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In this unit you should understand how to establish business relations with po-
tential business partners;

+ You should master the basic skills to communicate with your customer for the
first time;

-~ You should know how to be a good receptionist in a company.

Dintroduction

Establishing business relations with prospective dealers is one of the vitally
important undertakings either for a newly established firm or an old one that wi-
shes to enlarge its business scope and turnover. The development and expansion of
a business depends on customers, who are invariably regarded at present as “God”
or as “food, clothing and parents. "' No transactions can be finalized until con-
tracts have been made between two or more companies.

Writing letters to new firms or customers to open up a market to sell some-
thing or to buy something is a common practice in international business communi-

cations. Besides communication in writing, merchants in foreign countries may
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also be approached through some other channels as stated below ;

1. Attendance at the export commodities fairs;

2. Contact at exhibitions held at home or abroad;

3. Mutual visits by trade delegations and groups.

As the most constantly used channel in business activities, communication in
writing can involve or secure all the necessary information about a new customer
through the following means;

1. Banks;

Chambers of commerce at home and abroad;

Commercial counselor’s office ;

Advertisements in the media;

Trade directory ;

Exhibitions and trade fairs;

Self-introduction or introduction from his business connections;

Market investigations

PR A PREN

Enquires received from foreign merchants;

10. Internet resources.

Having obtained the desired names and addresses of the firms from any of the
above-mentioned sources, the person in charge may start sending letters or circu-
lars to the parties concerned. This sort of letter is an outgoing letter and may be
called a “First Enquiry” , namely, an enquiry sent to a customer whom he has not
previously dealt with. Generally speaking, the writer of this type of letter informs
his addressee of the following: the source of his information; his intention or de-
sire; the business scope of his firm and also its branches and liaison offices, if
any; the reference as to his firm’s financial position and integrity.

In writing such letters, the writer should state simply, clearly and concisely
what he can sell or what he expects to buy. * The letter should be to the point and
polite. The first impressions count heavily. Any letter of this nature received must
be answered in full without the least delay and with courtesy so as to create good
will and leave a good impression on the reader. This is one of the most important
functions of commercial correspondence.

In order to establish business relationship with the partner, we should intro-

duce ourselves to promote the business, we may make some brochures and

Ll X7 English for International Trade



pamphlets to introduce the company, including the business history, business
scope and so on; we may also introduce the products to the partners so that we

may seek the cooperation with the partners.
In a company, the business reception is also of great importance for the de-
velopment of its business. Introduction of the company may be made by the recep-

tionist when receiving the customers to promote its image.

Unit 1 Establishing Business Relations -




Lesson 7

Dear Sirs,

We have got your name and address from Trade Fairs in Hong Kong last
month, which informed us that you are one of the leading importers of printers and
enjoy a good reputation for more than 20 years in your market.

We are one of the largest printer manufacturers in our country and specialize
in various kinds of products for more than 30 years. As you know, our products
sell well all over the world and win warm praises from customers not only because
they are superior in quality and durable in use but also because they can render de-
pendable performance. Today we are writing to you in hope of establishing busi-
ness relations with you on the basis of equality and mutual benefit and exchanging
what one has for what one needs. *

To give you a general idea of our products, we are enclosing a copy of our il-
lustrated catalogue for the main items available at present. If you are interested in
any of the items, please do not hesitate to inform us.

We are looking forward to hearing from you soon. *

‘ Yours faithfully

establish  v. R, ZF, BREEHRE
prospective  a. ARG

turnover n. ]

delegation n. K& H

investigation n. B E

circular n. &

brochure/ pamphlet n. N EF
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receptionist 7.
inform .
leading a.
reputation n.
manufacturer n.
specialize v.
praise n.
durable a.
dependable a.
mutual  a.
enclose .
illustrated a.
catalogue n.
hesitate .
establish business relations
business scope
open up a market
trade directory
business reception
trade fairs
specialize in

in hope of

on the basis of
mutual benefit

chamber of commerce
commercial counselor’s office

liaison office
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1. The development and expansion of a business depends on customers, who are

invariably regarded at present as “God” or as “food, clothing and parents. ” 2
Sl FHERAREXERTEP , AMNERLE P SHE L& XE 2 KM
é’{] “ ‘R@i&” .

