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CHAPTER ONE
ESTABLISHING BUSINESS RELATIONS

Lesson 1

Self-introduction

E. About the letter.
The China National Textiles Import&Export Corporation obtained the name and address
of the Swedish firm as prospective buyers of textiles. So a letter is sent with a view to estab-

lishing business relations with the firm and explaining in brief, China’s foreign trade policy.

I1. Additional notes: :
l.owe v. J@eeuee HIF U5 HEHE# 10)
We owe your name and address to :--
ARG HHRA B BRI HIX
RUMRETRE
We are indebted to +:+for your name and address.
We come to know the name and address of your firm through---
Through the courtesy of--*we come to know your name and address.
We have obtained your name and address from-++
2.inform v. JEH, O[5 advise B, ¥ HF AL .
1) inform /advise sb. of sth.
Please inform us of the name of steamer.
EEHAE.
2) inform /advise sb. + that/what/which
Please inform us what quantity you can sell a year.
HEREGETHENNE.
Please inform us which model you are interested in.
HERIRNIH T 2R S H 248,
3) Please be informed /advised that



Please be informed that the L./C has been opened.
HEMR A ERIEESF .
£ T3 A] T4 M F inform AA] 5 advise R .
D H[EHREH M.
Please advise the name of steamer.
We wish to advise that business has been done at our price.
Please advise what quantity you can sell a year.
2) AYEAR K shia et
If interested, please advise.
3) BRI RMIT T R AR HRT .
We wish to advise that business has been done at £110 per ton.
AR5 R BARK, RRLLS MR T ##— T o, WA inform $4F .
We wish to inform you that we have moved to the following address.
.avail oneself of... F|H
You may avail yourselves of the advantage of this strengthening market.
We avail ourselves of this opportunity to express our thanks to you for your close coopera-
tion.
avail n. A ;HBL AR
It would be of no avail to bargain with us over the price.
available  adj.  WRIFI A, WA B T LB BIRY
We have sold all available stocks in this line.
If you have anything available, please offer.
availability n.  FIFH (LR, B3] 89 Al g
Business depends on the availability of steamer (with cold storage).
availabilities (pl.) n. AL
We enclose a list of our present availabilities.
.approach v. EER,5---$% (F1 contact B 3L, {8 ¥k 30 1B S B¢ LY contact iR )
You may approach our agents for your requirements.
KT TR, TR RN ALENS.
We had approached the shipping company for booking the space.
BINEFAFAFTBERITRIL.
-handle  v. S EHEERTL) ERGEHHERE, B RHEH deal in,
trade in ,be in the line % ,)
This shop handles paper and stationery.
This shop deals in paper and stationery.
This shop trades in paper and stationery.
This shop is in the line of paper and stationery.
6. acquaint  v.  fEBE,E T, FIAH
TG
« 2



1) acquaint sb. with sth.
We want to acquaint ourselves with the supply position of steel products.
FATEBE — T WM AT

2) be/get acquainted with
We are not acquainted with these articles.
FATX X L/ S AR .

7.enclose  v. EA
FRMTERFE N, B A iA with 2 in.

We are enclosing in our letter our sales contract in two copies.

RERE R Bt R BT SRR 1
57 enclosed fERIBNT, ¥ 1% T/ 8 + (L Z BB RS, TR 125 T4 ok B 15 20
Jei« v

Enclosed are our sales contract in two copies.
Enclosed please find two copies of our sales contract.
3L 22433 enclosed T E 4 17 B » B T8 028 7 1A
8. requirement n.
DR ECH HB, BN of)
DRBEZYERRARYATEEN, E AEE BB for/of)
Good quality is the major requirement.
BRI R EEAER,
Buyers have placed their requirements elsewhere.
LEEMBSITHFEZ %,
Please let us know your annual requirements for/of Walnuts.
B H R BT
9.trade n. B|5.fT
trade v.  WHRG 4E, 2%
MFEANMHA S to trade with sb.
LBFEINE 5 to trade in sth.
Our foreign trade is conducted on the basis of equality and mutual benefit.
They trade in textiles.
10. by joint efforts FLFE]%EF
KUREFRE .
through/by our mutual /collective efforts/with our mutual endeavour.
11.1ook forward to ph.v. HAf%
RE ORI | F A 1,
We look forward to hearing from you.

