汇都有着重大意义。特别是一些鲜活商品、季节性商品和敏感性强的商品，更要求迅速运输。不失时机地组织供应，才有利于提高出口商品的竞争能力、巩固和扩大销售市场。

国际贸易合同中的装运条款是十分重要的，它通常涉及装运时间、装运港、目的地、运输方式、是否分批装运和转运、装运通知以及运输单据等。

国际贸易装运函电主要有以下内容：（1）联系船公司；（2）催促对方及早装运；（3）修改装运条款；（4）发出装运通知；（5）提交运输单据。

装运函电的内容通常是装运前买卖双方以书面形式说明装运要求，如装船方式、包装规定和唛头等，因此一定要详细清楚地说明有关事宜。装运函电各部分内容一般安排如下。

1. 介绍该信函将涉及的主要事宜，某订单项下货物的装运。

2. 逐条陈述有关装运事宜，如果内容较多，可以分段落叙述。

3. 表明希望收信人尽快作出回应并表明自己将会采取什么行动。

收到对方的来信后，应该尽快回复对方，说明能否满足对方的要求。如果无法满足对方的要求，也需及时回复并阐明理由，以便对方作出及时安排。

Specimen letters

Letter–12(1)

Dear Sirs,

Re: Shipment of Order No.1308

We have received your fax of December 3 and noted that you have booked our Order No.1308 for 5 sets of Model 76D Machines.Our confirmation of the order will be forwarded to you in a few days.

You mentioned that it is of great importance to your buyers to arrange this order as early as possible to meet their requirements.So you wanted us to ship the goods by a steamer of COSCO,mainly because their steamers offer the shortest time for the journey between Germany and China.We would like to try our best to ship the consignments according to your instructions as follows:

Order No.1308: by S. S.“Oriental Prince”due to sail from Hamburg on 15 Jan.2013 or latest by S.S.“Feng Tao”due to sail from Hamburg on 25 January 2013 arriving in Amoy on 30 Jan.and 15 Feb.respectively.

You may agree that the time for effecting shipment is not ample.In order to avoid further trouble,we propose that you extend the shipment date and the validity of the L/C to Feb.15 and Feb.28 respectively.If you amend the letter of credit immediately on receipt of this letter,the amendment advice will most probably reach here by the end of December.

Yours Truly,

Letter–12(2)

Dear Sirs,

Re: Mode of shipment

We have received your letter of the 21st Sept.asking us to modify the previous arrangements for the shipment of order No.312.

We understand that instead of two equal shipments in January and February,you now wish to have 80% of the goods shipped in November and the balance in December.

We wish to inform you that although we are in a position to supply you with the goods against the above mentioned order from stock,we are advised by the shipping company that because direct vessels,either liner or tramp,sailing for your port are few and far between,the shipping space has been fully booked up to the end of November.Under these circumstances,we regret being unable to meet your request.

However,if you would allow transshipment at Hong Kong,we would do our best to make further contacts with the shipping company for the shipment of the first lot of the goods in November.In this case,you must bear the additional charges.In spite of this,we wonder if the goods in question will reach you earlier than the originally scheduled time.

Please take the above into consideration and let us know your decision as early as possible.

Yours Faithfully,

Letter–12(3)

Dear Sirs,

Your letter of Jun.20 has had our best attention.We apologize for the delay and also for the false information that the antique potteries and porcelain you ordered have been shipped by s.s.“Accula”.

The said vessel is a tramp run by a foreign forwarding agency to sail the Pacific Ocean.In the past it did serve us to our satisfaction.For instance,a few shipments of glassware that required special care were handled in a way much better than was expected.In light of such,experience,we,therefore,entrusted“Accula”to effect the shipment.Unfortunately,it should have failed our expectation.

According to the forwarding agency,the duplicate copies of the B/L were sent by mistake as a result of confusion in work.They in no way implied any intention of deceiving the client. Nevertheless,we have cancelled the shipping space and firmly requested compensation for the losses we both have sustained.

Now the goods have been shifted to the airport waiting for dispatch to Osaka tomorrow by Shanghai Airlines,flight SHA - 435.We believe this is the best solution to the case.All documents will be mailed by special express as soon as they are ready.

We should be obliged by your early reply.

Very truly yours,

Notes

1. Our confirmation of the order will be forwarded to you in a few days.

我们的订单确认书将在几天后发给你们。

confirmation n. 确认书

2. So you wanted us to ship the goods by a steamer of COSCO,mainly because their steamers offer the shortest time for the journey between Germany and China.

所以贵方希望我们通过中国远洋的轮船装运货物，主要原因就是他们的轮船在德国和中国之间所用的旅程时间是最短的。

steamer n.（蒸汽）轮船

COSCO(China Ocean Shipping(Group)Company)中国远洋运输（集团）公司

3. We have received your letter of the 21st Sep., asking us to modify the previous arrangements for the shipment of order No.312.

我们已经收到你方九月二十一日来信，要求我们修改先前安排的312号订单的装运安排。

modify vt. 修改；修饰

4. We understand that instead of two equal shipments in January and February,you now wish to have 80% of the goods shipped in November and the balance in December.

我们理解，贵方现在不想在一月和二月分两批等量装运，而是要将80%的货物在十一月装运，余下的在十二月装运。

two equal shipments 分两批等量装运

5. …although we are in a position to supply you with the goods against the above mentioned order from stock.

……虽然我们可以现货供应贵方上述订单。

in a position to 能够；可以

6. …because direct vessels,either liner or tramp,sailing for your port are few and far between.

……因为驶往你港直达的船只，不论班轮还是不定期租船，都是寥寥可数。

liner n. 班轮

tramp n. 不定期租船

few and far between 很少

7. …the shipping space has been fully booked up to the end of November.

……十一月末舱位已全部订满。

fully booked up全部订满

8. However,if you would allow transshipment at Hong Kong,we would do our best to make further contacts with the shipping company for the shipment of the first lot of the goods in November.

然而，如果你方允许在香港转船，我们将尽所能进一步与船运公司接触，争取在十一月装运第一批货物。

transshipment n. 转船

make contacts with 与……接触

9. We apologize for the delay and also for the false information that the antique potteries and porcelain you ordered have been shipped by s.s.“Accula”.

我们为延迟发货和错误信息道歉，该错误信息表明仿古陶器和瓷器已由“Accula”号轮装运。

10. The said vessel is a tramp run by a foreign forwarding agency to sail the Pacific.

该船是一个由国外货代经营的跨越太平洋的不定期租船。

tramp n. 不定期租船

11. In the past,it did serve us to our satisfaction….

过去它的服务的确让我们满意……

to one’s satisfaction 让……满意

12. In light of such experience,we,therefore,entrusted“Feng Tao”to effect the shipment.

因为有这样的经验，所以我们委托“风涛”号轮装运。

in light of 在……指引下；由于……

entrust v. 委托

13. According to the forwarding agency,the duplicate copies of the B/L were sent by mistake as a result of confusion in work.

根据货代的说法，一式二份的提单因工作的混乱而发错。

as a result of 因为

14. We believe this is the best solution to the case.

我们认为这是最好的解决办法。

solution to sth. 某事的解决办法

Useful words and expressions

1. Bill of lading(=B/L)　　提单

On board B/L　　已装船提单

Shipped B/L　　已装船提单

Direct B/L　　　直达提单

Transshipment B/L　　转船提单

Through B/L　　联运提单

Clean B/L　　　清洁提单

Unclean B/L;Foul B/L　不清洁提单

Straight B/L　　记名提单

Open B/L　　　不记名提单

Bearer B/L　　　不记名提单

Order B/L　　　指示提单

Long Form B/L　　全式提单

Short Form B/L　　简式提单

On Deck B/L　　舱面提单

Stale B/L　　　过期提单

Ante Dated B/L　　倒签提单

Advanced B/L　　预借提单

Freight at Destination B/L　运费到付提单

Freight prepaid B/L　　运费预付提单

2. mode of transportation　　运输方式

cargo n.　　　　货物货运

cargo worthy　　　适宜货运

cargo by rail　　　铁路运输

cargo by road　　　公路运输

cargo shipping/mark　　　货物装运标志

3. charter n. v.　　　租赁租船

time charter　　　定期租船

time charter trip　　　航次期租

single voyage charter　　单程租船

return voyage charter　　回航次租船

voyage charter　　　定程租船

4. Container集装箱

Dry Cargo Container　　　干货集装箱

Refrigerator /Reefer Container　冷藏集装箱

Open Top Container　　　开顶集装箱

Tank Container　　　罐式集装箱

Flat Rack Container　　　框架集装箱

Dress Hanger Container　　挂衣集装箱

FCL=Full Container Load　　整装

LCL=Less Than Container Load　拼装

CY=Container Yard　　　集装箱堆场

CFS=Container Freight Station　　集装箱货运站

5. freight n. 运费；货物

freight charges　　　运费

freight list　　　　运价表

freight rate　　　　运费率

freight rebate　　　运费回扣

freight space　　　舱位

freight ton　　　　运费吨

freight tariff　　　运费表

6. port n. 港口

port of shipment　　　装运港

port of destination　　　目的港

port of loading/loading port　　装货港

port of discharge/unloading port　卸货港

port of call　　　　寄航港；停靠港

optional port　　　选择港

European Main Ports(E.M.P.)　　欧洲主要港口

7. quantity n. 数量

quantity delivered　　　供给量；交付数量

quantity shipped　　　装船数量

quantity buying　　　大量购买；定额购买

quantity production　　　大批生产；批量生产

quantity of shipment　　　货运量；发运量

quantity of sale　　　销售量

quantity of order　　　订单数量

quantity of output　　　出产量；输出量；供给量

quantity standards　　　数量标准

quantitative adj. 数量的

quantitative value　　　数值

quantitative data　　　数据

quantitative analysis　　　数量分析

quantitative economics　　数量经济

quantitative trade quota　　贸易配额

8. shipment n. 装运

mode of shipment　　　运输方式

time of shipment　　　装运时间

shipment time/date　　　装运时间

port of shipment　　　装运港

partial shipments　　　分批装运

shipment in installments　　分批装运

shipping adj. 与装运有关的

shipping mark　　　运输标志；唛头

shipping advice　　　装运通知

shipping instruction　　　装运要求

shipping space　　　舱位

shipping order　　　下货纸

shipping container　　　船运集装箱

shipping agent　　　运输代理；货代

shipping company　　　运输公司

shipping documents　　　运输单据

transshipment n. 转运

transshipment charges　　转运费

transshipment permitted　　允许转运

transshipment prohibited　　不许转运

transshipment on route　　中途转运

transshipment entry　　　转运报单

transshipment manifest　　转运仓单

transshipment trade　　　转口贸易

transshipment to be allowed　　准许转运

transshipment not allowed　　不准许转运

9. shipping parties 装运当事人

consignor/Shipper　　　发货人

consignee　　　　收货人

carrier　　　　承运人

forwarder　　　　货运代理人

10. tare n. 皮重

actual tare　　　　实际皮重

average tare　　　平均皮重

customary tare　　　习惯皮重

computed tare　　　约定皮重

11. time of shipment　　　装运期；装运时间

forward shipment　　　远期装运

near shipment　　　近期装运

prompt shipment/delivery　　即期装运；即期交货

shipment as soon as possible　　尽速装运

Customary Quick Dispatch　　按港口习惯快速装运

late shipment　　　迟交

time of delivery　　　交货期

load time　　　　装货时间

initial shipment　　　第一批货

12. transport n. v. 运输

transport by container　　集装箱运输

transport chain　　　运输体系

to arrange transport　　　安排运输

to transport by sea　　　海运

to transport by railway　　陆运

transportation n. 运输

transportation business　　运输业

transportation company　　运输公司

transportation cost　　　运输成本

mode/way/means of transportation　运输方式

transportation facilities　　运输设备

transportation insurance　　运输保险

transportation permit　　　运输许可证

transportation system　　运输系统

transportation tax　　　运输税

13. transportation expense 运输费用

transport charge　　　运输费

cargo freight　　　运费

carriage　　　　运费

carload rate　　　整车运费

carriage expense　　　运费

carriage free　　　免收运费

carriage paid　　　运费已付

carriage forward　　　运费待付

cartage　　　　搬运费

cartage note　　　搬运费率

liner’s freight tariff　　　班轮运价表

Basic Rate　　　　基本运费率

Heavy Lift Additional　　超重附加费

Over Length Additional　　超长附加费

formality　　　　手续费

A.V.(Ad.Val)　　　从价运费

cash and carry　　　现付自运

freight ton　　　　运费吨

weight ton　　　　重量吨

measurement ton　　　尺码吨

14. weight n. 重量

actual weight　　　实际重量

short weight　　　短重

gross weight　　　毛重

net weight　　　　净重

conditioned weight　　　公量

theoretical weight　　　理论重量

Useful sentences

1. 谈论装运时间

（1）Please make you best efforts to get goods dispatched with the least possible delay.

请您尽可能减少货品延迟发送的现象。

（2）It is stipulated that shipment is to be made before the end of this month;however,we shall appreciate it if you will arrange to ship the goods at an earlier date.

我方原规定于本月底之前发货，但是，如果贵方能早日安排货物在较早的日期装运，我们将非常感激。

（3）Your failure to deliver the goods within the stipulated time has great inconvenienced us.

你方无法在规定时间内装运给我方带来了极大的不便。

2. 发出装船通知

（1）We take pleasure in notifying you that the goods under S/C No.295 have been dispatched by M/V “Greenwood”sailing on May 13,2012 for Hong Kong.

我方很高兴地通知贵方第295号合同下的货物已由Greenwood轮发运，货轮已于2012年5月13日开往香港。

（2）We wish to advise you that the goods under S/C 567 went forward on the steamer“Yunnan”on July5.They are to be transshipped at Copenhagen and are expected to reach your port in early September.

现通知贵方，567号合同之下的物品已装运于“Yu n n a n”号汽船并已于7月15日起航。它们将在哥本哈根被转船，预计于9月上旬到达您的口岸。

（3）We take this opportunity to inform you that we have shipped the above goods on board s.s.“Taishan”, which is due to sail for your port tomorrow.Enclosed please find one set of shipping documents covering this consignment.

我们借此机会通知贵方，我们已装运了上述物品在“Taishan”轮上，明天将驶往你方口岸。随函附上一套相关的装运文件。

（4）For the goods under S/C No.9089,we have booked space on s.s.“East Wind”due to arrive in London around 19th May.Please communicate with Lambert Bros. Co.,London,our shipping agent,for unloading arrangements.

我们已为9089销售合同之下的货物预定了“East Wind”轮的舱位，预计于5月19日左右到达伦敦。请与我们的货运代理伦敦兰伯特兄弟公司联系卸货事宜。

3. 讨论船期要求

（1）We must insist on delivery within the time contracted and reserve the right to reject the goods,should they be delivered later.

请确保在我方合同中规定的时间装运。如果装运不及时，我方保留拒收货物的权力。

（2）Could it be possible for you to deliver within 6 weeks after receipt of order?

贵方可否在接到订单后6周内发货？

（3）It is important that the goods are delivered in time as stipulated in the L/C, say by 13rd May. If not, you should be responsible for any loss that might be caused by the delay of shipment.

货物必须按照信用证上规定的日期于5月13日及时发货，这一点非常重要。否则，贵方必须对由误期发货造成的一切损失负责。

（4）If the time of shipment meets with our satisfaction,we can place considerable orders with you.

若贵方能按我方要求按时发货，我方可向贵方大量订货。

（5）This order is so urgently required that we must ask you to make the earliest possible shipment.

我方急需这批货，请务必尽早装运。

4. 修改运输条款

（1）Instead of s.s.“Manhattan Maru”as previously advised,you are now required to ship the goods of this order by s.s.“Calchas”.

请将货物装运于“Calchas”轮上，而不是先前通知的“Manhattan Maru”号轮上。

（2）It makes no difference to us to change the loading port from Shanghai to Nanjing.

