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( Business Negotiation)
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P -

(M) ERFZEIWEZREF

— ARG AL T S e R P R RS 5 K AR MRS S KRR RIE
2 R AF I — 7 PRI i — 5 Y IRARAS BN 75 22 7 (0 A4 AR ANt ik, F 24 00 20 A5 R A IS, ) % 7
Ko NIl 55 S AE AR PR — R LA LA

(1) Where you get the information about the person or company to whom you are writing the
letter.

(2) A brief introduction to your business scope, experience and products.

(3) Your intention of writing.

(4) The reference as to your firm’ s credit standing.

(5) Expectation for cooperation and an early reply.

T RAESEHI S fRBT( Case and Analysis)

(—) BRIERHI

Background : Ningbo Oriental Garment Trade Co. Lid. was founded in 2002. It is a professional
exporter specializing in garment products and their relative accessories.

In order to develop more clients and more business, this company would seek all the possibilities
to attend all kinds of related fairs or exhibitions. Lily, the salesgirl of this company, just returned from
“The United States of America Las Vegas International Apparel Expo” with her manager. She found
some useful information from the collected business cards. She would like to send some development
letters to the relative clients or company in order to develop more business.

HAR L It b 25 RS — 52 44 1 6 B A 34 £ 1123 7 American Wargger Imp & Exp
Co.) EAr (RPRUIT:

Dear Sir or Madam,

We have learnt your name and address from the business cards exchanged at “The United
States of America Las Vegas International Apparel Expo” , and we are writing to you in the hope of
establishing business relations with you.

We are one of the largest exporters of garment products and their relative accessories in Ning—
bo, Zhejiang, China. We are well experienced and have enjoyed a good reputation for many years
in this line.

To give you a general idea of our product, we enclose our catalog covering the main items a—
vailable now for your reference.

We hope you will be satisfied with the fine quality of our apparel products.

We look forward to receiving your early reply.

Yours Sincerely,

|
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A Reply from the client
SR Bkt H 22 7] ( American Wargger Imp & Exp Co. ) 7EYCEIZR 5l 52 7 A7 BR 22wl
55 ARG R G . A AL S B 257 I 2 A5 R R

Dear Sirs,

Thank you for your letter of the 5th of this month, and we are pleased to learn that you wish to
establish business relations with us in the line of tablecloths.

We are very interested in your products. Would you please send us details of your various ran—
ges, including colors and prices, and also samples of different qualities of materials used?

We are a wholesaler in tablecloths and believe there is a promising market in our area for mod—
erately priced goods.

Your earliest reply will be highly appreciated.

Yours faithfully,

FESLAV 5 SRS R, ST A A O ot ih H R B B R IR A KT, iR % ok
NEIZWENE , ST 2% S M RS2 I B R S o 2 s 5 IR I — 5. T
KITWA] LIRSS — B 5 5 AR T T, B A AL 5 & I S S5 I R i — %
55

PATR R RS 45 1 77 B4 eR: ORI [ BRETEL 51 5 28 RIAREE 1 97807 dh 45 K07 ik
BRI A R R B —BESRE L 55 C R R R

Dear Sirs,

We owe your name and address to the Overseas Department of China Bank in Sydney. They
have informed us that your Corp. is a well — established exporter of textile.

We are one of the principal manufacturers of wool sweater in Australia and are interested in
importing quality wool and cashmere sweaters.

It will be a great pleasure to receive your details and prices of various sweaters with photos and
specification. And we are confident that we shall be able to give you some large orders if you would
cooperate with us on delivery, price and quality.

We are looking forward to establishing a friendly business relationship with you soon.

Yours sincerely,

A Reply to the client
AR5 IR o AR A AITE W ENE pR S TR AE rh R Sk 55 R &R

Dear Sirs,
With reference to your letter on July 12, 2008, we are glad to learn that you wish to set up

business relations with our corporation.

