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Unit Objectives

After studying this unit, you are able to:

L]

understand how to establish business relations
receive a client

answer phone calls from potential customers
write and answer emails for establishing business
relations

=T



& English for Business & Trade

j Warming-up

Task 1 The following logos represent some

of the most famous multinational
companies in the world. Which ones
are you familiar with? Please choose

and talk about the companies and their
products or services briefly.

Establish

Establishing business relations is
usually the first step for a company to do
business, and it is very important either
for a new firm or an old one. For the
former, it helps start business and secure
its position on the market; for the latter,

it enables the old firm to expand business
and increase the turnover.

Lo . In international business, there are

Task 2 Receptionists are normally considered the : :
. . some channels for a business to obtain

first business card of a company. Among . . .
. . information about potential customers,

the following qualities, what would make . . :
. L such as advertisements in the media,

a qualified receptionist? Arrange your d .
. . market survey, its business connec-
choices in order from the most important !
tions, chambers of commerce, trade

fo the least and explain why. fairs and exhibitions held both at home

and abroad, or mutual visits by trade
| Standard Mandarin (&&13) delegations and groups, etc. The gen-
erally enormous geographic distance
Cordial and Friendly Attitude between the buyer and the seller makes

it hard for them to meet, so writing to

L]

" | Attractive Appearance a potential or prospective client for the
establishment of business relations is a
"] Good Management Skill common practice. The following infor-

mation is usually included in this kind
= of letter:
| Great Familiarity with Products 1. The source of information
(where you learn about the company);

.| Considerable Flexibility 2. The reference to the company’s
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i Reading A

Task 1 Before reading the passage, see how much you know about establishing business
relations by answering the following questions.

1. Why do companies need to establish business relations?
2. What are the methods generally adopted to establish business relations?
3. What kind of business letter contributes to successful establishment of business relations?

Business Relations

position and reputation on the market; what way you want to start business with them: to
3. Brief introduction to your own company buy their products, to sell your own products or

(the business scope of your company, your posi- to invest in their company, etc.);

tion on the market, your products or services, etc.); 5. Your expectation of cooperation and early
4. Your intention of writing the letter (in reply.

The following is a sample letter for your reference.

Dear Mr. Scott, L

We learned about your company from your business associate, Jack Lewis, at the Guangzhou
Trade Fair last week. Your company certainly has been in fashion business for years and is famous
around the world. Mr. Lewis suggested that I contact you regarding the services and products of my
agency, the China Textile Product Corporation. So I am now writing to you, hoping that you might
be interested in our high-quality fabric and other related products.

As you may know, China is one of the main suppliers of cotton and silk products. My agency
is responsible for the export and import of Chinese textile products. Our great productivity, best-
quality products and the responsible work of my agency make us the best and the most reliable
client. Enclosed in this letter is our latest catalog, which will give you a general idea of our company
and our products. Should you be further interested, please contact us at any time.

We are expecting your reply. Thank you very much.

Yours sincerely,
Yang Fang

General Manager

China Textile Product Corporation




% English for Business & Trade

Task 2 Read the passage. Choose from the following word or expressions and fill in the
appropriate box.

~
expanding business advertisements in the media ;
exhibitions trade fairs '
business connections starting business ;
writing letters increasing the turnover
chambers of commerce }

J

The functions of establishing business relations:

Sources of getting information about potential dealers:

Task 3 Read the passage again and tick off the facts mentioned in the sample letter.

[ ] 1. location | | 6. expectation of cooperation and early reply
.| 2. brief introduction to the company | | 7. payment for sales

|| 3. the intention of writing the letter | | 8. plan for development

|| 4. the history of the company | 9. the source of information

| 5. competition on the market | 10. previous customers’ satisfaction

Task 4 The reading passage has shown clearly how to write a letter aiming at establishing
business relations. Besides the important points given in the passage, do you think
there are still more useful techniques? Please talk about them in class.
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ﬁ Listening

Task 1 Listen to the conversation and fill in the blanks with what you hear.

n Sara: Good morning. Fortune Export & Import. What can I do for
you?

Ben: This is Ben Blare. I'm working with the United Produce
Corporation, and I'm calling to see if there would be
opportunities for our 1 2 ,and I don’t
know whom I should talk to.

Sara: Hmm... Could you further introduce your company?
Ben: Sure. Our company handles the export of animal by-products.
We have been 3 4 5 for
years and have good reputation on the market.

Sara: [ see. If you agree, I shall arrange an 6 for you sith
Alan Wood, the assistant to the manager. He is respongMg for
this kind of business. f
Ben: That would be perfect. When can I come over to see-hium?

Sara: He will be here tomorrow morning. Does the time __/
8 q o

Ben: Sure! I will come at ten o’clock tomorrow morning. Thank you

very much.
Sara: My pleasure. Bye.

Task 2 Listen to the conversation and match the people with the correct information.

| ® wusil to see ."‘,"'("/’!! re ls

| e assistant to the - ) )

{ bosstbiiily to enler mto

manager ’ oy .
g business relationships with

e the :‘il)!/'u’lﬂ‘ !

John Foster l
e from the Network .

Department | e sales representative

from Smart Software
Corporation

R, e . prm—

® consider after-sales technical s

]

Y y TP LIS U T ‘o th nen
are of greatl importance 1o 1ne company

Grace King




