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. Guide to the Course
GRFEZIE)

D ' Lead In (B N\)
1. Nature and Position of the Course CGEEFEM: )5 FHLAL)

As business correspondence is a necessity in international trade, this course aims to
provide students with relevant knowledge, train their job skills and cultivate their abilities in
writing business correspondence.

F b7 52 5 B ATT R 5 R LA, AURAE B AE R B A AR R RAR, ISR AR
AE, HEIRHEES oR AL RE

The previous courses needed are: College English, English Listening and Speaking,
Theories of International Trade, Practice in International Trade and International Marketing;
while the follow-up courses are: Foreign Trade Documents Practice and EDI Comprehensive
Operation Training.

AR SE SRR KRG, RiEWH. BHrR 5 e, Eir% 5 L5 MEpr
BrE R, R SRRAEA A B AR S S5 A EDI 4545 S8l

2. External Assessment of Learning (23] (R HKI4MBVET)

Students will get help in the course for passing relevant tests and obtaining job
certificates for relevant positions in foreign trade companies.

(1) Abilities required for a salesperson in international trade:

Market exploration, business negotiation, preparing and fulfilling contracts, correctly and
appropriately expressing oneself when handling international business.

(2) Abilities required for a documents operator:

Being familiar with useful expressions in international trade, understanding international
business correspondence and letters of credit, and preparing documents in international

business.
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D Aims and Demands (¥ 3] Bfr)

(1) Knowledge

e To understand the importance and functions of business correspondence in international
trade;

e To know the procedures of an international trade;

e To acquire the job requirements for international business people.

o T fiF R 55 bR HEAE H bR B 5 P R E A AR A

o T ARE R S 1 ARG

o TEERRMEZ ML T TAE KA ER 5T .

(2) Skills

e To search for and obtain relevant information about international trade needed.

o SEWIFIRIUIT 75 H Br 3 5L 5515 B

(3) Personal quality

e To develop the ability of discovery or exploratory learning, trying to find out rules and/
or strategies for reaching the goal of the jobs in the project;

e To learn how to communicate and cooperate with your companions or co-workers.

o BIFRIRREZ] . FHRMMMAES, LLUAEATIH TAE A A5;

o HiFr H5RIMHAEMPMERBE

B Difficulties and Focuses (M SFf1ES)

e To know the procedures of an international trade;
e To acquire the job requirements for international business people;
e To develop the ability of discovery or exploratory learning, trying to find out rules
and/or strategies for reaching the goal of the jobs in the project;
e To learn how to communicate and cooperate with your companions or co-workers.
T Br A 5 1 AR SRR s
T B v 25 AL 53 ) A R AR5 5
BRI A 2] FERMEEES . SEMAEEERPMER RN EFSEETNLER.
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B About the Course GRERENB)

1. The Importance of Business Correspondence in International Trade

(1) Being Indispensable in Business Activities

After China joined the WTO, our business contact with the world has been increasing
rapidly. The significance of essential communicative skills has been noted as satisfactory
exchange of information is needed in all business activities. Business correspondence is an
important tool for communication, which serves in a large body of business activities such as
inquiry, sales promotion, offer and counter offer as well as signing the contract, making notice
and advice, etc.

(2) Being More Economical

With the development of technology, nowadays business can be handled over phones or
in person. In some cases, these two methods may be the best ways for communication.
However, few business people have enough time and are found to visit their foreign clients
personally, and long-distance telephone calls are expensive and inconvenient due to time
differences between the countries. Moreover, people usually retain only about 25% of what
they hear as the result of a test. The chance of your message being successfully getting across
is very narrow if you rely on oral communication. Therefore, business letters are one of the
best ways to ensure successful communication, particularly when technical or highly detailed
information is involved.

(3) Being Permanent

Business correspondence can be used to verify bookkeeping and inventory entries. When
you need to refer to your previous communication with a client, you can check your file copies
of the writings. It’s impossible to do the same with a phone conversation unless all outgoing
and incoming calls were recorded.

(4) With Legal Force

Business correspondence serves to bind all the parties involving in a transaction with
legal force. Letters of agreement, contracts and offers and/or counter offers legally bind people
who sign and/or countersign them.

When disputes arise between the business parties in trade and legal actions are taken
against the other party, written documents are required to present in the court and adopted by
the court.