We look forward to your compliance.

AP BT REE R RITHER.



III. Chinese version of the letter.
WEH

HATAF SR T KRB IR A FITH T RIS MRS R EWEG R,

BRI ERAFRBERIKER, UHES RGBSR K.

RMNEEE E . 2BEHASHEROLES . AEHRAFANRNEGENHGAERT# WK
MERAE HETTHHE DM S ER—0.

ANSRARNIRG H AP AR B B T . — BB R T BT B 7 L B TR SR, X4 ST B
RATH BRI B FF TR T .

ERIFEHAMAS T BRI -REBFTEEHGEN . RITFEEIINEH, GRS
X452 e LA A b 55 R A

Wit B H W BRI 4 .

IV. Key to exercises:
1. Complete the following sentences in English:

1) We are given to understand that you are a state operated corporation handling chemical

products.

2) We approach you today in the hope of establishing mutually beneficial business rela-

tions with you.

3) We would like to inform you that we are at present in a position to supply you with

various kinds of men’s leather shoes.

4) We have established business relations with the firms of more than 100 countries in the

world on the basis of equality, mutual benefit and exchange of needed goods.

5) As you know, a large number of overseas merchants are anxious to do business with

us.

6) We are interested in these articles. Please let us have all the necessary information.

7) We are glad that in the past few years we have greatly promoted by our joint efforts
both trade and friendship.

8) Please inform us whether you are interested in our men’s leather shoes.

2. Translate the following into English .
1) We are indebted to the Commercial Counsellor’s Office of the Tanzanian Embassy in
Beijing for the name and address of your firm.
2) Tt is for the export of our chemical products that we approach you.
3) We hope you will do your best to promote friendship as well as business.
4) One of our customers is interested in your new products.
5) A customer of ours is in the market for Chinese Black Tea.
6) Please let us know in which lines you are interested at present.
7) It requires mutual efforts to promote trade.

.4.



8) As you know, it is our foreign trade policy to do business with peoples of all countries
on the basis of equality and mutual benefit.

9) We are sending you one copy each of our catalogue and pricelist of our chemical prod-
ucts.

10> Our customers are not interested in your chemical products for the time being.

. Fill in appropriate word or words from the list and then translate the sentences into Chi-
nese;
1) buy

B H RS L —STH KB
2) inform, are in the market for

HOVB ST BT T2 F P EELPEEH .
3) advise

HERRG AN KT E BRI ITA.
4) appreciate it

AL E R R
5) mutually

KIMEMBELEMNRAE AR,
6) meet, requirements

HITHRE AW RIRITNTE,
7} trade with, basis

F KNS ORI TR b SN R
8) handles

RO MERZER T &#HE OV S,
9) cover

FEREF 2L Lo B RAFmAM G 5 a—4,
10) appreciate

FATVEE AR B BT — A 5 B4



Lesson 2

(A) Request for the Establishment of Business Relations
(B) A Reply to the Above

I. About the letters.

(A) An importer obtained the name and address of the China National Arts&Crafts
Imp. & Exp. Corporation through another firm. They send a letter to the above corporation
in the hope of establishing business relations and indicating their interest in various kinds of
Chinese Arts&.Crafts.

(B) In this letter the writer expressed in the beginning their desire for establishing busi-
ness relations with the addressee , and to comply with the latter’s request, the writer sent

the price-list covering their exports, while stating the terms of payment.

I1. Additional notes
l.obtain v. #$78
This is the best price we can obtain.
These products of ours have obtained unanimous approval.
HATH X 7= B3R 18 T — B 13T,
203
A. obtain - used for sth. , aimed at
This is the utmost we can obtain.
B. get - used for whatever comes to hand
I’ve just got a letter from Xiao Li.
C. procure - used for getting sth. which require special efforts
In spite of our efforts, we were unable to procure supplies.
Spare parts for this type of machine are now difficult to procure.
D. secure - used when sth. is difficult to obtain
Up to the present moment we have been unable to secure supplies.
Normally,the words “obtain”, “procure” and “secure” are interchangeable, although
there are slight difference in meaning.
obtainable adj. TW[BE|#, AIEMEY
This is the best obtainable offer.
This is the best offer obtainable.
A F (1T 8 TR AS B9 B ARIRMY .
6.



