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UNIT ONE

Establishing Trade Relations

Correspondence
Q)
(x)riental
-\gE’—'l"—giei%—N—saT_ 48 East Main Street + Ramsey, NJ 07446 « U.S. A,
e,

April 25, 1996

Ningbo Textiles United
Import & Export Corp.

207 Kaiming St

Ningbo 315000, Zhejiang -

P.R. China ’

Dear Manager ;
You were recommended to our company by the Bank of China,
New York Branch, which told us that you export Chinese textiles

and cotton piece goods.

Our company imports general merchandise. We have been in

o]o
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business since 1935, and therefore have wide experience in all the

lines we handle.

Our bankers are Chase Manhattan Bank and the Hongkong &.
Shanghat Banking Corporation of Hongkong. They can provnde

you information about our business and finances.

Please inform us of your trade terms and forward samples and

product brochures. We look forward to a productive trade.

Sincerely,

M:[:@,wm

Michsel S. Barnwell
Manager
MSB/sh

©))

BEAFFY L.

1095, Avenue of Hersham -
Walbridge-on-Thames
Surrey, UK

Office of the Manager - - Oct. .20th, 1996
Housewares Department

Zhejiang Light Industrial Products
* 2 L]




Import & Export Corp.
233 Tiyuchang Rd.
Hangzhou 310009, Zhejiang
P.R. China

Dear Housewares Department;

Your company’s name has been given to us by the Chamber of

Commerce of London.

We wish to buy porcelain tea and coffee cups and saucers of dif-

ferent shapes, fully decorated with flowers or other designs.

If you can supply this type of merchandise, kindly airmail us a
sample cup. Also, please enclose your price list and all suitable il-
lustrations.’

We await your early reply.

Sincerely,

Catharina E. de Jonge
Manager -

CED/ms
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Zhejiang Textiles Imp. &. Exp. Corp.

102 Fengqi Road

Hangzhou 3100064 China

Tel; (0571) 5179786 Fax. (0571)5154046

March 12, 1996

International Trading Co. Ltd.
21 Acadia Bay
Winnepeg, Manitoba R3T 3H9

(anada

CHINESE TABLECLOTHS

We learned from the Commercial Counsellor of ocur Embassy in

Ottawa that you deal in tablecloths,

We sell Chinese tablecloths. They are of good quality and have
fine workmanship. Chinese tablecloths are very popular in Eu-
rope. We would like to work with you to market them in Cana-
da.

We are sending you under separate cover by airmail a copy of the
latest catalog. Please let us know if there are any items which are

of interest to you and we will send you quotes and samples.

"o 4 e



We hope to hear from you soon.
N/ .
ZLou IMM-'\j
Zhou Yanming

Manager

Zhejiang Textiles Imp. &. Exp. Corp.

Notes

1. establishing trade relations LA BR R . EERRRA ST
117 8 % 67 F B 48 17 (Banks) . B £ (Chamber of Com-
merce ). T % 1748 5 (Trade Directory). J” & ( Advertise- .
ments) . 7 % & (Commercial Counsellor’s Office) . # F# B &
(Friends in Business Circles) 2 BEL,. XBIBH N AR,
o S5 5

¢f. Establish business relations
" enter into direct business relations B . EBER B X F

2. corvespondence B {E (B R), H %3 commercial correspon-
dence Tﬁﬂk:ﬁﬁo o

B F R (styles) KIEATRG A=, B A F
HRWARIEREEN. ‘

1) 73R (block style) : BFEMAERTFIH W~
FHS, MARTH—HE.

