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Establishing Business Relations

Objectives

1. To get familiar with different ways of establishing business
relations;

To practice conversations with a potential business partner;
To practice writing sales letters, inquiries and replies;

To practice translation of business cards;
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To practice translation of product catalogue.

Background Reading

Customers have always been the key for any business (a company, a factory or
an enterprise) in the course of development and expansion. Therefore, establishing
business relations is of great importance for all businesses. To be more exact, it is the
first and also the fundamental step in starting and developing business.

Establishing business relations usually require certain steps

First, you need to seek prospective or potential clients/ customers. Usually a
firm approaches its new business counterparts in a foreign country directly. They can
also obtain necessary information through the following channels:
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Surfing on the Internet and writing to potendal clients directly;

Attending various kinds of commodity fairs/ exhibitions ;

Recommendations by friends in commercial circles or Chambers of Commerce
in foreign countries;

Placing advertisements in newspapers/ magazines or on TV or the Internet.
They might also establish a company website on the Internet.

Secondly, introduce yourself or your company ( products) to prospective or.
potential clients/ customers. The first interaction sometimes decides whether you will
have a chance to do business with your business counterpart. You need to consider
how to arouse the interest of the potential customer carefully beforchand. Your
introduction, oral or written, should be reliable, informative, concise and to the
point. You should make the audience feel that doing business with your company
will result in significant potential profits. As a good sales person, one should have a
good understanding about all the details of the business span, products, sales volume
and future plans of his/ her company, so as to obtain the trust of potential customers.

Thirdly, after the first interaction, you should devote sufficient efforts to follow-
up contact. Regular greetings in some special occasions, introduction about new
products your company has just brought out or information on publicizing activities
can be good ways to keep in touch and to remind your potential customers of what
you will offer.

- Models for Practice

Da Hua Textile Co. ,Ltd. is a professional manufacturer of textile products,
such as sheets, quilt covers and pillow inners. It has been exporting textile
products to the USA and Europe for 3 years. During the process it has earned a
good reputation. Chu Ning is the Sales Manager who is in charge of overseas
market.

TSB Company is an American import company which primarily imports and
sells textiles from China and other Southeast Asian countries. David Carter is the
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Purchasing Manager of TSB Company.

At a business party held by the China Chamber of Commerce for Import and
Export of Textiles ( H E 474 Fhpk i OB 4 ), Chu Ning met David and they
established a relationship with each other. After coming back to China, Chu Ning
sent a letter of promotion to David, as well as to other potential buyers he got to
know during this American trip.

feeting at a Business Part

Chu Ning meets Liu, a friend in business, in the party. Liu introduces him to
David Carter.

Chu Ning; C David Carter;: D Liu: A

A: Hi, Chu, How are you?
C: Fine, thank you, and you?

>

. Not bad. Look! David Carter is over there. Come on, let me introduce
you two.

. Hello, Mr. Carter!

: Hi, Liu, fancy meeting you here! Nice party, isn’t it?

: Yes, it is very impressive. Did you have a good trip over?

. Yes, it was a good flight. 1 was a little tired yesterday, but I'm OK now.

: Great! Mr. Carter, this is my friend, Chu Ning, Manager of Da Hua
Textile Corporatioﬁ, Foreign Trade Department.

>0 > 0 >
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Good evening, Mr. Carter. Nice to meet you. Here’s my card.
: Nice to meet you, too, Mr. Chu. What do you specialize in?
: We manufacture polyester fiber, yarn, taffeta fabrics, and garments. The

N O

most famous is our cotton bed sheets, and we’ve already had a big
demand for this product.

D: Da Hua Textile Corporation. Oh, | remember your company ranks first
on the list of the top manufacturers and exporters.

C: Thank you. We have the top designers in China. Our products are
competitive in the international market, our service, so far, has been
very well-received by our customers.
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D: Good. Could you provide us with a complete set of your latest catalogues
and samples after the party? I’'m very interested in your products.
C: Sure. Our products are renowned for their high quality and beautiful
designing, all exquisitely made and moderately priced.
: Well, that’s good.
C: Mr. Carter, maybe we could fix a time to visit our company, and in our

O

exhibition room youw’ll get more idea.

