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Unit 1 Establishing Business Relations 3EI74V5ZKFH

( Background )

When new firms or old ones want to start or enlarge business, they may want to

establish business relations with prospective dealers. The following channels are usually
available to obtain necessary information about a new market and a new customer.

Internet;

advertisements in newspapers;

banks;

chambers of commerce both at home and abroad;

electronic commerce platform;

commercial counselor’s office;

market investigations;

attendance at export commodities fairs;

enquiries received from merchants abroad.



Unit 1 Establishing Business Relations 3EI74V5ZKFH

Main Points of Such Letters
After securing the necessary information, the writer usually writes a letter expressing
his wishes to establish business relations. The letter includes:
Opening: purposes or reasons of writing, which are:
a. the source of information;
b. his intention (establishment of business relations).
Body: details of requirements, which are:
a. self-introduction and the business scope of his firm;
b. reference as to his firm’s financial position and integrity;
c. requirement for further information.

Closing: expectation of cooperation or an early reply.



Unit 1 Establishing Business Relations 3EI74V5ZKFH

Main Points of Replies
Replies to these letters generally include two kinds:
1. Agree to establish business relations
Opening: a. thanks for the incoming letter;
b. willingness to establish business relations.
Body: a. reply to the requirements in the incoming letter;
b. self-introduction.

Closing: hope for doing business.



Unit 1 Establishing Business Relations 3EI74V5ZKFH

2. Disagree to establish business relations for some reasons
Opening: thanks for the incoming letter.
Body: a. regret for inability to establish business relations;
b. stating the reasons.
Closing: expectation of future cooperation.
The above serves as the guidance only. The writer may select the points he wants to

include according to the real situation.



Lesson 1 An Importer’s Self-introduction HOBBENE

(1 An Importer’ s Self-introduction iﬁl:lﬁﬁgﬁfl\?’n’>

Michael Evans, Manager of Macdonald & Evans Co., Ltd., is writing to Wu Gang,
Manager of China Win-Way Trading Co., Ltd., to ask for the establishment of business

relations.



An Importer’ s Self-introduction HORFBFENE

( Specimen 1 An Importer’s Self-introduction )

Macdonald & Evans Co., Ltd.
58 Lawton Street, New York, U.S.A.
April 20, 2021

China Win-Way Trading Co., Ltd.
No.40 , Qianjin Street , Baiyun District,
Guangzhou, Guangdong,

China, 510000

Attention: Mr. Wu Gang, Sales Department

Dear Mr. Wu Gang,
We have obtained your name and address from Fort & William Co., Ltd.. Now we are

writing in the hope of establishing business relations with you.




An Importer’ s Self-introduction HORFBFENE

Our company has been the leading importer of casual shoes formany years. At present, we
are interested in extending our range.We also would appreciate your catalogues and

quotations.

If your prices are competitive, we would like to place a trialorder with you.

Our banker is Citibank China, Shanghai Branch. It can provideyou with the information

about our business and finances.

We look forward to your early reply.

Yours faithfully,

Macdonald & Evans Co., Ltd.
(Signature) Michael Evans
Michael Evans

Manager




An Importer’ s Self-introduction HOBBFENA

( Specimen 2 A Reply to the Above )

China Win-Way Trading Co., Ltd.
No.40 , Qianjin Street , Baiyun District,
Guangzhou, Guangdong, China, 510000
April 25, 2021

Macdonald & Evans Co., Ltd.,
58 Lawton Street, New York, U.S.A.

Dear Mr. Evans,
Thank you for your letter of the 20 April. We are desirous to enter into business relations
with your company.

Our shoe industry concentrates on designing and producing various traditional and vogue
men and women’s shoes. We have developed and marketed a series of products such as
indoor slippers, cotton slippers, embroidered slippers of new styles, children’s shoes and
cotton shoes. We can satisfy different market needs both at home and abroad.




An Importer’ s Self-introduction HORFBFENE

In compliance with your request, we are sending you, under separate cover, our latest
catalogue and price list covering our export range available at present.

Should you be interested in any items, please let us know. We are looking forward to your
specific enquiry.

Yours sincerely,

China Win-Way Trading Co., Ltd.
(Signature) Wu Gang

Wu Gang of Business Department |
Manager




An Importer’s Self-introduction IF O BEN LB

quotation FRAT order TR ITH IS
finances AR AL latest catalogue ST B &
export range 5o~ o H item 9 o

specific enquiry  A{Ri8#



Arm Yourself

1 inthe hope of FHEE

2 establish business relations with 27\ < %




Arm Yourself

3

7

extendv. 3 K, 4¥F, 2, EHS

appreciate v. B4, K&

competitive adj. B=FIHI, Z=FH

place an order with sb. for sth. [a]3% A 3T T4

look forward to B EE



Arm Yourself

8 be desirous to B E, JBE

9 satisfy different market needs i# & AR BTk




Arm Yourself

10 in compliance with 5.....—H(, 44§ ; 1¥HE, RiE

11 under separate cover B}, FZH

12 cover . @,ﬁ-ﬁ, 8

covering n. IEZE 4]

13 enquiry n. i8)8], T, 1G&




A FHE A
@ SEM (Search Engine Marketing)$$ & 5| 225 {H
BEEERSIZEIHER, 5907 GOOGLE i NREV = miEI T ZE .. ELan: buy
chairs, we are looking for chairs, chair importer, chair distributor . Ltoh, BB LUFHIAIR
B, BERAEM ERFERESE, tbian: CHAIR + @aol.com, yahoo.com, gmail.com 3.
EEHIE BRI E] — L XAt A

