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Task 1
Invitation and Invitation Card

What are we going to learn in this section?

BHRF, T RIS RIS SCE R — M, BEE S
BRFER, F2H% AR E.

I. Learn to speak

Z: Hello, this is Zhang of ABC Trading Company. Can I speak to Mr. Smith, the project manager?

S: This is Smith’s speaking. Hello Mr. Zhang, nice to hear from you.

Z: Hi, Mr. Smith, nice to hear you, too. You know, our manager, Mr. Wang, would like to invite you and

your general manager for a dinner on Friday evening. Will you be free on Friday?

S: It’s very kind of you to invite us. Let me check up the schedule. Ehn..., it seems no other arrangement
that day. I’ll speak to my general manager to see if he is free.

Z: OK. Please ring me up as soon as possible, so that I will send you an invitation card for details.

S: Sure, I'll call you back later. Bye-bye.
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IL. Learn to read
1. B R

BiEREEFRRSESFH—FMEENHFE. ERXRBEITSMESW., BES. BREFH
FEBHERRER HFRAFERAH B SRR, EFERATEMUER.

(1) & &
Dear Mr. Smith,

We should like to invite you and your company to attend the 2007 International Fair which will be
held from 15 to 31 October in Guangzhou. Invitation card containing details will be sent to you under sepa-
rate cover.

We look forward to your earliest reply and hope that you will be able to attend the fair.

Sincerely yours,

() #ZHBH
Dear Mr. Zhang,

Thank you very much for your letter inviting us to participate in the 2007 International Fair. It is our
pleasure to accept and attend the fair. We are planning to display our goods as we did in previous years.

We are waiting for your invitation card so that we will be able to apply for necessary visa for the busi-

ness trip.
Yours truly,

() fE4E I
Dear Mr. Zhang,

It is very kind of you to invite us to take part in the 2007 International Fair. We wish to attend, but our
company has already arranged another business fair in Europe at that time. In this case, we feel sorry that
we could not accept your invitation.

Thank you again for your invitation and we hope to cooperate with you in the future.

Yours ever,

2. R
JEH EXIERA HMFREAMAE, —RENEEENRF L, EEAPMERR
Hike



Task 1 Invitation and Invitation Card

(1) BIFES I AL

The Board of Directors and
General manager of
ABC Trading Company
request the pleasure of your company
at the Grand Opening of the Company
on Saturday, December 14, 2007
¢ at 3:00 p.m.

at the International Hall, Hilton Hotel
R.S.VP Tel: 84911030
(Suit)

() BIES K=

Mr.& Mrs. Max Rose
President and his wife of B&C Company
request the pleasure of the company of
Mr. and Mrs. Zhang
at Dinner
on Wednesday, June 25 at 7:30 p.m.

at Lotus Restaurant
Regrets only (casual)
Tel: 84911030

) MIEXFRH IERE R

Mr. and Mrs. Zhang
thankfully accept
Mr.& Mrs. Max Rose’s invitation
to dinner
on Wednesday, June 25 at 7:30 p.m.
at Lotus Restaurant

Tips:
. WARXFRA : RTAF—ANEXMHFRE R —AFEXHEE, 12
AEN—AFEXGHEFHEEXGER,

II1. Learn to remember
Words and expressions
1. invitation ». ¥%iF
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. attend v. &1
fair n RS, BES
. ring up FT HiFK
. cover n. {gHF
v. B
under separate cover 7 2F
. display v.JB/~, BYW
. previous adj. JERTH, B K
. participate v. 21l
. visa n. ZHF
10. board n. HHZ 5 4, HFHYLM
11. director n. #EE, F{F
board of directors # Z 4>
12. company v. n. B, /AF]
13. Grand Opening FF |k #%|, grand adj. B A1), ZEAE
14. R.S.V.P: Reply, if you please. 5 I &H (X R %EIE “WHHE” MFEX, Hbsd E‘EE@%’F@EQ)
15. suit n. $LAR, —FEALIR
casual(s) n. {fidE
16. regrets only GNBE+E & 41, regretn. BidE, W4