将装运港由上海改为南京对我们来说区别不大。

（3）Since there is no direct vessel,we have to arrange multimodal combined transport by rail and sea.

由于没有直达船只，我们只好安排海陆联运。

5. 提交运输单据

（1）In compliance with the terms of the contract,we forwarded you by air a full set of nonnegotiable documents immediately after the goods were loaded.

按照合约规定，货物一旦装运后我方已向你方航空邮件全套不可议付的单据。

（2）Immdiately upon receipt of shipping advice,we will send you the shipping documents through the Bank of China,Nanjing.

一旦接到装船通知，我们将通过中国银行南京分行寄送装运单据。

Exercises

Ⅰ. Translate the following phrases and make sentences with them.

1. mode of shipment

2. time of shipment

3. port of shipment

4. partial shipment

5. shipping mark

6. shipping instructions

7. shipping space

8. shipping order

9. forwarding agent

10. shipping advice

Ⅱ. Fill in each blank with an appropriate word to complete the letter.



In both the exporter’s and the 1 places,application to the customs has to be 2 by the Commercial Invoice,which the assessment of tariffs is based on.In the 3 of a draft,the Commercial Invoice takes its place 4 drawing money.

Commercial Invoices vary 5 form.No matter whatever the form may be,however,the contents must be in 6 accordance with the contract.Generally speaking,an invoice gives the following particulars: Name of Commodity,Quantity,Specifications,Unit Price,Total Value,Place of Shipment,Destination,Name of Carrier, Marks and Numbers,Contract Number,Packing,Insurance, Name and Address of Shipper,Name and Address of Buyers,etc.In 7 of L/C payment,the Credit Number and the Name of the 8 Bank should also be incorporated.Deduction of commissions and/or discounts 9 the Invoice value,if any,should be stated.

Originals of Commercial Invoice must 10 the signature of the seller,who is usually the shipper.

Ⅲ. Complete the following sentences in English.

1. Please make sure that

a. 这批货要在许可证到期前装运。

b. 要在装运前半个月做好舱位预定，以免延迟。

2. B/L is

a. 货物的所有权证。

b. 装运单据的重要文件之一。

3. As expected,

a. 货物将于本月20日装“三星”号轮驶往你港。

b. 该轮预计于3月20日到港，请做好提货准备。

4. We believe that

a. 上述情况已经非常明确，请即按订舱单派船。

b. 贵方一定已经洽订好海运集装箱，并会尽快告知海运运费。

5. We would like to inform you that

a. 我方已按来电所述条件，即每吨85美元，进行租船。

b. 我方货物已备妥待运，预计本星期三，即5月18日可装完。

Ⅳ. Translate the following sentences into English.

1. 现通知贵方，9月份没有开往你方港口的直达轮，需要在香港转船。

2. 目前来看，我们最早能在3月份交货。不过我们向你方保证，如有可能，我们将尽最大努力提前交货。

3. 为了满足你方迫切需求，我们希望允许分批装运。

4. 尽管我方作了极大努力，但仍未预订到直达雅加达（Jakarta）的轮船舱位。

5. 贵方若能同意我方的要求并理解我方所处境况，当不胜感激。

Ⅴ. Write a letter based on the following notes.

美国某公司向你方订购的一批货已装运，请写一份装船通知并传真对方，详情如下。

合同号：TN8899

商品：printed shirting

数量：30 000 pieces

船名：Haifeng

航次：HI 234

装运港：Hong Kong

目的港：Boston, US

提单号：BBL783

预计离港时间：2012年4月25日

预计到达时间：2012年5月20日

随附装运单据副本一套，包括提单、商业发票、保险单。

Sample documents

运输单据的种类很多，包括海运提单（Ocean Bill of Lading）、海运单（Sea Way bill）、航空运单（Air Way bill）、铁路运单（Rail Way bill）、货物承运收据（Cargo Receipt）和多式联运单据（MTD）。海运单只要传真件就可以提货，不够安全且不可议付，所以，更常用的是海运提单（Ocean Bill of Lading）。这是一种承运人收到货物后出具的货物收据，也是承运人所签署的运输契约的证明。提单还代表所载货物的所有权，是一种具有物权特性的凭证。以下是一份提单样本。

BILL OF LADING
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General introduction

在国际贸易中，当一方未能按照合同履约时，另一方就会产生抱怨或索赔。解决争议达成理赔协议，须经双方平等协商，从而理顺贸易关系，解决业务纠纷，促进以后的业务顺利发展。买方收货后申诉与索赔的情形有两种。一种是真正的投诉，主要包括：（1）发运错误的货物；（2）货物品质与规定一不符；（3）发货受损、短量、丢失或是交货延迟。还有一种可能是为了不再想要此商品，或者可以从其他地方得到更便宜的，以挑剔货物为借口，逃避他们的合同责任。

收到对方的申诉与索赔信后，在处理时要注意以下原则：首先明确该投诉是否合理。如果是合理的，那么就应该立即承认，表示遗憾，并承诺把事情做好。如果投诉是没有道理的，那么就要以一种积极的方式指出这一点。对投诉的答复始终都应是礼貌的，哪怕该投诉毫无根据。如果不能及时处理投诉，也需及时回复，并说明你的理由，并承诺在调查后会发一份正式的答复。

如果写信人是作出投诉的买家，应先提供调查细节，并把这些细节提交对方。提出申诉信函一般包括以下几个部分：（1）对提出抱怨表示遗憾；（2）说明不满的原因，并要求予以解释；（3）提及因此所造成的不便；（4）提出索赔的要求，希望对方能够接受；（5）提出建议，要求对方迅速采取措施。

拟写申诉与索赔函电时，索赔方要实事求是，据理力争；理赔方要澄清事实，分辨是非。尤其对于出口商来说，处理申诉和索赔时要有礼有节，因为客户是生存的根本。即使发现对方有不合理的要求，也要礼貌地应对，用激烈的言辞无助于问题解决，最终还可能失去客户。

Specimen letters

Letter–13(1)

Dear Sirs,

Re: Our Order No. 4312

We duly received the documents and took delivery of the goods on arrival of the s.s.“Feng Tao”at Hamburg.

We are much obliged to you for the prompt execution of this order.Everything appears to be correct and in good condition except the case No.35.

Unfortunately,when we opened this case we found it contained completely different articles,and we can only presume that a mistake was made and the contents of this case were for another order.

As we need the articles we ordered to complete deliveries to our new customers,we must ask you to arrange for the dispatch of replacements at once.We attach a list of the contents of case No.35,and please check this with our order and the copy of your invoice.

In the meantime we are holding the above - mentioned case at your disposal.Please let us know soon how you wish us to do with it.

Yours Faithfully,

Letter–13(2)

Dear Sirs,

Thank you for your letter of February 10 informing us that the consignment was delivered promptly.We appreciate your straightforwardness in pointing out that case No.35 did not contain the goods you ordered.

On going into the matter we find that a mistake was indeed made in the packing through a confusion of numbers,and we have arranged for the right goods to be dispatched to you at once.Relative documents will be mailed as soon as they are ready.

We have already informed our Commercial Counselor’s Office of this,and asked them to take the case NO.35 for us until called for by us.We believe they would contact you for the handling of the case soon.

We were sorry for the trouble caused to you by the error and wish to assure you that more care will be taken in the execution of your further orders.

Yours Truly,

Letter–13(3)

Dear Sirs,

We are sorry to hear that you have had trouble with your Modle 76D machines.

We have asked our service department to have a thorough investigation of the matter,and they report that the difficulty in starting was due to your using heavy motor oil in the tank instead of the light grade that we specifically recommend in the Handbook(p. 5).

The reason for the final stoppage was a seized bearing caused by the fact that it had not been greased.Though our guarantee covers faulty material and workmanship,it does not,as you will realize,cover damage done by improper use or neglect of upkeep.The bearings on all our machines are thoroughly greased before they leave our workshop,but you are advised in the Handbook(p.18)that greasing is necessary at regular intervals.

In these circumstances,we think you will agree that we cannot be expected to grant a free replacement of these damaged parts.We are willing however to compromise by replacing them at the bare cost of new materials alone.The charge for that will be Euro 225.New bearings will be put in and the machine will be thoroughly cleaned and oiled.

If you drop us a line authorizing us to do this,we will send our technicians from Hong Kong to proceed with the work at once,and you will have the machine in first-rate working condition.

We hope you will feel that this concession on our part is a satisfactory solution to the difficulty.

Very truly yours,

Notes

1. We duly received the documents and took delivery of the goods on arrival of the s.s.“Feng Tao”at Hamburg.

我们已经如期收到单据，并已在“风涛”号抵达汉堡港后提货。

take delivery of 提货

2. We are much obliged to you for the prompt execution of this order.

很感谢贵方尽快执行了此订单。

be obliged to sb for sth. 因……而感谢……

3. We can only presume that a mistake was made and the contents of this case were for another order.

我们只能推测这是个错误，箱内货物应是其他订单。

content 内容；含量（这里指所装货物）

4. As we need the articles we ordered to complete deliveries to our new customers,we must ask you to arrange for the dispatch of replacements at once.

由于我们急需将所订货物发给我们的新顾客，所以请贵方立即安排装运替换此箱货物。

replacement 更换；替换物

5. In the meantime we are holding the above - mentioned case at your disposal.

同时，我们现保管上述货物，等候你方处理。

in the meantime 同时

at one’s disposal 由某人处置

6. We appreciate your straightforwardness in pointing out that case No.35 did not contain the goods you ordered.

感谢你方直接指出35号箱中装的不是你方所订货物。

straightforwardness直率

7. On going into the matter,we find that a mistake was indeed made in the packing through a confusion of numbers.

经过调查，我们发现错误实际上是由于包装时号码混淆而造成的。

on going into the matter 仔细调查此事

8. We have already informed our Commercial Counselor’s Office of this,and asked them to keep the case for us until called for by us.

我们已经将此事告知我们的商务参赞，并请他们保存此箱直到我们来取。

9. We have asked our service department to have a thorough investigation of the matter.

我们已要求服务部门彻底调查此事。

a thorough investigation 彻底调查

10. Though our guarantee covers faulty material and workmanship,it does not,as you will realize,cover damage done by improper use or neglect of upkeep.

虽然我们保证对材料和工艺的缺陷负责，但如贵方所知，它不包括由于使用不当或维护不当而造成的损坏。

guarantee n.; v. 担保

11. We are willing however to compromise by replacing them at the bare cost of new materials alone.

然而，我们愿意做出让步，把他们替换掉，只收取新材料的成本费。

compromise v. 折中；让步

12. If you drop us a line authorizing us to do this,we will send our technicians from Hong Kong to proceed with the work at once.

若贵方电话授权我们做这一切，我们将从香港派遣技术人员来立即完成此工作。

authorize sb. to do sth. 授权某人做某事

13. We hope you will feel that this concession on our part is a satisfactory solution to the difficulty.

我们希望贵方会认为我方的让步是解决此困难的圆满解决方法。

concession n. 让步

Useful words and expressions

1. claim n. 索赔；要求

accept a claim　　接受索赔

drop(waive)one’s claim　放弃索赔

hand in a claim　　送交一项索赔

lodge a claim　　提出索赔

reject sb’s claim　　拒绝某人的索赔

relinquish(withdraw)a claim　撤回索赔

resist a claim　　反对一项索赔

satisfy one’s claim　　满足索赔

settle a claim　　理赔

claim v. n. 要求

excessive claim　　过分的要求

fair claim　　　公正的要求

legal claim　　　合法要求

outstanding claim　　未解决的要求

unsupported claim　　没有根据的要求

claim one’s right　　要求得到权利

claim payment　　要求付钱

claim sb’s attention　　要求某人注意

claim sb’s estate / property　要求财产

claim against a company for　要求公司……

claim for compensation(repayment)赔偿要求

claim for damages　　赔偿损失的要求

claim of justice　　正义的要求

2. compromise v.; n. 妥协；和解

compromised total loss　约定全损

compromise settlement　协商解决

compromise agreement　折中协议

reach a compromise over sth.　达成关于某事的协议

3. concession n. 让步；承让；特许权；特许费

tax concession　　税务减让

make concession　　作出让步

concession for goods traffic　货运特许权

mining concession　　采矿特许

concede v. 让步

4. disposal n. 处理；处置

disposal of claim for consignments lost or damaged 灭失或残损货物的赔偿处理

disposal of depreciable asset　折旧资产的变售

disposal of donated share　捐赠股票的出售

disposal of the balance　余货售出

dispose v. 布置；配置

dispositive adj. 决定性的；处置性的

dispositive treaty　　处置性条约

5. guarantee n.; v. 保证；担保

bank guarantee　　银行担保

general average guarantee　共同海损担保

statutory guarantee　　法定担保退款

guarantee of a bill　　票据保证

guaranteed account　　保证账户

guaranteed issue　　保证发行

guaranteed mortgage　　保证抵押

guarantor n. 担保人

Useful sentences

1. 买方提出索赔

（1）Regarding inferior quality of your goods,we claim a compensation of U.S.$10,000.

关于你方产品的品质低劣问题，我方要求你方赔偿一万美元。

（2）We shall lodge a claim for all the losses incurred as a consequence of your failure to ship our order in time.

由于你方未能及时交货，我方将向你方提出由此而遭受的全部损失的索赔。

（3）Our investigation shows that improper packing caused damage.Therefore we have to refer this matter to you.

我方检验证明，货物受损是由于包装不当而造成的。因此，我们不得不将此事提交你方解决。

（4）As the goods are inferior in quality,we are returning the whole of the 20 cases and must ask you to replace them.

由于这些产品质量低劣，所以我方把20箱全部退回，并请贵方务必更换这些产品。

2. 卖方同意理赔

（1）This seems to be a very clear case and we hope you will see your way to make a prompt settlement.

看来情况已十分清楚，我们希望贵方能设法尽快解决问题。

（2）In view of our friendly business relations,we are prepared to meet your claim for the 25 tons shortage weight.

考虑到我们之间的友好业务关系，我们准备接受你方25吨短装的索赔。

（3）We very much regret the mistake in article number,which resulted in your receiving the wrong goods.

因货号有误，致使到货错误。对此，我们深表歉意。

（4）In view of the long business relations between us,we wish to meet you half way to settle the claim.

考虑到我们之间长期的业务关系，我方愿意双方各让一半解决这项索赔。

3. 卖方拒绝理赔

（1）Any complaint about the quality of the products should be lodged within 15 days after their arrival.

任何有关该产品质量问题的申诉应该在货物到达后的十五天内提出。

（2）We regret that your claim on shortage cannot be accepted.We hope this unfortunate incident will not affect the relationship between us.

很遗憾，我们无法接受你方关于货物短装的索赔。我们希望这一不幸事件不要影响到我们双方之间的关系。

（3）We are sorry that the quality of our goods did not turn out to your satisfaction.

我们很遗憾贵方不满意我们货物的质量。

（4）Here’s a survey report by a well-known lab in Houston,whose testimony is absolutely reliable.

这份检验报告由休斯顿的一个著名实验室提供，证据绝对可靠。

Exercises

Ⅰ. Translate the following phrases and make sentences with them.

1. lodge a claim against sb.

2. be of the opinion that

3. put sb. in no small trouble

4. put into regular service

5. claim for sth.

6. re-inspect / re-inspection

7. test run

8. exercise strict control over sth.

9. accept full responsibility for

10. accept a claim

Ⅱ. Fill in each blank with an appropriate preposition to complete the letter.

We have received the goods 1 our Order No.AL200 2 300 cases Muslins,which you shipped 3 the S.S.“Feng Qing,”but much 4 our regret,we have to inform you that we have received serious complaints 5 our buyer.He states that not only the goods are much inferior 6 quality,but a number of pieces are woven narrowly to the pattern submitted 7 you. These faults make the goods quite unsalable in this market.

