職工英語進修-閱讀作業（99/9/26）
Exercise A
1.1
1. Who wrote the message?

Martin Publishing

2. What is your role?

Subscriber / Customer

3. What is the message about?

Martin Publishing is offering a 5% discount on the purchase of their newest publications.

4. When was the message sent?
9th May, 2:43PM.

5. What tasks are you asked to complete? (in the actual email or the instructions above it?)
To respond to the email if I have any questions or would like to place an order.
1.2

Request:

What is the method of payment?

Order #1: 

Random Seed

Order #2: 

Making Tracks
1.3

Respond to the email.

Dear Sir/Madam,

Thank you for your recent email. 
Could you please advise the method of payment 
procedure in order to complete this transaction? 
In the meantime, I would like to place the following purchase order:

1) One copy of Random Seed.

2) One copy of Making Tracks.

I look forward to receiving your earliest reply. 
Yours sincerely,
Subscriber

Dear Martin Publishing,

Reading your 2010 mail-order catalog, I am interested in one of your newest publications.  I would like to place an order for the book entitled” Psychology of Learning for Instruction”.  This book will be one of reference books in my “Learning psychology” class. What kind of discount could you give me if I were to place an order for fifty copies?

Could you accept orders on a COD basis if it is shipped to Taiwan by UPS with no charge of freight?  I would like to have your quotation.
  Besides, I need these copies urgently.  Could you ship them as soon as possible?
Your immediate attention to my inquiry and proposal would greatly oblige me.

PS. I would like to have your receipt company with cargos. TKS!

Sincerely yours,

Subscriber

151 Ying Chuan Road, Tamsui, Taipei county, 25137, ROC

Tel:886-2-2626-9335

Fax:886-2-26269336

Dear Martin Publishing,

I want to know if I’d like to place an order for one book, can I get free shipping? I would like to place an order for this new book, along with another book
s. Please reply to me by e-mail.

I want to read the new book as soon as possible. Could you ship them by Airmail? Thank you.

Sincerely,

Rebecca 

151 Ying-Chuan Road, Tamsui, Taipei Couuty, 25137, R.O.C.

Tel:886-2-26215656*2651

Dear Martin Publishing,

I’m quite interested in your newest released books. I would appreciate it if you could provide me with 
some introductions of them. With reference to your mentioned discount, I would like to know what the further quantity discount is.

I intend to place a substantial order with these three books, if could, please send the price list to me by e-mail as soon as possible. I’ll purchase at least fifty books for each one, .
if you could give me 20% discount. Otherwise, could you deliver them with free shipping and along with some free gifts
?

I know you accept orders on a COD basis, if this does not apply to orders from outside the state, I’ll pay by remitting money. Look forward to hearing from you. Thank you.

Sincerely,

Subscriber

151 Ying-Chuan Road, Tamsui, Taipei County, 25137, R.O.C.

Dear Martin Publishing,

I am interested in your 2010 mail order catalog. I would like to know something as below –
1. What kind of discount could you give me if I were to place an order for sixty books?

2. Does the foreign order apply to use cash on delivery?

3. Could you ship the books by FedEx?

Pleas give me the quote
 about the order by e-mail.

Sincerely

Subscriber

Dear Martin Publishing,

With reference to the mail-order catalog, I would appreciate it if you could provide me with some introductions and the price list of all the new publications. Do you have Random Seed in stock? Could you send me the book cash on delivery? I would like to know the cost, including the postage. If you can send the book with free shipping to me by air express, I will certainly consider increasing my order. 

I intend to place an order for the book Random Seed, along with another book Making Tracks. Do you offer quantity discounts? I would like to know if I could receive a 15% discount when I increase my order for both books to 100 books. Also, I am look forward to receiving the books as soon as possible. Please send the electronic receipt to this e-mail after I pay the money.

