<=

§ B F B

HEHEHFRAM-OREERSE - ERER

T\ MEHE R ica it SER FRL S
/N R ¥ K

F 4

= TIRRS RS - e




SEHREHFAFERECHMBIASH
SEBFHIAFEERAS G -RHT X

4

4 B =B/ OB

H R L2EHFHTaFARIEAMRLA
S - % 3 N

¥ 5 0 R A



BEEMRSE (CIP) HE

LEBEHTA¥B AL NG - REdk. BBiKR/
ekl 5 g . —dLR: FFEH AR, 2002.6
ISBN 7~ 5077 - 1964 ~ 2

I. 2 0.4 1l. BEHF—A¥XER—B%2
EWRH IV.G642.479

o R A B 48 CIP 8BS (2002) 55 025295 &

FHHEUEHIRE, UEREEFSHE

2EREFTFAaEERFASNE-BHEx
5 B R BB
£ % dEKE B OR
¥ 36 AR AL R R AT
RETHFREE 11 S 100036
LT AT RR T HERREN R P IE 2
880 < 1230 2k 1/32 /7 160 Higk 3840 TF
2002 4 10 AJLEE 1R 2002 4 10 AJLRHS 1 KERR
Ep¥: oout-—5000 #F EHr: 225.00 T
(BBHRPERDE, D HAF7BAR)



il

HY

AR 2HASHTAHES KON RG) A 5N
MHEREMESHE.

1 2HBSYEFAYSRAEGSERAMAMI N R A E g
KK

2. AHESHBTAYERAESEALSHRV AN H oK)
(PEARKFEHMA, EEFRESR) .

AHREA

1 DB R KRHE M SIS RAE R MR R A
Pl REITRYE . BHRBIIHE BN, H6 B 5 0] 6 P Fr
A8 BCRNR R % B R 4R 5 0] 20 BRER SR AL DN 580, L ORE B R L e

2. % E - BROE RN A R R L O A R LA O B Y
ST, XN B SRR R S
BRESHER EANLNESE L,

3HMRBOUEHERBMIRE. -ERFLURBREER
R UESERN THREHSAZIERFEH.

i
* S

e



B =

Introduction : Business Letter Writing and Its Layout <:ccesceseeeeeees (1)
Lesson 1 Establishing Business Relations <t «seeseeseereersereeneeaen (4)
BB BREEIRAL YNGR ovvveerroemmererrnee i e e eeee e e ceee (4)
%%%% S resereeeteieiit it ste st st ee e cneenaneen (8)
Lesson 2 Enquiry «+++eseeeesreeeeemeereenmiminennin. (13)
G g R A TP PO € £ )
Lesson 3 Offer o ceeeeerereeessrmnettniiieiineiiiiineteeesnnnnaeeans (23)
(G 25 BRBE TR AL G v e veemeeem e e sinins et e ee (23)
E o - R s (26)



2 Frekw Bk PEdx

Lesson 4  On Foreign Trade Policy

[n]g}mgjgg&{,tﬂﬂgg

TEAE TSP HT v oo vrerervermrnerrerennn e et s et e e e
-+ (41)

Lesson 5 Enquiry and Offer «««---

FE T o ver e e ree e he e e e e e e s
- (41)
©(44)
TR U F NP PR
JHAE RSP v orrer o mrreneemn e emeen it e e

) BREE TR AL U oo vermnoneen e
UL 1.+ ST IO

lesson 6  Counter-Offer

SR - oo e e me e e e e e s
[i] 25 BB EE T fh A £ v e oo veeverrnee e see s eee e e e s vee e
E o - O P
B A A o vm e retre e e s e e e e
AR APAT e ooorrsrereee e e e e e e
Lessen 7 Declining o Counter-Offer ++++oeeeerrasenereneenanns
FE T FE R v e rn e en s aee e e et e e ey e

6] S BB EE IR AL I 25 v e oe oo mevmneee e nt eee e e e
o -3 R T P

B HE RSP HT v oo vvvervrrars e ses ee it e e et e
R 0 DL OO

Lesson 8 Confirming an Order ++<cs---eeee

(30)

(32)
(32)
(35)
(37)
(39)

(41)

(46)

e (48)
e (49)

(49)

e (49)

(52)
(53)
(55)
(57)

- (57)
- (57)
- (60)
- (62)
- (63)
- (65)

