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When you work for an import-export corporation, you are always required to be able
do a lot of things, such as understanding the exact meaning of the incoming letters,
translating Chinese version letters into English and replying your customers in English
directly. The following three cases tell you what you need to do in your corporation.

Ms. Jiang graduated from her university in June. After graduation, she was lucky to
be employed by an import-export corporation. One day she was required to translate a
fax message into Chinese. Ms. Jiang could get the main idea of it, but she found it
difficult to translate it exactly into Chinese. Now, suppose you were Ms. Jiang, what
would happen if you were asked to do so? Please try to write down in proper Chinese.

Date : 18 June

To . Mr. Henry Ford

From : Ms. Vivian Ma

Cc . Mr. Tony Gates

Re . ISSUE OF CHINA CERTIFICATE OF ORIGIN TO SUNNY ARGENTINA

Thank you for your co-operation in our current documentation operation.

We are informed by Sunny Argentina that a new government regulation for customs clearance has been
implemented. All factories should issue a China Certificate of Origin for all the products made in
China, starting for shipments which will arrive in MONTEVEDEOQO and BUENOS AIRES on/after 11

Aug. For details, please see as follows:

Document type: Certificate of Origin issued by China Authority of Import and Export MUST BE
WITH A STAMP IN THE OVERLEAF BY ARGENTINIAN CONSULATE (BEIJING BRANCH).
Effective Date: FCL shipment—starting from vessel ETD HK/China on /after 22 June.

Application: Please apply for the C/O before ETD and should send the C/O to WEM within 20 days
after ETD.

C/O charges; We are now discussing the C/O charges matter and will inform you later.

Remarks; It is very important to state the invoice no. and date on the C/O (please find the attached

C/0 sample for your reference).

Air shipment: If you have air shipment, please inform us first.
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Please find the attached revised shipping information and C/O sample. Should you have any questions,
please do not hesitate to contact Vivian at 6732 %%%x

Thank you very much for your attention.
Best Regards,
Vivian

Encl.

Mr. Cai once worked for a US-founded corporation in Shanghai. One day, he was
asked to send an invitation to their business partner in both Chinese and English. The
Chinese version invitation was finished first. Now suppose you were Mr. Cai, please
translate it into English.

& i R
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Edward, Mr. Cai’s boss, received a fax message from his Australian friend, Mr.
Dawson. Edward asked Mr. Cai to send a reply to Mr. Dawson in English directly after
Mr. Cai’s reading the following fax. Now suppose you were Mr. Cai, please reply to Mr.
Dawson by fax according to the following Fax.

Date : 16 May, 201 =

To : Lihua Imp. & Exp. Co., Ltd
Fax . 86-21-642486 xx

From; Johan Dawson

Fax : (613) 9876 xxxx

Re : Freight

Dear Edward,
Apologies for not contacting you earlier, but things have been pretty hectic here.
Christina and I send our warmest regards to you, Julia, Mitchell, Brian and your extended family.

We have visited most of our friends, Frank (the naughty boy) rang yesterday from Tasmania and was

asking—when is Edward coming?

I will be contacting you more frequently soon as I will be installing a PC (talking to a supplier this
morning) . It will be good to keep in touch more often.

Edward, can you do me a small favor? I hope our shipment has arrived in Melbourne but the shipping
company is saying to me that the goods have been cost port to port only—not door to door? The
Melbourne Company has contacted the Shanghai forwarding agent who confirms this.

The thing is whether it has been paid in full in Shanghai. I don’t want to pay the charges twice. (The
port charges, handling & transport charges are considerable).

Please respond to me by E-Mail or fax numbers above-mentioned.

I appreciate your helping me again, and look forward to hearing from you ASAP.

Both Christina and I are missing you and look forward to seeing you once again very soon.
Best regards,

Johan Dawson

The above-mentioned three cases tell you that you will be required to be able to do
three things, that is, to translate incoming English version letters into proper Chinese,
translate Chinese version letters into proper English and reply to your foreign customers
directly in English after reading English version letters, faxes or E-Mails.
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CThe Forms of Business Letters:-:--:-..-..

Normally, a traditional business letter consists of seven standard parts and some
optional parts. Here is a sample.

NEW EXHIBITIONS CO. , LTD
P. 0. BOX 699 **
DUBAI-UNITED ARAB EMIRATES
MOBILE: +971-83-6883 »x»x
TEL: +971-5-1816 *xx
FAX: -+971-5-1816 x*x
E-Mail. salesmanager(@emirates, net. ae

88aa@ alibaba. com. cn

WEB: www. abb, ae

Date: 21 Feb. 201 =
Sandy Han Stationery Co. , Ltd.
Address:13 * Zhongshan Road, Shanghai
Tel . 0086-21-6234 xxx Mobile ; 1366789 »xxx
Fax : 0086-21-6234 xxx Zip Code ; 200013
E-Mail; sandy66(@alibaba. com. cn

Dear Sirs,

INVITATION TO 3rd AFRICA, ASIA & MIDDLE EAST EXPO IN NAIROBI
It is indeed our great pleasure to invite your company to participate in the most

important event of the year to be held in Nairobi. As you know, Kenya serves as the
gateway to a vast East-African market of over 400 million consumers.