(2 Bi=P S g

XEERAEXNEFER, FFFNHOE, BEREREABAF.
® KfEIEFHR

EEXEIEHFARE I FEERIEERNNS. ATBREEEMEHETEN.
O 1T itz

BMTUEHEBE O —Litls, tLUMERKRETI, HiTIEFEE. EIML—.
£ GOOGLE B#{RA~=mIMFORUM , BBS, BULLETIN BOARD FiA] LA¥EZ,



O EFRBIRIEIRER

chEBAFRM : http://www.ccgp.gov.cn/

RAFIT BURFIBFRERSE: https://www.tenders.gov.au/

KEZEBAL IR REERBILS: http:/www.dgmarket.com/

& E S E&HRMABIRER: http://www.un-china.com/

BFTRA T IABFREIERE : http:/www.sell2arabia.com
O E=FHMRENEKE. &R

A HEELAR. EREaNME. EFRERNTIESERIA,. TiIaMRIAERE
HATLATBR, REARER. #OFREEFLLE, B ELUIZERER
RHE. MEREN (www.intertrade.com.cn) HIRHEIFERMBIHIMEE . INEFIEER
A EIE



http://www.sell2arabia.com/

O KTl &FZFLRS. #HOMRES. SETLHS.
O ERRIML FEIR

3 LK Mhttp://win.mofcom.gov.cn/index.asp

Br] 2B B2 B2 http://www.alibaba.com

.8 http://www.globalmarket.com

ISEk #F iR http://www.globalsources.com
O =T

GARK M 4l 35 BT http://www.europages.com/



Make Yourself Skilled

(l- Basic Training) Match the Chinese versions with the English expressions.
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quotation \
leading importer

competitive price

order
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specific enquiry latest

catalogue /
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Make Yourself Skilled

(I. Basic Training) 2. Choose the best answer for each sentence.

(1) We would like to receive your enquiries  our hardware.
A. about B. to @for D. into
(2) We wish to establish direct business relations ~ you.
@with B. for C. from D. to

(3) We are your detailed requirements.

A. forwarding  B.lookingto  C. looking forward @looking forward to

(4) We are writing to you establishing business relations with you.
A. hope B. hoping to C. in the hope that @n the hope of
(5) We make business contact with you.

A. desirous to B. desire @are desirous to D. are desirous of




Make Yourself Skilled

(II. Improving Training) Fill in the blanks with the following words or expressions.

[business relations competitive enquiry desire compliance with }

(1) Upon receipt of your specific enquiry , we’ll airmail the quotation and sample

books to you.

(2) Your price is _competitive and acceptable to us.

(3) We’re writing to you for the establishment of  business relations  with your company.

(4)In _compliance with  your request, a price list covering the various bicycles

available for export has been airmailed to you.

(5) We havea  desire to buy this product from you.




Make Yourself Skilled

(II. Improving Training) Translate the following Chinese parts into English.

[(1) We would like to JT48— T FAITHVMLZSEEl . (business range)

L We would like to introduce our business range.

many years. (obtain...name and address from...)

We obtained your name and address from Mr. Smith, who has done business
with us for many years.

(2) NN EZEB e E B HNIR AR FR 5, who has done business with us for }

)




Make Yourself Skilled

(II. Improving Training) Translate the following Chinese parts into English.

[(3)?ﬁﬁ]>{%7ﬁ B BeE if you could tell us the products you are interested in. (appreciate)

We shall appreciate it if you could tell us the products you are interested.

{(4) We have received \EIINFRANFZIENE . (enquiry)

| N N N

L We have received many enquiries from abroad.




Make Yourself Skilled

(II. Improving Training) Translate the following Chinese parts into English.

(5) If your price is competitive, FK{1EBIFRAITE 500 HHEBEEIEITE. (place an
order with...)

If your price is competitive, we would like to place an order with you for 500
electric bicycles.




Make Yourself Skilled

(III. Comprehensive Training>

An Importer’s Self-introduction B[ & B, T3
Objectives of TrainingSEill B#Y
Through training, students learn how to write a letter asking for the establishment of

business relations with the exporter as an importer.

BESI, FENFIMEAEOIRNATEEFREOR, EXEMLWSXR.

Training Background S2IIE &

You are an importer of electronic goods in the United States. Recently you got a piece
of information about the Rainbow Electronic Products Co., Ltd. in China on the Internet as
follows:

“Rainbow brand electric fan is of low noise and gentle wind, which is produced with
military technology. According to the international standard ISO9002 , Rainbow Electronic
Products Co., Ltd. established the quality assurance system and obtained the logo of**Great
Wall”,which is the product qualified certificate of China electrical products. There are two

categories: stand fan and desk fan, with more than 10 varieties in Rainbow brand series.”



Make Yourself Skilled

(III. Comprehensive Training>

You are interested in their products. Now please write a letter to them, hoping to
establish business relations with them.

FEREXE—REFFmEOR, RIEEMLERR T X THRERIEF~mERA
AIFERWT:

“FALEBXNESEAELIRARE =R, BE/), XNAOFM. RIOBEF~mAR
ABRIRBREPRRISO002 friEE =, B TREWIEARR, RETHEEF~mAIES
BIER, BT KRS . RILBARYBXNEAEZEME . 8BRAEX, £+ IM1AE
mif.

R fIRy =M E, MAFLRMNER, RBFESHNELWSZKR.



Make Yourself Skilled

(III. Comprehensive Training>

Training RequirementSEi)IIZEK

Write the letter according to the training background:

Name,title, company’s name and address of the writer — at your option
Name of the receiver — at your option

Name of the receiver’s company — Rainbow Electronic Products Co., Ltd.
Address of the receiver’s company — at your option

Date of writing — at your option

RIFESINEREE:
S{EARER. X671, QAFBHMI—BH

Wiz ABFr—B

WIS N AR B —RALE T mBRAF

WE A FiE——B

SEHE—~BM




Make Yourself Skilled

(III. Comprehensive Training>

Training Guidelines32i)II}5F3
1. Writing Steps G{ES B
Opening: purposes or reasons of writing, which are:
a. the source of information;
b. his intention (establishment of business relations).
Body: details of requirements, which are:
a. self-introduction and the business scope of his firm;
b. reference as to his firm’s financial position and integrity;
c. requirement for further information.

Closing: expectation of cooperation or an early reply.



Make Yourself Skilled

(III. Comprehensive Training>

Fk: HBASEENHIER, 8F—
1. JHEXKIR;
2. BEY (RIZEBMIFZXEANFE)
IEX: WRAEKAVRAAET, 8F—
1. BEN BB S ARNEETLH;
2. TR RAIEEFRAFTEM
3. WMEZEEEK.
ZRE: RIENEENESRRGENHFREREIE.




Make Yourself Skilled

(III. Comprehensive Training>

2. Reference Words and Sentence Patterns &% 18);C & A]1\
(1) obtain your information from... M...... RIS TIRER
(2) in the hope that &2

(3) establish business relations with... 5...... EME KA

(4) Our company has been the importer of ...for many years.

SR, AARBE. . HOEE.