We are,however,making efforts to settle the matter amicably,but in case our buyer persists 8 making complaint,there is no way for us but to put the matter 9 the Chamber of Commerce of Singapore 10 arbitration,and any allowance that we may have to make will be debited to you in due course.

Ⅲ. Complete the following sentences in English.

1. If we find the quality is not up to the standard,we will

a. 向你方提出索赔。

b. 要求你方换货，并赔偿相关损失。

2. As for the claim,you should

a. 在货到目的港后30天内提出。

b. 提供检验报告作依据。

3. The goods you delivered are

a. 低于样品的质量。

b. 有些受损严重。

4. After checking the goods,we regretfully find that

a. 货物短装1吨。

b. 许多货物质量与合同规定不符。

5. We do think

a. 该笔损失应由你方承担。

b. 这些缺陷是由机器故障而产生。

Ⅳ. Translate the following sentences into English.

1. 开箱后我们惊讶地发现，部分罐头已经发霉（be mouldy）。检验报告说明龙虾（lobsters）质量不好，而且没有充分的包装。

2. 卖方愿意对此事承担全部责任。希望这件不愉快的事情不会影响我们今后的贸易。

3. 货到后我们立即进行了检验，发现短重500公斤。

4. 我公司对产品质量一向实行严格控制，因此到现在为止我们还没有收到客户投诉。

5. 货到后我们进行复验，发现花生的颗粒比样品小，显然是二等货，而非合同中规定的一等货。

Ⅴ. Write a letter based on the following notes.

1. 我方订单CF203项下之罐装水果已于昨日抵达。

2. 我们发现质量与样品相差甚远，无法食用。

3. 天津出入境检验检疫局立即对货物进行了复检，认为原料品质低劣，向你方索赔5,000美元。

Sample documents

索赔条款是指双方当事人在国际货物买卖合同中约定，当发生违约情况时，一方应承担什么责任，另一方可享有什么权利以弥补损失等。索赔事宜可直接在信函中提出，也可采用相对较格式化的索赔单，具体要根据索赔金额来确定。以下是一家保险公司的海运货物索赔单样本。

MARINE CARGO CLAIM FORM

1. Important Notice

Please read this Claim Form prior to answering the questions.

• ALL questions must be answered as fully as possible. Please use additional sheets if necessary and copies of relevant documentation should be attached.

• If you have any questions in relation to completion of the Claim Form,please contact your insurance advisor or broker.

• Please send the completed Claim Form, as soon as possible, to your insurance advisor or broker.

• Submission of any claim to us should not be withheld awaiting the carrier’s response to a letter of demand.

• We reserve our right to obtain further documents in relation to this claim,if necessary.

• Please do not accept any offer of settlement or bank monies without first contacting US.

• You are reminded that under no circumstances should you admit any liability or make any offer of settlement.

2. Details of Insured

Name of Insured__________

Address__________

Policy No.__________Email__________

Telephone No.__________Fax No.__________

Input Tax Entitlements__________

3. Claim Details

Type of Packing　FCL□　LCL□　Bulk□　Other□

Agent/Forwarder__________Vessel/Carrier__________

Consignment Note No.__________Bill of Lading No.__________

Airway Bill No.__________Consignee__________

Voyage From__________Voyage To__________

Date of Departure__________Date of Arrival__________

Description of Cargo__________

Cause of Loss/Damage__________

Date of Loss__________

Where did loss occur__________

Have you requested Joint Survey with carrier?　　Yes□　No□

Have you requested Joint Survey with Customs Authority?　Yes□　No□

Have you reported the loss to Police?　　　Yes□　No□

If yes give date of notification Date　　　　Yes□　No□

Have you given a Clean Receipt?　　　　Yes□　No□

Have you made a claim on the carrier?　　　Yes□　No□

If yes give date of claim

Date__________

4. Statement of Claim

Description of Lost/Damaged Property

Year Purchased or Acquired__________

Purchased From__________

Present Cost of Repair or replacement__________

Invoice Value__________

Total Amount Claimed__________

Estimated Salvage Value__________

5. Documents

For faster processing of your claim, please ensure that you have attached:

1. Certificate of Insurance or Copy of monthly declaration.

2. a)Originals or non-negotiable copy of the front and reverse side of the Bill of Lading;

b)True copy of the Master Airway bill;

c)True copy of the House Airway bill and/or

d)True copy of both sides of the consignment note.

3. a)Original invoice/s ＆ Packing list/s and/or

b)Original packing inventory for household goods and personal effects shipments;

c)Repair/Replacement Quote.

4. a)True copy of Wharf Receipt;

b)True copy of Delivery Docket: and/or

c)True copy of Weight Note.

5. Copy of letter of demand to:

a)Vessel Owners/Operators;

b)Air Carriers or

c)Stevedores.

6. Original survey report with colour photos, if any.

We reserve our right to obtain further documents in relation to this claim,if necessary.

Signature

(print name in full)

(position)

of the Insured and on behalf of the Insured acknowledge the above answers to be true and correct AND acknowledge that the insurer may take its decision on indemnity having regard to these answers.

Signature　　Date

本书由“ePUBw.COM”整理，ePUBw.COM 提供最新最全的优质电子书下载！！！

Unit14 Agency

General introduction

如果一个公司在某地设有分公司或代表，它可以委托代理人代表其行事，代理方通常收取一定的佣金或手续费。双方通过签订代理协议，来明确代理商品的品名、规格、代理的地区、授予代理人的权限和代理的义务等。通常委托人会要求代理人必须在一定期限内按照协议所规定的交易条件和价格完成最低销售定额，并限制代理人不得经营其他供应商类似的产品。代理人必须严格按照代理协议规定对委托人负责，而委托人也须履行对代理人的承诺。

国际贸易涉及的代理机构（代理人）比较多，如销售代理、船务代理、采购代理、货运代理、保付代理、业务代理、储货代理等。通常代理可分为总代理（General Agent）、独家代理（Sole Agent or Exclusive Agent）、一般代理（The Agent or The Commission Agent）。本文信函主要涉及的是进口商和进口商销售代理之间的业务洽谈与往来。

申请代理业务的信函包括以下几部分：（1）写信的目的；（2）企业的能力和雄厚的经济后盾；（3）贸易信用及建立的主要产品销售网络；（4）如有必要，做一个可行的市场营销计划。而任命一个海外公司作为代理通常包括以下内容：（1）写信的目的；（2）代理的条件要求，如经济实力、贸易信誉、建立销售网络的能力等。

如果出口商收到要求建立代理关系的来信且愿意做对方代理时，信函可以包括以下几个部分：（1）对来信表示感谢；（2）答复来信的请求；（3）表示希望进一步商谈。

如果出口商不同意建立代理关系，信函则可包括以下几个部分：（1）对来信表示感谢；（2）对没能建立代理关系表示遗憾；（3）说明理由。

Specimen letters

Letter–14(1)

Dear Sirs,

We specialize in the trade of household and decorative wares,such as porcelain wares,lacquer wares and crystals.We have a well-developed sales organization in Egypt and are represented by a large staff in various parts of the country.We are writing to offer our service as your sole agent.

There are good prospects of a very profitable market for your manufactures in this area.Provided terms could be arranged,we trust our 15 years’experience in these goods should enable us to work up a very satisfactory business with you.

In view of the wide connections which we are fortunate enough to possess,we can guarantee that annual sales volume reaches over US$ 5 mil.According to our usual practice a 5 percent commission on net sales is quite reasonable.We are also prepared to guarantee payment of all accounts,for which we should require an extra Del Credere commission of 2.5 percent.

You will naturally wish to have information about us.We have been working with the Ceramics Department of your Shanghai Office and our relations have proved mutually satisfactory.You may refer to them,as they may be glad to do so,for any information concerning our credit and financial standing.

We hope to hear favorably from you come to an agreement as to relative terms.

Yours Faithfully,

Letter–14(2)

Dear Sirs,

We duly received your letter of the 26th August,and after careful consideration of the contents,we are favorably impressed with your proposal to act as our agent.

We have already been in treaty with several firms,but at present have come to no decision in the matter.However,if terms could be arranged,we think you would be just the people we should like to represent us.We believe your good connections throughout the trade will be a favourable opportunity to further develop the business which we have been doing among the class of buyers you mention.

Of course,the whole matter hinges upon the question of the amount of commission you would require on orders obtained and executed.And your Mr.Mark Campbell intends visiting Shanghai in a fortnight’s time, we should prefer to discuss the various points with him personally instead of stating general conditions and terms which would probably have to be modified or withdrawn after an interview.

We shall,therefore,await Mr.Campbell’s call.

Yours Truly,

Letter–14(3)

Dear Sirs,

We thank you for your inquiry regarding the sole agency for the sale of our household and decorative wares in Egypt.

As we are now only at the get-acquainted stage,we deem it rather premature to take into consideration the matter of sole agency.In our opinion,it would be better for both of us to try out a period of cooperation to see how things prove.Also,it would be necessary for you to test the marketability of our products at your end and to continue your efforts in building a larger turnover to justify the sole agency arrangements.

Please do not misinterpret the above remark,which in no way implies dissatisfaction.As a matter of fact,we are quite happy with the amount of business you have brought to us.However,we do think that a bigger turnover must be reached to justify establishing the agency.

In view of the above,we think it advisable to postpone this matter until your future sales warrant such a step.We sincerely hope that you will agree with us on this point and continue to give us your cooperation.

Very truly yours,

Notes

1. We have a well-developed sales organization in Egypt and are represented by a large staff in various parts of the country.

我们在埃及有一个非常完善的销售组织，在埃及各地有大量的销售代表。

well-developed 非常完善的

2. we are writing to offer our service as your sole agent.

我方现写信想为你方提供独家代理服务。

sole agent 独家代理

3. Provided terms could be arranged,we think our 15 years’experience in these goods should enable us to work up a very satisfactory business with you.

双方如果可将条款商谈好，我们认为凭借我们在该货物领域15年的经验，应该可以和贵方达成满意的业务合作。

enable sb. to sth. 使某人能够做某事

4. In view of the wide connections which we are fortunate enough to possess,we can guarantee that annual sales volume reaches over US$ 5 mil.

鉴于我们有幸拥有广泛的关系，我方可保证年销售额达500多万美元。

in view of鉴于

5. We have already been in treaty with several firms…

我们已经与几家公司进行了协商……

be in treaty with 协商；达成协议；谈判

6. …the whole matter hinges upon the question of the amount of commission you would require on orders obtained and executed.

……整件事情的关键在于你方对所获订单和所执行订单所要求的佣金数额。

7. As we are now only at the get-acquainted stage we deem it rather premature to take into consideration the matter of sole agency.

由于我们现在还在初交阶段，故我们认为考虑独家代理的事还不成熟。

at the get-acquainted stage 初交阶段

take into consideration 考虑

8. Please do not misinterpret the above remark,which in no way implies dissatisfaction.

请不要误解以上的话，我方没有任何不满的意思。

misinterpret v. 误解

9. we do think that a bigger turnover must be reached to justify establishing the agency.

我们确实认为，营业额需达到一定数量才足以建立代理。

justify v. 证明……是合理的

10. We think it advisable to postpone this matter until your future sales warrant such a step.

我们认为应推迟此事直至以后的销售能确保这一步，这才是明智的做法。

warrant v. 保证；担保

Useful words and expressions

1. agent n. 代理商

sales agent　　　销售代理

selling agent　　销售代理

sole agent　　　独家代理

exclusive agent　　独家代理

commission agent　　佣金代理

general agent　　总代理

manufacturer’s export agent　制造商出口代理

advertising agent　　广告代理

insurance agent　　保险代理

shipping agent　　货运代理

2. commission n. 佣金；手续费

acceptance commission　承兑手续费

amendment commission　改证手续费

collection commission　托收手续费

confirmation commission　保兑手续费

negotiation commission　议付手续费

commission house　　代办行

commission sale　　委托销售；寄售

3.　commit oneself　　作出承诺

commitment n. 承诺

4. enterprise n. 企业

large-sized / large-scaled enterprise 大型企业

small-and-medium-sized enterprise 中小型企业

small-and-mini-sized enterprise 小微企业

state-owned enterprise　国有企业

state-run enterprise　　国营企业

private enterprise　　民营企业

entrepreneur n. 企业家

entrepreneurship n. 企业家精神

5. exclusive adj. 除外的；独有的；专有的；唯一的

exclusive agency　　独家代理

exclusive agent　　独家代理人

exclusive distribution　　总经销

exclusive economic zone　专属经济区

exclusive offer　　独家发盘

exclusive right　　专卖权

exclusive sales　　包销

exclusive sales agreement　包销协议；独家经销协议

exclusive selling agency　独家经销

6. treaty n. 条约；协定

treaty of economic cooperation　经济合作条约

treaty port　　　（根据合约开放的）通商口岸

reciprocity treaty　　互惠协定

international treaty　　国际条约

7. turnover n. 翻转；人员调整；营业额；成交量

turnover capacity of storage space 库场货物周转量

turnover of account receivable　应收账款周转率

turnover of capital　　资本周转率

turnover of total assets　总资产周转率

turnover of working capital　营运资本周转率

turnover of raw materials　原材料周转率

8. volume n. 数量；总额

volume discount　　总购量折让（或折扣）

volume of business　　营业额；交易额

volume of sales　　销售量

volume of trade　　贸易额；交易额

Useful sentences

1. 申请代理业务

（1）I wonder whether your firm is represented in our country.I would like to discuss with you the problem of agency for your electric fans.

我不知道贵公司在我国是否有代理。我想同贵方商谈贵方电风扇的代理问题。

（2）We should be glad if you would consider our application to act as agents for the sales of your products in our country.

如果贵方能考虑我们的申请，使我们成为贵公司产品在我国市场的销售代理的话，我们将很高兴。

（3）If you give us the agency,we should spare no efforts to further your interests.

如果贵方给予我们代理权，我们将不遗余力为贵方争取利益。

（4）We’d like to sign a sole agency agreement with you on your electric fans for a period of three years.

我们想同你方签订一项为期三年的专营电扇的独家代理协议。

2. 答复代理请求

（1）We are pleased to offer you a sole agency for the sale of our products in your country.

我们很乐意指定贵方成为我方产品在贵国的销售独家代理。

（2）We’re favorably impressed by your proposal for a sole distributor.

贵方提出担任我方独家经销商一事，我们颇感兴趣。

（3）We appreciate your efforts in pushing the sale of our electric fans.

我们感激贵方在推销我方电扇产品方面所做的努力。

（4）I’m afraid we can’t agree to appoint you as our sole agent because the annual turnover you promised is too low.

恐怕我们不能同意指定你方作为我们的独家代理，因为你方所承诺的年销售量太少了。

3. 商谈代理条件

（1）As our sole distributor, you are not expected to handle the sale of similar products of other origins.

你方作为我们的独家经营商是不可以经营销售其他类似产品的。

（2）We usually get a 10% commission of the amount on every deal.

通常我们取得的佣金是每笔成交额的10%。

（3）According to your estimate,what is the maximum annual turnover you could fulfill?

据你方估计，你方能完成的最大年销售量是多少？

（4）If you want to act as our sole agent,you must fulfill a minimum sales amount of 8 million dollars annually.

如果你方想成为我们的独家代理，每年的最低销售金额必须达到800万美元。

Exercises

Ⅰ. Translate the following phrases and make sentences with them.

1. exclusive agent

2. act as

3. volume discount

4. mutual satisfaction

5. on the basis of

6. entrust

7. market ability

8. spare no efforts to

9. annual turnover

10. be justistied for

Ⅱ. Fill in each blank with an appropriate preposition to complete the letter.

Dear Sirs,

We thank you for your letter of Sep. 11 and are favorably impressed1 the proposal you make.

You are kindly informed that me have decided 2 entrust you 3 the sole agency 4 our Embroideries in the territory of sweden.

The Agency Agreement has been drawn 5 for a duration of one year,automatically renewable 6 expiration for a similar period unless a written notice is given 7 the contrary.Enclosed you will find a copy of the draft.Please go ouer the provisions and advise us whether they meet 8 your approval.

