—— HFRENAXEIE

a8 [E 573" B dui), R
XI'AN JIAOTONG UWESS&TY PRESS



—— B ERENHXEE

(FERH)
RE FINE HHE

A BESEAE Hiig



mEE T

A4 RGN G T TS5 B P R SRS AR B A IR LS 5 2SR 55 MR e
fE R T HR A ROAS R IS ik M T . He BEAN Bk 55 Bk A R A BT
F B 7 Sfe bR o B K BE B SO R R B AR AL T R R B . B TR TR
{9 B TR L B PR AT 8 T Xt S0 2 B 5 R I R R SO - R L B TR AR
R BBR P bR A R O R R R BT AR LS R RS
CFHRL . BANEFIZE T S0 Fll 55 55 B b B P A — L5 S R AR S

A< A5 RAL AT LAFE A A1 5 % Ml 2 A B BB o T AR D A0 B MO A B Bl A A 1B
HHEIRBMTRS,

B 7 R4 B (CIP) #ii7E

S 57 1 o L < 7 55 S0 L SCE AR/ AR L A T
MG &. —5 M. — 7Y% . P 22 S0l R AR, 2011, 7

CEERAD

ISBN 978 -7 - 5605 3979 ~ 9

1.5k [.QF Oy M. RE-FIFE-HR
f5R-E1 V. H315

o E A B 350 CIP $dE #% 57(2011) 58 138196 &

B & SRIERE RSB ASCE R GRS O
wm  E R HIEE
RERE ®PFE KW

HAREIT 70430 K% R4
(LT XKER 105 HRB4S 710049)
[ it http://www. xjtupress. com
B iE  (029)82668357 82667874( K AT H L)
(029)82668315 82669096 (& 4w M)
& E (029)82668280
Ep Rl PR EN 5 A RITHEL A

FF A& 850mmX1 168mm 1/32 Epa 11 FH 282 TF
BR&ENR 2011487 A% 5 2011 4F 7 A& 1 REVRI

H 2 ISBN 978 -7 -5605-3979-9/H « 1238

7E #+  20.00 JC

EEWH . BERN MR EFRRRAE, FS5 AL RTHOKER K,
TP ER . (029)82665248 (02982665249

BRE AR . (029)82664953  (029)82664981

BEF{EM : of _english@126. com

IR fRw®R




A2 %5 it

(PR EHEBC)E 1994 55 A B G, SHLEE0EF |
Wi, 2L LR, B4 B B SR U+ AT, A A A |
R, BN ABESARBELBRFREHMELE |
REBHFR, BALEARERRET + L HEHREFLE |
FAuAR R e AF KA A S B R M, B AEST A SN A A A |
LB AABHEALR IO TS EAE TSR, E

AT HERBBANIZHFH DR A RO TE, T Bt |
FEMAMNAALORE, £EX—RAAFELAMT &8 |
BT, AR LSRR ERE ENRT G R0 XRITT L% |
A REO R, METHIF — ki Moy RiE P 5 |
RRETREHRD HART —ANEH A E—LLBEHFA |
B8 AL TS MR T LR 69614 SRR THAEZ M |
Blo, EELRHLRAEAFTHMTIEAAEL S, o, 34 |
T I KA BHEEFAELEREE,ARRSRAET |
GHERINGEER HARBURE—NER, §

EABHBELRY, RINEACHIAFRAIHE L |
BRAFRELERBT RIS T LS ERPOE—F A, |
ABHFTARBERY, RINRLBERFRTHEERE W |
Fofi AHAE AR BOBITRET EHW y
S A B 8B B, JE B R T RS 0 Bl

FiE
2011 %5 A F&®EI




CONTENTS
H =x

Unit 1 Basic Knowledge of Business Letter Writing

%A SRR ERAIR oo

1. Form and Structure of Business Letters

iﬁ‘%%{%%;ﬁg*ﬁﬁ&m& I R R T R S S S AT

1. Form

% X

2. Structure

A
3. Addressing Envelopes

FHMWE &
[. Writing Principles of Business Letter
EEMIEN
Exercises

s

- (D

D

- (D

- (5)