(5) We are interested in sth./ doing sth. &7 Xt......] R SL /X E R L,
(6) We shall appreciate it if... ZAEE...... , FRATIGABE B

(7) financial status FR{5IK
(8) look forward to sth./doing sth. i E R H/MEMEE



Make Yourself Skilled

( Reference & &EF R )

California MT Electric Appliance Co., Ltd.
Moor Building 35274, State ST Fremont, California , U.S.A, 94538

July 21,2021

Rainbow Electronic Products Co., Ltd.

8th Floor, Kunlong, No. 216, Dongfang New Village,
Pingchu Road, Qingkou, Yiwu, Zhejiang, China, 322023




Make Yourself Skilled

( Reference & &EF R )

Dear Mr. Li,

We are one of the leading importers of electric goods in this city and shall be
pleased to establish business relations with your firm.

At present, we are interested in your electric fans, details according to our Enquiry
Note No.1345 enclosed, and shall be glad to receive your lowest quotation as soon as
possible.

We would like to mention that if your price is attractive and delivery date
acceptable, we shall place an order with you immediately.

Our banker is Citibank China, Shanghai Branch, it can provide you with the
information about our business and finances.

Your early reply will be highly appreciated.




Make Yourself Skilled

( Reference & &EF R )

Yours faithfully,

kkk

California MT Electric Appliance Co., Ltd.




Supplementary Reading

( 1. Enquiring About the Supply )

Dear Sir,

We learn about you at the International Specialized Exhibition for Textile, Fashion,
Accessories — TEXTILE 2021 AUTUMN held during September 30 — October 4,
2021 in the Central Building of the National Palace of Culture — Sofia, 4th floor.

At present we are in need of women’ s sweaters for a quantity of 120,000, detailed
specifications as per the attached illustration. We can make 20% down payment ( Fil{s] &
& Jand grant you 3% commission. Would you like to have a look at it and inform us if

you can supply?
Looking forward to your favorable reply.

Yours faithfully,

MHOAH



Supplementary Reading

( 2. Asking for the Supply )

Dear Sirs,
We know you from the website, and are interested in your novel design. We sincerely

hope we can have a chance to establish business relationship with each other.

Our firm i1s Taiwan based, and we are mainly handling dressing including windows,
furniture, bath, etc. We have good experience and stable customers. Products are mainly
shipped to Europe and Australia. Now in order to meet the requirement of a customer

who 1s from France, we want to prepare some patterns of tiebacks and curtain clips.
Attached please find the information. They are all handmade with materials of wires,
fabrics and beads. They are used as tiebacks. Could you please check if they are
suppliable by you? If yes, please get back to me soon. Thank you!

If you have any questions, please contact us soon.

Truly yours,
KKK



Lesson 2 An Exporter’s Self-introduction OB N4E

( Specimen 1 An Exporter’s Request for the Establishment of Business Relations )

China Win-Way Trading Co., Ltd.
No.40 , Qianjin Street , Baiyun District ,
Guangzhou, Guangdong, China, 510000
May 6, 2021

East-West Trading GmbH,
Otto-Hahn-Ring 20, Miinchen,
Germany , D-81739

Dear Sir or Madam,

Through the courtesy of the German Chamber of Commerce in China, we are given to

understand that you are one of the leading importers of woven articles in your country. As

this item falls within the scope of our business activities, we are writing to you with a keen

desire to enter into business connections with you.




An Exporter’s Self-introduction A BN 44

( Specimen 1 An Exporter’s Request for the Establishment of Business Relations )

We specialize in the exportation of Chinese woven products, such as vases, cushions,
baskets all handmade with materials of wires, fabrics, straw and rattan, etc. Our products
are excellent in quality and reasonable in price.

To give you a general idea of our business lines, we enclose a copy of our export list,

showing the main items now in supply and we hope that you would contact us if any item is

of interest to you.

We look forward to receiving your early reply, We also assure you that your requirements

will have our best and prompt attention.

Yours faithfully,

Huang Kai

Huang Kai

Manager Business Department 111




An Exporter’s Self-introduction A BN 44

( Specimen 2 A Favorable Reply )

East-West Trading GmbH,
Otto-Hahn-Ring 20, Miinchen,
Germany , D-81739
May 15, 2021

China Win-Way Trading Co., Ltd

No.40 , Qianjin Street , Baiyun District ,
Guangzhou, Guangdong,

China, 510000

Dear Mr. Huang,

We acknowledge with thanks the receipt of your letter of May 6, 2021, and take the pleasure

of establishing business relations with your corporation.




Lesson 3 About Foreign Trade Policy and Financial Position

SRIFIPEEEER. WIAMSIANR

( Specimen 1 Stressing a Foreign Trade Policy )

China Win-Way Trading Co., Ltd
No.40, Qianjin Street, Baiyun District,
Guangzhou, Guangdong,
China, 510000
April 30, 2021

PT Jakarta International Spices Tbk
Raya Kelapa Gading No. 16, Jakarta Utara,
DKI Jakarta, Indonesia

Dear Sirs,

We are indebted for your address to the Commercial Counselor’s Office of the
Indonesian Embassy in Beijing. They informed us that you are in the market for various

spices. It’s on this subject that we approach you today in the hope of establishing mutually
beneficial trading relations.




About Foreign Trade Policy and Financial Position

SRFYMABCR. 18aWS IR

( Specimen 1 Stressing a Foreign Trade Policy )

We are a state-operated corporation handling exclusively the export and import of spices. In
order to acquaint you with our line, we enclose herewith a copy of our export list, showing
the main items now sup pliable. Should you need anything not mentioned on the list, we
shall do everything necessary, upon receipt of your detailed requirements, to secure the said
items for you.

In our trade with customers in ASEAN countries, we always adhere to the principle of
equality, mutual benefit and the exchange of needed goods. It is our hope, by joint efforts,
to promote both business and friendship to our mutual advantage.

We look forward to receiving your enquiries soon.

Yours faithfully,

Li Wen

Li Wen

Manager of Business Department [V
Encl. As Stated.




About Foreign Trade Policy and Financial Position

SRFYMABCR. 18aWS IR

( Specimen 2 Asking the Bank About the Credit of a Customer >

Dear Sir or Madam,

We have received a letter from Macdonald & Evans Co., Ltd, expressing their desire to
enter into business relations with us. They have given us your bank as a reference. We wish
to know if they are in every way trustworthy and reliable. We shall be most grateful for any
information concerning the financial and credit standing of the above mentioned
company.

Needless to say, any information that you kindly give us will be treated as strictly

confidential.

