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Text 1 Business Letter

| earning Objectives ——~ S

1. Master basic logistics terms;
2. Know the layout of business letter;

3. Know how to introduce yourself and others.

Key Terms

article 31 5 logistics ¥

logistics activity ¥ iE BN logistics operation i {E Al
logistics technology #ifE A environmental logistics 4% ¥
logistics cost ¥t B A< logistics management #Jifi & I8
logistics center #ift il international logistics E BR4i%
logistics network #ifi b 4% logistics information ¥Iif{E B
logistics enterprise 4ift £ Ml logistics documents 47 21
supply logistics R 4737 returned logistics [EWi7E
production logistics & F=#pift distribution logistics $§ €& ik

third party logistics (TPL) =4k
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T Dialogues v

Self-introduction & Introducing Guests to Others

(One |

(H=Harvey V=Victoria)

H:

My name is Harvey, I'm the chief purchasing officer with ABC company. I'm re-

sponsible for finding new products for the company to sell. Today I'm going to introduce to

you my colleagues in the international department, that is if I can get anyone to speak to

me, everyone’s so flat out...Ah, there’s Victoria. Hi, Vicky.

V:
H:
V.
H:

Hello Harvey. Goodbye Harvey.
Please Vicky...
Harvey, 1 prefer Victoria, if that’s ok.

Oh, sure, sorry. If you could just give your name, your title and a description of

what you do.

V. Oh, is this for tomorrow?

H.
V:

It’s for our promotion at the Beverage Fair, yes.

Ok. My name’s Victoria. I'm assistant international PR manager. I establish and

maintain relationships with our overseas partners.

H:

Thanks, Victoria.

[Two |

A

Excuse me, are you Mr. Brown from America?

B: Yes. I'm Thomas Brown, from Los Angeles.

A

Welcome to Zhuhai, Mr. Brown. I'm Lily, the secretary in charge of foreign Trade

Import & Export Corporation.

B: How do you do, Lily. I'm very glad to meet you.

A:

Glad to meet you, too.

@ Key Sentences -

1. I'm the chief purchasing officer with ABC company.
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2. I'm responsible for finding new products for the company to sell.
3. I establish and maintain relationships with our overseas partners.

4. T'm Lily, the secretary in charge of foreign Trade Import & Export Corporation.

#® KeyPhrases -

chief purchasing officer B & &M R
be responsible for fi&

flat out Ay

assistant manager BhIE£2IH
maintain relationship with {R$FEk &

a1l s W N =

® Reading e -

Layout of Business Letter

RS ERE A RN, B LAEME R, Hhafe., KW
wEsE sk, BEEANBIL. ZEHBULGEHAS. Ba. £5%, ZRRE
.

|| ABC Trading Company «s«+ssessnsasss isssssiasssnsssssssssnsusesssnsis sessiasnassessossnsnsassans senider’s addvess
. 16 Renmin Road , Xiangzhou :
| Zhuhai, Guangdong, China ;
15 Otober , 2011 «weereeneenmerneuueenietetueeiesierterertertaesas e esas st sateatestaetasaaesaesasaesaeaaaanaes date
Of fice of Tomy AAA Company —vseeveersseeemseesemnammm. recipient’s name and address
123 Main Street , 11666 :

| U. S. A
DA SHE, v v e e sttt et e e salutation
. We are expanding our offices in Jakarta and we will need extra desks, «««-orooreeereemeniiiiiii., body |

lights, chairs and filing cabinets.

Please send us your catalogue with prices, sizes and color for these items.
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! Yours faithfully,

complimentary close |

’f(:: Nancy ............................................................................................................ signature E
B NaDCy -oooeermnmemrecmsisis s b s s s sender’s name
SAIES MANAGEr +«ssssessesacssssnssnsansnsassnssasssnsss satoressssssastsessssacs sassessesassressasesassssssasasassss position
ERCI/EINCS, +5 o5 6o3 cemaam oo s8R awa s s 683 04 850 0 SO 83 $ T3 P T AR AT Fo SS9 P S s F R o ms R s enclosure

m Words and"ﬁl“ erms '

sender’s address B{= A Byt
date HHA
recipient’s name and address W{5 AR Z Fnithiit

salutation FREE

body I1E3Z
complimentary close (5B EEIE

signature &%
sender’s name 51§ A2
position A%

}31 .
* ‘g . enclosure [t
i

@ Exercises -

1. Translation.

Dear Sirs,

Frankly, we are greatly surprised at the price you offer us. We had expected much
lower price. We don’t think we can succeed in persuading our clients to buy at such high
price. In addition, the market prices are changing frequently. How can I be sure that the
market will not fall before the arrival of goods at our port?

