貿易実務検定用貿易英語モデルレター

The Tokyo Chamber of Commerce and Industry suggested that we ask your chamber to put our name and product line in your trade bulletin or publication. 

We are a Japanese exporter handling various kinds of general merchandise listed below, and are looking for reliable partners who can distribute our products in your country. 

We hope that some of your members may directly contact us on regular business transactions, or we would be grateful if you could provide us with a list of companies who may be interested in acting as our distributor.

Our Products: Toys, Accessories, Sporting Goods, Kitchenware, Housewares, Gardening Products

We hope you will give your kind and best consideration to this matter.
	


We have learned from the trade bulletin of our Chamber that you are looking for Air Conditioning Systems for office use.

We are one of the leading manufacturers of air conditioners in Japan, and have exported those units to Europe and North America for 20 years under the brand name of COOL MAX. 
The line has a wide variety of models including the new model CM-1099 recently introduced at the Tokyo International Living Show, and attracting the attention of thousands of guests from overseas.
We have enclosed our latest general catalog and specifications together with the export price list quoted on FOB Tokyo for your close study. 
We believe that they will meet your needs.
Should you have any questions or need any assistance, please do not hesitate to contact us at any time.
	


We have learned from the trade bulletin of our Chamber that you are looking for Air Conditioning Systems for office use.

We are one of the leading manufacturers of air conditioners in Japan, and have exported those units to Europe and North America for 20 years under the brand name of COOL MAX. 

The line has a wide variety of models including the new model CM-1099 recently introduced at the Tokyo International Living Show, and attracting the attention of thousands of guests from overseas.

We have enclosed our latest general catalog and specifications together with the export price list quoted on FOB Tokyo for your Close study. 

We believe that they will meet your needs.

Should you have any questions or need any assistance, please do not hesitate to contact us at any time.
	


Your advertisement in the August issue of "Trade Overseas" interests us, and we would like to know full details of your products.

Please let us have your latest general catalog and specifications together with trade terms and conditions such as export prices and terms of payment.

There is a steady demand here for high-end products like yours, and we believe that they will attract Japanese consumers if your prices are competitive enough.

We look forward to having your reply soon.
	


We obtained from the Korean Exporters Directory your name and address as one of the leading manufacturers of CAR AUDIO sets in Korea with good export experience to Europe and North America.

We are a major retailer operating 348 auto accessory stores all over Japan.

We plan to sell middle level Car Stereos in lower price ranges at our stores in the next fiscal year, and imagine that your models would meet our needs. 

Our trial order would be for a 40-foot container volume at first, and if your models receive a positive response from our customers, additional orders will be placed regularly.

Therefore, please provide us with your quotation on CIF Yokohama in payment by an irrevocable L/C at sight for a 40-foot container volume of the model CR-228Ⅹ,and send it together a catalog, specifications, and a sample by air promptly.

We hope this letter becomes the first step in building a good business relationship with you in the near future, and look forward to receiving a preferable ry from you soon.

	


We thank you very much for your inquiry of April 21 regarding the packing machine, PACKMAN No. HY-9913M.

We, however, regret to inform you that the model in question is no longer in production.

A new model No. HY-9914R has been introduced to the market since last November, and is enjoying high popularity wherever exported, owing to its superb design and improved functions compared to the previous model.

Enclosed are a quotation with the lowest export prices on CIF Seattle and all particulars of the trade and the related catalog.

If we can be of further assistance, please let us know.

中国語の貿易用語

	日本
	中国
	日本
	中国
	日本
	中国

	ＦＯＢ
	船上交貨条件
	前払い 
	預付
	包装
	包装

	ＣＩＦ
	包括運費、保険費的貿易条件
	後払い
	后付
	包装明細書
	装箱単

	輸出
	進口
	インボイス
	発票
	船積日
	装船日

	輸入
	出口
	商業
	商業発票
	船積期限
	装船期

	積地
	装貨地
	プロフォーマ・インボイス

（仮インボイス）
	形式発票
	コンテナ
	集装箱、貨柜

	揚地
	卸貨地
	保険証券
	保険単
	バルクコンテナ
	散装貨柜

	危険移転
	風険移転
	貨物引換証
	貨物提貨単
	コンテナターミナル
	集装箱総站

	信用状
	信用証
	関税
	関税
	コンテナヤード
	集装箱貨運場

	荷為替
	押匯
	従量関税
	从量関税
	運送人
	承運人

	輸出荷為替
	出口押匯
	従価関税
	从价関税
	船主
	船主

	輸入荷為替
	進口押匯
	通関
	報関
	オペレーター
	海運経営者

	信用状付荷為替
	有信用証的押匯
	申告
	申報
	用船（チャータラー）
	租船

	相場
	匯率
	輸出申告
	出口申報
	用船ブローカー
	租船経記人

	先物相場
	期貨匯率
	保税
	保税
	荷送人
	托運人

	変動為替相場
	浮動匯率制
	保税地域
	保税区
	荷受人
	収貨人

	外国為替
	外匯
	保税倉庫も
	保税倉庫
	
	

	外国為替手形
	外匯匯票
	保税上屋
	保税貨棚
	
	

	為替手形
	匯票
	船積書類
	海運単据
	
	

	手形
	票据
	船荷証券
	海運提単
	
	

	金融
	信貸
	船積インボイス
	装船発票
	
	

	
	
	
	
	
	


Thank you very much for your quotation of June 6.

We clearly understood your price structure, and are pleased to start business with your company if you can accept the following conditions:

We shall order a 40-foot container volume (1,086 sets) instead of a 20-footer’s (510 sets) with payment by D/P.

Would you reduce, however, the price to US＄28.00 per set, which makes the total amount of US＄30,408?

We are prepared to issue a purchase order upon receipt of your acceptance of this proposal.
Your best attention in to this matter would be greatly appreciated.
	


Thank you very much for your e-mail of November 12, asking us for an extra discount of 5% over the regular trade discount program on condition that you place an order with us for 2,400 sets of printers. 
While thanking you for your counter offer, we must point out that our prices have already been reduced to the lowest possible, and that printers with the same quality and functions as ours are unobtainable anywhere in the current market at our rate.

We would, however, be pleased to accept your requested discount if you could increase the quantity of your order up to 3,600 sets. 

There are signs of an increase in material costs within a few months which must be reflected in merchandise prices, and so we suggest that now is the best time for you to make a decision to purchase.

We are looking forward to your confirmation soon. 
	


We are going to open an account with XYZ Corp., Room 819, No. 1, Hung To Road, Kwun Tone, Kowloon, Hong Kong.

We would like to know their financial standing. 

Especially what amount do you think we could safely allow them at the initial stage of doing business? 

We should also appreciate any information you can give us about their current business standing and the range of their trading volume.

We assure you that all information from you will be treated in strict confidence.

	


We would like to start business with PQR Co., 1234 Broadway, Portland, Oregon, U.S.A.

Please provide us information about their credit and financial standing. 

We would, of course, be happy to cover all expenses incurred in connection with this inquiry. 

Their main bank is The First National Bank, Ltd., Portland Branch.

We assure you that any information which you may provide us will be kept in strict confidence.

	


Enclosed herewith is the Acknowledgement of Order made out in duplicate based on the meeting held between you and our representative on February 4.

 It would be appreciated if you would check these documents, recognize everything acceptable, and return the duplicate to us with your signature.

If you find anything not in order or if you have any questions or comments, please let us know soon.
	


We have enclosed a draft of the Agreement which was made based on your final confirmation of June 21 about trade terms and conditions.

 Would you please review the contents carefully? 

 Upon receipt of your confirmation that everything is acceptable, we will send the formal Agreement to you.

 Otherwise, if you find any problems in the contents, please let us know by return, then we will correct and prepare a revised draft.

	 a draft of the Agreement  契約書草案


We are pleased to place an order with you for 1,000 sets of Garden Furniture in accordance with the terms and conditions stipulated in the Sales Contract. 庭園家具
We arranged to establish an L/C at sight in your favor for US$49,000 with the Metropolitan Bank, Ltd., Shinbashi Branch yesterday. 

Please assure that shipment is made within 30 days after you receive the L/C.

This is a trial order and might be a trifle for you, but if this first order is satisfactorily executed, we shall be able to place substantial orders regularly with you in the future.
	


Thank you very much for your order No. 99-1037 of May l9 by e-mail for 1,000 pairs of Walking Shoes.

As we explained in the meeting with your representative, and as stipulated in Article 8 TIME OF SHIPMENT in the Contract, shipment for products made to your specifications is not possible in less than 60 days, but we are giving your order priority. 
Your order will be completed by July 31. Your shipping instructions would be appreciated so that we can arrange its shipment without delay.

