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Project 1 Get Familiar with the International
Trade Flow and the Elements of
Foreign Correspondence

Knowledge Goal (%1i2 BH#R)

o TRINR B EEA TR

® BRAN T ok LAY EE A

o SR SN R A BEAAE X RSN B
Ability Goal (Bt 1 B#R)

o BEMRI BN AIN ) — AR

o R MIERM AR e UM R R N BFIHE

Work Situation ( T{Eig=)

/& FRESH FOOD CO. ,LTD. f5r5 % ik , S REF— KM E . BRT KR¥#ERS
B FT 2 BORA RSN ARXINRRAEIEA R+ 4 T % TRt 40 52 6K H 19 55 1 L 7R 2 6k 1)
FZMBGE . REERRAEI FIRBEMI T R B ERRME T E EEEEW,
DA AN U

Subitem 1 Understand the Basics of International Trade
FHEH— HEBIAREEANE SEERMERER
Procedure 1 Ask for help from others about some background information and
international trade flow
BHEIMAEEEAANDT . SEERMEREKX
1.1 Background information
HRAA
Please match the following terms with their explanation
S AEBC SR
@ foreign correspondence( 7|7 pF H,)
@ A R EE A NE
@ 415 ok L R A E K
@ F A ek L E AR X
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1.2 Please look at the foreign trade flow chart
FBELA T AR A
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Procedure 2 Tips
LYW\ e
*7C’ principle of writing foreign correspondence
% Courtesy
% Consideration
% Conciseness
% Completeness
% Clarity
% Concreteness
% Correctness

Subitem 2 Complete a Letter with Given Elements

FHEZ HFHAEFERER
Procedure 1 Complete a letter’s structure by yourselves
BEHHF“EE"ERER

2.1 Complete a letter’s structure (2. 2. 1 Table 1. 1) with the elements given below.

@ Necessarily included :

(1) Letterhead {53k

The letterhead covers the information of the sender, such as name, address, cable
address, telex number, etc.

Colors’ Kingdom Textiles IMP & EXP Corporation (ONGIPA )
10 Broadway Street ("1, #738)

New York i &)

U.S.A. (ERA)

Tel. (1—212)41965253

Fax: (1—212)41965364

(2) Date H#

The date is usually placed two lines below the last line of the letterhead.

The order: day/month/year (English practice), or month/day/year (American
practice)

25th October, 2006

October 25th, 2006

October 25, 2006

% Avoid giving the date in figures

(3) Inside name and address HfNHihtE

The name and address of the receiver should be in this part.

(4) Salutation FRIF

Formal greeting



TH— BABIRABREINARBEERAER

Dear Sirs, (mostly seen in British; in the plural; using comma after it)

Gentlemen: (mostly seen in America and Canada; in the plural; using colon after
it; no “Dear” before it)

Dear Madam,

Madam,

Dear Mesdames,

Less formal greeting

Dear Mr. Smith,

Dear Mrs. Johnson,

My dear Mr. Wang, (here “dear” cannot be written in capital. )

My dear Miss Long,

(5) Body of the letter {FHYIE X

Express the requirements or replies of writer in this part, which usually includes
three parts as below:

Opening: the reason of writing

Body: writer’s requirements or replies

Closing: the summary of above or present the demand or desire

(6) Complimentary close 4% EBHiE

Be in keeping with the salutation

Salutation Close Occasion
Dear Sir(s) Yours faithfully, standard/formal
Madam Faithfully yours, (AmE)
Gentlemen Truly yours, Used by Americans
Dear Mr. ... Yours sincerely, less formally and
Sincerely yours, (AmE) between persons

known to each other

Dear John (Kind) regards, informal
(Best) wishes,

(7) Signature %44

Put signature under the complimentary close with title under it.

c.g: Yours faithfully,
Colors’ Kingdom Textiles IMP & EXP Corporation
Thomas C. Stutton
Sales Department
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@ Optionally included:
(8) Enclosures {4
Some documents will be enclosed in the letter.
e.g. enclosure: price list
Enclosures: 1. 1 L/C
2. 1 price list
3. 1 photo
Encl. As stated
(9) Attention line ZIp A4
Add it under the inside name and address.
e.g. Attention: The Sales manager
(10) Subject line
Call attention to the reason, order, relative reference or brief subject.
e.g. Re: your Order No. 1211
Subject: Men’s Coats
(11) Reference notation ZX 45
It may include the date of the letter, a file number, the contract number, L/C
number or the initials of the signer of the letter.
e.g. FCM/hl, FCM:HL,FCM/HL, fcm:hl
(12) Carbon copy notation 5% 5 H
It is placed under the enclosure on the left and to show the letter has been sent to
someone.

e.g. c.c.: Manager
C.C.: HR Manager
Copy to: President
Copies to: Directors
(13) Postscript [ 5
Something forgotten in the letter should be put in this part which takes the short
formuab =~ S, ”.

e.g. P.S. A new pricelist will be mailed to you in a day or two.

2.2 The layout of business letters A [7]#% =X 49 [X 43

There are three writing formats. You should compare them and tell the
differences.