- (14)

- (15)

Unit 2 Establishing Business Relations & Inquiring Credit Reference

BIRASXRARERAE

I . Letters for Establishing Business Relations

BIAHRENEAHBE

1. Importer Writes to Exporter

:“&D ﬁéln\l\ﬂ [w] ﬁ%'f%’ R R I T R Y T U

2. Self Introduction by Exporter

Hd Dﬁ]‘w E ﬁ{l\gg L

3. Exporter Writes to Importer

&‘J o ﬁ%i& =] Tﬁﬁ#ﬂ%’ I I T T T T I S S

4, Self Introduction by Manufacturer

- (20

- (25)

(25)

@27

(30)



&}ﬁ:}"?\% E &ﬁ;éﬁ P I T (33)

5. Manufacturer Writes to Importer

I RAHE DRI corererereretnsrnainninniiine e (34)

6. Letter Referring to a Bank Reference

BRATEWE P orvrrererermmnrreniieeeiieeniie e s eeenenennne (36)
7. Reply to the Above

II. Supplement: Some Useful Sentences on Establishing Business Relations

&. Inquiring Credit Reference
ﬁ%giﬁ%%%ﬁ%mﬁéw#mlgﬁ erestsesssinesssenunsnns (38)

Exercises

%

Unit 3 Enquiries and Replies

1. The Letters of Enquiries and Replies

HMFIEEBSRHISC covvreerrerererrerneinrinnee (43)
1. General Enquiry and Reply

2. Specific Enquiry and Reply

ELAR AP FOE  vveverrnrrenneseenne e e e e (47)

. Supplement:Some Useful Sentences on Enquiries & Replies

BHEHMREER BB  ooeveerrerererrierinn (55)

Exercises

%

Unit 4 Quotations, Sales Letters, Firm Offers & Counter Offers
BN FERME BRI oovveeerrr e (60)

I . Quotations

1. Quotation and Reply

2. Sending a Quotation

_2_



F2L RN '
3. Buyer Asks for Quotation and Seller Replies

EHERBNEEZTEL

II. Sales Letters
HHE
1. Ordinary Sales—Promotion of DVD Player
AR B DVD AL coeere e e eens

Checker

- (63)

. (64)

- (69)

- (70)
2. Trying to Sell with Samples—Promotion of U. S. Dollar Bank Note

%ﬁﬁ#ﬁ%_ﬁﬁii%@m sessssetsetsessaseassaransenas

M. Offers

1. Offer of Electronic Calculators
BT BB AL orrrrrerrre e
2. Offer of Refrigerators
Bk E W

3. Offer of Personal Computers

i EALE | A
V. Counter Offers

(71

- (72)

- (73

- (74

- (75)

Eﬁ Se e s eeeses ses esenes tae s e et Beeass eas ese et ens 0ee se e tes san sas aus

1. Counter-offer on Price of Refrigerator

ﬁ%?ﬂ(iﬁﬁ%ﬁ‘?ﬂ% tsessssessesasacssnas

2. Counter-offer on Price of Hand-embroidered Silk Scarf

Xt F G2 B WA B E

3. Counter-offer on Price of Medical Apparatus and Instruments

(76)

- (77

- (78)

ﬁﬁﬁﬁﬁﬁ%#]ﬂm D R T T TR T I I P I

4. Buyer Asks for Reduction of Minimum Quantity

%f;;ﬁ F%»Tkﬂ-ﬂ'i Sseseesse st ess s st eseessaes sen nes nes ars e

5. Counter-offer on Payment Terms

ﬁi{#fﬁwﬂﬁ ssssesssnsssssssse s
6. Buyer Asks for Earlier Delivery

%ﬁ;;ﬁﬁﬁﬁ—iﬁ tesessesessessnesne

(79

(80)

- (8D

- (83)

