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Learning Situation @ Establishment of Business Relations

Skills Requirements

* To be able to write letters of establishing business relations with new customers in
accordance with the requirement of importers.

Knowledge Requirements

» To be able to learn how to obtain the information on new customers and understand the
requirement;

e To be able to understand and use words and expressions related to letters of
establishing business relations.

@ Item Presentation

Wang Juan, a foreign trade salesperson from Jiangsu Textile Industry (Group) I/E
Co., Ltd. , has just known a customer, from Australia, will purchase garments on July 2,
2009 from the Internet in China Council for the Promotion of International Trade. In order to
expand business activities, she is going to write a letter of establishing business relations to
the prospective customer. Purchase letter is as follows:

We are engaged in various garménts retail and would like to contact to purchase all types
of ladies” woolen knitted garments, men’s garments and kid’s wear. And they must be
genuine products. Please send us more information.

COMPANY NAME: Alpine Clothing Inc.

COMPANY ADDRESS: 249 Monroe Street, Passaic, NJ 07055, Australia
CONTACT :Director, Mr. lan Barry

TEL: (973) 365 -5800

FAX. (973) 365 -0007

HTTP. www. alpineclothing. com. au

E-MAIL. Barryhouse2@bigpond. com

INTEREST : Garments

1 SREuREERe.,
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Wang Juan, as aforeign trade salesperson, is required to accomplish the following tasks:

Task 1; To understand the content of Purchase Letter from Australia customer accurately.
Task 2: To discuss main points on letters-writing of establishing business relations.

Task 3: To write a letter of establishing business relations.
ﬁ) Instructors Demonstration

Step 1: To understand the content of Purchase Letter accurately
FHALNETRXAZETORBEOAT , BHEELB AR BLEEEL,
RRAANEERIEBETENREFRAZTE LS ABEXB XX FELRE FXAMERF

B ARBTRAARLDGHB AL, ERRSFHNBEHRBE SLL, B —Fdk,

Step 2: To discuss main points on letters-writing of establishing business relations
Establishing business relations is the first step in dealing with and developing mutual
trade. The business growth and broadening depends on the establishment of business
relations. So it is a very important part to write business letters in business communication.
To establish business relations is to know about your clients including: financial credit;
business lines; capacities; the intention of trade contacts.
In international trade, one may establish business relations with other countries, or
firms and companies through the following channels.
1. Banks
Chamber of Commerce
Trade Directory
Business associates of the same Trade
Commercial Counselor’s Office
Commercial Office of a Foreign Embassy
Advertisements

Exhibitions and Trade fairs

Market survey

10. Recommendation by a business friend or a client

11. Other sources

After having obtained the desired names and address of the companies from any of the
above sources, you may start sending letters or circulars to the firms concerned.

Writing letters of establishing business relations generally includes the following points.

* The source of information;

* Self introduction about the financial situation, prestige and reputation, business
scope, products of the corporation;

» The expectation of cooperation and an early reply.

«snaSEAREY 2



Learning Situation @ Establishment of Business Relations)

Step 3: To write a letter of establishing business relations
Sample Letter

JIANGSU TEXTILE INDUSTRY (GROUP) I/E CO., LTD.
482 ZHONGSHAN DONG ROAD

NANJING, JIANGSU, CHINA, 215236

TEL:0086 — 25 - 88560111 87429697

FAX.0086 — 25 - 87400258 87428333

E-MAIL; admin(@sutex. net. cn

HTTP://www. Sutex. net. cn

Reference Number: SD45873236
July 3, 2009
ALPINE CLOTHING INC.
249 MONROE STREET
PASSAIC, NJ 07055, AUSTRALIA
TEL: (973) 365 -5800
FAX.: (973) 365 -0007
HTTP:www. alpineclothing. com. au
E-MAIL ;Barryhouse2@bigpond. com

Attention line: Director Mr, Ian Barry

Dear Ian,
Subject: Supply Garments

We learned from the Internet in China Council for the Promotion of International
Trade that you are in the market for ladies’ woolen knitted garments, men’s garments
and kid’s wear. As this article fails within the scope of our business activities, we wish
to express our desire to enter into business relations with you. _‘

As one of the leading manufacturers and exporters in China, we have been
handling various kinds of garments over 20 years. Our products have enjoyed great
reputation at home and abroad for their high quality and fine workmanship.

To give you a general idea, we are sending you by separately posting a copy of illustrated
catalogue. Should any of the items meet your interest, please let us know. We shall be glad
to forward you samples and quotations upon receipt of your specific enquiry.

