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Unit 1 Business Letters |

Unit 1 Business Letters

Lesson 1 Writing of the Letters

Translate the following terms from Chinese into English.
355 N Mk

5 by T v

T H R S S

P Bl 25 2 )

T 55 PR L

7 i 5 [

AR H

pSEZ$ii

il s 5 1R A

. Reim R

. Translate the following terms from English into Chinese.

for free distribution
VAT
terms and conditions

head office
Registered Number

with keen interest

in advance

meet sh. at the airport

Complimentary Close

our reference number

. Translate the following sentences into Chinese or English.

Your goods sell well in our market.

LER R

We have done import and export business {or years.

We are one of the leading firms in the country and have much experience in the trade.

If you are interested in the article, please let us know as soon as possible.

M E H B SRZ ST F A FR AL, 22 2R DR 55 K R
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6. #5e A A I

7. MRE,
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V. In the following picture, each numbered section represents a part of an English letter in

indented form. Can you write beside the number what this part is?

! |
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Unit 2 Establishment & Development
of Business Relations

Lesson 2 Making Self-introduction

I . Choose the best answer.

( 1. in 1950, we have been expanding our business operations around the
world.
A. Having established B. Establishing
C. Being established D. Established
( )2. We are glad to enter business relations with you.
A. into B. with
C. in D. /
( )3. We will be obliged your introduction.
A. on B. in
C. for D. with
( )4. One of our clients is the market Men'’s shirts.
A. on, for B. in, for
C. at, with D. with, at
( )5. Which is more difficult, import business or export business?
A. do B. doing
C. make D. making
II. Translate the following terms from Chinese into English.
L AMETR &
2. AGATAT 3%
3. Wl rfr
4. W BCR B
5. H—wyL AT
6. WAL
7. AL KR
8. ML HLAR
9. kg5 DL
10. Rk R

Il. Translate the following terms from English into Chinese.

1.

expand our business

2. be in the market for

3.

a most reliable importer
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. on the basis of equality and mutual benefit

. direct all inquiries to

4
5
6. favorable reply
7.
8
9

look forward to doing sth.

. be obliged for

. addressing machine

10. make self-introduction

V. Translate the following sentences into Chinese or English.

1.

Please let us know their financial status and reputation.

Now we are planning to incorporate our business activities in your market as general

base in Asia.

We are looking forward to your early reply.

We are writing to you for entering into direct business relations with you on the basis

of equality and mutual benefit.

(MWHEHRERRAF LA, we are

writing to you for the establishment of business relations with you.

. Now we are planning to M 5536 sh 47 R 3
AT 8.
. Through the courtesy of your embassy in China (@59

MIARZEARLS A A DOBRTE 52 Tl ™ St Al 5 b B2 w7k 45 5 50,

V. Read the passage and try to find the best answer to complete each of the following state-

ments.

Dear Sirs,

Your firm has been recommended to us by John Morris & Co. , with whom we have

done business for many years.

We specialize in the exportation of Chinese Chemicals and Pharmaceuticals, which

have enjoyed great popularity in the world market. We enclose a copy of our catalogue

for your reference and hope that you would contact us if any item is interesting to you.

We hope you will give us an early reply.
Yours faithfully,
)1. This is a letter of
A. offer B. enquiry
C. establishment of business relations D. counter-offer
)2. The writer of the letter is

A. Chinese Chemicals exporter
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B. Chinese Chemicals importer
C. an exporter of Chinese Chemicals and Pharmaceuticals
D. retail dealer of Chinese Chemicals
)3. Whom does the writer do business with for many years?
A. John Morris & Co.
B. Whom the writer wrote to.
C. Chinese Chemicals and Pharmaceuticals Company.
D. Retailer.

