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UNIT 1
ESTABLISHMENT OF BUSINESS
RELATIONS
RV e

1. Establishment of Business Relations

Dear Sirs,

The Commercial Counselor’s Office in this city has advised us of your name and
address. We understand that your business scope coincides with ours.

We are one of the leading exporters of chemicals in Shanghai and have enjoyed an
excellent reputation through fifty years’ business experience. We are pleased to
establish business relations with you.

In order to give you a general idea of our products, we are airmailing you separately a
copy of our latest catalogue for your reference. Please advise if you are interested in
any of the items. We shall be glad to send you quotations and samples upon receipt of
your specific inquiries.

We are looking forward to your early and favorable reply.

Yours sincerely,
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2. Requesting for Introducing Business Partners

Dear Sirs,

We have specialized in the export of silk products for ten years, and are planning to
expand our market in your country. Would you please introduce us to some of the most

reliable importers of this line?

On our part we can offer silk products with an international reputation, which are
already being sold in many countries in Europe. Our banker is Industrial and
Commercial Bank of China, Jiangsu Branch, which can provide you with information
about our character and finances.

We look forward to your early reply.

Yours faithfully,
3.1 ntroduciry Business Partners

Gentlemen,

We thank you for your letter of July 15. We are pleased to recommend the following
firms:
1. Name: Grand & Sons Trading Co., Ltd.
Address: 13 Hills Road, Cambridge, UK
2. Name: Victor Trading Corporation
Address: 2 Farman Street, Manchester, UK
3. Name: Brown & Co.
Address: 25 St. Mary’s Road, London, UK

These concerns are reliable and enjoy a good reputation for many years. However, we
are unable to assume responsibility for them. As to their standing, we advise you to
write direct to them for desired information.
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We hope our reply will be helpful and of service to you, and if we may be of assistance

to you in some other way, please write to us.

Yours sincerely,
4. Sales Promotion
Dear Sirs,

We have introduced our leather shoes to the market, and are enclosing sales promotion
literature to give you full details.

Our leather shoes are famous for super-quality material and excellent craftsmanship
and have met with warm reception all over the world.

We are attaching an order form for you to complete and return to us as soon as you can.
We are prepared to give you a special introductory discount of 10%, which we can
maintain until November 10.

Sincerely yours,
5. Promoting the Product by Setting up a Branch
Dear Sirs,
Our garments have been known for the past ten years for our unique design, excellent

quality, and after-sales services. Last year, more than 10,000 users became our new
customers.

This year, we will open our new division to serve the increasing needs in your area. We
look forward to offering you our best products and services.

If you have been pleased with the products that you have purchased from us, you will
find our new models even better. We are enclosing a brochure that describes our new
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products and services. Please call us at 832-234-6788 for more detailed information

and quotation.

Sincerely yours,
George Cruise
Sales Manager

6. ,’Zlnnouncirg Premium Incentive

Dear Sirs,

As a special offer to new customers, we are offering you our services for a special fee,
5% lower than our regular rates. We are granting this low price to you to demonstrate

the fine quality of our work, with the hope that you will join the list of many satisfied
customers we have served since 2003.

Enclosed is a brochure which gives you a detailed description of our company, our
services, and our regular rates. Please call us at 830-245-7688 to schedule an
appointment if you decide to take the advantage of our special offer. We are sure you’ll
be very satisfied.

Sincerely yours,

Enclosure,
7. Holiday Sale
Gentlemen,

The holiday season is again almost upon us. To save you the trouble of shopping
around for presents, we have prepared a special booklet of truly original gifts.

In this booklet, you will find products of the finest quality and unique design. Best of
all, our prices are 10% lower than those in other stores in your local area. We will also

gift-pack your chosen items and send them with your own personal greetings.
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Please fill out the enclosed order form and return it in the postage-paid envelope. And
don’t hesitate to contact us if you have any questions.

Sincerely yours,
Mariah Christina
Sales Manager

Enclosure.

8. Introducing New Products

Gentlemen,

As you are undoubtfully aware, the International Trade Show will take place in
October, and we expect that you will be going along to have a look at the latest models.

You are interested in economic buys and value for money, and we would therefore ask
you to have a good hard look at our new model, GS-1800. This car has full-automatic

transmission at a price half that paid for similar cars on the market.

Your customers are certain to be very interested in these new cars, and we can assure
you that export orders will be delivered by the end of this year.

