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Chapter One General Outline

:

AENHFREEBERBE—THENNR, HRE —BER,F
HigEER.,
1 Form and Structure of Business Letters 4 FH{EEM4EH
(1) Two forms of English business letters 755215 FHEHHR
AR \
A. Full block form (or blocked style) FF3k (F3L)=;
B. Modified block form with indented paragraph (or indented
style) 4k (BE)HXK.
UTEWERENHEFEEHERRAIFAHBERHS B MENR
#.
(2) Parts of a business letter B FHIEBBEHLEM .
A. Heading {53,
containing the out-going company’s name,address, telepho-
ne,fax or telex numbers @,ﬁﬁ%‘(k)ﬁ\\'ﬁ‘]ﬁ‘]@ R
I EEREESE; o
. Reference number or code H¥ KT ;
. Dateline %1% H#i;
. Inside name and address W{Z (AN) A& B M AL ;
. Attention line  Z2p A esveee;
. Salutation  FRIFeeeeee;
. Subject line ( Re ;)  FREE,
. Body IE3(;
Complimentary close #(&,%B;
. Signature E4&;

h':"‘I(.')"“Kjl'l'ldﬁw



K. Carbon copy notation ¥4,
L. Enclosure (Enc. ) [ij{4;
M. Postscript (p.s.) ME, XK.
(3) Note especialty the opening and closing sentences L HIFE &
FLBHERE. c8 '
A. Thank you for your letter of May 15th telling us thate..
BWRIT 5 A 15 BERME, REBBRBIF oo
B. We've learned from your letter dated on May 15th that «««
MEF 5 A 15 BEREHR KRB oo
C. We acknowledge the receipt of your letter dated on+s«
BT - X B X B BREHBRRER
D. We are looking forward to your favourable reply. B}
RITEE.
E. Your close cooperation in this respect will be highly appreci-
ated. " WFHRFEIFAHEESERTERELM.
(4) Three requirements (3 Cs) HHFEBHEW=EX.:
Clear JH%; _
Conciseness fR1 2 ;
Courtesy  #L%%.

2 Foreign trade terms (business jargons) #PRARE (B W.ER)

e. g. :enquiry (or inquiry) . ##k;
offer (or quote,quotation) IRy, M
counter-offer B {%;
complaint (or claim) E#;
joint venture S
barter trade BR A
compensation trade ¥MEH5 .

3 Foreign trade abbreviations  Jh R 458

(1) On price terms A RMBERBGEE:

2
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4

F.O.B. (Free on board) BESEMHEOX X MMy E3ZHM);
C.I.F. (Cost,insurance and freight)  F| M (X X Hif
A2, R R INE RENT.
(2) On payment terms X3 ff KM LR 1E -
L/C (Letter of Credit )  {Z JiilF;
T/T (Telegraphic Transfer) HLI;
D/A (Documents against acceptance) 7K 3,38 B ;
D/P (Documents against payment) {2354,
(3) On shipment terms & X35 KX 4515 .
G.W. (Gross weight) BE;
N.W. (Net weight) J#H;
B/L (Bill of Lading) ;
TEU (Twenty-foot equivalent unit) 20 3% R 3 IR A
B, BER1T.50),
(4) On insurance terms A X XK 4EE .
F.P.A. (Free from Particular Average) &K ;
W. A. or W.P.A. (with average or with particular average)

7 & {8

T.P.N.D. (Theft,pilferage and non- dehvery) BaRRA

R

S.R.C.C. (Strikes,riots,civil commotions) ZTL.8®N.E
(5) On world economic organizations #HXERLFHHLFNE

&

GATT (General Agreement on Tariff and Trade) XBH 5

B )

GSP (Generalized System of Preferences) Y@M #;
MFNT (Most Favoured Nation Treatment) Bt BE/FIE.

Foreign trade English expressions and collocations (frequently-
' 3



used) H FIHISP FIEIE TR AEAEIE

e g :

to be in the market for ««=  ABRPIL---vee;

to be in a position to do sth.  HFE T FEEH;

to see one’s way clear to do sth.  BEASfILE;

to make sb. an offer foress  [H]FE AR oo #r

to place an order for sth. with sb.  [a] 3 A G =e o 7
to conclude a transaction  H3Z;

to effect shipment  3£4Z;

to cover insurance against All Risks for 11094 of the invoice
value EEEH 110 RRGER;

with regard to  &TF;

for your reference X fk&%,;

for the attention of sb.  F{HIFEA;

prior to «+=  FEeeseee ZHl.

