- > SEBZHEEET TR A AR

g
|3

-

P
ol

S,
o ?

S

-""

of;

)
|

“:{ﬁ
&":ﬁ

f

"'ﬁ ommunicative English
__inForeign Trade

INR T PRIETE

E g kEs
ki) ok E

(8 MHeHRox¥ i



E) 4 ES 2R T TR A E RT3

MR R PRRTE

Communicative English in Foreign Trade

F YORBE
B E R KB OEREE L 4
& K F W NEE F2EF
HAEM KA W OB
I kHE4a EFT
AemE ok E
X ARG B R 5 K2 H AL

FE - JER



BEERSAE (CIP) iR

SPRACPRIEE / KR . —Iba: XM
o Kz it 2013

A R AF BB T TR R MR A 1 RSB

ISBN 978-7-5663-0654-8

[. 4% 1. O3k M. OX4MRE - BeiE - 1135
- B SR - b V. DH319.9

T E A B A3 0E CIP ¥tz s (2013) %5 043008 45

© 2013 &£ XPSMRF RS KF HIRAE HRRZ 1T
WAL #REN A5

HNER Z BRECIE
Communicative English in Foreign Trade
Ke& FHh
ﬁ&ﬁgﬁ # AT O v §

MO 2 1 B B N I VI 3
A ERH AR 105 IPESTS: 100029
WML TG 010 - 64492338 R ATHkHLIH: 010 - 64492342
Ak http://www. uibep. com E-mail: uibep@ 126. com

L ESEENRIA BRI A R ENSe BN & AT AT
AR SE: 185mm x 260mm 11.25 Pk 260 T
20134F3 AAbEsE L iR 2013 45 3 A48 1 WENRI

ISBN 978-7-5663-0654-8
E%g. 0001 -3 000 JiF SEAr: 29.00 6 (FIGED



it b ve W

BOA 0 (20061 16 5 SCh3th: “ SRRHAT 5525 7 95 5 RI k£ 5 BRATI 5 & 1 ST
R, ETEEGEAESERUHE AA BRSSO EEA L, #ht L5
W, 3 SERERE. BN AR RS 52 A AT R T AR N A
ISR R “ STl L R T R B 4 A P BRI S VI O, IR IR AR T b it
W, A E AT TR R A A RSB E RN S 5 K2 R
A TE A HR 5P VR R AT ST S

A% R BUBOE I T4 [ R % 5t B T MU 8 25/ 4 0 558 7 160 A
[R5 [EE5R 55 BRI BT s FIE T4 & B ke R R AR
b 25 SEE T R EBR S 5. BV R 53 05 I B TR SR i A 2

K RIS EE R I T4 A |

1. I “ETF IE3ie”

R E BB RN, RO SRR T 1 E B 1
—F R A T TR AR, 15 “ RS — P TAEES IR T AE
FRRTTEATIO— A S R0 THERRIT” TR MR &

2. R REAE

BRARN RO UHTRMEARS S HEE, £ ROl T2E87
MIAA TR KR LR, S ERM2E NGRS, TOIR SRR A A L fi
B, SRR S TS B R RS.

“ o[ B IR T TR OB A AV RBUBM” (VR T R 5 A6 G5 0L I M
b, EATH T BN R R RGO REAE R, (ST RN IS S TR AR
T R TR O BRI, DS T R4 R 0 b,
(RAL T BB AT S S B B . SO IR, BOMILE & E S 0B, WHREERIS
T FO TAR LA SE 7 B Rk e HRBRR MR 2L, TR T R (A (5 F TR
RS ERIIBMIAR. '

AEHPE G A S AR, S RER, SRR, EEERAS
() “RUTRL” o, AOURAE F 8 0ESHEEKR, 1HRAEMVSE &1 TES,
EHN S Gt S HE KA TTRACRTITE , XA B HM %S R ER G T H A1
{RAE .

