PRI BEMASHS B

@ (fl%mbi) |

WAIMAO YINGYU HANDIAN
ORE #mE

7T E Rk d A



b 57 92 15 BRI HL

Written Communication in Foreign Trade
(#5537 H&)

LER HE

BRERE R LA



B 4 22 4 4 B (CIP) 138

SMRBE R (BITHR)/ SRR HE . —dbet bt
B EOR H A, 2006.1

ST 1V &R

ISBN 7-5304-1381-3

Uogh I S M. WHANRAG-HiE-RHE
IV.H315

rh [ iR A [ 4548 CIP $U3E 4% 5(96) % 03502 &

Sh R ZEIE R B (81T )

(3 £: ORE%

FEHRE: LB K H

HEigt: BEF

H R A FKHE

HREZ1T: LR EOR R

it i AFEEHITEAE 65

BB 4RES: 100035

HiEEE . 0086-10-66161951 (M 4=E)
0086-10-66113227 (%17%) 0086-10-66161952 (K1THEH)

M FEM: postmaster@bkjpress.com

=) it : www.bkjpress.com

& H: WHEHE

R AT EMERRAE
Ein #: 850mmx1168mm 1/32
¥ #. 325F

En #: 125

i W 20064 1 HE 1R

Bl IR: 2006 £ 1 F5E L REPRY
ISBN 7-5304-1381-3/Z-603

E . 2200 T

‘Eg EHREH, KRIA, BRLR.
TORMBRESR, aR24, AflEk,



T

Bl

ARG A RSN R IR P AT SR MA BRI . SRR
WIFTT LAVER: R FF R X Sh 2 3¢ B 5 1 3h FAt & 796 3h BT 3 A ey 2%
B, KAAREFRIMIMEG A E ML SESFHERREZ
ASE TR & T BL, B RL TS 3P A — D B A RH Y

AR R B A REIGER (ORI ) SRR R
IREGEE, 7 B R M IE R L (SR T7 M) 2R FRAE
FI%KPi BEEER . FEEIET, BBERI G RE
HEEASIRIE A BRI A 2, W40 Tk 55 RO L3R B
RAFTT 8, B S B DA B — A B0l 55 3C L

AN FHTRE, 0 14 80, B RE1E HESHR
W AR B SRR G R B R R TR KB
MRS FIHT . A8 RE N FHTHEEIRES
DHEBRESRAR, JIREE KR 55,

B A 8 MENL, THRER LR EINE, BUF
] DARYE S i DL IR 45 ) B 6 s A R AME ML 5

FHEMMAARBRHEERN B GISEERNE
W% 6 MHHF. AERXEPRHEEXTE I R EME BB

FEM R U ANGmE , B S FEERKT E KRB v ER,
LARNTE BIT o AZUM B AR , R XTANE T H B R F BB K R 4
BRI SMETT 5y R RS 3 T # Be b KIBOR B 48 /0
R RBSEHF G AIGET LB FEEEERER, LK
OB R K R S R S B SR A0S Bl AR B, FFm P R iR
PR LSRR TS 4F XA e 7 4 [ 5 3 m st , it
IR A< Bkt th A B 5K o

4

B



1&iT i +h i AR

AR BRURRZRERD, NEHRENEE,
REk B IEE R BRSNS ABHTBITHE:

— . SHRSUE T — 2B BIF i ab T L0 ;

= AWEHR T FER S — SR ABRER 4 —ERIERA
AT HEBES EARBTUATHRNEENE.F25T
XS EFEL B Y

= HINT SABRENSS MGt —FIBF

TEEE R, RE MR RBIERE", XBERAEATEH
e FEBI RSB R B A R IGE R B P iR B £ 2 A
Z—o N, EH LR, BIIR T —BEIE, BHRNEE
MBS AR Shiaet A B h) B S S M AR, B R ERR
T EREFMONE, LA B TR IERAE"HRE, £+RE
HISEER AR, 2 RATRAS X B 45 > B 1R A R B, IRZ R 2
BiF", B S5ABRECEFEHERNET  BABROKF EHR
MHELIR A E AR B P, FERBARIEF Part 2 Structure and
Styles of Business Letters, Part 8 Telegrams 1 Part 9 Telexes B
HEENA, RTFHIES , BFEERR, A, REEEFT
BSCHTRE S, St — B £ R AR SRS R R BRSO
ALE MG , MiFSAFHE.