We shall do all 9 our power to assist you 10 establishing a mutually beneficial trade.

Yours faithfully,

Ⅲ. Complete the following sentences in English.

1. You could be doing better if you

a. 设法接触我们所有的潜在顾客。

b. 设法打入欧洲市场。

2. We’re quite satisfied with

a. 事情的发展局面。

b. 贵方为开拓市场所做的努力。

3. If you appoint us as your agent,

a. 营业额将是现在的三倍。

b. 我们可以在我地为贵方的产品创造很大的需求。

4. I needn’t mention that

a. 你给我的价格必须有竞争力。

b. 必须遵守运输日期。

5. In the long run

a. 除非你有一个代理，否则贵方的市场永远不会有发展。

b. 我们会有更多的交易。

Ⅳ. Translate the following sentences into English.

1. 由于你方有很好的业务关系，我们相信在你地促销我们的产品是很有可能的。因此，我方希望你方担任我们的代理。

2. 关于你方担任我方工艺品独家代理的要求，待双方业务进一步扩大后，我们会认真考虑。

3. 我们现在同意按你方2012年9月13日来函所提条件，任命你方为我方的独家代理。

4. 我们恐怕不能同意你方成为你地销售我方产品的代理，因为你方所承诺的年销售量太低。

5. 我方愿委任你方为信用担保代理人。凡通过你方接受的订单，我们按所订净值的百分之十五给予你方佣金，但需要你方答应在我银行存入足够的保证金。

Ⅴ. Write a letter based on the following notes.

1. 感谢对方申请独家代理来信。

2. 对对方的商业信誉进行了调查之后，我们决定委托对方为在划定的区域范围内自行车的独家代理。

3. 佣金为销售金额3%，保付佣金另加1.5%，代理期限为3年。

4. 随信附上协议草案一份，请对方审阅并告知意见。

Sample documents

代理协议也称代理合同，它是用以明确委托人和代理人之间权利与义务的法律文件。双方要经过充分协商，并在平等自愿的基础上订立代理条款。一般它要包括以下几个方面的内容：代理事项和权限，代理费用及支付办法，签订协议双方的权利和义务及违约责任等。以下为一份独家代理协议样本。

Sole Agency Agreement

This Agreement is entered into by the parties concerned on the basis of equality and mutual benefit to develop business on terms and conditions agreed upon as follows:

1. The Parties Concerned:

Supplier: Tianjin Leadar(Group)Corporation(hereinafter called Party A)

Agent: ABC Company(hereinafter called Party B)

2. Commodity and Quantity:

Party A hereby appoints Party B as their Sole Agent for the sale of ..., Party B shall undertake to achieve the sale of the aforesaid commodity not less than ... in the duration of this Agreement.

3. Territory:

In Mexico only.

4. Confirmation of Orders:

The quantities,prices and shipments concerning the commodity stated in this Agreement shall be confirmed in each transaction,the particulars of which will be shown in Party A’s S/C.

5. Payment:

After confirmation of an order,Party B shall arrange to open a 100% Irrevocable L/C available by draft at sight in favour of Party A within the time stipulated in the relevant S/C.Party B shall also notify Party A immediately after the L/C is opened,so that Party A may make preparations for shipment.

6. Commission:

A 15 percent(15%)commission on Invoice value against each shipment will be remitted to Party B by Party A after receipt of the payment.

7. Reports on Market Conditions:

Party B shall have the obligation to forward once every three months to Party A detailed reports on current market conditions and on consumers’comments. For Party A’s reference,Party B shall,from time to time,forward to Party A samples of similar commodity offered by other suppliers,together with their prices,sales position and advertising material.

8. Advertising ＆ Publicity Expenses:

Party B shall bear all expenses for advertising and publicity within the aforementioned territory in the duration of this Agreement and submit to Party A all drafts and/or drawings intended for such purpose for prior approval.

9. Validity of Agreement:

This Agreement,when duly signed by the parties concerned,shall remain in force for...to be effective as from...to...If a renewal of this Agreement is desired,notice in writing should be given by either party within one month prior to its expiry.

Should one of the parties fail to comply with the terms and conditions of this Agreement,the other party is entitled to terminate this Agreement.

10. Arbitration:

All disputes arising from the execution of this Agreement shall be settled through negotiation between both parties.In the event that no settlement can be reached,the case in dispute shall then be submitted for arbitration to the Foreign Trade Arbitration Commission of the China Council for the Promotion of International Trade,Beijing,in accordance with the provisional Rules of Procedure of the Foreign Trade Arbitration Commission of the China Council for the Promotion of International Trade. The decision made by this Commission shall be regarded as final and is binding on both parties.

11. Other Terms ＆ Conditions:

（1）Party A shall not supply the contracted commodity to other buyers in the above-mentioned territory.Direct enquires,if any,will be referred to Party B.However,should any other buyers insist on dealing direct with Party A,Party A shall have the right to do so.In the latter case,Party A shall send to Party B a copy of relevant S/C and reserve...percent(...%)commission for Party B on the net invoice value of the transactions concluded.

（2）Should Party B fail to send their orders to Party A for a minimum of...for a period of...months,Party A shall not be bound to this Agreement.

（3）For any business transacted between governments of both parties,Party A shall have full right to handle such direct dealings as authorized by Party A’s government without binding themselves to this Agreement Party B shall not interfere with such direct dealings,not shall Party B bring forward any demand for compensations or commission thereof.

（4）Other terms and conditions shall be subject to those specified in the formal S/C signed by both parties.

The Agreement is made out in quadruplicate, each party holding two copies.

Party A(Supplier)　　

Date：

Party B(Agent)

Date:

本书由“ePUBw.COM”整理，ePUBw.COM 提供最新最全的优质电子书下载！！！

Unit15 International Crediting

General introduction

国际信贷是指一国的银行、其他金融机构、公司企业、政府以及国际金融机构，在国际金融市场上向另一国的银行、其他金融机构、公司企业、政府以及国际金融机构等进行资金融通的活动。国际信贷促进了国际经济贸易的发展，缓解了资金短缺的问题，推动了生产国际化和经济全球化。涉及国际贸易的信贷通常是指给予进出口商、期限在一年以下的资金融通。

国际贸易的常见信贷形式有装运出口前对出口方的资金融通、装运出口后对出口方的资金融通、装运进口前对进口方的资金融通、装运进口后对进口方的资金融通等。其信用方式分为商业信用和银行信用。商业信用是指进出口企业之间相互提供的与商品交易直接相联系的信用形式；而银行信用是银行或其他金融机构以货币形态提供的信用，其间银行充当了信用媒介，属于间接信用。

出口商对进口商提供的融资方式有（1）赊账，（2）票据信贷-延期付款，（3）承兑交单(D/A)。银行对进口商的融资方式有（1）托收项下的融资，远期交单结算方式和进口代收押汇；（2）信用证项下的融资，如提供开证额度、进口信用证押汇、担保提货等融资方式。

进口商对出口商提供的融资方式主要是预付款。银行对出口商的融资方式有（1）短期贷款：信用贷款（无抵押贷款）、出口商品抵押贷款；（2）打包放款：信用证结算方式下，出口商以进口商开来的正本不可撤销信用证为抵押向银行申请的货物出运前融资；（3）出口押汇（议付）；（4）贴现等。

涉及国际信贷的信函的主要内容有（1）调查接受方的资信状况，（2）商谈信贷方式，（3）确定贷款利率和期限，（4）安排还款计划等。

Specimen letters

Letter–15(1)

Dear Sirs,

We have received a letter from the Auto Engineering Co.,Ltd.in Tanzania,who expressed their desire to enter into business relations with us on condition that we allow them a standing credit of USD500,000 to open a 4S store to sell our cars.As stated in their letter,their reference is the National Development Bank of Tanzania.

It is our principle to have more connections abroad. For safety’s sake,however,we should like to know the financial and credit standing of the above-mentioned company,especially because they have requested us for a standing credit,which we seldom grant to new customers.

We should be very pleased if you would assist us in this respect,and we can assure you that any information you may give us will be treated in absolute confidence.

Yours faithfully,

Letter–15(2)

Dear Sirs,

After the discussion with your project manager at Friendship Hotel last month,we sent you an email on May 15,offering to extend a buyer’s credit to finance your purchase of BHT Equipment from China.On the following day,we received your reply asking us to clarify a few points regarding the proposed credit.

We are pleased to answer your questions as follows:

1. The credit will cover 85% of the total price of the BHT Equipment.

2. If it is built by a Chinese construction contractor,70% of the local construction expenses can also be covered by the credit.

3. The Buyer shall pay a down payment of 15% on signing the contract.

4. The interest rate will be fixed by China Eximbank at the time of signing the contract.

5. As the project involves a large amount,the credit will be provided by a Syndicated Loan,with China Eximbank as the lead bank.

We hope that the above have answered your questions and look forward to your affirmative reply as soon as possible.

Yours sincerely,

Letter–15(3)

Dear Sirs,

We are pleased to take this opportunity to confirm that we would consider placing at your disposal a trade-oriented credit line upon the approval of the competent authorities of foreign exchange supervision on the following terms and conditions.

1. The amount of the credit line is up to USD 6,000,000 and is made available at any time subject to your 3-day prior notice to us.

2. The interest shall be paid semi-annually in arrears at consensus rates(currently 3.85%).

3. Repayment of principal is to be made in equal semi-annual installments,the first to mature 6 months from the date of delivery.

4. The draw down period shall be 3 months from the signing of the Credit Agreement.

5. The final maturity of each export contract is up to 3 years.

6. All payments to be made under this credit arrangement shall be free and clear of any present and future taxes,withholdings or other deductions whatsoever.

If you are interested, please write to us to further discuss the detailed clauses of the Credit Agreement.

Very truly yours,

Notes

1. We have received a letter from the Auto Engineering Co.,Ltd.in Tanzania who expressed their desire to enter into business relations with us on condition that we allow them a standing credit of USD500,000 to open a 4S store to sell our cars.

我们收到了一封来自坦桑尼亚汽车工程有限公司的来信。在信中，他们欲与我们建立业务关系，但希望我们给他们定额贷款500,000美元开一家4S店来销售我们的汽车。

on condition that...在......条件下

standing credit 定额贷款

standing adj. 固定的；长期的；常设的

n. 情况；身份；地位

2. It is our principle to have more connections abroad.

我们的原则是建立更多的海外业务关系。

principle n.原则

connection n.业务关系

3. For safety’s sake,however,we should like to know the financial and credit standing of the above mentioned company,especially because they have requested us for a standing credit,which we seldom grant to new customers.

然而，为了安全起见，我们想知道上述公司的财务及信用状况。特别是因为他们要求我们给予定额贷款，我们很少答应新客户此要求。

for one’s sake; for the sake of sth. 为……起见

financial and credit standing 财务及信用状况

4. We should be very pleased if you would assist us in this respect, and we can assure you that any information you may give us will be treated in absolute confidence.

如果贵方能在这方面帮助我们，我们会非常高兴。我们可以向贵方保证，我们将绝对保密贵方提供的任何信息。

in this respect 在这方面

be treated in absolute confidence 绝对保密

5. After the discussion with your project manager at Friendship Hotel last month,we sent you an email on May 15,offering to extend a buyer’s credit to finance your purchase of BHT Equipment from China.

上个月和贵方项目经理在友谊宾馆讨论后，我们于5月15日发了一封电子邮件给贵方，提出为贵公司购买中国的BHT设备提供买方信贷。

project manager 项目经理

buyer’s credit 买方信贷

6. On the following day,we received your reply asking us to clarify a few points regarding the proposed credit.

第二天我们收到贵公司复函，要求我们澄清有关所提议信贷的几个问题。

clarify v. 澄清

regarding prep. 关于

7. If it is built by a Chinese construction contractor,70% of the local construction expenses can also be covered by the credit.

如果由中国建筑承包商承建，那么当地建设费用的70%也可由该信贷提供。

construction contractor 建筑承包商

local construction expenses 当地建设费用

8. The Buyer shall pay a down payment of 15% on signing the contract.

在签署合同后，买方应支付15%预付款。

down payment 预付款

9. As the project involves a large amount,the credit will be provided by a Syndicated Loan,with China Eximbank as the lead bank.

由于该项目涉及金额巨大，该信贷将由银团贷款提供，由中国进出口银行担任牵头银行。

Syndicated Loan 银团贷款

lead bank 牵头银行

10. We hope that the above have answered your questions and look forward to your affirmative reply as soon as possible.

我们希望以上能够答复贵公司的问题，并期待尽快得到贵公司的肯定答复。

affirmative reply 肯定答复

11. We are pleased to take this opportunity to confirm that we would consider placing at your disposal a trade-oriented credit line upon the approval of the competent authorities of foreign exchange supervision on the following terms and conditions.

我们很高兴借此机会确认，经有关外汇监管部门批准后，我们考虑将向贵方提供贸易信贷额度供随意使用，其条款如下。

confirm v. 确认

at your disposal 由贵方处置

trade-oriented credit line 贸易信贷额度

competent authorities 主管部门

terms and conditions 条款

12. The amount of the credit line is up to USD 6,000,000 and is made available at any time subject to your 3-day prior notice to us.

信贷额度高达600万美元，贵方提前3日通知我方即可随时使用。

available adj. 可获得的，可利用的

subject to 经、由；以……为条件

3-day prior notice 提前3天通知

13. The interest shall be paid semi-annually in arrears at consensus rates(currently 3.85%).

所欠尾款按协商一致的利率（现行利率是3.85%）每半年支付一次利息。

in arrears 根据所欠尾款

consensus rates 协商一致的利率

14. Repayment of principal is to be made in equal semi-annual installments,the first to mature 6 months from date of delivery of goods.

本金每半年等额偿还一次，第一笔还款在交货6个月后到期。

principal n. 本金

in equal installments 等额分期付款

15. The draw down period shall be 3 months from the signing of the Credit Agreement.

提取贷款期限是签署信贷协议后3个月内。

draw down period 提取贷款期限

16. All payments to be made under this credit arrangement shall be free and clear of any present and future taxes,withholdings or other deductions whatsoever.

本项贷款安排下的一切款项均免除现有或将来的任何税款、扣缴或其他扣款。

free and clear of 免除

withholding n. 扣缴；代扣税

deduction n. 扣款

Useful words and expressions

1. arrear n. 　　欠款；拖欠；剩余部分

arrear certificate　　延迟付款证书

arrear in contribution　　拖欠会费/款项

arrear of order　　订单的余数

arrear of rent　　欠租

arrear of stock　　滞销货；积压物资

arrear payment　　后付款

2. credit n. 　　信贷

credit risk　　　信贷风险

credit rating　　　信贷评级

credit control　　信贷管制

credit squeeze　　信贷紧缩

credit limit / line　　信贷额度

3. financing n. 融资

black market financing　黑市筹资

compensatory financing　补偿性融资

consumer financing　　消费融资

cooperative financing　　合作金融

development financing　发展融资

direct financing　　直接融资

fund and financing　　筹资融资

joint financing　　共同贷款

lease financing　　融资租赁

margin financing　　保证金融资

4. financial adj. 财务的；金融的

financial reporting　　财务申报

financial risk / exposure　财务风险

financial lease　　财务租赁

financial accommodation　财务通融

financial results　　财务业绩

summary financial report　财务摘要报告

financial regulation　　财务/金融监管

financial adviser　　财务顾问

5. foreign exchange　　　外汇

foreign exchange certificate　　外汇兑换券

foreign exchange services　　外汇业务

foreign exchange risk　　外汇风险

foreign exchange restrictions　　外汇限制

foreign exchange retaining system　外汇留存制

foreign exchange crisis　　外汇危机

foreign exchange cushion　　外汇缓冲

foreign exchange dumping　　外汇倾销

foreign exchange earnings　　外汇收入

forward foreign exchange　　远期外汇汇率

foreign exchange liabilities　　外汇负债

foreign exchange loans　　外汇贷款

foreign exchange parity　　外汇平价

foreign exchange quotations　　外汇行情

foreign exchange regulations　　外汇条例

foreign exchange reserves　　外汇储备

foreign exchange swap　　外汇调剂

speculation on foreign exchange　外汇投机

6. interest n. 利息

overdue interest　　　欠息

interest-bearing assets　　生息资产

accrued bond interest　　应计债券利息

capitalization of interest　　利息资本化

compound interest　　　复利

daily interest　　　日息

deregulation of interest rates　　放宽利率管制

interest rate ceiling　　　利率上限

interest rate swap　　　利率掉期/利率调期

interest on deposit　　　存款利息

interest per annum　　　年息

interest per month　　　月息

interest rate policy　　　利率政策

interest rate position　　　利率头寸

interest rate risk　　　利率风险

interest restriction　　利息限制

interest subsidy　　利息补贴

principal and interest　　本利

simple interest　　单利

uncovered interest arbitrage　未担保利率套利

7. loan n. 贷款

commercial loans　　商业贷款

collateralized loans　　抵押贷款

loan account　　贷款账户

loan amount　　贷款额

loan capital　　　借贷资本

loan volume　　贷款总量

loans to financial institutions　金融机构贷款

loans to government　　政府贷款

mortgage loan　　按揭贷款

short term loan　　短期贷款

8. maturity n. 期满；到期日

maturity date　　到期/到期日

yield to maturity　　到期收益率

Useful sentences

1. 了解资信状况

（1）The firm with whom we intend to deal has referred us to you for particulars respecting their business standing and trustworthiness.