3



V. Supplement: Some Useful Sentences on Quotations, Sales
-€
Letters, Offers & Counter Offers

BHEBM EHEE MBREZNE AER

Exercises

%

Unit 5 Orders, Acceptances and Rejections

ITE BETRELE oovveveeveeneeee

I. Order

T

1. Order of Video Camera Recorder
T 8 F A

2. Order of Valves
ITHAR

3. Order of Cashmere Sweater
T EY

4. Order of Powdered Milk
TR

5. Order of Bed Sheets and Pillow Cases
THERERME

I. Acknowledgment

%q& R R AR R R

- (84)

- (9D

- (9D

- (9D

- (93)

- (94

- (94

- (97

P

1. Acknowledgment for 2,000 Sets of Full-automatic Washing Machine

AUK 2000 &4 H B ARHLBITE coerrmmmrresrnreseeneen

2. Acknowledgment for 3 M/Ts of Walnut

3. Acknowledgment of Equipment

T A BT B weeeemmnnereee e e e
4. Rejection for the Reason of Goods Been Sold Out

ﬁ%ﬁ Hj%%ﬁ%fﬂ'ﬁ"'""""'""""""""""

M. Acceptance of Orders

}%%-ﬂ‘$ﬁg@ esesessseses esesssaseasaseasssanesosstsnen b
— 4 J—

99

- (99

-+ (100) -

- (10D)

- (10D



IV. Offering Substitute
FRBEFR F B ceeveeeenrentee e
1. Offering Rayon in Place of Watered Silk
2. Offering Zinc Oxide 99% in Place of Zinc Oxide 99. 5%
BB 99N RARMAE 99.50F wrvrmrereeneeee
V. Letters of Regret
AREZITEMRARENEE
1. Rejecting Ordered Price
FEAEZITENS
2. Rejection for no Supply
B LR mWIEL FiTHE
3. Rejecting Buyer’s Delivery Terms
MG L H AR e e
VI. Supplement: Some Useful Sentences on Orders
BRITHRMEAER
Exercises
%
Unit 6 Sales Confirmation and Purchase Contract
Eﬁﬁu:ﬁ&mﬁﬁlﬁ] R € SR & SRR SRR M S
I . Specimen of Sales Confirmation
BHRBABEG
II. Specimen of Purchase Contract
MR REEG -
Exercises

%3

1. Acceptance of Order for Portable TV Sets

2. Acceptance of Order for Furniture

BZITHRANITE

(101

- (102)

- (103)

- (103)

- (104)

- (105)

- (105)

- (106)

- (107)

- (108)

(115)

- (115

- (119



Unit 7 Payment

I . Letter of Credit

{%‘Fﬁ.‘mﬁ e e e ese eee aet aet eet see ese ste eee see steset ane a0 tan te s s ase ase B as

1. Application Form for Documentary Credit

FA AT BB AL EE R corererrrrrere i,

2. Specimens of Letter of Credit

3. Buyer Notifies Seller

957?@&”;7!7%)%‘& E.ﬂ;i R T

4. Urging Establishment of L/ C

,f%}‘r’-ﬁ)ﬂiﬁ D T R R R I I R R I I

. Amendment to Letter of Credit

1@&{%‘%-& B R I T R I T I

1. Application for Amendment to Letter of Credit

FRIEBKWFH
2. Ask for Transhipment and Partial Shipments

EXRHEMFLHERE

3. Ask for Cancelling Manufacture’s Certificate

;;ﬁmlﬁifz}"z‘{m%;ﬁ esessesseteata st sen st et e a0 ane ans

4. Ask to Amend the Amount & Packing Terms

%i{é%{&%ﬁ%ﬂﬂ%%%{"-""-'"'"-"”'-"""""'-""-'

5. Ask for Extention of the Letter of Credit

g;ﬁ%;@ﬁ)ﬁ JE  srrereerecrcretiitiiiitiiii ittt e

[I. Supplement: Some Useful Sentences on Payment

BRI HE RIER

Exercises

%

Unit 8 Transport and Insurance

BESETRARIE o vverorvrernnreennnennrieaiinnens

I . Transport

- 127
127)
(127)

