Enquiry

An enquiry: a business letter by a
potential buyer requesting for such
things as: samples, catalogue,
brochures, price lists, leaflets,
prospectus, quotation, information
about trade terms, discounts,
availability of goods, delivery time,
method of payment, insurance and so
on.
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How to write an inquiry

1/ Opening: Tell the supplier how / why
you get to know him or her

2/ Message: Introduce yourself

Tell the supplier what exactly you want
him or her to send you

3/ Ending: Express your wishes
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Example

Recommendations

Your name and your address have been
recommended (given) to us by VCCI.

We were advised by... that you were
supplying.../ that you could supply.....

We were advised by ... that you are looking for
an agent in Vietnam to represent you

We are indebted for your address to
the....(name of organization)
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Advertisements

* We have read (seen) your advertisement
In + Issue No. + of Name of publication:

 Eg: We have read (seen) your

advertisement in this month’s issue of The
Economist
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On the basis of Exhibitions, Trade Fairs

We attended (visited), (paid a visit to) +
Name of the exhibition + held (organized
by ..... (in, at)........ and had good
Impression on/ and were deeply
Impressed by your selection of goods
(range of products) displayed
(demonstrated/ shown) on your stand
(booth).
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Message

Say who you are and what you are doing
« We are ... based in...

 QOur company is a subsidiary of... and we
specialize in ...

 We are regular buyers of the commodity and....

* We are one of the major companies in textile
and garment industry.

« We are a big company specializing (dealing)
n...
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Message

State what you wish the supplier to do

- Could you please send us your latest catalogue
and current price list?

-Could / Would / Will you please guote prices
C.I.F Amsterdam?

- We would be grateful (appreciate it) if you could
send us samples (provide us with samples).

- Could you guarantee delivery within 2 weeks?

- We are particularly interested in your terms of
payment.

- We would appreciate a sample of each of the
items listed above
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Notes

Requesting Expressions: Explain what is
required

* We are most interested in .... (increasing /
developing/ extending the sale of....)

* We wonder If you could help us/ advise us/
send us/ let us have......

 What we have in mind is .... ( to develop this
line of items In Vietham)

» What we need is .... (latest catalogue)
* We would like you to .....
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Ending

Hope for better future

E.g: + We look forward to / receiving your
prompt/ early reply

+ We would appreciate your prompt /
proper attention to this

+ We hope to hear from you shortly

+ \We hope that you will be able to make
an offer
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Exercise 1

« Toi xin tw gidi thiéu téi la sinh vién nam th tw cua
trwong Dai Hoc Ngoai Thwo’ng, hoc chuyen nganh Kinh
té dbi ngoai. Téi du dinh sé theo hoc thac sT Quan tri
kinh doanh sau khi tot nghiép ra trwvong. TOl rat cO nhu
cau hoc 1 khoa Tleng Anh ngan han tai Uc dé 1ay chirng
chi IELTS, dé chuan bi cho khéa hoc nai trén.

. Toi biét dén tén trwd'ng cua cac ngal thong qua 1 nguoi
ban cung Iop Téi rat mong cac ngai gui cho toi thong tin
chi tiét vé cac khoa hoc Tleng Anh 3 thang bat dau vao
thang 2 nam 2010, ké ca hoc phi va thoi glan biéu chi
tiét. Cac ngal co the thu xép cho t6i 1 cho ¢ trong Ki tuc
xa hodc & cung v&i 1 gia dinh nguwdi Uc dwoc khdng?

« Rat mong nhan dwoc thw tra I cla cac ngai!
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Exercise 2

Ban lam viéc cho 1 cong ty xuat nhap khau may. Dia chi:
8 Trang Thi, Ha Néi, Viét Nam. Thao 1 thw héi mua may
vi tinh cua cbéng ty Delta Com Ltd. Dia chi: Bradfield
Estate, Bradfield Road, Northamtownshire. Postcode:
NN84HB

+/ Gigi thieu cong ty ban la cong ty kinh doanh may moc
hang dau Viét Nam c6 chi nhanh ¢ 1 s6 thanh phd I&n
khac. Cong ty rat quan tam dén may moc cua ho va yeu
cau ho glri catalog va bang gia cua tat ca cac loai may
moc.

+/ Cho biét may tinh dang rat thong dung ¢ Viét Nam,
nhu cau st dung ngay cang tang néu chat Iwo’ng may
cua ho dwgc dam bao va gia ca phai chang, cong ty sé
dat mua thwong xuyén voi so lvong lon.

+/ Liéu ho c6 gianh chiét khau dac biét cho cong ty.

+/ Mong nhirng yéu cau trén dwoc lwu y sém.

Nguw&i ky thu: Nguyén Quy, Tong giam doc.
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Exercise 3

* - Gi¢i thiéu cong ty em la cong ty budn ban cac
loai vai va tin réng thi treong Viét Nam la thi
trwdng htra hen vé cac mat hang vé ga trai
giwdng, vo goi voi gia ca phai chang trong khu
vucC.

« - Y&u cau ho gri thédng tin chi tiét vé cac loai ga,
vd goi khac nhau bao gom kich c&, mau sac, gia
ca chat lwong vai cling v&i cac mau vai véi chat
liéu khac nhau da dwoc s dung dé may ga va
goi.