We look forward to your early reply.

Sincerely Yours,
JIANGSU TEXTILE INDUSTRY (GROUP) I/E CO., LTD.
Wang Juan
Foreign Salesperson

Enclosure; Illustrated Catalogue

3 SRERRERs:..
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ﬂ Language Focus

i
(1) be in the market for AHREIL oo

« As we are in the market for household appliances, we should like to know details
of your products.
RyEBWRAREF . FETHRERTHERNFEHAEOL.
e a brisk/dull market WiHEFE/FH%
a rising/falling market 471§ L ¥/ T Bk
a good/poor market BiE&E I/ B BEA I
(2) fall within the scope of our business activities & FRNIKNEZETLH
(3) establish/enter into business relations E 7\ % X &
(4) the leading/largest importers B KA O
(5) handle/deal in/specialize in ZE&/ &
¢ We deal in various kinds of textiles.
RIMNEBEEHEERNGHN,
(6) enjoy great reputation/ enjoy great popularity FEH K%
(7) by separate post/under separate cover 3 Hf
¢ We are sending you by separate post (airmail) the samples for the new season.
T 55 R CALHER) T 2 BERE S B SR
(8) upon/on receipt of —{%k %]
e Quotations and samples will be sent upon receipt of your specific enquiries.
— B RR Oy Bk, BN FRER M.
(9) illustrated catalogue #H#HEEIMK H F
brochure/booklet/pamphlet /Mt F(HEFBEHEHMBE=RHER)

@ Competence Practice

Zhang Jie, a foreign trade salesperson from Jiangsu Sheng Da Garment Co. , Ltd. , has
just known a customer, from Cambodia, will purchase female fashion clothing at the Chinese
Textiles Commodity Fair in Nanjing during October. In order to expand business activities,
she is going to write a letter of establishing business relations to the prospective customer.
The following is specific purchase information.

Need supplier for female fashion clothing. I am looking for supplier who design and
stock. I am not looking for factory to make my design. If you have any designs with stock,
please mail me the catalogue.

COMPANY NAME: Cambodia Industrial Textile Co. , Ltd.

«czsumnEy 4



Learning Situation @ Establishment of Business Relations

COMPANY ADDRESS: No. 999, Street 217 Chom Chao, Toul Pongror Viaalage,
Sangkat Chom Chao, Cambodia A
CONTACT :Purchase manager, Mr. Baghayi
TEL: 023 -424512
E-MAIL,; paco_bermejo@yahoo. com

Zhang Jie, as a foreign trade salesperson, is required to accomplish the following tasks.
Task 1: To understand the content of Purchase Letter from Cambodia customer accurately.
Task 2; To write a letter of establishing business relations according tc the above requirements,
Task 3: To make group discussion on letters written by learners, then instructors make the
summary of key writing points such as expressions, patterns and structures in the

letter of establishing business relations.
@ Knowledge Extension

1. Useful Sentences

(1) Your name and address have been recommended to us by the Chamber of Commerce
of your city.
BRIAEHPEELSLKE]AFAKEL ML,

(2) We have seen your advertisement in South China Morning Post and are writing this
letter to you in the hope of establishing trade relations with you.
BRIMNBIAGRTE(HEER RO LENT & . AEEXRAFESHKRMNBIILVFXER.

(3) You have been introduced to us by Johnson Co., Ltd. as one of the leading

importers of electronic products.
REABBERARNE . KIAIRBEF~AWEEH#OBZ—.

(4) We learn from the Commercial Counselor of our Embassy in Beijing that you deal in
the import and export of garments,
RIABILFE S SRABA, GIIAEREL L OS5,

(5) We are willing to enter into business relations with your company on the basis of
equality and mutual benefit,

BINBEEEVFEEAMER ESKRARBEFXE.

(6) This corporation specializes in /has been handling the import and export business of
electronic products and wishes to enter into business relations with you.
FARLE/ZERTFFANHELOLE FESKRMNBILFXER,

(7) Qur company has been in this line of business for many years and enjoys high
international prestige.

RMNAREHFBELECHESE EERLEARH. .

(8) Our products are of very good quality and our firm is always regarded by our

customers as the most reliable one.
RINMW=SRB LR, - HEEEEERUENLE.
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2. Principles of Business Letters Writing

The 7C Principles of business writing: 7C means consideration, courtesy, clarity,
conciseness, concreteness, completeness and correctness.