- (13D
(142)
(143)
(146)

- (146)

- (147D
(148)
(149)
(150)

- (152)

- (157)

- (157)



1. Urging Prompt Delivery
ERE

2. Shipping Instructions

BE AR e e eee s
3. Booking Shipping Containers

ﬁl‘_ﬂ’%:‘@%%ﬁ See sesessesassssee st et aes st ses et ereesssoe

4. Packing Requirements

@%%3}”{ D T S T E TR LR T

5. Shipping Advice

ﬁﬁgﬁ%‘] Ceeeseesecesssassa et ss et esa ses ses sesast es aseses nen en

II. Insurance

TR

1. Importer Asks Exporter to Cover Insurance

i&u ﬁ.‘}%&s |54 ﬁ{%ﬁﬁpﬁ.......................................

2. Asking for a Special Rate of Insurance

E*%g{%% T I TR R PP PR

3. Insurance Company Asks to Cancel Breakage Risk

Il. Supplement: Some Useful Sentences on Transport & Insurance

ﬁ%g@ﬂ,{%pﬁmﬁﬂqﬁ%/ﬂ creressseressea st e ane e

Exercises

%5

Unit 9 Complaint, Claim and Settlement
BT g g Y

I . Complaint

1. Complaint of Wrong Goods Delivered

WG R

2. Complaint for Late Delivery
HRRR RS

3. Complaint for Inferior Quality

X‘j’}ﬁi1ﬁ%‘ﬁﬂj H)\] EF.E;% R R R R R R I T R IR

« (157
- (160)
(162)
(164)
(166)

- (173
(173)
(176)
(176)

- (177
- (184)
- (184)
- (184)
- (187)
(188)



II. Claim and Settlement

RBEFITIE cooeereneeriiniiiiiiiiiiiiiiiiisiiiiesieniaenees (190)
1. Claim for Inferior Quality & Reply for Settlement

Xﬂ-ﬁi—ﬂi%‘ﬁtﬂé{]*ﬂ%&%?g%wEi..................... (190)
2. Claim for Improper Packing & Reply

S ﬁﬁﬁ?]ﬂﬁ*]?ﬂ%&i?f@ﬁ (196)

3. Claim for Shortweight & Settlement of the Claim
HEE R B RIERE «orvvvverrreernnnsserrennnsannenanesnens (198)

[I. Supplement: Some Useful Sentences on Complaints, Claims and Settlements

Exercises

%

Unit 10 Fax & E-mail

FEEBELTFHEHE covvevveereereiniieiiiineeeneneneene (208)
I. Fax

The Layout and Example

AR BRG] 50 wmseoes wos swosiwas sopmwenswasn svmammn s ammsinss (D08

[[. What Is Electronic Commerce(e-commerce) ?

HARBTFREE ot eeeneees (209)

M. Brief Introduction of E-mail

T 1 T N ¢ B D)
IV. The Examples of E-mail

Exercises

%>

Unit 11 Case Study
Case ZEff| ++vverrrrrerrennnsiiiint ittt e ene e (218)

__8_



Unit 12 Letter of Intent, Agreements and Contracts

TR Ot TR

1. The Basic Knowledge of Writing a Contract and an Agreement

P A TR B A B Al R
1. The Form of a Contract or an Agreement

4 B A i o A R

2. The Requirement of Writing a Contract or an Agreement

HEERAMBNHER

. Letter of Intent

%:[EJ;F} R R

. Agreement
X
1. Sole Agency Agreement

éﬁ %‘\{ki‘gfd}.‘l’)‘( T R

2. Agreement for Dispatch Technical Personnel
k& A AR HR

3. Exclusive Sales Agreement

@%-‘d}v‘( et seseesessesecse ssetse sat e et et ese sea men ses ase an su e

4. Consignment Agreement

%Emb‘(_—ﬁ B R R R P T R PR

IV. Contract
4

1. Purchasing Equipment Contract

%%iﬁ‘é”é’rﬁ] Meessesessessessreersste sesass steass nes Bessuaans s

2. Joint Venture Contract

%‘ﬁ{t\ﬂkéfﬁ]