我们打算交易的这家公司让我们向贵方了解有关他们业务状况和信誉的详细情况。

（2）We should be most grateful if you would furnish us with your opinion on the financial status and reliability of the above company.

如果贵方能向我们提供有关上述公司财务状况和可靠性的意见，我们将十分感激。

（3）The…Bank of your city will give you any information you may inquire concerning our creditstanding as well as our manner of doing business.

你地XX银行将为你方提供任何你们所需的关于我们的信誉和经营作风等方面的资料。

（4）Any information you may be able to pass on to us will be treated as confidential（in confidence）.We assure you of our reciprocating your courtesy at any time.

对贵方提供的任何资料，我们都将予以保密。我们向贵方保证会随时回报贵方的好意。

2. 介绍公司的资信状况

（1）The firm you inquire about is one of the most reliable importers in our district and has enjoyed a good reputation among the fellow traders for many years.

贵方所问询的那家商号是我地区最可靠的进口商之一，多年来在同行中享有良好声誉。

（2）As far as we know, they are a firm of good reputation and have large financial reserves.

据我们所知，该公司声誉好、资金储备雄厚。

（3）We advice you to proceed with every possible caution in dealing with the firm in question.

我们奉劝你方与该商行进行业务往来时务必谨慎。

（4）In the past three years,they have placed orders with us for many times,but the sums involved were smaller than that you mentioned in your letter.

在过去三年中，他们曾多次向我们订购，不过所涉金额比贵方在信中提及的小。

3. 表达获得贸易融资的愿望

（1）Without Letters of Credit(L/Cs)and other documentary trade instruments,we have to rely more on balance-sheet strength and collateral to obtain bank finance.

由于缺乏信用证和其他单证贸易工具，我们得更多地依赖资产负债表的实力和抵押品来获得银行融资。

（2）Government and banks should promote factoring to more SMEs and support development of this financing mode with appropriate policies.

政府和银行应给更多的中小企业提供保理，并用适当的政策来支持这种融资模式的发展。

（3）Trade financing encourages a more stable relationship between suppliers and buyers because trade finance tend to be less transactional and buyers and suppliers are always identified.

贸易融资有助于供应商和买方之间建立更稳定的关系，因为贸易融资的交易性要弱一些，而且买卖双方总是确定的。

Exercises

Ⅰ. Translate the following phrases and make sentences with them.

1. furnish sb.with sth.

2. on condition that...

3. it is one’s principle to

4. for the sake of

5. assist sb. in sth.

6. in this respect

7. at one’s disposal

8. free and clear of

9. upon the approval of

10. in confidence

Ⅱ. Fill in each blank with an appropriate preposition to complete the letter.

When you decide to enter 1 trade relations 2 other firms 3 foreign countries,the most important thing is to obtain some information 4 them, mainly including the financial position,the credit,the reputation and the business methods.

There are various ways of obtaining such information.Instead 5 applying to a business friend,traders usually apply to banks,Chamber of Commerce and enquiry agencies.

The information obtained from the above mentioned channels is generally most reliable.A bank will not give any information directly to an unknown trader unless the enquiry is 6 its own banks. Therefore,when taking 7 a bank reference,the trader must do so 8 its own bank.

Letters enquiring status are more or less stereotyped, and the words“Confidential”or“Private and confidential”are generally put in the place of the subject heading.And these words are also writtenit. Replies to status enquiries are also carried“Private and confidential”.9 the envelope so that the reader would give best attention 10 it.Replies to status enquiries are also carried“Private and confidential”

Ⅲ. Complete the following sentences in English.

1. We learn from our banker that

a. 贵公司的资信状况很好。

b. 贵公司一直享有盛誉。

2. We wish to express our desire to

a. 向贵行申请贷款。

b. 获得贵方的担保。

3. We are enclosing

a. 出口信贷申请表一式两份。

b. 我们的财务证明复印件。

4. We really wish to

a. 获得贵方的财务资助。

b. 以资产抵押获得长期贷款。

5. We promise that

a. 一定按照信贷合约还款。

b. 将按时分期还款。

Ⅳ. Translate the following sentences into English.

1. 据悉，在许多国家，如墨西哥、波兰、哥伦比亚，都已有这项出口信贷安排。

2. 对于我们的信用问题，请咨询我们的银行。我们将以我公司的固定资产作为担保来贷款。

3. 我们在海外有广阔的市场，如果贵行能够提供出口信贷，定能有很好的收益。

4. 本地急需从德国进口先进的机械设备，这有助于提升我们的生产能力和技术创新，但现在资金仍有一部分缺口，希望贵行能提供贷款。

5. 我们已经对你方作了信用分析，审查了贵方提交的信贷申请，并对信贷经理提出推荐意见，相信不久就会有结果。

Ⅴ. Write a letter based on the following notes.

1. 那家商行提到我公司为其证明人，这让人深感吃惊。

2. 对他们的财务状况不甚了解。在过去两年中，他们曾多次订购，不过所涉金额小。

3. 觉得这是一件必须谨慎的事，因此建议通过咨询公司再行征询。

Sample documents

中国进出口银行办理的出口买方信贷，是由中国进出口银行向国外借款人发放的中长期贷款，用于进口商即期支付中国出口商货款，促进中国资本性货物和技术服务的出口。出口买方信贷贷款期长，且利率优惠。中国进出口银行买方信贷业务操作参照了OECD（经济合作与发展组织）颁布的《关于官方支持的出口信贷准则的约定》中的相关条款，以下为出口买方信贷文本。

Export Buyer’s Credit

The Export Buyer’s Credit refers to the medium and long-term credit offered by the Bank to creditworthy foreign borrowers to support the export of Chinese capital goods,services and overseas construction projects.With a competitive interest rate and a longer period of time,the Export Buyer’s Credit can facilitate foreign importers to make prompt payment to Chinese exporters for the exported products and services.The operations generally follow the Arrangement on Guidelines for Officially Supported Export Credits as developed by OECD.

1. Products and Services Covered by the Credit

Export Buyer’s Credit is mainly extended to finance the export of Chinese capital goods such as mechanic and electronic products and complete sets of equipment.It is also available for financing the export of Chinese-built ships,high- and new-tech products ＆ services,and overseas construction projects contracted by Chinese companies.

2. Requirements for Application

The Borrower

The borrower should be a foreign importer, or the importer’s bank,or Ministry of Finance of or other authorized government institutions of the importing country,and should be acknowledged by China Eximbank.The borrower should have reliable credit standing,and should be capable of repaying all the principals and paying the accrued interests and related fees and charges of the loan as prescribed in the agreed repayment schedule.

The Exporter

The exporter should be an independent legal entity with the acceptable qualification of dealing export operations or overseas projects as verified by authorized Chinese government authorities,and should be capable of implementing the commercial contract.The goods and services exported should fall within the support list of Export Buyer’s Credit operated by China Eximbank.

Commercial Contract

The commercial contract that seeks for export buyer’s credit should be examined and approved by the Bank, and should satisfy the following requirements:

• The value of the commercial contract should be more than USD 2 million.

• The portion of the Chinese content of exported goods should be no less than 50% of the total value.

• The cash payment(down payment)made by the importer to the Chinese exporter should not be less than 15% of the total contract value or 20% in the case of ship export contract.

The requirement of the Chinese content portion and the down payment percentage on overseas construction projects should be consistent with relevant policies and guidelines set by the Chinese government.

Subject to the credit policy of the Bank,the borrower is required to provide a repayment guarantee,and when necessary,a sovereign guarantee of the importing country should be provided.

Whether it is necessary to apply for export credit insurance should be decided by the Bank in accordance with the country risk of the borrower.

3. Credit Terms and Condition

Loan Currency

The currency of the loan could be either US Dollar or other currencies acceptable to China Eximbank.

Loan Amount

Generally,the Export Buyer’s Credit provided by the Bank for an export project of goods or services shall not exceed 85% of the total contract value,and 80% in the case of a ship export contract.As for an overseas contracting project,the loan amount should follow the regulations of state relevant policies.

Maturity Period

The maximum maturity period is 15 years from the date of the first disbursement of the loan to the last repayment date as stipulated in the loan agreement.

Interest Rate

The interest rate could be either a fixed interest rate on the basis of the Commercial Interest Reference Rate(CIRR)as monthly announced by OECD,or a floating interest rate on the basis of London Interbank offered Rate(LIBOR)plus a certain interest rate spread.For special cases,the interest rate could be negotiated and decided between the lender and the borrower.

Draw down of the Loan

The availability of draw down under the loan agreement shall be consistent with the terms and conditions of the commercial contract related.

Fees ＆ Charges

The borrower shall pay management fees, commitment fees and exposure fees to China Eximbank.

Loan Application and Approval

An eligible borrower should submit a formal application to China Eximbank for Export Buyer’s Credit together with the following documents and materials:

• Draft commercial contract or letter of intention, Tendering and bidding documents, feasibility study report on the project and relevant approval documents;

• Documentation that proves the credit standing of the borrower,the guarantor,the importer and the exporter;the financial statements of the borrower and the guarantor;

• Other documents and materials required by the Bank.

China Eximbank will examine the application documents submitted by the borrower,confirm the qualification of the borrower and the guarantor,decide credit terms and conditions,and start project appraisal and approval process.Upon approval of the loan,China Eximbank will sign with the borrower a loan agreement on Export Buyer’s Credit,and the guarantor will present to the Bank a Repayment Letter of Guarantee.

Loan Disbursement and Repayment

China Eximbank shall disburse the loan to the borrower as prescribed in the loan agreement.

The borrower shall repay to the Bank the principal and pay the interests together with relevant fees of the loan as stipulated in the loan agreement.Unless otherwise specified,once the drawdown period is over,the principal of the loan should be repaid semi-annually in equal installments.The interests incurred should be either paid semi-annually as calculated on the basis of the loan outstanding or follow the terms stipulated in the loan agreement.

Working Procedures



1. A commercial contract is signed between the exporter and the importer.The value of the contract should be no less than USD 2 million.

2. A loan agreement is signed between China Eximbank and the borrower.The loan amount should not exceed 85% of the commercial contract value while 80% in the case of a ship export project.

3. Repayment guarantee provided by the guarantor to China Eximbank may be required according to the project case by case.

4. Whether to require export credit insurance or not shall be determined by China Eximbank according to the country risk of the importing country.

5. The down payment should not be lower than 15% of the commercial contract value and no less than 20% for a ship export project.

6. The exporter delivers goods to the importer as stipulated in the commercial contract.

7. China Eximbank disburses the loan after the delivery of the goods.

8. The borrower shall semi-annually repay to China Eximbank the principal,the interests and all the fees and charges of the loan in accordance with the provisions of the loan agreement.

本书由“ePUBw.COM”整理，ePUBw.COM 提供最新最全的优质电子书下载！！！

Unit16 Post-business Correspondences

General introduction

售后信函是指在一笔业务做成之后，买卖双方之间所发生的信函往来。一笔业务一般在买方提货和付款以后就算结束了，但对双方来说，业务关系并没有结束，特别是出口方要及时跟踪跟进、提供必要的售后服务。售后服务本身就是一种促销手段，通过售后服务可以提高企业的信誉，进一步维系好客户关系，扩大产品的出口；而买方在购进货物后，要向卖方及时传达用户的反馈，如遇问题，可要求对方提供售后服务。因此，售后信函不仅有助于维系双方的关系、完善服务，也能促进新的业务开始。

进出口双方在一笔交易完成后，双方信函往来的内容大体可以分为以下三种类型：

（1）出口商向进口方询问货物的售后反馈或主动提出售后的服务；

（2）进口方向出口方反馈货物的售后情况或提出一些售后服务要求；

（3）双方就如何提升售后服务或未来的业务发展进行磋商，如建立常驻办事机构或售后服务中心等。

售后信函写作时一般首先要表达对对方在交易中所表现的合作的感谢，其次是就售后服务或其他所关心的相关事宜进行解释或描述，最后要表达对以后继续进行交易的希望或展望。信函的语气一定要真诚、恳切。

Specimen letters

Letter–16(1)

Dear Sirs,

Re: After-sales service

We are glad to know from your letter dated Mar.2 nd that your end-users are very satisfied with the equipments we exported.We really appreciate your cooperation and support in concluding this business successfully.

In reply to your inquiry about after-sales service on the equipments we sold,we would like to say that we always render first-rate service to our end-users in the following areas:

1. Installation,testing and adjustment of equipments;

2. Training of technical personnel for operation,maintenance and management;

3. Providing operation and maintenance instructions and parts catalogue;

4. Maintenance and replacement of equipment and supply of spare parts,technical information and support through our agents abroad;

5. Making periodic calls to end-users to find out the operation condition of equipment,aimed at enhancing the quality of products;

6. Offering 24-hour call center service and internet support.

We have tried our utmost to offer the first three services to your customers and gained a favorable feedback.In case there are any further needs,please do not hesitate to contact us for further information in which you may be interested and we shall be glad to let you have the same upon receipt of your letter.

Sincerely yours,

Letter–16(2)

Dear Sirs,

Re: Replacement of cells

We have your letter of August 10 th ,in which you notify that some battery cells of the steam hammer were damaged and need to be replaced.We feel sorry for the problem you had with the goods.

We are now enclosing our S/C No.4533 for the replacement order which will be promptly executed when we receive your counter signing.Here we would like to remind you of the importance of checking the specific gravity of the electrolyte in each cell of the battery every 100 hours.It would extend the life span of the battery if you can operate it in a right way.In warm weather,however,it should be checked more frequently due to more rapid loss of water from electrolyte.The electrolyte level should be maintained in accordance with the battery manufacturer’s recommendations(see“Operational Manual”page 35). Our experience shows that,in case of negligence in this regard,the cells will often be damaged.

If you have any further question, please don’t hesitate to contact us.

Yours faithfully,

Letter–16(3)

Dear Mr. Li，

Re: Establishing a service center

When your export manager,Mr.Johnson,visited here last week,we had a discussion with him about the issue of setting up a service center here for various kinds of machines you have sold and intend to continue to sell in our market.

Here we wish to confirm the following points agreed on by us.

1. We will provide a place of 600-800 sq.meters with power,gas,and water supply, while you will pay rent and the relevant utility charges.

2. We will send two staff to the centre, who should be paid by you and work under the guidance of your experts. The training of our staff should be carried out by you in Shanghai as well.