	You should be satisfied with the goods ordered to us in every respect. 
弊社への注文品はあらゆる点でご満足いただけると思います。


Thank you very much for your Sales Note No. 998-034 of August 10 confirming our order No. GA-1682/99.

We are pleased to inform you that we, as requested, arranged to establish an irrevocable Letter of Credit at sight in favor of ABC Co., Ltd. for the amount of US$37,221.50 with the Global Bank, Ltd., Shinjuku Branch yesterday.一覧払信用状 開設する
A copy is enclosed for your information.

The shipping instructions will be given to you within a week.船積み指図
We have to request you to extend the time of shipment and the validity of the L/C No.9876543-21 by one month respectively. 
The reason is that the delivery of raw materials was delayed due to strikes of the transportation union.
Under such circumstances, please accept our request for amendment of the L/C.ご承諾ください
	


Thank you very much for increasing the quantity of your order No. 99-381.

We would like, however, to ask you for an amendment of the L/C No. MK-990817035 of June l7 as follows:

	
	ORIGINAL
	AMENDED AS

	Quantity
	200sets
	225sets

	Amount
	US＄16,000
	US＄18,000

	Latest Shipping Date
	July31, 20ⅩⅩ
	August 10, 20ⅩⅩ

	Expiry Date
	August 15, 20ⅩⅩ
	August 25, 20ⅩⅩ


Your prompt action in this matter would be greatly appreciated.
	


Re: Your Order No. 994321 of March 11
We are pleased to inform you that 10,000 pieces of Key Holders for the above order were shipped to you by the M/V Pacific Express of Great Asia Line yesterday.
The packing was carefully carried out according to your instructions, and we are sure that all goods will reach you in good order.
We enclose herewith copies of the shipping documents. 
The original full set of the Bill of Lading will be transferred to the bank together with the Invoice in triplicate, the Packing List in triplicate, and the Insurance Policy in duplicate.
The above means that we have drawn on you a draft at 30days’ sight for the full invoice amount US＄88,900.00 through the XYZ Bank, Ltd., Akihabara Branch, in accordance with the terms of payment mutually agreed.
We are looking forward to your further orders in the near future.
	


We are writing to draw your attention to our order No. 397-28 of August 21 which has not yet reached us as of this date.

According to the shipping date of which you had informed us in advance, the shipment should have arrived at Tokyo a week ago.

Would you please look into the shipping status and let us know by return?

	


Thank you very much for your prompt shipment of our order. We took delivery today.

Everything seemed in order at first, but while checking the goods closely, we found that one (1) unit out of 20 dental chairs had been damaged in full and three (3) units in part. 

Would you please replace those four (4) units with complete ones immediately since we are in urgent need of the all units in our order to deliver to an important client by the end of this month?

We would appreciate your prompt action.

	


We are sorry to learn from your letter of January 21 that the goods for your order No. AD-IMA reached you in unsatisfactory condition.

We are checking up on the matter now, but this might have been caused by poor packing at our end or careless handling in transit. In either case, we are prepared to replace any damaged goods with new ones. 

Would you please send the broken articles back to us as we will, of course, bear all of your shipping expenses. 

Or if you have any good alternative idea for resolving this problem, please let us know soon.

Again, we are sorry for the inconvenience you have suffered. 

We will take all possible measures to make sure that such a mistake will never be repeated.

	


We are in receipt of your invoice No. 991019 of March 6 referring to our purchase order No. AD-804.

We arranged today to remit 50% of the invoice amount, namely US$24,035.00, into your bank account. 

The balance will be paid on the 60th day from the invoice date as agreed in the contract.

We would appreciate your acknowledgment of our first payment.

	


Thank you very much for your prompt payment of US$7,850 for your purchase order No. l8556.

We look forward to doing business with you in the near future.

	


Today we have drawn on you (⇒your bank=XYZ Bank), in favor of the PQR Bank, Tokyo, by 60 d/s, for the amount of US$42,800 under the irrevocable L/C No.100 issued by the XYZ Bank, Los Angeles, CA, covering your order No.222 for 1,000 barrels of California Wine.
We hope you protect the draft upon presentation.
	受講生の質問欄http://gaikokugogakushukai.la.coocan.jp/Questions02Moriyasan.htm 
森谷さんの質問への解答

手形名宛人（on you）に関するご質問に対して下記のようにお答えします。「貿易実務検定　B・C級「貿易実務英語」オフィシャルテキスト１５６ページ
Core（手形振り出し）の解釈 →　一覧後30日払い荷為替手形（信用状付き）のしくみ
Please be advised that we have drawn on you for (AMOUNT) in favor of (NEGOTIATING BANK) today.

本日貴社宛て（買取銀行）受け取りの額面（金額）の手形を振り出しました。

上記の英文は下記のように解釈することができます。

1.     この邦訳をそのまま活かして読んだ場合。（「貿易実務ハンドブック　ベーシック版　３２１ページ「図表１２－５　輸出手形保険のしくみ」を参照。）
信用状のないD/PやD/A手形は、必ず輸入者宛に振り出され、通常、輸出地の銀行による買取は行われず、取立てのために輸入地の銀行に送付されます。輸入地の銀行が輸入者から代金を取り立て、輸出地の銀行への支払が行われた後に、輸出者に支払いが行われます。
ただし、日本貿易保険の輸出手形保険をかけた場合は、信用状がなくても手形額面の９５％の支払いがこの保険で補償されますので、輸出地の銀行は、D/PやD/A手形でも買い取ってくれます。従って、このような特殊なケースにおいては、手形名宛人（on you）が貴社（輸入者）になり、手形は輸入者（貴社宛て）に振り出されます。

２．信用状つきの手形の振り出しとして読んだ場合。
信用状が発行されている場合は、通常、発行銀行宛てに手形が振り出され、輸出地の銀行によって買い取られます。したがって、（買取銀行）受け取りが意味を持って来ますし、手形名宛人（on you）は信用状発行銀行にならなければならず、貴社宛てではなく貴行宛てとなるわけです。なお、信用状が発行される場合は、UCP600で輸入者宛てに手形が振り出されることが禁止されています。
なお、１５７ページのnotesに記載について下記のように修正します。
We draw on DRAWEE（手形支払人＝信用状発行銀行）宛てに
この文言の下に under (THE L/C NO. XXXX)とあり、この手形は、明らかに信用状つきの手形振り出しのことを言っているためです。 


	

	


It has already been more than two weeks since we requested you by our fax No. HY102299 of October 22 to send your catalog and quotation of the product lines for the next year. 

As of this date, however, we have had no reply from you yet.

Could you please let us know by return when we can expect them?

Your best attention to this matter would be greatly appreciated.

	


Effective on January 1, 20XX, the prices of all our products will be revised.
The major cause of this change is the recent sudden appreciation of the yen by 10%. 

We have absorbed one half of the increase by our management effort, but half of the increase has become unavoidable regrettably. 

We hope this increase will not affect your sales of our products.

In the meantime, we will apply the current prices on all orders reaching us on or before January 10 for the convenience of your business.

If you need further information, please feel free to contact us.

	


We are in receipt of your invoice No. 991019 of March 6 referring to our purchase order No. AD-804.

We arranged today to remit 50% of the invoice amount, namely US$24,035.00, into your bank account. 

The balance will be paid on the 60th day from the invoice date as agreed in the contract.

We would appreciate your acknowledgment of our first payment.

	


Thank you very much for your prompt payment of US$7,850 for your purchase order No. l8556.

We look forward to doing business with you in the near future.

Today we have drawn on you, in favor of the PQR Bank, Tokyo, by 60 d/s, for the amount of US$42,800 under the irrevocable L/C No.100 issued by the XYZ Bank, Los Angeles, CA, covering your order No.222 for 1,000 barrels of California Wine.

	


Thank you very much for your order No. 8888 for 1,000 sets of Digital Camera DC-101A.

It is regrettable, however, that that model is currently out of stock owing to steady demand from all over the world. 
We expect it will be available again within a month.

We suggest you hold your order in our back order list (=We suggest you back-order the merchandise) so as not to miss the opportunity again.

	back-order取り寄せ注文、注文残


We have received your order sheet No.8888 of May17 for 200 pcs. of china No.125-8.
We regret very much to inform you that the model No.125-8 has not been in production since the beginning of this year.
But we recommend the succeeding model No.135-6, as shown in the enclosed catalog, which has already been enjoying high demand in European countries because of its superb design and reasonable price.
We hope the new model will interest you, and look forward to receiving an order from you in the near future.
	


Your shipment of our order No.123-4599 has yet to reach us as of this date in spite of our repeated requests for urgent dispatch.未だ～していない
Since the goods in this order are all the Christmas items, a late delivery will cause us a great loss in our sales.
Unless it will be delivered by the end of this month at the latest, we have no alternative but to cancel this order.
We anxiously await your immediate response.
	


