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LAYOUT OF BUSINESS
LETTERS AND E-MAILS

I. In the following picture, each numbered section represents a part
of an English letter in indented form.Can you write beside the
number what this part is?

| T |




II. Can you draw a picture like the one above but showing a letter
in blocked form?
1. The following are different parts that form an English business
letter. Please lay them out into a letter in modified indented
. form:
E{E A : ¥ EFrBUE 2 W] (Five Dragons International Toys Company)
ik IHEHM TG FILILEE 8 & k4 :225008
BIE A :A & A 4Kidz Inc
Hu3it ; Beursplein 37,3001 DD Rotterdam, Netherlands
E i ; Children Toys
H#:20.4£8 A SH
EREAESL . TH BE . H O 2ZLH (Export Manager)
BEHNE:
We learn your name and address from International Business Daily, and
know that you would like to import Chinese toys.
We are a toy company with customers from both China and abroad. We not
only supply to a number of big chain stores across China,but also receive
substantial orders from many major global retailers such as Wal-Mart, Car-
refour and Sears. )
Enclosed is an illustrated catalogue of our products. We are confident that
they will be appealing to you. .
If you are interested in any of them, we would be glad to send you some
samples for your consideration.
Your early reply will be appreciated.
Fi5h, B fE PR B 3 B fE A2 B 8933 1 3 (Import Department) &b ¥ ,
IV. Find out what is not acceptable in terms of format(#% = ) from
the following letter and make corrections :
Network Foods Limited
42 - 44 Sheehan Road Heidelberg West Victoria, 3081

(3]



Australia

ATTN ; Mr. Michael Fox
Tianjin Tanggu Foodstaff Company Limited
China, Tianjin, Tanggu District, Hubei Road No.17

Subject : Soy Source

Dear sirs,

We are very glad to hear from you so seon and learn that you are
interested in our soy source.

Our earliest time of shipment is June of this year. We usually
only accept payment by letter of credit, but considering you are intro-
duced to us by one of our very reliable business pariners, we are will-
ing to allow you to pay us by T/T 30% of the total value before the
goods are shipped,and the rest paid by T/T after the goods arrive.

As to quality, Chinese soy source is always the best.

If you think this arrangement is acceptable, please let us know
as soon as you can.

Yours Trully
Wang Bin

3. #

Overseas Marketing Manager
Tianjin Tanggu Foodstaff Company Limited
20../5/12
V. Address the envelope using the name and address provided:
5 {5 A : Hangzhou Copying Equipment Co.
M ik : No.8 Xihu Longwu Industrial Park
Hangzhou, Zhejiang , China



Y f& A : Berg Manufacturing Corp.
st :818 Harrison Street, Suite 206
Oak Park, Illineis, USA 60304



PART 1 NEGOTIATION OF
THE CONTRACT

Chapter 1 Establishing Trade Relations

Lesson 1
Sellers Asking to Establish Trade Relations

EHERBILAZ KRR

Chinese version of the text

Wi E:

JE H A 47 B 7B Freeman A R M BAIA AR K AR P E
MAMBELE, AAZTRBRTRMNVEENE, RINBEE
PHESHARABELHEMLFER,

AR RATRIE A O W& RAA KK T #,
BEER— /P TR — A . — B OF BRI &, ]
SEASMEMFRITIRMBAERE,

BHEE
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Exercises

I. Translate the following terms and expressions:
A .Into Chinese;



1.look forward to 6.import and export

2.a favorable reply 7. circular letter
3. establishment of trade rela- 8. specific inquiry
tions 9.favorable price
4. full details 10. Enclosed please find ...
5.items available for export now
B.Into English:
L BURABRFR 6. #L5
2. BEMKEIER 1. MREEZH
3. M 8. Hrig
4. ZEWE 9. BERE
5. ”H 10. A7
II. Choose the best answer to complete each of the following
sentences :
1. __ in 1935, this company specializes in the export of cotion

piece goods.
A . Establish B. Established
C. Establishing D. To be established

. please find the catalogues and latest price list.