(1) Consideration: Share your reader’s viewpoint and keep their needs in mind, put you
in the position of others, (Prepare every message with the reader in mind and try to put
yourself into his/her place. )

e. g. We allow a 5% discount for cash payments. (“we”—attitude)

You earn a 5% discount when you pay cash. (“you”—attitude)

(2) Courtesy: Write in a friendly and courteous tone. Use the sentence like “Thank you
for your recent order” rather than a cold statement “We have received your order”.

e. g. We cannot deliver the goods all at one time.

I’m afraid we canndt deliver the goods all at once.

(3) Clarity: Make sure that what you write is so clear that it can’t be misunderstood
(convey your message to the recipient without being misunderstood). Always write in
direct, plain and simple language instead of ambiguity, vagueness, and clichés etc.

e. g. We can supply 50 tons of the item only. (only this item)

We can only supply 50 tons of the item. (only 50 tons)
e.g. The L/ C must reach us not later than September 1st for arranging shipment.
The L/ C must reach us forarranging shipment not later than September 1st.

(4) Conciseness: Saying things in the fewest possible words. To achieve this, try to
avoid wordiness or redundancy,

e. g. We have begun to export our machines to the foreign countries.

We have begun to export our machines,

Analysis; The word “export” means “selling the machines to foreign countries”,

However, we can say, we have begun to export our machines to Japan/ USA/ Germany
(some specific country).
(5) Concreteness: Making the message specific, definite and vivid.
e. g. The Universal Trading Company is one of our big buyers,
The Universal Trading Company placed over US. $ 2,000,000 worth of business
with US each year.
Analysis: The adjective “big” can’t express the degree in specific figures.
(6) Completeness; See to it that all the matters are discussed and all the questions are
answered.
e. g. The goods can be delivered.
The goods can be delivered by June 14.
(7) Correctness; Appropriate and grammatically correct language, factual information and
accurate reliable figures (such as names of articles, specifications, quantity, price and units, etc. ).
e. g. You ask very short delivery for your order.
You require prompt delivery of your order.
cconanuEBE 6
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Analysis; short delivery: short—weight, the quantity of shipment is less than that of

order. prompt delivery: quick delivery

3. The Format of Business Letters

Heading _ RESEARCH ASSOCIATES, INC,
457 Plains Highways
North Platte, Nebraska 6901

U.S. A,

Reference Number Ref; 12-5-56A
Dateline September 11,2010
Inside Address Shanghai Customs Coliege, 45 Fen Yang Road

Shanghai 200031 P. R. OF CHINA
Attention Line Attention; Mr, Wu Bao-kang
Salutation Gentlemen:
Subject Line Subject. The Elements of a Business Letter
Body You are reading a letter containing all the parts of a

business letter. The attention line follows the inside address.
Because it is really a part of the address, it should also be paced
on the envelope. The subject line follows the salutation. It is

considered part of the body of the letter.

Complimentary Close Sincerely,

Company Signature RESEARCH ASSOCIATES, INC
Signer’s Identification (§ignature)-(Ms. ) Sherry Zhang
Identification Mark President

Reference Initials SZ/aw

Enclosure Encl.

CC Notation CC; Bob Wood.

Postscript P. S. The postscript should never be used as an after thought.

It may be used, however, to emphasize or to personalize.

Note: Some of them are necessary to a business letter, but others can sometimes be

optional.

(1) Heading: The heading is to contain the writer’s address, which is the point of
reference for the recipient. As the first and obvious part of a company’s business letter, the
letterhead has a function to convey a favorable impression of the writer’s firm. In many
companies, the letterhead is often printed, containing the company’ s name, address,
postcode, telephone number, telex number, etc.

(2) Reference Number; The reference number includes a file number, the goods type,

7 | J 1 L L ER XD
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department code, etc.

(3) Date: Every letter should be dated. The date should be placed two to four spaces
below the letterhead. Remember to write the date in full, in the logical order of day, month,
and year. For the day, either cardinal numbers (1, 2, 3, 4, etc. ) or ordinal numbers (1st,
2nd, 3rd, 4th, etc.) can be used, but cardinal numbers are preferred. The day can also be
written after the month, in this way, a comma must be used between the day and the year.
e. g. September 9, 2008— American form; 9" September, 2008—DBritish form.

(4) Inside name and address: The inside name and address is the receiver’s address,
identical to the delivery address on the envelope. It is typed at the left-hand margin about
two to six paces to the date. English addresses may have the following parts (Not all
addresses have all the parts):

Name of house ’

Name of house and Name of street

Name of city or town

Country or state and its post-code

Name of country

(5) Attention Line: Attention line is used when you want your letter attended by or
directed to a specific person or department of a firm. It is generally typed following the inside
address, above the salutation. '

(6) Salutation: The salutation is complimentary greeting to the receiver. It usually
includes a personal or professional title and the name of the receiver. Its form depends on the
writer’s relationship with the receiver and the formality level of the letter.