4



$£—F HAREH OS5 R (Business Negotiation) <

In compliance with your request, we are sending you under separate cover our latest catalogues
together with a price list covering our exports for your reference. If any of the items listed in the cat—
alog meets you interest, please let us have your specific enquiry, and our quotation will be forwar—
ded without delay.

However, since this is the first transaction between us, we should be obliged if you would let
us know the name of your bank so that we may apply for references.

We await to hear from you again soon.

Yours faithfully,

(=) f@gh

XUEfE BAAK BAE TIFEZNE . ] LEERE S LR FWNAAETEE B
BE1E B BRAD 5516 A R M RE S . HIE S WG 5 5, 2500 W, 2R
b 55 FEAR S o QN2 1A SRR AR AR AR, PR 7 (R A5 ek 82, [m] A4 HE Xy (R 0K, B 2%
AL A SR A% 2 b B Ll 20 A5 R A [ i o

= WiE2% 2] ( Bilingual Learning)

(—) &

letter — head 13 3k the complimentary close £ F#FHLEE
the date B 27 the writer” s signature and official position 5
salutation #R=F1& IEA IR 5 4

the message 13 #9 1E 5L your reference 1% 7 %5

miscellaneous matters 4t F IR for the attention of A EE

inside name and address 12 A & #R. M ik subject headings #7#A%

“per pro. "signature X FEA % F enclosure  MH 4

postscript( p.s.) HE identification marks ~#%iN1T8 5

margins R EAKTE

(=) aF

(1) We are willing to enter into business relations with you.
BMBERFAELLS X Z .

(2) Your letter of August 8 has been received with thanks.
Bt 8 A 8 By kiz.

(3) Your wish of establishing business relations coincides with ours.
RATIE T L 5% R 09 R A e RATR RS

(4) We shall be very glad to enter into business relations with you.

ENMBEFSHLEHMELLS £ 4.

|
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(5) We are sending you our catalogue and price list***

BAVE AR T F R HAT B TANBE.

(6) We shall be glad to have your specific inquiry.

EATVIIR & AT B3R o o B AR Ao

(7) In compliance with your request, we are sending you a range of cut samples of our cotton
piece goods. We hope they will arrive in time and be found to your satisfaction.

HRRFER, BNMETEF L—ERETH. HFPXEHRRRN I A, HERHE

(8) Prior to shipment, our goods will be tested and inspected by Shanghai Commodity Inspection
Bureau, who will provide the necessary certificate in regard to the quality and quantity of the ship—
ment.

WHEFZH W d LR REEHEE. HEXHORRA BEX DL hnREL 2N
PEH o

PU . szl Practice Operation)

1. Fill in the blanks with a suitable word or phrase

Dear Sirs,
We (1) from the Internet that you are a large buyer of table —cloth. As this article
(2)  within the scope of our business activities. We  (3)  this opportunity to express our
wish to  (4) business relations with you.

Chinese table — cloths are famous for their good  (5) and fine workmanship. They have en—
joyed great  (6) in the American market. We are sure that (7)  our joint efforts they will
meet with a favorable reception in your country.

In order to give you a general idea of our various table — cloths, we are airmailing to you

(8) separate cover a copy of (9) .
We shall be glad to send you offers upon 10)  of your specific enquiries.

We hope to hear from you soon.

Yours faithfully,

2. Translate the following letter into English

LIEEE
M AR RSN R A PR AL, O T R EIIR A A B A a1 SRS SR, 8
RESRE L5 K FR
A AESRHE BT B A OC Wiy B SR B B R R
UnSR AR G Bl HAS ST Al 4252 M RE S RAE AL 5 -
i

ko)



F—F HAREHOXSER(Business Negotiation) «

3. Write a reply according to the following E — mail

Dear sirs,
Subject: Establishment of Business Relations

Having obtained your name and address from the Internet, we are writing to you in the hope of
entering into trade relations with you.

We have been one of the leading importers of Children’ s Wears in our country and enjoyed
high reputation in European markets.

At present, we are interested in your products and will appreciate it if you could send us your
latest catalogues.

We are looking forward to your early reply.