This is to inform you that as of this date we have not yet received your payment to our invoice No.1209AM of March 31 referring to your order No. 99-l23.

We would appreciate it if you could expedite the arrangement of payment to this outstanding account right away.

Please disregard the matter if your payment crossed this notice.

We regret the necessity of reminding you once again of your three months overdue account of US＄12,000.
We would like you to settle this long-overdue account without any further delay; otherwise, we may not be able to accept your orders hereafter.
You are requested to act promptly.
	


We are in receipt of your letter of May 13 pointing out our duplicate billing. 
Upon checking the matter with our Accounting Department, we found that the invoice was indeed sent twice for your single order.

We are sorry for any inconvenience you suffered by our clerical error. 
Please disregard the second invoice and arrange payment only to the first one.

We will do our best to ensure that such a problem will never recur.

We would appreciate your understanding, and look forward to working with you again in the future.

	duplicate billing 二重請求　clerical error事務的なミス　recur 再発する; 繰り返される


I am pleased to inform you that I will arrive in Dallas, TX, Monday, June 20, 3:25 p.m., CST via JAL 525. 
I would like to meet with you and your marketing executives on Tuesday, June 21, for a full day’s discussion regarding an exclusive distributorship agreement, and if it is convenient for you, I would also enjoy on the next day visiting the distribution center which you newly opened.

Meanwhile, could you please make a reservation at the Millennium Hotel for me for a single room. 

I will stay there three nights.

We look forward to your earliest confirmation of the above.

	CST Central Standard Time〈米〉中部標準時間　enjoy【自動】楽しむ、楽しく過ごす


Thank you for your letter of February 28 informing us of the schedule of your forthcoming visit.

Our Mr. Tetsuo Watanabe, whom you met during your last visit here, will meet you at Narita on March 9.

I will welcome you at our office. 
The meeting has been scheduled on the next day at 10:00 a.m. as requested.

I’m looking forward to seeing you again soon. 
Have a nice trip to Japan.

	forthcoming来たるべき　welcome お迎えする


We are very happy to hear that you will visit our company after attending at the trade show in Tokyo.

Unfortunately, March 17 you proposed is somewhat inconvenient for us because Mr. Ogawa, Manager in Marketing and I have to attend another meeting on that day.

We would appreciate your rescheduling to either the 18th or 19th.

Please let us know as soon as possible which date is convenient for you.

	rescheduling計画を変更する


Thank you very much for the valuable time you spent with me during my visit to London.

We really had a fruitful meeting, and I am confident that our new project will start with your cooperation very soon. 

Please give my cordial regards to Mr. Karl White, who has truly devoted himself to this matter.

I look forward to developing an even closer relationship for our mutual benefit.

	


On April 1, 20XX, we are scheduled to move to the following address:

New Capital Bldg. 812

2-3 0temachi 1-chome, Chiyoda-ku, Tokyo 100-0004

Phone: 81 (3) 3123-4567  Fax: 81 (3) 3123-8901

Your continued cooperation and assistance will be highly appreciated.
貿易実務検定用貿易英語モデルレター

	日付：26年4月22日
	学科： 
	学年：
	氏名：
	学生番号：


	The Tokyo Chamber of Commerce and Industry suggested that we ask your chamber to put our name and product line in your trade bulletin or publication.

東京商工会議所から、弊社が貴会議所の広報誌又は刊行物に弊社の名前と商品を載せるように依頼してみてはどうでしょうかと言われました。
도쿄공업회의소부터 우리회사가 귀회사의 광보지 또는 간행물에 우리회사의 이름과 상품을 기재하는것을 의뢰해보는게 어떻습니까라고 제안을 들었습니다 
东京商工会议所，我们建议把我们的名字和产品线放入你们会议的出版物和贸易公告里面。

We are a Japanese exporter handling various kinds of general merchandise listed below, and are looking for reliable partners who can distribute our products in your country. 
我们是一家日本的出口商。出售各类商品。我们想寻找各个国家可以出售我们商品的代理商。
弊社は下記にリストした様々な雑貨品を取り扱っている日本の輸出者で，貴国で弊社の商品を販売する信頼のおける販売店を探しています。

우리는 하기에 리스트한 다양한 잡화품을 취급하고있는 일본 유출자로 당신의 나라에서 우리회사의 상품을 판매 하는 신뢰의 판매점을 찾고있다

We hope that some of your members may directly contact us on regular business transactions, or we would be grateful if you could provide us with a list of companies who may be interested in acting as our distributor.
我们希望一些成员可以直接和我们公司有业务的来往，或者您可以提供一个对我们公司的产品感兴趣的客户名单，我们将不胜感激。

貴所会員の何社かが通常取引として直接弊社に連絡くださるか、弊社の販売店として業務することに関心のある企業リストを提供くださればありがたいと存じます。
당신의회원의 몇회사가 통상거래에 대해서 직접 우리회사에 연락 주시던가 우리 회사의 판매점으로서 업무하는 것에 관심이 있는 기업리스트를 제공해주신다면 감사하겠습니다.

Our Products: Toys, Accessories, Sporting Goods, Kitchenware, Houseware, Gardening Products
我们的产品　玩具　装饰品　体育用品　厨房用品　家居用品　园艺用品

우리의 상품 장난감 악세서리 스포츠용품 주방 용품 가정용품 원예 용품 
弊社製品：玩具、装飾品、スポーツ用品、調理用品、家庭用品、園芸用品

We hope you will give your kind and best consideration to this matter.
本件につきご配慮くださるようお願いします。
我们希望你能好好地考虑这件事
본건에 대해 배려해주시기 바랍니다.


	日付：26年5月6日
	学科： 
	学年：
	氏名：
	学生番号：


	We have learned from the trade bulletin of our Chamber that you are looking for Air Conditioning Systems for office use.

事務所使用の空調システムを探しているということを会議所の広報誌から知りました。
我们从我们的贸易公报获悉贵公司还在招聘办公室用的空调系统
We are one of the leading manufacturers of air conditioners in Japan, 
弊社は日本の空調メーカーの大手です。
我们是日本空调的主要制造商之一。
and have exported those units to Europe and North America for 20 years under the brand name of COOL MAX. 
そして、クールマックスというブランド名で２０年間ヨーロッパや北米に空調を輸出してきています。
并且出口到欧洲和北美国家长达２０年，名称为ｃｏｏｌｍａｘ的品牌。
The line has a wide variety of models including the new model CM-1099 recently introduced at the Tokyo International Living Show, and attracting the attention of thousands of guests from overseas.
本ブランドの空調製品には、様々なモデルがあり、最近、東京国際リビングショーで紹介しましたCM-1099は海外から何千というゲストの注目を浴びていました。
我们的产品线有各种各样的包括在东京生活展商最近推出的生活新模型ｃｍ－１０９９模型，并吸引来自海外数千名客人的注意。
We have enclosed our latest general catalog and specifications together with the export price list quoted on FOB Tokyo for your close study. 
しっかりご検討いただくため、FOB東京港渡しで見積もった輸出価格表とともに、最新のカタログと仕様書を同封いたします。
我们已经附上我们公司最新的综合产品目录和规格与报价ＦＯＢ东京的出口价格列表提供给你仔细研究。
We believe that they will meet your needs.
御社のニーズに合うもの確信します。
我们相信他们将会满足你的需要。
Should you have any questions or need any assistance, please do not hesitate to contact us at any time.

ご質問および助力が必要の場合はいつでも遠慮なくご連絡ください。
如果您有任何疑问或需要任何协助　请不要犹豫　随时与我们联系。

We have learned from the trade bulletin of our Chamber that you are looking for Air Conditioning Systems for office use.

우리는 당신이 사무실 용 에어컨 시스템을 찾고있는 우리의 상공 회의소의 무역 게시판에서 배운We are one of the leading manufacturers of air conditioners in Japan, 

우리는 일본에있는 에어컨의 선도적 인 제조 업체 중 하나입니다
and have exported those units to Europe and North America for 20 years under the brand name of COOL MAX. 

그리고 COOL MAX의 브랜드 이름 아래 20 년 동안 유럽과 북미에 그 단위를 수출했다.

The line has a wide variety of models including the new model CM-1099 recently introduced at the Tokyo International Living Show, and attracting the attention of thousands of guests from overseas.

라인은 최근 도쿄 국제 생활 쇼에서 도입 된 새로운 모델 CM-1099를 포함, 해외에서 고객의 수천의 주목을 받고있는 모델의 다양한 있습니다.

We have enclosed our latest general catalog and specifications together with the export price list quoted on FOB Tokyo for your 

Close study. We believe that they will meet your needs.

