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Chapter One

The Layout of a Business Letter

Exercises

Here below is a frame page of a business letter. Put in each box its appropriate item. One

of the boxes is already filled as an example.

The Letterhead
The Letterhead The Reference and Date
The Inside Name and Address
The Salutation
The Subject Line
The Body of the Letter

The Complimentary Close

The Signature

The Enclosure




II. Arrange the following in proper form as they should be set out in a letter.

1. Sender’s name: China National Light Industrial Products Import & Export Corporation,
Shanghai Branch

. Sender’s address: 128 Huchiu Road, Shanghai, China

. Sender’s Fax Number: 86-22-26320767

. Sender’s e-mail address: lindutex @mail.zlnet.com.cn

. Date: March 23, 2012

. Receiver’s mane: H. G. Wilkinson Company, Limited

~N N BN

. Receiver’s address: 245 Lombart Street, Lagos, Nigeria
8. Salutation used: Dear Sirs
9. Subject-matter: Sewing Machines
10. The message:
We thank you for your letter of Mach 16 enquiring for the captioned goods.
The enclosed booklet contains details of all our Sewing Machines and will enable you to make
a suitable selection.
‘We look forward to receiving your specific enquiry with keen interest.
11. Complimentary close used: Yours faithfully

China National Light Industrial Products Import &
Export Corporation, Shanghai Branch
128 Huchiu Road, Shanghai, China

Fax: 86-22-26320767 March 23, 2012

E-mail: lindutex @mail.zlnet.com.cn

H. G. Wilkinson Company, Limited
245 Lombart Street, Lagos, Nigeria

Dear Sirs,

SEWING MACHINES
We thank you for your letter of Mach 16 enquiring for the captioned goods.

The enclosed booklet contains details of all our Sewing Machines and will enable you to make
a suitable selection.
We look forward to receiving your specific enquiry with keen interest.

Yours faithfully,
Tianjin Carpets I/E. Corporation

(Sig.)
(Manager)



III. Address an envelope to the above letter.

Stamp

China National Light Industrial Products
Import & Export Corporation, Shanghai Branch
128 Huchiu Road

Shanghai, China

H. G. Wilkinson Company, Limited

245 Lombart Street
Lagos, Nigeria

Confidential




Chapter Two

Establishing Business Relations

Lesson 1

Self-Introduction

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

Additional Notes

1.owe v, @eeeee VAT oo (G ## o)

We owe your name and address to Commercial Counselor’s Office of our Embassy in your
country informing us that you are one of the leading importers of canned foodstuffs.
R SR TR 5 5 [ R AE PR 45 S AL 5 SRR 2 w4 RR A I A0 B TR 77 R Wk 2
BEORZ
FRAHFRIE T A
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...
2.inform v. %0
1) inform/advise sb. of sth.
Please inform us of the name of steamer.
T A -
2) inform/advise sb. +that/what/which
Please inform us what quantity you can sell a year.
T MEEITHE R EE.
Please inform us which model you are interested in.
T VRIS A R
3) Please be informed/advised that...
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Please be informed that the L/C has been opened.
BRI R HIEEEIT
TETHIR) TS, inform AR5 advise #eH:
Please advise the name of steamer.
T A
‘We wish to advise that business has been done at our price.
ZIB AR TT AT 5 DL R BA TR N AR Al
Please advise what quantity you can sell a year.
BN —EHENEE.
2) REAR By shia) it -
If interested, please advise.
IR R, TEE .
3) IR RN T R BRBOK I FIE T
We wish to advise that business has been done at $1,000 per ton.
EABEIR T AT 5 R AT 1 000 3R TTIE AL -
A TR BEAKR, RBINTTAES T #— T, WH inform 47
‘We wish to inform you that we have moved to the following address:
AR TT RAT D LM B T LU Ayl
3. in the market for AHEL T
One important local dealer is in the market for your small-sized oil-saving Automobiles.
L3 — N B AR A AR AR T N A .
in the market SEEVSE
We have been in the Textiles market for the past 15 years and believe that with our reputation
and connections we can serve you well.
BATNEGILRISE 15T, BERNTPHEENN SN, BATAT LA AR5 Bt R 1
k%5
4. approach .
1) BRR; Heeeeor ey (F contact [/] X, {BH#ENEZRN L contact i)
You may approach our agents for your requirements.
RKTHAIMFRR, W REATRAEN SR
We have approached the shipping company for booking the space.
BATE R AR BRRITREH.
2) ¥ ik
The selling season is approaching.
HEFTDARIE.
5. avail oneself of «+++- I H
We’d like to avail ourselves of this opportunity to enter into business relations with you on the
basis of equality and mutual benefit.

