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General introduction to trade procedures

XT R EFKERDE, SMABRE - RERTREVLAS KR, REEANB—RA ST,
WMLTFEMY . ZIRGT . LIITH. BOTBEAROIR. R, BREEE RS, REFITLE
B, EHHTEN. A%, WK, RS, DUTHRARAECEFRERT, LRttt
5L, SRS B EZL 55 AR MR T F

—., W 5HHH (make a quotation)

—ERERHE N O 5 — SR H PRI MOEARSRIFS, WAk A" M
WA o LT EREE R T, TSN O R IR RS EaiE.
AR . FMEIAIIT. FSREMARELS . BT BN RSUHESR . B SR TR
BAEOR . R IR AR R SHRAE . Hp, i siusay s,

— e bR 5 5% i ks 43k =Fb: FOB ( “MEERREE” #r) . CFR ( “WAMNEHE"
#r) MICIF ( "B, REEFRNLZEE” M) o

. IR EZITAE (place an order and sign the contract)

R e A TER R BEAT R E R R R )5, L7 il Bk IEIT S 2 6530
RHE A REHRFT S 25 T, NAhRATE, FELITWEERE (purchasing
contract ) BT IE (sales contract) , HFEAREFEL CLSHIERFFLE, AW REMHEH. M
BAS . BE. Mg, G2, . KEl. EREE. S8R, 2. hREEHKHT R
HIRLE . EEFR T, BITHERA—XFG, HHIFEARAAATAEY, WHERTE—H.

=. ZHe4E” (arrange manufacturing )

TR RSN AT, O BESITAREREREE RS ERH Y . BRIk
ABGTBERE, BRTEHAE . SNAAFTEMRBELFNIER, FITRAT), SHEBNERL
RS AIR, SARASE, SOFRWERE, ftEd, BREREAEF R, M SRR
BRI RS BAF SRR O i ZER

P, 3 (packing)

WA MMM A%, SMIRA T ISR T EMIEATIOMLE, NIRRT 8 &K
EMAITHELE, SRR AR R IMRE, RIBRYARR, RATTEERR S
ehPRt, . 4R, KM, SARE. RNREREANEEIERMATIAR. WEbEs R
— Rtk H B EAAEIR I O e . AU RARYE 51 55 1 1 P AR T 4035 TG & IR




HPRE(E R

FB% PR ESR T H O Sep itk . EEAtyT, SREasenBEt e ) BTN
BERERAZE, MRS A RAYE RIERALE .

Ti. f#F (effect insurance )

Hir 5P RSB E S, ERETESHNEESEE SR EFHRAERRI
2R, L2WITH TR ROk R, EEREERYEN, HRARM
5E M —J7 LA —E RES S A1) GRES 2 BB SR s i ORE . BLARATIRIE SLYrB st Sebn 2ok ik
BB AR — AR EARRIIES: o

. Py

75 ¥ (make shipment)

B R IHERARBAIERO LS. Lo RpEiaaii L, BUsEREEER
YA, BNBAT TR, LHERETNRE, THEFEREHRE; MEHERY AR
K, SmEFEESSEEM, DURML T MUr R T KA

t. f# (make payment)

REERASPIEEEEN MY, EEEXRIN (RN OY) EERHE ST
BETRAIF o LSBT —RALN AR IR SR 307 B4, PR R EIRR A 3K
TRA=M: FHIEMK. TIRRMERAK, ENEA Tk mE

HbR R 5 2R AEHIEMNRE TR ER—FMHENZ2MMHATR, —BREATHRSHHK
FRBYIRILE . ERFEHBIT AL R REE RER, ERONER O BiE S fRIES
#, EESOIRREERK. #AKE, STOFEFER —RSBIIFFESHNL 5% LR, TT
MR ANEE R, ERUINCHEFASGE, bl ERERTILE L 1EERINCRITIE
T, WTEAESRETEE — MR ATCEK . BT ARG L R B MK, 515 R
HOTHM, ERRAROTARRAE, T, mEb, HEEZFRABITRERBER.