D: Thank you, Mr. Chu. | would like to. Look forward to our successful
business.

C: Cheers!

D: Cheers!

e

“,‘_ Useful expressions and sentences

kil
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Introducing yourself Introducing others
* I'm John Smith. * This is Peter Smith.
* I'm a marketing executive. x*He is Head of Sales/the head of
* I report to Jenny Ross, the Director of Administration.

Sales and Marketing.

Talking about your company Greeting
* I work for IT Company. * How are you?
* The company manufactures electronic toys. * How do you do?
* Our company is famous for software * Pleased to meet you/ Good to see you.

engineering. We have offices in Beijing.
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Sales Letter

Sales letter

Chu Ning, Marketing Manager

Da Hua Textile Co., Ltd.

No. 151 Qingnian Rd., Xiaoshan Industrial Zone
Hangzhou, Zhejiang

China

David Carter

Purchasing Manager

344 West Country Club Blvd.
Big Bear City

CA 92314

United States

Date: January 8, 2010
Dear Mr. David Carter:

Exquisite Bedding Product from Da Hua

I understand from our last contact that you are in the market for bedding products. I
would like to take this opportunity to introduce our company and products, hoping

that we may cooperate in the future.
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Da Hua Textile Co., Ltd. is a leading manufacturer and exporter of bedding sets and
pillows in China. The range of our product line, good quality, and competitive prices

have made us one of the fastest growing companies of its kind in Asia.

Located in Zhejiang, the home of superior textiles in China, we produce a wide
variety of bedding and pillow items. These products are of good quality and are
popular with customers for their delicate design. Our total production averages 10

million pieces per year, 70% for export and 30% for the domestic market.

We at Da Hua Textile Co., Ltd. will work with you to produce the types of bedding
products or pillows that will sell well in your markets. We guarantee both our quality

and on-time delivery of shipments and our prices are very competitive.
For more information please go to our web site at www. dhtextile. com. cn.
I am looking forward to your reply.

Yours Truly,

Chu Ning

Marketing Director
Da Hua Textile Co., Ltd.
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by Enquiry

Enquiry
Dear Mr. Chu:

Enquiry about Bedding and Pillow Products

We are interested in your bedding and pillow products. We would greatly appreciate
receiving any information, brochures and price lists you may have to learn more about
your products. Please send such materials to:

David Carter

Purchasing Manager

344 West Country Club Blvd.

Big Bear City

CA 92314

United States

I thank you in advance and look forward to studying the materials you send me.
Sincerely,

David Carter

e Reply to the Enquiry
Dear Mr. Carter:

Brochure and Price List for Your Enquiry

Thank you for your enquiry of 12 April asking for the latest edition of our brochure

and price list.

We are pleased to enclose our latest brochure. We would also like to inform you that we can
also offer the bedding and pillow products as per your design or your special requirements.
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After you have reviewed our material, we would appreciate hearing your comments,
and we will look forward to answering any questions you have about our products.
Once again, thank you for your interest in the bedding products.

We look forward to welcoming you as our customer.
Yours sincerely,
Encl.

Chu Ning
Marketing Director
Da Hua Textile Co., Lid.

%ﬁ\ Useful expressions a
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Starting the letter
® Dear Managing Director,
® Dear Sir / Madam / Sir or Madam / Sirs / Mr, Miss, Mrs, Ms Smith / John,

With Reference to Previous Contact

® Thank you for your letter of 13 April, in which you enquired about our ...

® | am writing to you about ...

@ With reference to your advertisement in the Herald Tribune / order / letter of
22nd April / phone call today, | ...

® We / | recently wrote to you about ...

® Thank you for your letter / e-mail (of March 5th) regarding / about /
concerning / requesting ...

@ Thank you for your enquiry of March 5th concerning / in which you asked about ...

