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Chapter One
Establishing of Business Relations

In international trade, the importer is usually in one country and the
exporter in another. They are separated sometimes by thousands of
miles. Establishing business relations is the first step in a transaction in

foreign trade.

Writing letters to new customers for the establishment of relations is a
common practice in business communications. To establish business re-
lations with prospective dealers is one of the vitally important measures
either for a newly established firm or an old one that wishes to enlarge
its business scope and turnover. There are several channels through
which importers and exporters can get to know each other.

1) They may be introduced themselves or be introduced by their
friends.

2) Banks are always ready to supply the names and addresses of ex-
porters in their respective cities.

3) In almost every town or city of the Western countries, there is
chamber of commerce. A chamber of commerce is an organization
of businessmen. One of its tasks is to get business information and
to find new business opportunities for its members.

4) Necessary information can be obtained from the Commercial Coun-

sellor’ s office.



5) Another way to get the information you want is through ads in the

newspapers and magazines.

Before a writer corresponds with a new customer, first, he should
do credit investigations including:

(1) capital, financial condition.

(2) capacity, business activity.

(3) character, honesty integrity.

In such cases, the writer usually informs his addresses of the follow-

ng:

1) the source of his information;

2) his intention;

3) the business scope of his firm and also its branches and liaison of-
fices;

4) the reference as to his firm’s financial position and integrity.

If the writer intends to buy for import, he may also make request for
samples, price-lists, booklet catalogues, credit reference, etc. To close

the letter, the writer usually expresses his expectation of cooperation
and an early reply.

The first impressions count heavily. Make sure that your letter follows

the standard format and that it is neatly typed and error-free.

Letter 1

Gentlemen:

As one of the largest importers of Chinese Arts & Crafts in this city,
. 2 .



we shall be pleased to establish business relations with you.

At present, we are interested in your products, details as per our In-
quiry Note No. 618 attached, and shall be glad to receive your keenest
quotation as soon as possible.

Yours truly,

Letter 2

Dear Sirs,

We thank you for your cooperation for our business.

At present, we are desirous of enlarging our trade in various kinds of
Printed Shirting, but unfortunately have no good connections in Los
Angeles, America.

We, therefore, shall be obliged if you will kindly introduce us to some
of the most capable and reliable importers in the district who are inter-

ested in these lines of goods.
Your information on this respect will be highly appreciated.
Yours faithfully,

Letter 3

Dear Sirs,

We are exporters of long-standing and high reputation, trading in all

-3 .



kinds of Chinese goods, especially electronic and Hi-fi Products.

We desire to expand the business we do with you, and would be most
grateful if you could provide us with a list of reliable business firms in
your area which might be interested in our products. We are confident
that with our experience in this line for more than 15 years, we can

give our customers complete satisfaction.

We are enclosing a copy of our current catalogue and price list for your

reference.

As to our financial position, we can refer you to the Bank of China and
the Chamber of Commerce in Shanghai.

Your assistance will be greatly appreciated, and we look forward to

your early reply.
Faithfully yours,

Letter 4

Dear Sirs,

Re: Textile Materials

We get to know your corp. from your CCPIT with which we have
been in good business relations for many years, and that you are han-

dling import and export of all textile materials.

‘We are one of the principal manufacturers of wool sweater in U.S. A.,

e 4



and are interested in importing sweaters made of wool, cashmere.

We shall be pleased to receive your details and prices of various
sweaters with photos and specifications. We shall be glad to study. the

sales possibilities at our end.
Yours faithfully,

Letter S

Dear Sirs,

The Chamber of Commerce of your city has recommended you as one
of the largest importers of children’s garments of various styles and
sizes. We are, therefore, writing you with a keen desire to enter into

business relations with you.

You will be interested to know that the goods mentioned above have
been accepted by domestic and overseas clients for over twenty years,
enjoying a good reputation. Because of the superior quality of our
goods, we may say that should you favour us with inquiries for your
specific requirements, we are in a position to supply you with first class

goods at competitive prices.

