經貿英語寫作
（課程代號：8006）

Ⅰ. Fill in blanks with proper prepositions: 15%

1. We learn that you wish to enter _____ direct business relations with us.

2. We are indebted _____ Messrs Freeman & Co., Ltd. _____ your name and address.

3. The above information is given _____ strict confidence.

4. _____ your request, we are sending you our catalogue and price list.

5. We are now _____ a position to meet your demand _____ men's shirts.

6. So, _____ return, we are willing to pay a premium.

7. Your are kindly requested to open the L/C _____ delay.

8. Our Proforma Invoice No. 2213 is enclosed _____ duplicate.

9. Any delay _____ shipment will be detrimental _____ our future business.

10. You will be convinced _____ the superior quality of our products.

11. Sales Confirmation No. 12356 stipulates _____ shipment to be made not later than August 21.

12. Thank you for your L/C No. KC-2334 advised _____ Bank of China, Guangzhou.

13. Arrangements have been made _____ Bank of China, Guangzhou to open a credit _____ your favour.

14. Your Order No. KC-3541 has been shipped _____ S.S. Red Star sailing _____ Osaka on August 21. 

15. Mush _____ our regret, your L/C calls _____direct shipment.

16. We have failed to book shipping space _____ S.S. Maria _____ account of the late arrival of your L/C.

17. We have sent you a telex today _____ the above effect.

18. _____ this particular order, we suggest payment _____D/P _____ sight.

19. _____ the shipment complained _____, a special discount of 5% is allowed to compensate _____ your trouble.

Ⅱ. Choose the best answer: 15%

1. If this is _____, please let us know.
a. for your acceptance  b. to your acceptance
c. with your acceptance d. in your acceptance

2. We have been _____ that firm for many years.
a. dealing in   b. contacting with
c. dealing with d. approaching with

3. We confirm _____ your Order No.KC-253.
a. to have received b. receiving
c. having received  d. to receive

4. As you are our old customers, we are prepared to _____.
a. leave our prices unchange
b. let our prices unchange
c. leave our prices unchanged
d. let our prices unchanged

5. The dale of delivery is approximate, but _____ would it be later than August 21.
a. in no case  b. by all means
c. in any case d. under any circumstance

6. _____ that our offer is open till August 21.

a. Please advise b. Please be informed
c. Please inform d. Please be informing 

7. We are to import this lot _____.
a. on our own account
b. in our own account
c. to our own account
d. for our own account

8. We have quoted you our best prices m order to _____.
a. facilitate to conclude business
b. facilitate conclusion of business
c. facilitate us to sign a contract
d. facilitate us signing a contract

9. _____ if your L/C had reached us earlier.
a. Shipment would have been made
b. Shipment must have been made
c. Shipment would be made
d. Shipment had been made

10. _____ that the goods will be ready for shipment soon.
a. Please assure rest  b. Please rest assure
c. Please assured rest d. Please rest assured

11. We look forward to _____ the goods in the fourth quarter .
a. deliver  b. delivery of
c. delivery d. your delivery

12. We wish to _____ for the delay.
a. extend you our apologies
b. extend with you our apologies
c. extend you with our apologies
d. extend for you our apologies

13. Please make sure that your L/C amendment will reach us _____,
a. with fail    b. without fail
c. with failure d. without failure

14. The goods _____ have been ready for shipment for quite some time.
a. in question     b. of question
c. in the question d. of the question

15. We shall make a claim for the shortage of the shipment_____ S.S. Red Star.
a. on b. ex c. to d. under 

Ⅲ. Fill in blanks with the words given below: 20%

acknowledge  assurance  booking    commitments  confidence
dated        ensure     expedite   fulfill      honour
interests    partial    presented  price        quality
quantity     rest       said       scheduled    see

1. We need a regular supplier of the _________ goods.

2. Your will find that our products are fine in ________and reasonable in ________.

3. To _________ punctual shipment of the goods, please ________that your L/C reaches us 30 days before shipment.

4. We ________ receipt of your letter ________ July 22.

5. We hope you will ________ shipment of our order to ________ the terms of the contract.

6. In return for the charges, you have our ________ that your ________ would be carefully protected.

7. As they have never failed to meet their ________ , they have won full ________ of business people.

8. We have now succeeded in ________ the required shipping space on S.S. Montreal ________ to sail around the middle of next month.

9. We trust that you will ________ the draft when ________.

10. As laid down in the contract, ________ shipments should be allowed and 5% more or less in ________ permitted.

11. The responsibility for the losses may ________ with the shipping company.

Ⅳ. Write out the word with the first letter given in the blank space: 20%

1. The c_____ we have allowed the firm has always been far more than the a_____ you mention. 

2. The name and address of your company has been given to us by China C_____ for the Promotion of International Trade.

3. Please i_____ the commission you would allow for an order for the m_____ quantity.

4. It is believed that you can m_____ our requirements.

5. As no d_____ steamer is available, the p_____ will have to be transshipped at Copenhagen.

6. We are a_____ for the e_____ of the relative L/C with Bank of China, Guangzhou.

7. We estimate that the damage might be due to rough h_____ during transshipment or during u_____.

8. A full set of non-n_____ documents will be sent to you after the goods are l_____ on S.S. Red Star.

9. We look forward to receiving your L/C e_____.

10. As the goods are to be shipped to London or the o_____ port Rotterdam, the shipping mark should r_____ as follows:

11. Payment is to be made by i_____, d_____ and t_____ letter of credit.

Ⅴ. Translate the following into English: 15% 

1.我們知道你公司是貴國最大進口商之一。我公司專營出口業務，願與你公司建立業務關係，以擴大我產品的銷售數量。 

2.應你方要求，現報男式皮鞋2000雙，貨號202，成本加運費保險費新加坡每雙25美元，十月裝運。 

3.請注意，有關信用證上的條款應嚴格符合我方銷售確認書的條款，以避免日後必要的修改。

4.我們在合同中註明利物浦為目的港。但是，在合同中規定的裝運月份前15天，由你方選定每批貨物的實際目的港。

5.我們確信，貨物離岸時狀況良好，必定是在運輸途中損壞的。請與運輸公司聯繫有關賠償事宜。 

Ⅵ. Translate the following into English in a proper form of a business letter: 15%

發信人:       Hamilto & Son Ltd.
發信人地址:   23 Third Avenue, New York, NY 10017, USA.
收信人:       Guangzhou Light Industrial Products Corporation
收信人地址:   128 Renmin Road, Guangzhou, China 

    你8月21日來信收到，謝謝。信中你報 Weili 牌洗衣機，成本加運費保險費 New York 每台120美元，11月份裝船，憑不可撤銷即期信用證付款。 

    我們很欣賞你方產品的質量。但是，很遺憾，我們認為你價格太高。供你們參考，類似質量的貨物按低得多的價格可以隨便買到。在這種情況下，我們建議你方減價20%，使你方價格與市價水平相符。 

    鑒於我們之間長期的業務關係，我們給你這樣的還價。如你方覺得我們的提議可接受，請盡快確認以便我們寄上正式訂單及詳細的裝船須知。 

    盼早復。 

                                            T.B.Lantz 經理
                                            2002年8月25日
