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B, RARGBHMKERHS L ZR R EEELBREN I8 A
15 A8, AEEK, ¥RTX IS AEAREFEETRSE
RS EIERENLAR, HMEREHAITEEL, FERANER
HMHEERE, BHRBETERBE LT NIRRT E.

o, AEMBRETBRWAIBEEZET) . SHRHER. B4 )
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“XHHM, AFEE, AFRE, BFHY WHREELF .

“XHFHA” MEFAFHEE M B GE EE A, LA
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Unit 1 Layout of a Business Letter «.ccocorevriiiiiiiiiicnnnes e C1)

EXQICISES =++rsteoseecessrsacsresssosaerortosannns teeiiseseetetenstetistasesaananens C7)

Unit 2 Establishment of Business Relations -----. RRRRICETRTIECPRES 9)
Sentence Patterns; 1. Self-introduction
2. Initial Intentions and Desires
Text: 1. Self-introduction
2. Askirig to Establish Business Relations
3. Asking for Catalogues
4. Invitation to Guangzhou Fair

Words in Focus; inform, benefit, deal, enclose «e«eereeeererenreiiiiiiaiieiiiiiiinae. 17)
Exercjses ................................................................ T N (1,9)
Unit 3 ENQUINY oo e s e s (24)

Sentence Patterns: 1. Interest and Desires
2. Enquiries
3. Replies
Text. 1. Showing Interests in Goods
2. Making an Enquiry
3. Reply to an Enquiry
4. Asking to Send Proforma Invoice

Words in Focus; interest, appeal, SUPPIY, CONfirm +=eerseeerarreiiaiiiiiiiinan, (30)
Exerc|ses .......................................... Teassen R R X R R R PR RPN (32)
Unit 4 Quotations and Offers -.--.... e T e rreerrereenenns (38)
Sentence Patterns; 1. Quotations
2. Offers

3. Counter-offers
Text: 1. Quotation
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2. Offer
3. Request of Reduction in Price
4. Counter-offer

Words in Focus: quote,offer, price,advise «eesereeeecrorenceees

EXErCiSes +eceeceesescesersatestcscncsssssrosssanisscrtasassssen

Unit 5 Sales PromotiON ccrcerererireraernersnrrencnnns

Sentence Patterns: 1. Introduction of Goods'
2. Comparisor 6f Goods
3. Offering Favorable Terms

4. Advice and Recommendations

Text: 1. Introducing Commodity
2. Comparison of Goods
3. Promotion of a New Product
4. Recommendation of a Substitute

Words in Focus: sell, compare, compete, credit  ««+raeseesnnas

EXEICiSEsS »reseecststecsttstescnscocsnsassossssrsannnns ereansses

UNTE 6 OPQEr cortr ettt eneenenns

Sentence Patterns: 1. Placing Orders
2. Reply to Orders
3. Execution of an Order
Text: 1. Placing an Order
2. Execution of an Order
3. Delay in Fuffiliing an Order
4. Declining an Order

Words in Focus: order, accept, execute, stock xeseersesnees eees
EXErCiSES  cresessesstittntettitsscosssessnssonasessssensacasnancs

Unit 7 Terms of Payment (I ) «cvieevrvriiiiececninnas

Sentence Patterns. 1. Choice of Terms of Payment
2. Urging Establishment of L/C
3. Establishment of L/C

Text: 1, Introducing Terms of Payment

2. Acceptance of Payment by D/P instead of D/A

3. Urging Establishment of L/C



Contents I 3

4. Advising Establishment of L/C.

Words in Focus; pay, draw, stipulate, charge  «s=eseeesrrersieesnennnn ARRRCETRIELE (99)
EXCICIQOS  srrsrarrsssesrerctserttstsnnstcsssancstsssssansssttansnas eessssisessenssene (102)
Unit 8 Terms of Payment (I ) ---eeeceereiniiiianiiann, eetereeetssaeaane (109

Sentence Patterns; 1. Amendment of L/C
2. Extension of L/C
3.0Others* * *
Text:1. Asking for-Amendment to'L/C
2. Amending L/C as Allowing Transshipment and Partial Shipments
3. Extension.of L/C
4. Banking Advice of T/T Remittance