wn A W DN

D' 00 3 O\

IV. Learn to practice
Useful sentences
1. Thank you for inviting us to join you at dinner.
. We accept with pleasure and shall be there on time.
- We regret very much that we are unable to accept your nice invitation for dinner on Saturday.
. We have a previous engagement at that time.
Mr. Smith requests the pleasure of your company at dinner on Friday evening.
. Mr. Taylor, president of our company, would like to visit your country to continue the trade discussion.
. We are sending you the completed application form for an entry visa by separate mail.
. Please reserve two seats for Mr. and Mrs. Taylor on the morning flight on Saturday.

. We would like to invite your company to attend the Trade Fair.

it
o

. We are sorry that we shall not be able to come.

SEFEX:

L BB IERMS IR M .,

2. FRATISRE 2 0 I R B35
3. HAVRBEARES MR BN KB
4. JEEY, RAE&A T RZH.
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- BERTRERBES MR R
RAFRIZHEREHEERVIFIRE, USSERINGAS KA.,
- RIMNEAFHEEAREIEHFER.
ERERBRATOTHAKEP AR RIOVLE,
RITBERARSMASER S

- RATRB A RERTR S0

O 00 9 O W

L

(=]

V. Learn to do
Exercises
1. Translate the following words or expressions.
(1) Invitation card
(2) take part in
(3) regrets only
(4) engagement
+ (5) application form
(6) HEXE
(7) &3
(‘) EH&
O »EF
(10) HfEH

2. Translate the following sentences into Chinese.
(1) We have the pleasure to invite you and your wife for the dinner on F riday evening.
(2) We regret very much that we are unable to accept your nice invitation for dinner on Saturday.
(3) Itis very kind of you to invite us to your National Day Reception and I will be there on time.
(4) Tregret to say that I have already had an engagement on Saturday evening.
(5) We enclose the application form for the entry visa to enable Mr. Smith to visit China.

3. Translate the following into English.
(1) BAVFEBIERAASNEARZH S
(2) BAVIRBIEEZ B HBIE .
Q) RBBBEINIAESNAKRZH S
(4) SEEHEAER T8H6H B — L4 10:003%5 5 4L, & 2 HEREHL,
(5) IEFITHH20H KA LMHLE,

4. Draft an invitation card according to the information given below and then give a favorable reply.
RSB K S E B EIE LB R IAS 4 A,
BfE: 6A21H, B b8
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VI. Supplementary reading
WNRAR R E B E AT R S IRT, REETESERUENELIE., TEHRXTRELE
PR R (R FIAEUE i .

1 ERXH R
Dear Mr. Smith,

Mr. Zhang, General Manager of our company and Mr. Li, Marketing Manager, would like to visit
Montreal to continue our business talk for the last transaction. They plan to leave in the second half of May
and stay in Canada for about a week. Please let us know if the planned visit is convenient for you and what
itinerary you would suggest. If the time of their visit is agreeable to you, will you please kindly sent us an
invitation for us to get the necessary visa.

We are looking forward to your earliest reply.

Yours ever,

2. SN RAELE B ZAE i
Dear Sirs,

We enclose the completed application form for an entry visa to enable Mr. Zhang and Mr. Li to visit
Montreal, Canada.

Mr. Zhang and Mr. Li will be leaving Beijing on 15 May for a business tour in Montreal. Subject to
issue of the visa, they propose to arrive in Montreal on the 17" and to stay there for about a week.

The purpose of their visit is to discuss the business transaction between our company and ABC
Trading Co. in Montreal. An invitation from ABC trading Co. is attached to this letter.

Should you require any further information, please call 23456789. We are waiting for your favorable
reply.

Yours faithfully,

Use the following words and expressions for reference:
(1) apply for

(2) Montreal

(3) itinerary

(4) attach

(5) visa
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Task 2

Establishing Business Relations

What are we going to learn in this section?