(65)



G R A SO
G F - 3 O U
B E ST e er oo eeerrr s eee e et e e et e e e
AP A v oeerervreoremeennsinnere e i e et ceesre s ee e

Lesson 9 Unfavourable Repj_v ceeesene

HE A v veveeereeee et e i e e e e bt e ee ve e
2 BREE IR AL I G v vevvevrennensnrnnmenrere s et s e se e
-7 - 3 LR

BT v erreersereninens

AR TR ST o evveerververereseeeesens et e e s e

Lesson 10 Firm Offer ------
F GBI e eeerevrnrinnanans

R BRBEIRAL YN G e eovrevervvemnnenieenneennans

BEER e,

B ME A S AT oo vve oo eerene oo iee st e e eee et e eee e s
ARG Hi e v veevreoreree e cieee et e te et eee e e e ae e

Lesson 11 Enquiry and Non-Firm Offer

FE B B e oo rvneee et e et e e e s tee ser s tan eae e nes
2 BREE IR AL AN R e veerevoerreeneeeree et iee et s eee i ee e
B BB et et e e e s e e e
B R A AP AT v ooe o vmmoee o eem e ee e et e e eee e eee e
A BTAP AT v veeomveroeeoreereeeriinieeeee st e et ees s vaneee s
Lesson 12 Repeat Order «+++-es+srereeessaeniannne PPN

HE B TR o oveereeee e et e e e e e et e e aee e ree e

[ A BB B AR AL I v vve e vmrrnrerentee s ereee it eee s eee s eee e
BHEEIE ceverennren e e e e eee e ee e
BEATEASHT -oovvreeroremrreeroie it e creeee sre s

e (65)
(68)
(69)
- (70)
+ (72)
(72)
- (72)
(76)
= (77)
= (78)
-+ (80)

- (80)

- (80)
eoee (83)

- (84)
(87)
(88)
(88)
- (88)
(91)
- (93)
- (95)
- (97)
- (97)
(97)
(102)



4 SrE R RIS PR

R 3 s TR T P RN € 11 )|
Lesson 13  Proforma Invoice «-++t-sssesssesasssesasssercnnicenannene (107)
e T TR PN G (1 (2
g | N € [0 70)
BEIR coerereerrererennis et st eee e e e e (110)
BEAAGHT ovvevreernmrrrerererenniennsensen e e e (112)
Lesson 14 Transferring Business Relations «eeeresereceerscescerecnees (115)
H B coeeereererrere e s (115)
FIZEBREEIRAL YNGR coovevererreremnanieine e (115)
G L L7 O € S 1)
AT AT oo eer e err e e (]21)
Lesson 15 Terms of Payment «+++cssseseesresnsssesneinonnannininn (124)
[ BREEIRAB MG -vore et (124)
BHLIEGR e e e (128)
AT SPHT ooverermerererremn e s (129)
Lesson 16 L/C Amendment ++«+e+ssessssersessrserseesncraceseess (134)
e T T T O S £ 7))
lﬂig—ﬂﬁ%gﬁk-‘u”gﬁ v wr veueueun Guv e e e s ses e san s es e ann (134)
BATEE S oo s (139)
FAEEBAHT - vevveeeemrrereeem e e s e e (141)
Lesson 17 Urging Establishment of L/C +++++esreeserrsereecsencccens (142)
e . T N S 7))
BB BREEIRAL LR oo oeeemmme oo (142)



x

BEBE e

B AR ST AT e rer e e e eeeeenen e
BRI HT v vvevrm i et e e e ee eeeeeeeen vt an e
Lesson 18  Shipping Instructions «+««=++++ssseessemeeseriannrenennieenn

HEGERL e

FIEBREEIRAL UL - vve oo vee o cre o eee v eeere e e ee e e
BHEE e e e .

BAMEDGH e

THEEEBATAT - oot et e e

Lessn 19 Extension of an L/C  ceereeeecerotetceoseoneeeneeneneneons

FEFE e

25 BREEIRAL IR cvevveeeeee e e eee e e anea,

BEBE e

BAMEAGI e,
FHEERRIIAT <o vvoeemnnrre e et cee et e e e
Lesson 20 Shipment «=+esossetettrentreeertemiiiminteiiiiieeenienen
H BB oo e

Rl BREEBRAL Y G oo ove v mee e aee e et iee e s e
BEBER e e
- P R R RTRII

FHEEETIIH - ovvemremenorenannens

Lesson 21  Urging Immediate Shipment «+++++++-seueeruieenens
FIEBRERIRALYNLE -oovvrroevenerrennnns .

