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Unit One

Establishing Business Relations

(GardrFxF)

1. Brief Introduction (f§ 9

MR HREREAYASED. HAWREMREESIEN. BN, RIELRE
B OB REFXEEHATHRL . FHRABREFIENXS.

BIUFXR, LR LRRRERFOHR. RHMREFERIESE REEXS
RIBRB . B, B A EX R E—RIFAT, W EL & B BRE=ENN A, LR
HMTHRER A LERIALSHESEELS, REB#TEREN LFHIT. K
S RAEEMET @ SO E g B L, 4 s# e B R e &5 A EN A R AR
LANR R . TF R ‘ .

REHESIESIN . P ERTEESMI S IR ERIT  UREEFF . BEN A
RHEMBHTRES RO TTREE. LR, STUAAESY LH & FEFRE
5 R EATIE R LS, R R B4, Bl th E I R 5 R B R AT X A R R
HEBUE T E AN BEMEIS. U EHR BRELEN LSRRI AMIME.

2. A Specimen Letter (&R
Dear Sirs,

On the recommendation of your Chamber of Commerce, we have learned with pléasure the
name and address of your firm. We wish to inform you that we specialize in the export of Chi-
nese textiles and shall be glad to enter into business relations with you on the basis of equality and
mutual benefit.

To give you a general idea of our products, we ate sending you under separate cover a cata-
logue together with a range of pamphlets for your reference.

Please let us have your specific enquity if you are interested i any of the items listed in the
catalogue. We shall make offers promptly.

We look forward to your early reply.

Yours faithfully,
China National Textiles Import & Export Corp.

Manager (signature)
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3. Sentences Commonly Used in Establishing Business Relations; (£ HS%E)

1.

10.

11.

We have come to know your name and address from the Commercial Counsellor’s Office

of the Chinese Embassy in London.

ﬁﬂM*@%&ﬁkﬁﬁ%ﬁﬂ%ﬂ%%%?ﬁﬁﬂ

. By the courtesy of Mr Black, we are given to understand the name and address of your

firm.

ARRMEFCENMTA, RINBRARL 7%%Wﬁﬁm

. We are willing to enter into business relations with your firm.

RIMNEEERAFAIEMLLEERER,

. Your firm has been introduced (recommended, passed on) to us by Messrs. Green &.

Company.

ﬁ“?%&%%”?ﬁ%ﬁﬁ%%

. Our mutual understanding and cooperation will certainly result in impottant business.

RINZAGMETRESELHRERS FEENER.

. We express our desite to establish business relations with your firm.

RINBMRAFELLF KR,

. We shall be glad to enter into business relations with you.

RIS TRARAAIRIELLFRE.

. We now avail ourselves of this opportunity to write to you with a view to entering into

business relations with you.

RIVEHINSHER AT, FEELLF LR,

. We are now writing you for the establishment of business relations with you.

RV, EERTBELNF KR,

Your desire to establish business relations with us coincides with ours.
RAEFEKRFRILFEEXRNEESRAR —BH.
Being specialized in the export of Chinese Light Industrial Products, we exptress our de-

sire to trade with you in this line.

EFRFEETERIL RGO LS RFBESRITEX T HITRAS .



12. Our lines ate mainly arts and crafts.

RINEEHRREERIZR,
13. We have been in this line for more than twenty years.
ANEEIXHRER - TBEHILET.
14. Your letter expressing the hope of establishing business connections with us has been re-
ceived with thanks.
REWE. BARTESRTBILSHER, ERRH.
15. In order to acquaint you with thetextiles we handle, we take pleasure in sending you by

air our latest catalogue for your perusal.

AERTHBEITLENGRRERT R SNFRYTBHE R EAH.

4. Dialogue (& i%)
Mr. Brown, a businessman from Australia, is visiting China. The aim of his visit is to estab-
lish business relations with us. '

BAMEE AR E BRI, Tz BHRESRIBILS KR,

Brown: Good morning. My name is Brown. I’m from Austra}lla. Here is my card.

TR R R, MAREAN., XRBHE .

Zhang; Thank you. I’m pleased to meet you, Mr. Brown.

My name is Zhang Lin, the representative of ... Textiles Import and Export Corporation.

WA, RIS A, WEIEEAER EDE . RIKRAR, R X X A DA T HREK.

Brown; Pleased to meet you too, Mr. Zhang. I travel a lot every year on business, but this
is my first visit to your country. I must say I have been much impressed by your friendly people. .

B RBIGRBBEN AL, REFMERETFSHY, BE, AIPERTR
(-, KENFTEARS T REAMEDZR.

Zhang; Thank you for your saying so. Have you seen the exhibition halls? On display are
most of our products, such as silks, woolen knitwear, cotton piece goods, garments.