B#E, REESELVFRRAMERNESR, EENMBEDSARHHE
KENLC, BEBERIMRET, BWSBKER,

I. Learn to speak

A:

Hello, I'm Michael Gates, from Douglas’. Here is my name card. I came here today to inquire about the
possibility of establishing business relations with your company.

Hello. Mr. Gates. My family name is Cui. Here is my name card. Welcome to our company.

Glad to meet you, Mr. Cui. We’d like to order some silk clothing if your products are suitable.

We’ll see what we can do for you. Let me show you around our showroom first. You’ll see all kinds of
silk products made in our company there. This way, please.

Thanks.

Here we are. Please have a look. Here are the product catalogues. Each product has the detailed de-
scriptions on the catalogue. If you are interested, please let me know.

I will show around now.

II. Learn to read

RS RS — B FFER R LA FTAR . FEXEER S OB R H0AE SH A 7z

MW FRRMGER, RHERFRAEY. it SNEEM0E,

L HFERT N FXRNEE

SHANDONG TEXTILES IMPORT & EXPORT CORPORATION
23-26th fl., Shandong International Trade Mansion
51 Taiping Rd., Qingdao, P. R. C. 266001
Tel: 0086-532-2971666
Fax: 0086-532-2971703, 2971704, 2971705
Email: inquiry@shantex.com.cn
July 8, 2007

Derby Textiles Limited
Basni, IT Phase

Marudhar Industrial Area
Jodhpur, Rajasthan 342005
India
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Dear Sirs,

We get your name and address from our Commercial Counselor’s Office in your country. We are
informed that you are interested in Chinese cotton piece goods. As this item falls within the scope of our
business activities, we shall be pleased to enter into direct business relations with you at an early date.

To give you a general idea of the various kinds of cotton piece goods now available for export, we
enclose a brochure and a price list. Quotations and sample books will be mailed to you upon receipt of your
specific enquiry.

We look forward to your favorable reply.

Yours faithfully,
(Signed)
Wang Jian—Export Manager

2.3 ERfR R B R

Derby Textiles Limited
Basni, II Phase, Marudhar Industrial Area
Jodhpur, Rajasthan 342005
India
July 12, 2007
Shandong Textiles Import & Export Corporation
23-26th fl., Shandong International Trade Mansion
51 Taiping Rd., Qingdao,
P. R. C.266001

Dear Mr. Wang,

Thank you for your letter of July 8. We would like to have an enquiry for the supply of approximately 50,000 me-
ters of cotton piece goods. We enclose our buying samples, which will show you the quality required.

Please send us by airmail your samples corresponding to our buying samples with the best price CIF Bom-
bay for pure cotton goods that you can suppiy within two months after receiving the order.

We shall be obliged if you will give us your immediate and careful attention.

Yours faithfully,
(Signed)
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3. A—HAEENF KRG E
Faulkner Textiles Limited
621 Court Street
Worcester, MA 03210
USA
July 8, 2007
Derby Textiles Limited
Basni, II Phase
Marudhar Industrial Area
Jodhpur, Rajasthan 342005
India

Dear Sirs,

Your company has been kindly introduced to us by Messrs Freeman & Co. Ltd., Lagos, Nigeria, as
prospective buyers of textile products. We wish to inform you that we specialize in textile production and
shall be pleased to enter into business relations with you.

We have been engaged in this line for over forty years and enjoyed a good reputation among our cus-
tomers both home and abroad. We enclose a complete set of leaflets showing various products with detailed
specifications. Quotations and samples will be sent upon request.

If you are interested in our products, please contact us. We hope business will be materialized owing
to our mutual efforts.

We should be obliged if you should give us an early reply.