Yours truly,
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the Commercial Counselor’s Office 7 %2 %At
business scope V453G
leading adj. main, major, first FEMK
We have been one of the leading importers and exporters of cotton and woolen
piece goods for many years. RATEZER—HRM. BRAMMEEZL O,
enjoy an excellent reputation to have a good fame, to be famous. EHRKA
Some other adjectives can be used to replace “excellent”, such as good, great,
high, etc.
establish business relations with sb. 5 - - # k% K& Similar
expressions are as follows: fo open up/ enter into business relations with sb., to
establish business contacts/ connections with sb., to trade with, to commence
business with sb., to cooperate with sb., to open an account with sb., etc.
catalogue 7. a list of articles for exhibition or sale, usually including descriptive
information or illustrations H 3%
reference n. 1) an act of referring. %
e.g. for one’s reference = for one’s information #t}HZ%
A document will be sent to you for your reference. CHHHZHHRHES %
2) a person who is asked to provide the information about the character or ability
of the third person ##F A, BGFIEAA
Their reference is Chase Manhattan Bank. 4138 {5 il B9 A & K38 8 Pe H4R
7.
3) a mark or sign used to direct a reader to sth.
You may refer to our letter reference No. 32 concerning your questions. XT#777
HIgEl], IRATLLSRBRTRS A 32 SHFR.
item 7. a product usually listed in a catalogue or a price list 7 i
Please let us know the main items you export now. &5 %18 7 H Al H DR E £
o
an export item H HTHH an item of business LI H
quotation 7. a price or bid. It is equivalent to quotes (colloquial). W
make/send/give/cable/submit a quotation for sth. #Rfj------
Your quotations for cotton piece goods are too high to be acceptable. W kA
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10.
11.

12.

13.

14.

15.

16.

17.
18.

19.

mn IR KB ik A E R .
inquiry (or enquiry) n.a request for information on certain goods supplied £
specialize in to mainly deal in &
We specialize in processing mechanical tools. RATEEHLEMT.
export n. 1) sing. exportation i, HDO
Our company deals in the export of chemical products. <2 &2k T =5
HO,
2) pl. goods exported
The main exports of some developing countries are primary goods. 24K /& &
EREEEH O RV ATIE .
expand one’s market ¥ KW, F# %% Similar phrases are as follows: to
develop/ create/ open/ establish/ cultivate a market
line 7. branch of business 17k
Our chief line is the import of tablecloths. AT X EHNLE RiFE OS5,
Industrial and Commercial Bank of China, Jiangsu Branch ' [E T i4347iT
AT
finance n. 1) sing. the management of money, banking, investments, and credit
M, &b
finance contract {5 & A
2) pl. credit position F{EIRM
As to our finances, you can refer to Bank of China. X T &K B ERM, 4R
Pl ERITE.
concern 7. a business establishment or enterprise; a firm A&, 4\
assume . to take upon oneself &+
assume responsibility &8 F{E assume one’s debts A& B # 5%
standing 1) n. reputation, position 4538, Hbfr
What is their financial standing? 1] % 4% i 2
GBSy L NSy
credit standing {5 &M financial standing % &1
finances W¥E, R&WER (KHEX
2) adj. long-time; fixed
standing credit &M standing offer KHIH KRR
standing cost KHIRA, BEEpE standing order K HIiT 8L
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20.
21.

22.
23.

24.
25.
26.

27.
28.

29,

30.

standing director #4§#EH

gift-pack v. gift wrap % (HEALWIMIRI &) 4L 2k

promotion literature 5 1% T/l

literature BV ICFEALMIMARR, Aol$ 56, HEHLUT LR

manual =58 T-Ht pamphlet (booklet, brochure)/)M i} 1
leaflet HUTHLHIHS, | &5 folder #r&zLEN

bulletin ;i) fAj i data =R EUIER

craftsmanship ». T2, T%, %

meet with $k#i; 20

The design has met with approval. IXJi i it & 3kt #E .

brochure n. /M#F atravel/holiday brochure HEW#//S 1R 158

grant v. [FE4, T grant a favour, request, etc &NV Hf. iH K%

take advantage of X{-INLAFIM: They took full advantage of the hotel’s
facilities. fRATFE 3 FIFHARIR R %

fillout 5, M4

contact v. XA, 'j---%KfE  For further details, please contact our local office.
PR U L5 BAT T Y 3t AL BE 2R

demand 1) n. call for commodity by consumers; requirement

There has been a heavy demand for Tin Ingot recently.

Your unreasonable demand cannot be accepted.

As demand exceeds supply, it is impossible to reduce the price of goods.

2) . to need; require

The buyer demands immediate shipment.
forward 1) v. to send; dispatch & i%, %

We’ll forward you samples in a few days. A H P4 a1 Jraf R4

2) B, fkid

Your letter of November 8 addressed to our Head Office has been forwarded (or
transmitted, referred, passed on, handed over) to us for attention and ;eply. 11
H 8 HBRBARM K CHARNIE.

3) adj. TR

Our clients will not accept forward shipment. & J; % ) N2 W15,

4) adv. &

The goods under No. 100 Order will go forward by s. s. Cloud. 100 ‘5] 835 F [f)