우리는을 위해 FOB 도쿄에 인용 수출 가격 목록을 우리의 최신 종합 카탈로그 및 사양을 함께 동봉하여 

닫기 연구. 우리는 당신의 필요를 충족 것이라고 믿는다.

Should you have any questions or need any assistance, please do not hesitate to contact us at any time.

당신은 질문이 있거나 도움이 필요한 경우, 언제든지 저희에게 연락하는 것을 망설이지 말라.


	日付：26年5月13日
	学科： 
	学年：
	氏名：
	学生番号：


	Your advertisement in the August issue of "Trade Overseas" interests us, and we would like to know full details of your products.
「海外貿易」８月号の広告に興味があり、貴社製品の詳細を知りたいと思います。
对８月分海外贸易的广告感兴趣，想要详细得了解贵公司的商品。

Please let us have your latest general catalog and specifications together with trade terms and conditions such as export prices and terms of payment.
輸出価格および支払条件のような取引条件とともに最新の一般カタログおよび仕様書をいただけないでしょうか。
请让我们用贸易条款和条件，如出口价格，付款条件以及一些贵公司最近的一般目录和规格在一起。
There is a steady demand here for high-end products like yours, and we believe that they will attract Japanese consumers if your prices are competitive enough.

貴社製品のような高額製品に対する根強い需要が当地にはあります。貴社の価格に十分なる競争力あれば日本の顧客を魅了すると確信します。
有一个稳定的需求对高端产品，如你的，我们相信他们会吸引日本消费者。如果你的价格有足够的竞争力。
We look forward to having your reply soon.
貴社のお速いご返事をお待ちします。
我们期待可以尽快得到你们的答复。
Your advertisement in the August issue of "Trade Overseas" interests us, and we would like to know full details of your products.

"무역 해외 '의 8 월호에서 귀하의 광고는 우리 관심, 우리는 당신의 제품의 자세한 내용을 알고 싶습니다.

Please let us have your latest general catalog and specifications together with trade terms and conditions such as export prices and terms of payment.

우리는 수출 가격과 지불 조건 등의 거래 조건과 최신 일반 카탈로그와 사양을 함께 알려 주시기 바랍니다.

There is a steady demand here for high-end products like yours, and we believe that they will attract Japanese consumers if your prices are competitive enough.

거기에 당신과 같은 하이 엔드 제품을 위해 여기에서 꾸준한 수요가있다, 우리는 당신의 가격은 충분히 경쟁력이 경우 그들은 일본 소비자를 끌 것이라고 믿는다.

We look forward to having your reply soon.

우리는 당신의 대답을 곧 있기를 기대합니다.


	日付：26年5月20日
	学科： 
	学年：
	氏名：
	学生番号：


	We obtained from the Korean Exporters Directory your name and address as one of the leading manufacturers of CAR AUDIO sets in Korea with good export experience to Europe and North America.
欧州や北米への十分な輸出実績をお持ちの、韓国で大手のカーオーディオセットのメーカーの一社として、貴社の名前と住所を韓国輸出名鑑より知りました。
我们从韩国出口商那里获得了您的情况，以及出口到欧美的经验

We are a major retailer operating 348 auto accessory stores all over Japan. 
弊社は日本全国に３４８の自動車用品店舗を運営する大手の小売業者です。
我们是一家经营３４８汽车配件零售店，遍布日本。
We plan to sell middle level Car Stereos in lower price ranges at our stores in the next fiscal year, and imagine that your models would meet our needs. 
来年、弊社店舗にて低価格の中級カーステレオの販売を企画しています。貴社モデルが弊社のニーズに合うのではないかと考えています。在下一个财政年度，我们的商店计划出售中等水平的汽车音响在最低的价格内。我们的模型将满足你们的需要。
Our trial order would be for a 40-foot container volume at first, and if your models receive a positive response from our customers, additional orders will be placed regularly.

弊社のトライアルオーダーは、まず、４０フィートのコンテナとなる予定です。貴社モデルに対して弊社顧客より良い手ごたえがあれば、定期的に追加注文する予定です。
我们的订单将有英尺的体积，如果你的模型从我们的消费中可以收到一个良好的反应，附加的订单将会定期到位。
Therefore, please provide us with your quotation on CIF Yokohama in payment by an irrevocable L/C at sight for a 40-foot container volume of the model CR-228Ⅹ,and send it together a catalog, specifications, and a sample by air promptly.

そのため、CR-228Ⅹについて４０フィートのコンテナ量に対する、一覧払取消不能信用状の支払条件で、CIF横浜港私条件での見積書をいただきたいと思います。同時に、カタログ、仕様書、サンプルもその見積書とともに至急、航空便でお送りください。
为了这个　发行了４０英尺长容量的ｃｒ－２８８ｘ的产品不能满足横滨港契约书的。我们会把样品和目录式样图以航空邮便方式发给你
We hope this letter becomes the first step in building a good business relationship with you in the near future, and look forward to receiving a preferable ry from you soon.
この手紙が近い将来貴社との良き取引関係を築く最初のステップになりますことを希望します。貴社より間もなく良いご返事を頂けますよう心待ちにしています。
我们希望这封信能成为建立良好的业务关系，并与您在不久的将来会有更好的回复
We obtained from the Korean Exporters Directory your name and address as one of the leading manufacturers of CAR AUDIO sets in Korea with good export experience to Europe and North America.

우리는 유럽과 북미에 좋은 수출 경험을 가진 한국의 자동차 오디오 세트의 선도적 인 제조 업체 중 하나로서 한국의 수출 업체 디렉토리 이름과 주소에서 얻을.

We are a major retailer operating 348 auto accessory stores all over Japan. 

우리는 일본 전국 348 자동차 액세서리 매장을 운영 주요 소매상 인이다.

We plan to sell middle level Car Stereos in lower price ranges at our stores in the next fiscal year, and imagine that your models would meet our needs. 

우리는 다음 회계 연도에 우리의 상점에서 낮은 가격 범위에서 중간 수준의 자동차 스테레오를 판매하고, 당신의 모델이 우리의 요구를 충족 것이라고 상상 할 계획입니다.

Our trial order would be for a 40-foot container volume at first, and if your models receive a positive response from our customers, additional orders will be placed regularly.

우리의 시험 순서는 처음에는 40 피트 컨테이너 볼륨에 대한 것입니다, 당신의 모델은 우리의 고객으로부터 긍정적 인 반응을받을 경우, 추가 주문은 정기적으로 배치됩니다.

Therefore, please provide us with your quotation on CIF Yokohama in payment by an irrevocable L/C at sight for a 40-foot container volume of the model CR-228Ⅹ,and send it together with a catalog, specifications, and a sample by air promptly.

따라서, 모델 CR-228 Ⅹ의 40 피트 컨테이너 볼륨 보자 마자 결정적인 L의 / C로 지급 CIF 요코하마에 대한 당신의 인용 저희에게 제공하고, 카탈로그, 사양, 공기 샘플과 함께 보내 신속.

We hope this letter becomes the first step in building a good business relationship with you in the near future, and look forward to receiving a preferable reply from you soon.

우리는이 편지가 가까운 장래에 당신과 함께 좋은 비즈니스 관계를 구축하는 첫 번째 단계가되어 희망, 곧 당신에게서 바람직한 응답을받을 수 있도록 최선을 다하겠습니다.


	We thank you very much for your inquiry of April 21 regarding the packing machine, PACKMAN No. HY-9913M.

梱包器のパックマンNo. HY-9913Mについての帰社４月２１日付の引合、大変ありがとうございます
我们非常感谢你四月二十一日对于包装机hy-9913M号的查询
We, however, regret to inform you that the model in question is no longer in production. 
しかし、残念ながらお問い合わせの機械はすでに生産されていません。

但是，遗憾的是您询问的机器已经停产了。
A new model No. HY-9914R has been introduced to the market since last November, and is enjoying high popularity wherever exported, owing to its superb design and improved functions compared to the previous model. 
新しいモデルNo. HY-9914Rが１１月より販売されています。その素晴らしいデザインと前のモデルの改良機能により、輸出先ではどこでも高い評価を博しています。
新的机型ＨＹ－９９１４Ｒ将从１１月开始发售。这样好的设计并且是以前机型的改良型，将会在各个输出地得到高的评价。
Enclosed are a quotation with the lowest export prices on CIF Seattle and all particulars of the trade and the related catalog.

CIFシアトル港渡しの最低の輸出価格の見積書、取引明細、および関係カタログを同封しました。
ＣＩＦ的港口，最低的输出价格的说明书和有关的一起看
If we can be of further assistance, please let us know.

更にお手伝いできることがございましたら、お知らせください。

如果我们还有什么能帮助的，请联系我们。
We thank you very much for your inquiry of April 21 regarding the packing machine, PACKMAN No. HY-9913M.