5RK
2005.7



PART 1 Introduction ................................................ 1
Lesson 1 A Letter is a Personal Contact ==+«eseerseerereesss 2
Lesson 2 Business Letter-Writing  ceocorecserrreesrrenvecees 6

PART 2 Structure and Styles of Business Letters +«««s=s+seee+» 9
Lesson 3 The Structure of a Business Letter «-sexeeee 10
Lesson 4 The Styles of Business Letters «xeresseerereess 17
ﬂ; lﬂl . teisssssanEsEsasEEEEssEEses e mmEsaEmEEEE A EARE Fansnnnans 26

PART 3 Credit Inquiries and Replies «ereseeseeeecesereacnciees. 28
Lesson 5 Credlt Inquu-y ....................................... 29
Lesson 6 Reply to Credit Inquiry ««-eseessssreessnmeesseees 32
Lesson 7 Trade Reference +--rrerrereeersssserrarsoreusesanses 35
IJESSOn 8 C.redlt Information ................................. 38

ﬂg B | LT T R T PR TT PP PPR PP 42

PART 4 Establishing Business Relations «+-+«eerereeceeseseeenes 43
Lesson 9 An Importer’s Self-Introduction  =»++++xeeseeeee 44
Lesson 10 A Letter to a Japanese Exporter «----eseeeeeee 47
Lesson 11 A Reply to the Letter in Lesson 10 »-<-+---- 50

PART 5 Inquiries and Replies ....................... EEXXEIRAREREE 52
Lesson 12 An Inquiry and the Reply = ---+-=-srrereemeeeens 53
Lesson 13 Asking for Information about*Seagull”

CAIMELAS ++++# rrresrrnsenssesnsrraneenieressernenes 55

Lesson 14 Sending Catalogue and Price List  «-exese-e- 58
Lesson 15 A specific Inquiry -===-===+- e 61
ﬁ; I T e 64

P ART 6 Offers ...................................................... 65
Lesson 16 An Offer Without Engagement -+---eesveveeee 66
LeSSOn 17 A Flrrn Offer .................................... 70



1,65501’1 18 Profoma InVOiCe ................................. 74
LeSSOn 19 A Voluntary Offer .............................. 77
ﬂ; B L2 B TR T T Ty 80
P ART 7 Orders ...................................................... 81
LeSSOH 20 An Order .......................................... 82
Lesson 21 Acknowledging an Order -»»+=-+ssssessssseesnee 85
Lesson 22 Confirming an Order rereseeseresssssemannnes 88
P ART 8 Telegrarﬂs ................................................ 91
Lesson 23 Sample Telegrams .............................. 93
Lesson 24 Composing Telegrams reeeeeeeseresstoceennnns 96
PART O Telexes :orereeererreeernseruteeminmnsimmnerncrminemnens 102
Lesson 25 A Sample Telex «w--eerterreersorrenoeesinennn 103
Lesson - 26 Composing the Telex Message -+«++-=sxe+--* 107
ﬁg L | R T P P P P P 111
PART 10 Counter-offers and Replies «-+srereerererearacecienan. 112
LeSSOI’l 27 A C()Unter-o{fer ................................. 113
Lesson 28 Declining a Counter-Offer «ceceeererseceeseee. 117
Lesson 29 Counter-Suggestion to a Counter-Offer
.................................................................. 120
Lesson 30 A Counter-Offer and Favourable Reply
.................................................................. 122
ﬁ; WP S s 125
PART 1 1 ACCeptanCe ............................................. 1 26
Lesson 31 A Transaction on Chemical Fertilizer ------ 127
Lesson 32  Acceptance of an Offer of Sugar = «-+++eee+-- 131
Lesson 33 Sending Sales Confirmation -+resseesesseeeees 134
P ART 12 Payﬂlent ................................................ 136
Lesson 34 D/Pand D/A w+errerererrrermmmmmmmiii, 138
Lesson 35 Urging Establishment of Letter of Credit

.2.



