F R OREW 4EER
B W S
F ¥ BEX WEE

0001001004000+

o L4
o 4 /% b i f'“;f &
e /AN T {ua] [‘LV eI




B M
X XmE




o B IR Re

ABULE 1| R TS WEAEANENE, BLHUERTHE KRS RER
BRHAGAM EERER(E2E) e-mail HHER(ES ) M EHFHREIHTF
SREIT(HE4B) ZEFEAEEES &) M ERFIM(HE6 ) RATFHEUR
(55 7 2) KA RAEATR P A o FUBOHE £ 8 i &l AR ASGE T, 2 o
B4 I BT R SRR B R A OB R M A, AOGLEE EE—Ed
FRHEZ WAL, A SRR FH LR MBS S H T RIS OAMKE,
EEE A I L WIEN RN, BB RR FRSEEES, R ELhR TETE MR
B RARRML 55 BB S B YRR RE , RA AT 8R4 AL A

EHE SRR EBR R TS L MERHA S €l Lk B H BRI E
BOHE A, AR TR S S T TR S B IR X5 85I .

BBAERSR B (CIP) ¥iF

BTFRENANE/ REFSER. —FK . EK
FH RRAL ,2011. 3

L EBRSRERETE S LRI

ISBN 978-7-5624-5939-2

1. MOz W ORFEFHE—FF
FR—#AM I.OH3I

o B A B 4548 CIP $ii B 7 (2011) 58 007454 5

RIS ERE LR T S
%?ﬁ%ﬂzfﬁﬁh

R REW +X8
g !lﬂﬂ BEM

F &
%mﬁh ﬁlllm,m
HBERES RS

RERN 8 5 SHEEDEEX E

EBEK%tHH&?inhiZiU
LHRRA. - SBEEAE
Eaw:i Eﬁfﬁﬂ)ﬂﬂﬂﬂffﬁ 174‘%§BEK¥(A BOR

B335, (023) 65102378 65105781
f£E.(023) 65103686 65105565
(0031 ; http : //www. cqup. com. cn
HB3F8 : fxk@ equp. com. cn (BN
EEFMEBIESEH
EBIHTHEENRIT EDR]

*

TIA.787 x 1092 1/16 EJ¥.17.25 338 T
2011 F3 AL AR 20113 BE 1 RER!
¥ .1—3 000
ISBN 978-7-5624-5939-2 TE{/1:32.00 JT

AU T SRELHA, S ARIBR
A, BN EBO N AEY
HEERHRMRRERS, EELR




BEERBEH AN YE R SH TEEBHAN CERBATENA ENNESHLE
A TR % ETERN S 45 B — R X i SR, e 2 TR R
Ik B2 )G , B TR & AR RS Bk B TR S SR EE i kA R . AT
BE e A, < IR IEZETE BB PUAT 0 i 280, T ELX @ BRI BT B B - e B
PEERIBEE

(HET T 55 W) (TR % BT ) — BRI SRR A S Bk s F RIS
LA FHEB TR T LM . BANEFNS S VB EASE NAMARS
SO E R GRS SEAME: TR R 2 A DGR B B, B, e TR S
W HEH P BB —F AR R 2 T RS BV IEERE Sy, N ARRE ORI AE S 5 U
5 T RIS VE RN B 2SR T HOM . 2t I8 MO VBRI 2 LA SR , JoA 1060
WL T4 30 5 AR IR I SC B N R, RAENIUE X R RREA S, R
S R S BV BGE IR, IS TR 5 B AR S5 B R AR, 1B B 7E 2R AR LR
AR FSGE TR S N R BE 1 S B AR, HOR, BRTAR SR MRS
FRISE LT RA B THSRBIR, AMETRA(RFRSEL) ,BH TXKiFERE
it — M, TSR BN A % B2, BUTHEIRA YT, 24 BB R, 1k
ABARZAGRRIT B B F 7 & SUE SRR , W SUE B2 i 57 Fi vk e oA F T2 0
2 He YR AG RO RRR A , O L o P 5 S D R I B B 5 5\ A BT AR

oL T TR 45 50 53 MR F B B T SC 5 21 B BB AR T BT v, T P 454 P G R e
HRBETEN SRS CE R B, A EIRER, REERS B 51+, £
] —HE T S T, BRAE T Al 5 P R SR AR S S SO, B ST X — AR g
BASHAE B, BT BB e R 28 R — B, TR B S E AR . B RS 4SC
BRENRE BHAAR TR W IGET R, RHET XT3 5 A 2B RPN IE
RS AR AR T, SEMBESER—, EEFRSNEETRT,
LW R E T AT F SRR S5 06 F% BB E %, ARNE, BT
%5 X AR F M LA T 3CA B 4T B A IS He iy, B F R
FERMTFBLARE Rkt , B e — AR b S S 5 S BT e T AR R B A L e
BAEP O EE A SRS, AT B XHAERBRE L, EAERNRE RSB