. FE5HE (make a claim and adjustment )

LENFTERFEERGME, BOTEANFMEENF. Y—HFEATMERS—FEZHR
i, ZAGADURESFRBHRHE, BRELTXEZHRRSE FHE, B R ; WSl
BARSR T FriR RIS EOR TR M 7 B . BRSPS — BT LURKET U T=
AP DOTHhE . R, i,

The formal letter format and layout

SMSBEE R AR HE O R BT R AT PR ME R, B RN TS RSN IR R AR
LR HER . EEERELBNSR, BFEASHTHRZREHMUUSR TR G, E

12



Unit 1

Business Letter Writing

B RE TR . RN RENERES, WMSN, SKYPEERZHRIER. HE, LitXRH
BE—FT RS, RERTHRRERE N, MIBTFEERINER I —SREARENE.
Fik BTG

SRR SASRS, N ONFEFEERFRAREN, —BSkeE s a4
R, EERFEE A ERER, SRS BAREEENS L., FHik, ERFERYES
MESR, ERFEXERNBEEHRAERERPRIEEEE,

— IEUS RS

S FESC R HL KA I — M S b TR A IR 43 . DT RS0 B — B IE N5 R AN T /b
ARGy, TSRS MR EHREREMAMA A MRS . HRE-1,

E1-1 EREWEEX

5 y A
it SHANGHAI HONGXING TRADING CO.,LTD. | | #®#%
N
25 Hongxing Road, Pudong District
Shanghai, China 1453k
Your ref.: $S345 Sep. 24, 2012 —__|
L% Our ref.: M23 M 2.H8
Messrs. Anderson Trading Co. //—>
348 Manhaton Str. 3P
New Yprk, US.A.
24tz A M Attn: Import manager
Dear Sirs, T amERE
: . .
3L Sub: Recommending curtain
We are very pleased to recommend Chinese textile curtain to you. This
product has been selling well on the international market and we are N
convinced that there would also be a big demand for it in your place. P SAEX
We are now enclosing you one copy of our illustrated catalogue and the
price list. If you find it interesting to you, pleased let us know your
comments so that we can discuss any business possibilities with you.
We look forward to your early reply.
Yours faithfully NEEE =
Li Ning
LiNing ]
Manager B G 2
a b ] \\\\\
™ Encl.: Catalogue and price list ~a . s
| C.C.: Shi Jingping -
5.9 Sales Manager

3L



MR R

WHFTERSY - 1183k (Letterhead ) 2 B3 (Date)
3 #tMht (Inside Address) 4 BRPFIE ( Salutation or Greeting )
5 IE3C (Body) 6 ZEL5E ( Complimentary Closing )
7% 4 ( Signature ) 8 H% (Job Title )

EEEERSY 1 %45 (Reference ) , 53 R FTME ( Your ref. ) FIR A (Our ref. )
2 BfE A (Attention ) 3 FRE (Subject )
4 i ( Enclosure ) 5 #bi% ( Carbon Copy, C.C.)

. EHEmER
faR AR —RALLT =F, #REL-2,
1. 4K 2. %3k . BERX
letterhead letterhead letterhead

Inside Address | Date | Inside Address Inside Address | Date |

Salutation Salutation

Salutation

Body Body

Complimentary close

Complimentary close
Complimentary close

Signature Signature
Signature

A1-2 =ffERsR
1. 4i3t3 (indented style) : BPtpuitihkin 8 —ATRIESC B BIOFFAERE SR RN EHE . X
FEHITHRRAE, BRRUARMENEE, —RABAE.
2. 373k (block style) : fRIG—ITERMNASLAGHFFE. FLAREEERH. sHUR



Unit 1 )
Business Letter Writing

— RS R A, DB REFNSNOTRNE . AtEmnriats, 0 FiptE Rk
X, XFEREITEHERE, SHINETERBEINEE.