1



y// XIS

BE RS

7 95 SETE T

SKFH i 95 553 DB B0
] o 7o 9% 27 L R SV
BUHRFIGENE CEMD
BUHMSHERNE CFD

Tl RiFR
b A AT PR ST
RREEFIGE
T )5 S5 55 S5 TE
i AL SE 55 R
Sh R LR

T IR

B B R AR5 55
REH DR RSE S
AL SE 55

H B s B #K 55
WH AL E RS 55
EFPIRIEE L%

A B B L5 BRAIE S I #0FR
7R 45 1 B H
A&

PR 2% ST L1
PRSI BE

oS S iR 95 5 VI o
ity S 135

i i 5K 95 P

o P i SE VI B

PAAHIZ L 55

B B B2 5 5k %5 (XU RRD

[ fr Bt ie RE S 55

K] o i 95 B UE S 55

B AT B 3T 5 P NS E
iS5 RAIE % (FETRRO

FAVERIR, ARIIMARREN, ©HA SRR R B A, B

Wi AR, DEEEMER.

EE, ABEHMAREHSALN PPT RUBULAUBFRR, HBFHFESE (T

FHMLE: http://www.uibep.com).

XM EF RS AF LT
201351 A



A & &I

AEMETHS TAALRE R, RETSEEN 8 MEAPR, &it 8 MEAHS
R, WEREANHALS THEREFPEREZNNA, DHARES . IEEIR. E0ER,
FEHIR. BRBIR. REBR. BiTEE. BERR. B0 TEESE RS D5
R, TAEER. BEXE. AEEE. SBRBR. TR Sag)F8k, 5
AP BEE DB SN A SRR B KA R F PR iREE, RUT¥GE. EFERHFE
K, RARSERFIFF. LRMEET I, B XS5 50k 95 A A AN [ #i BE VI
SGAEERUNE AR R FIFREN . il B4 2 E RN LM 5 2 KB 2K,
BB L TR, £F “SRHAE” MIRN, MNEERZR. HHIR. 81
FEATHAT, RUKGNABDESR, AOEMRE. BEMESERSE, AFH
. LH.

AR R T R E R ST FEHEEL L. MREEERRES L, BF
B e RILEMRERFEE. BRTWIFNFERT AL, B¥EEH.



|lls

Al

Bfi A 4 ER G U AL A S bR 3 5 . SO BB 3 5 1R O A e, BRARAM S A B )
PRI AR B REAN 3 90l LB SN R B S E ORI E £, Skype. MSN. TradeManager
G TRAR I 28 B I VR TR (1) B2 o B4 o e AS BRI B, O BRAR B 5 () BEREAE B
FB. BROBMA S . % A s DiE S5 /E SRR, oI BAR R Sl
SN IHEAE K.

HENIARH 5 TAE RO AChR T B, AL T2F4h &, (5 Wsh. TH FrseEK,
RIS PR N R A R EAREM . B SN R IEE DB S S R BRI
FAFRREE, EEXIAERAM AT ELEG], #— A R AR SRS N AR RARH 53,
MPFAAS A # BE N2 A RN S R A Rl B g . S TAAZEM B AS 53 9F, BRI
Zldl R HHNERAL,

AEMHETINA DAL, BRI 5N 8 MEALER, Wit 8 MEAR S
5, WRENA Y TAEREPEEZENNE, 2H8RES. MEER. (TEBK.
RIEH R BB R RIEBIR. BITHHE. BIEB R B0 TEESHE R0 N3G
AL TAES R, SIS, RS EE. LBE. (TS, a5 0580, &5
N2 3 DA IR B i 45 AR AT 4 BB B, RIS b T H SRR & BRI 455
VERISEREAZ B 75 B BEAS BOTEN N — AN B S 0 BB AT A ST G MR HL, (AT
MBI RE, RAERSEM., st scRMR S,

LgE. E5EF). MH T n#EERCR ARG SR, P EsliEa ks
Hitie. M. BRI SERFEF T BIREM 53] F B MBS EHAT,
CAE St R L, 45 M RIRASTIAEE, B AGES, RIGHSHS.

