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Part 1 Negotiation of Business






Establishing Trading Relations

Section 1 Introduction

1. Origin of Establishing Business relations(Z 3zl X R REH)

To establish business relations with prospective dealers is one of the vitally important
measures either for a newly established firm or an old one that wishes to enlarge its business
scope and turnover. As it is well known, customers are the basis of ‘business development and
expansion. No customers, no business, and no orders, no the company.

X T —ANB L A R B K A B RN ST FE A 2 A R R 3, 5 AEN
Ao RN F KRR W EEMAE R —. KA, T RMREMNY K
fite BAES, MEALER, KETHE, KAAQH.

2. Channels of Establishing Business Relations(# 37\l % % A #:E18)

Usually information about the merchants in foreign countries can be obtained through the
following sources:

(1) The exhibitions and trade fairs;

2 .Banks;

(3) Chambers of commerce both at home and abroad (e.g. CCPIT);

(4) Commercial counselor’s office subordinate to the Embassy of a certain country;

(5) The media of the newspapers, magazines and television;

(6) Introduction by friends in business circles;

(7) A branch office or representative abroad;

(8) The internet;

(9) Trade dictionary;

(10) Market research.

BH EANE 5 A BT AL T RERS: OBRUEE5RHE: ORIT: @FE K
HIR 0. PEERRSEHEERER):; @FEKXMEHE FBRESSHL: OmMaK. FeEH
RALLGHE: ©mAMAND: QESI > AFRRNRE; OHBEN; @ LHITERE: OlimiEs.
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Section 2 Correspondence

1. Writing Skills

This type of letter is generally made up of 4 parts as follows:

(1) Show the source of information (how you learned of his company).

(2) Briefly introduce your own company (the scope of your business, little “advertising” on
your products or service). .

(3) Express the intention of writing the letter(what kind of business you want to do with
them, e.g. to purchase their products, to sell your own products, to enter into a joint venture with
them, etc).

(4) Express the wish of cooperation and early reply.

2. Sample Letters

Letter 1 (Exporter to Importer)

China Foodstuft Import & Export Co.
32 Xisanhuan Rd., Beijing, China

January 1, 2014

New Asia Inc.
Room No. 40, Maruchi Building
Tokyo, Japan

Dear Sirs,

Learning from the Commercial Counselor’s Office' of our Embassy in your country that you
are one of the leading importers of canned® foodstuffs. We have the pleasure of introducing
ourselves to you as a state corporation’ specializing in* the export business of canned goods, and
express our desire to enter into’ business relation with you.

In order to give you a general idea of° our canned goods, we are sending you by separate
airmail a copy of our latest catalogue’. Quotations® and samples’ will be sent to you upon receipt
of' your specific inquiry'.

We are looking forward with interest to hearing from you soon.
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Yours faithfully,

Glow Yanming

Zhou Yanming
Manager

Export Department

Letter 2 (Importer to Exporter)
Dear Sirs,

Through the introduction of the United States Chamber of Commerce'” in Beijing, we were
advised of your company and your ability to export hardware'>. We are writing to you with a
view to establishing business relations with you and introducing your special lines'* into our
market.

There is a considerable'® demand for hardware on our local markets. Our company is
dedicated to'® the trading of hardware for over ten years, and is one of the leading dealers in this
line in China.

We shall always be very happy to hear from you and will carefully consider any proposals
likely to lead to business between us.

Yours truly,
3. Notes to Text

(1) the Commercial Counselor’s Office Fi4-4b; %Sk

(2) canned (American English) %% ]= (British English) tinned

(3) state corporation, state-owned corporation [EH /A ]

(4) specialize in ... 55

This travel firm specializes in charter flights. XZKJigiiF A 7 L& B S .

Our company specializes in importing arts and crafts for many years.

AarlFTNELEEAREMBOLE.