3. Futures Contract

ﬁﬁ%rﬁ] P T I R R R PR TR TR R R R

V. Supplement; Some Useful Sentences on Agreements and Contracts

- (290)

AR A F R E HE R
Exercises

%3

. (231)
. (23D
. (23D
o (233)
(234)
. (239)
(239)
. (245)
(250)
(253)
. (256)
(256)
(266)

ceeeee (288)



Unit 13 Invitation for Bids, Bid, Notice of Award & Advertisments
BB BB AR BRE e (298)

1. Invitation for Bids
1. CHINA PETRO-CHEMICAL INTERNATIONAL COMPANY (SIN-
OPEC INTL) INVITATION FOR BIDS
HEAEFRE A T HFREE crovrrerrrrrrrrerereeeeeeeees (298)
2. GALL PETROLEUM DEVELOPMENT INVITATION FOR TEN-
DER
[I. Bid
1. Reply—Agree to Submit a Bid
HE BB AR roovrrernrrnrrnsenansennannnnnaeneneeee (304)
2. Tender

3. Notice of Award

4. Reply—Give up Submitting a Bid

. Adverticements
1. Shanghai Toys Import and Export Corporation
PR A OAT S & e (311)
2. Hainan Provincial Foreign Trade General Corporation
WA AT L AT & ceeereerereenaeee e (312)
3. The Mercedes-Benz
4. Guangzhou Arts and Crafts Corporation the Treasure of Oriental Arts
FMTEERBATS & oreerrrnrrnrnninnnnenaee (313)
Exercises
%

10 —




Unit 14 Social Contact Correspondences

*iﬁﬁ;ﬁfglﬁ (315)

I . Invitation

1. Invitation for Participating a Commodity Fair

2. An Invitation for an Inauguration

B HETF R BAL oo er e i e e e (318)
3. Invitation for Discussing Cooperation
WAFBRAETE o (320)
[I. Letters on Congratulations
BRAE  oeeensstieii e e e (320)
1. Congratulations to a New Business
2. Congratulations on a Promotion

3. Greetings of Christmas and New Year

. Memorandum
1. Memorandum For Business Negotiation

2. Memorandum For Office

IV. Recommendation

V. Supplement: Some Useful Sentences on Social Contact Correspondences

BEMAERBI B FHIBA] coverrrerrrremsiirmeniienennenee. (328)

Exercises

%3

MR- HHEREEAERIE



Unit® BMEBESAENERDR

T -5 18 B TFah B Al Zn il

@ Form and Structure of Business Letters
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1. Form #H{=

(1) Full Block Form 3%3k=
Blyco Textile Group B. V.
Ossterstra 2,7524DZ Enschede
The Netherlands
Tel: 31-5387748
Fax. 31-5387749

Your ref; C9246
Our ref: bwbw

Date: April 24,20_ _

Xi’an Textile Import & Export Corp.
108 Lian Hu Road,

Xi’an, Shaanxi, China
Dear Sirs,
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Thank you for your letter of April 18, 20_ _. We are a company that
is, for years already, engaged in importing clothing items from your

country, although not from Xi’an.

We are interested in contacts as mentioned by you. Our Purchasing
Manager, who is in Hong Kong at the moment, will contact you

when he returns.

With kind regards.

Yours faithfully,

Blyco Textile Group B. V.
(Signed) ...

J. Kistemaker, Manager

In the Full block form, every part of a letter is typed from the left
margin. It is convenient to be typed with a typewriter but the layout
is not so beautiful. So some businessmen use a modified block form

with indented style.
(2) Modified Block Form with Indented Style RB&

Blyco Textile Grorp B. V.
Ossterstra 2,7524DZ Enschede
The Netherlands

Tel: 31-5387748

Fax. 31-5387749

Your ref: C9246 Our ref: bwbw Date: April 24, 20 _
Xi’an Textile Import & Export Corp.

108 Lian Hu Road,

canaEBEED 2



