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EXEICISES  +=++oseereorsensnasasnssocesenmanarnscse shIns 1esiareor ey (8)
Unit Two Establishment of Business Relations =+« s«:=xsexee: 11

Text: 1. Self-introduction

2. Asking to Establish Business Relations

3. Asking for.Catalogues

4. Invitation to Guangzhou Fair
Words in Focus: inform, benefit, deal,enclose: «ss<xereeseseseseres (18)
Sentence Patterns: 1. Self-introduction

2. Initial Intentions and Desires

ENEIGIGES - +++=+esensstesstensssansanssssosstatstsanasansssceepgmion (24)
© Unit Three Enquiry T R T LR c3it)
Text: 1. Showing Interests in Goods §

2. Making an Enquiry i

3. Reply to an Enquiry

4. Asking to Send Proforma Invoice
Words in Focus: interest, appeal; supply, confirm eses «»seess e e (37)
Sentence Patterns: 1. Interest and Desires

2. Enquiries
3. Replies
( EXEICISES < -+e+eeeesessasnnsnnsascssntsnsnsoncencassnsnnessacesnonis 4 2)

Unit Four - Quotations and Offers’ -« eppgp s dEs dzaEasnteg s (49)
Text: 1. Quotation ) '
2. Offer
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3. Request of Reduction in Price
4. Counter-offer

Words in Focus; quote,offer, price, advise «c-csetesrecveraeae.

Sentence Patterns: 1. Quotations
2. Offers
3. Counter-offers

EXErcises cecrervrvrsecceccrectaccccccetaresocsvercccccnecocsss
Unit Five Sales Promotion +-cseeeceveccriciiniiiceiiiaienes .

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  «sccesroreense

Sentence Patterns: 1. Introduction of Goods
2. Comparison of Goods
3. Offering Favorable Terms
4. Advice and Recommendations

EXCICISeS »eceesreercrctccccsanasnccctccssessssansscsvacsnsene
Unit Six Order «-cc-cvreevrerriicierieeriiieeeiiciieccnceananaa.

Text: 1. Placing an Order
2. Execution of an Order
3. Delay in Fulfilling an Order
4. Declining an Order

Words in Focus: order, accept, execute, SIock s-seceeeeeseeee.

Sentence Patterns: 1. Placing Orders
2.Reply to Orders
3. Execution of an Order

Exerc'rses ...................................................... se i (109)
Unit Seven Terms of Payfnent ( I Y revectesaienteceaninns bessenas (115)

Text: 1. Introducing Terms of Payment
2. Acceptance of Payment by D/P instead of D/A



Contents

3. Urging Establishment of L/C
4. Advising Establishment of L/C

Words in Focus: pay,draw, stipulate,charge ----++«--ee---

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

EXEICISeS trresevcassusscccscnsssosssccencsncssssnssnsnssane
Unit Eight Terms of Payment (I[) «ececevvreeeennnns

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  <-c--r----

Sentence Patterns: 1. Amendment of L/G
2. Extension of L/C
3. Others

EXEIrCiSES «c--ctreterrcrssvcccccsececcrsssesssensarconanens
Unit NiNE@ INSUraNGCe «-++-reseesrvesisecratcaciisorocccsscnss

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

Words in Focus: insure, assure, effect,refer  coeeveeeeens

Sentence Patterns: 1. Arrangement of Insurance
2. Compensation

EXErcises sceerrecceccrcrtecctentccitnsssrcscvennccnscenes
Unit Ten Shi pment ........................................

Text: 1. Urging Shipment
2. Shipping Instructions
3. Shipping Advice (1)
4. Shipping Advice (II)
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Words in Focus: ship, forward, regret, regard  s«s-seeessmcesreneens oh
Sentence Patterns: 1. Shipping Instructions
2. Shipping Advice
3. Shipping Documents
EXOICISEE  +evevrrssrearrsasonsessesensseassocssnmessnnsenensnannne (208)
Unit Eleven Packing «-eteerreerreviiainiiieniinn, (218)
Text: 1. Buyer’ s Requirements for Packing and Marking
2. Information of Packing
3. About QOuter Packing
4. Size Tickets

Words in Focus: pack, Specify, source,avail  =+seseserrereeseecse. 227)
Sentence Patterns; 1. Packing
2. Marking
EXQICISES  ++vrerrrrnrreererarnnnnsens SO PPRN (234)
UNit TWEIVE CIAIM ceveereornrosencummesnetsonmocmncnseesmonnensons 41

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  ==++o---<--- (252)
Sentence Patterns. 1. Making Complaints
2. Lodging Claims
3. Acceptance of Claims
4. Rejection of Claims
EXOICISES - +++rerenvesonssernnsssvosarsaserssssnsesssesnsasrasonnns (260)
Unit Thirteen Agency ............................................. (268)
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 ««-sssoceseesserenae Q79
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Sentence Patterns. 1. Asking for Agency
2. Appointment of Agency
3. Refusal to Application for Agency
EXEICISES - verrrreesersrrensansnnessstsotsasiomamiasissssassaaons (285)
Unit Fourteen Flexible Trade -+« oreeersermrienrerieenicariiee. (294)
Text: 1. Processing after Samples with Supplier’s Materials
2. Concerning 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  =-+-esseee- (304)
Sentence Patterns; 1. Processing Trade
2. Compensation Trade
3. Joint Venture

EXEICISES  +ev++crresssrmrnemerunmernnnmesnnissesunseeesssnennnaees G1D
Unit FIfteeN E-Mail crreorerrcerrerererrinioniiniianeine. (319

EXEIGISES  rev+rveerreresronsemnssenusmnnnsssanerssessnssesaseeanses (330)
KEY 10 EXEIGISES «++++eerrneersusssnumminiunmsnniinainssesisensees (333)
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UNIT ONE
Layout of a Business Letter

I . The Envelope

BRI ERES KBS —BRA T #3F51 X (blocked
form) &=, .