3. During the period of guarantee of the equipment, you should supply the spare parts free for our customers.

4. You should give us managerial and technical advice from time to time.

Please let us know what preparations you have made in this respect.We really hope this service center will be set up soon,which will definitely improve your after-sales service in our area and help to build your company a better image in the future.

Yours sincerely,

Notes

1. We really appreciate your cooperation and support in concluding this business successfully.

能成功达成此笔交易，我们非常感谢你们的合作与支持。

conclude the business:完成交易（表明了交易的完成，而enter into business则表示交易的达成）

2. We always render first-rate service to our end-users in the following areas.

我方一直向用户提供以下项目的一流服务。

first-rate service 高质量的服务；第一流的服务

end-user 直接用户；最终用户

3. Training of technical personnel for operation,maintenance and management.

对技术人员在操作、维护和管理方面的培训。

technical personnel 技术人员（总称）

maintenance n. 维护

4. Making periodic calls to end-users to find out the operation condition of equipment,aimed at enhancing the quality of products.

定期致电用户，以跟踪设备的运转状况，目的是提高产品的质量。

periodic adj. 定期的，阶段性的

aim at 目的是（类似于for the purpose of）

enhance 加强；提升；强化

5. We are now enclosing our S/C No.4533 for the replacement order which will be promptly executed when we receive your countersigning.

现随函附寄我方第4533号关于换货订单的售货确认书。一收到贵方的回签，我们将立即执行该确认书。

replacement order 换货订单

execute the order 执行订单（也可用fulfill the order）

6. Here we would like to remind you of the importance of checking the specific gravity of the electrolyte in each cell of the battery every 100 hours.

在此我们想提醒贵方的是，每100小时检查电池的每个电瓶电解质的比重是非常重要的。

remind sb. of sth. 提醒……某事……

gravity n. 重力

7. Our experience shows that, in case of negligence in this regard,the cells will often be damaged.根据我们的经验，如果忽视了这方面，电瓶常会受到损伤。

in case of 万一；如果（后加名词或名词性词组）

in this regard 在这个方面（类似于in this respect, in this direction）

8. We had a discussion with him about the issue of setting up a service center here for various kinds of machines you have sold and intend to continue to sell in our market.

我们与他讨论了在此建立服务中心的问题，该中心主要是为你方在我地已售及将售的各种机器提供服务。

9. We will send two staff to the centre,who should be paid by you and work under the guidance of your experts.

我们将派两名员工到中心，工资须由贵方来付，并由贵方专家领导。

under the guidance of 在……的引领之下；受……的领导

10. During the period of guarantee of the equipment, you should supply the spare parts free for our customers.

在设备保修期期间，你方应向我们的顾客提供免费的备件。

guarantee n. 保质期；v. 保证

supply sth. free 免费提供……

spare parts备件

Useful words and expressions

1. aim n. 目标；瞄准

v. 以……为目的；目的是；瞄准

take aim　　　　致力

aim high　　　　胸怀大志

2. execute v. 执行；履行；实施；完成

execute a command　　　执行命令

execute a contract　　　履行合同

execute treaty　　　履行条约

execute one’s promise　　履行承诺

execute an order　　　履行订单

n. execution　　　执行；履行

3. feedback n. 反馈；反应；回声

give feedback on　　　给予……的反馈

feedback effect　　　反馈作用

feedback on performance　　业绩考核

feedback system　　　反馈系统

4. installation n. 安装；设施；设备

a heating installation　　　暖气设备

installation allowance　　安置津贴

installation charges　　　装机费

installation expenses　　　安装费用

installation grant　　　安置津贴

5. negligence疏忽；失误

negligence clause　　　免责条款；疏忽条款

negligence general average clause　共同海损免责条款

negligence of packing　　包装疏忽

negligent adj. 疏忽的；粗心大意的

6. operation n. 操作；运转；工序

finance operations　　　金融活动

production operations　　生产活动

speculative operation　　投机交易

operation factor　　　营运要素

7. periodic adj. 周期的；周期性的

periodic audit　　　定期查账（审计）

periodic benefit　　　定期津贴

periodic bill　　　定期票据（汇票）

periodic credit　　　周期循环信用证

periodic income　　　定期收益

periodic inventory　　　定期盘存

periodic ordering　　　定期进货

8. service n. 服务

commercial services　　　商业服务

service account　　　服务账户

services policy　　　服务保险单

service balance　　　服务差额

service capacity　　　服务能力

service industry / sector　　服务业

service trade negotiation　　服务贸易谈判

service trade protectionism　　服务贸易保护主义

9. technical adj. 技术的；技能的；工艺的

technical and economical analysis　技术经济分析

technical author　　　专门作者

technical decline　　　技术性纠正；技术性回稳

technical correction　　　技术性下跌（市场内部因素引起的价格下跌）

10. transportation n. 运输

ocean transportation　　　海洋运输

air transportation　　　航空运输

railway transportation　　铁路运输

road transportation　　　公路运输

Useful sentences

1. 询问货物的售后反馈

（1）We would like to know how your customers think of the mechanical equipments we sold.

我们想知道贵方顾客对我们所售机械设备的反馈。

（2）If your end-users have any feedback or suggestions on the sewing machines,please let us know at your earliest convenience.

若你方用户对缝纫机有任何的反馈或建议，请即告知我们。

（3）We really want to know whether you are satisfied with the pattern and quality of our printed shirting.

我们很想知道贵方是否对我们的印花细布的花色和质量满意。

（4）With regard to after-sales service,you may rest assured that our agent,ABC Co.,will look after your interest.

关于售后服务，在你地区有我方代理ABC公司为贵公司服务，请尽可放心。

2. 反馈货物的售后情况及要求

（1）In accordance with the agreement,you should consign to us about US$120,000 worth of spare parts of over 2,000 items,to be replenished from time to time.

根据协议，贵方必须寄存我处2000多种零配件，价值约12万美元，且随时予以补足。

（2）We refer to our Order No.12433 for five generating sets shipped to us six months ago.One of them, Serial No.123,is now out of working order due to the breakdown of the diesel engine injector.Please send us by air parcel a replacement part without the least delay.

关于第12433号订单项下五台发电设备，贵公司已经于6个月前运交给我们。其中一台编号为123的设备，由于柴油机喷油器损坏，现在已不能运转。特请立即用航空邮包寄来该替换的部件。

（3）We hope that you can send two specialists to manage the station and to select and check parts to meet the end-users’requirements.

我们希望贵方能指派两位专家来管理供应站，做好选择、检查零配件的工作，以满足我方用户的要求。

3. 提升售后服务或对未来业务进行磋商

（1）In the interest of our clients,we would train their technical staff at request.

考虑到客户的利益，我公司将根据客户要求为他们代为培训技术人员。

（2）In case there is any problem with the goods we sold, please don’t hesitate to contact our call center or service center.We would provide the first-rate service without any delay.

如果我们所售商品有任何问题，请即与我们的呼叫中心或服务中心联系，我们会立即提供一流的服务。

（3）We sincerely hope this deal is just the inception of our future long-term business relationship,which has established the strong base for our future transactions.

我们真诚希望该笔业务只是双方未来长期业务关系的开始，它为我们今后的交易奠定了坚实的基础。

Exercises

Ⅰ. Translate the following phrases and make sentences with them.

1. operational manual

2. in this regard

3. replacement order

4. first-rate service

5. aim at

6. after-sales service

7. spare parts

8. make periodic call

9. maintenance service

10. from time to time

Ⅱ. Fill in each blank with an appropriate preposition to complete the letter.

Dear Mr. Li,

We thank you for the business conducted in July which proves very satisfactory 1 our end users.

As our business has grown steadily in China,we need a full-time representative based 2 Beijing so as to develop our business with China 3 its fullest potential.

Much of our business is in commodities which fluctuate 4 a daily,even hourly basis.Exchanging information periodically is no longer an adequate means 5 communication.The constant and immediate communication which a fulltime representative would provide is essential. 6 other areas,particularly plant and equipment,negotiations are much more protracted.A representative in Beijing could supply fully and promptly the technical information necessary 7 satisfy the requirements of Corporation official and their end-users.

We are directing the initial thoughts 8 these matters to you with the hope that we may arrange a meeting to discuss this further with you during our upcoming trip9 Beijing.We will be delighted to supply you additional information which might be required to give our request proper consideration.

We look forward 10 keen interest to receiving your reply.

Ⅲ. Complete the following sentences in English.

1. We are pleased that

a. 该笔交易已经顺利完成。

b. 货物已经交付你方用户。

2. If you get any feedback from your end-users,

a. 请即转告我方，当及时办理。

b. 请于我方售后服务部门联系。

3. We would like to

a. 进一步扩大在你地的销售。

b. 在贵地建立一个服务中心以提升售后服务质量。

4. Our customers expect you

a. 提供机器的零配件。

b. 帮助他们培训维护人员。

5. Considering the big scale of our business in your area,we would like to

a. 在你地建立常驻机构，以便更好洽谈业务。

b. 加强我们的营销力度，提升客户满意度。

Ⅳ. Translate the following sentences into English.

1. 感谢贵方的大力支持和合作，特别是在全球金融危机和债务危机背景下，贵方能够履行合约，我方不胜感激。

2. 我公司一向注重售后服务，主要包括产品安装、调试、维修、技术培训等。如果有任何质量问题，我们将全力及时帮助解决。

3. 我们郑重承诺：公司所有的部门都将全力协作，提升我们的服务水平和服务质量。

4. 我们的用户希望贵方能够定期致电了解设备运转情况。如果有可能，贵方可派技术人员定期维护，相关费用他们可以承担。

5. 我们的用户对该批红枣非常满意，它们的口感好、甜度适中，希望能再定2公吨。价格等各项条款如前，一个月内发货。

Ⅴ. Write a letter based on the following notes.

1. 本笔交易成功，非常欣慰并感谢对方。

2. 询问售后反馈情况并提出愿提供一切可能的售后服务。

3. 表达继续交易的愿望。
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附录 信函译文

例信2-(1)

先生：

关于：电器产品

我方从阿里巴巴网站获悉贵方的姓名和地址，得知贵方对从中国进口家庭电器很感兴趣。我们希望与贵方在此行业建立业务关系。

很荣幸告知贵方，我公司专营生产白色电器产品已30余年，产品在全世界许多国家享有盛誉。

我方现随函附寄一整套目录，主要包括关于不同产品的详细说明和规格，以供贵方参考。若贵方对目录中任何产品感兴趣，请进行具体询价。若贵方及时办理，将不胜感激。

殷切盼望早日回复。

例信2-(2)

先生：

我方从中国驻日内瓦大使馆商务参赞处得知，贵方为瑞士外科器械的主要进口商和批发商之一。

我们想借此机会与贵方联系接洽建立业务关系事宜。我公司在该领域从事出口业务，有丰富的经验。至今为止，我们的销售已拓展至20多个国家，包括美国、德国和日本。若贵方有意拓展该业务至你地市场，我们将非常高兴与贵方建立业务关系。

为向贵方提供我方可供出口的不同产品信息，特另封航邮小册子和价格单各一份。一俟收到贵方的具体询价，我方将向贵方航空邮寄报价单和样品书。

盼佳音。

例信2-(3)

先生：

承蒙上海德国领事馆的推荐，我们获悉贵公司很想与中国公司建立业务关系，以从我国进口纺织品。

我们是一家从事纺织品生产的大型国有企业，已从事该业务约50年，并意欲向贵国出口不同种类的纺织品，如桌布、床单和枕套等。中国的纺织品长期在全世界市场上享有很高的信誉，而且与其他亚洲国家，如缅甸、印度、孟加拉国相比，价格很有竞争力。贵方对我方的产品质量以及信用状况大可放心，对此可分别咨询我公司在柏林的顾客Lidl和中国银行法兰克福分行。

为使贵方了解我公司所经营的不同产品类别，现随函附寄几本小册子。一旦贵方寄出具体询价，我方将立即向贵方寄送样品和具体CIF到法兰克福价。我们非常希望能与贵方在共赢的基础上开始业务。

若能及时回复，将不胜感谢。

例信3-(1)

先生：

关于：产品目录

与我方有长期业务往来的James兄弟公司向我方推荐了贵公司。

我方对贵公司的冰箱产品很感兴趣，特别是仓库适用的A型号冰箱。我们从他们那儿得知你们的制冷系统非常可靠，在世界享有盛誉。作为本地最主要的食品加工商，我们对生产和储存中的温度控制十分严格。我们的一些制冷系统过时了，不能保证我们需要的温度。

若贵方能惠寄一份产品的插图目录及最新价格表，我方将非常高兴。

例信3-(2)

先生：

我方从加拿大商会处获悉贵公司生产各种纺织机械。我方系本国最大的纺织机械经销商，现觅可为本国市场提供系列纺织机械的制造商。因目前我国市场对高品质印染机器有很大的需求，贵方若能寄送一份产品目录并报详细的价格及支付方式，我方将不胜感激。我方通常大单采购，因而希望贵方除了在净价基础上给予15%的贸易折扣之外，可以给我方数量折扣。

我方相信，上述机械若定价合理，则在我地区会有不错的市场前景。若能达到我方价格及条款要求，我方愿与贵方建立业务联系。

同时，贵方如能提供该机器所适用布匹类型的相关信息，将对我方大有帮助。

例信3-(3)

先生：

我方从ABC银行处获知贵公司生产各种皮毛材质的时尚手提包。我方对上月巴黎奢侈品展览会上贵方摊位所展示的各式手提包印象深刻。我公司是一家手提包进口商，在该行业已有30多年的从业经验。贵方若能寄送一份包含各种不同皮质、颜色、尺寸、式样的手提包的最新价格表，我方将非常高兴。如有可能，还请寄送全套产品剪样供我方参考。

若贵方能够满足我方需求，我们相信贵公司产品在我方市场会有不错的销路。我方一贯采用即期信用证方式进行支付，相信贵方能够接受这一点。

例信4-(1)

先生：

关于：手工编织手套

感谢贵方11月20日来信对我方手工编织手套进行询盘。

根据贵方的要求，我方报5000打手套卡拉奇到岸价为每打14美元，以贵方本月底回复到我方视为有效。我方要求凭经由我方认可并以我方为受益人开立的即期信用证来支付货款。一俟相关信用证于12月30日前到达我方，我方即可于2012年2月或3月安排货物装船。

我们相信贵方可以接受上述条款，并尽早订货。

例信4-(2)

先生：

收到贵方10月15日对我方男士衬衫的询盘，我方非常感谢贵方对我方产品有兴趣。

应贵方要求，我方现报每打120美元，上海离岸价，以我方最终确认为准。以上报价含包装费，5000打以上订单可享10%折扣价。一如以往，我方要求凭不可撤销信用证支付货款。

我方产品凭借其品质和具有竞争力的价格在国际市场一直颇受客户青睐。

建议贵方尽快订货，这样我方可确保供应。

例信4-(3)

先生：

关于：手工编织手套

感谢贵方12月5日来信询问我方手工编织手套的价格。

尽管我方认可手套的质量，我们还是认为贵方所报价格颇高，且与市场价格不符。此外，手套的原料价格已有大幅下降，本地手套零售价也降价5%。如能降价10%，我方愿与贵方达成交易。

希望贵方能慎重考虑该提议，并尽快回复我方。

例信4-(4)

先生：

关于：手工编织手套

感谢贵方12月10日来函。很遗憾贵方认为我方价格过高。

我方所报价格已充分考虑到大单优惠，已经不能再报更低的价格了。处于当前情况下，它本身就是最优惠的价格。

如贵方所知，由于政府新规的实施，我国人力成本过去几年来一直在稳定上升。我方仅能勉强承担不断上升的成本。因此，我方价格只能维持微薄的利润而已。尽管我方有意降价却也无能为力。此外，最近我方有望从中国方面得到大笔订单，届时这将导致价格猛涨。