Words in Focus: amount, account, cover,valug  <+«r-eesressrssess ereesseraneniaieas (119
EXErCisSes recicesccessecrsnsrssscrsctsionconness irevean seserssesasveveresssrseneren (122)
UNIt 9 [INSULANCE «tterreresrrrsiesritinsiecessnsaines teetteerreserasateasesnasaen (129

Sentence Patterns: 1. Arrangement of Insurance
2. Compensation
Text: 1. Introducing Insurance Terms
2. Asking for Insurance Afrangement
3. Advising Insurance Effected
4. Clarification of Insurance Terms

Words in FOCUS:]nsure’assure,effect,refer _ eeses essenass e sseecreasensssiibeserann (']39)
EXEICISES rererecerernnenttneiscecissctsnacsstortsesssosssnrsassnsscnnns tecssesas sare ( 142)
Unit 10 Shipment «.cocveeeireiieniiii ereieeeesareeesaerereresrrersaianes (148>

Sentence Patterns. 1. Shipping Instructions
2. Shipping Advice
3. Shipping Documents
Text: 1. Urging Shipment
2. Shipping Instructions
-3. Shipping Advice ¢ 1)
4. Shipping Advice-(II)
Words in Focus: forward, regard, regret, ship. sereeresseeianiiiiionini,.. seeeie (158)
EXerciseg ceeeeee- cevereriians PP “161)



4 | FSAYERBSRBERLAR
Unit 11 packlng ............................. estecesannsana e beseresracerranranene (169)

Sentence Patterns: 1.-Packing
2. Marking
Text: 1. Buyer’s Requirements for Packing and Marking

2. Information of Packing
3. About Quter Packing
4. Size Tickets

Words in Focus: pack, Specify, SOUrce, avail — +xsesseeereeerneriaraneerecniaenionns 178)
EXErciSEs ceccereesrcrcsccescisaccssnsencesaansas sedecistetannecesesessrrsancns aeeene (181)
UNIL 12 ClAIM  crererirritniiiiniii i re e e aeeenenenesnesanenas ereees (187)

Sentence Patterns: 1. Making Complaints
2. Lodging Claims
-3:-Acceptance of Claims
4. Rejection of Claims
Text: 1. Complaint of Order Cancellation
2. A Claim for Short-weight and Inferior Quality
3. Proposal for Settlement of a Claim
4. Recommending a Joint Arbitrator

Words in Focus: complain, claim, compensate, Settle  =+s«++seevrersenseen preeenees (199
EXErciSes  ceeescsetetssortsasstaecatsrcnnsscansenes Phessecnena seeen FETT TR cenerscsas (202)
UNIt 13 AZBENCY ottt i cste st seaaraans weee (208)

Sentence Patterns. 1. Asking-for Agency -
2. Appointment of Agency
3. Refusal to Application for Agency
Text: 1. Application for Agency
2. Stating Main Points in Agency Agreement
3. Refusal to Agency Application
4. Agent’s Complaint of Slow Delivery

Words in FOCUS: act?Conform’market,favour ..................... #esessarenssnsnsns (219)
EXOICISES  tteevtressseeectatoecsreseasessansessscsasoncsacsasaneessys CSeeerssiestacanes (221)
unit 14- Flexible Trade -------..-: erieeseareecniey S (228)

Sentence Patterns; 1. Proéessing Trade
2. Compensation Trade
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3. Joint Venture
Text: 1. Processing after Samples with Supplier’ s Materials
2. Conceming Compensation Trade
3. Inquiry about Conditions for Joint Ventures .
4. Confirmation of the Main Points in Joint Venture Agreement

Words in Focus: negotiate, business, limit,exchange — tesseceeereecerseerieceaeiens (238)
Exercises ............................................................................ (241)
UNTL 15 E-MAT|] ccoaveercrernttsmeeiiiienieriirsiisseceiiscreassssssssorerssssanes 247
Exercises’ ........................................................................... (257)
Key O EXCIrCiS@S +ereveereretinttteeteeriatiesntesesorscseccassssonsessssesesssssanans (260)

Examination and Keys ............................................................... (G04)
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Layout of a Business Letter

I .The Envelope
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Overseas Trading Corp. stamp
1250 Changan St. .
Beijing 100710 12

China
) Messrs. Smith & Co.
153 Third Avenue
172 | New York NY 10017
US. A

VISH WA FAE RS A (addressen) i A FR MM AL , (55 - F iz 4 1/2
R AL B R 47 185 Mg A (addressee) & FR A HHE . SXEBER 7 B E
RENITHRIEMH A HFNTHENTEE.

