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Unit 1 Modern Business Letters

I. Put the following Chinese into English

LIEES H &
i 3
o At
T 550k
e R R
HL TR ¢ 9
R4 HR &5
KR WHE T
R BH

II. Fill in the following blanks with the given words in their proper forms

AW N =

O 00 3 N W

economy trade market

. Your home is flourishing, and your foreign trade is expanding fast.
. This is possible because of the continuous advance of our national
. They have been in the wool for quite a number of years.

During the past few years the course of world has been marked by a succession of dramatic

developments .

. The damaged goods are hardly :

. The tourist is the country’s main source of income.

. We must make out a research report in two weeks.
. An increasing number of European firms are with China.
. They counted on imports to stimulate their

III. Read the following introduction to general business letters

(1) {3k (Heading )

(2) H3i(Date)
(3) A ZS% 5 (Our Ref. No.)




2 HARBRETHEBE

Xt 15 2% S5 (Your Ref. No.)
(4) {5 A #udk (Inside Address)

(5) #R"F (Salutation)
(6) EFH (Subject)
(7) 1IE3C(Body of the Letter)

(8) 45EE1E (Complimentary Close)
(9) %4 (Signature)
(10) £&Ip ARE (Reference Notation)
(11) B4 (Enclosure)
(12) #p3% (Carbon Copy)
(13) = (P.S.)
P ERIE R BEREARLEH, P 1,2,4,5,7,8,9 EABARBEHN, &5
A AR — 8, 5 LT R 75 B A EL AR 0 T 5
TS _ AR A 13 AT E B
(1)1%3k (Heading) :
R AR BB 5 Sk — RENFE(RAS E3rpse AT AT B AE . 53k &l RIS AA T
AR Mok HRGR  HE S A E S TS A S B YR
(2) H#(Date)
st T EE A5 B, KPR A B A, 10 Feb.27,2005; 3% H . 3 4,401 27 Feb. ,2005.
(3)15 PFi%i 5 (Reference Number)
RS SRR TR 42, 8% RS % B (Our Ref. )ﬁXﬁ?f%ﬂ?vﬁ’%
(Your Ref. )#H %, f#iltn.
Our Ref. : CS 49/77005
Your Ref. :2005/1B318
() fEAHhE ( Inside Address)
BRI AR 1, 38 5 HEM A A\ B 48 st ik 4T 2645 |, BT Uﬁﬁﬁﬁﬂﬁgmﬁ FiR
FHB
SR AN BEA R T35 AR 2 F) 364 2 A MBI A2 40, AT S 1 Autention (48
5 Atn. ), ¥RINTF
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Pacific Marine Insurance Company

643 Powell St.

San Francisco, Ca. 94108

Attention: Mr. H. S. Kennedy

(5)FRIF (Salutation)

W WL IEFRIFA : Dear Mr. Smith, Dear Mrs. Black, Dear Miss Brown, Dear Ms. White, Ms.
AFARMBECEIRN L FLERZRT. HFRFE B4, WI7E 4 BT Mr. BB Messs,
Mrs. 8RB0V, HEFRF 2L, WIAEREZ BT Mimes. , 401 Mmes. White and Gray.,

B4 —AA w8t , 7] LA Dear Sirs, ] LA Gentlemen, 2 A —% ] Gentlemen,
W )E B S 80E S, HATE BREIER. Gentlemen FHHE S,

(6)% M (Subject)

FHEERE T EFEPRGOLE . 3 b AT L5 2 B 0 IE SCRART X (5 9 30
WE—H TR, B0 ERCIFRME SR8,

(7)IE3C (Body of the Letter)

TE3C Ay — BEIT 3K 7T LA 4647 2 (indented form) , 27T A 3312 (blocked form) , B T Ha i
BT I AP B, X ARG R AT E , i S REE
& HRMWERLDTF R HERERR, RAFFIR AT E 2 6,8 % 2547, OB
Z AR —17,

PR R ETEERN—E, ROMEA . WREXEEK, —TERE, SR ELH
=AIEXATEREXTRE M4 . H—TABE—THHE NS L to be continued, 5
T REARME R BE KM SE TR, T TES LS E R TR
HiH. Blin.

