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Aol Jilu gl b aadiad clathaaa of
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Inquiry letters . bwdic) Jitu; -3

first inquiry letters . 5.4 Jg¥ Judic) Jib, -4

Ordinary inquiry Letters . gatadl o) ) Sial) jludic) Jibwy -5
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- Useful phrases and vocabulary for writing business letters.

- A el Jile ) AUS B aadied cilals g clatbias

- Wearewriting.... asl s
‘| Toinformyouthat... | . O pSEy
‘| To confirm... A<l
| Torequest ... L bl
-| To enquire about ..... ceee (5 il
“| I recently read / heard about ..... and would like to know..... el ol Al g, o8 1A Caan [ @i B A
-| Having seen your advertisement in ....i would like to ...... P Y P aSDle) il
| We would appreciate it if you would weee il ol Ciiaa () gSin
:|  would be interested in(obtaining / receiving) ... | ... Al Ao Jgantly ) g pwa g sSiu
:| I received your address from .....and would liketo | ... @ £ . (m aldl gie Cudli
“| I am writing to tell you about ...... ceee (5 aSAY alyl) GIS)
-| thank you for your letter of March 15. ke 15 B A8 jsall il o ) S
-| Thank you for contactingus. | ... Uy asllai) e | sd
“| In reply to your request,..... v pSalh ey
*| Thank you for your letter regarding ... | .. wa iy dillu ) o | S
“| With reference ..... e ) BULENL
:| Referring to previous contact ..... ceee Gl Jlal) A1 5 LAY
“| I would just to confirm the main points ...... cee A gl BT e aS ) ) Jadd o g)
-| 1 would be grateful if you could ..... ceee piladi ol Uiaa ¢ gSlua
“| Could you possibly tell us / letus have ..... | ... O Uiy [ Ui ) (Saal) (e R
’| Could you pleasesend me ... | L. o a0V gL
*| In addition,..... vee o) AR
“| It would be helpful if you could send us ..... ceee (A ] (e Jgaall) 2 aliga U
“| I am interested in ( obtaining /receiving)..... | ... W Ju i O OSal ol bl (pa (y gSam g

-| Please let me know .....

...... o) O (A

| Would you like us to .....?

) N VI TRV

| We would be happyto..... | — el ) S g
| We are quite willingto...... | — Al daaia) o ol
| Our company would be pleasedto..... | ... O LIS 3l )9 (S99 (o O 5Sp

| We are pleased to announce that .....

“|  am delighted in informyou that.... | ... Ol Lale ashia o) (At
-|  would like to query the ..... | . o i) 3l
-| Please send us your price list.... oo Jd) dadld L) glas ) aSLad ha
| We know aboutyou from..... | (e pSis U8 s

- Business letters:-
© www.ums-edu.com/distance

distance@ums-edu.comE-mail:
. Tel: +967- 01- 530380
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To complete a foreign commercial transaction , there are several Kinds of letters that need to be exchanged between
the seller and the buyer , some of them are sent by the buyer ,others are sent by the seller . Each Kind of such letters
has its own distinguished characteristics and therefore needs special attention.

-1 4 el Jib )

Gl s g sidiall 5o Jeu i Gl g o sichially aodl coas Alalia 9530 EUiaT (A Jiau 1 (oa 1530 B0 5 a1 g ) Bl yall Juasy
3 30aa (ailiad Jih ) (sa £ 55 OS5 bl) e Jusy AY)

D AUEIS A e Al qus &y il Jile Ul 1 g1 B30 22999
13)al o) Addaal) Alalaal) -2 — A AN g Aial) Alalaal) -1

There two Kinds of transactions: home transactions which take place between a buyer in a country and aseller in the
same Country , and foreign transactions which take place between a buyer in a country and aseller in another
country .

The buyer may deal directly with the seller without any intermediary ,or he may place his order through a
commission agent .

A A cllalaall g ((Glagh) JA9) Aalals 4t cdlalaa of AL (udl (e aildl g o sidal) (e ati Adaall CBlalaall 1 clalaall (e (S 6 225 -
dalay (San A a4 jlad cdlalaa 038 (19S5 AIM Cppall (a il g Opasl) (B Sia (19 (5 el O (g) LAY Al (e il g Al (e g el (g
M lSa S g e At daay (Saa g daseg (sl (g ) ga B dila (g sidiall

-Foreign correspondence can be divides into many Kinds:-
- gl sl Bas ) Al il yal) andiie

- A jladl) el yal) £ g

1-(-Inquiries, Requests) L Gl leadial) alth o
2-Replies to Inquiries (Quotations) (S U235.2) <l ladind) s 2930 =2
3-offers wag i -3,
4-Orders, Indents. s I -4
5-Complaints and Adjustment. L e g 4y gl g el o5
6-Payment and Acknowledgement of payment. L) Adlaa g Mlacdi-6

dadal 011
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D 989 Ay el il yal) (e J Y1 £ sl Jolii B palaall B3 (B Al
1--Inquiries, Requests. . badiat) alata Jilay -1
A —The Inquiry:-

Most business transactions start with an inquiry .when a buyer does not Knew exactly at what price or on what terms
he can get certain goods or services , he writes a massage to one or more suppliers , this massage is called an inquiry .