B FR#HHHEE

BALIR BB T AR BB I SCRE A SRl T 35 OB 4R M, AR X
I BFRRIRIGE A TR W, ForE B S e LAt & — > v itk — 2P BT R B
TAE,

(ETHFREARE) (B THSEHRE) - BIENENHFE LS | ERF
% R MABARANER, XE B SR A 7RG WS A RRBR LS %
AP LA AERTT ] B ) BB 2 ) b R RISEIE R, SR A 48 4 3R T
W R SC IR A AR R R RIVE ] . 5 B30 R4 R T 1 2RIV T 55, 1B 1
FRT95 BN B3 K T X B T A T 3, RO 3 AT TARR 30 10 o 0 6T A 71 350 O S [
R W FL B S IS SO, AL 28 A B R — S TR 45 % U BRI,
Rk BB TR 5 22 5B MR 551 h B & RSB R A A fI R4, B
AHATRAEERDI Y . BT T A5 KSR B R S 2 —Fpn S BT SR,
AT A T A SR BE, AS IR A A ol 01 X i LA B 5 3538 B B BRSO A e
AN, MG — IR, DR, BRATOUHE B BT7E S8 B s F 7 4518 30 b B A 3832
FEWEXNH B NSRBI

AN T H REHEE AT BEN, BERE S TN T 55 1 5k 285
5,82 AREN P EE (ERRHER) R5 .5 3 B Z 5 S 308 (BRI
MEHEBN B 5,5 4 Bl TH ML BRREER) BB, 45 S &l R
YRR (B PRBHCERE) S, 56 6 20 ey B B AL AT 57 (TR T LR L 2
Be) 45,5 T B4 ER B ML E RS SRR HE .

fegm B R eh S8 T T CBHB A B TR E e B K T B R 252 1 5 1 A
AR, i T AR A BT , RIECK, S A, M 2, LI TS 58
BT B A HHERREARFER N, ER LA S L8, B

FHRALA T T RISCH, HIRA G mEAT T+ s L, I EOR 0

T
H AT XK BM S AR, NZ BATHAKPA R, B, B aair 2R 8
Z4t, BIEAAIEEHITRIE.

b 22
yjxdzsw@ 163, com
2010 %9 R



1

B %

MR e

...................................................................................................... 1
1.1 HFR5 CHEHIA (E-commerce Business Writing Summary) «veeeerereeeenee. 1
1.2 B FRS5 A 7iA2 (E-commerce Trade Cycle) +eeereesressereesessiansessesnane 4
1.3 {EH3E 5 2 (The Credit Transaction Trade Cycle) ++vcevesreserermeiinninn 6
1.4 W EW¥3E 5 7 #2 (Internet Shopping and the Trade Cycle) =ecerreeveereneess 10
IV B ererrri e e s s s 15
BB e 15
S HI M _E {5 B.1%53% ( Pre-trade Information Transmission Online) -+ -+ 18
2.1 AP T (Homepage) ««weeeresserresssormmerm sttt 18
2.2 P2 (Web AQVErHSEment) «-seesseesessessessensisunssssumsunsensmssssssssrans 44
2.3 W TAEHSEIRTE T ( Bulletin Board System and Instant Messaging) -+ 65
2.4 [X_X,I_EB‘EE ﬁ‘j;%( E-marketplace ) IR AL LLI PR 82
JIN B e 91
B ST ER «oveeeeeessenarerentte et e et e et ne e e e ere e 92
E-mail 5525512 i ( Business E-mail) «cccrceeeerememnmmmmmenieeiea, 04
3.1 HFHEHEA (E-mail Summary ) «erereeerersrariraineancnn werssartrasietesiiaes 94
3.2 X E-mail %% {5 K385 B K ( English Composing Request of Business

" E-mail ) e s e 98
3.3 T RH W45 6] ( Examples of Business E-mail) srereverererenianininan, 103
3.4 JEfE FHE4( Embellishing the E-mail) «ereeveereerereecmemmieiimmininnan. 114
I e 119

2 - PO 120



B F R B

4 W_LtZSREERESE%T(Bargain and Sign a Contract Online) ---------ree- 122
4.1 W_EFE %751 (Online of Virtual Business Talks) reeeceerrrerererecaneneecen. 122
4.2 2% 5% (Enquiry and Offer) «ooeeeeeeeeeereerensrmnernmemn 133
4.3 HBTITH.54E (Electronic Order Form and Contract) c-=sreceesereeeeeen 146
D g:[g .......................................................................................... 178
I T T e P P TP P P PP P PP PR PR PIVEPRPRPITTEPRPEY 179