(5) Representing Yourself and Your Company

For a client whom you have not met in person or talked over the phone, your letter would
give him/her a deep impression of you and your company. Thus, it is important to express
yourself appropriately in business correspondence. This helps them to establish a good
confidence in you and a good relationship between you and your clients.
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2. The Chart of an International Trade Process
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g Consideration and Discussion (2 5i}i8)

1. Business Participants in International Trade
Discussion 1: Who are the participants in international trade? ( You can make use of the
above chart as a hint.)

wig 1: REZS5AME? (EHKNRERSA —ErRREMRD

2. Business Jobs in China Foreign Trade
Discussion 2: What are the business jobs in China Foreign trade? Name them out.

e 2: TR EXSNHE S rh AR 55 TAERIAL? 3 Ul BT AR

3. Job Requirements for an International Business Trader
Discussion 3: What are the everyday tasks of a salesperson in international business that
involve use of business correspondence?

g 3: SN HE AL TAE SRR ?

g Principles and Methods of Learning (= 3] JRNF1757%)

. Principles of learning:
Combining theories with practice

1
°®
e Associating with relevant courses/disciplines
e [ earning for and in using

®

Combining classroom tasks with extracurricular activities

. Methods of learning:
Comparison
Inductive research
Summarization

e o o o

Role play

g Project Practice Tasks (I B 3Lk T/E1ES)

Task 1

Find out on the Internet the process of international trade and study the stages and steps

in it. (M _E&F FHFr % 5 TAE L ZIHY)

Task 2

Try to learn about the job requirements for the business people, document operators, etc.

in China international trade. ( " fi# 3 [E #h 32 £k 55 A7 1 TAE 2 3K)



6 ERESEBLE

. Pre-work for Next Prolect (FhInE IT1EES)

Each business department/group tries to learn about the principles for writing business letters,

faxes and emails. You are required to demonstrate with PPT what you have learned in class
next time.



T

Project 1

~Essential Principles for Business
Correspondence Writing

(B 5 R R E{ERIEREN])D

[___] Lead In (§A\)

In the international trade, business correspondences are the effective tools for traders to
communicate in work. To enhance the efficiency of work, both of the two parties in the trade
need to communicate not only accurately and clearly, but correctly, completely, definitely,
concisely and politely as well. Therefore, correctness, completeness, consideration, concreteness,
conciseness, clarity and courtesy have been the principles for traders to follow up in writing
business correspondence in communication.

EEFR 54, B IE B 5 A AT TARSCRANEE A A TR . b T &TAE,
B 5 X7 AT EEHERGIE AT, E MBI ER . e BAR. fEmALIRsti.
gk, ERA. A\, . Bk fvE. R AASURE RS Nl —EHRNZX
TN B S

7Cs principles, which consist of 7 words beginning with their initial letter C, are the rules
for writing business correspondences. As the foundation or essentials of the international
business correspondence writing, it provides in the round the rules for the business people in
the international trade to obey in writing business correspondences.

7C JRR T 7 ADNE TR C B4 R R 55 eR B S AR BRI AR Dk [ B e 95 R
FIEVERERE, At T FE R 5 5 M 5330S 7 55 Bk HL S RE A 9 JE )

B Aims and Demands (33 Bfr)

(1) Knowledge
e To learn and to master the 7Cs principles or rules for writing business correspondences.
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o “ESIHHEAR 7C HbrE 55 RR AR RN

(2) Skills

e To be able to write business correspondences with the 7Cs principles.

o HEIZH 7C J5 I IE AU [ B AE 55 bR FEL o

(3) Personal quality

e To develop the ability of thinking and finding out rules for reaching the goal of the
project;

e To learn how to communicate and cooperate with your companions or co-workers.

o HiFRY ) BEFRIMBMIGES), LUXEATH B TAF HFx;

o Bt 5 [FfEVAE A ME R BE

D, Difficulties and Focuses (Y SFfIES)

e To learn and master the 7Cs rules in business correspondence writing;

e To develop the ability of thinking and finding out rules for reaching the goal of the
project;

e To train to learn how to communicate and cooperate with your companions or
co-workers.

o FIEERFFREEER 7C RN,

o iR EEMERTMENIGES, LLUERATH #) TAE H b5

o B [RIMEAEMPMERIRES -

‘Case Study (RfI%¥53]) |

o

Principles for Writing Business Correspondence/ A

AR,

1. In-class Presentation
Students are required to present their PPT in class, showing what they have learned about
the 7Cs principles.

2. Learning about the 7Cs Principles

(1) Correctness (IEFf)

e Correct expressions in different styles and being up to different language standards;
e Proper expressions with correct spelling and grammar and in correct structure;

e Appropriate tone and a matter-of-fact attitude;
®

Accurate facts and information, exact figures and terms in particular.
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Please give examples demonstrating this principle in business correspondence.