Thank you in advance for your kind attention to this matter.

Yours faithfully,
China Win-Way Trading Co., Ltd.
Wu Gang of Busing Department I

Manager
IS




About Foreign Trade Policy and Financial Position

SRFYMABCR. 18aWS IR

Commercial Counselor’s Office A5 S
Indonesian Embassy in Beijing PR T 33 AL T RAEAE
ASEAN (Association of Southeast Asian Nations) A& L E KEKB, f iR A A
the principle of equality, mutual benefit and the exchange of needed goods

R N RGN Y
financial and credit standing / financial position W 55-B Az B AR SL/3EAE R L



Arm Yourself

1 be indebted for one’s address to sb.
obtain one’s address from 7&K 5%...... &5 FN{/R 7 Ay b ik
HRKIRRE X FRIE
owe one’s name and address to
on the recommendation of...
learn from...that...

your name and address have been passed on to us by...

e g AFKBRAF T HARKEEFFZSEHLNE, HNISHA T IRARZFRFAMUL,
We are indebted for your name and address to the Commercial Counselor’s Office of

Australia Embassy in Beijing.




Arm Yourself

2 inform
v. tell, give information, advise 1B %0, %1
inform sb. of sth.

inform sb. that...

Please be informed 2 1B {5
e.g. TS BERF 1z HERRY

We will inform you of the date of shipment.




Arm Yourself

3 bein the market for

want to buy or sell sth. 28 L} 48 57

e.g AR R 1R LG50 m

We heard that you were in the market for textiles.




Arm Yourself

4 approach

v. touch, contact $£fit, Bt &

approach sb. for sth. 5.....3%/4......
e.g IRAI LAR MR 1358 1R B~ dm o

You can approach them for your new products.




Arm Yourself

5 beneficial
adj.advantageous G FIAY
beneficial trading relations BF|AV R Z < &
n. benefit |3
mutual benefit B ¥
vt. ... %5
e.g HERIEMFHRNNGEBEF .
Payment by L/C benefits both of us.

beneficiary & A




Arm Yourself

6 handle

v. dealin, tradein, bein line of &'F
handle with sb 5.... . {#E =
e.g. REEZEH2LEMmM?

What items do you mainly handle?




Arm Yourself

7 acquaint
v. make familiar, inform {FZ7&, 1B

acquaint sb. with sth.

be acquainted with sth.
e.g FANXTHE Ol FRHAZE.

We acquaint ourselves with import and export.




Arm Yourself

8 upon receipt of —U&F]..... H......
[Gl X : on /after receipt of
e.g HANMBEIERIEREN =Z 5.
We will ship the goods upon receipt of the L/C.
e.g WM ANIEMIUE, HAE—WEIMD ERHERIE

Please open the L/C immediately, upon receipt of which we'll arrange the shipment.
— B B ARG IR A FEIRNFIER,

Quotations and samples will be sent upon receipt of your specific enquiries.




Arm Yourself

9 detailed requirements JFZHZEK
details 120, #H7s
adj.detailed ¥ ZHAY
e. g FHIRFRNFHZERK, HNMM—VILZRES,
We shall do everything necessary, upon receipt of your detailed requirements.
n. detail Z0%3, 1¥1§
e.g MFTH—E THRITR, FEH
If you need more details, please let us know.
BEER Mt LI mmBRMNER, MRERFETRAFEMER.
We’re enclosing some copies of our catalogues and a pricelist, giving the details you ask

for.




Arm Yourself

10 said

named or mentioned before _LiAEY, 1% (58495F)




Arm Yourself

11 trade n. business W%, RS, &5
v. deal with, handle 4 &, &=, INER

trade in &F...... trade with 5.... £ =
trading corporation 22 5/ &) trading relations B2 5 k< &
trading area &)l [X fair trading A F3 5

v. ER, 25, NER

eg HMNEEMERETSF. EFMEM EHESE.
We trade with other countries on the basis of equality and mutual benefit.
L Etwm.

They trade in cotton piece goods.




Arm Yourself

12 adhere to insist on R3%
adhere to the principle of equality and mutual benefit R3F5 5 F R
e g BMNNERFAF. NFH. AEREN,

We should adhere to the principle of fairness, openess and justice.




Arm Yourself

13 by joint efforts
through the efforts on both sides 1Bid X555 /7
e.g HNME, BEIRNEENSE S, gESRAHAER.

We look forward to, by joint efforts, doing business with you.

joint venture & &1l




Arm Yourself

14 promote
v. contribute to the progress or growth of; further {8, #Ei#,
K; Fif—F,; #EH
promote business and friendship BX{E 13t

B

15 X AR & 1H

PR

promote sales HEfH
n. promotion {€%H, =FH

Ryt

i
a4

579514




Arm Yourself

15 to our mutual advantage 15X 5 &R 3k Fl
to one’s advantage {#..... 5%k %, XT.....BF|
take the advantage of ¥l
e g BMBERFMZITHIE, WHBLURKREK, ERNHFEEF
We hope your prices will be workable and that business will materialize to our mutual

advantage.




Arm Yourself

16 reference

n. (person willing to make a )statement about a person’s character or abilities
(BXFEAmMIBEBENRY) IERASCH, TR, IEFAA
quote sb./ sb.s name as a reference £ B F A/FE AR F(ERTE 1889 UERA A

[@] X : for your information, for your consideration, for your perusal
with reference to Fk.....M 5, XTF, ik
make reference (to) 32 &
without reference to 71, 5.... X
reference world market price tt RHIZEZ N1




Arm Yourself

17 be most grateful
be very thankful IE & B EHY
e.g. FHHIEE RS AIESEN.

We are most grateful for your help.




Arm Yourself

18 needless to say
as you already know or would expect 1~ i
eg AU, RINFmMBRMNERENE, BESWIHAY.
Needless to say, if your products are of high quality and low price, they will sell well in

the market.




Arm Yourself

19 confidential

adj.to be kept secret [§FFAZERY, HZRY




Arm Yourself

20 in advance
adv.ahead of time Fii%t
in advance of sth. 2RI
2months in advance 2RI B
eg HANEFELFH, MRFAREYRESARANT, HATAEMIEIL.
We would like to claim in advance that if the quality of the goods dispatched by you is

not in accordance with the contract, we have a right to refuse the goods.




mEALZER

AR EFPRERNGERITERZFANE-MAILMIL, ARGHITLT &E. —
s, EF—EESHANTFZER LRAT SENEEIE.

