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Guide to the Course
GREZIT)

[:3 Project Overview (I B4:31)

Business correspondence is a necessity in international trade. Any business events cannot
be carried on without correspondence, so it can be understood no correspondence no business.

The course International Business Correspondence Practice is based on the job processes
of international trade so that students can understand the course clearly. The students need to
learn each of the projects in the job procedure by adopting task-driven approaches in the
designed situations and they are required to learn in practice and to practise when learning.

The learning of knowledge and training of skills aim at students’ correct expression and
appropriate disposition of business. The latter aim is further achieved by task-based approach
in the designs of the textbook and emphasis on discussion and business negotiation in class.

Besides assessment within the school (refer to the following table), this course can also
be assessed by exterior tests such as certificate of salesperson and certificate of documents
operator in international trade.

(EFFEHEELS) FITFME FH 20 -20 ) H%
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D ' Project Tasks (i E{F&$)

1. TR E B 55 o H R A 5
2. THREERS 5 TAESURE;
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4. TRRRFESE X GO T5 ¥k

D : Suggestions for Teaching (FF&Eil)

Students’ Activities Teacher’s Activities
Present their results of group discussion; Set | Evaluate the students’ presentation; Explain
up a QQ group for work. and summarize the job requirements and
participants in international trade.
JERIT IR R PG 224 R 1 T AE
#ir QQ LIE#E. RS EEA R EREEFER S S 5877 .

g Reference Key to Consideration and Discussion (BEZ5i1iEHISEEE)

1. Business Participants in International Trade

Manufacturer

Supplier (who may also be manufacturer)

Exporter (who may sometimes be manufacturer)

Importer

Wholesaler (who may also be importer)

Commission Agent (who is also called middle dealer, promoting conclusion of business
and charging commission)

Retailer

End User (who purchases materials imported and makes products)

2. Business Jobs in China Foreign Trade

International business trader (#} %)

Quality controller (R {7)

Forwarder or agent for forwarding (%4 5)

Person of applying for commodity inspection (FRA 51 )
Person of applying for the Customs clearance (%)
Documents operator ( #.1iF 71 )

3. Job Requirements for an International Business Trader

e Understand the exact meaning of incoming letters, faxes, emails or cables, letters of
credit;

e Translate English messages into Chinese;

e Translate Chinese documents into English;
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e Dispose of exchange of business messages with professional trade knowledge, directly
contacting and replying to your customers in English.

! Reference Key to Project Practice Tasks (B LB TS SEER)
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Project 1

:‘"Essential Principles for Business
Correspondence Writing

(B 5 & RESMERMERETD

D Project Overview (11 B4¥)

Business correspondences are the necessary tools for traders to communicate in
international trade. In order to promote or enhance the efficiency of work, both of the two
parties in the trade are required to communicate in the clients’ interest correctly, completely,
definitely, concisely and politely.

7Cs principles, which are made up of 7 words beginning with their initials C, are the rules
for the traders to write business correspondences in order to enable the work more efficient.
The principles and the explanations are as stated in the project.

B Project Tasks (M B{EEH)

1. B4R R 5 4E 7C [
2. 2Zikiz A 7C R,

B Suggestions for Teaching (¥ FEi)

Students’ Activities Teacher’s Activities
Present their pre-class work of learning about | Assess Ss’ job presented in class and give the
the principles with PPT. explanations of the principles with examples.

F PPT (7 iR AT TSR0 LSRN | PP BB 00 TAE, 220U B S
P - (2-VUP



6 ERSSEEEIESHSHAS

Reference Key to Case Study (EfiSZE%R) )

Principles for Writing Business Correspondence

1. Correctness (IE#fi)

(1) English writing must be in proper style, correct structure and without any mistakes of
spelling and grammar.

a. Spelling rules in the language standards

British American
dialogue dialog
programme program

maths math

flat apartment
football soccer

the ground floor the first floor
primary school elementary school
have got have

b. Writing styles

Formal Informal

commerce begin

furnish supply

computation calculation

pertaining to concern/have a connection with
by virtue of by means of

purchase buy

c. Tenses, verb patterns and tones

e.g.
We learned your firm in a newspaper advertisement. Correct: We have learned...
We want to introduce my company. Correct: We hope/would like to...

The cargo under S/C No.237 has been shipped on board next Monday.
Correct: to improve the tense or to cross out the time reference

More Practice:
1.1 Try to correct the following sentences in Chinglish
e Excessive smoking will injure your body.

health
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e Through enquiry, we have learnt that he has been elected to a new leading post.
On
® In the basketball game, our team won the British team.
beat
e We all enjoy public medicine care.
free medical

1.2 Take a matter-of-fact attitude to clearly state what you will say instead of
overstatement or understatement. e.g.

This product is absolutely the best one in the market.

c.f. This product is the best one we can supply.

It is the lowest price available in the market to you.
c.f. It is the lowest price we can offer now.

1.3 Choose the only accurate facts, figures and words. e.g.
You ask very short delivery for your order.
c.f. You require a quick (prompt) delivery of your order.

All the offers by faxes are open for 5 days.
c.f. All the offers by faxes are open for 5 days from (inclusive of) the date of dispatch.

2. Consideration (&%)

(1) Put yourself in the position of the recipient, taking into consideration of his demand,
hope, interests, etc. Thoughtfulness enables you to understand your recipients better.

(2) Compare the two attitudes:

We-attitude You-attitude
We allow you a 5% discount You can earn a 5% discount
for cash payment. when you pay in cash.
We are pleased to announce that... You will be pleased to know...