« - Pé nghi ho xac dinh diéu kién thanh toan va
chiét khau cho phép khi mua véi sb lwong 1&n
khdng it hon 500 chiéc méi loai, gia chao ban sé
bao gom cé giao hang dén dia chi noi trén.
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Homework 1: Tham tan Thuong mai cua ching t6i tai Luan
don da gi6i thiéu quy cong ty Ia mot nha san xuat hang dau
cac thiét bi xay dung tai Anh Quoc.

Chiing t6i 1a mot cong ty co6 phan qudc doanh, hoat dong
trong Iinh vuc phét trién ha ting cong trinh dan dung.

Chiing t6i dang tim mua mot so thiét bi xay dung dé phuc vu
cho moét du an 16n.

Rat mong quy ngai gui cho ching to1 1 bo catalogue c6 hinh
anh minh hoa day du cac thiét bi n6i trén kém theo bao gia
CI F, Hai phong, Viét nam.

Néu thiét bi cia quy ngai dat tiéu chuan yéu cdu, cé nghia la
néu ddp tng ding tiéu chuan cua ching toi, ching toi sé sdn
sang dat mua véi khoi luong 16n.
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Home work 2:
Ong Dang Nam Ha -Giam doc cong ty TNHH Son Nam, dia
chi 230 Du’O’ng Thai Ha, Ha ndi muo6n dat mua cua cong ty

Elma, dia chi 789 Green Ville, Singapore 1000 hop muyc 1n.
Anh ch1 hay thao gitip Ong Ha 1 bic thu véi no1 dung sau:

- Thong bao qua doc catalog ta duoc bi€t cong ty Elma cé
ban nhiéu loai muc in cho cac may in lazer. Ta dac biét quan
tam dén hop muc ma SCG 2005 nhu minh hoa trén catalog.

- bé nghi cong ty Elma cho biét cac chi tiét vé quy cach ky
thuat cua loai muc in nay va cho biét thém loai muc nay cé
thé dung véi cac loai may in lazer nao dang cé ban trén thi
truong.

- beé ngh1 cong ty Elma bao gla CIF cang Hai Phong bao
gdm ca chi phi bao bi cling véi ty 1& giam gid ma ho c6 thé
danh cho ta.

- Cho biét di€u kién thanh toan thong thuong cua ta la thu
tin dung huy ngang, c6 xac nhan, mo 15 ngay trudc ngay
g1ao hang
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e Homework 3:

e Ban la truong phong Marketing cua cong ty TNHH Xuan
Thu , dia chi 31 Lé Thanh Téng , Quan 1, Thanh phé HCM,
Viét nam — mot cong ty 16n chuyén vé xuét ban va phan
phoi sach hoc ¢ Viét nam. Tir 1 ngudi trong ban 1anh dao,
ban biét rang cong ty Maple Publisher, dia chi 30 Underhill,
Ontario, M3A 3J8, Canada - mot cong ty TNHH chuyén vé
xuét ban & Canada da xuit ban 1 bd sach giao khoa vé k§y
nang viét c6 tua dé la: “The Effective Writer”. Ban biét ho
khong c6 dai 1y phan phoi nao ¢ Viét nam. Tu kinh nghiém
ciia minh vé Marketing sach , ban nghi la néu dugc giao viéc
quang cdo va phan phoi bo sach nay cling s€ duoc tiéu thu
manh ¢ Viét nam.

« Ban hay viét thu cho cong ty Maple Publisher
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Xuan Thu Company Ltd
31 Le Thanh Tong, District No 1, Ho Chi Minh City, Vietham
Maple Publisher Company
30 Underhill
Ontario M3A 3J8
Canada
Dear Sir/ Madam,

We were advised by one of our Board members that you are a leading /a
major book publisher in Canada and that you have published a series of
textbooks titled “The Effective Writer”.

We are a leading publisher and distributor of educational books in Vietnam
and have been a distributor of educational books for a number of major
overseas publishers since...

Backed by our experience and distribution network, we do believe that we
are able to create a successful market for your series here in Vietnam.

Could you send us your latest catalogue and current price list as well as
terms of business?

| look forward to your early reply.
Yours faithfully,
(Signed)
Name
Marketing Manager

CuuDuongThanCong.com https://fb.com/tailieudientucntt
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*Exercise 3 p 58, 59 (The Language of BC In

English):

We would be grateful/ pleased if you could send us
your latest catalogue and current price list for all the
products (items) mentioned above.

We are a regular buyer of your products and we would
be grateful if you could send us some samples and let
us know the lowest/ best price offered/ you could offer.

We are interested in the purchase of your ready-made
clothes for children, men and women for prompt/
Immediate delivery. Would you please to send us your
samples of these products (items) and let us know
detailed information about the price as well as the
terms of payment?/ Would you please let us have your
samples of these items and prices as well as terms of
payment in details?

Delivery (shipment) will be made/ is to be made within
1 month on / upon/ since receipt of your orders.
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We are interested in the purchase of your cement
pranded/ labeled “Red Dragon” and we would be
obliged if you could send us a guotation stating FOB
Hal Phong for this product.

We regret to inform you that we are not in a position/
we are unable to offer you these products for the time

being because our domestic demand is too great for
us to meet.

We regret to inform you that this item (product) is no
longer in production. However, we can offer the
substitute having same functions at the price of 500
pounds per ton C.I.F Liverpool.

If you can provide us with high quality products, we
will place a large order on a reqgular basis.

f your products are as good as the samples, we do
nelieve that they will sell well here.

look forward to hearing from you soon and seeing
you in the near future.
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