2.1in the hope of + gerund (functioned as an adverbial of purpose) %
They waited in the hope of being able to buy at a lower price later.
We are writing you in the hope that we may establish business relations with you.
3.interested adj. ER%HEBH
TERERS, ISR EE, SR in, BEZFR I, LT UEANEXEE:
Buyers are not interested in your offer.
L EX R MBAENR .,
We are very interested in importing chemicals from your side.
FATRE AR T 3 0146 T P= g AR R B
We are interested to receive a specimen of the new type.
HNEBI —HXFF RS M.
interesting  adj. BEMEBH, BN
Y FVERT | LA R S AT AN o, FEHE AR
The price is not interesting to us.
FAIXF B AR AR,
4.reply n. v. ZBE BENFAt
TERD R F B R reply, R H answer,
X HEHEEE sreply n. /v. #ll to, answer n. 1t , v. Fhlto,
5.various kinds of HFEHY, FHIAEH
“various” is synonymous to the word “different”.
But “different” simply‘ means “not the same”, whereas “various” gives emphasis to “the
quality of not being the same at all times”.
various brands
various articles
variety  n. Fer feh
increase the variety of exports
There is a great variety to choose from.
6. trust  v. FE{E
The word “trust” sounds less emphatic than “believe” so far as sureness is concerned.
We trust you will find our offer acceptable. (FHIEHED
We believe you will find our offer acceptable. GARHFIHEE
7. important business can materialize
materialize v. SEH
We hope the business will eventually materialize.
ERIREFTXLH
business can be concluded/can be closed
business can be put through/can be finalized
8. brochure n. RS

This is a French word, equivalent to the English word “pamphlet”.



Also: catalogue, illustrative leaflet, sample books, commodity list

III. Chinese version of the letters;

(A) BIa#E:
RAFNEFANTLERLFABARAFITEMMA, SHESEARFELLEFX
%.
BRABMERTIZRH#AOTHCEEE, BRI PEEN L LGB, HFRM
g R e s AR,
WRIRF A FAT, AT E T AR KB L% .
s,
# g
B) BHEE:

AHZH KRR Il REZSHATELLE LA,

BRI BRI AR Z R A A RERN G HRERNEE. RN R T #a
(Y AR S E FHE .

Mk KB AT RER L 5 R R 4

E B

IV. Key to exercises:
1. Translate the following phrases into English and fill them in the blanks.

1) We are interested in . Please send us your price list covering this (these) arti-
cle(s).
a. various kinds of paper
b. Model No. 202 Tractors
c. all kinds of Chinese bicycles

2) Your price is too high, and
a. we are not interested in your offer
b. we can hardly sell your products
c. we are afraid that no business can materialize

3) Please inform us
a. in which lines you are most interested at present
b. whether you would like us to furnish any further information to you.
c. when you will be able to supply such goods

4) We look forward to
a. meeting your representative again at the Fair
b. receiving your shipping advice
¢. receiving the samples and pricelist stated in your letter

¢ 8



2. Translate the following into English.

1) We have been exporting sheepwool for over 20 years.

2) If you could make us an offer at once, we believe we would be able to persuade our
customer to accept it.

3) If your prices are reasonable, we are sure we can conclude substantial business with
you.

4) If you can reduce your price by 5%, we trust there is every possibility of bringing
about business.

5) Complying with your request, we have advised our bankers to open the L/C within a
few days.

6) As requested in your cable of October 3, we are forwarding you a catalogue for your
reference.

7) If you find the prices agreeable, please cable us immediately.

8) If you find our quotations workable, please write us so that we can make you a firm
offer.

9) Payment should be made by an irrevocable letter of credit payable against draft at
sight.

10) We are very interested in importing Chemicals from you.



