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Unit1

- Learning Objectives N

On the successful completion of this unit, students should be able to:

@ explain what practice notice, company profile, product presentation and commercial
advertisement are respectively;

@ gain an insight into the ways of making a new business familiar to its target contacts in
writing;

@ get a clear picture of how to write the above-said four types of business correspondence,
including their common layout or styles, main contents, do’s and don’ts, etc.
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| Section 1 Practice Notice \%

N

o) Situation Description

WYL 7K R 453 3 T 1) it [T B 5 2 A B W) DR 55 >R O ARSI n - g kBl 42
TERET I KIEFE) % B IR AF, IFmHT-E%R P &L IT L ¥ (Practice
Notice).

Company name: Zhejiang Yongkang Jinlai Hardware Products International Trading Co.,
Ltd.

New branch office address: 1** Floor, Building A, Baolian Plaza, Hardware Avenue, Jinhua
City, Zhejiang Province, P.R. China

Business scope: hardware products, household necessities

Time for product show: March 14%-21%

Time for opening ceremony: March 28"

, W/ Writing Practice

T LA VLK 4 3 14 il 52 5 A BR A ml T 78 4 AR 42 B Aaron Wang 1944 LIS 7
Av IRy, HRE A ML 555 (business scope). 77 m E VL HE . Tk i
#L (opening ceremony) A 1] %
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1 Unit 1 Establishing Business Relations

e | .
= { Reference Copy

PRACTICE NOTICE
March 2™, 2011
Dear Sirs,

To meet the growing demand for household hardware home and abroad, we have decided to
extend our business by opening a new branch, which is located in 1* Floor, Building A, Baolian
Plaza, Hardware Avenue, Jinhua City, Zhejiang Province.

The new branch will carry a wide range of hardware and other household necessities at
prices that compare very favorably with those charged by other suppliers.

In order to demonstrate the range of merchandise that will be available, we are arranging
a special window display during the week beginning on 14™ of March. The official opening
ceremony will take place on the following Friday, 28" of March.

We hope you will visit the new branch during the opening week and give us the opportunity
to show you that the reputation enjoyed by us for giving sound value for money will apply

equally to this new branch.

Yours faithfully,
Yongkang Jinlai Hardware Products International Trading Co., Ltd.

Aaron Wang

Sales Manager

.@/I[odel Writing
Model 1: Sales Office Opening

Dear Sir or Madam,

We have opened at 118 Cixi Street a sales office for our products here in Ningbo. We employ
a staff of well-trained consultants and technologists who make routine checks on all equipment
purchased from us. We will go through every process to guarantee the quality of our products.

We would be pleased if you would take full advantage of our services and favourable

shopping conditions.

Yours faithfully,
Rate Wang
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Model 2: New Branch Opening

Dear customers,

It is my great honor to announce a new branch of Apple Jeans to be opened on March 9% in
the North Point of Wealth Plaza.

As an opening celebration, we will be awarding a special 15% discount to the first 100
customers, every day, from March 9"

We very much look forward to seeing you as one of those special distinguished customers.

The address of the new Apple Jeans store is: 5® Floor, North Point of Wealth Plaza, 312
Zhejiang Road, Guangzhou.

Yours sincerely,

Peter Chang

General Manager

Model 3: Merger

The two leading convenience sore companies, Amy Shop Co., Ltd. (AS) and May Shop Co.,
Ltd. (MS) will officially merge on April 11", 2011.

The new company will be renamed Amy & May Chain Store Co., Ltd. (AMCS).

The new organizational structure reflects a significant change from a regional focus to a
customer—oriented focus. With centralized procurement and management, AMCS will be able to
reduce costs and provide customers with higher quality products at cheaper prices.

Customers will find they have more choices and lower prices through this AMCS merger.

For more information please contact:

Jimonsy Sthen

PR Director

Model 4: Removal to New Premises

Dear Sirs,

The steady growth of our business has made necessary an early move to new and larger
premises. We have been fortunate in acquiring a particularly good site on the new industrial estate
at Changcheng, Yongkang, and from May 1% our new contact method will be as follows:

Address: 1098 Wenchang Street, Changcheng Industrial Estate, Yongkang City, Zhejiang
Province

Zip code: 321000

Tel: 86-579-87063069

Fax: 86-579-87065883

This new site is served by excellent transport facilities, both road and rail, enabling
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deliveries to be made promptly. It also provides scope for better methods of production which
will increase output and also improve the quality of our goods even further.
We have very much appreciated your cooperation in the past and confidently expect to be

able to offer you improvements in service when the new factory moves into full production.