® Thank you for your letter, JL 2315, which we received this morning ...

® In reply to your letter / enquiry of 8 May ...

® | refer to your letter of 8 May concerning ...

® As stated in your letter of 8 May concerning ...

8 3+ BEHESETIYIBE <%



Introducing your company

® We are a cooperative wholesale society based in ...

® We are one of the main producers of washing powder in Spain, and we are
interested in ...

® Our company is a subsidiary of TNT and we specialize in ...

Telling the reasons why you are writing

@ After having seen your advertisement in ... , I would like ...

® I am replying to your advertisement in the June edition of “Sur”. I would like to
know more about ...

® After having received your address from ..., I ...

® I received your address from ... and would like ...

@ I am writing to enquire about / apologize for / confirm / inform you that .../
express my dissatisfaction with ...

® We were given your name by the Hotelier’s Association in Madrid and we would
like to...

® You were recommended to us by ...

® We were advised by ... that you were interested in supplying ...

® The Spanish consulate in Madrid told us that you were looking for an agent in

Spain to represent you.

Indicating attachments

® ] enclose / am enclosing our current catalogue and price list quoting ...

® As requested I am forwarding you a ... (price list, catalogue ... )

® Please find enclosed ...

® Enclosed you will find ...

® Please find enclosed / attached a copy of the following documents: ...

® I am enclosing our latest catalogue and price list but should point out that prices are
subject to change as the market for raw materials is very unstable at present.

® We have enclosed all the details about .../ our booklet on the Alfa 2006 ...

Finishing the letter
® (Dear Sir / Madam / Sir or Madam) ... Yours faithfully
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® (Dear Mr / Mrs / Miss / Ms Smith)... Yours sincerely
® (Dear John)... Best wishes / Best regards

Translation

ﬁ' Business Card

XEGASERBEN T Da Hua Textile Co., Ltd.
BT MRS REH Chu Ning Manager of the Foreign
bt . HLAGMTTRIL TR X ‘ Trade Department

HEK 151 2 Address: No. 151 Qingnian Rd.,
H1j% . 0571-5818068 Xiaoshan Industrial Park,
5 ; 05715818168 Hangzhou City, Zhejiang
FHl. 13511607158 Province
R4 . 71458@163. com Tel. 0571-5818068

Fax.: 0571-5818168
Cell phone; 13511607158
E-Mail: 71458@163. com

quef"'efoeSS!gﬂj e

head office R/ H] executive director HITEEH

department / division FB|] advisor JEi[q]

bureau J&5,% auditor Wi

section £} deputy manager RI|ZH
branch 4+AAH] secion manager BH&
office FMAE , FpEELE { supervisor EAE
vice-president  Hll 3R avenue i

managing director H#HEE
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Product Catalogue

WEA/ Ak 7= 43R Description
Unit/Packing 3R A
ggﬁﬁ Material ; 100% cotton
ﬁ@.iﬂéfﬂ Size . Standard
é ’fﬂ”¥ 45 Color; White
PIECE/CARTON | FCftiftoh - erhsigse| e 4 .
- . er information; Made from annually
’ﬁ%vg?gﬁqﬁqﬁg‘f;ﬁ; J!;ET renewable raw materials, such as corn, it is
% E‘Jﬁ 4 _ﬁ; j‘:!;: AR i deal for consumers seeking out all-natural.
ﬂ%-ll/l\\/ﬁ 310 Ay 8 Packing; 1 PC/BAG, 10 PCS/CARTON
Material: 100% cotton
gﬁééﬁ E%% Filler; White goose down
o t/f(?ﬁ Size: Standard
ﬁ@.ﬁﬁa Color: White
. Price: ¥98
PIECE/CARTON  |f54ft. ¥98 Other  informati - - g
N er information: e softness an
BH . :
g%g éﬁi#ﬁﬁmﬂﬁiﬁgg flexibility of down make the product firmer,
. m@% ﬁg%” and cotton makes it more comfortable for
1 4;!& 10 /I:/fg touching.
. ? Packing: 1 PC/BAG, 10 PCS/CARTON
y Material ; 80% cotton, 20% polyester
gﬁzsgzagﬁ 20% REGETE | poe. ¥38
. . Other information: 80/20 cotton polyester
HA .8 £ LAl HE
ﬁ%géﬁﬁﬁxg%ﬂnﬁgﬁig blend can extend its service life without
ik, 10 F Bt 2 5 fo ’ & influencing comfort. Machine washable.
@.E; A{#ﬁh_j’ 1 2' * Available in 10 great colors, 3 sizes for each
B .1.5 ;Kﬂ‘ffﬂl 8 ;KHE color; for 1.2m bed, for 1.5m bed and for
e X °  |1.8m bed.
PIECE/CARTON a1 #4220 18 Packing: 1 PC/BAG, 20 PCS/CARTON