우리는 포장 기계, 팩맨 번호 HAY-9913M에 대한 4월 21일의 문의 주셔서 대단히 감사합니다.

We, however, regret to inform you that the model in question is no longer in production.

우리는, 그러나, 문제의 모델은 더 이상 생산한다는 메시지가없는 것을 후회한다.

A new model No. HY-9914R has been introduced to the market since last November, and is enjoying high popularity wherever exported, owing to its superb design and improved functions compared to the previous model. 

새로운 모델 번호 HY-9914R은 지난 11 월부터 시장에 소개하고 있으며, 이전 모델에 비해 기능을 자사의 뛰어난 디자인으로 인해, 수출 및 개선 때마다 높은 인기를 누리고있다.

Enclosed are a quotation with the lowest export prices on CIF Seattle and all particulars of the trade and the related catalog.

CIF 시애틀에서 가장 낮은 수출 가격과 무역과 관련 카탈로그의 모든 내역과 견적은 동봉
If we can be of further assistance, please let us know.

우리가 더 도움이 될 수있는 경우에, 저희에게 알려 주시기 바랍니다.
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	日付：26年5月27日
	学科： 
	学年：
	氏名：
	学生番号：


Thank you very much for your quotation of June 6.

貴社６月６日付見積書大変ありがとうございました。
非常感谢你在6月6日的报价单。
6월 6일 당신의 인용 주셔서 대단히 감사합니다 .
We clearly understood your price structure, and are pleased to start business with your company if you can accept the following conditions:

貴社の価格構成、明確に理解しましたので、次の条件をお受けくださるなら，貴社とお取り引きしたいと存じます。
我们非常清楚你的报价结构，如果能够接受下列的条件我们将很高兴的与你的公司展开商务合作。
우리는 명확하게 당신의 가격 구조를 이해하고, 다음과 같은 조건을 받아 들일 수있는 경우에 당신의 회사와 사업을 시작하는 것을 기쁘게 생각합니다 :
We shall order a 40-foot container volume (1,086 sets) instead of a 20-footer’s (510 sets) with payment by D/P.

D/Pにての支払条件で、２０フィートコンテナ（５１０セット）でなく、４０フィートコンテナ（１０８６セット）
希望使用40英寸的集装箱而不是使用20英寸的集装箱进行付款交单。
우리는 D / P에 의한 결제 대신 20 바닥 글 (510 세트)의 40 피트 컨테이너의 용량 (1,086 세트)를 주문한다
Would you reduce, however, the price to US＄28.00 per set, which makes the total amount of US＄30,408?

しかしながら、セット当たり２８米ドルに値下げしていただけませんでしょうか？総計３０,４０８米ドルとなります。
以及能不能将一套的价格降为28美元一套，总计30408美元。

당신은 미국 30,408달러의 총량을 만드는 세트, 당 US $ 28.00의 가격에, 그러나, 약간 관용을 만들까요?
We are prepared to issue a purchase order upon receipt of your acceptance of this proposal.
本提案をお受けいただけ次第、注文書を発行する所存です。
如果能够接受这个提案，我们便发行订货单。
우리는이 제안에 동의를받는 즉시 구매 주문서를 발행 할 준비가되어 있습니다
Your best attention in to this matter would be greatly appreciated.
本件への最善のご配慮、大変感謝いたします。
这是最好的提案，请多多理解。

이 문제에 대해 가장 관심을 크게 감상 할 수있다. 
	日付：26年6月3日
	学科： 
	学年：
	氏名：
	学生番号：


Thank you very much for your e-mail of November 12, asking us for an extra discount of 5% over the regular trade discount program on condition that you place an order with us for 2,400 sets of printers.

非常感谢11月12日的电子邮件。关于提出的5%的折扣请求，我们希望你的打印机订购量为2400台。

 당신은 프린터의 2,400 세트에 대한 우리와 함께 주문을 조건으로 일반 무역 할인 프로그램을 통해 5 %의 추가 할인을 위해 저희에게 물어 년 11 월 12 일의 전자 메일에 대해 대단히 감사합니다.

１２月１２日付け貴社Eメール大変ありがとうございます。２４００台のご注文条件に通常値下げよりさらに５％の特別値引きの依頼を承っています。
While thanking you for your counter offer, we must point out that our prices have already been reduced to the lowest possible, and that printers with the same quality and functions as ours are unobtainable anywhere in the current market at our rate.

感谢你方的回复，我们必须指出我们的价格已经降到最低，目前这种品质和功能的打印机在市场上已经是最低的价格了。
당신의 반대 제안을 당신을 감사하는 동안, 우리는 우리의 가격은 이미 최저로 감소하고, 우리와 같은 품질과 기능을 가진 프린터는 우리의 속도로 현재 시장에서 아무 곳이나 손에 들어 오지 않는 것을 한 것을 지적해야합니다.

貴社のカウンターオファーには感謝いたしますが、弊社の価格はすでに特別値下げをしており、また、弊社と同じ性能で機能を持つプリンターは現在のところ弊社の価格では入手はできないことを申し上げたいと思います。
We would, however, be pleased to accept your requested discount if you could increase the quantity of your order up to 3,600 sets. 
如果你能够将订购量提升到3600台的话我们将很高兴的接受你们的请求。
우리는, 그러나, 당신은 3,600 세트까지 주문의 양을 증가시킬 수있는 경우 귀하의 요청에 할인을 받아들이는 만족 될 것입니다.

しかし、３６００台購入いただけるのであれば、喜んでご要望にお応えいたす所存です。
There are signs of an increase in material costs within a few months which must be reflected in merchandise prices, and so we suggest that now is the best time for you to make a decision to purchase.

这几个月的商品材料成本有提升的趋向，所以我们认为现在是做出决定的最好时机。
이 상품의 가격에 반영해야합니다 몇 개월 이내에 재료 비용의 증가의 흔적이 있고, 그래서 우리는 지금 당신이 구매 결정을 내릴 수있는 가장 좋은 시간입니다 것이 좋습니다.

数か月内輪に商品価格に影響する原料高騰の兆しがありますので、今がご購入いただく良い機会だと考えます。
We are looking forward to your confirmation soon. 
我们期待你的确认答复。

우리는 곧 당신의 확인을 기다리고 있습니다.

貴社のさっそくの確認をお待ちしています。
	日付：26年6月 10日
	学科： 
	学年：
	氏名：
	学生番号：


We are going to open an account with XYZ Corp., Room 819, No. 1, Hung To Road, Kwun Tone, Kowloon, Hong Kong.

弊社は、香港のKowloon, Kwun Tone, Hung To Road, No. 1, Room 819にある XYZ社と取引を予定しています。
我们预定与香港kowloon，kwun tone，hung to road，no 1，room 819的xyz公司进行交易。
We would like to know their financial standing. 
同社の財務状態を知りたいと思っています。
我们想知道这个公司的财务情况。
 
Especially what amount do you think we could safely allow them at the initial stage of doing business? 
特に、初回取引額はいくらが安全だと思われますか？
特别想知道这个公司第一次交易额多少是安全的。
We should also appreciate any information you can give us about their current business standing and the range of their trading volume.

同社の現在の営業状態及び営業規模についても情報を頂けると幸いです。
如果能有这个公司现在的营业状况以及营业规模那就更好了。
We assure you that all information from you will be treated in strict confidence.

貴所からのいかなる情報も厳格に秘密保持いたします。
对于你们的提供的情报我们一定严格保密。
 

	


We would like to start business with PQR Co., 1234 Broadway, Portland, Oregon, U.S.A.

弊社は、米国オレゴン州ポートランド、ブローウエイ1234のPQR社と取引を開始する予定です。
我们预定与美国俄勒冈州portland broadway1234的pqr公司开始进行交易。
Please provide us information about their credit and financial standing. 
同社の信用状態及び財務状態についての情報を頂けませんか。
我们想知道这个公司的信用状况以及财务状况可以吗。
We would, of course, be happy to cover all expenses incurred in connection with this inquiry. 
もちろん、本問い合わせに関して生じた諸費用は喜んでお支払いします。
当然其中的费用都由我们承担。
Their main bank is The First National Bank, Ltd., Portland Branch.

同社の主要取引銀行はFirst National銀行ポートランド支店です。
这个公司的主要交易银行是first national银行的portland支行。

We assure you that any information which you may provide us will be kept in strict confidence.

弊社が提供を受けるいかなる情報も厳格に秘密保持いたします。
我们一定对提供的情报进行严格的保密。

	We are going to open an account with XYZ Corp., Room 819, No. 1, Hung To Road, Kwun Tone, Kowloon, Hong Kong.

우리는 XYZ 공사, 룸 819, 제 1 호, 기형 도로, Kwun의 통, 구룡, 홍콩 계좌를 개설 할 것입니다.