3. BER/IESR (modified /mixed style) : {FHMhE R HABTTESMTHIS RAFLA, &
O IE SO B BEFFIATT AR SESOs . BIER MR AITPR, XA BBLEHE, FERATRA.
MK . RAAZEISRAEMEH .

The envelope format

F—HREHFIRPEFER, WMEHREANFEENEEERNERS, FUGEHNAZE
SOERELL. G EREEN, REFEACQMAGEEASMEE, PIESBRARAR
BIZE TS At FIEHE Ak A B AR, kB REaAAE A bt 522 —8, TTRUR%
BERERGFLA, ME1-3PR, EARNRZRE P ke A —3

—. FE AL

MRFHAKBIRABRNEGEH £, BRI EITEEHNE LA, REAEFE, Bk
AR, RERATMMIL. WX P AEFRS, BEES. BT, ETVRNERES
HAIS AT ARG . uhl Y Bk — 170K, AERLEEHCER—, RAEH R
=52 —,

. s A\iahk

B AbE— TGP R, F—TAERTIREN T&. k56 A4 5344,
BEHRE T ERO IR BN, b REAERS . mRRANEAZEHE O NS
(FEfE#, window envelope) , WEHBEAITIF, MEK EAKHAMIEEFNERD .

MBEEAERERRRA A" . YEEE . “fig” . R B8, WTL#E
{E8H8 4 F fiiteHPrivate, Confidential, Airmail, S{RegisteredSFHE,

1. FLAfEH 2. gefrAfEt
Jing Limin _ Jing Limin
34 Pudong Ave. 34 Pudong Ave.
Shanghai, 200120 Shanghai, 200120
PR.C. PR.C.
Mr. John Smith Mr. John Smith
345 Anderson Str. 345 Anderson-Str.
Dorset, DT96NX Dorset, DT96NX
Confidential UK Regisrtered UK
M1-3 fEREA

5L



SPEREEAFER

Basic writing skills

SNRERRERTRAGEN TR, KEEETFEARFOIERLM. 5HROBEEEN
ZIERIER, ZEBAPARBRGNTT, FHELEA BN T ZENEK, UL, #F%
SRR LN, —EEATEEE, FFCURARPRIE S TN SRR RO NS ; [,
BB G 55 84 . AREEMSERTEERAARBKITES, WX R ERAaRE S
N—REES; ASAGKRTHERSENERG, FRETHERZBSHNXNFHEE; it
ESERA, BEXARIS; BEE A RGEREN, ERPREHES T T MER, e
FRBHERMBE

—. ERSH=HE

METEI BB B F, SR BET L B=A0E, BB, BEREREESE.

1. 5@l ( pre—writing )

EFREEZN, —SEHRERMNBIEY, HAREBNEEIEMESER. K,
EREEREEN B RRIEIFAERHE, MABEREH, TLUEID T REANEN, ik, i
BHRFIAHRNERAS:, HRENINREIFREHHMEHRMNRN .

2. B{frh (while—writing )

T ERER S EIE N T REENANE, HAESERRE—MEIT S ENRE, nE
EZHAEEHEN, BFiRthREREX -2, REEUHRESZAY, BAGEHNTEEAN
Fo HK, MRENE, FUEERFRIFLRIRIZEHESZAEHRE, DIH#ERMERN, &
AEFFIINL, EYIEE,

BSHENBEEFRESELHXNAT, 2BEE. REMRER BALREK, BxF+HE
Ak, HTFRRAEHESE, RASSHE=6M, BHAE. KRS EREBASTSER
FE%E, 8—BARE—AFE, XHERKSENEE. ERANARN, EEREEEEHREESE
SCHRIATT, A I RIAEH WA

LR AWNEN Y, MeStENEY, ERAEER,

3. B4R ( post-writing )

BREFE, —EEHRNE—E, DRERSHERER. HENVEMIERER, 15
LB IR RHRER, —BRd, SRR, EHFEEMS, 1S5RS0 EHRHER
BELHFEM. RETICTURKREE, HXEEMN TR TIESH.OAAELMENR,