AHM FomiKIa & AP R ERAIWNF 10 BEGEEM A S tHEHL TR, #8iF
LA IR L AR P 2 ot [ B 7 45 27 B B #0%  FSOPL DR R L B B #
PR UG . RFHUN . R AR SRR (RS8R ) BN . AREHM A BIER
REWH L TAEREREY], DAL ENHALLKRNEFRR, FRNERMEEEMELS
B K AR R DFEF, E KIEFHSEEINS 5 FLFR RN . REMHK
ARG Hw T H R, JEREE. RN . 2. EEE. G, THE. TH%SS
THaNENRS, FealEtR/DM, WM 7 CRIERE TAE, & ESLAN B2 1 ok &
BT TRERAGEESE T EAEMMRE LIRS, B35 T XIE G 5 K7 H RS
FRGRE R K N, RS AW GRS T T IR B, #EOBOL 22 B ) % 200 5t
FEH SRR RO AEM MRS, Lt RN RO HR U .

HF g AP AR, MRFAERRMA L 2L, BiFER. AR KiEE x5
PAPAEMIAL, G LERIEAERD, G .



W 15 VR

FEFHENE . FEBCATR, S HE J  B A ST R 5 R A R
B, WERIMNREEMBZE.

AT EHINE S, WANECERIE T ABM BRI, SR AN A EA
Uife M PRUEBIMHRAGIREE , T ERBUTIUE W IF R SLIEW IR E (e ®) =T

P, FATHAE 48 /NN A hiRMF, S BUMRAEH P 2 #, EA M T
B,

BEAN:

Hoht: dERTEARH X BB A 10 5 XWANR T 5 Ko AL T 5 5 53
fE4% . 100029

HLi% . 010 - 64492342, 010 - 64493877
E-mail; uibep@ 126. com

uE W
2ZERH Rz B S L T L
I OT B R, R X2 B B 5 K AL AR

($2. 1B8) fERARRBREN, BRET A

3£ B, FER A

FRBNE ZRG EARREN AR

FZURBMB 5 7573
o Ak
e G-
[ 2 LIS -
F L
HL TR A -
R I UE A
PEERHI - (%)
B/ & ELE: (%5)
(BE/ BRINVAEANTE)

201 A H



Contents

Scene One Getting Customers ............................................................................................. 1
BaSiC Knowledge .................................................................................................................. 1
work Background ................................................................................................................. 1
Section 1 Speaklng ............................................................................................................. 2

InVitation to Canton Fair ..................................................................................... 2
SeCtiOD 2 ertmg ............................................................................................................... 4
EStabllShlng BUSineSS RelationShipS ................................................................... 4
InVitatiOﬂ to Trade Fairs ..................................................................................... 6
Sales P OO IO+ # v v e s s ettt 7
Section 3 Real Practice .................................................................................................... ll
Practical Skllls .................................................................................................. 11
DO lt by Yourself .............................................................................................. 13
Task of Practice: Search Buyers on alibaba.com by Key Words:«-«----esseseeeeeeee 15
Exercises ........................................................................................................................... 1 6

Scene 'I‘wo Talking about the Price ................................................................................... 21
BaSiC Knowledge ................................................................................................................ 21
Work Background ............................................................................................................... 2 1
SeCtiOﬂ 1 Speaklng ........................................................................................................... 21