We would like to know their financial standing. 

우리는 그들의 재정 상태를 알고 싶습니다

Especially what amount do you think we could safely allow them at the initial stage of doing business? 

특히 어떤 양 당신은 우리가 안전하게 사업의 초기 단계에이를 수 있다고 생각합니까?

We should also appreciate any information you can give us about their current business standing and the range of their trading volume.

우리는 또한 당신이 현재의 비즈니스 서 자신의 거래량의 범위에 대한 정보를 줄 수있는 정보를 주셔서 감사합니다

We assure you that all information from you will be treated in strict confidence.

우리는 당신의 모든 정보는 엄격하게 기밀로 유지 될 것이라고 확신합니다.

We would like to start business with PQR Co., 1234 Broadway, Portland, Oregon, U.S.A. 
우리는 PQR (주) 1234 브로드 웨이, 포틀랜드, 오레곤, 미국으로 사업을 시작하고 싶습니다
Please provide us information about their credit and financial standing. 

우리에게 자신의 신용 및 재정 상태에 대한 정보를 제공하십시오.

We would, of course, be happy to cover all expenses incurred in connection with this inquiry. 

우리는, 물론,이 문의와 관련하여 발생하는 모든 비용을 커버 할 수있을 것입니다.

Their main bank is The First National Bank, Ltd., Portland Branch.

그들의 주요 은행은 (주) 퍼스트 내셔널 은행, 포틀랜드 지점입니다.

We assure you that any information which you may provide us will be kept in strict confidence.

우리는 당신이 우리를 제공 할 수있는 모든 정보는 엄격하게 기밀로 유지 될 것이라고 확신합니다.


	日付：26年6月 17日
	学科： 
	学年：
	氏名：
	学生番号：


Enclosed herewith is the Acknowledgement of Order made out in duplicate based on the meeting held between you and our representative on February 4.
 随函附上你与我们2月4日的会晤确认信息。
 It would be appreciated if you would check these documents, recognize everything acceptable, and return the duplicate to us with your signature.

请确认这些文件是否可以接受并且返回一份有你签名的文件。
If you find anything not in order or if you have any questions or comments, please let us know soon.  

如果你发现有任何问题或意见请尽快与我们联系。
	


We have enclosed a draft of the Agreement which was made based on your final confirmation of June 21 about trade terms and conditions.

我们随信附上一本协议是关于六月二十一日的最终确认有关贸易条款和条件的。
 Would you please review the contents carefully? 
请你仔细审查内容。
 Upon receipt of your confirmation that everything is acceptable, we will send the formal Agreement to you.

收到你的确认后如果一切都没有问题我们将送上正式的协议。
 Otherwise, if you find any problems in the contents, please let us know by return, then we will correct and prepare a revised draft.
 如果发现有问题的内容请通知并返回给我们然后我们将进行修改。
	 a draft of the Agreement  契約書草案


We are pleased to place an order with you for 1,000 sets of Garden Furniture in accordance with the terms and conditions stipulated in the Sales Contract. 庭園家具
我们很高兴向你订购1000套协议中的条款一致的花园家具。
We arranged to establish an L/C at sight in your favor for US$49,000 with the Metropolitan Bank, Ltd., Shinbashi Branch yesterday. 
我们打算建立一个信用证明以你为受益人金额49000美金与都市银行。昨天新桥支行。
Please assure that shipment is made within 30 days after you receive the L/C.

请确保收到货物后30天内提出信用证明。

This is a trial order and might be a trifle for you, but if this first order is satisfactorily executed, we shall be able to place substantial orders regularly with you in the future.
 这是一个试订单，数量不是很多如果首批订单令人满意的话我们将大量订购，非常期待与你的合作。

	Enclosed herewith is the Acknowledgement of Order made out in duplicate based on the meeting held between you and our representative on February 4.

동봉 동봉하여 월 4 일에 당신과 우리 대표 사이에 개최 된 회의에 따라 중복에서 만든 주문의 승인이다.

It would be appreciated if you would check these documents, recognize everything acceptable, and return the duplicate to us with your signature.

당신은이 문서를 확인 모든 사항이 인식하고, 당신의 서명으로 우리에게 중복을 반환하면 감상 할 수있다.

If you find anything not in order or if you have any questions or comments, please let us know soon.

질문이나 의견이있는 경우에, 당신이 순서 또는 아무것도하지 찾아내는 경우에, 저희가 빨리 알려 주시기 바랍니다.

We have enclosed a draft of the Agreement which was made based on your final confirmation of June 21 about trade terms and conditions.

우리는 거래 약관과 조건에 대한 6월 21일의 최종 확인에 따라 만들어진 계약서의 초안을 동봉.

Would you please review the contents carefully? 

당신은 내용을 주의깊게 검토하였습니까?

Upon receipt of your confirmation that everything is acceptable, we will send the formal Agreement to you.

모든 사항이 적절하다고 확인을 받는 즉시, 우리는 당신에게 형식적인 계약서를 보내드립니다.

Otherwise, if you find any problems in the contents, please let us know by return, then we will correct and prepare a revised draft.

그렇지 않으면, 당신은 내용에 어떤 문제를 발견하면, 우리가 반환하여 알려 주시기 바랍니다, 우리는 수정 된 초안을 수정하고 준비하고있습니다

We are pleased to place an order with you for 1,000 sets of Garden Furniture in accordance with the terms and conditions stipulated in the Sales Contract.

우리는 판매 계약에 규정 된 조건에 따라 정원 가구의 1000 세트를 위해 당신의 주문을 기쁘게 생각합니다.

We arranged to establish an L/C at sight in your favor for US$49,000 with the Metropolitan Bank, Ltd., Shinbashi Branch yesterday. 

우리는 수도권 은행, 회사, 신바시 점 어제와 미국 49,000달러에 대한 당신의 호의에있는 광경 리터 / C를 설정하는 배열.

Please assure that shipment is made within 30 days after you receive the L/C.

당신은 L / C를받은 후 그 선적이 30 일 이내에 구성되어 있는지 확인하십시오

This is a trial order and might be a trifle for you, but if this first order is satisfactorily executed, we shall be able to place substantial orders regularly with you in the future.

이 시험 순서는 당신을 위해 사소한 일이 될 수도 있지만, 첫 번째 순서는 만족스럽게 실행하면, 우리는 미래에 당신과 함께 정기적으로 상당한 주문을 할 수 있어야한다.


	日付：26年6月 24日
	学科： 
	学年：
	氏名：
	学生番号：


Thank you very much for your order No. 99-1037 of May l9 by e-mail for 1,000 pairs of Walking Shoes.

１０００足のウォーキングシューズに対するEメールでの５月１９日付貴社注文書に大変感謝します。
As we explained in the meeting with your representative, and as stipulated in Article 8 TIME OF SHIPMENT in the Contract, shipment for products made to your specifications is not possible in less than 60 days, but we are giving your order priority. 
貴社の代表者とのミーティングでご説明し、契約書の第８条「納期」の規定の通り、貴社の仕様に基づいて製造される製品の船積みは６０日以内では不可能ですが、貴社製品を優先いたします。in less than 60 days=60日足らずで、６０日以内で
Your order will be completed by July 31. Your shipping instructions would be appreciated so that we can arrange its shipment without delay.

貴社注文品は７月３１日までに完成する予定です。遅れることなく船積みの手配ができるように貴社の船積み指図を頂けると幸いです。
You should be satisfied with the goods ordered to us in every respect.弊社への注文品はあらゆる点でご満足いただけると思います。
	


Thank you very much for your Sales Note No. 998-034 of August 10 confirming our order No. GA-1682/99.

We are pleased to inform you that we, as requested, arranged to establish an irrevocable Letter of Credit at sight in favor of ABC Co., Ltd. for the amount of US$37,221.50 with the Global Bank, Ltd., Shinjuku Branch yesterday.一覧払信用状 開設する
A copy is enclosed for your information.

ご案内のためにコピー一通同封します。
The shipping instructions will be given to you within a week.船積み指図
We have to request you to extend the time of shipment and the validity of the L/C No.9876543-21 by one month respectively. 
The reason is that the delivery of raw materials was delayed due to strikes of the transportation union.
Under such circumstances, please accept our request for amendment of the L/C.ご承諾ください
	


Thank you very much for increasing the quantity of your order No. 99-381.