BAVE RSN 7T EE A ER SRS KR



avail n. ZCH; #Bh; Fla
It would be of no avail to bargain with us over the price.
TEH TR AT I B = e
available adj. WTLARIRIf, WrCAER g, wT G2
We have sold all available stocks in this line.
BACLLIE T EF R BT A A5
availability n. FIH (N, /5] KA B
Business depends on the availability of steamer.
WSS BU R T RS AT A R SR R
availabilities (pl) n. R LR 5%
We enclose a list of our present availabilities.
TAIBE Bt 27 BT H BT W] B BRI
chandle v. &% CERBIEERM), XR “@F” MUERZ, &E NKIEH deal in, trade
in , be in the line Z%.
‘We understand your corporation handles foodstuffs for export.
BAVT R AR ZE & HkSS.
We are pleased to inform you that we are handling the goods you are in the market for.
ZRABENYRTT ATV IEAE 28 R T3 AR EE I SEFRI T i o
.acquaint v. fFEAE, fFT#E, AR
WHT T A4
1) acquaint sb. with sth.
‘We want to acquaint ourselves with the supply position of steel products.
BTAVEAT— T PR DL .
2) be/get acquainted with sth.
‘We are not acquainted with these articles.
TATR I LR f AT
.enclose v. FA; Ffifff to put sth. inside an envelope with a letter
RRMEREMEA, AN with B in,
We are enclosing in / with our letter our sales contract in two copies.
R M R ITTHES R P4
LD
‘We enclose sth.
A2 HERERELSNY
You will find our latest pricelist enclosed in our letter of May 5.
HZREAT5 A5 BEDH LK HE.
RJAL3 KRR
Enclosed is one copy of...
Enclosed please find one copy of...
Please find enclosed one copy of...
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Enclosed you will find one copy of...
You will find enclosed one copy of...

Enclosed is a copy of our catalog showing the newly developed models of our cars.
Bt PR B _E BT T BB T AR IR — 13 H =
Please find enclosed a catalog covering our recently launched range of furniture.
Bt PR P BT ETTIIR R ARSI — AN H %
9. requirement n.
1) T2 CERRE, RS of)
2) WEZY GRRRYBREERN, HHEH, FEMN for/of)
Good quality is the major requirement.
BRI E MR,
Buyers have placed their requirements elsewhere.
S IE W AT M Bl 2 B2
Please let us know your annual requirements for/of Walnuts.
TS R BRI AR
10. quotation n. A
Y€ “WAr” Y quotation # 55 make, give, send, fax, e-mail Z5AER, /SR ATREH
JviA for, [EEA on, KITIREISLITRIHRAT IS HA 7 of.
Please make us a quotation for Iron Nails.
TEERANTIRERET I #
Your quotation of Iron Nails is too high to be workable.
PRITERET BN K AT AN
ll.trade n R5; Tk v NFERE; HER: &F
FIFEAME S to trade with sb.
2B R i to trade in sth.
Our foreign trade is conducted on the basis of equality and mutual benefit.
BATIIXT S B2 5 R FE P55 AR Al B EAT K
They trade in textiles.
AT E Gig N .
trade relations = trading relations
12. merchant n. FA
businessman / business woman Fj A
dealer F§ A\
wholesale dealer/wholesaler L% 7
retailers FE R
distributor Z44 7
13. by joint efforts J:[R]%4% )

