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Objectives
To be proficient in
© understanding the main information and key terms often used in a letter of

importer’s self-introduction
O writing a letter of importer’s self-introduction

ertlng Tlps

A letter of importer’s self-introduction should be based on equality and mutual
benefits. Through self-introduction, the importer makes others know about his informa-

tion, thus gets more opportunities for achieving potential deals.
Here are some guidelines:
® The tone should be sincere and friendly;
® The offered information should be rich and credible;
® Grammatical errors should be avoided.

pWarm-un Acllvmes
€ Write out the common communication methods in the international
trade shown in the following pictures.
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& Discuss in groups and give more communication methods in the
international trade.

Sample Study

e

Sample 1

: October 23, 2011 ;
Haier Group, Haier Industrial Zone
i Qingdao, China 266072

Dear Sir or Madam,
; We learned about you on the Internet and shall be pleased to
establish a business relationship with your firm.

We are one of the /eading importers of electrical goods in Congo
and have been for many years. At present we are interested in your

refrigerators, details as per our Enquiry Note No. 1345 attached, and

i will be glad to receive your quotation as soon as possible.

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

Your prompt response will be highly appreciated.

Yours sincerely,
Alexander Co. Ltd. ‘
Jefferson Clinton

Jefferson Clinton




Lesson One

Importer’s Self-introduction

Dear Sir or Madam,
: Thank you for your letter of October 23. We desire to enter into a business relationship
with your company. :

Our refrigerator industry specializes in designing

and producing a variety of traditional but fashionable
. refrigerators. We have developed and marketed new
. products, such as children’s refrigerators and color

. refrigerators. We can satisfy market needs both at home and

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

Should you be interested in any of the items, please let us now. We look forward to

I your enquiry.

' Yours sincerely,

Vocahulary
establish /is'taeblif/ v. @AL, BAL
leading /Mizdm/ a. EHEAY, FERY
enquiry /in'kwarar1/ n./v. 1M iR, TR
attached /a'tet[t/ a. FEW; @iy
quotation /kwau'terfn/ n /s BHTs 1T
available /a'verlabl/ a. /AR w73
in compliance with JIGTAN 5 %5 HE
under separate cover St FeRdy b
export range HAYEH

1. establish: enter into, set up, forge
establish a business relationship with lgyisn e.55s HArlk %ok A

Our company has established a long-term business relationship with yours.
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AR EERARRY T RAMLS XA,

We have established diplomatic relationship with many countries.
BATFIVF 2 B KB TS R

He could not enter into another business arrangement.

b AFEF 45 55— Tl 55 L4

It’s time for us to enter into business negotiation.

B T BA VAR R T,

[ entered into a partnership with him to do export business.

FE A&k DA,

2. attached

attached table PiFhnZe s P

documents attached FAR SR MR PREA SRR
attached sheet FfFs BT

attached file PR

I got a no strings attached loan of £ 3,000.

HAFE| T2 3000 BRI, TTEMF NS,

Talking is not a bad start, so long as the right conditions are attached.

PR ERE, HEIAVEBAIFIR G MRS, g — AR 46,

3. in compliance with: in agreement/in line/in conformity/ with

in full compliance with Se4E
duly in compliance with Ay A
in compliance with standards KR

act in compliance with instructions AR
in compliance to your request EE TR

This way both parties confirm that the documents that will accompany the draft will consti-
tute evidence of shipment in compliance with the terms of the contract.

ABFE 2 F N5 #B S TIABC & 2220 % Ph PR b7 ZEFDUE B R AR A48

Performs is in compliance with company safety standards.

He it B PLSE 2 A A R R 2R,

Ensure staff act in compliance with company policies and procedures.

R 51 38 <7 2v RIELE FIHRVETERE .

In‘ géneral, our quotation is in compliance with the present level.

SEIBK, TR A LA At A

In many cases of complaint, consumers said that what they received are not in compliance

~.._ with the sample.




Importer’s Self-introduction |

FEVF 28R EBI, {HRE AR BT R 5 SHEASHETT

4. range JEH

in range with Flliz==z== il
within range of o R JEELAN

It’s a very broad and free flowing range in our business.
MHHA S EEHER T 2B H,
We could not obtain the range list of the heating devices.

A ITCIER A B E N I BBR i & 513K

+

For self-introduction

1. We’re very experienced in the import of...

2. We wish to introduce ourselves as one of the heading importers of...

3. We have the pleasure to introduce ourselves to you in the hope...

4. Our business line is...

For source of information

1. We got your name and address from the Commercial Counselor’s Office of ...Embassy
11

2. Your name and address has been passed on to us by...

3. We obtained your name and address from...

4. On the recommendation of..., we know that...

For intention to establish a business relationship

1. We’re writing to you in the hope of establishing a business relationship with you.

2. We’re writing to you in the hope that we can establish a business relationship with you.

3. We hope to establish a business relationship with you.

4. We hope you can establish a business relationship with us.

For expectation

1. We are looking forward to your early reply.

2. Your prompt response will be highly appreciated.

3. We trust that you will reply to us soon.

4. Looking forward to your favorable reply.