BHIER e e
BAHEATIHT oo re e e e e et e e e eee e

Lesson 22 Requesting L/C Amendment

..............................



6 Shedd RHW%-RPEx

HE B ML oo e e nenn et en e e e e ae e
FUB BREZIRAL G oo oovorerrmemenne e eesnnienses e s e
X 7 3 ST T
- o 30 TR
THEEERAPHT ooovoereroremmrmrerreeemnsenrnnaeeseeses e aenen e

vesas esssesssessescassans (192)

Lesson 23  Insutance «++ee-eseeessssoss

el % S
RIEEREEIRAL LR «oorervrrerrrmmmmrmrnnneteiete et eeee e
XL 5 TR T R PO
EAMEADHT ooororerverrmrerer e e

Lesson 24  Shipping Advice

HE B covveeerereenneennns
Bl BBBEIRAL YNGR o ovemvevesevrerenenes

wﬁ#ﬂﬁﬁ e
Lesson 25 A Claim for Shortweight

.
5

RIEREEBALVNGE -ovveeevveeens

lﬁﬁﬁﬁﬁ fecusessssscnunvEn ey
Bjﬁ%ﬂﬁﬁ G ueu e s s vy Susna s a Ry
Lesson 26  Settlement of a Claim

%gg‘ﬁm Ceetenbeturetas et iesansanessenasntrenransane

-+ (183)

(183)
(187)
(189)
(190)

(192)
(192)

- (196)
- (198)
-+ (200)
- (202)

- (202)
e (202)
é%g;
BATE RSN HT coovveremrrernnererereneereiin e eecee e e
: - (209)

- (210)
- (210)
- (210)
G - PSR
- (217)
- (219)
- (220)
- (220)
Bl BREESRAL YNGR -ooooeeerrere et
G -5 ST U

(205)
(207)

(215)

(220)

- (223)



Lesson 27 Complaint of Defective Goods

Rl BB TRAL YNGR - eoevervrrmrennsons

BEBE cereree e e e e s e e e s
TEATHE G v ovreeeernnrmre e et et s
DHAEEIEPHT cvvvvveererreererernsnnemermei et s e e ia e e

Lesson 28 Sending Replacement
%ﬁﬁm “eetrseinsnscanarstencesnne

BB IREZIRALYNGR -veerereveeoremermriinennns
BHERER e e e e

BT ST oo oeeeren e

FHAERIBAPHT -ovvevvrererenrerrnneeenneenannns

Lesson 29  Processing Trade

Lesson 30 Compensation Trade <<:reexreeeeeese

HE QB ooveeree e e et ae s e e aee e e s
T2 BREEIR AL LR cvevvevremeeneemeerneinereine e s et et eeeenens
BEIER ereereiee i e e e e e e e e e e e e
BT SPHT ooeoereeerrmerein o eree s s ee e e e e e e re e s
e (265)
lﬁjﬁﬂﬁ%‘;‘gﬁwv"% See sttt ies et att et arteteacrestencrtansateonn

Lesson 31 Telegrams -ccotreceerrenanes

- (225)
- (227)
- (228)
eer (228)
- (228)

(232)

-+ee (234)
- (236)
eee (238)
- (238)
- (238)
- (242)
- (243)
- (246)
- (247)
ceee (247)
lﬁﬁﬂﬁ%ﬁikiﬂléﬁ%

cotaseaisiiiiiieenes (256)

e (256)

(247)

-+ (250)

(252)

(256)
(260)
(262)

(265)
(265)



8 ShERE R IIgk - F R

BHEEEE eereerre e e e e e s
BE A RE ST cvovreorererrre oo eee et e e
Lesson 32 Telexes ......................................................
S BRI veeeeeeernnenneeerre e et e s e e
R BREEIBAL NG oo eereeemrerernor e e e e e
SHEER - .
B ARG covvreerreerre e e e e e e

Bt 3%

&fuﬁt@(“‘)%%%* ................................................
BERLBRIE () creeererniiei i
BRI ) EER. - . cereeiereaea,
2002 £ (L) R HH BEF A E S — w5 iR
HhBTPRILIR A - - . e
2002 (L) RMFHH AT RSEE -5k
ST IR ESEER - e e e

(267)
(268)
(270)

- (270)

(270)

- (272)

(273)

- (275)

(279)
(282)

- (287)

e (290)

-+ (296)



Introduction : Business Letter Writing and Its Layout 1

Introduction:

Business Letter Writing and Its Layout

CEAER

v W N

FOREREE S R P B F I R XE S BEER F
HEEE FER S R UE R XH) .