2. b2 Rt/ B R AR R B S, 7T 5 = = 0047, K T
-RE. MFERFREATRMER RES I RESH . AELAR EESHRE M
B TR B BRI 4 55 (zip coded FI K 4. |ThE S 55 RT3 % R I “No. 7.,
Road, Street, Avenue i1 Boulevard ] L) 43 %] 48 B % “Rd. ”, “St.”, “Ave. ” f1
“Bivd.”; SEREIEE L B0 <. BRI, VBT LA, 40, 4 HAT 4R L S 4 Oxtord
St. o ET A7 8 & FR— A DUE B AR R o B T 3% % Remin
Zhonglu, Shenzhen,

— BRI R A HRA BT LLGEHE . B0, New York £ — AT » A0
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SHes, MEZN—MMARTTLIEE NY. ZEHMM bEEEER
Pa. 8 Penn. {3 Pennsylvania, Ca. {{ 3 California, - F|F &M fn< kX5
BRAHE LK MBKFE R Vie. f{3& Victoria M, g KA Que. X F
Quebec 45 . .

IR A Z B {E £ (window envelope) , {53 EARS A B4 ik, RFE
54 E/Y inside address & 7E SN, {3 L35 H 15 # /G IE 49 % B B 4 O 3t
17,

HHERIIENERRAREHRG . EERRBEM ST, HEA8FEER
MET EH I HFERRX . SNEREEMELEE. 6.

Mr. James Allen, Executive Secretary
and Assistant to the President
Martin & Simmons, Inc.
2140 Commonwealth Avenue
Boston, Mass. 02109
U.S.A
FEEBBMEANKISEA B O RRE, Eln.
Brizier & Co. ,Ltd
4 Oxford St. ,
London SW6 6DB
U.K.
3. BRI BRI E » e f5 A Atk 42 FHHEE % T 3 =R
DEHEXFMEESA
Mrs Joyce A. Cavitt
President,C & A Realty
246 Dover Drive
New South Wales 2030
Australia
D EHIER TN TRAEL WE LR
The Traffic Manager
Benton Printer Company
344 Maple Drive
Columbia, SC 29205
Nt Nk N =

Messrs. Harouno & Bros




UNIT ONE Layout of a Business Letter I 3

Room 411, 0saka Bldg
1 Soze-cho, kita-ku
Osaka,Japan

— A ZAEA A FAFRE RTTE I b “Messrs” (1 messieurs Sg4E (B
W45 A RAABIEA A BB ARSI L X —FRIFiE,

4. FEANELZTEEEGEHL LS. FEARSESA, NNk,

5 BiEHAETH - ANFAE L##7 XAULEATE, I : Registered 2§ Reg #
B1g, By (Via ) Ar Mail (& PAR AVION ) fjii 25, Express {t {&. Immediate
(Urgent) & 14, Printed Matter ElRI 5 » Sample Post = 54 ik 44, Photo Enclosed Py
A R8 F,Confidential 244, UEBAIE T HE Al in—#Lk, LIBIREE.

RS R AR T RESZ B 56 Bl BS BRI 1R A, (R 84 3l % A o 0 g 4t
O, FAE(EH4b 1 B : Please Iift here to inspect content, 3 T 153 BH 3@ # B EIZE(E
B Eag. P EFE,AIEEHLLATS . If not delivered, please return to

II.The Letter

THEE—HIGER A R E WER.

(D{g3k (Heading )

(2) H#f (Date)
®OFEFZ# 51 (Our Ref No )

Xt 532 m(Your Ref No )
(4 # Atk (nside Address)

(5) PR EE (Salutation)

(6)Z f (Subject)
(7 IE 3¢ (Body of the Letter)