A.Enclosed B.Enclosing C.Enclose D.Enclosure

. We will forward all the necessary information of the item mentioned

above receipt of your reply.
A.with B.upon C.in D.of

. We look forward your favorable news.

A.on B.to C.at D.of

. The present market is favorable importers.

A.with B.for C.in D.to

. Because the article falls the scope of our business activities,

we are writing you in the hope of trade relations with you.



10.

. Thank you for the sample cutting

A . within, establishment B. within, establishing

C.below, set up D.below, setting up

in your letter.

A.enclose B.enclosed C.enclosing D.being enclosed

. We take the pleasure of introducing ourselves an experienced

importer line of daily products.
A.of,on B.as,in C.for,by D.be,at

. Thank you for your price list showing various kinds of products now

___ for export.
A. available B.be available
C.to be available D.being available
create severe competition for home produced goods.

A.lmport B.Importing C.Imports D.Imported

HI. Translate the following sentences into Chinese :

1.

We are willing to enter into business relations with your firm( 2

] )on the basis of equality and mutual benefits.

- We write to introduce ourselves as one of the leading exporters of

a wide range of air conditioners( 25 i) .

- In order to export our products to Western Europe, we are writing

to you to seek cooperation possibilities( & fEHL£).

. We have a lot of colors and sizes to meet different needs.

- We have airmailed you some leaflets about our products. If you are

interested in any of the items, please let us know.

. With years of efforts we have enlarged our business scope and now

we deal in nearly 100 kinds of goods.

» Our main business covers the import and export of various light

industrial products.

- If your corporation does not import the goods mentioned above.

please give this letter to a firm who may be concerned.



Iv.

9.

As an exporter of motor bicycles, we wish to express our desire to

trade with you in this line.

10. To give you a general idea of our products, we are sending you

separately a catalogue together with three pamphlets for your in-

formation.

Translate the following sentences into English

1.

WA B AN T R—FAEEKE (imitation jewelry) B iH O 2
A, EX—-TERZFEHNER.,

AR L E 48 538 (the headquarters)ﬂgf% EEXZHRAA,

Bz aRRMNEE.

CRATE A O B T & (light industrial products ) ff 28 &

%

4, RE X BIRT N EHEE B EH%EE.
5. RATE B WCBIMRII FRAT= M EEER,
6. ATE—FEH B IF R AL & (private company ), IE % &

9.

EHHRMNBELASG KR,

IR R ABIRAN BT —F Johnson AR MEL M1 A AT

BRI EF

- R TIERAITX R R B r= a8 D KR T 3%, R E D F

EBHHMERE— 0,
X O A AR B RRER B,

10. RATH P & BE B (quality) L3, A8 L -
V. Translate the following letter into English:

A

AT LB % & E H 2 (China Daily) 3K &, 5t 7 %t 2 28 iR

¥ (silk clothes) B i, BNAARNF, BIRAIMET U BEK
BHEOE. RIMMEESKRTACEEAMOEMEBEIRS
XxE,

RIMNWELBERA SR ELE R £ 5% T Z (traditional



workmanship ) il T 5. BURE R — 03 36 B B 7 K& BB i A 5 fit
KrEs%E, WAER, BHFAEEN. WG, GAMFR K
.
BRE,
[EE S

VI. Write an English letter in a proper form based on the following
information:
Write a letter to Foothill Enterprises Trade Development Co.Ltd.
(P.0O.Box 22789 Taiz Street, Sana’ a, Republic of Yemen) telling
them:
1. you are introduced by the Commercial Counselor’s Office of their

embassy in Beijing(H L B KEH T FS8AL);

2. you wish to set up business relations with them;
3. the main scope of your business is exporting chinaware (% %% ) ;
4. samples and catalogues will be sent to them upon receipt of their

specific inquiries.