虽然未能满足贵方降价要求，我方希望你方经过重新考虑后，能够接受该报价。

例信5-(1)

先生：

我方非常高兴地收到贵方7月19日的报盘以及样衣，为此非常感兴趣。我方对质量和价格都很满意，拟根据第118号订单的条款和条件下订单如下。



此笔订单的数量比以往数量多。因此，我方请贵方考虑给予5%的折扣。我方很抱歉这么晚才提出这个要求，但我方希望考虑到我们长期的业务联系，贵方可以尽量满足。

我们希望该笔订单于10月15日或之前及时运抵我方。如逾期，我方保留取消该订单和拒绝发货的权利。我们要求使用保兑的、不可撤销的信用证，凭货运单据即期付款。请贵方尽早答复是否同意我方的要求。

我们期待双方未来的商业合作，并愿与贵方建立长久的联系。

例信5-(2)

先生：

我公司于今晨收到贵方关于订购滚轴和纺车的第N o123698号订单，特此确认。我方很高兴经过长时间的函电往来终于与贵方达成了最终的订单。

我方同意接受订单所有条件，并尽快安排发货。贵方请放心，我方会按照贵方的指示认真执行每个细节，相信各方面都能使您满意。对于贵方所关心的订单处理的时间问题，我方向贵方保证定会及时告知最新的进展。

顺便强调一下，我方想提醒贵方注意的是，订单是不能单方面撤销的。如果有任何意外发生，我们需要重新进行谈判。

例信5-(3)

先生：

非常感谢贵方6月3日所寄第3453号订单。由于我们这几个月的原料全部提前用于生产其他的订单，故非常遗憾无法于本月底前执行你方A型裙和B型长裤的订单。因此，我方非常希望将该订单推迟到下一次即9月底再发货。此发货时间仍可赶上圣诞季，诚挚希望贵方能接受这一改变。

对于你方提出的将价格再降3%的请求，我们想说的是，该价格已经降到了最低，与任何其他公司相比都已经很具有竞争力，也几乎已是我们所能承受的价格底线了。鉴于延迟发货会导致贵方蒙受损失，我方愿意再给贵方1%的折扣。就目前的市场情况，不得不说这个价格绝对是我方的底价了。

请放心，我们将尽可能使你们满意此次购货。如贵公司的决定有任何调整，请及时通知我方。

例信6-(1)

先生：

我方非常高兴双方达成了108型数控机床的交易。尽管目前报价有些偏高，我方仍愿以此前订单的相同条件接受该订单，以期促进双方的业务。

应贵方来信的要求，我方在此随函附上我方第180号销售合同一式两份，并请贵方按时发回一份正式会签的合同副本。该合同一旦被中国政府批准，对双方均具有法律约束效力。

我方相信，双方的共同努力定会促进我们的友谊和业务，期待收到贵方的回函。

例信6-(2)

先生：

我方非常高兴收到贵方134号女鞋合同，并再次确认按合同所订价格购买5000双鞋。但是，全面阅读合同后，我方发现有两项条款不符合我们原先达成的协议。

我们认为，关于不可抗力的官方界定，即“无法控制的任何事件或情况，包括风灾、水灾、地震、爆炸、隔离等”应订立在合同中。另外，如果任何一方遇到不可抗力，对方应将合同期限延长至不可抗力事件结束。但是，我方所订为季节性商品，因此我们要求添加时间限制条件：“如果卖方在上述事件10周后仍未能履行合同，买方有权认定合同无效”。

至于合同中的仲裁条款，我们同意所有的纠纷应本着友好的方式协商解决或可提交仲裁。但我方不认可的是，由美国对外经济贸易仲裁委员会作出的仲裁就是终级裁决，我方可能更愿意将争端提交第三国的仲裁委员会。因此，最好在仲裁条款中加入“仲裁也可在双方共同商定的第三国申诉”。此外，仲裁申诉有效期为15天也应在合同中加以明确。

针对以上意见，我们已对合同加以修改，并寄回。盼尽快收到你们的反馈。

例信6-(3)

先生：

非常高兴与贵公司在过去的三年中建立了良好的业务关系。目前双方的合同即将期满，需要签订一份新的合同。为了使双方未来的合作更加顺利，我们认为很有必要对原合同中的一些条款加以修订。

我方提请贵方注意有关于商品数量与质量问题的索赔条款。该条款对于索赔的准确期限界定模糊。我方希望在新版本中修订如下：“凡属质量异议，买方应在货物到达目的港后30天内提出索赔；凡属数量异议，买方应在货物到达目的港后15天内提出索赔。”

此外，因为最近原材料价格大幅度上涨8%，我们建议新的合同中价格也应上涨5%。我方非常抱歉由此对贵方产生的困扰，但希望贵方能够理解经济危机对整个供应链都带来了很大的负面影响。为了我们长期的共赢，相信你们也一定认为，在这样的经济不景气情况下，双方都需要做出一些让步。我方承诺经济一旦复苏，一定重新协商价格问题。

修订后的合同已另函寄往贵处，我方承诺将继续一如既往地履行合同的相关条款，遵守承诺。

例信7-(1)

先生：

我方于3月7日发出询价函，现很高兴收到贵方对于第06278号订单的确认。

对于支付方式，本公司过去从贵方购买的钢管一般以保兑的、不可撤销的信用证支付。由于从我方开立信用证到收到我方客户的付款，所需时间一般约为四个月。在现今经济气候不佳和现行利率较高的情况下，这种付款方法占去大量资金。

如贵公司允许较宽松的付款方法，则可扩展双方业务。故我方建议采用货到后凭单据支付现金的方法支付，或向本公司开立见票后第三个月付款的汇票。

望贵方能同意，盼佳音。

例信7-(2)

先生：

关于：第988号订单的支付

感谢贵方3月15日关于标题订单的来函。正如在前面电子邮件中所述，我们已与生产商做好安排以尽可能将来可准时发货，并确保随时能照顾到贵方的利益。

关于该批订单的支付方式，贵方要求订货时只交1/8的定金，余额以承兑交单的方式支付。虽然我们通常会要求1/5的定金，但考虑到我们之间的友好关系，我们愿意接受贵方的要求。

尽管对贵方的诚信和能力没有任何怀疑，但我方仍想重申的是，我们一般用保兑的、不可撤销的、以我方为受益人的跟单信用证支付，凭装运单据见票即付，在装运前一个月抵达我处，并允许转船和分批装运。特别是由于该笔交易数额巨大，达100万美元，因此选择一种相对更安全一点的支付方式对彼此都尤其重要。因此，目前我方歉难接受贵方所建议的承兑交单的方式。另告知，与我们有业务往来的公司，如ACC、ACNC等，几乎都能接受以上的支付条款。

我们将全力及时履行以后订单的装运。若万一无法做到，为避免贵方将信用证进行展期的麻烦，故我们将按照付款交单的方式实施装运。

盼佳音！

例信7-(3)

先生，

关于：开立关于第202号柴油发动机订单的信用证

我们对于标题订单项下货物的装运，已经作出所有必要的安排。按照我们第568号售货确认书的规定，贵方相关信用证应于上月底前开抵我方。

特提醒贵方，在订购货物时贵方就同意，一收到我方的售货确认书后即开立所需信用证。毋庸置疑，我方处境非常困难，未收到贵方任何消息，而货已几乎备妥。请接到此邮件后，立即办理开证，以便我方及时发运。

为了避免日后可能发生的信用证修改，请注意来证条款与售货确认书完全相一致。

盼尽快回复。

例信7-(4)

先生：

现确认收到标题所列关于第OD233号10公吨花生订单的信用证，金额为25万美元。

在对信用证的条款进行审核后，我们发现贵方信用证中的一些条款与合同并不完全一致。因此，现列出以下不符之处，供贵方处理。

（1）信用证金额不足。贵方订单的总C I F正确金额为258,000美元，而非250,000美元，相差8000美元。

（2）受益人姓名应写为“天津机械设备进出口公司”而不是“天津机械进出口公司”，后者为本地另一公司的名称。

（3）我们达成共识的是：信用证的装运时间和有效期应分别从原来的7月20日和8月20日延期至8月20日和9月20日。由于贵方未能及时开证，我们歉难按照售货确认书的日期实施装运。

我们猜测以上错误是笔误，希望贵方能在6月20日前通过开证行对信用证作出相应的修改。我方定将尽力及时发货。

请尽快办理，不胜感激！

例信8-(1)

先生：

关于：计算机配件

我们刚收到欧洲客户关于计算机配件的订单。鉴于我们长期的合作关系，若贵方能为我们生产这批产品，我方将非常高兴。

随函附上印好的订单，请查收。贵方会看到该批零部件的产品规格没有很大的变化。但是，包装需要改进，要求通过更加紧凑的包装节省空间。由于我们的顾客急需此批货物供应装配线，故要求在12月底前发货。若生产时间有任何问题，请尽管和我们联系，以便我们另作安排。

望尽快回复是否可以达成此笔交易。

例信8-(2)

先生：

感谢贵方8月13日来信。贵方要求我们寄送购货合同，现随函附寄，请查收。

很高兴得知贵公司已做好必要的茶品生产安排。在此想提请注意的是该批货物的技术参数与前批有些细微差异。请务必确保货物的规格和数量与合同所订立的完全相一致。

如合同所规定，我们将在贵方开始生产产品之前，付一些定金。请寄贵方账号，我们将按合同规定将应支付的金额转入贵方账户。

若贵方能加快生产进度，并常告知生产进度，我们将非常感谢。

例信8-(3)

先生：

现确认收到你方12月12日来信，告知我们生产进度。

详读来信后我们很高兴获悉贵方已经采用了一种独特的质量管理体制，以便能不断地追求更高更好的质量。除此以外，贵方还改进了质量监督体系，对该批货物的生产采取更加严格的检验。流水线也更加精简，这必将提高效率。对于贵方在提高产品质量上所作的努力，我们深表感谢，相信生产出的产品质量一定上乘，次品率能降到最低，这必将利于以后的销售。

我们想再次向你方确认的是，由于要避开春节前的运输高峰，装运时间已从元月30日提前到20日。由于在到期日之前会需要几天时间来订舱位和办理保险，希望贵方能在完成生产前一星期以电子邮件方式告知我方。

例信9-(1)

先生：

关于：你方第231号信用证

感谢你方2月2日关于2万件雨衣的标题订单，很高兴告知贵方，我们能够以现货供应各种颜色的雨衣，并正安排“美人鱼”号轮船装运。

现在，我们的雨披每件都用塑料袋包装好放于纸盒，每6打放于一纸板箱，每个纸板箱总重约10公斤。每个纸板箱都衬以塑料纸，全箱以皮带加固，以防止内装货物受潮和运输过程中受损。整批货物都装于适合海运的集装箱。

我们认为每件雨衣都用塑料袋包装，看起来会很有吸引力，而且也可用于橱窗展示。这毫无疑问将促进销售。此外，包装重量轻，易于装卸。

现阐明以上包装细节供贵方考虑。若在3月18日前未收到贵方不同意见，我方将按此执行订单。

例信9-(2)

先生：

关于：纸板箱包装

感谢贵方关于5,000打罩衫的第631号订单，该批货物将于3月28号前由“Va n g u a r d”号轮装运，在新加坡转船。

按照第593号售货确认书规定，每打罩衫装于一纸盒，每6打装于衬有防水纸的纸板箱。每个集装箱装1000打罩衫。因此，所有的货物将装以5个集装箱，每个重8.3吨。

同时，我们理解贵方对纸箱包装的担心，对此特告知以下详细情况。

首先，衬以塑料纸的纸板箱可以防潮，是完全防水的。

其次，以纸板箱包装可以防止偷盗。由于偷盗的痕迹会更明显，因此，更容易向保险公司提出索赔，获取因投保水渍险和偷窃、提货不着险的货物遭受损坏或损失的赔偿。

最后，纸板箱相对较轻便且结实，因此便于装卸且适于海洋运输。

请放心，我方已采取一切可能的预防措施，确保我方产品的安全运输。

期望收到贵方续订。

例信9-(3)

张先生：

关于：第200703号售货确认书

感谢贵方3月15日来信及随信附寄的以上售货确认书一式两份。但是，在仔细看了你方确认书后，我们发现包装条款不够清晰，具体内容如下所示。

包装：适于海运的出口包装，适合长途海洋运输。

为避免以后可能发生争议，我们在此想提前阐明我们的包装要求。标题确认书项下的1,000公斤茶叶应以符合国际标准的茶叶盒包装，然后裹上保护性泡沫，每24盒装一纸板箱，纸板箱经特别设计，以确保箱内货物不移动。

请在外包装上的三角形内标上我方名称的首字母缩写“TIC”，三角形下应刷上目的港和我方的订单号。此外，每一纸板箱的外面用不褪色墨刷上像“请勿用钩”、“小心轻放”等警告性标志。

期望你方早日回函确认。

例信10-(1)

先生：

从贵方元月12日来信中得知，第C H109号售货确认书项下货物已备妥待运。我方也已做好提货准备。

关于商检，我们想重申的是，根据我方海关的具体要求，这些货物在出口前必须要经由正式机构进行检验。我们想确认贵方已经办理了此事。

对于所要检验的项目，请参照第456号信用证以及以上所提及的购货确认书中的相关规定。万一以上两者之间有差异，信用证应为检验的主要依据。也就是说，检验证书在标题、商品品名、检验项目和检验结果等方面应与相关信用证完全相一致。这有助于避免以后双方在结算中产生争议。

检验结果一出，即请立即电子邮件告知我们。我们坚信，通过我们的共同努力，该笔交易定能让我们双方都满意。

例信10-(2)

先生：

关于：第5426号合同

现确认收到你方7月3日来信，得知贵方很担心标题合同项下20公吨鸡大腿的质量问题。由于这是我们的初次交易，所以我们很能理解贵方的担忧，尤其是最近中国披露了一些关于食品安全的负面新闻。

作为本地一家主要的食品贸易商，我们总是采取各种措施以保证出口食品的安全性。一方面，我们派代表到工厂监督鸡大腿的采购与生产过程，从而从源头上控制质量；另一方面，所有的商品都需经本地出入境检验检疫局检验。我们必须向该局递交检验申请和相关的装运单据，包括合同、商业发票、提单和装箱单等。如果没有该局颁发的商检证书，货物就无法通关、出口到海外市场。

贵方尽可以放心，一旦收到以上商检报告，我们将尽快发运质量最好的产品。我们很珍惜与你方的这次交易机会，并希望进一步扩大交易、互利互惠。

例信10-(3)

先生：

很高兴告知你方，第345号售货确认书项下的货物已经全部检验，并将于本月末经由“五月花”号轮发往你港。

随函附寄的商检证书证明货物的品质、数量和卫生状况良好。在此寄上相关证书复印件，复印件名称如下所示。

原产地证书

重量证明书

植物检疫证书

无活虫证明书

健康证书

我们真诚希望这些商品会按时运抵你方，并希望你方能续订。

例信11-(1)

先生：

185号合同—关于5吨白色打印纸

我们希望提醒贵方注意，标题项的合同是按成本加运费价（CFR）订立的，然而贵方的信用证却要求成本、保险费加运费价（CIF）。这显然是不一致的。

我们本打算发传真让你们修改信用证，但进一步考虑后我们没有这样做。为了避免延误装运，对我们来说最简单的方法是在我方安排必要的保险，然后从应付给你们的2%佣金中扣除保险费，即636美元。一俟收到信用证下的货款，所有剩余的金额我方都将汇给贵方。

我们相信你方能接受上述安排。

例信11-(2)

先生：

8006号订单—1500件电动玩具

参照我方1500件电动玩具的8006号订单，您会从中了解这份订单是以成本加运费价（CFR）为基础订立的。

因为我们希望此批货在贵方投保，所以如果贵方能按发票金额的110%，即65500美元，代为我们为该批货物投保一切险，我们会很高兴。我们认为，对于这种性质的货物来说，这是必需的险别。