Collins Telecom Company, —2 - March 24, 2005

(8)45E%E1E (Complimentary Close)

GREBRGE AR ANFTTRR G —FRR, R & —47, I FIE BT, (S 10
HEET Mo MRAIFIR, WEWZH, E—MANFLFRERE  KBEMES,

TR BES, RH NN REEA : Yours faithfully, Faithfully yours, Yours truly, Truly
yours, # 7] F Yours sincerely, Sincerely yours %,

(9)% 4% (Signature)

EREANELREEZTE LS, LHFBERRERN A BEEESE 24,5
A RN T, MURRATF EITIFBAZ E METFELE LHC S, URREE,
ERENEEFNESIYE . S48 TETUE EE KBRSk, .

Truly yours,

(Signature)
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Alfred Johnson, Office Manager

South Philadelphia Mobiles Company

(10) & Jp AR5 (Reference Notation)

LI NS R B 50 123 (dictator) MFS 5 (BRATF 5 Wik W E B F 4B, H
B 5 EAL S I, i FCM/HL, FCM:HL, FCM/hl, fom:hl %,

RHT L2 NRBRR TREGGEH AR E R RR, E T L ER AN Z A,

(11) B4 (Enclosure)

&N M, AES 2 T & F A L Enc. Bk Encl. . HEFIE AR Encls. . M4
APASLA LS, RIS . GBI N 4A LA A AARAE . BN

Encls:1. Annual Report 2 copies

2. List of Major Accounts
3. Profit and Loss Statement

(12)#53% (Carbon Copy)

AEAPHFFRE =4, W4T & C.C. 5 cc FH, REE LB ZF AR MAAL (10
RE A, AEHut) . #ln:

C.C:Rotic Co.

341 Queen Avenue
Yakima Wa. 98902

ce to: CEO

cc: Mr Carl Mason

Copy to: Sales Manager

Copies to: directors

(13) B= (P.S.)

A TAHEESORNEN . —Butil, EXEHERFOARAA. BEANwT A
Hen A R AR M — L E AR I E BN A

IV. Make corrections in the format of the following business letter
INTEGRATED COMPUTER TECHNOLOGY CO. LTD.
Rm 808, Kyo-Won-Kong-Jea 35-2 Yeoido
Young Dung Po
Seoul
South Korea
Tel: 822-782-4641
Fax: 822-785-4245
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16 June 2004 KJ: th
Enclosures 2
cc: Kim Sang-Chul

Moon Young-Seung

Subject: Integrated Circuit Boards

Dear Dr. Brenda Yeoh,
We have just received your order for 400 integrated circuit boards (item No. KR10779) . Unfortunate-
ly, these circuit boards are no longer produced as they have been replaced by our model KR2000,
which is cheaper, more reliable and more efficient than the circuit boards that you ordered. With this
in mind, we imagine that you will be happy to change your order.
The prices of the KR2000 and peripheral equipment are as follows:
KR2000 integrated circuit boards: @US § 23,200
KT200X ‘Toolkit’ : @US $ 15,500
KC200X connectors: (2 per pack) @US $ 10,000
I should be grateful if you could contact me to tell me what you wish us to do about your order.
Yours faithfully,
Kim Jungsup
for INTEGRATED COMPUTER TECHNOLOGY CO. LTD.
Attention Dr. Brenda Yeoh, PhD
ATT Computers Corp. Pte Ltd.
88 Kitchener Road, # 02-15
Jalan Besar Plaza
Singapore 208512
P.S. Forget to mention it, but there are lots of bargains in the brochure and price list which I am

sending you.

V. Address the following envelope in English
£ E A4 E I KA 20 5 AUTOS A F] MR 4 - 10027
JER B - 5 9% ST Se AR i
HEICR RS 125
AR EAEH Tk A F
HR 4 - 100053