Talkmg about the Price of QQ K ateg reereremesenimiaiii 21
Section 2 ertmg ............................................................................................................. 24
General Inqulry ................................................................................................ 24
Speciﬁc Inqulry ................................................................................................ 26
(0] 5 1= R P PP P PP PP PP PP PPPPEPPEPED 28
Counter Oﬂ"er ................................................................................................... 30
Counter-counter Offer oo oo 31
Acceptance ANA Order «vrrmeerrrrrrrr i 32
Section 3 Real Practice .................................................................................................... 34
Practical Skills: How'to Post New Products on alibaba.com? -«+ss-seeseererserreeeeees 34
Do It by Y OUTS @+ e e 37
Task of Practice: Make Offers Based on FOB, CFR, CIF Termg:«sweseeereereer 39
ExerCiseS ........................................................................................................................... 40



V// &S

Scene Three Talking about the Paymient -+ ettt 47
"Basic KNOWIAe -+ wrerererrerssrmttntiiis i 47
WOTK BACKGIOUNA -+ sttt 47
SECHON 1 SPEAKIIIG:++++++++eesesessesessssmssisties it s 47
Talking about the Payment «++ s wesssrssmmsssessssesssnissssss s s 47

SECHON 2 WL +++++++sresreresseesserssesssse st e .50
Urging Establishment of L/C -+« teseeressssmssssisiiiniisiii i s 50
Amendments to L/C «+seesssrererrererammniiiiiimmmiinmtsissimmsesss 52

EXTERSIOn OF L/ ++esossssssonsavnsanessuromsssutassasossssssostassssssssssoasspporsspsaserssans ssasaspasans 54

Section 3  Real Practice ««:++sstsessssrsertassssorsostisacsassssssssarassassssssatasssasessossasnnsesssasssssissasassessnns 56
Practical Skills: E-mgi] ssss«+ssssssmssmmsssssaiessrassisssmsvassovssssssonnsisisasisssasssnsissmsnsas 56

DO Tt By YOUTS@If = +++seereseeetsssstsissiisiititistit i e 57

Task of Practice: Make the L/ C against Risks -+« s eseseessssmnsenmnsinieiiinns 60

B T G w5 555445505 3 008 e 4 AR 4 A S H RSP0 S A 93 E SRR B ST A S S AT s SRR SRS 62
Scene Four Talking about the Shipment ........................................................................... 69
Basic KNOWIEdge -+ +veesrersmmsmsentsii 69
WOTK BACKGIOUNM 1+ rstestssts s s 69
SECHON 1 SPEAKII: ++++++sersrsersrs s sttt e 69
Talking about the ShIPMENt -+ +wsresrees st 69

SECHOM 2 W eevsreesessess sttt e 78
Mode Of TranSPOItALION - ++-+stessstrsestssssmssstssiimtsistt 72

Date Of SHIPMIENE:-+++wsseessestsisiitiiit i 74

Asking to Allow Partial Shipment -« ++s-tesesesssrniii s 76

QeCtion 3 Rl PLACHEE «=-weoreeerssssrarercscaessnsiaedioboss cansssrssancronessaesasonsasssassssssarnsiasssnsssssansanss 78
Practical Skills: Online Chatting Tool: TradeManager <= ««--=-sseerreeseneeesenees 78

Task of Practice: Prepare a Bill of Lading: s, 81
FXEICISES:++++++++eeeeesessasssnnsertssenisesssosivsrosnasissssnnsnstossessssssssnssnssssessssssnsseseesessissssnntssnsssssssanaiis 3
Scene Five Talking about the PACKIIg -+ wwreessrossemssismsnsisnsss e 89
Basic KNOWIEAe s terreseereretiimtii i 89
WOTK BaCK@IOUN ++++++++sseetsestmtusi sttt 89
SECHON 1 SPEAKIIE: -+ w+reesrerees e renms et s 89
Talking about the"Silk Garment Packing: -+ +ssssesssesrsrssissmsisssssisnisssissssinss 89

SECHOM 2 WIILIIE #+++r e esee e e 92
About the Way Of Packing «+:++++sessssssessiiimmimniiiiis s 92

