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Chapter 1
Establishment of Business Relations

Introduction

In international trade suppliers and buyers usually do not know each
other before transactions. They are in search of each other before transac-
tion. The first step for both to take is to establish and develop extensive
business relations with each other, during which course one should get to
know the other’ s credit status, business scope and ability, and attitudes
of his clients. There are four main channels through which he can inquire
about the above information: a) banks b ) industrial and commercial cir-
cles ¢)his country’ s commercial institutes in foreign countries d ) foreign
commercial counsellor’ s office in his country. The commercial institutes
of his own country can provide the most reliable information. Besides, he
can consult the advertising literature issued by business organizations a-
broad, newspapers, journals, advertisements, or the firms in the same
line, to acquire the names and addresses of the firms with which he
wants to establish business relations. -

Having been informed of the names and addresses of the firms he
can write them demanding to establish business relations with them.

This kind of business letters usually begins with how and from which
institution he has got informed of the names and addresses of the firms he
writes t9. Secondly he may express his wishes and requirements: to estab-
lish busgipess relations, to deal and to cooperate with them. Thirdly he is

to introduce something about his own company, e. g business scope and
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operation, distribution of its branches. Fourthly he may, for the conven-
ience of the other party, provide references as to the credit status of his
company. Then, lastly, he may write what he needs or what he wants to
sell.

A letter of such kind should be replied immediately whether the re-
ceiver can comply with the sender’ s demand or not. This will lay the
foundation for the transactions in future. A tactful decline is much better

than delay in reply or ignoring.
Letter A

Shanghai Branch
China National Import &Export Corp
Shanghai
China
April 5, x x x x

W. H. Wallace & Co.
176", Louis Street

Croydon, England

Dear Sirs,

On the recommendation of Messrs. William & Co. Ltd. , London,
England, we.have learned with pleasure the name and address of your
firm, We wish to introduce ourselves to you as a staterun corporation
dealing exclusively in light industrial products and willing to enter into
business relations with your firm on the basis of equality and mutual ben-
efit and exchanging what one has for what one needs.

To acquaint you with the goods we handle, we are sending you, by

separate airmail, a commodity list and several sample books for your ref-
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erence. If you find any of the items interesting, please let us know as
soon as possible. We shall make offers upon receipt of your concrete en-
quiries.

We await your early reply.

Yours faithfully,
( signature )

Letter B

P. S. RHINES 7 COMPANY
249 Eddy Street
San Francisco 2, CA
U. S A
July 22, x x x X
Messrs, Ishida & Company, Ltd.
Tokyo, Japan ’

Gentlemen ;

Your name and address have been secured from our Chamber of
Commerce who stated you are interested in forming import and export
connections for various commodities and products.

In the event you have not as yet established definite connections,
we would like to have you consider ourselves. While our firm was origi-
nally established to act as distributors of Industrial Machinery for our do-
mestic market, a recent change in management has also changed the
firm’ s policy with regard to distribution,

Due to the many years’ experience of the writer in Foreign Trading,

we are interested in building suitable and lasting trading connections
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throughout the world. Long established direct factory connections allow us
to be most competitive in many lines and especially in our industrial ma-
chinery line.

We would also like to handle one or two good lines from your coun-
try which could be distributed throughout the United States at competitive
prices, and which would be conductive to establish a steady supply and
lasting market.

We should be most happy to receive a reply from your good firm
outlining your views, desires and proposals, and how in your opinion we
could work together to our mutual benefit.

If need be, we are also in-a position to act as your United States
Purchasing Agent on a commission basis.

We now await your early reply with interest.

Very truly yours,
P. S. RHINES & COMPANY -
( signature )
P. S. Rhodes, Jr, Manager

A Dialogue

Black: How do you do? I am from the Pacific Mechanical Compa-
ny. My name is Henry Black. I’ ve got your name and address from the
Commercial Councellor’ s Office of the Chinese Embassy in Rome. Here
is my business card.

Zhang: Thank you. How do you do, Mr. Black? I’ m Zhang
Jie. Please to meet you. Take a seat, please.

Black; Thanks, Mr. Zhang,

Zhang: Well, Mr. Black, I’ 1l assure you of our best attention. From

your business card, I can see your line of business is wholesale suppl-
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ying.

Black: Yes, our speciality back in’ Italy is wholesaler supplying of
screws, bolts, nuts, pins, studs and that kind of thing.

Zhang: For wood or for metal?

Black: For both. Now, do you make machines for producing such
things?

Zhang: Yes, automatic, semi automatic, and manual.

Black; We’ll want automatics. Where can I see some of your ma-
chines so that I can get a better idea of what you supply?