Similar expressions:



through / by our mutual efforts
through / by collective efforts
with our mutual endeavor
14. enquiry n. Hr, WH; #HiH
We are pleased to have your enquiry for our raincoat.
22 ENRTT R T BATHAR WA .
We have received a number of enquiries from our trade connections here for your new products.
TAID L BNX BLIRATE P IR R TR THT i i 4
Our offer will be made on receipt of your specific enquiry.
—REEIRNT R WAL, FATHHRA .
In reply to your enquiry of April 23, we are sending you herewith a copy of our latest pricelist
for your reference.
—WEIIRIT 4 A 23 HsE, RAIRIEERR M &R IT BA BB H R — R Ti2% .
We thank you for your enquiry of / for Carpets.
SRR T O L ) WA
‘We will make inquiries into the shipping company regarding the reason for the delay of the vessel.
AR T2 A R BRI R A
enquire (inquire) v. WK, HA
We thank you for your letter of the 6th enquiring for Walnuts..
BT 6 H BRIk .
We are writing you to inquire about the current price for Carpet.

BRI R IATI
Chinese Version of the Letter

EAMBRNE

Eﬂ)ﬁ%‘:

FATARSE B ML BE AL UK AR D AR 35 S0 5 AR A R AR Sk, JFRMRARIITH IR
KYTL i o

BATEAS L2 HARTT B R DU R R

B —FEEG LR S EE AR AERT THENLERT M, DR
B3 R H AraT EAELR R DR i

I FARATXS AL B B, B, —REBMIRTT R TR, BATE S BT R
W A ATARTT

TR AR, RAT - RERTHLANEN. RIS, fi
HER B TR 5 R
W12 T
£
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III.

Key to Exercises

Complete the following sentences by translating the part in Chinese into English.

1. We are informed that you are a state-operated corporation handling chemicals.

2. We would like to inform you that various kinds of our men’s leather shoes are suppliable at

present.

3. We have established trade relations with firms of over a hundred countries in the world on
the basis of equality, mutual benefit and exchange of needed goods.

. As you know, we have been in the line of paper and stationery for many years.

. We are interested in these articles, please quote us the lowest price.

. We wish to acquaint ourselves with your bicycles exportable now.

. We are enclosing an Export List covering our chemicals.

. We look forward to receiving your quotation soon.

O 0 N N L &

. We are glad that in the past few years, we have, by joint efforts, greatly promoted both
business and friendship.
10. Please inform us whether you are interested in our Men's Leather Shoes.

Fill in the blanks with the given words or expressions in proper forms.
1. buy 2. inform,; are in the market for 3. advise 4. establish

5. meet; requirements 6. covering 7. handles 8. enclosing

Translate the following sentences into Chinese.

WAIF B G RITES KIS KR,

AT DT ERREET .

BB TR DT T R AR B T RATRE B EH .
ENEERTWHEE=T2ET .
EMLETEBEATERNE D, BERESHITHITRE KIS .

TR G AR LA ERITRIIAR ML, BINBESERT, HESIRTE
SR G R R

IS

. Translate the following into English.

1. We owe your name and address to the Commercial Counselor’s Office of the Tanzanian
Embassy in Beijing.

. We approach you today for the export of chemical products.

. We hope you will make your best efforts to promote friendship as well as business.

. One of our clients is interested in your new products.

. One of our clients is in the market for Chinese black tea.

AN B W

. Please let us know what articles you are interested in at present.



7. It needs joint efforts to promote business.
8. Our clients show no interest in your chemicals for the time being.

Chinese Version of the Optional Reading

E—HME
Wa#

ARG B 5 R AR T - S8 b A st 7 B SRR A R 2 E g R B O .

BAMEHMSBEARTERNZE TR EGRESERITE S REA.

AT R—FELT 1950 £, TEGLAMIHOMEALAE, HM#ELSH 3000 HITA
Rifio @IJLERNSS, BATKREEY BT RIMMEEGRE, HERNLENHLNCIE 100
Fo BT THEBRMNEENE &, ROIAENTERTT — BB H X Uts%,

AR ST A R O, BRI T . BT BTG R AR, K AR
Jr A BFORE

R
BIHE
/=
Mot B BE B B R TR K 55 S AR AR REEL B I LR O L —, AR =%
W VRITBEAT BN, BATR TERELERB O —KEE A . BIVERSERITELS
KFo
N TR KRBT R RATRIRE L & dh, BAI BB A IR — i A 1ol H 3. — it
BURIT I AR, FRATHUA 45 VR IR A & o
R A !

£
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