Hk, —#HBSERFINE, WREERNKERE, FLEFBREZRHIEE, DGRy —ik
RERIERHERE R (SRR EEERRS ) EEGTER, &,

—, SRS “6C” RN
BELSER, EEE EREERBUTAAE, Bikh “6C” FMl,




“Unit 1
| Business Letter Writing

1. B8 (clarity)

—HEEHRBEABEEALRREEANERANEE, RESHFHEEE. ¥log,
HHBARIEEEZ L, BENEEEUTILA,

(1) BXEHE, B LEERREF . XARAMETEBRXER, LAasiEiRR®. EEh
BLEEG 0  BT AR A AN IR R CRIASRARNC, HERBMRNALE .. FEPBMANAIER
F, &XWBARMEE,

(2) NARES %R, BERSRERNIE N, NFREER. Kk, REERNEAS
A ARER. F—N8hE, RERmsEars—e, RERTERMEEE.

(3) BEAGRHEHEW . BEOZHNAFRHZHRESFEE, FEXREARE, Bk, 5
Fa—EEiEE,

2. @i% (conciseness )

ERATEIERIERENELAATE, BARLENES, @¥HSATERFTELBAREN
B, LMEREFIRW ., KiGEHN . HBHUIE, EH3EE, FERUTILA:

(1) WEEFEREER . WMEAFATEMERATENNAHE, SENEEVEE, BHR

il P
(2) WG, SEEIRKEGNR, ARTRAKXFEE. EEm AL E LR
BIRHER,

(3) RN . REHARFEARASEESREENEE, A HRIBMEILARIE. R
gmaTRENEM L, REVH -ERAENEEE,

(4) ZHFhE, LEMBIEYEBAXMER— R, MshiAREONEITs), 2AaFRELD,
HiEFWENRSEINFEZ. MHconclude., assistftFFbring to a conclusion. give assistance to,
BEMER.

(5) ¥MERTFEH, HFREAEKRK, DasiElX., MENEEAEESE, BHESAA
PIAEE L (professional ) BIENS, HEREHEZ R,

(6) WEGBUEFIN, FLHE, SERNFEANRRNIBRPUTRIARARANES X, BEREH
R,

3. LI (courtesy)
ExsMEEER P, RINVEFZIBILSARE, FHESHFEAY, BELZZHACHUA
AL, NEEEAS, FERSEA. RIFERUFILNF@E:

(1) REEE .. EWEIX S ERE R EE RSN EB, BMARIGES Y F EEE . &
HEEE, WRESANFIREEL, VIATREEFIREEMRA . WX HF RGN, R
FHOAEF=IF= o, WRENEE . FRREEA A B HMZ 5, xR He
B, FFRE—BRNEEEEARESE, RURELTHEGEEMEN, BN FSF, AR
FRAELRYRETNE . EAXHSAXN FRRETHAEESR,

(2) BREEEE, EEEEHN, REFEA UL, RS W . FEbB, S

71 ~



SMRIESEH

. FRBAAPE S R ER )£

(3) BRAKFALSGAE, B —SaSENAEESNHFERE, B2 RAERMARMSH
0%, FERMEABIIES. SR RBLERTAAARR, TR AL R A RDRIB N
BRI, B RZAESHFEIA N We are afraid, we would say, we would think, it seems to usZis
YRAT LA FE S FI A BESIE Y, BB atEL FESENES.