BNE&r &SEMNZEWSE, XEMHNBRNATRERNT SEHEABTNWETERE
ZE, URVIZFIERHNEARSTSEEFREA

A S EMNERNERIEETEEN. TR SEERANNEEBIGMT S5 5T H0
EE R, EALLHEEPIQARSEAMENM~EHPHEE, AMEMSEITER
xR, Rz, SLEZEPMRRAAERE, EEHRNFERZRE., —fKKiR, —HT 516
Bfrdl, Firel, [EXAEZER. MmBREZEMLE “Re” XANFR, ELInFEAIH9~=
fus hardware tools, ARXTNHIFREIFLE “Re: hardware tools”. FH5d, IENXHIFAHEBRE
a2, NNEEHR, TAPEEMRAFPIEN. —fRfEMH Verdana 110 SF . &
5%, ERUEES, MASENEE—EES, LLMRNRAE, ki, AT,
B, RE, MuFHEEHE.

O



A SEFEERRF, EIBNABYR. LREXEEEMEELRS0 100 £
HE, AUEYRFPEEFASEER, BEAREREEREK, LM EE RAVER
f, ILRIN L. REZASBHARTE, EENBEAHRTVIZHAS, FENE
PEMSHITEE, PLEESRMENTAEESRHE; BEWENEFBATER—IR;
mABLL R B BRI, {ERHEARMG EBRTTLIE~R 7~ RINE P2 E S IR EExT
R, ALIEEAZ—EHEURAN~@RN G0, EBERITEIEER . NTESRE
WNR—EBMIFIRE, —BIaMERRRKR, kv ERANEIIR, Fir-mng, &
fRIBANSE.



Make Yourself Skilled

(I. Basic Training) 1. Match the Chinese versions with the English expressions.

-

the principle of equality and mutual benefit ¢

Y

e

— &

2

41|14

——

joint venture
Commercial Counselor’s Office

import and export

trading corporation

.

financial position /

A\

i
R

K?}i%/z}ﬁl
S B JER )

\Eﬁ%iﬁﬁﬁﬁi
N




Make Yourself Skilled

(I. Basic Training) 2. Choose the best answer for each sentence.

(1) We shall be most grateful any information you give us.
A.to for C. of D. with
(2) We would like to you a number of our clients are interested in

Chinese walnut meat.

A. inform...of B. advise...of @inform... that D. advise...that
(3) We desire to establish beneficial business relations.

A. mutual @mutually C. each other D. both
(4) Thank you for your kind cooperation.

A. of advance B. as advance

@in advance D. on advance
(5) We are a state-operated corporation both import and export of textiles.

A. handling in B. trading C. dealing with (D) dealing in




Make Yourself Skilled

(II. Improving Training) 1. Fill in the blanks with the following words or expressions.

[trade acquaint ... with adhere to promote upon receipt of 1

(1) We would like you to send us a market report so as to acquaint ys  with  the

demand at your end.
(2) As you know, we have been in the  trade  of paper and stationery for many years.

(3) Quotations and samples will be airmailed to you upon receipt of your specific enquiry.

(4) We always adhere 0 oy commitments.

(5) We hope you will try your best to  Promote  the sale of this new product.




Make Yourself Skilled

(II. Improving Training) Translate the following Chinese parts into English.

[(l)ﬁﬁ]/z}ﬁﬁ B4 FLyour cotton piece goods. (be in the market for)

We are in the market for your cotton piece goods.

{(2)5521”3%2%% electronic products #£ M55 . (handle/trade in)

| N N N

L We mainly handle the trade in import of electronic products.




Make Yourself Skilled

(II. Improving Training) Translate the following Chinese parts into English.

[(3) By joint efforts, 1R TFERSHE5ERKIEER#H—SEi#H. (promote)

By joint efforts, We have further promoted both trade and friendship.

{(4)%5 ftb i 18X Z2 M Ewhat you need. (approach...for)

| N N N

L Please approach them for what you need.




Make Yourself Skilled

(II. Improving Training) Translate the following Chinese parts into English.

(5) Please inform us {R{I 1B RIFH{T AR M4 . (be interested in)

rI:II

Please inform us what products you are interested in.




Make Yourself Skilled

(III. Comprehensive Training)

Emphasize Foreign Trade Policy and Ask for Financial Position
sRIESNAER . A FERR
Objectives of TrainingSEill B Y
Through training, students learn how to write a letter asking for financial positions of

the new customers to the bank.

BESI, FENFINMAERELIRIT, @RFHELHNEERR.

Training Background SEIIE =
You are the manager of Rainbow Electronic Products Co., Ltd., you write a letter to
Citibank Shanghai Branch asking for financial positions of Shante Trading Co., Ltd., who
asked for the establishment of business relations with you a couple of days ago.
RR A B FmBRARINEE, BI/LREE T RS ERLATIERE.
BERREERITLEEDT, HELEFASARATNEERI.



Make Yourself Skilled

(III. Comprehensive Training>

Training RequirementSCilIEE5K
Write the letter according to the training background. The format requirement:
from the salutation to the complimentary closing.
REFEIINERER. BNEKXK: NIRPEFRE, Z4RWE.
Training GuidelinesSZ1)II3§ 78
1. Writing Steps 51E 51
Opening: purposes or reasons of writing, which are:
a. the source of information;
b. his intention.
Body: details of requirements, which are:
a. requirement for financial position and integrity of the new customer;
b. promise to treat any information as strictly confidential.

Closing: expectation of cooperation or an early reply.
s



Make Yourself Skilled

(III. Comprehensive Training)

Fk: WHAAB{EENEHIER, BF—

1. JHEKIE;

2. ZAEE.

IEX: REAFESKHEAAET, 8iF—

1. X FAR AT K AR Ei8#hE PR EREIRR;
2. KIEAB PRI BERRE.

ZRE: RIENEGENWHNSRTGFENAFFEREE.



Make Yourself Skilled

(III. Comprehensive Training)

2. Reference Words and Sentence Patterns & 185C X A=\
(1) enter into business relations with... 5...... B3 WX FH
(2) we want to know... I 1HE T HE. ...