Packing of POWAEr GOOMS « s+ +eseesessessmsssssmsins sttt 94

Packing of Fragile GOOds «++++«++twststetestestsimsiis ittt 95



Contents “

Qoclon 3 IREa]. PEaehiEn: 16 aeis 5 snsasssssans siriar st 554 s eI S a o SO TR T AT AR bah b esms e 99
Practical Skills: Online Calling Tool: SKype - ++ssesesseressmssisssnmsmsinisiniisinens 99

Task of Practice: Prepare a Packing List -« eessesseseesinsiniininnsisiiinns. 102

ExerCiseS .......................................................................................................................... 103
Scene Six  Talking about the INSUFAMCe s tseseterrsiesimiii s 109
Basic Knowledge .............................................................................................................. 109
WOTK BACKGIOUIA -+ tseeststesemtet s s 109
Section 1 Speaking ......................................................................................................... 109
TalKing aBOUL INSUFANCE: -+ ++x e wssesrssssrssesstinsesssss st e 109

Section 2 ertlng ........................................................................................................... 1 12
AsKing for FPA INSUIANCE -+ +++++++ssessrssessustostastustintsisi ittt 112

Asking for All Risks and War Risks: st 113

Asking for Amendment to Insurance Term in the L/Creeeeerreermresimmnsnsece 115

Section3 Real Practice sssssssssasviesssimsens sossrnissasasiesasssysesasmisssiess ssosmeyssssnisss asimmnimessssss 117
Practical Skills: Online Communication Tool: MSN:«xeeressvesesimcimnienen. 117

Task of Practice: Prepare an Insurance Policy:« s sssrememmessssnininisni. 118

Exercises ........................................................................................................................... 1 20
Scene Seven Signing the Contract ................................................................................... 125
BasSic KNOWIEAE -+ +strrresermermies ittt 125
Work Background ............................................................................................................. 125
SECHON 1 SP@AKIIg: +++++wswerrsssreesesssser sttt s 125
Slgnlng the Contract ....................................................................................... 125

SECHOM 2 WEIHI ++ e eeres st s 128
Draﬁing the Contract ...................................................................................... 128

Reply to Drafting the COmtract: -+ wtsseesms et 129

SECtion 3 SAMPIE COMLIACE +++++++++srstssrsrsssrrstssrs st s 131
Sectiond Real Praclice s ssmsesssmremss o soem i isiss5se3es os e i s TS Geaseas35 134
Practical Skills: B2B websites INtrodUCtion =+ +«+«+++srssesrsssssrsrssismisiianiesineanns 134

Task of Practice: Draft and Amend the CONLraCt -+« +=++++-ssssesrserseersrerueniasnus 136

IO R e 0 B e B B 8 A A R L A SR AR A S O U SRS 4 PSS LS 3 T A S 137
Scene Eight Talking about CLaiins -+« ettt 145
Basic Knowledge .............................................................................................................. 145
WOTK BACKGIOUIM ++++++++++ ettt 145
Section l Speaking ......................................................................................................... 145
Talking about CLAIms -+ w+seesswssrssmssensessiiiritis i e 145



y// &S

Section 2

Section 3

Exercises

References

WV e s 148
Clalm for Bad Quahty .................................................................................... 148
Claim for Short Welght Dehvery .................................................................... 150
Claim for Bad Packing ................................................................................... 152
Real Practice «««---serrsrrrrrrrmm e e s s e 155
Practical Skills: Process of International Trade «::«+ssssesesnesssssssssnssesssnsinnsinn [ 55
Task of Practice: Analyze the Case of Claim =«-rorrrrerrrmrererrrmimmimiien... 161
......................................................................................................................... 162
......................................................................................................................... 16‘7



Scene One
Getting Customers

" Basic Knowledge

When vocational college students graduate from their business major, they will try to get
their jobs. Most of them will work as foreign trade salesmen. The first working step is trying to
get the foreign customers. This step is to establish business relationships. It is a beginning of a
successful business. It is the most important work to establish business relationships with
customers from a new or old company. It is helpful to win new customers and to enlarge the
business and it is the key step to develop business and win benefits.