TEHS U B 3 T A 7 55 R L AR ERIE A

(2) Consideration (&)

e Give consideration in your clients’ place;

e Emphasize the “you” attitude and use the passive voice;
e Find the best way to express yourself.

Please give examples demonstrating this principle in business correspondence.

THHS 5 LR SR U7 RS 55 e LR IE A

(3) Completeness (5E%)

A piece of business writing is very successful and highly efficient only when it contains
all the necessary information to the readers and answers all the questions and requirements put
forward by the customers.

1) We must make sure that the writing is completed both in layout and in content:

All the matters are discussed or stated;
All the questions or requirements are answered or explained.

2) Avoid fragments and confusing statements.

Please give examples demonstrating this principle in business correspondence.

TEHS LR SR U A 7 55 R s AP IE

(4) Concreteness (E4%)
Any kind of practical English writing should be specific, definite and persuasive. Using
specific facts, figures and time can help to express concretely and vividly.
1) To be specific, definite and persuasive.
2) The helpful guidelines to the concrete letters:
Use specific facts and figures;
Put action in your verbs;
Choose vivid, image-building words.
3) Sometimes vagueness is preferred and you have to or should be general or flexible:
when accurate facts or figures are not available;
when you open tentative offers to several clients.

Please give examples demonstrating this principle in business correspondence.

S 3 e U E i 95 R LR RAE S
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(5) Conciseness (&)

As it saves both trade parties’ time, conciseness is often considered to be the most
important writing principle and language feature. So when we do communicate, we should:

1) Try to write shortly and clearly and try to avoid wordiness and unnecessary repeats;

2) Put the sentences in logical order, avoiding too many “ands” and “buts”;

3) Try to avoid too many complex statements;

4) Confine each statement to one idea and each paragraph to only one point or topic.

Please give examples demonstrating this principle in business correspondence.

T2 1 3 Js U R 55 BR R R IE A

(6) Clarity (&%)

The so-called “clarity” or “clearness” is to make sure that what you write is so clear in
meaning that it can be impossibly misunderstood. So, we should:

1) Pay attention to logical word orders, putting modifiers in the right places;

2) Express ourselves in plain, simple words or in well-constructed statements and
paragraphs;

3) Write what is needed in good, straight-forward and simple English.

Please give examples demonstrating this principle in business correspondence.

TS5 1t B3 J U e 55 B R R FKTE

(7) Courtesy (FL5)

1) Tactfully show honest friendship, thoughtful appreciation, sincere politeness, considerately
understanding and heartfelt respecting;

2) Answer letters promptly;

3) Adopt the right tone, being persuasive, firm, apologetic and so on:

e Take the initiative to bear the responsibility and try to avoid blaming on the doer for
something;

® The passive voice should be used accordingly;

e Change the commanding or imperative tone into requesting one;

e Use the past subjunctive form;

e Use mitigation and avoid overemphasizing your own opinion or irritating your partner;

e Never blame your clients and try to avoid using the words with forcing tone or arousing
unpleasantness;

e Use the words or expressions with meaning of joy, thanks and regret, etc.

Please give examples demonstrating this principle in business correspondence.
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TR B LR SR U R 55 R AP IZ A

Q Consideration and Discussion (B 514it)

You are required to summarize the principles for business correspondence writing and
discuss them with your partner, answering what the seven writing principles that we should

observe when we write business letters are.

9 Project Practice Tasks (17 B LB T1E1ESS)

Task Improve the following statements according to the rules to make them effective:
. He will fly to Germany next week for the purpose of meeting Mr. Stwartz in person.

. We require cameras that are of a new type.

. It should be noted that this is the best price we can offer in this season.

. Your letter is not clear. We can’t understand it.

. For two years, you haven’t given us any orders.

. We allow you 3 percent discount for cash payment.

. We wish to acknowledge receipt of your letter of July 5.

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

O 0 N O i A W N =

. We are informed that similar goods of American origin have been sold here at a level about
30% lower than yours.
10. Our normal practice is that we usually insure shipments for the invoice value plus 10%.

9 Pre-work for Next Project (FiIH T/E{E$H)

PW 1.1 Start your career and open up your target markets

Each business department tries to find out two of your overseas prospective suppliers on the
Internet and two of your potential buyer clients in the target market.

Copy your useful findings in your U disks. You are required to demonstrate what you have
found out in class next time.

PW 1.2 Rules for promotion
Think about how to write a letter of sales promotion so as to obtain every successful
possibility in promotion of your products. You are required to talk about it in class next time.