5K B RHERI BRI S R YT TS e RATH K7 SR BB L Bl 424
B A ILARES .,

Brown. Oh, yes. I had a look yesterday. I found some of the exhibits fine in quality and
beautiful in design. The exhibition has successfully displayed to me what your corporation han-
dles. I’ve gone over the catalogue and the pamphlets enclosed in your last letter. I have got some

idea of your exports. I’'m interested in your silk blouses. d

W RH,ERREET A UG REF, 2. BRUESRHHRNFT R
LR FLER T RIER . REEL T R ERERHTRE B FAMH-F R AR MO
WA T —H T8, I LI RN,

Zhang; Our silks are known for their good quality. They are one of our traditional exports.
Silk blouses are brightly coloured and beautifully designed. They’ve met with great favour over-

seas and ate always in great demand.



B RMNWLHRUFRHE AN . ZARKINWERELORRZ —. 2B LWV aE
B, B WL EE MR R, TR EBAK,

Brown: Some of them seem to be of the latest style. Now I’ve a feeling that we can do a lot
of trade in this line. We wish to establish relations with you.

T FEERERBFORE. REIIRINEXTTTUEARLSEEL, &1 TEA
RAFBELNLFEXER.

Zhang . Your desire coincides with ours.

3RV RER — 3.

Brown: Concerning our financial position, credit standing and trade reputation, you may re-
fer to++-Bank, or to our local chamber of commerce or inquiry agencies.

FiB R T ROV SR A5 B, IR X XCRAT . S i S R A AT T
#.

Zhang: Thank you for your information. As you know, out cotrporation is a state-operated
one. We always trade with foreign countries on the basis of equality and mutual benefit. Estab-
lishing business relations between us will be to our mutual benefit. I have no doubt that it will
bring about closer ties between us.

. BMBEGHTREMER. EMERAEN RAFAREEAF . RIN—RNEELES
BRI g R L RSNE AT R 5, RO MBS X R EH . RAELEFERY
#ILBHFERNZ AR REREY.

Brown; That sounds interesting. I’ll send a telex home. As soon as I receive the definite an-
swer, I'll give you a specific enquiry.

b ELEEASARSE. REL-MEAENE. —KRAEENEE, REAEAY.

Zhang: We’ll then make an offer the soonest possible. I hope a lot of business will be put
through between us.

AR —E RN . BREERINZ WEMRREHER.

Brown. So do 1.

FiRe . Rt —H. )

5. Words and Expressions: (¥ igf055i8)

1) recommendation ¥ . /25 2) chamber of commerce <
3) inform i@ %1 4)specialize in &
5) enter into business relations 6) on the basis of equality and
Bl FRFR mutual benefit 735 B iy H AL E
7) catalogue HF 8) pamphlet /NFF
9) for your reference fit 5% 10) a range of —Z&
11) specific inquiry E.{& 4 12) make offers 4}
13) promptly 3.5 14) Australia R ACF|IE
15) representative f{ % 16) import and export corporatior

4



O AF

17) impress #5+-+HI 52 18) on display & H

19) silk 2248 20) woolen knitwear 45,

21) cotton piece goods A 22) garment JR%E

23) have a look H—&F 24) display JB7R

25) blouse ¥4 26) meet with great favour 3%
27) be of the latest style FH A5 28) coincide —3

29) financial position I 45R 15 30) credit standing {5 Ffj #i{v;

31) trade reputation ¥ 5= #f ) 32) state-operated [E & i

6. Notes: G #

D

2)

3)

4)

5)

on the recommendation of Hoenees A8 GEFE)

We engaged our present secretary on the recommendation of Mr. Brown.
AP R AWM BB RIS EA BN,

(4] on H B 7] A through {4)

under separate covet = by separate airmail, sent separately Hf, 535
We are sending you catalogue under separate cover.

R BEHL.

MFER“BEE”, 7] F “under cover” sk “enclosed” ¥ F 7R .

latest J& late f) Bt B4k » T “BR WY . B HY .7

. B Hi H3F the latest catalogue, FtHi#fr B3 the latest pricelist

look forward to B8 (to HA-F])

We look forwark to your early reply. Bt REE.

We look forward to hearing from you soon. i} B H &,

enclose A

We enclose a copy of our latest pricelist. [ E%tﬁ:&ﬁﬁﬁﬂﬁ&§~{ﬁa
AR T oA, ‘

Enclosed is a copy of our latest pricelist.

_-Enclosed please find a copy of ---

6)

[P

Please find enclosed a copy of «--
line 1Mk, (—2)%RHY

We have been in this line for many years.

RMNEBEX—TLET,

This is a good line of hardware.