. In writing such letters, the writer should state simply, clearly and concisely

what he can sell or what he expects to buy. £ 4 B X548, BI15E B H W
W& AW AR AR IS L REAHE KB LR,

simply, clearly and concisely & £ & # .M, XBUERRINEEE®HMEE
PREEENZKREBERN,

. We are one of the largest printer manufacturers in our country and specialize in

various kinds of products for more than 30 years. As you know, our products
sell well all over the world and win warm praises from customers not only be-
cause they are superior in quality and durable in use but also because they can
render dependable performance. Today we are writing to you in hope of estab-
lishing business relations with you on the basis of equality and mutual benefit
and exchanging what one has for what one needs. K112 % H & X #73T5P M
AR 1 RBEEAPRCBAZTEFT ., X AL, BMNH AR
AR, REKE, RIAA > B RELR, BARA, >ty
Fo BAARKRBREIEFZREXNAAEFF LA, B ARG A LR
specialize in £.3¢, .8

il : We specialize in the export of textiles and wish to enter into business rela-
tions with you. XML E B HRBE P L4 F 25 ERALE - A0 F S 3
2

sell well all over the world 4% 43k

win warm praises from customers i 5 i} % &3k iF

superior in quality /i & L

durable in use £ X &t A

dependable performance % 4 5T

equality and mutual benefit - % 7 4|
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exchanging what one has for what one needs. Z i # £

4. We are looking forward to hearing from vou sgon. %% _.
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tional trade is becoming more and more important.

New Words & Expressions

currency  n.
domestic a.
peso n.
shopkeeper n.
transaction .
in terms of
change hands
/

/ Special Terms

exporting country
paying country

foreign exchange market
exchange rate

business house
wholesale house

agent bank

Ecuador

/
/ s Notes

#i, P

AR, AL

Wk (FA FEFEGE T LK)
JE £

X, a2

Hreoeenss L& ARk
¥, 5F

Wi E

At #

SMEF 3

ShiC &

AT

P HAT

AR IR AT

RN R(HEMNBR)

1. The exchange rate is the price of foreign currency in terms of domestic curren-
cy, and it varies from time to time. $}IC & Z SMC A B F &5 b4, ok

Hrotor X A& & R4,

2. charge its account for the necessary money 4§ 5469 AT ALK P
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4 ' Exercises

......

1. Fill in a letter according to the following information in Chinese.

(HEE), . : . ,
GRS EERAT, BAT TSI/~ F) are sup-
plying the best quality toys all over the world. ' , (A

AR EREANITE A5 /AT ) and have offices or representatives in all ma-
jor cities and towns in China.

(IR RA RS ERTTGAEET WY
Hi-&) We shall be able to give you considerable orders, if the price is suitable.
. (FREFA RS ER AR RIS R E A&
(&L

2. Write a letter according to the following information in Chinese.

1) @ TR R AR MM, KRB TR - R REREREG LSO
Fo

2) RTREREREH AR, R GRI =Y, A REITE,

3) FEHRER PR EBIXT JT HIRE T S kg 2 o

3. Translate the following sentences into Chinese.

1) We wish to enter into business relations with your company on the basis of
equality and mutual benefit and exchanging what one has for what one needs.

2) We have obtained your address from the Chamber of Commerce and now hope
to establish business relations with you.

3) The Bank of China in your city has informed us that you are importer of tex-
tiles. We specialize in the export of textiles and are willing to enter into busi-
ness relations with you.

4) Your firm has been recommended to us by your Embassy in China as a buyer
of Chinese canned goods. We wish to inform you that we specialize in this line

and hope to enter trade relations with you on the basis of equality and mutual

Lesson 1 Establishing Business Relations
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benefit.

5) We have learned from our trade delegation that you are one of the leading ex-
porters of Chinese electrical products and enjoy a good reputation for more than
40 years in the world market.

4. Translate the following sentences into English.

1) ARREFEHRENBERRAFANITLZ M, RMNEZ SR AR ELS
HAE R E BT KBS REXR,

2) RTBESRAFMBELNFRR, UFEBISR TR,

3) MMNEFEEREFNE AR, KPLETHIF=MME LS.

4) 9 T EARMIRBRATA I 0 & K R — AN IS, BEBR 3 L REAS |
REE 4, 3%, |

5. Simulation exercise.

Suppose you find a company from the internet for the first time, you
want to establish business relations with that company, please write a busi-

ness letter for establishing business relations.
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