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Module 1 Establishment of Business Relations
(BB RR)
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[ Key Words and Phrases)

Key Words export & import sample
forward business scope
trade fairs commercial counselor’s office
chamber of commerce

Phrases enter into business relations establish business relations
be well received by separate airmail
illustrated catalogue take the opportunity

[ Opening Case)

Zhejiang Chaoyang Bags & Cases Co., Ltd., established in 1999, is a professional
manufacturer of all kinds of bags and cases in China. This company now covers a factory
area of 35,000 square meters. With more than 200 staffs, 50 technicians and managers, 10
workshops and 12 large injection — molding machines, its daily output has reached more than
5,000 pieces different luggage. Also, the company is well connected with many customers
in European, Middle Eastern, African countries and other areas. The products are favored

by the clients for their superior quality and the company’s satisfying service.



Now suppose you are a new staff in Zhejiang Chaoyang Bags & Cases Co., Ltd., and
responsible for a new business. You get the information about a new customer, United
Trading Co., Ltd. in USA, hoping to establish business relations with it, because it is
interested in importing Chinese cases and bags.

How to write an effective business letter to express your good wishes?

[ Background)

In order to open up new international markets, foreign trade companies should find new
customers and establish good business relations with them. Business connections are
valuable. Not only should they do their best to maintain and consolidate good relations with
old customers, but also they should develop new business.

Finding your business partners is the first step in international trade. The following are

the major sources where information about potential customers is available:

SNREREE

The Channels of Finding the Foreign Merchants

Bank

Banks usually are ready to give the names and address of exporters.

Website

Necessary and useful information can be obtained from the Internet.

Trade Directory

Trade directory is a book published by the official government about the

information of the business company in every area.

Chamber of
Commerce in Foreign
Countries

Chamber of commerce is an organization of business companies, one of
which duties is to help its members with important business information and

opportunities .

Commercial

Counselor’s Office

Commercial Counselor’s Office is incorporated in the embassy abroad. Its
main task is to give important commercial information for business companies

in their countries.

Advertisement

The most direct and efficient way is to get the information from the

advertisement in the web, newspaper and magazine .

Friends and Business

Partners

Sometimes your business partners and friends may become

the bridge

between the new client and you.

After obtaining the name and address of the potential customer, you may send a letter
or fax or email to the parties concerned. Besides establishing the business relations with the
target customers, you may also introduce your company to the public through the media,
such as web, paper, magazine to find the potential customers and partners.

If you plan to import, you may ask for samples, catalogue, price list and credit
standing and so on. In the end, you have to express your expectance of cooperation and an
early reply. The first impression is very important and you should state what you want

clearly, simply and concisely in the business letter.
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A Letter from An Exporter

Pre-work

 Step 1 Please act as a new staff in Zhejiang Chaoyang Bags & Cases Co., Ltd. and write a
business letter to your new client. Now choose the following useful information for your letter.
Then find a good order for those you choose in your letter.

<> Giving basic situation, running scope, branches of your firms.

<> Asking about the political or economic situations in their country.
<> Informing them how you got the concerning information about them.
<> Talking about the terms of payment you can accept.

<> Expressing your wish to establish business relations with them.

<> Sending the products catalogue, price list or samples.

<> Explaining politely for maintaining future business.

Siep Z Write a business letter with the following useful expressions.

TR At R T TR —

1. get the concerning mformatlon about them f-é' BRiE
We learn through. . . that. ..

We learn from. . .that. ..

Your company has been kindly introduced to us by. ..
We owe your name and address to Dahua International Co. in Hongkong who have informed us that

you are in the market for toys.

i&mm@%k QﬁﬂjTﬁﬂ4f€&W+%"o

, 2. introduce your own company % & 1148

state — owned company

Sino — foreign joint venture

foreign — owned enterprises

We are marketing. . .

We are in the market for. . .

We are a state — owned corporation specializing in the export of tablecloths and bed sheets, and are
in a position to supply high quality textiles above — mentioned.

; é&?‘ii*'i%ﬂ%i“‘iﬁﬁvﬂi$ﬁzﬂk%éﬁﬁlﬁ&.5} ﬂaﬁiﬁﬁ}i#ﬂiim)ﬁ% L,
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. 3.enter into business relations ZEI W& XF

establish direct business relations with your company

make pleasant business contact with your corporation

enter into friendly business activities with your firm
build up business relations with the prospective dealers
promote mutually beneficial business relations
strengthen business relations

We shall be pleased to enter into business relations with you.

BARGAERFIRELIADH X R,

Sttep 5 Please compare your letter with the sample letter.

A Specimen Letter

Zhejiang Chaoyang Bags & Cases Co.,Ltd.
No.235, Jinxing building, Hangzhou Economic and Technical Development Zone
Zhejiang, China.

Nov.8, 2007

United Trading Company, Ltd.
170 San Jose Avenue, New York, USA

Dear Sirs,

We have noted your company through the www. alibaba.com. As a major exporter of suitcase with

20 years of experience, we take this opportunity to express our wish to enter into business relations with
you on the basis of equality and mutual benefit.

Our products are well received in the European market for their excellent quality, attractive design
and reasonable price. To acquaint you with them, we have forwarded you by separate airmail a full set
of illustrated catalogue for your reference. Should any of the items be of interest to you, please inform
us and we are pleased to send several samples to you.

For your information, our company has enjoyed great reputation in your country. Please refer to
Bank of China, New York branch for our financial standing and credit status.

We appreciate your early reply.

Yours faithfully,
Zhejiang Chaoyang Bags & Cases Co., Ltd.