)4. In the second paragraph, the underlined word “contact” can be replaced by

A. refer to B. contact with
C. get in touch with D. get on with
). was sent to with this letter.
A. An order B. An offer
C. A catalogue D. A reference book
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Lesson 3 Starting Business Relations with an Exporter

I . Choose the best answer.
( )1. We have learned your name from the First Commercial Bank at your end,

we understood that you are well experienced in the export of electric

goods.
A. whom B. through whom C. from which D. from them
( )2. receipt of your catalogue, we shall see what items are inter-
est us.
A. Upon, of, to B. Upon, of, in
C. On, of, in D. Upon, of, with
( )3. We your name the Bank of China, Shanghai branch.
A. own, to B. owe, to C. own, for D. owe, for
( )4. We are a state corporation the export business of canned goods.
A. specialize in B. which specialize in
C. specialized in D. specializing in
( )5. ABC Company is an old established firm many years experience
the trade.
A. with, in B. has, of C. have, in D. with, of

I . Translate the following terms from Chinese into English.
1. ERA S A F
2. '8

3. —HIgH

4, TR

5. 7?% ...... %:;\cu
6

7

8

9

. TEAR

AR RRAR T EOR

. AR
N IR ol %
10. T HEHEE

Il. Translate the following terms from English into Chinese.

take this opportunity to introduce ourselves

be well experienced in

various kinds of machine

have a better understanding of

be of interest to sb.

catalogue and pricelist

~N O U1l s W N =

business extension
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V. Translate the following sentences into Chinese or English.
1. We take this opportunity to introduce ourselves as one of the leading importers buying

various kinds of machines for clients in the East China region.

2. We are glad to inform you that your goods sell well in our market.

3. Would you please tell us your Hall Number and Room Number at the fair?

4. We are one of the leading firms in the country (TEi%
il E s+ ).
V. Writing.

Write an English business letter of about 70 words, using the key words and hints

given below.

Background: 2004 4F 2 H 5 H ABC 22 "l &9 B AS H W LI A /N 41 A [ — %
FHEBAFRM AR I T HSRXEPEARE LA RR. TREAZAFART —
HoE.

Hints:
e,

RS [E A B L PEAR A RIS 41 A5 R0 5L 20 Rl 24 Pk Stk . BUECeR 45 18 0 B2 ) 5t
PRSI S KA . AT Z T AL A8k 1lr 55 24 . F 07 % v [ B0 4% b 58 1 i 4 1t g
PLHR L ABE W B R TT 7 i B SR ARAN o AN BGR

NSRRI B e S5 TN MRS FRATTARAS L RS 5 vl AL

R

[

Key words: Messrs. Anderson & Co. London, Electric Home Appliances, establish
business relations, importers, for many years, various kinds of, be in line, can material-

ize
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Lesson 4 Request for the Establishment of Business Relations

I . Choose the best answer.

( )1. We herewith two copies of our illustrated catalogue for your consider-
ation.
A. include B. inquire C. exclude D. enclose
( V2. We the shipment to arrive in a few weeks.
A. anticipate B. look forward to  C. assure D. expect
( )3. We are sending you the samples your request.
A. on B. by C. at D. for
( )4, We look forward to trial order.
A. receiving your B. receipt
C. receive from you D. receipt your
. Translate the following terms from Chinese into English.
L ml R
2. BEMBEH
3. e e JEREH L
4. M
5. RS KA
6. K
7. &
8. FRAMELAH{5 A4 A2 L
9. m ...... ﬁ:iﬁj
10. SEHEHY H %

=

. Translate the following terms from English into Chinese.

Textile Magazine

a piece of information

formal business letter

enjoy excellent reputation

concerning our credit

at home and abroad

canned food

O N O Ul oA~ W N =

comply with your requirement

9. business experience

10. financial standing

V. Translate the following sentences into Chinese or English.

1. We are enjoying an excellent reputation through fifty years’ business experience.
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2. Be glad to enter into business relations with you.

3. We specialize in the export of Chinese arts and crafts.

4 BB TIPS KA

5. AR AR IR S5 RAT 2 B Y

6. FAPEX ATl AR D2 —.

V. Read the passage and try to find the best answer to complete each of the following state-
ments.
Gentlemen,

We learned {rom the Commercial Counsellor of our Embassy in Ottawa that you deal
in table-cloths.