However, “you” attitude is not always suitable to every occasion to express consideration,
especially when we make promises, obligations and responsibilities, and when the reader
makes mistakes or has expressed an opinion different from your own. Sometimes we use the
Passive Voice to emphasize the event rather than the doer, and we always try to discuss
problems in a positive way instead of a negative way.

e.g. We feel sure that you will be entirely satisfied.
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More Practice:

Rewrite the following sentences

2.1 Your letter of July 1 tells us plainly that the goods you sent would reach us by the
end of this month.

(We are very glad to refer to your letter of July 1, from which we knew the goods we
ordered would reach us by the end ...)

2.2 You are entirely wrong in your attitude.

(We know you have analyzed the matter from two viewpoints, but there is still one aspect
which is extremely important and worthy of being discussed by both of us.)

3. Completeness (5E%)

More Practice:

Change the following sentences accordingly

3.1 When the ambassador was in his office and someone shot through the window at his
uniform. There was a hole in the ambassador’s uniform.

(When the ambassador was in his office, someone shot through the window at his
uniform. There ‘was a hole in the ambassador’s uniform.)

3.2 Cheerleaders always have and will always do their best to stimulate enthusiasm at
the games.

(Cheerleaders have always done and will always do their best to stimulate enthusiasm at
the games.)

3.3  Mr. Williams has confidence and ambition for his son.

(Mr. Williams has confidence in and ambition for his son.)

3.4 To her, the silence of the desert at night was more terrifying than a wolf.

(To her, the silence of the desert at night was more terrifying than the howl of a wolf.)

4. Concreteness (E44&)

More Practice:

Restate the following sentences

4.1 We wish to confirm your fax dispatched yesterday.

(We wish to confirm your fax dated June 5, 2006.)

4.2 The Universal Trading Company is one of our big buyers.

(The Universal Company places over USDS5,000,000 worth of business with us each
year.)

4.3 We have received with thanks your check and the amount has been placed to your
credit.

(We have received with thanks your Check No.2047 for USD23,000, in payment of our
commission, which has been placed to your credit.)
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4.4 These brakes stop a car within a short distance.

(These type SMQ2 power brakes can stop a 4-ton car travelling 65 miles an hour within
300 feet.)

5. Conciseness (f&]i%)

More Practice:

State the following ideas more concisely

5.1 He said he would draft a plan which was appropriate to his client’s needs.

(...draft an appropriate plan to his...)

5.2 He is a man who is honest, who always pays his just debts, and who observes the
golden rules in his dealing with others.

(He is an honest man, who always pays his just debts and observes the golden rules in his
dealing with other.)

5.3 I was walking in the park yesterday morning, and saw a snake.

(Yesterday morning while I was walking in the park, I saw a snake.)

5.4 In my opinion, I would say that we here in China today in the last quarter of the
20th century often place a high value on the successful achievement of an education on the
college level and it seems to me that the reason why we believe this is that college is the place
where a young man or woman is first helped to begin to grasp and understand what the true
meaning of life really is.

(The Chinese people now value a college education highly because it helps a student to
understand the meaning of life.)

6. Clarity (§%#)

More Practice:

Compare the following statements in pairs

6.1.1 Please let us know what you wish us to do about this matter as soon as possible.
(The phrase underlined can also modify “do”)

6.1.2 Please let us know as soon as possible what you wish us to do about this matter.

(it can only modity “know”)

6.2.1 We sent you 4 samples yesterday of the goods which you requested for in your
letter of May 10 by air. (The phrase underlined can also modify “requested”)

6.2.2 We sent you yesterday, by air, 4 samples of the goods requested for in your letter
of May 10. (it can only modify “sent™)

Fill in the blanks with the correct words relative to “sight”:
On my way home yesterday afternoon, I __1  a donkey standing in the middle of the
road. A crowd of people _ 2 it. I _ 3 _ my classmate Tom in the crowd. I _ 4 my
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watch and it read half past five.

(On my way home yesterday afternoon, I _ noticed  a donkey standing in the middle
of the road. A crowd of people _ were watching  it. I saw my classmate Tom in the crowd. I
looked at my watch and it read half past five.)

7. Courtesy ($L57)

More Practice:

Change the following statements according to this rule

7.1 We are sorry that you have misunderstood us.

(We are sorry that we didn’t make ourselves clear.)

7.2 You aren’t enclosing the price list in your letter.

(The price list is not enclosed in your letter.)

7.3 Advise us of more detailed information on your requirements.
(Will you please (kindly) inform us of more detailed...)
7.4 We cannot deliver the goods all at one time.

(We are afraid the goods can’t be delivered all at one time.)
7.5 We want you to assist us in shipment.

(Your assistance would be appreciated deeply.)

@ Rreference Key to Consideration and Discussion (B#5{1i8HSEEE)

In order to do business more efficiently, we must follow the golden rules for international
business writing which are called 7Cs as below:
a. Correctness
b. Consideration
¢. Completeness
d. Conciseness
e. Concreteness
f. Clarity
g. Courtesy

‘ Reference Key to Project Practice Tasks (B LB T EEESEER)

Task

1. He will fly to Germany next week to meet Mr. Stwartz in person.
2. We require new type cameras.

3. This is the best price we can offer in this season.

4. If I understand your letter correctly...
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For two years, no order from you has been placed with us.

. You can earn 3 percent discount when you pay in cash.

We appreciate your letter of July 5.

This product is welcome not only for its reasonable price, but also for its fine quality.

We are informed that similar goods of American origin have been sold here at a level about
30% lower than yours.

© % N

10. Our normal practice is to insure shipments for the invoice value plus 10%.