(3) We shall be most grateful for... 408E...... AT PR
(4) information concerning... HX...... IE2

(5) treat sth. as strictly confidential X 5 5 =& R 25

(6) thank you in advance S5 E 15



Make Yourself Skilled

( Reference & &EF R )

Dear Sirs,

Shante Trading Co., Ltd from America wishes to enter into business relations with
us. As having little information on them, we would be grateful if you could supply us
with some information about the company’ s general financial standing according to
your experience.

It is doubtless that any information you supply will be treated in the strictest
confidence and for which you needn’ t take any responsibilities.

Thank you in advance for your kind attention to this matter.

Yours faithfully,

fk%




Supplementary Reading

( 1. Inquiring About the Company Profile and the Service Information )

Gentlemen,
Referring to your letter of June 9, 2021 and our reply of June 16, 2021, we have
instructed our Mailing Department to send you a complete set of catalogues covering

our equipment.

In order to evaluate your company along with the others, we would like you to give us

the following information:

History of vour firm" s organization.

Mame, and age of partners or board of directors.

What 1s the present capital of your organization?

What are your bank references in the United States and in Japan?

List all of the American companies whom you represent, also any other companies for
handling heavy machinery, including facilities and personnel for servicing equipment in
the field.

What 1s your capacity?

Do you purchase for your own account or for resale?

What are the prospects for our type of equipment in your country?

If possible, please send photographs of your office. We are looking forward to your
early reply.

Very truly yours,
XHH



Supplementary Reading

( 2. Informing the Credit Standing (A Reply to Lesson 3 Specimen 2). )

In reply to your message of April 29 about the credit standing of Macdonald & Evans

Co., Ltd.. we give you the following information you asked for.

The company you mentioned is an old-established one who has been enjoying a high
reputation. They have now a sound business standing with an excellent business

mover.

Our opinion is that they can be trusted to do business together. However, this is just our
personal view and given without any responsibility, howsoever arising. on the part of the

Bank.

Yours faithfully,
Cittbank China, Shanghai Branch



Sum-up /NG

When the firms want to establish business relations with prospective customers in other
countries, they will write letters to express their wishes. They may include some or all of the

following main points and use the following sentences:

1. Source of information, typical expressions such as:

@ We owe your name and address to the Commercial Counselor’s Office of xxx Embassy in...
AR .. KEIERFSSBLSHARAERBFRFIHLE,

@ On the recommendation of Mr. X X X, we know that...

AR SRR AEER, wERERN......

@ Your name and address have been passed on to us by...
H..... SR BRI

@ We take the liberty of writing to you...
BINBEESRIRA......



Sum-up /NG

2. Intention of establishing business relations, typical expressions such as:

@ We’re writing in the hope of establishing business relations with you.
ENEEFESRAEIILF KA.

@ We write to you in the hope that we can establish business relations with you.
ENEEFESRAEIILF KA.

@ We hope you can establish business relations with us.

BNFBERARESHAEILIFZ KR,



Sum-up /NG

3. Self-introduction, typical expressions such as:

@ We’re a state-owned corporation, handling both import and export of...
BIREERAR, £5..... WiEH O S,

@ We’re well experienced in the import of...
... WEOLSEXITREZN.

@ Our business line is xxx.
ENEE.....

@ ...falls within our business scope.
...... BTEFEECHE.

@ We wish to introduce ourselves as one of the leading exporters of...
EMNEERNE—T, RMNZ2—R..... . HOEZ—,

@ Becing specialized in the import of..., we wish to...

BERZE.....8A0EO, &HNE.....



Sum-up /NG

4. Detailed requirements, typical expressions such as:

@ We will appreciate it if you could send us samples of...
WMIRFHRER ... WHERGINAE, RITIFARERE.
@ If you’re interested in any type of these items, please don’t hesitate to tell us...
NIRRT 33X 8 == P AR A — RSB TR, IR SZ RIS IRTAT
@ We’ll be glad if you could give us...
MR RERE. ..., FRIVFIEERH.
@ We shall be obliged if you could...
WRFEE......, BATFIEERA.
@ We shall be grateful if you would...
WRFEE......, BATFIEERA.



Sum-up /NG

5. Expectation, which is complimentary, to express the hope for an early reply, good news,
etc., typical expressions such as:

@ We’re looking forward to your early reply.
Hi R F HEE.

@ We’re awaiting your favorable news.
FEFERFRFES

@ We trust that you will reply to us.

BMNBERINSSHRFEE.
@ Your early reply will be highly appreciated.

MIRFREFHERE, FAVFIEE R



An Exporter’s Self-introduction A BN 44

( Specimen 2 A Favorable Reply )

Your woven products are so attractive that we are confident of securing large orders for you.

We shall be obliged if you could send us catalogues and quotations.

We look forward to your favorable reply.

Yours faithfully,
Michael Rigoni
Michael Rigoni

Manager




An Exporter’s Self-introduction H O BN A

Chamber of Commerce e

scope of business activities L 5EH,ZERE
export list o W e
favorable reply Ha



Arm Yourself

1 through the courtesy of

obtain...from... &Z.... T4




Arm Yourself

2 be given to understand

get to know 3R 7%




Arm Yourself

3 fall within
belong to BT
fall within the scope of one’s business activities B TR AMZEEE lFESeE)
[E] X : lie within

e.g MR 10B3HREHFEB XN ZETIRAFRETEE.

We learn from your letter of3rd October that the goods fall within the scope of your

business activities.




Arm Yourself

4 give you a general idea of {ERA KE T #i#
[E] X : give a rough idea of A{E..... KE T %
give a detailed idea of J{E..... 140 T %
give an idea of Hf#..... T #%

e.g. MILIRA TRRIA R E O IR AR ARBIE R, ENBIRAFENER.
In order to give you a general idea of the cotton piece goods available for export, we
send you a pricelist.
have an idea of X7..... 18 T fi#

e.g FAVETH—TRAIUAER L ONEINEITE.

We would like to have an idea of your electronic bicycles exportable now.




Arm Yourself

5 line
n. range e, £EWSH
business line W' %536E, &M
be in line of &5 ......
bein line with 5.....—%, &
be out of line with i, 5...—&, I~"F4&




Arm Yourself

6 enclose
v. send with PR Mi_E
enclose sth.

Enclosed please find...

Enclosed are/is...