(4) HEERELETT, BRAFMUERRIERTE L, DRAERENHETT £, st
TS e R R, WTLLSe N i 5 A E— NSRRI EOA R, REEREE B SN
Mo XEHEAMGLER, mEMNFHEEMER S,

4. IEf ( correctness )

B BER ARG T AR . hiERE, Dk&BEBITEFNIH, HEEY
BLSEA IR . NEMAFERRE, WA LA AENRE, RO HESHRER, &~
E- 25115511 VA

(1) EHER. HiF. $#5. Hafs. NS, B8SEEEERTR, TRER SR
BRI BB

(2) NABLGRIER, FrEANERMIEXNEERTIR; BHMLAENERFEEE, ZXH
B, AN, WRETFN, BRERINER, THTRAZEE, BUTE,

5. =% (completeness )

HPRAG R SERAERERAN 2 E S o

(1) A5, EXGERPHLERS —ENEENE, BUSHAREAETFTARIL., FEE
WENR . SR, NTREAFARER. RRSEERNEZ, T T8 HEFNERIAK—
B, 2. BAFTAEENNER —BEE LR —A; N —SER, wfEE, 5
BEHERE, BAATEIWINAIRBEER, KR, ARSI FEEE

(2) AANTE, —HELEEMNASIIALTNEN, mEEENNERE . %, U
SHENTPAHENGEE. B iAPENE BAERE M BUR R MM —YIESR &R, T
X RAE R AR N 2RSS E R E R — — A LS, S TEENGE, FAEEREE. Ml
X AR, BEYXEELER LERUTRREE, MU EAF4RY, BB Enss:
BT, SRR RANRER M4 (IHRE. %) . MRERBAEE,
METRSIRALENRMEZNS, —HEEREERE, TEURAARA ‘W MR
who, what, where, when, whyllin what way.

6. #KIR ( considerateness )

FriE ‘", SIRBENAERNG SHA, MEMRBX FHER. BEARES, BB
BEMRT T AR IBA T AFR, B LWEGHANMFHEE, BENMLERE DR 5

“BREFE]”, KR RV DA AR EAM TSR IR, EERRSSES,
RS, RS, IMELERNEFEAE SRR, OB THE, XAMGEN
FHIRAR, RTE “@Fi” . AEEEELTHA.

18



Unit 1 |
| Business Letter Writing

(1) REOS 7 AEMSE (You-attitude ) , BIEERE “HPAAN" o BMEEHAR, Walk
MBS AR BB IR AR, AL, FHEBUREI R ER . R, B, BIELLEh ET
REMURER NS, ITEFROR i, MBI, T E XA, S RsTiAER MR —
SHAMMAXFERER D SR X, UEARSEESEZ, 52, SRESHILN. &
iR, B NBOEBIRE—MERER . B AEWREIFFEE R AE B 51K

(2) HEXXER. RKEHXMER, ARZEERESUERYE T AR E FYHiA
HASERAR. E5EN, EERIESER. SERESTREREZEBIIX T, 5
BEERE RN UL PR RS

9L



Establishing Business
Relations

General introduction

BEH O RS AE LT O R Bt O i SRR PR R SRR . B SRAR, K
br ERATE R BN R, X7 RATEME T, RIEmEt b, AR TPuWRaltE, JHE
X5 R S iE s B LURAMIT R . — ok, XU LLESHENABEE=EMNE, TN
EEH. BRI STEESEL, KEEETRRERL SR,

BEH O R @ AT DL DL FLMRE RS ER PIER: (1) HERM. Al RESSR
R AR (2) BMEHE. BES; (3) 817 (4) Hibxr, medmgveg. &9
%F; (5) THBEWERMELSE; (6) RETESMESHAESNETEAEIH .

HAL SR RS R B KRG TEER, BIES —EZ4050, FRATETRESE

- iR, RE. RN K, BREWE. B, —RYEJRNTHNE:

1. ZRRAEERIE, BldEd rpiRERA x5 8 APk

2. WHARKHEE, My K%, B KIS RR . 0T,

3. NMAARAFIRG, MAFMER. ZEEE . LFEH%E,

4. NREBAFPEREECGERIE, BOTH. BOETAALBREE R MOBEER,
mTEARE . OrAEKFA E ATESRESE; BEC R0 RT EBARR R S B B A . B . RS

5. RIBRIFER, MR J7EISESEIN 7 LRRERIT3

WEIX THIRE)E, PHZREIEIN T R ERE S . BRI EN TR, LT
SRR R [ AR, DI B AR,