Both the sellers and the buyers are making efforts to get the contact information of the
other side. Most common ways of establishing business relationships are as follows: Internet
advertising, searching customer information online, posting products with detailed information
on B2B database websites, such as alibaba.com, ecplaza.net, made-in-china.com, ec21.cn,
commodity fairs exhibition, business delegation visits, friends introduction, etc. You may also
contact the customers through banks, embassy, counselor, foreign branches to know some basic
information including credit status and business situation as well as the business capability. In
the Information Times, almost all sellers and buyers are doing this effort online. There are
basically two ways for them to get the contact information of the other side: First, search
information online through search engines and databases of the B2B websites actively. As a
seller today, this is the most important way for them-to get the buyer. It is not so easy for a
seller to receive an enquiry from the buyer just because it is in a buyer’s market with more
sellers and less buyers in recent years. The buyer is easy to get more suppliers with competitive
sellers waiting at home. Active struggling is the best way for the seller to do! Second, the seller
should post products online and wait at home for buyers’ enquiry. In this case, it is more helpful
to get a sincere buyer and get more successful opportunities.

W~ Work Background
Mr. Wang Dawei is a new comer of Weifang Kite Plant. He just graduated from Weifang
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Vocational College, and his major is Business English. He was provided a table with a laptop

online and an Alibaba account number. Of course, he was given a task of sales amount
USD35,000 for the first year.

One day, when Mr. Wang Dawei is searching buyers on http://www.alibaba.com, he met
Mr. Smith online, who is the manager of Global Trade Company, Kite Branch, England. They

were talking through TradeManager online now. They made a dialogue on invitation to Canton

Fair and wrote some e-mails.

[ Section 1 Speaking

% [nvitation to Canton Fair

Seller:

Buyer:

Seller:

Buyer:

Seller:

Buyer:

Seller:

Buyer:

Seller:

Buyer:

Good morning, Mr. Smith. This is Mr. Wang from China. We got your name and
address online. We noted your kites-buying information today. We are manufacturers
of Weifang Kites. I hope you have interests.

Nice to know you Mr. Wang. Surely we are looking for suppliers of Chinese Kites
recently. So glad to get your phone call for this matter.

Great! We can surely meet your demand. We are one of the biggest kite plants in the
world-renowned Weifang Kite Capital City.

We are one of the most powerful wholesalers of kites in Europe. We wish to establish
long term business relationships with your plant in the future.

The same idea. We will offer you top-quality kites in excellent designs with competitive
price then.

Wonderful! We should negotiate more details further. I will surely visit your plant
ASAP.

The 111st Canton Fair will be held on April 15th, 2012. One purpose of my phone call
today is to invite you to participate in this fair. New model kites will be exhibited on
the fair.

Thank you. I will surely go if there is no unexpected event. It will be my first time to
China. Wish to get your help and wish to receive your invitation letter for visa
application.

I will send you the invitation letter tomorrow and I will arrange for your coming. I’ll
meet you at LiuTing Airport in Qingdao then. Please give me your flight No. and
detailed schedule if you have.

So nice you are! I am sure we will establish the best business relationships. Wish we
have a successful cooperation and get mutual benefits. I think we have a happy

talking today. And so long time past. It surely wastes too much of your phone cost, |
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think. Sorry.

Seller: This talk is excellent for value. I talk with you by Skype with almost no cost. Thanks
for modern internet technology.

Buyer: China is developing so fast! Look forward to meeting you soon.

Seller: Contact me at anytime. Leave a message online. My TradeManager Account: rong123,
MSN: abc@hotmail.com, QQ: 65578401.

Buyer: We are golden member of Alibaba too. My TradeManager No.: goeurokites115. Add
me as your partner at anytime. See you later.

Seller: Thanks. Keep in touch. Goodbye.