(5) enterinto... FFERCGEM I, KA. XRE): H4EERAE)

We hope to enter into business relations with your company for the supply of electronic
shavers. BB HR ARG KR, LMERIGESHBIITUIMHES

(6) to give you a general idea of ... AT {4 T figg-e--

To give you a general idea of the scope of our business activities, we enclose herewith a

complete set of catalogues that we are dealing in. A{FE 2 T A AT HNLETERE, FrHlbE

. &
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PRt E—ERMLE M Hx.

(7) catalogue 7= H FK=(3%)catalog

(8) quotation #iffr, 171

quotation table (list) I H#*&

exchange rate quotation #MLAT1H

discount quotation WEIRAT 1

market quotation T371T1H

quote FHr, b

The seller quoted the shirt at ten dollars.

(9) sample F=EFEA, FEan

sample card (KK Z)FE MR

sample discount FfaHTHI(—RAE S R AT FIE, (HI LT K A7 B AW E BOF: i
B, LS T, B TR

sample export F &t QG H)FEDERY LML SO B, BBIRGR, Ha%dp
H A F48)

sample fair Ff 5 & YW 2; trade fair KB LRSS, Wk 2wt B, 0380E #H R
P

sample order=trial order iXi]

sample shipment 1 #

(10) upon/ on receipt of W FE]----- Ji

On receipt of your instructions we will send the goods. —WBIRA7iE &N, TR KRBT,

(11) inquiry (American English) =enquiry (British English)ifij ], f{/i;

(12) the Chamber of Commerce 4>

(13) hardware A& {4

(14) line: one’s trade of occupation, or the things he deals in

What’s his line?

We have completed many successful transactions with Oriental Horizons Inc. in this line of
business.

(15) considerable ZMI; K=K

The losses are considerable. 35 2% KK .

(16) be dedicated to or dedicate to /] T

Enterprises with outstanding quality, reasonable price will be dedicated to customer service.

N DR B FUE, & BRI R B O 2 RS

China will continue to be dedicated to international cooperation in this area.

F DR R S B0 TN 3 AE 1 U [ B A A .

& S
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4. Useful expressions

(1) &ME BRIFHIFRIETT

@© Mo EEE S EAEEE S SR RE

Having had your name and address from the Commercial Counselor’s Office of the
Embassy of the People’s Republic of China in your country, we now write to you and see if we
can establish business relations.

@  MNSTER S FELRE

Through the recommendation of your commercial office here, we got your name and have
known you specialize in chemical products for years.

® HEEFTEHERFESRHARZRT M.

We have learned from China Council for the Promotion of International Trade that you are
in the market for Electric Appliances.

@ WSt EBIRVIKEHREREAT #.

Through your trade delegation that recently paid a visit to Shanghai, we learned that you are
well-established importers of electronic components.

® REEPNA.

Mr. Alex Black of MGD Co., Ltd., our mutual friend, gave us your name and recommend
that you are an experienced importer of the Jewelry products in the UK.

® ABRITNA.

The HSBC Bank in your city has been kind enough to inform us that you are one of the
leading importers of sports goods.

@ MIRFI_EHKE

We are glad to know from CPU magazine that you are interested in the silicon rubber pads,
and enclose our relevant catalogs for your initial reference.

MEEE M 3R

From alibaba.com, we understand that you are a potential buyer of Chinese textiles, which
just fall within our business scope.

© fFEREE SR

We would like to thank you for your visit our booth and your interest in our products at the
CeBIT Fair held in Hanover last month. As required, we are now glad to send you our catalogue
of cooling fans for your evaluation.

CeBIT 2 /A K fs BE AR L0421 : Centrum der Biro-und Informations Technik)f]4#
5, X “CeBIT {5 B LBEHAHRE”, &—MEFERLUME BEARAT W)FIfE B THE
(IE M)A ERIRBRE RS, 1986 FilR K FFEEFEEETUAEEIT. RUSKARE Rl

. &
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BB R W3 A Bl (Deutsche Messe AG, DMAG). CeBIT &4 Ek& AKE BAEE TEH
JE W4 . (http://zh.wikipedia.org/wiki/CeBIT)

(2) ek HHKIRB.