Lesson 36 L/C Amendment c-ceeeeseseesesessemcsmanns 146
Lesson 37 Extension of an L/AC seeerersencermsecereneenss 149
ﬁg b e 152
P ART 13 Shipment ................................................ 1 5 3
Lesson 38 Shipping Instructions «:=r-rseeecesssrereesenees 154
Lesson 39 Transshipment ceeeeeeeeesrsesssssessssnesiuanas 157
Lesson 40 Utrging Shipment -eeeseseeessssssssessssnnsss 160
Lesson 41 Shipping Advice «=seeessresssmmmrorsesisaenns. 163
PE Al JArereerereemmmeriiiii 165
PART 14 Claims «++e-rreresssrerrerseseresssmseensuiseneneasiesenes 167
Lesson 42 Claim on Wrong Goods eeseeeeesesresrecserens 168
Lesson 43 Reply to the Claim on Wrong Goods ~ +*+*** 170
Lesson 44 Claim for Shortweight and Inferior
Quality  c+sereererrerseeennee e 173
Lesson 45 Settlement of the Claim for Shortweight
and Inferior Quality ++++eeeesrsrereressnneiens 177
ft—  Simplified Form of Sales Confirmation
(for reference only) --seereeesesesrmreriisinniineians 180
M A Letter of Credit(for reference only) «++-=seeseseeeees 190
BHAES  ANREEE R R IR I G o vreerreeereenrnens e 197
SR R IR SR
gﬁ{q;gg A= D R T R PP PP PP PP PP PP P PP RPVPIPPTPRPPTRIP PP 205
PART 1  Introduction -++esreseseseesersssrnsersusranns 207
PART 2 Structure and Styles of Business Letters
.................................................................. 211
PART 3 Credit Inquiries and Repligs -+xeressreceeess 212
PART 4 Establishing Business Relations --++-+++++ 216



PART 5 Inquiries and Replies «+seesseeeeeesseneeennn. 219
PART 6 Offers ooeeeeeeeeerseerermmnmmmmieminerniennn 223
PART 7 Orders +ceeeeeeerersersseeummmnrerniemmernnn 229
PART 8 Telegrams «-eoeseeeesesoemesssnesinssimncinnns 232
PART O Telexes «trerereereersersersmmmmmmermnimmieennns 236
PART 10 Counter-offers and Replies --+-+esvereereee 240
PART 11 Acceptance ««:e-ssseeessuseessonmaenaiunnnnns 243
PART 12 Payment «eceeeeeeseereeeesesinnn P 247
PART 13 Shipment ««-e-+seeee e 251
PART 14 Claims -+ e e 253
FHET GBI E e 255
BHEFS BT v 286
MHEA 2B e 288
PART 1  Introduction ««-:«+--srseresseseecseerameraeennns 289
PART 2 Structure and Styles of Business Letters --+ 289
PART 3 Credit Inquiries and Replies -+=+eveseeeeeesee 289
PART 4  Establishing Business Relations «+++eeeeveee 289
PART 5 Inquiries and Replies «+++++sseeveeeeerananmeenes 789
PART 6 Offers ceeeceeseereermseenssensacenaaennaeeneeenns 289
PART 7 Orders «-ceeceeeeceseersesesmssnmnnsnnnnnnnnnnnnnnes 290
PART 8 Telegrams +++++++-sssssreesseersosneneecsaasunnens 290
PART O Telexes «--rsereeeereesreeeusennseencenaceanenanenns 290
PART 10 Counter-offers and Replies  =+eseereeeseeeee 290
PART 11  Acceptance --------ssseessssreeessseseassuaens 290
PART 12 Payment -w«+eeeseseesreeeeessensmeserannnsnnens 290
PART 13 Shipment eeeee-sreeeessreneeesruneesnnueennns 291
PART 14  Claims -+ s-eseseresserseseesssrserasaesenesaosen 291