Notes

1. Canton Fair J” &
A *{4: Chinese Export Commodities Fair ¥ E & v fd X H4a, % 101 BE L HREA
“pE#HTHLRHAL” B “Chinese Import & Export Commodities Fair”, %45 4
AISBE5A58/10A158£11 A 4 BaAKAFES MBET. T REAES
ZHRAT, BHHAFARGARCE. LYEBMNALREK. BRRS. AR K.
ARt EREe. EEHRS . AXHRBFHESHREGRY &2,

BH VAT AR Kk % AR
China Dalian Import and Export Commodity Fair ¥ B Kif#th 0 o H4&
State Ministry of Foreign Trade and Economic Cooperation & R M2 7% %) &4 3¢
Northeast China Area and Inner Mongolia Export Commodity Fair ¥ E AitAh £+
HUBRRHE
China Machinery and Electric Products Import and Export Chamber of Commerce ¥ E#L
St o He
China Hardware, Mineral and Chemical Products Chamber of Commerce ¥ & & # 4t L i
BoFe
China Council for the Promotion of International Trade ¥ B % {2t £ i &
The Online Chinese Export Commodities Fair 4P B v # & L 54
Ministry of Commerce ) 43
China International Electronic Commerce Center P & B Fr b, F & & &

2. We got your name and address online. KA1 M _E3KAF4R116948) 8 #fedbhl,

3. manufacturer % * 7
AT #rehi8iE A . buyer £ seller &£ # supplier #5% exporter i 2 # importer
# 2 # trading company % %3] broker ¥ 8 # service center R4 ¥ & agency
KRIEH distributor 545 % wholesaler 3K # retailer EE &

4. Weifang Kite Capital City #3553,
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WH: £ “World Kite Capital” ,(#FREFA), F54654 A 20 B AFEHARRX
ARFL. K%

5. long term business relationships & #ik 4% %

6. We will offer you top-quality kites in excellent designs with competitive price then. /&8
RMERBBERIPHE, A LFH, RERFORE.

7. ASAP=as soon as possible AT fE 43

8. visa application 24 §

9. LiuTing Airport # 5 A F .3

10. mutual benefits & & & #|

11. excellent for value #74 F{

] Section 2 Writing

&\ [E stablishing Business Relationships

When a seller gets a buyer’s clear information, he will write his first letter to the buyer for
business relationships. When a buyer gets the seller’s supply information, he will also write his
first letter to the seller for business relationships. If one side cannot get the information quickly,
he will post his messages online waiting for some responses. All these letters should be taken
careful consideration for the first impression.

Specimen Letter 1: Establishing Relations

Dear Sirs,

We got your name and address online. We know you are a wholesaler of kites in
Europe. We are manufacturers of Chinese Kites in the Kite Capital City—Weifang. We may
offer varied designs of kites in different colors and sizes. Details see our website
http://www.wikites.com.

We may send you samples later.

Wish you have interests for further negotiation.

Waiting for your response.

Best regards
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Wang Dawei

Weifang Kite Plant

Add: 35, Weizhou Rd, Weifang, China
Tel:86-536-8881234

Fax: 86-536-8881235
E-mail:kite@wfkites.com

Writing Skills:

How did you know me?

Who are you?

What are your products?

Where are you from?

What advantages do your products have?

What is your website?

How could I contact you?

Specimen Letter 2: Response to Establishing Relations

Dear Sirs,

Thanks for your email received this moming. We have a plan to buy Weifang kites in a
large quantity. Pls offer your products catalogue and price list for reference. Each type
should have detailed specifications.

Wish to have successful cooperation and mutual benefits.

Faithfully,

Mr. Smith

Global Trade Company, Kite Branch
Tel: +44-(0)-8707-353666

Fax: +44-(0)-8707-353667

E-mail: info@globaltrade.com
Website: http://www.globaltrade.uk

Writing Skills:
e Thanks for your contact

e We are interested in your products