Fo_ERFHITRXBIAE.

5 The purpose of this short-term course is to enable students to read,

translate and write common English business letters telegrams and
telexes SE AT I F¥ AERE.HENBE —HYHE
FHBHEMRE

Requirements ; correct, no grammatical mistakes,and to comply

with foreign trade customs. B3R IEH, R EEESIR,FHAF
BHNAH TR
6 Various kinds of foreign trade letters  #b % 4515 Ay

(1) Establishment of business relation HEIZ A HHXR.
(2) Enquiry (general and specific)  (—fg#yA0 Bk #) f#k.
(3) Offer (firm or without engagement) fR#& (E/FBR)
(4) Business negotiations 5 5 5% .

A. Counter-offer #%;

B. Declining a counter-offer IE#iLE.

s 4 o



(5) Conclusion of business {3 .
A. Sales contract (or confirmation) 4B &R (FBHIAP);
B. Purchase contract (or confirmation) g% &R (B #A
), '
(6) Sales promotion {R&{E.
(7) Order and the fulfilment T HIT,
(8) Letter of credit {ZFHE:
A. Urging the establishment of L/C fEIE 5
B. L/C amendment F{iE;
C. Extension of L/C {5 HEEHI.
(9) Shipment 3z .
A. Urging shipment 4%
B. Shipping advice 3EiZiE%.
(10) Repeat order  ZEi],
(11) Insurance 1%,
(12) Claim  &R.
A. tolodge a claim 2 HEME;
B. to settle a claim  FBJE,
7 Telegrams  EiL 3}
(1) cable form A .
A. Urgent and ordinary cables 2 {13 @ L ;
B. Typed out entirely in capital letters P& E H KEF
BHTED;
C. Charged for words (Every natural word not exceeding ten
letters is charged as one word) , Twenty-two words in mini-
mum.  HFHGFRE-ARCRARFEL 1047
B RIEFHRE N 22 F.
(2) Common abbreviation in telegam % F B R E F(HHE

*&;ﬁ-ﬁﬁ)o €. 8.2
e 5



PLS (PLEASE);
ETA (Estimated time of arrival) it A HY B E]
EMP (European main ports) FXMEEREED;
JAN~DEC —EZ+ZAMEE;
SUN~SAT EHIH EEHIAHEE
ASAP (as soon as possible) —H ;
CANDF (cost and freight)  FANZE 3 ;
FOBST (FOB stowed and trimmed) B B i 62 45 28 A8 f1 °F
i '
(3) To use shortened words EHERRLHR SGA., .8
ATONCE (or SQON) instead of IMMEDIATELY. ‘
(4) To use substance words and leave out structural words, such as
articles, adverbs , conjunctions, adjectives, auxiliaty verbs, pro-
nouns and preposition {3 i i , K HE 17, 1 A L Bl
7357 B AiA By EiA AR R L |
(5) To use words instead of punctuations and signs i L #
HEFSEREMBATS. e.8. -
COMMA,PCT instead of “,”,“%” HXF COMMA,
PCT REEH “,7 EAFE%",
(6) word combination BRiF|HEDf, e. 8. :
OURBESTBID  #75 JF t By B AT 41 5 5
PLSRUSHLC #H#EFH{FHIE.
8 Telexes Hi{% _
Charged on time basis, 400 letters or 70 words per minute. %
B iEI 2R A SR A BE S 400 N F BRI 70 M RF.
9 Difference of abbreviations between telegrams and telexes. Wit
FHBEHEHEETFHXG
— R T RS FHERER , i R E MR,
WM B ERRMK, T HAH QBN R, EFORE
6o