XRESRBFRPH—FEFH.
to our mutual benefit (interest, advantage) XfF {1 & F|

Expanding trade between us will be to our mutual benefit.

FRENZ FE R XBATITHH



7. Exercises; & 3
A. Fill in the blanks with proper words or expressions .

1) My main purpose of coming here is to establish— — — — — — — — — — — — with you.

2) We are desirous of — — — — — business with you.

3) Letme————— you of our coopération.

4) My firm hasa————— in our country.

5) Now I’d like to know — — — — — about your firm.

- 6) We have— — — — — your name and address — — —— — the Commercial Counsellor of

your Embassy in London and are now wtiting you—— — — — business relations.

7) Please let us have your—— — —— as soon as possible.

8) That’s why 1 come and see— — — — — my own eyes.

9) You ate— — — — — of the leading importers of Chinese textiles.

10) — ———— you know, it is our policy to— — —— — with the people of all countries

on the basis of ——— — — and—————
11) Please advise what items you are— — — — —most at present.
12) We look forward to— — — — — your early reply.
B. Complete the following in English .

1) Wemwr ——— —— — — — — (%) the export of textiles and— — — — ——————
(BRIFAFR BRI ERER.

2) As requested, we enclose— — — ——— — — (—%) pamphlets— — — — — — — — GE
[d) our pricelist — — — —— — —— (ERE%),

3) ¢hina———————— (4 1 2248) for several hundred years.

4) We look forward to— — —— — — —— (RFMRAF) in Beijing again.

3) If you find— ——— — — — — Qb4 %] EE) , please inform us the soonest possible.

C. Turn the dialogue into English orally .
a, RAFREELZHEOMG?
b BH . RNEFBELESHEOEASET RNW=HER LR ALY 6RE
¥, HA I8 .
a: X F AR I EAENR G A EF TR,
b EXRRNEOHRYER. BEE-T.
a: . '



Unit Two

Inquiry (35 #)

1. Brief Introduction (f§j 4%

FEXSNR B 3 5 8 — T sk B s SRR R O 190 25 — O A 1) 3 S 3K 7 o AN 8 T
5%, X OLMEBEARR, EFH G O FPHRZAMBRAN . BSEREHF
B EEBRGER TR, X HWFEERBETIEANEM X AW, XHNH—H
BABBRASIKEX FHEAEROEREEZE, B O REE X 2 O R R
T 1 P BT I [ 1 B4R R 5 38 B R R T R

Bl . H 4% P B R R E A (ROSIN) T O, At 8 3230 3% B 44y
“Please offet Chinese rosin WW grade August shipment 100MT CIF London. ”

HMTERE WW RABGEE—T oM CIF 2.

FEAEB ESEEN T BE. B

“Can supply Chinese rosin WW grade August shipment please bid. ”

AR ERE WW R AR R,

WM KERB T A ENZER EHAE IR, ENRRE R R, @EFKE
B BN AEERMHE PR . ERASFER AN I,

MR EAE A R B A2 W

—.— 8@t (General Inquiry)

XN IR — B A R 5, — R BURER. HAZARE.

L EFEMELRYER BN ER;

2. BB FT A R BRI IR B,

—. BB (Specific Inquiry)

B 8 AR A SRR LR R 7 A (request for offer) , AR UL, X7 CHEEW
LR, XEFRRLE, FRFRX R

2. A Specimen Letter ({Zek~H1)
Dear Sirs,

Thank you for your letter of 25th September.

Being one of the largest dealers of garments, we ate interested in ladies’ dresses of all descrip-
tions. We should be obliged if you would give us quotations per dozen C. I. F. Vancouver for
those items as listed on the separate sheet. In the meantime, we would like you to send us samples

7



of the various materials of which the dresses are made.

We are given to understand that you are a state-owned enterprise and we have confidence in
the quality of Chinese products. If your prices are moderate, we believe there is a promising mar-

ket for the above-mentioned articles in our area.
We. look forward to hearing from you soon.
Yours faithfully,
Canadian Garment Co. Ltd.

%EES

WAL T L HERME.

RIEBREXRFHHZ —  RITELEHE AN ERE.

BHE R B TR BFRET C L BEAEY RIS AREN . FoHEF& A
MOE KRR AR o ‘

RNBHUGRR—FEELL O PE>GOREERFC. MEFHNEET, R
N LR R ERITBEX SF RIFA RS .

BEE.

g RAREARAT

3. Sentences Commonly Used in Making Inquiry (% H&%)

1) Our buyers ask for your price list or catalogue.
HFLEERRMEEFER.

2) Prices quoted should include insuranc® and freight to Vancouvet.
i B HEEFRFENRRNEHE.