2.2.1 Indented Form 455X
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(74

(€))
Carbon copy

Postscript

Table 1. 1

2.2.2 Full Blocked Form 522 5% 3k 5

Letterhead
Date

Inside Name and Address

Salutation
Subject
Body of the letter

Complimentary Close

Signature

Enclosure
Carbon copy
Postscript

Table 1. 2
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2.2.3 Modified Blocked Form 2 R 773k =

Letterhead
Reference No.
Date
Inside Name and Address
Salutation
Subject
Body of the letter
Complimentary Close
Signature
Enclosure
Carbon copy
Postscript
Table 1.3

Procedure 2 Tips
TRV e
Envelope Indented form:

the Writer’s name and address

Receiver’s name and address

the Writer’s name and address

Receiver’s name and address
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Blocked form:

the Sender’s name and address

Receiver’s name and address

Subitem 3 Translate the Elements of a Letter

FHH= BFEERER

Procedure 1 Match the two groups

SERIEBEL SR D)
1. Urgent A. EIRORD
2. Personal B. 24
3. Registered; Recorded C. %%
4. By Airmail D. Hf4
5. (strictly) Confidential E. RAAGH
6. Private F. 5
7. Express Delivery G. =

Procedure 2 Translate the following job titles

iE T 5 BR L K47
Clerk/Receptionist
Deputy General Manager
General Manager
Sales Representative
Salesperson
Plant/Factory Manager
Purchasing staff
Sales Manager
CEO (Chief Executive Officer)
Board of Directors
Regional Manger

Subitem 4 Complete a Formal Letter

FHEN STER—HTENESR
SERD



S5 BRI H 5 B

YEH Jeanew [T 3% 2 FREEAE , 45 StonePark (35438 Jone B — {5, ref (K 7
style # 197P2, fls 7 Style # WI207), iT S5 %0 2 F8 3£ ], 1 3% M 22 3 Peter, iR = K
AE.

M5 - 5 H T AR B M A A

WEE: 1. BERE, CRES

2. WA BN 2 FF SR AR AR S e A
3. @EK

exporter

HORg

/A 4 : Guangzhou Jeanew Garment Co. , Ltd.
473K : Shi Xin Road, Yao Tian Village importer

3k i : Xintang, Guangzhou /A ] :ston Park Jeans Co.

4 {7 : Guangdong Hi ik : 650 Willis Avenue Williston Park, NY 11596
iR 4 : 511340 Hi5:P-516 - 742 - 2999

775 : 86 — 20 — 33298148
3 -

AT AR

> 30 ¢
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Project 2 Self-introduction

Knowledge Goal (%112 H#R)
o EEH#OMARNAFENIFSMEERT
o ¥ H O ARNBHEIFSMEERD
® BB A R A5 1] &2 24
Ability Goal (BEH B#R)
o FELLHE ORI MR E A RN A5
o BELIHH ORI SR E A RN AME
o GEXIANE B A B HATEARA B &

Work Situation ( T{Eig=)

/& FRESH FOOD CO. , LTD. #5555 515K B . #E X650 52 A2 4 52 ek o 5
ATER-BHTHE ATFTEXBRAT TE. SXMAERMESFESER. EFREITHE
ORI BRNBE  MEERBYNREE MEME R EREHOFEH —
HARNARE. MENGFRESFHIBPRFEEREMNA? EAAEEKEERITSE?

Subitem 1 Understand the Basics of Self-introduction
FTHE— B E RN AEMAR
Procedure 1  Ask for help from others about some background information of self-
introduction letter
BEHERNREELMIA
As the first letter of the foreign trade process, a self-introduction letter plays an
important role. The ways of becoming acquainted with customers can be divided into
three types: contacting strangers, introduction from business connections and knowing
in Fairs. Especially, a letter for contacting strangers holds the most important
position. So as to leave the customers a better first impression, a self-introduction
letter should be seemly and easy to gain the trust from them. Furthermore, detailed
information of the writer’s company must be covered.
AR AEREI T FRITF R EIRHE S 956 —8E, taomER. fRIE\EARE S
g, pARAERV BN ARMRSAA. HPEAFINGEHEEEFERE. §
o dd »
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ARMABREHRR THE X ACHH DR, FILERSE KT 54, 0 B 265

B RETES.

Procedure 2 Fill in the factors of importer’s self-introduction
HE#OBERNEEERERNENHRES
Please fill in Table 2. 1 and 2. 2 with the following sentences
HHLUTHTEAZ 2.1 kF 2.2
(1) expectation of a specific enquiry
BRE XS 5 i BAR A
(2) sending of catalogue and pricelist
LR T R i H SR S R
(3) source of information and intension
U A CTHERIR; RIXEIFRRANAE
(4) receipt of letter and agreement to the wishes
WRRGEHRREEE LIS KR
(5) self introduction and detailed requirements
HENA - GQFAC AR . 2EEE, AR EHLE REEK
(6) expectation of early reply

e R HLREEW, —BERRFEN TR B BF, U7 B3 77 69 414

2%
A satisfactory importer’s self-introduction should include three factors:
1
2
3.

Table 2. 1

The reply to the importer’s self-introduction should include three factors:
L.

s

3

Table 2. 2
Procedure 3 Fill in the factors of e\xporter’s self-introduction
HE#OBARNBAERRADNENENER
Please fill in Table 2. 3 and 2. 4 with the following sentences
HRUTHTFEHEAR 2.3 kFE2.4F
(1) receipt of letter and agreement to the wishes
o D