K% B, AR FHERAREY RGN FERERE,E
MHRENEEFREARNRE.
FHl—RREEE X,
DOCS UNRCVYD PLS CHECK N RPL = Documents have not
. been received p[ease check and reply.
BIEEEEH RN ES  ENEMITR.
10 Sales CONTRACT (CONFIRMATION) #E4R (RS EH
w#H '
The main contents & R EEHE .
A. Deqicripﬁons, of a commodity,including the hame,quantity
and specitications etc. {8 ) S VKL, €095 50 4%  JK
ﬁsﬁﬁ%; :
Price terms {8 R 3K;
Port of destination  H fyHbgs;
. Packing %%,
Inspection PR REK
Terms of payment {1 &3+
. Terms 'bf'éhi;')ment %@%5{;
H. Insurance RRR R
I. Force Majeure RA[HIEHRK;
1. Arbitration f{h# %K.
11  Check the L/C in accordance with the contraet B iF : iR1E & [l
R
12 Paper work - B T {F
To make out comtracts,L/Cs,invoices,drafts, packing lists ,B/Ls,
ote.  BMER AL, TR EHE, RS,
13 Oral exams Uﬁt?ﬁgﬁ
(1) Social contacts LK. e.g. :
to meet sb. or see sb. of_f at the airport  HLIFHME;

O myoE
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dinner talks and general greetings B H B 38R,
(2) Business talks (or negotiations) M/ FiR¥]. e.sg. :

about enquity ,offer ,packing and simple claim,etc. 1 F

*d. e EREHENRBEE,

(3) Other topics about domestic or foreign current affairs  FCfth .

i8¢ 24 AT OB 3

Exercise One

. Give the full account of the following abbreviation and then give out
- the Chinese equivalents 5 i} FHISM R4 ER £ 3, HLENTF
R

F.O.A., EXW, F. A.Q., G.M.Q., WWD, FCL, LCL,
TLO, TNC, RSVP,
. Turn the following names of specialized cbmpanies from Chinese into
English 3§ T3 %0k & 19 B R IFMFES

RER AR OAE, PELEREE L OAF,
FEMETEREHOAR, FEEEV=H#EAAF. FE
I EOAR ., PEBRTLS#EHEOAR, PELAY
SO AR, PEEHRERELOAE. BHELEOL
A, ARHEoAR., MEFHOAE., 2FFRELAL
7. HOoHSERHEE OAF.



Chapter Two Warm-up Stage

EFR & RIE I RAENRENE S FRERR S EEF
BB PHREN RS, AEYENREEREERRIMK
BERG , N 4 I B o 7 4 208 5 5 o L 9 2 ST R T IEB
A8 Y B — T4 R — 2 A A E R T 5 360 T WA E, AR
IR 5 S R AR R E LR EEE M B EIHH
fRHIREST
| Business English expressions and collocations (frequently used)
# o E bR v 5 208 S R BN R
(1)as for, as to;
in connection with;
as concerns, concerning;
with respect to; in respect of (to);
with regard to, in regard of (to) ;as regards, regarding;
with reference, referring to, .
A bk SAHA IR B BBERT L ET R,
(2) in accordance with;
in agreement with;
in compliance with;
in conformity with;
in line with,
DA X e iR AT TR B AR R R e —H .
(3) on behalf of;
for the benefit of ;

in the interest of;



to the advantage of,
P EX A AR BBy eee”, e B
...... » UBT e TSR
(4) to avail orieself of this opportunity to do sth. ;
to take advantage of this oppertunity to do sth. ,

-1 AR 8 2 )

(5) to enter into (or set up,establish) business relation with you
METBRIRBXE.
(6) (This item) to fall (come) within the scope of our business ac-
tivities. GXRHFOMFRNLEEH.
(7) to handle textiles goods LM 5 ;
to deal in chemical fertilizer f{LIBERK.
(8) to be in the market for AEM3E;
to be desirous of JREB/BH;
to be in gr}em need of SEHE,
(9) (The article) to be in great demand.  GEH)RILF, BR
Bk, |
(10) to enclose herewith (under covery-a copy of our latest cata-
logue and pricelist  BEER & L—@#R T BB B REMNMN
H#&.
(11) to send sb. sth. under separate cover (by separate airmail)
EB-HERGIHIMZRAERERDFAEA.
(12) for your reference {{RAE¥;
for your study  HEARF R s
for your information EHFF;
for your consideration R HE ;
for your inspection AR ;
for your selection E¥R APk,
(13) to one’s mutual benefit; i
«10 -