一收到你方索款通知，我们即返还保险费；或者如果你方愿意，可以向我们开立所需金额的即期汇票。

真诚地希望贵方会同意我们的要求。

例信11-(3)

先生：

感谢贵方五月十日的来信，向我们报100吨羊毛的到岸价格。但是，很遗憾，我们更希望你们以成本加运费价（CFR）报价。

需告知贵方的是，我们已向伦敦劳埃德保险公司申请办理了预约保单。我们在发货时所需做的就是告知他们详细情况。此外，我们与他们相处得很好。我们通常定期从保险商那里得到相当可观的保险费回扣。

同时，若贵方能向我们提供中国人民保险公司承保范围的详细情况供我们参考，我们将非常感激。

盼早日得到贵方回音。

例信12-(1)

先生：

关于：1308号订单的装运

我们已经收到您十二月三日的传真订购5台76D型机器，订单号为1308。我们的订单确认书将在几天后寄送你们。

您提到尽快安排装运以满足卖家的要求非常重要，所以希望我们通过中国远洋的轮船装运货物，主要因为他们的轮船在德国和中国之间所用的航行时间是最短的。我们将尽力按照贵方如下要求装运货物。

1308号订单：由预定一月十五日从汉堡起航的“东方王子”号轮船或最迟一月二十五日从汉堡起航的“风涛”号轮船装运，分别于一月三十日和二月十五日到达厦门。

您可能会认为装运的时间不充裕。为了避免以后麻烦，我们建议你方分别展延装运期和信用证的有效期到二月十五日和二月二十八日。如果你方一收到此信请立即修改信用证，修改书有可能在十二月末到达此处。

盼早日回复！

例信12-(2)

先生：

关于：装运方式

我们已经收到你方九月二十一日来信，要求我们修改先前的关于312号订单的装运安排。

我们理解，贵方现在不想在一月和二月分两批等量装运，而是要将80%的货物在十一月装运，余下的在十二月装运。

特告知贵方，虽然我们可以现货供应贵方上述订单货物，但船运公司告诉我们，因为驶往你港直达的船只，不论是班轮还是不定期租船，都寥寥可数，且直至十一月末舱位已全部订满。在这种情况下，我们很遗憾无法满足贵方的要求。

然而，如果你方允许在香港转船，我们将尽我们所能进一步与船运公司接触，争取在十一月装运第一批货物。在这种情况下，贵方必须承担额外的费用。尽管如此，我们仍担忧所涉及的货物是否能早于原计划到达你方。

请考虑上述情况，并让我们尽早知道你方的决定。

例信12-(3)

先生：

你方六月二十日的来信已受理。很抱歉延迟发货和发送了仿古陶器和瓷器已装“Accula”号轮的错误信息。

该船是一家由国外货代经营的跨越太平洋的不定期租船，过去它的服务让我们满意。例如，对于一些需要特别小心的玻璃器皿的装运，处理得比我们想像的好。因为有这样的经验，所以我们委托“Accula”号轮发货。遗憾的是，它让我们的期望落空。

根据货代的说法，提单复印件因工作失误而发错，他们绝不是有意欺骗顾客。不管怎样，我们已经取消了舱位，坚决要求他们赔偿我们遭受的损失。

现在货物已经转移到机场，等候明天飞往大阪的上海航空公司SHA - 435航班装运。我们认为这是最好的解决办法。所有文件一准备好我们就特快邮寄。

若早日回复，我们将十分感激。

例信13-(1)

先生：

关于：4312号订单

我们已经如期收到单据，并已在“风涛”号轮到达汉堡港后提货。

我们非常感谢你们迅速执行这一订单。除了35号箱，一切完好。

遗憾的是，当我们打开该箱，发现它装了完全不同的货物，我们只能假定这是一个错误，箱内的货物应是其他订单的。

由于我们急需将所订货物发给我们的新顾客，所以请贵方立即安排装运，替换此箱货物。现附上35号箱货物清单，请即核对我们的订单及你方发票的副本。

同时，我们现持有上述货物，以等候你方的处理。请让告知贵方希望我们如何处置。

例信13-(2)

先生：

感谢贵方二月十日来信告知我们货物交付及时，并感谢你方直接指出35号箱所装的不是你方所订购货物。

经过调查，我们发现错误实际上是由于在包装时号码混淆而造成的，我们已经立即安排了正确的货物发运给你们。相关单据一俟备妥将寄送你们。

我们已将此事告知我们的商务参赞并随函附上以下信息：请保存35号箱及其所装货物直到我们来取。相信他们很快会和你们联系箱子的处置事宜。

很抱歉此失误带给你们的麻烦，并向你方保证，今后在执行你方订单时我们一定会更加谨慎。

例信13-(3)

先生：

得知你方76D型机器有麻烦，我们感到很抱歉。

我们已经要求服务部门彻底调查此事。他们报告说，启动困难是由于你方在油箱中使用重机油而不是手册（第5页）中我们特别推荐的轻机油。

该机器最终停止运转的原因是由于没有润滑造成轴承卡住。虽然我们的质保范围包括材料和工艺的缺陷，但如你所知，它不包括使用不当或保养不当造成的损害。所有机器上的轴承均在运离车间前彻底润滑过，而且我们在手册（第18页）中也建议必须定期润滑。

在这种情况下，我们认为你方定不会要求我们免费更换这些损坏的零件。然而，我们愿意做出让步，只收取新材料的成本费225欧元。新轴承安装好后我们会彻底清洗机器并加油。

如果你方电话授权我们这样做，我们将立即从香港派技术人员进行这项工作，这样你们的机器就会处于一流的工作状态。

希望贵方能认为我方的让步可圆满解决此困难。

例信14-(1)

先生：

我们专业从事家用和装饰器具的贸易，如瓷器、漆器和水晶等。我们在埃及有一个非常完善的销售组织，并在埃及各地有大量的销售代表。现写信想为你方提供独家代理服务。

你们的制品有很好的市场前景。如果双方将条款商谈好，我们相信凭借我们在该货物领域15年的经验，应该可以和贵方达成满意的业务合作。

鉴于有幸拥有广泛的关系，我们相信年销售额可达500万美元，按照我们一般惯例，收取净销售额百分之五的佣金是很合理的。我们也愿意保证支付所有货款，对此我们要求保付2.5%的保付佣金。

你方自然会希望了解有关我们的信息。我们一直与贵方上海办事处的陶瓷部有往来，彼此的关系相互都很满意。你们可以向他们咨询有关我们的信用及财务状况等，他们会乐意提供。

我们希望能收到贵方的肯定答复，且双方可以就相关条款达成协议。

例信14-(2)

先生：

我们如期收到您8月26日的来信。对于贵方提出做我方代理一事我方印象深刻。

我们已经与几家公司进行了磋商，但目前还没有决定此事。然而，如果条件可以谈好，我们认为你方会是代表我们的合适人选。我们相信你方在整个行业都有好的关系，将有利于我们与你方所提到的买家更好地发展现有业务。

当然，整个事情的关键在于你方对获取和执行订单所要求的佣金数额。因贵方马克·坎贝尔先生打算访问上海两周，所以我们希望与他本人讨论各项事宜，而非先确定条款和条件，以免商谈后还要修改或撤回。

盼马克·坎贝尔先生的来访。

例信14-(3)

先生：

谢谢你们询问有关在埃及独家代理销售我方家用和装饰器具的事宜。

由于我们现在还在初交阶段，故我们认为考虑独家代理的时机还不成熟。在我们看来双方最好再合作一段时间，看看情况如何。此外，我们认为很有必要在你地测试一下产品的市场能力并继续努力争取更多的营业额来证明你方可以做我方的独家代理。

请不要误解上面的话，这并不表示什么不满。事实上，我们相当满意你方给我们带来的业务量。然而，我们确实认为，销售额需达到一定数量才足以建立代理关系。

鉴于上述情况，我们认为最好是推迟此事，直到你方的销售额达到要求再说。我们真诚希望在这一点上你方能同意我们的意见，并继续与我们合作。

例信15-(1)

先生：

我们收到了一封来自坦桑尼亚汽车工程有限公司的来信。在信中，他们希望与我们建立业务关系，但希望我们给他们定额贷款500,000美元开一家4S店来销售我们的汽车。他们信中提出的证明人是坦桑尼亚国家开发银行。

我们的原则是建立更多的海外业务关系。然而，为了安全起见，我们想知道上述公司的财务及信用状况，特别是因为他们要求我们给予定额贷款，而我们很少答应新客户此类要求。

如果贵方能在这方面帮助我们，我们将非常高兴。我们可以向贵方保证，将绝对保密你们提供的任何信息。

例信15-(2)

先生：

上个月和贵方项目经理在友谊宾馆讨论后，我们于5月15日发了一封电子邮件给贵方，提出为贵公司购买中国的BHT设备提供买方信贷。第二天，我们就收到你们的复函，要求我们阐明有关这项信贷的几个问题。

现就贵公司所提问题我们做如下答复。

1. 该信贷将为BHT设备总价的85%。

2. 如果由中国建筑承包商承建，那么当地建设费用的70%也可由该信贷提供。

3. 在签署合同后，买方应支付15%预付款。

4. 利率将于合同签订时，由中国进出口银行确定。

5. 由于该项目涉及金额巨大，该信贷将由银团贷款提供，由中国进出口银行担任牵头银行。

我们希望以上能够答复贵公司的问题，并期待尽快得到贵公司的肯定答复。

例信15-(3)

先生：

我们很高兴借此机会确认，经有关外汇监管部门批准后，我们将向贵方提供贸易信贷额度可随意使用的，其条款和条件如下。

1. 信贷额度达600万美元，贵方提前3日通知我方即可随时使用。

2. 所欠尾款按协商一致的利率（现行利率是3.85%）每半年支付一次利息。

3. 本金每半年等额偿还一次，第一笔还款在交货6个月后到期。

4. 提取贷款期限是签署信贷协议后3个月内。

5. 每份出口合同的最终还款期限为3年。

6. 本项贷款安排下的一切款项均免除现有或将来的任何税款、扣缴或其他扣款。

如果贵方感兴趣，请来函进一步讨论信贷协议的条款细节。

例信16-(1)

先生：

关于：售后服务

很高兴从你方3月2日来信中获悉，你们的用户对我方出口的设备非常满意。能成功达成此笔交易，我们非常感谢你们的合作与支持。

现答复你们关于我方所售设备售后服务的问询，我方一直向用户提供以下项目的一流服务：1. 设备的安装、检测与调试；

2. 对技术人员在操作、维护和管理方面的培训；

3. 提供操作和维护说明以及零部件目录；

4. 通过海外代理进行设备的维护和替换，并提供备件和技术信息与支持;

5. 定期致电用户，以跟踪设备的运转状况，目的是提高产品的质量；

6. 提供24小时呼叫中心服务和网络支持。

我们已向你方顾客提供前三项服务并获得好评。若有任何其他的需求，请贵方尽管联系给我们索取想要的信息。一旦收到你方来信，我们将乐意提供贵方一切所需信息。

例信16-(2)

先生：

关于:更换电池

收到你方8月10日来信，告知汽锤的一些蓄电池受损需要更换。我们很遗憾产品发生了这样的问题。

现随函附寄我方第4533号关于换货订单的售货确认书。一收到贵方的回答，我们将立即执行该确认书。在此我们想提醒贵方的是，每100小时检查电池的每个电瓶电解质的比重是非常重要的。如果你们能按正确方法操作，定能延长电池的寿命。但是，天气暖和时，由于电解质更容易失水，所以更要经常进行检查，要按照电池生产商的提示维持电解质水平（见“操作手册”第35页）。根据我们的经验，如果忽视了这个方面，电瓶就会受到损伤。

若贵方还有任何问题，请尽管联系我们。

例信16-(3)

亲爱的塞克斯先生：

关于：建立服务中心

上周贵方出口经理约翰逊先生拜访本地时，我们和他讨论了建立服务中心的问题，该中心主要是为你方在我地已售及将售的各种机器提供服务。

在此，我们希望确认以下所达成的共识。

1. 我方将提供400～800平方米的场地，水、电、气齐全；而你方将负责租金和相关公共费用。

2. 我们将派两名员工到中心，其工资须由贵方来付，并由贵方专家领导。你方负责在上海对我方员工进行培训。

3. 在设备保修期内，你方应向我方顾客免费提供备件。

4. 你方应向我方提供管理和技术建议。

请告知我方你们对此所做的准备。我们真诚希望该服务中心能尽快成立，这必将改善你们在本地的售后服务，也有助于你方今后在本地建立更好的公司形象。
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SHANGHAI HONGXING TRADING CO., LTD.

25 Hongxing Road, Pudong District
Shanghai, China

| Your ref.: SS345 Sep. 24,2012 —_ |
Our ref.: M23

Messrs. Anderson Trading Co. /
348 Manhaton Str.
New York, U.S.A.

t— Attn: Import manager

SN

IREPS

\j 2.0

3.5yt

Dear Sirs,

Sub: Recommending curtain

We are very pleased to recommend Chinese textile curtain to you. This
product has been selling well on the international market and we are
convinced that there would also be a big demand for it in your place.

We are now enclosing you one copy of our illustrated catalogue and the

price list. If you find it interesting to you, pleased let us know your
comments so that we can discuss any business possibilities with you.

We look forward to your early reply.

Yours faithfully

Li Ning
LiNing |

Manager

Encl.: Catalogue and price list
C.C.: Shi Jingping

4 FRIFE

P S.EX

| 6xmuin

J

1584

J

8.IH%

Sales Manager
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Drawn under (& 5%)
L/C No. Dated
To. FRA

HEALE .
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Jing Limin

34 Pudong Ave.
Shanghai, 200120
PR.C.

Confidential

Mr. John Smith
345 Anderson Str.
Dorset, DT96NX
UK

Jing Limin
34 Pudong Ave.
Shanghai, 200120
PR.C.

Regisrtered

Mr. John Smith
345 Anderson Str.
Dorset, DT96NX
UK
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S C Briston & CO. LTD.

336 Wood street Liverpool, RL48KH

Britain
COMMERCIAL ORDER Date June 12012
Order No. 123698
Manufacturer China Huaxin High-tech Corpoation
Beijing, China
Terms of Payment: L/C AT SIGHT
Model & Description Quantity Unit Price Amount
KAL299 Roller Axis 200 USD$400 each USDS$80,000
ADHI135 Spinning Wheel 30 USDS 900 each USD$27,000
USD$107,000

Total CIF 5% Liverpool USD$112,350

SAY TOTAL: ONE ONE TWO THREE FIVE ZERO ONLY

Means of transport and route ( as far as known )

ON/AFTER July 15,2012
From Beijing to Liverpool

By VESSEL

Declaration

The undersigned hereby declares that the above details and statements are correct; and that all the goods were

produced in compliance with the requirements specified to.

EXPORTER:

Place and date, signature and stamp of authority

IMPORTER:

Place and date, signature and stamp of authority
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Quantity Specification Price Amount
1,000 pieces Type A Skirts ( in four colors and three size ) at $80 each totaling$80,000
3,000 pieces Type B Pants (in two colors and four size ) at $70 each totaling$210,000
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1. Exporter (full name and address)

2. Consignee (full name, address, country)

CERTIFICATE NO.

CERTIFICATE OF ORIGIN

OF

THE PEOPLE’S REPUBLIC OF CHINA

3. Means of transport and route

4. Country / region of destination

5. For certifying authority use only

6. Marks and | 7. Number and kind of packages description of | 8. H.S.Code

numbers goods

9. Quantity

10. Number and
date of invoices

11. Declaration by the exporter

The undersigned hereby declares that the above
details and statement are correct;that all the goods
were produced in China and that they comply with the
Rules of Origin of the People’s Republic of China.

12. Certification

correct.

It is hereby certified that the declaration by the exporter is

Place and date, signature and stamp of authorized
signatory

Place and date, signature and stamp of certifying authority
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