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00 O O 33-3400 Making Inquiries and Replies] [1 Part IC] Definition of Letter of Inquiriest] [0 When an importer
intends to make purchases of some goods[] He sends a letter of inquiry to an exporter] An inquiry is made to seek
the supply of productsC] service or informationd [J [I In international trade[] when you write to request some
specific information usually aboutd buying of a certain commodityD this kind of letter is called"Inquiry" In this
sensel] the letter to start business with other companies can also be taken as a kind of inquiry letter to inquiry about
the possibility of doing business with other companies in a certain lineJ [J In a general inquiry the importer may
only ask for catalogues] pricel] samples or some other materials from the exporterd If both parties have never
dealt with each other beforel] the importer should inform the exDorter the source of his information at the
beginning of his letter(] The importer who sends the letter may require information such as pricel] discount

[J quantity[] terms of payment(] delivery date[] etc] [ Part 1] Rules for Wdting LeRem of InquidesC] When
you make an inquiryd begin with the questions you want tO ask[] your reader then knows at once what your
inquiry is about Keep your inquiry short and to the pointJ For instance[J] you may want to ask for information
about pricel] discount[] quantity[] terms of payment delivery date[] etc[J [J regarding some definite goods in
addition to reference materialsC] Inquiries should be specific and provide the necessary details to enable the
receiver to answer the questions completely[] [J As soon as you receive the necessary information(] you should
find the products are fine in quality and reasonable in price[J If you decide to buy[d you may send a specific
inquiry[J mentioning not only the name of thearticle but also the quantity and other particulars]
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