Unit 2 Establishing Business Relations

I. Put the following Chinese into English

NG| £ 3
5% BN 5
.o @Bk XR FE. . M55 5 iE
AMIF — %7
PRAL (3) 8 Z NS
Hir=% 78
B W EE ERwee
5 i m] B
II. Mulitiple choice
1. We thank you for your letter of May 13 and the ______catalogue.
a. sent b. enclosed c. given d. presented
2. While ___ an enquiry, you ought to enquire into quality specification and price ete. .
a. making b. offering c. sending d. giving
3. We wish to introduce ourselves __ a state-run corporation dealing  textiles.
a. as, with b. for, in c. as, in d. with, with
4. We are a specialized corporation, ____ the export of animal by-products.
a. dealing b. handling c¢. dealing with d. dealt in
5. Asthe item __ the scope of our business activities, we shall be pleased to establish direct
trade relations with you.
a. lies within b. fall within c. come under d. be within
6. We owe your name and address -~ Italian Commereial Bank who has informed us that you are
in the market  table-cloths.
a. from, for b. to, with c. from, with d. to, for
7. In order to obtain the needed information, the inquirer should simply, clearly and concisely write
he wants to know.
a. that b. so c. what d. because of
8. If our national economy develops at the same speed ____for the past decade, we are sure we can
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catch up with the advanced countries in the world in 50 years.

a. as it was b. as it did c. as it does d. as it has done
9. Your letter of May 9 addressed to our Wuhan Branch Office has _ to us for attention and
reply .
a. been passed on b. passed . c. passed on d. been past through
10. We are willing to enter into business relations with you on the ____ of equality and mutual
benefit. i
a. base b. basis c. bases d. based
11. Now we look __ . your company for the supplies as we suffer great losses when we
dealt with them.
a. to, would b. for, are used to. c. for, would d. to, used to
12. The Guangzhou Export Commodities Fair, sometimes known as the Canton Fair, has to of-
fer that you can find almost everything.
a. so many b. more c. so much d. most

II. Fill in the following blanks with the given words in their proper forms
business deal transact

. We take the opportunity to introduce ourselves as importer in digital cameras.

. Weare __ business on the basis of CIF terms or CFR terms.

. This report with our sales prospects for the years to come.

prospects are likely to tum better.

Markets for bicycles have gone upa ___ recently.

They have concluded substantial _ with that company.

- Our representative has full authority to ___ negotiation on this matter.

are less optimistic about economic prospects.

. Nowadays that involve large sums of money are made by checks and fund transfers.

10. Doing ___ without advertising is like winking at a girl in the dark. You know what you are do-
ing but nobody else does.

O 00 N O L A W N =

IV. Put the following English into Chinese

1. We are one of the main producers of industrial chemicals in Germany, and are interested in estab-
lishing business relations with your company .

2. Specializing in the export of Chinese bicycles, we express our desire to trade with you in this line.

3. Your name and address have been passed on to us by Hong Kong Trading Company, and we are



8 X FEHRLIMERE

glad to write to you hoping to establish trade relations with you.

4. We’d like to thank you for your letter of June 7 offering your services and should be glad to discuss
the possibility of expanding trade with you.

5. We should be pleased if you would respond to our request at your earliest convenience.

6. We are willing to enter into business relations with your firm on the basis of equality and mutual
benefit.

7. We write to introduce ourselves as one of the leading exporters of a wide range of electric fans and
air conditioners.

8. In order to promote business between us, we are aimmailing you samples under separate cover for
your reference.

9. To acquaint you with the light industrial goods we handle, we are sending you, by separate mail,
several pamphlets for your reference.

10. Your company has been introduced to us by Mr. Nelson as prospective buyers of Chinese foodstuffs

because we have been in this line for many years.

. Put the following sentences into English

5% ABC AFIHING , BRAVEBM B A R A FRMH#bE, (1o owe ... to...)
. — BRI B, TR AT L Ak R B SR B o (specific enquiry)
AR T S R DT E L. (line)
. AT LR R B R o (a best seller, at your end)
XA SR IEATHITA BRI EZ o (to market )
.55 A 10 HRE B RATEILE M BARFEZR T, (to ransfer)
RMNZEXKBRELHA 20 BEMFHET o (to handle / in the line)
. RATREMLN R E R RIS HEE, (a wide range of)
L BT RA S RAETFE (equality) N AZEERE E#EFTHI . (to be based on)
10. AR ERZHERIBNEEFRH S . (1o engage in)
11. IRERAIFE, RATAT AR —2 A, (1o offer)
12. HBRASEPFER : —FERY, 5 —FRE% % . (to trade in)

\OOO\IO\UIADJN'—'<

VI. Supply the missing words in the blanks of the message
Dear Sirs,
Thank you for your letter of August 20, i __ 1  us that you are in them 2  for Chinese toys.
To give you a general idea of the goods we are dealingi 3, we are sending you by air a com-
plete set of our s 4 books together with full details of our export prices andt 5  terms, which
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we hope will reach you in due course.