2) 48473 (indented style) : BB HE— I A 5 AL
FR, BB MERANATE. B BITEFSENE LR B8
BAETERETF AREHENHREBIHREN, WF
BILHE_HIE. C

3) 1533 (simplified style): K k53¢ k=AM, EM £

e 5



PROZHI 45 3R1E , B 3 B (subject line) 1R FE A K — AR
4o EMEXFRER LB EPERNARTT . RHET E
. mARTEZHE.
3. Inc. incorporated [ .M HER AT
cf. Co.» Ltd, =Company, Limited
4. Corp. corporation 28] ,{2Mk s [ EJHR A H]
5. Dear Manager :

PRI Gsalutations) B R IBEH V. B EH KN ESIBE. ¥ A
“Dear... "HER, EEEE (). ES( )E‘ZTﬁﬁf{fﬁa‘\ =¥
.

JE:EJE Fﬁ%‘@ﬁﬂ‘ﬁ%fﬂ%m% B‘Jk% fﬁJH"vfn
BT ARAERY  PT R B PRIP

Dear Mr. Martin;

Dear Mrs. Martin,

Dear Russ,

Dear ]oanne,

mﬁ$(ﬁrst name)ﬂ?ﬂ:@ﬂ‘f Tml_%ﬁg'a% g
T 4 7 4 4 B I 35 o 38E %R O R BR9AT Ccliche) Bt B
(out-of-date) #JfTi& (jargon) . 9

Dear Sirs

.Dear Sir/Dear Madam '
To Whom It May Concern L
Gentlemen l

AR LB A TR
Dear Canned Food Department
Dear Manager of Import Department

a0 SRR B X o 4 TS EE A @uﬁlﬁ;é@




(full name—first and last), 40
Dear Allen Smith
Dear Terry Jones
LRI LR AR
Ak 15§ 45 AL EB 4 (components) A] 53 4 5
1) E48.E LM & {5 Ak (stationery and letterhead/
return address) ; WIR{FERREFH , FAEFIET EREA
ik, : '
2) %{Z H#H(date line): HHIM BRI EFAHEKX.
(a) July 2nd, 1996
(b) 2{(nd) July 1996 ‘ :
3) # Py M bk (inside address): Bz A% . AT BH
Buuht.
4) FieF (salutation)
5) B g (subject. line)
6) 1IE3(body>
7) 8551 (complimentary closings)
8) % 4 (signature)
9) I ARG (reference initials)
10) B (enclosure)
11) ¥ 5 (postscript)
6. The Bank of China, New York Branch: qﬂlﬂﬁﬁéﬂé’]ﬁ’ﬁ
7. cotton piece goods AT ; piece goods ULk , Afi UL
8. general merchandise “Z2 58" JBERR“I" I Yy, T EHEXT K
ZHETRNSY. P DS OB R EUEY (R H R
ST Y ELTSRETY.
merchandise (RO &, K.



. line one’s trade of occupation, or the things he deals in.

e. g
What’s his line?
We have completed many successful transactions with Oriental

Horizons Inc. in this line of business.

10. handle deal in buying and selling

11.

e.g

Qur corporation handles arts and crafts, _

Chase Manhattan Bank K38 8 WG H4ARTT RIS F 1799 4. 4
B N €15 30 4R T (Manhattan Bank), 5 £ EH = KB 1T
3% 87 [ R 4117 (Chase National Bank) &3 . B A% . HAET
FEALMNMAATH 220 Z417.76 100 EMERSFHE
A 200 BRSTEXERHUBITRNBEZL IR
BAEFTZ—, ‘

12. the Hongkong &. Shanghai Banking Cor poration {.F 4817, K

13.

14.

15.
16.

BATIREETE BT 717 CREE Y BN RITHRIT,
HHTEELYRMRTEMER. FERATEEMNCTSE
It RN &, EXEFBREEXRTMERRT. &BIT
BRELERTHIKF, 2FFH—ENREHTEEREE
®. o
finances the money resources, ircome, ete. of a company .
HRBAFHWIE.FEEEL. (FHERD ’
trade terms SRR REEHIL . FEQEHFRFRX
(mode of payment) .23z H #f (date of shipment)%5.,
Sorward wt. to send; dispatch; transmit ‘
sample(S) R  HFE
a sample room ]
¢ 8