Overseas Trading Corp. stamp
1250 Changan St.
Beijing 100710 172
China ; ,
Messrs. Smith & Co..
153 Third Avenue
1/2 New York NY 10017
US. A

1 {EHME FAE R A (addresser) § 2 Frfnstp b (55
TRES 1/2 24 GnE R A 77 165 W fs A (addressee)
AFFFHAL. XEER A BERE N T B G B S0 T/EM

2. Hiht AFRIE /DB R T HRFBE, T 5 .=
T RKEmME. MFELE, EEAFTNEK REEITRESE.
BEA R A B M 54 R KRB 4R S (zip code) FiI



2 HMZ B R PR KR

R4, (TS EFE Y R A “No.”. Road, Street, Avenue HI
Boulevard W[ A4 B4R E R “Rd. 7, “St. 7, “Ave. 7 fi1 “Bivd. ”; G5 m%
EIEm CSA e &R L. i, 4 B BT LAE £ Oxdord
St. P EE AT B SR —BRADGEIS RN AR AT
% Remin Zhonglu, Shenzhen,

— A ERER M5 X B HA B F LA%ERE. Biin, New York ¥ER—
AR VA E N L - MEI—MHBHTLUSENY., BB
HAM . H 8RR, I Pa. 8§ Penn. {3 Pennsylvania,Ca. {{,%&
California, BUAFITE B FIINE KBSt 45 & 7R, IBLK A
W HY Vic. {83 Victoria M, ing& ki Que. {£3% Quebec 4.

TSR B % 815 B (window envelope) , Ml {5 R 5 5 it
4 it REF RS L inside address B 7E4h i » (KBRS
JEIESF T HEEAE QBT T,

WERFENEF K ARBHRD. EERHEYSHH /T
=ABFRANETN EHNRFRRX. %ﬂﬁﬁ'%rﬁ}ﬂz
JEE. Fin.

Mr. James Allen, Executive Secretary

and Assistant o the’ President

Martin & Simmons, Inc.

2140 Commonwealth Avenue

Boston, Mass. 02109

U.S. A

HEEBHEN XA 3 SRS Bim.

Brizier & Co.,Ltd

4 Oxford St. ,

London SW6 6DB

U.K.

3. stﬁlk#fnﬂﬁn,llﬁt{*AB‘J!&@ﬂﬂﬁhtﬁ#ﬁ_Fﬂ_ﬂ
oL -



UNIT ONE Layout of a Business Letter 3

OEZREAFHRENSA

Mrs Joyce A. Cavitt

President,C & A Realty

246 Dover Drive

New South Wales 2030

Australia

DOBFHEAF MR WRERR

The Traffic Manager

Benton Printer Company

344 Maple Drive

Columbia, SC 29205

OBHAFEE

Messrs. Harouno & Bros.

Room 411, Osaka Bldg.

1 Soze—cho, kita—=ku

Osaka,Japan

— A A B AE N A ) 2 TR, B I _E “Messrs” (3% 1&
messieurs Je4k () M E) » ARBARIERA B DAL
b X R

A FEANBLEHEEGEHLELA. FEAREHES,
Ak .

SHEMGHATH, AWAE LHE R WHRBE 0.
Registered 8% Reg. #5515 ,By (Via ) Air Mail (g% PAR AVION )i
2s ,Express {5, Immediate (Urgent) & 44, Printed Matter £ K]
5, Sample Post £ 5 ik 44 , Photo Enclosed Py A 1R i » Confidential
. GEHIE T mEI—8ELR, LIS RER. ,

MR FEHHNEAFIREZ DG XM IRZE, FH EEw
A& 4 O, 7= 40 13 85 . Please lift here to inspect
content, XIS HH E ¥ RENAES & L&Y, WP &FK, AlfEEH



4 Shs A RO KR
X M5 |If not delivered ,please return to. . . ,

II . The Letter

THR—HFEERLFEENE AR

(D153k (Heading )

(2) H 4 (Date)

O H 2% 5 (Our Ref. No.)
Xt &% S8 (Your Ref. No.)

(4 bk (Inside Address)

(5) BRI (Salutation)

(6) 5 | (Subject)
(D IE 3 (Body of the Letter)

(8) 4 B E 15 (Complimentary Close)
(9)% 4 (Signature)

- (10) 290 A8 (Reference Notation)
(1) B4 (Enclosure)
(12)$53% (Carbon Copy)

OPFP. 8D