PART 1 Introduction

Lesson 1 7l Lesson 2 XPIIRESCABIAN T E UL N A B %
S RBTERREBIR ' _

—. FERXHELFHEM, BEXHBTEXRFES. —
#HBELFRERARFARBEMREARR. FNKERZE
S, BRI A LS

=, BEMBREREFRIR EANERM, RELE ST HE
A1 BEEER—FHEHR— G FRMER,



Lesson 1

A Letter is a Personal Contact

The exchange of information is basic to business. Without it
business could not function. Every transaction needs communica-
tion. The letter is a common business communication medium.

A letter is a personal contact. This contact is accomplished by
putting words on paper. The writer of the letter puts on paper a
message; thus a conversation begins. The writer has the “first say,”
but he may, and often does, invite the reader to reply. As the let-
ters pass back and forth, the two persons talk to each other until
there is a meeting of minds, or, for lack of it, the conversation
ends.

If you want to write successful business letters, always keep in
mind that you are going to have a talk with your reader. “The most
effective letters,” says a bulletin, “are messages from real people to
other real people. They should be easy to read and easy to under-
stand. They must be friendly and courteous. The often-stressed
point that business letters should develop goodwill is a principle of

vital significance.”
Notes

1. The exchange of information is basic to business. 188 3T &
Rk Ol 55 ) 1 shit 6l
basic adj. R, AN FEK, HEM
#40 : the basic vocabulary of a language( the words that must be
known) (— )15 F B E AN (BRLBIAIRAYIEN)
2. function vi. &1
« 2.



#10 : Some English adverbs function as adjectives. F:26(3iE)
BliEl AL A RMPEA '

. business communication Ml &8k R ; B F B B 5 B TR

. medium n. B HE;FEB

#141 : Commerecial television is a medium for advertising. BjMLH
BE—FEN O L, FB) o

. personal contact 7 BBk & ($#fd)

EARANERRE AR, BIASAZEREHE,

personal 4 A\ BT ; 5% B 1Y

#l0 : a personal interview MR
make a personal call 3% HFEil

contact n. Hfil; KR

4N : A club is a place to make frequent contacts with friends.
BERE—NTUSHA(Z% ) ZMpH )
to bring them into closer contact i 1B R E %)

. accomplish vt. X8 ; 52 ; SEFE

#i4m : to accomplish a purpose X3 B K
to accomplish one’s mission 5By

. message n. fa B ;HE; HE

AN : 1" ve just received a message from him. R R W 3t i) —
#H15,
a written message 5 Hi8 Al

. “first say” R HER, WERE, SEEAB LR K

“B, say IEF I

#4N : have a (no) say in the matter X XHHEF (EH )RS

. invite vt. ask for iFK

40 : He invited our opinion of his work. fliiERBAIXHhi T
R ER,

10. back and forth EEl; 8



11.

12.
13.
14.
15.

16.

#1140 : He walked back and forth along the shore. ¥ /5 3 Bl #L
#o

meeting of minds B R7E£—

#40 : A meeting of minds between the union and the employer
seemed impossible. T2 5B E2ZAERZELE—BLUAR
Ci): A

effective adj. BHH

bulletin 7. /NIZE IR

real people BIELLFEEMIA , A BEBFE WA, AN hisH K

BHIA.

goodwill n. RIFHEIE, 24T friendship, BIA iH S & iF#Y

2R,

a principle of vital significance 5 HR L EHEE A R

Exercises

. Translate the following into English:

—HEREAANFRBEZBRA, BRERINBE, REHL
IR EMEGFEASETRR, “BRARBBER(RER)
MIBAHEAM(RIER) AMIBE, FAZSESE, KoM
AL, SR BAHRSRELBENAXEBERLFRER
R, EXR—BEARAEERLHEN.”