3) 1’d like to have your lowest guotations C. I. F. Vancouver.
F B AW A NLE R R R RBNR B ARG B

4) Will you please send us yout catalogue together with detailed offer?
TEE R B R TRH AT,

5) We would appreciate your sending us the latest samples with theit best prices.
HERRIH 7= 5 BB B R B 48, BT R

6) Your ad in today’s China Daily interests us and we will be glad to receive samples with
your lowest prices:
SHEMTFIBAS R EB LR G, ROBBSE. W R FH ERE
Yrig » NHAKEL :

7) Will you please inform us of the prices at which you can supply?
WHERIT IR TR A

8) If your prices are reasonable, we may place a large otder with you.

EFOT A AR, RATA S AR RIT K.



S L L W

9) If your quality is good and the price is suitable for our market, we would consider signing
a long-term contract with you.
EREFHMEEERT T, RIIBERERTEZ-—AKNAEH.
10) As there is a growing demand for this article, we have to ask you for special discount.
EFRTTHXT TR AW, FIERYTFES TR,
11) We would appreciate your letting us know what discount you can grant if we give you
a long-term regular order.
ERFEETRBER RARE SO, BTHR.
12) Please quote yout lowest price CIF Seattle for each of the following items, including our
5% commssion.
R TF M Gt a7 i CIF R E B is, B4 S e,
13) Please keep us informed of the latest quotation for the following items.
W EMR AT TR BB DR .
14) Mr. Smith is making an inquiry for Green Tea.
S e IE FER 2 AT
15) Now that we’ve already made an inquiry on your articles, will you please make an of-
fer before the end of this month?

RN RATR M4 T W4 HE R RATRY .

4. Dialogue (¥ i%)

After visiting the showroom, Mr. Brown finds some dresses on display very attractive. In
order to have detailed information about quality, size and price, he is having an initial talk with
Mr. Liu.

BWNT REAPREER —LREMERBEFRER. ATHRBILEFSHER.
Rt R S TR, tF XS R R HEAT R

Brown: Good afternoon ! My name is Brown. I’'m the Import manager of Atlantic Indus-
tries, Ltd, Sldney, Australia. This is my card.

B F4EF R, RRAHTRBAES TILARAA#ORSHE, S2RK
&R

Liu; Good afternoon, Mr. Brown. My name is Liu, Manager of the sales department.

X1 TEIF WG, RN, RAETAE,

Brown. Nice to see you, Mr. Liu.

B WENMRIR R XIS 4.

Liu: Nice to see you too, Mr. Brown. Won you sit down?

X1 B R R AR, AR SR T A

Brown . Thank you.

.

Liu: What would you like, tea ot coffee?



g2

X+ 5 FEOE 5 3 A T

Brown . I’d prefer coffee if you don’t mind.

B RS B RAR o

Liu; Not in the least. (He hands a cup of coffee to Brown. )Is it your first visit to the Fair,

. Brown?

X — RRARS T R F A B — AR A A, KR AR —E SN &

Brown . No. it’s the fourth time.

B AL X RBKRT .

Liu: Good. Is there anything you find changed about the Fair?
X KT, RRABERE T 24T

Brown; Yes, a great deal. The business scope has been broadened, and there are more busi-

nessmen than ever before.

they
Will

B RN, AR, 2EHEET AT MAZFHARAIXLE.

Liu: Really indeed, Mr. Brown. Did you find anything interesting?

X LR, MBPEE, HSEBRNEHRE WY

Brown; Oh, Yes. Quite a few. But we have special interest in your products.
AR, ARE . RATIHRITHF B A FFPRE 28R .

Liu:_ We are glad to hear that. What items are you patticularly interested in?

X0 BT AR BE PR AR R, 2R H 4 B L LR EE ?

Brown: Women’s dresses. They are fashionable and suit Australian women well, too. If
are of high quality and the prices are reasonable, we’ll purchase large quantities of them.

you please quote us a price?

B KR, XEEREHRAA AL, ﬁﬁﬂ&«ﬁ:@‘“?ﬁ?}ﬂﬁﬂﬁﬁﬁ‘ LIE VS

AT, RIDEKRITIN, R g

Liu. All right.
X‘J : ﬁﬁﬁ BE& Q

5. Words and Expressions  (#iF50158i8)

1) dealer B§ A 2) dress EKE

3) quotation 4) enterprise =Mk

5) promising 5 7 BB HY . H R IR 6) enquiry ]y

7) detailed information T¥4H15 5L 8) initial B AJHY

9) sales department 858 & 10) not in the least. — 4R
11) quite a few B % 12) a great deal 1B £

13) particularly %53 14) fashionable B &)

15) reasonable A FHE 16) quote FFH#fi

17) purchase WL 18) appreciate BXIK

10
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