We would like, however, to ask you for an amendment of the L/C No. MK-990817035 of June l7 as follows:

	
	ORIGINAL
	AMENDED AS

	Quantity
	200sets
	225sets

	Amount
	US＄16,000
	US＄18,000

	Latest Shipping Date
	July31, 20ⅩⅩ
	August 10, 20ⅩⅩ

	Expiry Date
	August 15, 20ⅩⅩ
	August 25, 20ⅩⅩ


Your prompt action in this matter would be greatly appreciated.
	非常感谢你通过电子邮件购买的１０００双鞋子，订单号为９９－１０３７　５Ｌ９。
我们与你的代表进行商定，根据合同条第八条规定发现按照你的规格制造的产品不能在６０天内完成但我们将给予制造优先。
你的订单将于７月３１日之前完成我们将按照指示尽快完成运输安排。
你赢更改能满意我们的产品。
非常感谢你，你的销售码８月１０日９９８－０３４　请确认订单号ＧＡ１６８２／９９
我们很高兴通知你我们按照要求建立不可撤销信用证由ＡＢＣ公司为３７２２１．５０美元与全球银行有限公司　昨天新宿分店。
副本附上　以供参考。

船运说明将在一 周内给你。
我们有权要求延长一个月Ｌ／Ｃ　　９８７６５４３２１的有效时间。
圆事事因为运输公会的罢工影响了原材料的交货。
在这种情况下请接受我们的要求修订Ｌ／Ｃ。
非常感谢你增加订单号９９－３８１的订货数量。
以下是我们关于Ｌ／Ｃ　ＭＫ－９９０８１７０３５　７月１０的修正情况
　　　　　　　　　　　　　　　　　之前　　　　　　　　　之后

数量　　　　　　　　　　　　２００套　　　　　　　　　２２５套

金额　　　　　　　　　　　　１６０００美元　　　　　　１８０００美元
最新的送货日期　　　　　２０ＸＸ年７月３１日　　　２０ＸＸ年８ 月１０日

到期时间　　　　　　　　　　２０ＸＸ年８月１５日　　　２０ＸＸ年８月２５日
对这个问题的快速回应我们将不胜感激。



	日付：26年7月1日
	学科： 
	学年：
	氏名：
	学生番号：


Re: Your Order No. 994321 of March 11
We are pleased to inform you that 10,000 pieces of Key Holders for the above order were shipped to you by the M/V Pacific Express of Great Asia Line yesterday.
The packing was carefully carried out according to your instructions, and we are sure that all goods will reach you in good order.
We enclose herewith copies of the shipping documents. 
The original full set of the Bill of Lading will be transferred to the bank together with the Invoice in triplicate, the Packing List in triplicate, and the Insurance Policy in duplicate.
The above means that we have drawn on you a draft at 30days’ sight for the full invoice amount US＄88,900.00 through the XYZ Bank, Ltd., Akihabara Branch, in accordance with the terms of payment mutually agreed.
We are looking forward to your further orders in the near future.
	


We are writing to draw your attention to our order No. 397-28 of August 21 which has not yet reached us as of this date.

According to the shipping date of which you had informed us in advance, the shipment should have arrived at Tokyo a week ago.

Would you please look into the shipping status and let us know by return?

	


Thank you very much for your prompt shipment of our order. We took delivery today.

Everything seemed in order at first, but while checking the goods closely, we found that one (1) unit out of 20 dental chairs had been damaged in full and three (3) units in part. 
Would you please replace those four (4) units with complete ones immediately since we are in urgent need of the all units in our order to deliver to an important client by the end of this month?

We would appreciate your prompt action.

	


We are sorry to learn from your letter of January 21 that the goods for your order No. AD-IMA reached you in unsatisfactory condition.

We are checking up on the matter now, but this might have been caused by poor packing at our end or careless handling in transit. In either case, we are prepared to replace any damaged goods with new ones. 
Would you please send the broken articles back to us as we will, of course, bear all of your shipping expenses. 
Or if you have any good alternative idea for resolving this problem, please let us know soon.

Again, we are sorry for the inconvenience you have suffered. 
We will take all possible measures to make sure that such a mistake will never be repeated.
	日付：26年7月8日
	学科： 
	学年：
	氏名：
	学生番号：


We are in receipt of your invoice No. 991019 of March 6 referring to our purchase order No. AD-804.

We arranged today to remit 50% of the invoice amount, namely US$24,035.00, into your bank account. 
The balance will be paid on the 60th day from the invoice date as agreed in the contract.

We would appreciate your acknowledgment of our first payment.

	


Thank you very much for your prompt payment of US$7,850 for your purchase order No. l8556.

We look forward to doing business with you in the near future.

	


Today we have drawn on you (⇒your bank=XYZ Bank), in favor of the PQR Bank, Tokyo, by 60 d/s, for the amount of US$42,800 under the irrevocable L/C No.100 issued by the XYZ Bank, Los Angeles, CA, covering your order No.222 for 1,000 barrels of California Wine.

	受講生の質問欄http://gaikokugogakushukai.la.coocan.jp/Questions02Moriyasan.htm 
森谷さんの質問への解答

手形名宛人（on you）に関するご質問に対して下記のようにお答えします。「貿易実務検定　B・C級「貿易実務英語」オフィシャルテキスト１５６ページ
Core（手形振り出し）の解釈 →　一覧後30日払い荷為替手形（信用状付き）のしくみ
Please be advised that we have drawn on you for (AMOUNT) in favor of (NEGOTIATING BANK) today.

本日貴社宛て（買取銀行）受け取りの額面（金額）の手形を振り出しました。

上記の英文は下記のように解釈することができます。

1.     この邦訳をそのまま活かして読んだ場合。（「貿易実務ハンドブック　ベーシック版　３２１ページ「図表１２－５　輸出手形保険のしくみ」を参照。）
信用状のないD/PやD/A手形は、必ず輸入者宛に振り出され、通常、輸出地の銀行による買取は行われず、取立てのために輸入地の銀行に送付されます。輸入地の銀行が輸入者から代金を取り立て、輸出地の銀行への支払が行われた後に、輸出者に支払いが行われます。
ただし、日本貿易保険の輸出手形保険をかけた場合は、信用状がなくても手形額面の９５％の支払いがこの保険で補償されますので、輸出地の銀行は、D/PやD/A手形でも買い取ってくれます。従って、このような特殊なケースにおいては、手形名宛人（on you）が貴社（輸入者）になり、手形は輸入者（貴社宛て）に振り出されます。

２．信用状つきの手形の振り出しとして読んだ場合。
信用状が発行されている場合は、通常、発行銀行宛てに手形が振り出され、輸出地の銀行によって買い取られます。したがって、（買取銀行）受け取りが意味を持って来ますし、手形名宛人（on you）は信用状発行銀行にならなければならず、貴社宛てではなく貴行宛てとなるわけです。なお、信用状が発行される場合は、UCP600で輸入者宛てに手形が振り出されることが禁止されています。
なお、１５７ページのnotesに記載について下記のように修正します。
We draw on DRAWEE（手形支払人＝信用状発行銀行）宛てに
この文言の下に under (THE L/C NO. XXXX)とあり、この手形は、明らかに信用状つきの手形振り出しのことを言っているためです。 


We hope you protect the draft upon presentation.

	


It has already been more than two weeks since we requested you by our fax No. HY102299 of October 22 to send your catalog and quotation of the product lines for the next year. 
As of this date, however, we have had no reply from you yet.

Could you please let us know by return when we can expect them?

Your best attention to this matter would be greatly appreciated.

	


Effective on January 1, 20XX, the prices of all our products will be revised.
The major cause of this change is the recent sudden appreciation of the yen by 10%. 
We have absorbed one half of the increase by our management effort, but half of the increase has become unavoidable regrettably. 
We hope this increase will not affect your sales of our products.

In the meantime, we will apply the current prices on all orders reaching us on or before January 10 for the convenience of your business.

If you need further information, please feel free to contact us.

We are in receipt of your invoice No. 991019 of March 6 referring to our purchase order No. AD-804.

우리는 우리의 구매 주문 번호 AD-804을 참조 3월 6일의 송장 번호 991019의 영수증에 있습니다
We arranged today to remit 50% of the invoice amount, namely US$24,035.00, into your bank account. 

우리는 당신의 은행 계좌로, 송장 금액, 즉 US $ 24,035.00의 50 %를 송금 오늘 배치
The balance will be paid on the 60th day from the invoice date as agreed in the contract.

계약에 합의 균형 청구서 날짜에서 60 일에 지급됩니다.

We would appreciate your acknowledgment of our first payment.

우리는 우리의 첫 번째 지불의 당신의 확인을 부탁드립니다
Thank you very much for your prompt payment of US$7,850 for your purchase order No. l8556.

구매 주문 번호 l8556에 대한 US $ 7,850 당신의 신속한 지불 주셔서 대단히 감사합니다.

We look forward to doing business with you in the near future.

우리는 가까운 장래에 당신과 함께 사업을하고 기대하고 있습니다.