Yours sincerely,

Hary Dong

Model 5: Reorganization of a Store’s Departments

Dear Customers,
In order to provide you with even better service, we have recently extended and relocated a
number of departments in our store.
The basement displays a good collection of blazers of famous brands, most of which we are
able to supply at favorable prices within 24 hours from stock.
On the ground floor we have a wide selection of leather shoes and bags with superior quality
and latest styles, including two new brands, namely Saturday and Pretty Baby.
The super market, which has been expanded greatly, is now located on the first floor. You
can find almost any daily necessities there.
Our Fashion Fabrics and Soft Furnishings Departments are together on the second floor.
Children’s and Babywear Department is relocated on the third floor.
We thank you for your past cooperation and hope that we may continue to be of quality
service to you. 5
Yours sincerely
Jessica Bheng

General Manager

| section 2 Company Profile « L

2\
[ \ e ° . .
@E’M Situation PDescription

A
A& BBk (Sayid ) & E KRAIBESTARGE Dk 55, FEAT M A,
I P2 TR E T A SO UGABES T RS A R A Al IR R A, BRRBOE, R
T B4 BE T B AE FE T (Annual Report).
Company name: Yiwu Hongda Medical Equipment Co.. Ltd.
Established in: 1995
Annual turnover: CNY 12 billion
Certification: CE, ISO 9001, ISO14001, etc.
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Competitive advantages: quality products, good service, favorable prices, efficient and
energy—saving machinery, etc.

Head office address: No. 235 Jiangdong Street, Yiwu City, Zhejiang Province, P.R. China

2 manufacturing plants based in: Guangdong, Fujian

Representative offices or service centers in: 23 other countries

L= Whriting Practice

T LA S ik BT an A PR w) £ 53 b 2R H EDI 55 A 40 320lk 55 51 Jenny Fang (945 3,
LABEMES A S eR SR A FI A OCTE, JFRERM A Rl R/t (Company Profile).

=)
‘\'\ ‘\\7/0111'11'"(/ Fustruetions

ol b E AL FHET A B, #5155 B (market reputation) Al £t 23 5 M /7 (social
impact), AL EIE —F BB, LU Z P e gy xF ol 59 B ER 4
(direct impression), 47 B TAEHEZ XML A(EAE. kA28 N A8 5 AT AT LA Jy T 2
1TEFE:

1. A A& J'& 172 (development history);

2. B FRA E (geographical position) FIAZH IR AL (traffic conditions);

3. A EVERE . T35 %S (market coverage). 7 AnFFE (product features) S AH XK
TAIIE (authentication);

4. AL ST RN TE FHEH (competitive advantages);

5. b I 3R%351 (awards) F15¢%5 (honors);

6. i)V A 5 (prospect), fHi#y (mission) Fl& FEFLE (development plan);

7. A8 A TE RS DATHAS R ( purchaser ) F1Z%355 FH 7 (end user) A %F/E ;

8. MBI TR & 1E-

’,‘ Ve z
=/ Reference Copy

Dear Mr. Sayid,

Thank you for your interest in our corporation. Upon your request, we are attaching an
electronic version of our company profile for your review. In addition, a copy of our annual report
has been mailed to the address you provided. Please feel free to contact us if you have any further
questions. And we warmly welcome your visiting our head office in No. 235 Jiangdong Street,

Yiwu City, Zhejiang Province at your first convenience.

Sincerely,
Yiwu Hongda Medical Equipment Co., Ltd.

Jenny Fang

Sales Representative for the Middle East
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Enclosure: Company Profile
Yiwu Hongda Medical Equipment Co., Ltd.

Yiwu Hongda Medical Equipment Co., Ltd. was established in 1995. After 16 years of
development, it has become one of the largest medical equipment manufacturers and exporters in
China, enjoying an annual turnover reaching CNY 12 billion. The company is recognized as one
of the industry’s pioneers and has achieved certification of the CE, ISO9001 international Quality
Standard and ISO14001 for its Environmental Management System, etc.

Yiwu Hongda Medical Equipment Co., Ltd. is famous for its quality products, good service,
competitive pricing and efficient and energy-saving medical machinery, all of which led to
its business expansion throughout the world. Currently, it has two more manufacturing plants
outside Zhejiang: one is based in Guangdong and the other is in Fujian Province. In addition, it

has representative offices or service centers in 23 other countries.

“Your satisfaction is our mission.” Yiwu Hongda Medical Equipment Co., Ltd. is dedicated to
delivering high-quality products and services to all its clients both at home and abroad as a totally

reliable partner with your business.