3rd Africa, Asia & Middle East Expo is divided into 6 specialized segments under one
roof, such as:

1—CONSUMEX
Computers, IT, Peripherals, Consumer Electronics, Home Appliances, Office
Automation, Satellite & Broadcasting, Wireless & Telecommunications,
Stationery, Toys, Gift Items, etc.
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2—FOOD-PAK
Food & Beverages, Agricultural & Dairy Products, Fast Foods, Hotel Products, Fresh Frozen &
Canned Foods, Kitchen Appliances, Packaging & Labeling Machines, Flexible Packaging,
Disposable & Paper Products, etc.

3—BUILTECH
Building & Construction Materials, Tools & Hardware, Safety & Security, Sanitary Ware &
Bathroom Fittings, Ceramics, Marble, Flectrical & Lighting products, Cables, Generators,
Paints, Plastic & Rubber Products, etc.

4—AUTO & PARTS
Automotives, Auto Spare Parts & Accessories (New & Used), Car Care Products, Tyres, Bearings,
Aviation & Transportation Equipments,Oils, Lubricants, Greases, Auto Paints, etc.

5—MEDI+ PHARMA
Healthcare & Medical Supplies, Pharmaceuticals & Drugs, Dental & Surgical Instruments, Skin
Care, Hospital Equipments, Soaps, Detergents, Hygienic & Disposable Products, etc.

6—INTERTEKSIL
Textiles and Garments, Fabrics, Men & Women wears, Garments, Leather & Leather Products,
Fashion Accessories, Perfumery, Cosmetics, Bags, Watches, Imitation Jewelry, etc.

PARTICIPATION OPTIONS;

OPTION # 01 (EXHIBITING) :

US$ 225 per sq. m. SHELL stand with basic furniture (Minimum 9sq. m).
OPTION # 02 (ADVERTISING IN THE BUSINESS CATALOGUE) ;

9000 copies will be distributed to all major trade visitors during the exhibition.
QUARTER PAGE 4-COLOR USS$ 400
HALF PAGE 4-COLOR US$ 750
FULL PAGE 4-COLOR US$ 1100

The first two Expos were very successful! Enclosed please find the brochure about these expos. If your esteemed
corporation is interested in entering the biggest export market in East Africa, please do not hesitate to contact
us. We are looking forward to your favorable reply.

Yours Sincerely,

Honry Sinith

Project Director

NEW EXHIBITIONS CO., LTD

Encl.
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These different parts are listed as follows:
the letter-head;

the date;

the inside name and address;

the salutation;

the subject heading;

the body of the letter;

the complimentary close;

the writer’s signature and designation;

W 00 N & O b= W N =

the enclosure.

Of which, No. 5 and No. 9 belong to optional parts of a business letter, which you can
choose to use or not. A typical business letter shall consist of all the remaining seven parts.

The layout of the above-mentioned letter is called blocked letter style. The following
style is called semi-indented letter style.

Exhibition Group
6 *» -Matao-SP-BRAZIL
ZIP Code: 15990-8 x»
Phone & Fax: +55-16-283-8 »x
E-Mail. export@exh, com, br
sales@export, com., br
Website: www, export. com, br

Date; 22 Jan. 201 »
Sandy Han Stationery Co. ,Ltd.
Address: 13 x Zhongshan Road, Shanghai
Tel. 0086-21-6234 »%%x Mobile: 1366789 »xxx*
Fax. 0086-21-6234 xxxx  Zip Code: 200013
E-Mail: sandy66(@alibaba. com. cn

Dear Sir/Madam,
We from Exhibition Group are having the pleasure to invite you to visit us at the most important
metal working branch trade show in Latin America:
MECANICA 201 =

This fair will be in Sao Paulo city, Brazil, between the days 18 and 22, May, 201 %, at the
Anhembi park.
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To receive further information and your invitation, please send us an E-Mail with your complete
address for the confirmation: sales@brexport. com. br.

We hope to have your esteemed company during these days at this important event.

Best regards,
Henry Smith

..................................................................... $[EETEIEEESIIES]

A fax machine enables you to send or receive any documents immediately, including
signature, table, chart or other information. It can work for you 24 hours automatically
everyday. In this way, we can keep in touch with our customers closely.

Different companies prefer to use different patterns of fax message. Generally
speaking, the following particulars should be mentioned when you fax to your customer:
names of the parties concerned, including the names of the sender and receiver, names of
their companies, telephone numbers, fax numbers, date and pages. For example:

AL #EHORFRALA
Shanghai Lihua Imp. & Exp. Co., Ltd.

Rm. 9012 Union Building, Fax:  86-21-645378 #x
1202 Zhongshan Road (N), Tel: 86-21-645378 *x

Shanghai, 20026 * China E-Mail: lihua88@yahoo. com

Date: Aug 29, 201 *
To: Mr. Roland Klein
Klein Underwood Company
Fax: 49-40-6378 xxxx
From: Shanghai Lihua Imp, & Exp. Co. , Ltd,
Fax: 86-21-645378 xx
Re: Brochure sent for your reference

Dear Mr. Klein,

In compliance with your request in your Fax dated Aug. 28, we have sent you our latest brochure, by

separate airmail, for your reference.