An inquiry is defined as a hitter sent from a buyer to a seller (supplier) asking for information about a product or
service)).

Inquiries can be classified into two kinds: - First inquiry, and Ordinary inquiry .

claglia g dima cilaglaa o J guandl Lliiun ) Leta pa 08 (e (ST by Uiy et Jibay i 3 pleadiad) Jila
. )

claddl) g adlad) ¢ asiiy A Cilia¥) Al g ) oS Jasdally (5 idial) Ci ad Ladic dlld g <l jladinly 4y jlacl) clalaal) alina ¢ -)
@al) i) g (((gaeall)) Jo¥) Jladial) G 58 ) il jladian) cilualy ciladdd) g mitall Jga cilaglaa ¢ Al (2 5ad Alay A3y
()

?Jbu.\ﬁ.u‘g\ d.‘lbuu Ll:\s gUJ ‘_,.M.A

DL Wl (S i) il at g AUS il g ) 93 22

Al g il olll g cl g8 C i1

Alal) 38 oall ) Ay il deand) o g Janll agiladla sdag galBEY) 8 Jludind) -2
Aslay) juae oo ludiuY) -3

o g2 il g ) yAl) (2 e Al (8 i) -4

Al s gl g cilaguadd) £) 5 AlIS g dad) g ddal) 35k e ludin) -5

1-First inquiry:- =1 ((eh2all)) Is¥) Slsdina) -1
It is inquiry to a supplier with you have not done business before. A letter of inquiry many be written as a
result of seeing a trade exhibition, affirm, s catalogue, advertisements in newspapers or contacting
commercial establishments and obtaining names and addresses of the desired supplier who deals with the
product or service of interest to the writer.

Adlaiay) o) Jledin) Al (19859 A6V 3 pall Julain 531 o) JB (o Jus ABBay dra ali 5 Y (A 3 gall jludiiadd Al i) 52
b &by AN ey ol z sIS gf (s e O ma Gaok (8 2, 5al Crglis g Slardll g cilatiall slawd (o el guan Ayl A 5Y)
Aol

L) A el Agadl e dpadis 4 jra o) il AB3le (1 3255 ) (99 e W) Al ) Ay L) Ciy 5 oiSay Lia) -
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A e sl jal) paibad i ga M L) s g A a1 g paibadl) (e sl i g 1 JoY) Jbedia) il pailad
D AIS 5 8 pa J Y i Alu ) A8 Lua sic Aalal)

ALl g ana) Eua ¢y Liildia dipla o8 (N ) a1

4B gead) duaall g LgSthiad Al 5 dd) IS g BLAdal) ana S3g gl -2

LSRN AS i Gl sl e ADIA (e U a3 2] juaall ¢ (g L pua g g -3

Aale Gijlaial) dasd) Al l) o Jaf U138 g & jladl) cdwl jall dalad) (ailadl) Ly 5le) ja oy -4

Lo AN Aty (5 gud) Apan] gl LS 5 BLELAN (S () A el IS o) <D e BLELW) a5 A gal ) -5

-1 AV M) i (A JUa 22 gy

inl gian ) Al e et Al g gal

Laal) iyt ciS adlll L i Ll B ad b el 8 A jlad cDlaa Bae Al A el ali e Al oda
aal) Ao G s adld) gl 7 sy Lila) (2 aaa () Gaal) (2 4l 2 A el Al Ge Al

L Ay e 468 gal) il g LS Laad o) Jla (8 Atk sy 7 Sy

High Quality Co. Itd.
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Hadda St — Sana’a- Yemen

Tel:--01420420 — fax:01420421

6 su February, 2012
The World Fashion Co.,
- Steven St, Roma,

: Italy.

- Dear Sirs,

. Weare a large company of clothing trading ,and we have many branches in Yemen

- and looking for a manufacturer who could supply us with wide rands of sweaters for the
- teenage market .we were impressed by the selection of sweaters that were displayed on
your stand at the" Menswear Exhibition " that was held in Hamburg last month .

= Aswe usually place very larg orders, we would expect a quantity discount in addition to
. a 20% Arade discount of net list prices, and our terms of payment are normally 30 — day
= bill of exchange documents against acceptance.

- If these conditions interest you , and meet orders of over 500 garments at one time ,
- please send us you soon .

Yours Faithfully,
Sam Wailed

General Manager.

: a7 11
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2- Ordinary inquiry: - USEal) galad) L) Jiluy -2

- Itis an inquiry to supplier with whom you have done business before. Here you are considered a regular
. customer , so there is no need to identify yourself to the supplier .