Our goods are enjoying fast sales in many countries for their fine ¢ 6  and reasonablep 7
in spite of the rise in the cost of raw materials. We are glad to say that all the goods listed in our sam-
ple books can be supplied f 8  stock and according to your specifications.

Should any of the i _ 9  be interesting to you, please don’t fail to send us your s 10

enquiry, upon receipt of which, we will make an offer by cable.
Yours faithfully,

VII. Read the following short passages or letters and then translate them into Chinese

(A)

International trade is the exchange of goods and services produced in one country for goods and
services produced in another country. In addition to visible trade, which involves the import and export
of goods and merchandise, there is also invisible trade, which involves the exchange of services be-
tween nations. Nations such as Greece and Norway have large maritime fleets and provide transportation
service. This is a kind of invisible trade. Invisible trade can be as important to some nations as the ex-
port of raw materials or commodities is to others. In both cases, the nations eam the money to buy

necessities .

(B) _

There is no country in the world that can produce all the products it needs. Thus countries join in
international division of labor for effective production and reproduction. Sometimes a country can buy
goods and services from abroad on a barter (5% )basis. Barter means doing business by exchanging
goods of one sort for goods of another sort without using money. Barter trade itself is not enough to meet
a country’s import needs. But as a form of international trade, it is still attractive in developing coun-
tries where foreign exchange is in short supply and inflow of foreign funds is far from sufficient to meet
their obligations in external trade.

(©)

There is only a small proportion of service activities in international trade. By their very nature,
services are much less tradable than goods since services have to be consumed at the point where they
are produced. This means that either the supplier of a service must move to where the consumer is lo-
cated, or the consumer must move to where the producer is located. Only a small proportion of services
are capable of being traded like goods with neither the producer nor the consumer being required to

move. For example, transport services, banking, insurance and education.
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(D)
Dear Sirs,

Your company has been kindly introduced to us by Mr. Nelson, the president of Autos Company,
as prospective buyers of Chinese Agricultural Machines. As this item falls within the scope of our busi-
ness activities, we shall be pleased to enter into direct trade relations with you at an early date.

To give you a general idea of the various kinds of products we handle, we enclose a brochure and
a price list. Quotations and sample books will be airmailed to you on receipt of your specific enquiry.

We look forward to your favorable reply.

Yours faithfully,

VIII. Translate the following letter into English
WRE:

7 A 5 BESPLEHZKE.

PR R PR L O A R 2 BT E, ROV KR MRS S T, 3 B AR
BT ST R .

HIl2, RITABRAR  RNEZLBETEIZHE OSSN —REEAT, 551
MRKRSEL T ZHEKR

Bt R B _E BT BT B SR AN B B, A, AERERR BB X R,

x x x & |



Unit 3 Enquiry

I. Put the following Chinese into English

. .. 5. ABKR
Rz .. 3T
A BT
KAERE Sz RpAL B
(: HE R (A%)
TZ B (AT
FLfE FasE K
AT (P ZE B
BER : 4. .
II. Multiple choice
1. We thank you for your letter of March 12 and the _____ catalogue.
a. sent b. enclosed c. given d. presented
2. The letter we sent last week is an enquiry color TV sets.
a. about b. for c. of d. as
3. If you are interested, we will send you a sample lot charge.
a. within b. with - _c. for d. free of
4. While __ an enquiry, you ought to enquire into quality, specifications and price etc. .
a. making b. offering c. bidding d. sending
5. They found an opportunity to purchase six _leather shoes.
a. thousands pairs b. thousand pair of
c. thousands of pair d. thousand pairs of
6. What kind of products do you think ______ particularly interested 7
a. are they, in b. they are, in c. are they, / d. they are, /
7. It may interest you to know that there is a good demand here for Chinese Black Tea prices.
a. at moderate b. in cheap c. for low d. on dear
8. Please reply as soon as possible, _the earliest shipment date and terms of payment.

a. stated b. as stated c. stating d. state