Zhang; We have an exhibition hall not far away from here. Would
you like to go there right away? I have a car outside.

Black; Ok.

(They go into the exhibition hall)

Black: After I have seen your exhibits, I should say your exhibits
have left a deep impression on me. I’ ve found some of them fine in qual-
ity. I’ m especially interested in your pins and studs.

Zhang: Our products are known for their high quality. They are al-
ways in great demand domestically and abroad.

Black ; May I take the quotation and pattern books so that I can ex-
amine further?

Zhang: Of course. How many copies would you like to have?

Black: Six, please. I’ d like to airmail some back. I’ m sure 1’11
come here back for another meeting.

Zhang; Fine. Call again any time you like.

Black ; I surely will. Goodbye.

Zhang: Goodbye, Mr. Black.
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Word List

recommendation [ rekomen’deifon ]n. #EFE, MR
Messrs. [ ‘mesoz] = messieurs, Mr. FIE %
pleasure [ ‘plefa n. E%, M4k

firm [ fo:m ] n. S ,AH

staterun adj. EEH#

stateowned adj. EHER

stateoperated adj. FE R

deal [ di:l ] vi. &8 KX

exclusively [ iks'klusivli ] adv. &K HE—H
equality [ i'’kwsliti ] n. F4§

mutual [ 'mju:tjusl | adj. FHEK

benefit [ 'benefit ] n. F|25,iF4k

handle [ ’hendl ] v. 2% ,3%E

separate [ 'seporit ] adj. SRR, AAHEK
commodity [ ko'moditi ] n. Bidh

list [ list ] n. H®,—¥3FE

sample [ 'sa:mpl ] n. FES,

reference [ 'reforons | n. &% S

item [ 'aitom ] n. B , &2 ;M

offer [ 'ofo ] n. & v. X, MM

receipt [ ri'si:t ] n. WS, s ; I3

concrete [ 'konkrit | adj. BRRY, BIEH)
enquiry [ in'kwaiori ] n. %%, /A
mechanical [ mi'kenikl ] adj. PLIRAY; FITERIER; NEK
councellor [ ‘kaunselo ]| n. %% ;EiA]
embassy [ ‘embosi ] n. KEIE
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line [ lain ] n. Bk ;G

wholesaler [ 'houlseila ] n #A R

screw | skru: ] n. $RZ45T

bolt [ boult ] n. ¥RET; ([T %FH/Y) HtH

nut [ nat ] n. $25798

stud [ stad ] n. $H4T: DCELAREE

automatic [ ‘o:to'matic | adj. B3I ; VIAS

manual [ 'menju;al ] n. FLMH;AFH

impression [ im’prefon ] n. BN ;AR

quotation [ kwou'tei fon ] n. Rt

secure [ si’kjuo 1 vi. R ;{RAL; R

chamber [ 'tfeemba] n. W& ;& ;&0

commerce [ 'komas ] n. BL; R 5

distributor [ dis’tribju:ts ] n. 2485F;HEH

domestic [ do'mestik ] adj. EHK;E™K

competitive | kom'petitiv ] adj. THH);FEFHER; LUK
conductive [ kon'daktiv ] adj e AR A L R E o i)
steady [ ‘stedi ] adj. FRE K, AT

proposal [ pra ‘pouzol ] n. (ERILYEM) R ;W

Additional Words and Expressions

department store T $¢Hi /i chain store ( 32) BRE R ; RO E
multiple store (%) BRERIE supermarket L T

mail order store HFBIRGIE shopping center S H.0>
variety store (%) Z1%E grocery yin (J&) #¢I%E
drug 25J55 bazaar (KT EM) T

boutique 12 H 3 Al ARG stand; stall 57

enterprise 1MV concern R§17 .44k
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establishment 28], 4\ incorporation R}/ 7]
trust company {g+E/ ¥l holding company &/ ]
joint stock company B AR/ H] subsidiaries /A 8], 53 H)
international group EPREFI /AR  multinationals B E/A ]

consortium [E FRtHl conglomerate Bk & K4k
head office £\ H] sub branch ¥/\ 7]
circular letter F V3 PR pamphlet /MEF
nomenclature H 3 brochure & 8%E1T/INIFF
catalogue B H 3 service manual #:/EF

Notes To the Text

1. On the recommendation of Messrs. William & Co. Ltd. , London,
England,---

ARFEERH William FRRARREE -

2. as a staterun corporation dealing exclusively in light industrial
products.