Yours faithfully,

4. Practical writing

Suppose you are a salesman in Ningbo Oriental Garment Trade Co. Ltd. Through the courtesy of
Mr. Smith you learnt that Dubai Jikak Imp & Exp Co. is in the business of trading garments from Chi-
na. You are asked to write a letter or send an E-mail to the foreign company for establishing business
relations. The letter or the E-mail should cover at least the following points:

(1) Where have you got the information?

(2) What is your desire?

(3) What is your business scope?

(4) How about your financial standing?

BT KE(Offer)

— 1214519 ( Operation Guidance)

BB R, — I G ENCRBN) W55 —Ir HFENEN) $2& & T35 &0 F
B R RO S S A U IR AL 2 VTS R B BER o A S A i o 1Y, A SRAE AR Hh i
J5 B IS5 7 S & A, WA AR A 28, H i FOR AL DT R i 2

(—) k&

S R BN Offerer) 4 HARME Y 55000 LUK BAE 5y H IR RS« S8 8 AL -
Z BN ( Offeree) — BAEARUBR N 4232 248 EI RPN E, KENTAHELE 5T —I
SALLAEAG AT J LR

(1) REHGN BRI E , AREF “KZ( abou) 7, “ZF i ( reference price) ” 55k
P ] ] o

(2) R BLA N2 B0 56 5% , PN 25 A0 45 7 it i 52 ( Quaality) \%80i ( Quantity) | 4% ( Pack—

7
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ing) 4% ( Price) \#%iz( Shipment) .3 f5f( Payment) . A% ( Validity ) -

(3) REHAREA TR 25 1F o AnLAFR Ty iS5 WA W HE( subject to our final confirmation) D57
Yy AR H A HE( subject to goods being unsold)

(Z) E&

MERL R R ATERIA T EZH MR . NAFF& ST B i Bk = A R B, #8
SR AT NN A BARSEM, WA TR . BRI ER, A RA 3%
R

(=) RBEFEHEN

SERE I KRR LG LT 2R

(1) XFif18%F 88 ( An expression of thanks for the enquiry) -

(2) A R sh 24 BRI s AU RS EK ( Name of commodities, quality, quantity and specifi—
cations) o

(3) Mr#& T Fn AT R 54 ( Details of prices, discounts and terms of payment)

(4) BB 222 A AS 5l (A statement or clear indication of what the prices cover) .

(5) AU FiE 5y H 1 ( Packing and date of delivery) .

(6) K&EA R ( The period for which the offer is valid)

(7) TR Z M ( An expression of hope that the quotation will be accepted)

(M) Z&EHZIE

R AERE AT LIS A ol DU S2 T 0 o ZEAB & A, SRR AR, RO — ELX 75
2, B B RSr. RE AL MR T a4 k.

(1) REARBINPHERZ -

(2) ZAENAEL B b AR A F

(3) AR . FriBA S 218 & 5 E BA 2 ST IR A= A5, & 38 Nl A
KA SRR HAERBUNAT o H IR GG T E PR e B B B TR A 29 )( AT AR (A 24)) s iy id
FITESZ BN 2 S0 AT IR IR 22 SN, T LU ER A SR R e 1A A8 s L H A 75
R AN AT S ) U RE AR B0 2 BN CAREZ R SR I T A7 3, U 2 & Bk il 52 4%
NSEZ LT, AN AT JRS o

(4) I K Ao JIRL T RO 207 ke 38 B3R 52 B N 2 B B () N 38 ik 52 3N, 705 U st 2
KA IR RS O R AR AR AL

RS K DT ( Case and Analysis)
(—) #BR1E=XHI
1. Case No. One

Dear Sirs,

Thank you for your enquiry of 11 May, in which you expressed your interest in our sweaters.

| oo



F—F HAREHOXSER(Business Negotiation) «

We enclose our illustrated catalogue and price — list giving the details you asked for. We feel
confident that you will agree that the goods are both excellent in quality and reasonable in price.

If regular purchases in quantities are not less than 100 dozen of individual items, we would al—
low you a discount of 2% . Payment is to be made by irrevocable L/C at sight.