Arm Yourself

7 showing ®7~, 1iEA
-ing XN LURBRRIEISRIERE, EEXE, kRE, 118, GRFHNAS. &£
R B RRZ2R{NRI X, 40 asking ,offering, advisingZ¥ -




Arm Yourself

8 insupply
that can be provided AT {7 #Y

n. supply 5, HMH~m (EREH)
be in short supply {57 %5

v. supply 52

supply sb. with sth.
n. supplier £ &
adj.suppliable AT {7 /4




Arm Yourself

9 contact

v. approach 5... Bt#&
n. contact (with) 5.....BXx &




Arm Yourself

10 be of interest to {&E...... B4R

be interested in sth./doing sth./to do sth.

be interesting to sb.




Arm Yourself

11 assure

v. tell (sb.) positively or confidently [a].....{&}E, FBIR, {F.... 500
assure sb. of sth.
assure sb. that...

Please be assured that...

You may be assured that...




Arm Yourself

12 have our best and prompt attention FS2IFK (1R IAE & ATRYEE
[G1X : receive our attention S EIFA1HIXE
give our attention toX¥...... & B < E /AL T8
bring sth. to sb.s attention {F R AN FERE
call (draw, invite, attract, bring)sb.’s attention to sth.
RERNEERSE, ERASRT

e.g RAMERSBRIELT SN EMEEBIALIE.
Your requirements will receive our best and prompt attention.
EMNEXIHR 7 AEHIAE T AR AT

We will give our prompt attention to your future enquiries.




Arm Yourself

13 acknowledge with thanks the receipt of Y&ZI......, &5
R P RRE B A IERNARBRE, -
acknowledge receipt of your letter of March20
be in receipt of your letter of March20
acknowledge your letter of April5
thank you for your letter of Junel4d
In reply to your letter of JunelO...

We have received your letter...

We learn (note) from your letter...that...




Arm Yourself

14 take/have/the pleasure

be delighted, be pleased RS>, Roe=

/

take the pleasure of doing sth.

take pleasure in doing sth.




Arm Yourself

15 corporation

n. company, firm, house 22 H]

state-operated corporation [E'E /A F)




Arm Yourself

16 attractive

adj.having the power to attract sb. I 5| AHY

attractive price I 5| A B9 1%
v. attract I 3|




Arm Yourself

17 be confident ¥7..... {511
al3\: be confident of sth.
be confident that

n. confidence {11
a)J3\: have confidence in sth. ...

have confidence that

be in confidence
e.0. MNP EN~RREFEL,

We have confidence in are confident of the quality of Chinese products.




Arm Yourself

18 shall be obliged if you could ZAZ%...... A~ B B
[E1 X : shall appreciate it if...

shall be grateful if you would...

shall be thankful
e g NSRS SIS ARITHESR, BAVETRE.

We shall be obliged if you would send us samples immediately.




Al S5 b PR F TS —[O] 8 32 32 iRy

O TRETHERENAFTE, WERNEERRRS. XREFRBEZTFIXE.

O RAEEENHHEX, HIMENSHEHECSH~m.

® FiFfEREERTE, BERB S QRIRMAGBENETE. B, MREFERAL
LHRFE, TR AESMNER Mhotmail.comiX 2R ZBARFE, NE S W S T ALIIRER
%,

O THREASEER LERE], RREANLMRELE, AFEEERE RN
ERFERT A ER AT AR Bih—m=, BEiREBE AR LIRE, EZFE AK



Make Yourself Skilled

(I. Basic Training)
'8
scope of business activities ‘><-"ik%9‘§/%
—

Chamber of Commerce T &

4
~
5/

business relatlons -

prompt attention e TR A R
favorable rep >< \F’Eﬁ/i\

export list T S B A

'
..

\, V)




Make Yourself Skilled

(I. Basic Training) 2. Choose the best answer for each sentence.

(1) We are sure that these products could you.

A. interesting B. be interested in C. interests @be of interest to
(2) The enclosed catalogue will show you our main items

A. supplied B. supply @in supply D. for supply
(3) We the quality of Chinese products.

A. are interested in B. are of interest of
@are confident of D. have confidence with

(4) Please quote us your lowest price, the earliest date of shipment.

A. showing B. asking C. enclosing @covering
(5) We receiving your enquiry.

A. have the pleasure in take the pleasure of

C. are pleased to D. take the pleasure to




Make Yourself Skilled

(“- Improving Training) 1. Fill in the blanks with the following words or expressions.

confident interested in business contact supply with enclose

(1) We are anxious to make  business contact with your corporation.

(2) We  enclose our Enquiry Note No. 367 and wish to receive your favorable reply.

(3) One of our clients is nterested in  Chijnese electronic products.

(4) We can supply you with all kinds of men’s leather shoes.

(5) Although the price we give you is slightly higher, we are  COM1dent ¢ the

quality of our products is better.




Make Yourself Skilled

(II. Improving Training) Translate the following Chinese parts into English.

[(I)WEI LAER fit {i 14378 your new products. (contact...for)

You can contact them for your new products.

{(2) We would like to take this opportunity to IT2A— TFATEIN FZSeEl. (business line) }

L We would like to take this opportunity to introduce our business line.




Make Yourself Skilled

(II. Improving Training) Translate the following Chinese parts into English.

[(3)@6@‘ 1EF A KRBT #E—T the market price of textiles at your end? (give...a general
idea of)

Could you give us a general idea of the market price of textiles at your end?

{(4)]‘@@ Mt _EF IR ATt N BY price list for various cellphones. (enclose, suppliable) }

L We enclose herewith our price list for various cell phones suppliable at present.




Make Yourself Skilled

(II. Improving Training) Translate the following Chinese parts into English.

(5) Electronic products JE TR FEESCEl. (fall within the scope of)

Electronic products fall within the scope of our business activities.




Make Yourself Skilled

(III. Comprehensive Training>

An Exporter’s Self-introduction t OB BN 4R
Objectives of TrainingSEIlEH Y
Through training, students learn how to write a letter asking for the establishment of

business relations with the importer as an exporter.

BESI, FENFIMEALONNATEESEOR, EXEMWSKR.



