English for
Marketing

TONY YUEN #

P 1 —



# : TonyYuen
®: SiYE
¥ [EiE
. RN
ZRELHIBE220-248 FEET P 14418
2408 8801
ED 7 . REBEHRARADA
E2EETEHIBE220-248 XM T ¥ 1418
2408 8801
= ! B ROk
EEETHE220-248 LR T ¥ 1418
2408 8801
g ] B NESHTEEAREMT
- NERIXAERBERESM T 17 554
NELEBSE—HFI0EF11 548
NERERFMIBRNEM T 5 5548
NEFREREEES 129 Z 130 Kl
NEERKSRERIEE S 6 Shad
NEFXILPOME B16 $ 4
NEREEILSES 23 FEE L L 305-306 %4
AL BERGERES CC214 &
¥R TE P W S R 4 7 15 C221-C222 SR 4
FREFIRRIR RS 206 Fié
¥obnig 4@ K B: KFES POPULAR BOOK CO.(PTE) LTD.
Blk 231, Bain Street, Unit 04-59,
Bras Basah Complex, Singapore 180231
332 5150
RREGZRALE: KTRES POPULAR BOOK CO. (M)SDN. BHD.
7 Jalan 3/91 A
Taman Shamelin Perkasa
Batu 3 1/2, Jalan Cheras
56100 Kuala Lumpur, Malaysia
983 8269
#1 R B ®: 1998%5AH

©1998 HRHRY FNRABREE, BRECARESE

MMAE REHREREHE  FTAUEARKELBR
REZWED - BRRWW -
PRINTED IN HONG KONG ISBN 962-432-097-7

Zé:ﬁ-ﬁ w76









- EREFIRERAY “Saturn” ta
B EMEREMUSEA M EE
R MERRR (RS

Iml

T BEMLE  BRNAEE, 2
%, PR HEEE B

SR BT TET B
ZHEEMBINESMAETROR
2 .

TGRS > BAEMEE
w oK EL# ~ R A BAEE > AR RTAY

Egﬁmmf%&mﬁwTﬁ@f%f“'

ROUBHAMAESH L T ITHEAE

B - BRNOECREHEE » O
L 58 T 0 v S 7 5
AR - A B R A BT
{EL kMR Btk T 7 BT S
400 ) A 2 2 5 - e
AL BEFANEEHAE
5 Tk BT AR

ﬁﬂiﬁ%ﬁ%°%ﬁﬁﬁ%¥%wwg




VM EAEE] s REARGES

RIS R AT BT B

W e P T = R
M R — H BT T B A A

X T

I

B MEAChREE R A

BAFAERTHEEHAR - 2R

N TERRE] o BB R

5l » INERE AR FIMNERR - AF
i RWIAT i+ /38 > R

e B b SRERAG -

T RAS - BREEREE T
M (FEE2F - ERERH—Mx2
L EOREEERNRRTE . RS

 ERHLBRAIET -

Tony Yuen

0

"y

(2
R I,, o b . Sy ]:L-n.—.---&-'
, |

0
|
i
i1

o :




Contents H##

I Conversation for

Marketing
T S B o
A. Telephone Marketing
éﬁ%ﬁ%
AT Sy
1 Botmion
ER =
2. ’Pr’eparation : %?
3. ‘E‘Fﬁéétiééicémmunlcatlon
Skills
BRSELE
4. Telephone Manners
EEEHERIS
S. Situational Dialogues
BIRHEE
(a) Insurance
{RBR

(b) Real Estate

HATEHERE RS

15
16

17

18

20

23

5



HhE

(¢)  Advertisement - 26
ES

(d) Travel 30
i3l

(e) Office Equipment 34
) /NEN SR

() Household Appliances 38
KEEF S

(8) Computers 41
Ej

(h)  Investment 45
"E

(i)  Advanced Studies 49
EZ

(i) Automobiles 54
I

(k) Communication Equipment 58
BEAREH

(1) Magazines 62

(m  Banking 66
RITEHE

(") Membership 69

6 English for Marketing




wi
(o)  Health Food

B M
(P)  Skin Care

4 E 3L

B. Direct Marketing
HAETGHEER

1.

2

3.

Definition
ER

Preparation

%i®

Effective Communication
Skills

BRERNE

Situational Dialogues
AR

(a) Insurance

{RB
(b) Real Estate

HhE
(¢)  Advertisement

RS

WATIBHEERRE

73

16

81

82

83

84

88

93

7



(d) Travel 99

ifi):4

(e) Office Equipment 104
NES SR

(f)  Household Appliances 109
X E A &

(8) Computers 114
Th&

(h)  Investment 119
RE

(i)  Advanced Studies 122
EZ

(i)  Automobiles 128
VR

(k)  Communication Equipment 132
B

(1) Magazines and Books 138

(m  Banking 144
RITEFS

(n)  Membership 149
=

(0) Health Food | 155
BERR

8  English for Marketing




(P)  Skin Care 159
N g

I Letters for Marketing
R EE

A. General Salés Letters

— AN B AR H

1. Points to Note When 165
writing
ARER

2. Model Letters
EEEHH

(@) Introducing Products and Services 166
to Potential Customers
AR BN BE mKARES

(b) Introducting New Products and 170
Services to Customers

A& BN AT E o S RS

(¢) Contacting Potential Clients 174
Mg ERP

(d)  Following Up Clients 178
RERF

WHATIRHERREE 9




(e)  Keeping in Contact with Potential 182
Clients
BER PORIETRE

(f)  Announcing a Sales Event 186
Ef KRR

(8)  Attracting New Members 190
K5 |#TE 8

(h)  Answering Inquiries 193
CIREH

(i)  Asking for an Appointment 196
ZXHR

(1) Offering Demonstration 199
RHRES

(k) Invitation to a Sales Seminar 203
e I S R R

(1) Offering Discounts to Generate 208
More Sales
REEE - LU

(m  Acknowledging Orders and 212
Promoting Other Products
IR TEE W HEEEALZE &

(n)  Thanks for Order and Promoting 215
Other Products

BRG] B R AL & &

10  English for Marketing




(0)  Answering a Complaint Letter

EIEIGEFE

B. Direct Mail

Rk

1. Points to Note When
Writing
ARER

2. Model Letters
EEEH

(a) Long Distance Call Membership
REEEEHE
(b) Magazines

=
Bt

(c)  Skin Care Products
TR E

AR AR RGEE

218

223

224
227

229

11












A . Telephone Marketing
ol B HER

1. Definition

&

MERER » EFETEHERRF eSS
RER » —R2EHESE - HiERAE - AeFHR
BRARREEF o EFRBBRERERT K
RAMER[EEEZ FNIGEHEEZ S » Eal3
BEEENREREE » UEERREE R
I w?fwﬁma
:  EEYUREEE S
HEFETZIR » Bl

SAEREE - FURBERELINT 1
RUIRE, R/ TR - SR
EEREEEER

EREEARE | RSB
BRI LB  MREHEEAR
[ BRZE i BRAR B Y BRI 278 o

HRATRHEREE 15




