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Abstract

As an important communication tool in international trade, foreign trade correspondence plays an
indispensable role in modern global economy. As the main way of international trade communica-
tion, correspondence transmits information in written form, including inquiry, offer, contract, pay-
ment method and so on. In international trade, the accuracy, clarity and professionalism of cor-
respondence are very important for building trust, clarifying responsibilities and avoiding risks.

WEFIH: B ETANRIOE R A E PR S RN BT RIS, 2024, 13(2): 2528-2535.
DOI: 10.12677/ecl.2024.132310


https://www.hanspub.org/journal/ecl
https://doi.org/10.12677/ecl.2024.132310
https://doi.org/10.12677/ecl.2024.132310
https://www.hanspub.org/

T

Through letters and telegrams, buyers and sellers can accurately understand each other’s needs
and conditions and facilitate the conclusion of the transaction. At the same time, correspondence
is also a bridge for cross-cultural communication and plays an important role in dealing with lan-
guage and cultural differences in international trade. Therefore, skilled use of foreign trade Eng-
lish correspondence can improve the efficiency and smooth progress of international trade, which
is of great significance to the international development of enterprises.
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a) The purpose of this letter is to initiate a discussion about potential collaboration opportunities between
our companies. Given the synergies between our respective areas of expertise, | believe that there is great poten-
tial for us to work together and achieve mutual benefits.

3) AFENH

R AR, LR, v LR ARl R R IR e e AR veas . Rl I BA LA S 3R A5
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a) Location in Shanghai, we take the advantage to get up our solidifying production basis in coastal and in-
land areas.

4) 7=

AT, HIRAT XTI FR KA TIEMRGR,  JA 2 e e A 7 i BRI HERE A
G5 SR R A 7 A R B TS DU AT BON G I A AEA AR i, NEAARIE T, dEad
Z AU IR . B R R S OGRS . REAE AT Pl RS, DA R
T3 BEM HERA ML i I EOR TR BEAIRE s o IR BAEHR T2 7 F5 5K, BEXE R 7 B 5 SR SRV s R 417 i
SR b AR A R P el R SR A B . FEFERROAAS S ENEMT] 7, R BUE e, TUH TS
S, AN HNE S T RIBCABEAE . 7 5 SRR S ARy RO DOl i . RHA 5 55 07 R
WS T R . AR AT RE, AT DAY b R, FRAE S 4 v (T T IR RS B2 it R TR A S 3
BURF AL SRANEMT ) A S8, RS MRk PREESE, DX 5 At 7 R 4T . [
IS A 7 it (R85 5 IR 95 BRI SRR, 1h% 7 I W 3K 77 it J5 RE W 15 B B AR A0 35 B AN DR B o 5 B 21
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5) R

HHABEDVARHE —FE, MAZE —PIA)E, A X7 RIRESE . .

a) We kindly request a prompt response from your end and look forward to hearing from you soon.
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EAIRA . . BoE. S AR, SRR, SSTRak. Bish. LS NS . @l iR,
AT LAY AR B R i IR S RS MR S A, DA R S TS A AR R SR . IR FE R L )
A Gy e EEAEN, e fe & 1 IR R AZ 2 X5 I 28 [9] -

WA, WA . R ZEAANA R B EA TR R EEZL %A, FHMES. BR 6 e g .
WA LMESFANZ M ESR, B0 EEHE R U A E sag 2% F, AFEEESFNLERNL
S AEE R B, AR R AT 2 KA, A RAE L. BT

We were pleased to receive your letter dated November 25 and have arranged for our Mr. Wang Hai to call
on you during next week. We are totally interested in your X X (products). Your price is 5%~10% higher than
your competitors’. Taking our local market situation here into consideration, we hope you will reduce your quo-
tation by 10%. Otherwise, we have to shift to other suppliers for our similar request. Moreover, the price fluc-
tuates with market condition. Therefore, we ask you to deliver the goods within 60 days after your receipt of or-
der [10].

3.3. EHERAITTHIER

T Ry A S5 AR U R RE ) 2% I SE D5 T W BT 5 BRI RAE B o 1T B R SRIEXU el i R Wi
AL Ty 2% KITHEIR U7 2058 W Ak R S 07 VT WA P 7 B 3T 5005 R R T T et T A RS BR
RS ELT A D ERE R, FIHA. BIE . M, BE. e, Bk, BORSE. xufE BT IR AL
BERPRBERG 55 F 55 B B, (AT RAA . VEAIRIE 5ok IA R MR, 8 o o RO 25510 AN i 1
T NTRORIERRR — 7 AR, SRR S RO ORI SRS P AT R TE A A) 7. il

1) As to the streamers sailing from Shanghai to New York, we have bimonthly direct services.

2) We have two direct sailings every month from Shanghai to New York.

“Bimonthly” /& —% SUial, W BUREEN “HPINH —IR” BB MIRY o RS, 1258
EECasl 2 [11].

AR bR LR ARSI RS S, TIASR BRI A R 2aE, BlniRpe. B H . 4F. #IE55[012].
an:

1) The order has been sent.

2) The order for 20,000 kgs of potatoes has been sent on June 1st, 2022,

RIS 2 et 1 A R

TE G FE IR 7 i T AR IR RO AN R, il “miE” o “EBRE T AF, MRz
AR TT i S (FRbrokattiad, i “PORMLZITT & XX FRiE” o 2561 07F

Our company requires all products to meet the specified dimensional tolerances of £0.05 mm, as outlined
in the technical drawings provided. Please ensure that the materials used also comply with the ASTM standards
for durability and strength.

TEANIME 5 AT LARE Bl S s B AR P s R . o SR 8 . B A ATy, B IRAE
SEREIR[13]. XARER MRS Uik, B IS, BHRAVE BT RE BRI, SEREFHNL, i E
i 95 AR R A [14].
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In September 2016, our department entrusted your company to carry the express parcel from Dongguan,
Guangdong to Nanchong City, Sichuan Province, express tracking number: 9620071667922. Since the express
parcel was crushed during transportation, it was confirmed by the personnel of both sides on the spot.

This incident, not only caused our company’s goods to be damaged, but also caused our department to
reissue the second emergency transfer of goods and related transportation costs, after friendly negotiation with
your company, for this our department to your company to compensate for the loss of costs:

1) Direct loss of goods: 20 yuan

2) Return freight: 10 yuan

3) Shipping fee: 4 yuan

Total cost: 34 RMB

Dongguan Xinyada Daily Products Co., Ltd.

4. SpRREBEEERRE S PRER
4.1. PFREBAZG A
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L AL EE R [18].
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