Make Yourself Skilled

(III. Comprehensive Training>

Training Background SE)IIE &=

You are an exporter of the Dongguan Xusheng Paper Co., Ltd.. You found a piece of
information on the website of The Economic and Commercial Counselor’s Office of the
Embassy of the People’s Republic of China in Canada as follows:

REREFZMEARLBRATDNEOR, AFEARKMEIENEXNKEESR
FEFSBRANM ERE-NEEWT:

_______________________

I mERMAKMEEHE ;
| SRR RN H] R GiE A R
' il &K Inter-World Paper Overseas Limited 4% w4 3 3F 4 7% (6.5 [B14% ( colored newsprint )9 |

- e m mn o e e o e m e m m om m

: 5, )9 H E 0 250 M e (65 o Uk At 6.
| Zvw]Hihik - 10825 Yonge Street, Suite 205, Richmond Hill, Ontario, Canada L4C 3E3



Make Yourself Skilled

(III. Comprehensive Training>

. IK#F A :David Zeidenberg
L% - 1-905-5088 108
£ 11 : 1-905-5088110

Email: sales{@interworldpaper.com

_________________________________________________________

You write a letter asking for the establishment of business relations with Inter- World
Paper Overseas Limited. The brief introduction of Dongguan Xusheng Paper Co., Ltd. is as
follows:

RE {54 NZE Kinter-World Paper Overseas Limited A&, EXEVTWERFR. F
SEMEF R BRAT BT :



Make Yourself Skilled

(III. Comprehensive Training>

______________________
_______

FRAR : B/ RUEE UL AE A AR BT IR AR TC/bdE | HIRYE  IIRAE K IRAE FMRAE R rae,
o BERER BEIE DL HERRAR, o B B A i, 25 Rl B A AR
FIEH A0 A R A wiA 8 Pl A R LR — 22k ayH A, LURE .
SR R A T AT :
: A TR AR 7

: M b ARSEr R R IE O 186 %
f eI TR

f Hi HL:0769-85825556-5557

! F #l1:18676972288 :

>~

. ME 3 : voulaizhiyei@ 163.com '

' B hil - www.xszhiye.com :

_________________________________________________________



Make Yourself Skilled

(III. Comprehensive Training>

Training RequirementSEiII 5K

Write the letter according to the training background:

Name, company’s name and address of the writer — as indicated above
Title of the writer — at your option

Name, company’s name and address of the receiver — as indicated above
Date of writing — at your option

RELNEREE:
S{EANER . QERFRFMIE—0 F R
B{EARKET—B

WIS ARYEER . AR BFRFIE—an EFr7R
SEHEH—~BM



Make Yourself Skilled

(III. Comprehensive Training>

Training Guidelines3Ei)II¥5§F3
1. Writing Steps 5{EL 5
Opening: purposes or reasons of writing, which are:
a. the source of information;
b. his intention (establishment of business relations).
Body: details of requirements, which are:
a. self-introduction and the business scope of his firm, the company’s ability to
meet the customer’s needs for products;
b. sending the catalogue or samples;
c. reference as to his firm’s financial position and integrity.

Closing: expectation of cooperation or an early reply.



Make Yourself Skilled

(III. Comprehensive Training>

Fk: REASEERNXIEE, 8iF—
1. JHEXIE;
2. B (RIEFEMWFZXEZNFE) .
IEX: RERFESKHVEAAT, 8iF—
. BERNMEMECARNEAEE LR, BAARGEHER P ~mENK
2. Fix BREHFm;
3. MBARIEEB AT
ZRE: RIENEENWHRSRRGENAFFEREE.



Make Yourself Skilled

(III. Comprehensive Training>

2. Reference Words and Sentence Patterns £ {5 a3

(1) through the courtesy of... 7&5%...... N

(2) be given to understand that 3k 7§

(3) fall within the scope of our business activities J& T {189 $55e

(4) We are writing to you with a keen desire to do... I F E{541R, BE......
(5) We specialize in the exportation of... I 1&EFTF...... B A

(6) enclose a copy of export list fifie& Bt £ O35 2 —1%

(7) the main items now in supply B BIAI M Y 3 E /= M

(8) sth. is of interest to sb. FEHIE F AN BLILE



Make Yourself Skilled

( Reference & &EF R )

Dongguan Xusheng Paper Co., Ltd.
186 Expo Avenue, Houjie Town, Dongguan City,
Guangdong, P.R.C,523960

May 6, 2021
Inter-World Paper Overseas Limited

10825 Yonge Street, Suite 205, Richmond Hill,
Ontario, Canada L4C 3E3




Make Yourself Skilled

( Reference & &EF R )

Dear Mr. Zeidenberg,

Through the courtesy of The Economic and Commercial Counsellor's Office of the
Embassy of the People's Republic of China in Canada, we are given to understand that
you are in the market for colored newsprint.

As this item falls within the scope of our business activities, we are writing to you
with a keen desire to enter into business connections with you.

We specialize in manufacture and exportation of paper products, such as newsprint,
flint papers, air-laid paper, white cardboard, kraft paper, etc. Our products are
excellent in quality and reasonable in price.

We have a steady supply capacity and assure good quality and timely delivery, which
can meet your needs very well.




Make Yourself Skilled

( Reference & &EF R )

In order to give you a better understanding of our company and product, we enclose
a copy of our export list and sample of pink and yellow newsprint, and we hope that you
would contact us if the sample is to your satisfactory, or if any item is of interest to you.

We look forward to receiving your early reply, and assure you that your
requirements will have our best and prompt attention.

Yours faithfully,

Deng Wei

Sales Manager

Dongguan Xusheng Paper Co., Ltd




Supplementary Reading

( 1. The Reply to an Enquiry >

Dear Miss Sanny,
Thanks for your Email. Please note our comments as below:

As you know, we are a confectionery factory and our products include chocolate,
toffees, candies, wafers, biscuits, and various kinds of Arabic sweets. And in order to
package these items in beautiful gifts, we use various kinds of promotional items which
mclude bamboo baskets, wooden boxes, paper cloth products, toys with baskets, fern
items, rattan items, leather boxes, jute bags and many others which fall in similar
categories of arts and handicrafts.

We shall be pleased if you can send us a CD of photos of your wide range of products
which can be used for the above purpose for our selection.

Yours sincerely,
XK



Supplementary Reading

( 2. A Manufacturer Writes to an Importer )

Dear Sirs,

The Chamber of Commerce of China has conveyed to us your desire to establish
business relations with foreign trade corporations. A copy of vour letter to that effect has
been passed on to us.

We are pleased to inform you that the commeodities you are interested in fall within the
scope of our business activities. The enclosed catalogue will give you the general idea of
our lines.

For your information, our company is the leading manufacturer and exporter of
Electronic Toys and Stationery in this country. So we have advantage over other export
corporations in price and regular supplies.

We look forward to your detailed requirements.

Yours faithfully,
KX K

Encl.