Your immediate reply would be highly appreciated.

Yours truly,

John Smith
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2. Write a reply letter to the above letter, which should include the following points:

(1) This year’s prices are higher than last year’s.

(2) Our quality of the products is high.

(3) We can try delivering the goods in August.

3. Mr. Huang, a HR manager from Australia, wants to introduce himself and his
partner Mr. Brown to a new officer Mrs Li. Please make up the dialogue with your part-

ners.

Text 2 Activities in Logistical System

% Learning Objectives -

1. Master basic logistics terms;
2. Know basic theory of logistics system;

3. Know how to meet people at the airport in English.

T Key Terms -
warehousing € i transportation &%
packaging B 3& procurement 5%
customer service 2 FIR% supply chain {57 §%
bar code &5 tangible loss B
waste material logistics FEZE ¥k customized logistics E ¥k
value added logistics service 3{E it IR 5% virtual logistics I #I# ik

electronic data interchange B FH##F 3T intangible loss L IRFE
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¥ Dialogues = v

Meeting at the Airport

g

Excuse me! Are you Mr. Johnson?

Yes, that’s right.

How do you do? Mr. Johnson, my name is Tom, sale manager of ABC Company.
How do you do? Tom, glad to meet you.

Me too. I came to pick you up to your hotel.

Thank you, you are very kind.

How was your trip?

Not very good, I got airsick.

Do you feel better now?

Yes, but I feel very tired, because it was a very long trip.

Let’s go, let’s get you checked in at the hotel.

Ok, thank you.

Let me help you with your luggage.

It’s alright, thank you, I can handle by myself.

This way, please, my car is outside.

Ok. Let’s go.

Please wait for me here, I'm going to the parking lot to drive my car.
Ok, no problem.

. Let’s go to the parking directly, because it is not convenient here.

Of course, no problem.

: Let me help you with your luggage.

PR rErPREEPRPRPRIEERER >R P

Thank you! You are very kind.

U

A: Excuse me, are you Mr. Robinson from London? I'm the manager of Jian Shan
Trading Company. My name is Sun Kai.

B: How do you do, Mr. Sun? It’s nice to meet you.
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A: How do you do! Welcome to Shanghai.
B: Thank you. It’s very nice of you to meet me at the airport.
A: You're welcome. May 1 introduce my colleague Liu Lan? Miss Liu is our sales
manager.
B: Glad to meet you, Miss Liu.
Glad to meet you, too. I have heard a lot about you.
Thank you.
: Did you have a good flight?

=R

Not bad. There was a dense fog in London, so the flight was delayed several
hours.

: I'm sorry to hear that.

How long did the flight take?

16 hours non-stop.

It must have been a very long trip.

It was.

: So you need a good rest after such a long flight. We won’t stand in your way.

FrERPLDP

Thank you very much.

T Key Sentences -

It’s very nice of you to meet me at the airport.
Glad to meet you, too. I have heard a lot about you.

Did you have a good flight?

= W D =

Not bad. There was a dense fog in London, so the flight was delayed several
hours.

5. How long did the flight take?

6. It must have been a very long trip.

7. So you need a good rest after such a long flight. We won’t stand in your way.

@ Key Phrase B — v

1. sales manager %2218
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2. pick up

3. get airsick ¥

4. check in Big

5. parking lot 2% 1%
6. dense fog XE

2 Reading -

Main Activities of Logistics System

One logistics system does not fit all companies. The number of activities in a logistics
system can vary from company to company. Let’s briefly introduce some of these main ac-
tivities of logistics system.

The main activities in logistical system are: demand forecasting, transportation, in-
ventory management, warehousing, packaging, materials handling, information manage-

ment, procurement, production planning, and customer services.

m Words and Terms

fit @&

demand forecasting & 3Rl

inventory management FE{F & IE
¥ production planning 4 F=it %l
e x . .
5 ,\nformatlon management {5 B &8
w»

"

T2 EXErCISES -

1. Can you name some activities in logistical system?
2. Are logistics systems in every company the same?

3. Translation.