.@ Model Writing
Model 1

Dear Sir or Madam:

Since owr establishment in 1998, Xiangyuan food and Beverage Import & Export Co., Ltd.
has dedicated itself to becoming a bridge between manufacturers and customers. With our rich
experience and abundant worldwide resources, we are able to offer our clients in Africa, America
and Europe the best and newest products at the most reasonable prices. We are totally confident
of satisfying our customers, ever changing needs and, as a result of this service, we have earned
an enviable reputation as a well recognized food and beverage importer/exporter catering to more
than 1,000 clients.

Xiangyuan food and Beverage Import & Export co., Ltd. is the franchised distributor of a
number of famous brands and products. If you are a qualified suppler with good products, we
look forward to working with you in delivering high quality products to the customers. If you are
an importer who wants to buy good products at a reasonable price, Xiangyuan, with its extensive

range of products, can be your most reliable business partner.
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Being a professional and dedicated food and beverage dealer, Xiangyuan will always strive

to offer top class products and services to our clients.

Yours sincerely,
Xiangyuan Food and Beverage Import & Export Co., Ltd.

Jack Wany

Sales Director

Model 2

Zhejiang Jiajia Textile Co., Ltd. is located in China’s Orchid Village — Lanxi in the central
and western part of Zhejiang Province. With the Hang-Jin—Qu Expressway, No. 330 National
Road, Zhejiang-Jiangxi Railway Extension, Jin—Qian Railway and three rivers going through the
city, Lanxi enjoys a reputation as “the confluence of three rivers, with convenient transportation
access to seven provinces”. Therefore, with our superior geographical position, we enjoy a
developed and convenient location.

With a total area of about 20,000 square meters, our company owns 70 jean-specialized
rapier looms, a set of sizing-dying joint unit with frequency auto control system, and related
equipment for the joint unit, including warping equipment, cloth plaiting machines, finishing
machines and examination machines. Our company mainly produces products in six series,
including pure cotton, polyester—mixed cotton, stretched, and jacquard, with a total of more than
500 types. We have more than 100 employees, producing over 3 million meters of all types of
jeans annually.

The use of high—quality raw materials, comprehensive and efficient management,
internationally standard production technology, and a strict testing system, as well as our long—
term accumulation of experience in production jointly ensure the quality of our products.

“Quality first, honest cooperation and mutual benefits” have been the core purpose of our
company since its establishment. Our company is small in size. However, with the principle of
“quality assurance, sincere service, mutual benefits and common development”, we have won
favorable comments from all clients. We sincerely welcome new and old customers to inquire and

cooperate with us.

Model 3

Dear Mr. Smith,

Thank you for your interest in our company. Carnation Medical Equipment Co., Ltd. is
one of China’s largest exporters of medical and surgical instruments. We have over 20 years of
experience in this field and are at the cutting edge of new technological innovations due to our

emphasis on R&D and the recruitment of the best creative talents from both home and abroad.
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I have attached a copy of our latest brochure detailing our company’s history, its pioneering
achievements in the medical field and its full range of products.

Thank you again for your interest in our company. If you have any further questions, please
feel free to contact us again.

Sincerely,

Simon (Chen

PR Manager
Y
e

Motes

1) R&D: Research and Development, Bl “#f5E 53 A", “tAFC 5 k" a8 “#f5 5 iA56
PR, FEEREEARGUR, M laa (a5 AU At S RRe Sat ) L
Keiz X S HIR 203 1 0 AT R GE i BN PR 3, GG BEREST L AT
R & B =2KiE5.

2) PR: Public Relations, BI/2y3E5C RSB, 2 CH F L HATHLPN (5 S AL 5k
KA SELEMESAER . KR, SCHERR S S HRIREE

[ section 3 Product presentation o

(g Situation PDeseription

B IR B (Karim ) XA [ A7 2 OVA BRZS "IN 70 28 w2278 B s R B0 A
PR, R PRELR XS R HEHEE P A AR R R B S, R T ER N AT

Dear Sir or Madam,

I am interested in learning more about some of your carpets, in particular, those from your
new ZY range. Could you provide me with detailed information on them? In addition, I would
like to receive your latest catalogue, if possible.

Thank you for your help!

Yours sincerely,

Ranim

e / Writing Practice

T LA E e A BRA BTN 402 BHEMO 5558k 55 51 Michael Cao 1944 LB iR,
XHAE TR ZY RV BRSO3, FFREF ™ 8 H % . P25 43 (Product Presentation) I
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