ik} SR

E4r. ¥50

b U B . 4l 4R R E
B, A&, aTHLgk. 10 #
kg, £ 68 3 Mtk
R-E,1.2 KR, 1.5 XK
1.8 5K,

%1 /48,20 (/%8

Material: 100% cotton

Price: ¥50

Other information; 100% cotton makes the
product healthier and more comfortable.
Machine washable. Available in 10 great
colors , 3 sizes for each color; for 1.2m bed,
for 1.5m bed and for 1.8m bed.

Packing; 1 PC/BAG, 20 PCS/CARTON

4P .
% Unit |
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HE R/ AR
Unit/Packing

7= fh iR Description

SR

FHR

PIECE/CARTON

K :80% 4 ,20% FEBSLT 2
4. ¥50

Fofth 58 I ERAE PR BA 4T 58
EW, AEMRBHARE
ERHEER, HEEMR,#
Bt , AT HLSE, A a6, B
RiHFEIKEEERE, 25
Rt IE G, R 3 Mtk
RAF:1.2 KIR,1.5 KR,
1.8 KK,

%1 4/48,20 /%8

Material : 80% cotton, 20% polyester
Price: ¥50

Other information; The printed sheet is
comfortable and artistic, color
backgrounds go with different color flowers,
every design matches harmoniously with
bright color. Machine washable, unfading.
It is the ideal choice for decorating your
room. Available in 25 designs, 3 sizes for
each design; for 1.2m bed, for 1.5m bed
and for 1.8m bed.

Packing: 1 PC/BAG, 20 PCS/CARTON

various

SET/CARTON

T AR ENTE
ARG 1.5 KK, 1.8 %
2

. ¥348

FCA LB - SR i, 6F &
iR, LR, ATHLYE, A
e, NEESE— A
B, — KB ARE
R-#E,

A%k .1 £/PVC 45,10 £/
]

Material; 100% cotton print

Available sizes; for 1.5m bed, for 1.8m bed
Price: ¥348

Other information: The set is 100% cotton,
healthier and more comfortable with various
designs available. It is machine washable
and unfading. It includes a quilt cover, a
sheet and two standard size pillow shams.
Packing: 1 SET/PVC BAG, 10 SETS/
CARTON

SET/CARTON

TR AR ENAE

AR 1.5 KR, 1.8 K
73

4. ¥558

PR B - Sl AR H i, &7 58
B, AE5HTTHE., RR%H
B ARENH, AR R,
EREHE,EZMWELH. AT
¥, Ae, AFEERRK
B OENKRS EEREA
BMIEFRHHE,

.1 Z/PVC 48,10 &/
#

Material . 100% cotton print
Available sizes: for 1.5m bed, for 1.8m bed
Price: ¥558

Detailed information; The set is 100%
cotton for comfort, health and easy care.
Made with advanced printing technique,
this set is available in various colors and
pictures. It’s artistic and practical. Machine
washable and unfading. It comes with a
sheet, a ruffled bed skirt, a quilt cover and
two tailored pillow shams.

1 SET/PVC BAG,

Packing . 10 SETS/

CARTON
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