(7) Subject Line; The purpose of subject line is to invite attention to the topic of the
letter. It is usually centered over the body of the letter and two lines below the salutation.

(8) Body: This is the most important part of any business letter. It is typed two lines
below the salutation. As mentioned above, the body of the letter should be written according
to seven important principles; it should be planned and paragraphed carefully. Usually, the
first paragraph refers to the previous correspondence; the middle paragraph is the discussion
of business in detail and the last one to future actions and plans.

(9) Complimentary Close: Complimentary close, like the salutation, is just a polite way
of closing a letter and doesn’t mean anything to the message. It is typed two lines below the
final line of the body of the letter.

(10) Signature: All letters must be signed, because signed letters have authority. You
may sign your name in ink (a rubber stamp is a form of discourtesy) and type your name, job
title or position below the signature.

(11) Typist’s initials: The typist’s initials are the initials of the writer and the typist.
Many businesses prefer to drop the typist’ s initials, The initials usually are in capital
letters. The two sets are separated by a colon or a slant,

(12) Enclosure: Enclosure refers to the added documents followed two lines below the

auseNERE 8



Learning Situation @ Establishment of Business Relations)

signature at the bottom left-hand, with a figure and certain kinds indicating the number of
enclosures, if there are more than one.

(13) Copy notation: When copies of the letter are sent to others, type c. ¢. or CC two
lines below the signature or immediately below the enclosure.

(14) Postscript: A postscript (P. S.) is an emphasis, aiming at drawing the reader’s
attention, in which the writer wishes to add something he forget to mention or for emphasis.

e. g. PS: I’m expecting your visit next Monday evening,

4. The Layout of Business Letters

Although business letter-writing tends to be a less conventional and more friendly style,
the layout or mechanical structure of a letter, as it is called, still follows a more or less set
pattern determined by custom. Usually speaking, there are four kinds of layouts of business
letters: semi-block style, full-block style, indented style, semi-indented style,

(1) Semi-Block Style

Almost all addressing lines are placed at the left-margin, except the letterhead, except
the letterhead, date, the complimentary close and signature. Semi-blocked style has come to

be much more widely used than before.

ABC Co. Ltd.
442 West Third Street
Gloversville, NY 12078
ATTENTION; MS MARLA CHEN
June 14, 2010
MR. Tony Wood, Manager
International Investment, Inc,
3117 Avenue E
Seattle, Washington 20103, USA

Ladies and Gentlemen,
Subject; Upright Pianos

Sincerely yours,

Richard Wood,
Sales Manager
AWB: t1

CC: William John

9 BREEREuns,
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(2) Full-Block Style

A uniform left margin each line of the letter should be followed including the date and

signature lines etc.

ABC Co., Ltd.

442 West Third Street

Gloversville, NY 12078
ATTENTION: MS MARLA CHEN
June 14, 2010

MR. Tony Wood, Manager
International Investment, Inc.

3117 Avenue E

Seattle, Washington 20103, USA

Ladies and Gentlemen,

Subject: Upright Pianos

Sincerely yours,

Richard Wood,
Sales Manager
AWB; ti

CC. William John

(3) Indented Style

In the indented form, each second line of the inside name and address and any other
places that need to be separated into another line are indented two to three more spaces than
preceding line; in the body of the latter, the beginning line of each paragraph should be
indented four spaces.

ABC Co. , Ltd.
442 West Third Street

Gloversville, NY 12078
ATTENTION: MS MARLA CHEN

June 14, 2010

casnunBE® 10
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MR. Tony Wood, Manager
International Investment, Inc.
3117 Avenue E
Seattle, Washington 20103, USA

Ladies and Gentlemen,

Subject: Upright Pianos

Sincerely yours,
Richard Wood,
Sales Manager
AWB: tl

CC: William John

(4) Semi-Indented Style
The semi-indented style is the most attractive of all letter styles, for its compact, tidy and easy

reading. Indented style is adopted for the first line of a new paragraph of the letter body.

ABC Co. , Ltd.
442 West Third Street
Gloversville, NY 12078
ATTENTION:; MS MARLA CHEN
June 14, 2010
MR. Tony Wood, Manager
International Investment, Inc.
3117 Avenue E
Seattle, Washington 20103, USA

Ladies and Gentlemen,

Subject: Upright Pianos

11 [T T L IILLID



