Combining a Letter of Inquiry

(依照下列指示，將句子重新組合後寫成一篇詢問的書信。本試題紙可作為打草稿之用，完成後請務必將完整之書信包括稱謂、寫信人地址等寫在答案卷上。)

Situation. You work for a computer company which is looking for agents to market its products in other countries. You have a list of such companies. Your task is to write an inquiry letter and ask them if they would be interested in doing business with your company.

Direction. Combine each group of sentences below into a complete sentence. Make sure that your combined sentences are clear and concise, in addition to being grammatically correct. The first one is done for you as an example.

Once you are finished, put all the sentences together in the space provided at the end of the exercise so that they form a complete letter. Be sure to include all the letter parts, such as the inside address, date, greeting, and closing. 

Paragraph 1

Sentence One

1. We are a computer company.

2. The company is one of the leading computer companies.

3. The company is in Hong Kong. [Hint: Use and]

4. We are searching for reliable partners. [Hint: Use who]

5. The partners are interested in importing [something].

6. The imports are our products.

Suggested Answer: We are one of the leading computer companies in Hong Kong and are searching for reliable partners who are interested in importing our products.
Paragraph 2

Sentence One

1. We would be thankful.

2. Could you introduce us to companies? [Hint: Use if]

3. The companies are in your country.

4. The companies are looking for such a partnership. [Hint: Use that]

Sentence Two

1. We plan to get in touch with these companies.

2. We plan to do it directly.

3. We plan to try something. [Hint: Use and]

4. We want to establish a business relationship.

Sentence Three

1. I have enclosed [something].

2. It is for your reference. [Hint: Put For your and other companies’ reference, in the front]

3. It is for other companies’ reference.

4. We have enclosed the names of agencies.

5. We have enclosed the addresses of the agencies. [Hint: Use and]

6. These agencies can provide [something]. [Hint: Use that]

7. They can provide an accurate assessment.

8. The assessment is of our credit rating.

Paragraph 3

Sentence One

1. We would appreciate [something].

2. Could you send us some information? [Hint: Use if]

3. The information is about companies.

4. The companies are in your country.

5. The companies are looking for competitive manufacturers. [Hint: Use that]

6. The companies are looking for reliable manufacturers.

7. The companies are looking for well-established manufacturers. [Hint: Use and]

Sentence Two

1. Thank you for your help.

2. We look forward to your reply. [Hint: Use and]
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