OGO~~~ NI 2

o WS REB UG

& D

I . Arrange the following in the form of a letter:

1. Sender’s name: Shaanxi Machinery & Equipment Imp. & Exp. Corpora-
tion .

.Sender’ s address:29 Changle Zhong Road,Xi’ an, China

.Sender’ s telephone: 5332653

.Sender’s telex:70105 MAIEC CN

.Sender’ s fax: (029)5335496

.Date -+

.Receiver’s name: The Pakistan Trading Company

.Receiver's address:15 Board Street Karachi, Pakistan

O 0 N N bk W

. Attention Line: Export Dept.
10. Salutation : Dear Sirs
11.Subject line:---
12.Massage: -+
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13. Complimentary close: -
14 . Signature: -**

Il . Address an envelope for the above letter:

Il . Translate the following letter into Chinese:

Dear Sirs,

Your firm has been recommended to us by John Morris & Co. , with
whom we have done business for many year.

We specialize in exportation of Chinese Chemicals and Pharmaceuti-
cals, which have enjoyed great popularity in world market. We enclose a copy
of our catalogue for your reference and hope that you would cotact us if any
item is interesting to you.

We hope you will give us an early reply.

Yours faithfully,

[8%EX]

I .1.Shaanxi Machinery & Equipment Imp. & Exp.Corporation
2.29 Changle Zhong Road Xi’an, China

3.Tel:5332653

4.Telex:To 70105 MAIEC CN

.Fax:(029)5335496

6.8ep.9.1995

7.The Pakistan Trading Company

8

9

h

. 15 Broad Street Karachi, Pakistan
. Attention : Export Dept .
10. Dear Sirs,
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11.Re: (0il Tools)
12. We thank vou for your leiter dated-+-__
13. Yours faithfully,

14. Shaanxi Machinery & Equipment Imp . & Exp . Corporation . ( signature )
ir.

. {message)

Shananxi Machinery & Equipment !stamp

Imp. & Exp. Corporation
29 Changle Zhong Road

Xi’ an, China
the Pakistan Trading Company
15 Broad Street
Karachi, Pakistan
M. #%2%:

ARAGH-BAMRNEE FEEL N L4k, K250
NAKEFHHH XA,
AFEBAERTHELFALERGPANFES R G ho &
EHEF— B RBERY R FFFE - RBENEYE FEE
NEERFTBRARE,
o gEFaag,
# Lk
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Lesson 1

Establishing Business Relations
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I . Tick off the ones that fit the sentences best :

1. Mr.Jim Hedges is ___tous the General Manager of the

Austin Advertising Agency. ( )
A . represented, with B. introduced, as
C.presented, at D.introduced, in

2. The writer of this letter intends to enter into  with the prospec-
tive buyers of Chinese Cotton Piece Goods. ( )

A . friend relations B. good relations

C.trade relations D.business relations

3. If you are interested, a sample lot will be sent to you charge.

A . within B.at
C.out D.free of
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4. Co.,Ltd.stands _ Company, Limited. ( )
A . by B.at
C.like D for

5. electronic goods comes __ the scope of our business

activities, we are desirous of establishing direct business relations with

you. ( )
A . Since, within B. Because, within
C. As, within D.Because, in

6. We shall you as soon as fresh supplies come in. ( )
A . advise to B. commumicate
C.notify D.make know

7.Please _____ to let us have your sample book as soon as possible.

( )

A . do your work B.do your best
C.make the better D.try your best

8. They have been ____ in chemicals for many years. ( )
A.dealing B. supplying
C.doing D. marketing

9. China various textiles. ( )
A.is known as B.is famous as
C.are known for D.is famous for

10. The company began to deal in this kind of goods 30 years

( )
A . ago B. before
C.from D.since
11. The demand here ____ leather shoes of high quality has been
steady for many years. ( )
A.out B.in

C.for D.at