Today we have drawn on you, in favor of the PQR Bank, Tokyo, by 60 d/s, for the amount of US$42,800 under the irrevocable L/C No.100 issued by the XYZ Bank, Los Angeles, CA, covering your order No.222 for 1,000 barrels of California Wine.

오늘 우리는 결정적인 L에서 미국 4만2천8백달러의 양, 60 D / S에 의해, PQR 은행, 도쿄에 찬성, 당신에 그려진 한 / XYZ 은행, 로스 앤젤레스, CA에 의해 발행 된 C 100 호 취재하여 캘리포니아 와인의 1,000 배럴에 No.222 주문.

We hope you protect the draft upon presentation.

우리는 당신이 프레젠테이션에 따라 초안을 보호하겠습니다.

It has already been more than two weeks since we requested you by our fax No. HY102299 of October 22 to send your catalog and quotation of the product lines for the next year. 

우리는 내년 카탈로그 및 제품 라인의 인용을 보내 10 월 22 팩스 번호 HY102299으로 당신을 요청한 이후 이미 2 주 이상이었다.

As of this date, however, we have had no reply from you yet.

이 날짜로, 그러나, 우리는 아직 당신에게서 아무 대답이 없었습니다.

Could you please let us know by return when we can expect them?

당신은 우리가 그것들을 기대 할 수있을 때 우리가 반환하여 알려 주시기 바랍니다 수 있습니까?

Your best attention to this matter would be greatly appreciated.

이 문제에 대한 귀하의 최고의 관심은 크게 감상 할 수있다.

Effective on January 1, 20XX, the prices of all our products will be revised.

1 월 1 효과, 20XX는 모든 제품의 가격을 수정해야합니다.

The major cause of this change is the recent sudden appreciation of the yen by 10%. 

이러한 변화의 주요 원인은 10 %로 엔의 최근 갑자기 감사합니다.

We have absorbed one half of the increase by our management effort, but half of the increase has become unavoidable regrettably. 

우리는 우리의 관리 노력에 의해 증가의 절반을 흡수했지만, 증가의 절반은 유감스럽게도 피할되고있다.

We hope this increase will not affect your sales of our products.

우리는 이러한 증가는 우리의 제품의 판매에 영향을 미치지 않습니다 바랍니다.

In the meantime, we will apply the current prices on all orders reaching us on or before January 10 for the convenience of your business.

If you need further information, please feel free to contact us.

한편, 우리는 당신의 사업의 편의를 1 월 10 일 또는 그 이전에 우리를 도달하는 모든 주문에 대한 현재의 가격을 적용합니다. 

당신이 추가 정보를 필요로하는 경우에, 저희에게 연락 주시기 바랍니다.

我们在３月６日收到你单号为９９１０１９的发票关于我们ａｄ－８０４的采购单。
我们今天安排会出发票金额的５０％为２４０３５．００美元到你的银行账户。
余额将从放票日期的６０天后支付。
我们将非常感谢你对我们第一笔款项的确认。
非常感谢你及时支付订单号１８５５６的７８５０美元。

我们期待不久的将来与你的业务。
今天我们已制定赞成支付ＰＱＲ银行东京６０Ｄ／Ｓ下的的４２８００美元的不可撤销的信用证由ＸＹＺ银行洛杉矶加州，覆盖订单号２２２１号的１０００万桶葡萄酒。
我们希望你对出示的草案进行保密。
这是两 个星期以前我们要求贵方１０月２２日传真至ＨＹ１０２２９９的明年目录和产品线。
但是目前我们还没有收到答复。
能否通知我们什么嘛时候给我们答复。
最好能注意这件事我们将不胜感激。
在有效期２０ＸＸ年１月１日以后我们将调整我们的所有产品的价格。
这一变化主要是日元１０％的升值所致。
我们已经自己吸收了一半增长代价但是还有一半的增长我们深表遗憾。
我们希望这次的增长不会影响你销售我们的产品。
在此期间我们在１月１０日前维持之前签订的所有产品价格，我们希望你为你的企业带来便利。

	日付：26年7月15日
	学科： 
	学年：
	氏名：
	学生番号：


Thank you very much for your order No. 8888 for 1,000 sets of Digital Camera DC-101A.

It is regrettable, however, that that model is currently out of stock owing to steady demand from all over the world. 
We expect it will be available again within a month.

We suggest you hold your order in our back order list (=We suggest you back-order the merchandise) so as not to miss the opportunity again.

	取り寄せ注文、注文残


We have received your order sheet No.8888 of May17 for 200 pcs. of china No.125-8.
We regret very much to inform you that the model No.125-8 has not been in production since the beginning of this year.
But we recommend the succeeding model No.135-6, as shown in the enclosed catalog, which has already been enjoying high demand in European countries because of its superb design and reasonable price.
We hope the new model will interest you, and look forward to receiving an order from you in the near future.
	


Your shipment of our order No.123-4599 has yet to reach us as of this date in spite of our repeated requests for urgent dispatch.未だ～していない
Since the goods in this order are all the Christmas items, a late delivery will cause us a great loss in our sales.
Unless it will be delivered by the end of this month at the latest, we have no alternative but to cancel this order.
We anxiously await your immediate response.
	


This is to inform you that as of this date we have not yet received your payment to our invoice No.1209AM of March 31 referring to your order No. 99-l23.

We would appreciate it if you could expedite the arrangement of payment to this outstanding account right away.

Please disregard the matter if your payment crossed this notice.

We regret the necessity of reminding you once again of your three months overdue account of US＄12,000.
We would like you to settle this long-overdue account without any further delay; otherwise, we may not be able to accept your orders hereafter.
You are requested to act promptly.
	日付：26年7月22日
	学科： 
	学年：
	氏名：
	学生番号：


We are in receipt of your letter of May 13 pointing out our duplicate billing. 二重請求
Upon checking the matter with our Accounting Department, we found that the invoice was indeed sent twice for your single order.

We are sorry for any inconvenience you suffered by our clerical error. Please disregard the second invoice and arrange payment only to the first one.事務的なミス
We will do our best to ensure that such a problem will never recur. 再発する; 繰り返される.
We would appreciate your understanding, and look forward to working with you again in the future.

	


I am pleased to inform you that I will arrive in Dallas, TX, Monday, June 20, 3:25 p.m., CST via JAL 525. 
CST: Central Standard Time〈米〉中部標準時間
I would like to meet with you and your marketing executives on Tuesday, June 21, for a full day’s discussion regarding an exclusive distributorship agreement, and if it is convenient for you, I would also enjoy on the next day visiting the distribution center which you newly opened. 【自動】楽しむ、楽しく過ごす
Meanwhile, could you please make a reservation at the Millennium Hotel for me for a single room. 
I will stay there three nights.

We look forward to your earliest confirmation of the above.

	


Thank you for your letter of February 28 informing us of the schedule of your forthcoming visit. 来たるべき
Our Mr. Tetsuo Watanabe, whom you met during your last visit here, will meet you at Narita on March 9. 
I will welcome you at our office. お迎えする
The meeting has been scheduled on the next day at 10:00 a.m. as requested.

I’m looking forward to seeing you again soon. 
Have a nice trip to Japan.

	


We are very happy to hear that you will visit our company after attending at the trade show in Tokyo.

Unfortunately, March 17 you proposed is somewhat inconvenient for us because Mr. Ogawa, Manager in Marketing and I have to attend another meeting on that day. 
We would appreciate your rescheduling to either the 18th or 19th. 計画を変更する.
Please let us know as soon as possible which date is convenient for you.

	


Thank you very much for the valuable time you spent with me during my visit to London.

ロンドン訪問中に私のために貴重なお時間を割き大変感謝いたします。
We really had a fruitful meeting, and I am confident that our new project will start with your cooperation very soon. 
ほんとに有意義な会でした。我々の新プロジェクトが間もなく貴社との協力のもとスタートするものと確信します。
Please give my cordial regards to Mr. Karl White, who has truly devoted himself to this matter.

Karl White氏によろしくお伝えください。彼はこの件につきほんとにご尽力を尽くされました。
I look forward to developing an even closer relationship for our mutual benefit.

我々の双方の利益のためにより緊密な関係を築くことを心待ちにしています。
	


On April 1, 20XX, we are scheduled to move to the following address:

New Capital Bldg. 812

2-3 0temachi 1-chome, Chiyoda-ku, Tokyo 100-0004

Phone: 81 (3) 3123-4567  Fax: 81 (3) 3123-8901
２０ｘｘ年４月１日付で、弊社は次の住所に移転する予定です：
〒100-0004　東京都千代田区大手町１丁目２－３
電話：81（3）3123-4567　ファックス：81（3）3123-8901

Your continued cooperation and assistance will be highly appreciated.
貴社の引き続きの協力と助力に大変感謝します。
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