ER—FRENEERTITRNEELH

3. on the basis of equality and mutual benefit and exchanging what
one has for what one needs

VST, EA TRER

on the basis of ZE:«--- B ZEA

What one has for what one needs /& exchange [JE1& M A], 1M
what one needs W2y for FIEEIE N 5]

4. We are sending you, by separate airmail, a commodity list and
several sample books for your reference.

R BMFR S ERERTS%,

by separate airmail = under separate cover 5 Hf, 5 7, M FE/R
“BEPE” , 8] LL A under cover BY, enclose
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for your reference AR &%

5. We shall make offers upon receipt of your concrete enquiries

— W BRI B AR, BT RI AT R4

upon receipt of sth. —Ii{F]--- --- -7 RRTIRE

concrete enquiries ELA]#& (3£ R, unit Two)

6. Your name and address have been secured from our Chamber of
Commerce.

T NI AR Bt w2 7R Bk

7. In the event you have not as yet established definite connections.

NN REAMHTEEER S

in the event (that) ... ¥5|H&MEMRIEMNA],

8. Our firm was originally established to act as distributors of Indus-
trial Machinery for our domestic market.

FAFFELE&E TR EARNHETE LS

9. Long established direct factory connections allow us to be most
competitive in many lines and especially in our industrial machinery
line.

BT SES ZRNKPEERR, RITEF ST, CHERE
T I BH ST .

10. We would like also to handle one or two good lines from your
country which could be distributed throughout the United States at com-
petitive prices.

KT EEENREREO— M RR™ &, UARSFIRMIEE
KEHE.

11. We are also in a position to act as your United States Purchasing
Agent on a commission basis,

Besh AN A BE USRI &R AT LR AAEXEHRE
R, |
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12. I’ 1l assure you of our best attention.

BAT—ERNES .

assure sb. of sth. [ 3 AfRIE () 3 B3R AR (BB
HIEE

13. fine in quality JEB¥F = good in quality [RELF

high / excellent / superior in quality 7] 82X & 5"

inferior in quality MR “ REMKE”

14. May I take the quotation and pattern books so that I can exam-
ine further?

RO FEREHE S ERAREHTREEESR?

pattern books 7 /& [F] sample books,

15. Layout of a business letter--- B k{5 2R f9HE

Bl fE R —REF T IR

(1) &3k (letter head) : f5 3k — AR FREIRIFH, EHEHT
EEANNARTSAHRMbIE, BiFSH, BRES, T ARD
(code) , B fEFMEE SHEURLEMILFER, REAFANATAR
& R EBEBITAEEN. I THREGFHFBERIRIIEREBL
A, BB TEFEXT, /7% T Bk 7 EIH %5 (Reference No. ),
G5 T4 IR T RS BT S o

(2) B3Yi(Date): B BN R =217, HHNNE, HH—
BITEGLTRA LA PR ZER) WEFTITEL LM, H
B B A VETMROFHS CGEEIR) TR VB VET R
WRHES (EE I H) ; BT o LU FEGE

1 :5" October, 2000 5 October, 2000

8¢ October 5, 2000 October 5, 2000

FEAMTEREN ARZHES,

(3) HA174 Ftulik (Inside Name and Address) : ;X R4S A
B T FR T , $TE 20, — IR H ARSAT . (B8 R BUR L BT
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R EVE MR F 2 At B AR B T

FEICAF B A —RE T 5 UER 4

O gSHmE (k) 5

Qi 4

@E M (4) 2 KRB 45 (Post Code B, Zip Code)

@HEZ

HHRRERBRERZIREN, —EBET B RLNES, B
Ht R EFE— 2RI W RE L. RPN LR
RZ, - BERT  BEARS L, A“Mr. " “Esq”. ;g A A%
4+, F “Miss” “Mrs. ” B “Ms. ", “Mr. ” [ BE 8 & Z B, IO
“Mr. Brown” ; Tij “Esq. ” M FE 82 Z )5, I I —32 5, &0 “ White
Esq. "o {H“Esq. "ZAEXE AR FREAFH, MEE, BT KES.
s AH BRFR KIS, 384 5 A L IRBRARIF, 40 “ Dr. Smith”,
“Prof. Brown” 5§, “Miss” I FRIEFLF,“Ms.” BFEB/LF,
“Ms. "IAZIBERK . Hit, EARBEANSERENE, A
“Ms. " HBZ. BLIERH, “ Messrs. ” —FAE Xt A I BLHR, B
FMRER, ERERAAEARMNARH ANEZHRN, 4B
o

il : Messrs. Black & White Co.

Messrs. Johnson & Co.

HAETHER T, BEA R AR B AR 22 H, i AR i
“Messrs. ” , 1 ;

(1) ERARIPRAKE ARG

Mr. Charles Snow Robinson & Co.

(2) AREHRFERAELRE,

Dr. Graystone & Co.

(3) ARIBREAE L “The”

The Wales Machinery Co.