. Translate the following into Chinese:

1. As the letters pass back and forth, the two persons talk to
each other until there is a meeting of minds, or, for lack of
it, the conversation ends.

2. In reality, you put your thoughts on paper, then you jump
into an envelope and travel to where the reader lives or

works. Out you shake hands with him, ready to tell him



why he should give you an order, or merely that you like
him a lot as a customer, and will continue to serve him the
best that you can.

The message is a written replication of your subject. In your
message, you want your receiver to have in his mind the
same subject or concept that you have in yours. You are try-
ing to enable him to see the concept in the same way you see
it, to understand it as you understand it, to feel about it as
you feel about it. The success of your business letter can be
measured by the degree to which your receiver has in the end
the same view of the subject that you had when you wrote
the letter.



Lesson 2

Business Letter-Writing

Letter-writing is an essential part of business. The letter is
often evidence of an arrangement or a contract, and must therefore
be written with care.

 When you have written a letter, read it through carefully; see
that you have put in everything you intended, and have expressed it
well; read it again, trying to put yourself in the place of the reader,
to find out what impression your letter will make.

What has been said in the previous paragraphs becomes even
more important when you write a letter in a foreign language.
Unless you know that particular language (for example, English)
very well you are certain to translate some phrases from your own
language literally: these phrases may then convey quite a different
meaning from that intended.

A good vocabulary is necessary, both in your own and foreign
languages. Repetition should be avoided as much as possible, except
where the exact meaning does not allow any change of word.

The aim of the letter is to secure the interest of the reader, and

his cooperation. As a foreign businessman has said, his motto in let-

ter-writing is: Remember three C's Clearness, Conciseness and

Courtesy.
Notes

1. an essential part of business &ML iESH—EAEB
essential: fundamental FASRY

2. evidence of an arrangement or a contract —FPZEHEE— & FIH
.6 -



UEHR

evidence n. 1EHE

140 : There wasn't enough evidence to prove him guilty. B4 %
ST UEHREIE A 58

. read it through carefully 181 M kB KAF4E —iH

through: from beginning to end MFFH R4

#41 : Read the book through carefully. ?Blﬁ‘f&ﬁ%iizk:ﬁo

. see that you have put in everything you intended ¥ ZHARIEE

Y285 B

see: attend to; take care Bj.l»; TERS

B4 : Please see that these letters are sent to the post. TTEEH -
X LS AR

. what has been said in the previous paragraphs Z #f{ what &

the thing which Z &,

. You are certain to translate some phrases from your own language

literally. 1R—E & A EIES B F IR EL,

literally adv. word for word Z

B0 : translate literally BFE%, § %

- convey vf. make known(ideas, views, feelings, etc. ) to another

person 1£3k (B LB MEIEZ)

B4 : Words fail to convey my meaning. B ARERERIE
O

. a good vocabulary H# good & large HIEE

. to secure the interest of the reader 5|2 3/5 A 248

secure vt . succeed in getting $K15 ; FEL

BN : Freight space is difficult to secure. WA MELRAS

10. motto »n. FEFHE



Exercises

. Translate the following into English:
BEHESRELESPH— N EERY, BEEFERE
MR A FER,
BRIER A EIER L, EUNFR—ERXEALHIETBEFHRF
FEER, RENDUEMZERICELTEMN.

. Translate the following into Chinese:

When you have written a letter, read it through carefully;
see that you have put in everything you intended, and have
expressed it well; read it again, trying to put yourself in the
place of the reader, to find out what impression your letter will
make. , ‘

The aim of the letter is to secure the interest of the reader,
and his cooperation. As a foreign businessman has said, his
motto in letter-writing is: Remember the three C's——Clear-

ness, Conciseness and Courtesy.