Sincerely,

Subscriber

151 Ying-Chuan Road, Tamsui, Taipei County, 25137, R.O.C.

Fax:886-2-2629-0584

Dear Shrek company,

With reference to your new catalog, I’d like to place an order for my children. If you give me a discount (What kind of discount could you give me? For instance, Business is possible if you decrease the price by 20%.) and free shipping, I can buy many difference classic of your toys
. (Do they also sell toys? )
I would like to know the price of what , and I look forward to hearing from you
 Also, I hope to receive them as soon as possible. Please contact me via e-mail. Thank you.

Sincerely,

Subscriber

151 Ying-Chuan Road, Tamsui, Taipei County, 25137, R.O.C.

Fax:886-2-2620-9910
Dear Martin Publishing, 

With reference to your 2010 on-line order catalog, I am very interested
 in your novel's catalog. I would appreciate it if you could provide me with
 some introductions of these books “The Kite Runner”, “A thousand Spendid Suns” and “p.s. I Love you”. 

I understand that you accept orders on a free shipping basis, but I would like to know if you could send the books each campus 50 pieces to the following 3 different campus with free shipping. 

151 Ying-Chuan Road Tamsui, Taipei County, Taiwan 25137, R.O.C. 
5, Lane 199, Kinghua Street, Taipei , Taiwan 1050, R.O.C. 
180 Linwei Road, Chiao-hsi Shian, I-lan County, 26247, Taiwan R.O.C. 

Please let me know ASAP by e-mail before Oct 1, 2010, also I would appreciate it if you ship them by FedEx. Thank you. 

Sincerely, 
Subscriber

151 Ying-Chuan Road Tamsui, Taipei County, Taiwan 25137, R.O.C. 
Tel:886-2-2621-5656 ext.3531 
Fax:886-2-2301-0306 

Dear Martin Publishing:

I have received your 2010 mail-order catalog, and you give me a 5% discount on all recent publications. 

If I have a certain number of orders, 
you can give me 25% discount.

In addition, I hope you will give me the way 
cash on delivery. 

If you can 
accept this condition, return to my e-mail immediately. Because there are several publishers waiting for my reply.

Thank you for your time, and I am looking forward to hearing your reply as soon as possible.

Sincerely, 
Subscriber

College of Engineering Tamkang University  

151 Ying-Chuan Road, Tamshui, Taipei County, 25137, Taiwan

Fax:886-2-2622-4129

Dear Martin publishing

I get your information about the books that you sell by e-mail. I would appreciate it if you could provide me with the price list other books. Because I would buy more kinds of books than the books you advertise.

On the other hand, I will place an order for one hundred books if you can offer a quantity discount and cash on delivery. By the way, I need a money-back guarantee if I get the defective books. Please let me know if you can agree the terms or not I need immediately by e-mail.

Thanks for your information about the newest books. I will look forward to receiving your e-mail about the newest books.

Sincerely.

Subscriber

151 Ying-Chuan Road, Tamsui, Taipei County, 25137, R.O.C.

Fax:886-2-2620-9814

� Please state terms of payment.�貴方報價時，請註明付款條件


�I am desirous of your lowest quotations for this book.�我想要貴公司這本書的最低報價。


� The company may feel confused about how many books you want to buy.


�


provide something for somebody �provide somebody with something





�It’s better for us to have a talk on price terms


我們最好先談價格條件


Could you reduce the price by 20%?





�


concession card可以用來折價 優待的卡�


�


Please send me your best quotation for the books.


I would like to make an inquiry.�我想要詢價。


When quoting, please state terms of payment and time of�delivery.�貴方報價時，請註明付款條件和交貨時間。�Please quote me your best offer for the above inquiry.�請提供以上產品報價，


�


�cash on delivery 貨到付款（簡稱COD）


Do you want me to send it back to you COD?





�情緒動詞


e.g., bore ; scare ; embarrass;  excite ; interest ; surprise ; confuse 


使用過去分詞來表達自己的感覺


� 


provide something for somebody �provide somebody with something


�


1. Do you offer quantity 


discounts? 


2. If you can reduce the 


price by 25%, I shall be 


able to place an order. 


3. Business is possible if 


you decrease the price 


by 25%.


�I hope you will send my orders COD.


�


If you could meet my 


requirements, please respond to this e-mail immediately.