Because of their softness and durability, our all cotton bed — sheets and pillowcases are rapidly
becoming popular and after studying our prices, you will not be surprised to learn that we find it
difficult to meet the demand. But if you place your order not later than the end of this month, we
would ensure prompt shipment.

Yours faithfully,

2. Case No. Two

Dear Mr. Brown,

In reply to your letter of May 15th, we take pleasure in making you a special offer, subject to
our final confirmation, as follows:

Art. No. 81000 Printed Shirting

Design No. 72435 -2A

Specifications: 30 x36 x72 x 60 35/6" x42 yds

Quantity: 18000 yds

Packing: In bales or in wooden cases, at seller’s option

Price: USD. .. per yard CIF3 Hamburg

Shipment: To be made in two equal monthly installments, beginning from October, 2009.

Payment: By confirmed, irrevocable L./C payable by draft at sight to be opened 30 days before
the time of shipment.

We believe that the above offer will be acceptable to you and await with keen interest your first

order.

Yours sincerely,

3. Case No. Three

A firm offer from the seller

Dear Sirs,

As requested in your letter of April 18", we offer your firm as follows, subject to your reply
reaching us by the end of this month.

1000 dozen cotton shirts at USD60 per dozen CIF New York. The shipment is to be made dur—

ing June. We require payment by confirmed irrevocable letter of credit payable by draft at sight.

[\
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This is the best offer we can make at present and we believe that you will accept this offer
without loss of time as the demand for our cotton shirts is great.
For your reference, we are sending you some samples separately.
Yours faithfully,
Chun

(=) f&tR

(1) 35277 & Wi H s, 8EE T EM T EA T 1w B G, &8 BWE, si w2 &
BRI A A ARG 5 98 R) B s 28 BT AAT 30 2 48 A% ARIE SRR S 5 A
A IR 23 BRI 75 Hi 48 2 i AE T -

(2) Y2 W BT B BRI G , — S EOR AT, IF3F AR A, 2% A8 % R K
J7 A o IRAELEE LA S AL, XT T AN A I S Y A R S RO A, B RO A
SEAE. SEEERR AL S A N A R A AE R A A4 BRSBTS BN SR BRI L Ao S ke IR
( CIF) 4.,

(3) SEELAA TN NEE: — 2R XA & BEASE 8 ( firm offer or irrevocable) o {HE]
A S AN TR A AN R A B SE S P A BE A5 o N SR EL 3 B SE A 1) b A B 55 A
WA LR PR A

AHF, 2% P B TR, SR & 7 s BUR R ORI s R T s . 27 Ih
Mg A H, W LAHEAZ BT B R A2 R TR E B As RAIG, AT AT iR B, BERH 2k L 40—
M EBEAIYHE s 25 A A A2 Bl W 25 T Uk B L IF3F th el i 22 -

ENTER RS SN L . (BB TN Z—, LR B R L

OZ N LAV AR TR EZ .

Q32 3 N S35 A 1 — 00 B e /s HE 24 Bl A8 ol L % 0 S 48 ST B AR K

@—&Z FHNEH R, JF L BB KK .

= OWE 2] ( Bilingual Learning)

(—)iA4A

negotiator % F| 5 offerer X FEA

hard and fast rule — %2~ % 9 AL negotiation in person % &k F
general enquiry —AZ M specific enquiry — ELAK ¥4
offeree  ZHA reference number R # %
private & confidential #L%E H F & with reference to % T ,H %
standing credit & 40 5 & favourable price 4t &M 4%
(Z) AF

(1) Many thanks for your inquiry of. . .
SWET - BN



$£—F HAREH OS5 R (Business Negotiation) <

(2) Thank you for your enquiry and for your interest in our products.

R 69 1 N A BT R T 7 S 8y AR

(3) We thank you for your inquiry of. . . and are pleased to quote as follows.

BAVA B B RN AT RM I R ERBEAT = o

(4) Please note our standard terms and conditions on the reverse side of this quotation.