R gall Tana eleadly iy jail) ) Us gUSTY I (Gl g alitla Jrae el (gf Al oo ABDlay dra Jai 5 52 3 gal) JLesdlina) Ly 2eaily ;
Ca il 13 88 daad 4 jlal) ABNal) 0l g s A Jiley Lgiho 9B (g) (5599 91 S ISy e (A Jilua ) gl ge ey Liay -
Ao 0 iy padl) ) ol gling ¥ g Jaladl) (8 dan ) JES Jilu )
s adlal) ledia) Jibuy paibad

When you write an ordinary inquiry follow these points:-
: -2 Ay Jaladl) ah adla i gale jludiiad Ala ) Qi Latie
s ] 13 8 g K13 gall (e Ao ANt & 13 0o A Y g J)ipeally il ) a1
e 38 G Guly O IS b i) @)
0 G gy JaiAY) g 7 guda gl g Ablual) (Ao Jay juuad JUELY) Jxal -3

ale Gijlariall dasd) Al 1) o o U389 & jladl) il jall dalad) (ailadll Ly 5le) pa oy -4
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s adlall Jladiod) Jilay 0o gigad -

Roa'a Fashions. Co.,

40 St — Sana’a- Yemen,
Tel:--01677677 — fax:01677678,
E-mail : Roa'a@yahoo.com.

6 March, 2013
Ms. Lames,

World Fashion Co.,
Ataturk Basha St, Ankara,

Turkey.
Dear Ms. Lames,

Some years ago we bought from you wrist watches in stainless steel
cases, with unbreakable glass.

We are interested to know whether you are making watches of this
type, and if so, should be glad have particulars, including price for quantities
of not less than one hundred. We should require delivery within four weeks
for order.

If these conditions interest you, and you are still making this item of
watches, please send us the quantity and the way of money paid, we hope that
in soon.

Yours Faithfully,

Zoa'a Shabibe

=9l Exclusive Manager.

www.ums-edu.com/distance
- distance@ums-edu.comE-mail:
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s dayl M B palaal) aal g
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Jasd LoVl jue V] w>ly sl Jds )9 Morsal2013i@gmail.com
€ Ay pad) ARl LN 4G el Ala ) a5 1 J ¥ O sedd)

Perspective Graphic Design Studio
Apt# 25, Almatari Bldg., Alzubairy Str., Sanaa, Yemen
Tel: +967 1 498066, Fax: +967 1 498065
Website: www.perspective-ye.com
Email: saleh.alademi@perspective-ye.com

19 May 2012

- Mr. John Bao,

» Innovation Media
- Guangzhou,

- China.

Dear Mr. John Bao,

- We are Perspective Graphic Design Studio, we are specialized in Importing and Marketing the
 Advertising products in Yemen, we are in this field since 2004, and we have three branches in most important
;f cities in Yemen.

__ We meet last month in the 18" Expo Sana’a exhibition, we would like to be an exclusive agent to your
- company in Yemen, so could you please send me your products list with the prices, specifications and sizes.

: If you agree to make this cooperate, your prompt reply will be highly appreciated, and please send me
~your payment rules with the discounts that you give it to your agents.

Yours faithfully,
Saleh Alademi

Public Relation Officer

¢ 8 Sial) i) Jilea 8 s J6Y Jleadia) Jilaa ) G 3AN sala [ 1 AEN ) pud
: ia3210 0 11
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¢ Lhaldl) 5 jlad) alal plad dadle g daganal) 3 jlall ala) s dadle puda; Gl J) gud)

éfQ.3- Make true front of the correct sentence and foals front of the wrong sentence ?

- The heading contents a Date of letter's writing. ( )

- Dear Madam, used in a letter written to unmarried man. ( )
- The signature is at the end of the letter and paper. ( )

- Dear sirs, used to one man. ( )

! ¢ Ja83 Bas g dasaa dgla) JLadl 400 AL JS e caals G ) gadd)
EEQ.4- Answer all the following questions by choosing one answer only ?

1- One from the following forms is correct :-

a- April10, 2012 ------ b- 8 April , 2012 | c-2012,April 8S | d- April 8t 2012

- 2- One from the following forms is correct :-

a-Mr.Jamal ------ b- Mrs.Amal, ------- c-Ms. Ahamd & Ali, ------ /| d- Messers Yemen Co

3- The opening words of greeting in letters are known as the :-

_ a-Complimentray close ------ b- Salutation ------- c- Inside address ------ | d- Heading.
- 4- The body of the letter is divided into :-

a- Two parts ------ b- No one here ------- c- Five parts ------ | d- More than four

5- One from the followong forms is the last part of the letter :-

6- The part of the letter that contians the day, month and, year is the :-

a-Ms e b- Miss  ===e=e- c-Mrs = e d- Mr

- 8 - The salutation is typed :-

a- At the right margin ------- b- At the left margin ------- c- Above the heading ------- d- no one here

8 aiall (11
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