5 35 F 438 ( Completion of Transaction Procedure) -----ccoeeveeereeinninans 181
5.1 BEL(TOVOICE) +++rsrrerrrnsrrrrrrerersmsmmninissterrenieasesssssamsssarseesneenens 181
5.2 {2 ¥ (Insurance Policy) «ocereerererniemmiini 189
5.3 F#R( Commodity Inspection) ««sssereceseserssiminiiniin, 194
5.4 ¥ (Customs declaration) «reeeessrseeesesermmmmiiremimiiiiiiii 200
JIN B s 210
g )T T A P PP P 210

6 TELETLAT(Onlne PAYMENt) -«--reeeseereeseseereessrmnrnisennanmnstaniieassaasenns 217
6.1 FE£3%ft(Online Payment ) «+cereeereerersreiin 217

6.2 R_E4R47(Online Banking) «+-«+«sseessssreessemsnnssiissnitinniin e 278
6.3 =75 % 4] (Third-party Payment) «--e+erevereerrermemmmiiinnnimmi. 235
JIN B et e e 239
G B G R e 239

7 HEFESYRES (E-commerce Logistics Fulfillment) «--ccoveoeemivenieinnnn. 242
7.1 BTREYHAR (E-commerce Logistics Summary) -«esressesersnrraracnns 242
7.2 HFHEFYRIEYE(E-commerce Logistics Operation) «cer+eseessecseesseneen 244
7.3 Wizt B ( Logistics Transportation Documents) «--+eesseseesseesanseeneas 249
I et e e e e 265
A S FLE R veevvrensessenenmseessnesnee et e e en e nae e ees e e s e e e et e e e e erenane 266



] srEszszEsRERH

(E-commerce Trade Cycle and Business Writing)
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( E-commerce Trade Cycle)
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13 FRXSGE
(The Credit Transaction Trade Cycle)

Most inter-organizational trade transactions take place as part of an established, ongo-
ing trade relationship. The trade cycle for inter-organizational transactions is generally a

credit trade cycle. The stages in the trade cycle are:
(1) Pre-sales

Before trading starts, the two organizations need to make contact (search) and agree
trading terms ( negotiate ). The customer organization may go out to tender or simply contact
a firm it knows. The supplying firm may want to run credit checks on the customer. Both
organizations will need to agree the price of the goods, conditions of delivery and terms of
payment. Many supply contracts are part of a just-in-time manufacture or quick response.
Supply arrangement are specified in very exacting detail; for example, for vehicle assem-
blers the components may have to be delivered in the sequence of the cars on the production

line and lead times from order to delivery may be as short as one hour.
(2) Execution

Execution consists of requesting the goods (order) and then collecting or receiving
them (delivery). For most supplies, certainly those of significant value or purchased on a

regular basis, firms will have formal purchasing procedures—orders originate from a pur-
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chasing department and often from a purchasing or stock replenishment computer applica-
tion. The delivery of the goods is also formalized—goods come with a delivery note that is
cross checked, manually or electronically, with the original purchase order to complete the

execution stage.
(3) Settlement

The supplier of the goods has to be paid and with inter-organizational transaction this
usually takes place after delivery. The supplier requests payment, say at the end of the

month, (invoice) and the customer, at some stage, settles the account (payment).
(4) After-sales

In any transaction there can be problems, damaged or faulty goods, and these issues
are sorted out after the execution phase. For items such as machinery there can be an on—
going process of warrantee or maintenance ( after sales).

The stages of this trade cycle are shown in Figure 1. 2. Many inter-organizational trans-
actions will be repeated on a regular basis, for example the produce purchases of the retailer
and the component orders of the vehicle assembler—this is shown by the loop of the execu-
tion and settlement stages. Additionally, customers and suppliers will re-visit price and oth-
er conditions of the contract on a periodic basis or the customer will switch to an alternative
supplier, shown as a loop back to the negotiation and search phases respectively.

Each stage of the inter-organizational trade cycle is documented and both the customer
and the suppliers have éystems to trace the progress of the transaction. The customer will
check for delivery of the goods and will not want to pay before that delivery is recorded in
their system. The supplier, very possibly, integrates the order entry system with stock con-
trol or production control and certainly needs to check payment against the invoices that are
issued. The exchange of documents for the trade cycle is shown in Figure 1. 3.

The document exchanges shown are for a simple transaction and lost of transactions are
more complex than this. This is particularly true where transport is in the hands of a third
party { requiring consignment notes, bill of lading, etc. ) and/ or the transaction is for ex-
port ( requiring customs declarations and the like) ; an export transaction is likely to require
the exchange of forty or more documents between the several organizations that become in-

volved.
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(2) @
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(Internet Shopping and the Trade Cycle)

As with any other trade exchange, a purchase on the Internet has a number of stages.
Typically for a retail sale the trade cycle is simpler than for business-to-business transac-

tion; there is no negotiation and settlement takes place at the same time as the order. The