WHEERMIEARMN G @8RG &t

(5) We can ship your order within 3 weeks upon receipt of your order.

HAVRE K EITRIE Z R AT B

(6) It is our usual practice to supply new customers with our goods for payment within one month
from date of invoice, in the first instance, and later to extend this term to three months.

HAVBF MR HEP FRITHENG DAL F RN AFRI. 25,0
TRE=ZAA.

(7) We must stress that this offer can remain open for three days only.

AT LRSI RAE 3 R A R

(8) We cannot consider these prices firm for an indefinite period because of the situation on the
fashion market.

ETFIRET 59471, BN AR PRFZ - IR L.

(9) We believe that our quotation will satisfy you and we look forward to receiving your order.

AR 2% B AN IRA, BT .

(10) An offer is a promise to supply goods on the price and trade terms agreed upon by both
parties.

RERRTOAEFTRBEARX Y FAHF LR EZBRXEFMHFEREAZX RIS ITLEF
#) R o

PO S2i)I14:( Practice Operation)

1. Complete the following sentences by translating the phrases into English

{1} This s CHHRERE] 10 A 15 BAHZ -

(2) (ARARTT NN FTT B A 1T 45252) |, please let us know.

(3) ( P EMA HargE A FR) ,we would recommend you
to accept this offer as soon as possible.

(4) (¥ BBAR 75 A 20 HERESK) , we are giving an of-
fer as follows.

(5) Our usual payment terms are made by @S ONE ¢
HEEN (5 HIAIE) -

2. Translate the following sentences into English

(1) 7 BN 25 BEAY S SR , A5 6 BT 2B B A ACF-
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2) 2, UL AR Hl— R Z NARTT [ 2 2R D7 R
3) i TR i A7 SO BR L IE LRI T 5L, VI AE -
4) B ST RERE AR I = S AR M TH SE 00 T 2RO O A, FA THF T ORI T B
5) X HLAT R A% 2 A hiniz 98 55 3% Il 24

(6) ARIEER, AV IRNARMIEE 12 A 15 Ho IR 24X H 560 & 750,
FITRAC L =L

(7) FEXE O — 2% 185 , NS0T B A RE 2 J 7 i, T i B A MK AT S
TEHABTT A A A -

(8) WRARTTIRES A SIS, AR, AT A BB R T LT .

3. Practical writing

(
(
(
(

Compose a letter of making a firm offer according to the following details:
1) thanks to the addressee” s enquiry if any.

2) explicit willingness to sell.

4) terms of transaction.

(
(
(3) period of validity.
(
(

5) your expectation.

%

T i& #( Counter-offer)

— 214519 ( Operation Guidance)

( —) i£#( Counter-Offer)

(1) SESERUT MR LLAE T S i, BAE RV B S R ER S W R ie . R T 2k
FH WAL, B AR T 2 s Y B, SRS S 0 A B AR A S B S5 F . IR SERR X R
RERFELE , [R] Bt 2 52 BN ] B A B A B — TR ) K k. 83— BRSO, TR R BRI R &
B, Rl ik — 5 5 e R BRI b A8k, 43 SR B B R AR Z . T, 5 &
Fh—FE B FAWAFAE— DR R, X5 & fe—B00, A BA 00 iR S84 BRI — Tk
S

(2) FEAEREAN SEBR bt X 3K 05 A 5 00 09 5 8 0 Bk o PRI IXORE A O A 280 R
PR RE A O RN RS R o N, TF A AE A I R, © R D B AR |l DX aE R R R
TR, HEAECARBI AR, IR SEIZE R E E%. A, e i ag 5 g i ]
DA XS 5 W 3K 5 BT 2SR A 46 AH I 09« 0 A% B IR B B AR RS i, XS B B R A& R 2P
—Fh.

(Z) MBEEE R

WO ARG, HFOREESHITIAR . B ORI e f)s i 2SR A5 R
A DU 32 s 4000 75 () 38 45, A0 7T DU XS X 7 B IR 8 AT R . —BORULIE S FF T
12