O FHERBAXRHFE.

We are glad to send you this introductory letter, hoping that it will be the prelude to mutually

beneficial relations between us.

@ WERAEISEE FRLS.

We have the pleasure to introduce ourselves to you and hope we may have a cooperation
opportunity with you in your business extension.

® WS RAFEMIGKR.

We are writing to you with a view to building up business relations with your firm.

@ BH5RFTHITZS.

Specializing in the export of Chinese arts and crafts, we express our desire to trade with you
in this line.

® MRS KRR, LIHETRT R K.

We take pleasure in contacting you in the hope of establishing business relations and
rendering you assistance in a wide range of your requirements.

® HEBRZHERENLSKR.

We wish to introduce ourselves in the hope of setting up mutually beneficial business
relations between our two corporations.

@ HKREREHA S ATHE

The purpose of this letter is to explore the possibilities of developing trade with you.

® 7EFEER. HERLTREM ESRAFR RIS KR

We are willing to enter into business relations with your firm on the basis of equality, mutual
benefit and exchanging what one has for what one needs.

©@ BIAINFSKFR, BELF.

We wish to establish friendly business relations with you to enjoy a share of mutually
profitable business. '

© KA FAEEMIASTHTTG,

We wish to enter into direct negotiation with you with a view to introducing your special
lines into our market.

() HARNMARFALBRG.

© FEMRBRE. SIF&LBERLSMIELN, RIEHF TS OREREFHE.

Persisting the principles of superiority in quality, innovation in products and integrity in
business, we have won a very good reputation in the world market.
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@ &F “BFMRE. MEEHE. RE A MEN, RGEFARNE S, SR
EEMUAR A 2 CREA S, FHEREAE.

By keeping the principle of “Excellent Quality, Competitive Price, Superior Service”, we
have enjoyed high integrity among all of our customers including Texas Instruments in USA and
Philips in Netherlands.

@ BHAZTZENZK, RHELVMHAHOR™. BT REFNEHEREMNE
&GRS, BAICEEPRTSHE T REFHHE,

We are a professional exporter of toys in China with more than 10 years’ experience and
have already set up a long-lasting good reputation in the world market, due to our good
management system and excellent after-sales service.

@ TAEMBBAER R, R, 7 &R RO R R T SEH
P o :

Our products are all supplied by the first-class manufacturers of this country, and so we are
in a good position to serve your customers with the most reliable quality of the line we suggest.

® TAIRFPEEAEWVLEKAFKAFIER, EAMREFNHEE.

We would like to show you that we are the most experienced and most professional
manufacturer of furniture in China, with an excellent reputation.

® HK 5000 1H > B RITT REURI AT K ERIT 8, 1 HRATKBHR AT EMa
T RTHE R AIRE ST .

Certified production of 5,000 pieces a day will ensure smooth execution of buyer’s orders,
and our R&D department has made it possible to create tomorrow’s styles today.

@ THEAMK] WA DENRFLESER, Ll B1E USRI RIATSE T
RIT 8.

Having many years of constant dealings with the leading makers here, we are confident that
we can execute your order at the lowest possible price.

® EAAAZAEKTE, AXEGHTHEN, HEXEERNA AR5 T
k.

We trust that our rich experience in foreign trade and intimate knowledge of international
market conditions will entitle us to your confidence.

© FEAEREKHOBETERNEFRS, Bals B EASHLE DR,

Recently, we have received our government’s recognition as a well-performed exporter due
to our outstanding export turnover and flawless after-sales service.

© TAFEHRL, MEARZRES, MNRHTHOREAFT RS T 1#.

We are a well-organized exporter with experienced salesmen who have comprehensive
knowledge of the requirements and preferences of your market.

@