Yours faithfully,
(Signed)
John Faulkner

Manager

IIL. Learn to remember
Words and expressions
1. Commercial Counselor’s Office #4528 kb (1 1% 76 45 I B AMi 18 1)
2. cotton piece goods i VT 77
3. scope n. (3. FHWAY) G E
fall within the scope of our business activities 7£ 3 7 2 & i Bl
4. enclose v. ¥ A, #A; FEEM L, BEEEE
enclosure 7. fft{4:
We enclose a copy of our catalogue. [ o 2F £ 38 4 7 5 H & —14 .
Enclosed is a copy of our catalogue. [ i8 2 =3 R &6 H #—4
Please find enclosed a copy of our catalogue. 5 i 2F 2= 3, 77 i H 7 — 14 , THAE,
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10.

11.
12
13.
14.
15
16.

brochure n. (G&F & EAEK) /MitF
price list # H %
quotation ». gt

. sample n. FE5h

sample book #£ A<, i

receipt n. WLE|; WiE

upon/on receipt of — it | (k7 B)

Upon receipt of your L/C, we shall effect shipment without delay.
— W BN B 7 (5 FE, FRATHESL BPEA .

look forward to sth/doing sth 722, W2 (to24) i)

We look forward to your favorable reply. B3 .

buying samples & £ 5
quality ». JFi &
corresponding to __IZ:,‘......*EH’ _|=:,‘ ...... _ﬁ

the best price CIF Bombay hf 4~ fill iz %% 5 B 2% 7 SC AL ¢
order n. TJH, iT4%
obliged a. BRI 1

IV. Learn to practice

Useful sentences

1%

© P® N n b

10.

We have been informed by the Bank of Canada, Vancouver that you are one of the leading exporters of
textiles in China.

. We write to introduce ourselves as exporters of fresh water pearls having many years’ experience in

this particular line of business.

. We have been engaged in exporting cameras for 20 years and are closely connected with large manu-

facturers in our country.

. We are a trading company involved in import and export business throughout the world.
. We take the liberty of writing to you with a view to doing business with you.

We are enclosing our latest illustrated catalogue together with the price list.

. Should you find interest in our items, kindly let us know.

We are in the market for raincoats. We should be pleased if you would send us particulars of your products.

. Will you please quote us your lowest/most competitive prices for the goods listed below.

We require for prompt delivery of 50 metric tons of walnuts and shall be glad to receive your offer as
soon as possible.‘

SHEX:
L MERBATRAFELSTEMRN, RARRFETEHEARHOFZ—,
2. FREARNA, ERRAKBIRE OB, RITEX— WS HEEESENLRE,
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- R AEMHLE OB iX204F, 5SAEK HAEENNXR,

AR —FETE LR S O A# .

- RATEBRIES R, HEMRIIBER,

. BEYY B R A A F Bk R E R

AR EATH R SRR, AR .

C BATEEREWAR . MREERAFRSA T = RIEMER, RITET BN,
TE LR FIT T 5B A B B AR/ B L R S AR o

10. 7 BFTSOA ML, A&BERRRPKBRIT R

O ® N ONWM AW

V. Learn to do
Exercises
1. Translate the following words and expressions.
(1) enter into business relations with
(2) look forward to
(3) upon receipt of
(4) be engaged in
(5) line of business
6) ®1&HE----
(7 REZE
(8) Bikm#
©O) BEZEF
(10) ERFTLELBEZA

2. Complete the following letter with proper words and expressions and then translate it into Chinese.
Dear Sirs,

We have come to know your (1) from the magazine Textile Journal and take pleasure of
2) this letter to you with the hope of establishing (3) with you.

We(4) the export business of Chinese cotton piece goods which enjoy great popularity in
the world market. We are sure through our (5) efforts, our products can also be popular in your
country. We (6) the latest catalogue and price list for your reference and hope that you would (7)

us if you find (8) in our items.

We (9) your early(10) with much interest.

Yours faithfully,

3. Read the following letter. And then, write a letter of reply to the exporter, showing your interest in trad-
ing with them. i