We sell Chinese table-cloths. They are of good quality and have {ine workmanship.
Chinese table-cloths are very popular in Europe. We are sure that they will also do well
in your country.

We are sending you under separate cover by airmail a copy of the latest catalogue.
Please let us know which items interest you so that we could send you quotations and sam-
ples.

We hope to hear from you soon.

Faithfully yours,
( )1. This is a letter of
A. inquiry B. offer

C. establishing business relations D. counter-offer
( )2. The writer is
A. a Chinese exporter B. a Chinese importer
C. a Canadian exporter D. a Canadian importer
( )3. Who deals in table-cloths?
A. The writer, B. The receiver.
C. Both A and B. D. We don’t know.
( )4. The writer encloses
A. a latest catalogue B. quotes
C. samples D. nothing
( )5. “Chinese table-cloths are very popular in Europe”. How many reasons are there

in the letter?
A. One. B. Two.
C. Three. D. We don’t know.
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Lesson 5 A Reply to the Request for the Establishment
of Business Relations

I . Translate the following terms from Chinese into English.
A H A B3

AR I 2%

P 3 YN

(R4 R

LURERREY N ¥R

75 Hi

AN TR B O 5 AF HTE

Xof eee e A RALHY T S

. Translate the following terms from English into Chinese.

0O N O Ul B W D =

be willing to do sth.

do business

be interested in

light industrial products

through the courtesy of

be connected with

a state corporation

OON@O‘I»-BCON)—‘:

comply with

. Translate the following sentences into Chinese or English.

I

We await your news with keen interest.

2. We are accepting your counter-offer on condition that your order amounts to 10,000 dozen.

3. Payment should be made by PR SN AT R A5 TR

4, We enclose here with (—ARTFEW =M E R —L
TN

5. If you find business possible, please CRALRED.

IV. Read the passage and try to find the best answer to complete each of the following state-

ments.

Dear Sirs,

We are in receipt of your letter dated October 22, and are willing to enter into busi-
ness relations with you on the basis of equality and mutual benefit.

Enclosed please find some sample books you requested. We hope that they will help
you in making your selection. We are pleased to make you a special offer, subject to our

final confirmation, as follows:
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Art. No. Name of Commodity Price
JB 126 All Wool Aelton US $ 6. 15/Y CIF New York
JE 128 All Wool Gabardine US $ 6. 82/Y CIF New York

For your information, the minimum quantity for order is 12,000 yards. Shipment is to be
made in three equal monthly installments beginning from December, 2005. Payment is by L/C
at sight. Goods are packed in bales or in wooden cases at seller’s option. We hope that the
above will be acceptable to you and assure you of our best service at any time.

We are looking forward to your trial order.

Yours faithfully.
( )1. This is a letter of

A. an enquiry B. a firm offer

C. a non-firm offer D. establishing business relations
( )2. At your request, we are sending you under cover.

A. catalogues B. All Wool Gabardine

C. sample books D. All Wool Aelton
( )3. The of the above offer is New York.

A. port of shipment B. port of loading

C. port of origin D. port of destination
( Y4, “US $ 6. 15/Y CIF New York”, here “Y” refers to

A. year B. yuan C. yard D. yen
( )5. Which of the following doesn’t mentioned in the passage?

A. Payment terms. B. Price terms.

C. Packing terms. D. Insurance terms.

V. Writing.

Write an English business letter of about 70 words. using the key words and hints
given below.
LEESE

/NS = R R VI A P i N LR o < S R N o - S O R X )
3o MR RV BT A SR b Bl 55 TRk L B 4R R AR EOR L DU A B AR H
UK R UL o X T Bt mAR AT ) AR 245 LA SE 0 60 JF i - H A .

#

Key words: specializes in, electronic products, sell well, offer...an opportunity, es
tablish business relations with, specific requirement, detailed information. for your ref-

erence, assure sb. of sth. , prompt response, in this respect.