As to the terms of payment, it is our custom to trade on the basis of an

irrevocable letter of credit.

Yours faithfully,



Letter 6

Dear Sirs,

We owe your name and address to the Commercial Counsellor’s Office
of the British Embassy in Beijing, who have informed us that you are

in the market for jeans.

We avail ourselves of this opportunity to write you in the hope of estab-

lishing business relations with you.

We are a government-owned corporation, handling both the import
and export of garments. In order to acquaint you with our business
lines, we enclose a copy of our Export List covering the goods you re-

quired at present.

It is our trade policy to trade with merchants of various countries on
the basis of equality, mutual benefit and exchange of needed goods.

We hope to promote, through mutual efforts, both trade and friend-
ship.
We lock forward to receiving your early inquiries.

Faithfully yours,

Letter 7
Dear Sirs,

Your letter of March 5 addressed to our Dalian Branch Office has been
. 6 .



passed on to us for attention and reply, as the captioned goods come

within the range of our business activities.

We regret to inform you, however, that this particular line has already
been represented by Messrs. Lee & Co., 18 Broad Street, Los Ange-
les U.S.A. Therefore, we are not in a position to offer you but
would rather recommend that you approach them for your requirements
direct.

Should any other items be of interest to you, please let us know and we

shall be pleased to make you offers.

Yours faithfully,
Notes

1. as per: (prep) ¥eHE, RHE

as per price list IZEBYHEER

as per enclosed documents 3% B8 Bif I f 34

We are interested in chemicals, details as per the list attached.
2. quotation: 1R

make (send, give, cable) somebody a quotation for something

Please make us your lowest quotation for Men’s Shirts.

Your quotation of Men’s Shirts is too high to be acceptable.
3. desirous: REM,BEY

be desirous to do (of doing)sth T HH

We are desirous of entering into direct business relations with you.
4. to be obliged to somebody BRI A

We are much obliged to you for your help. #7135 % B ik 49 5

.7 .



5.Hifi: n.adj. (WHFEREFRES)SREE(H)
6.line: a kind of business or job {7k
We have been for many years in the chemical line.
This is a good line of hardware.
7. firm: concern, company W=, WiT, 2vH], 40
8. standing: Hu{¥, 1)y, B %
men of high standing HAIFHTA
credit and financial standing ¥ {E:R %
financial position, credit standing ¥E{EHR%
9. enter into: establish FFEEMFH, i1ie, B0, #FA
enter into a treaty #FZY
enter into negotiations FF 451K
enter into direct business relations with somebody
establish business relations with somebody
10. competitive price: ImF T
11. be engaged: tradein M HLE
This company is engaged in all sorts of advertising business. It
NEBEERT LS
12. in a position to do something: #8485 (54 FREVEEE M ML)
We will contact you by cable as soon as we are in a position to ac-
cept fresh orders. FH —HEEEZHITHER, TRl BBER
13. enjoy good reputation & RIFEZ
14. specific requirements HEARER

15. owe one’s name and address to 7RZ% - & H L F] H1T & FH
ht

16. be in the market for : want to buy
17. avail oneself of : make use of H|F

You should avail yourself of the books in the library.
.8



18.
19.

20.

21.

22.

23.

24.
25.

26.

We avail ourselves of this opportunity to express our thanks for
your close cooperation.

approach : contact 5, B A&

export n. v. H0O

We handle the export of chemicals.

We export a large quantity of bicycles to European countries.
import . v. i#H

We are interested in the import and export of foodstuffs.

We used to import Silicon Sheets before, but now we export
them.

acquaint v. ff---BK

We want to acquaint ourselves with the supply position of steel
products.

We are well acquainted with the market conditions in Southeast A-
sia.

come within the range of our business activities : be within (fall
within, come under, lie within) the scope of our trade activities
BTRAFEEUH

recommend v.

We recommend'you to buy a small quantity for trial.
HATRITIESBIRA

We strongly recommend your acceptance for our stocks are running

low.
BT R ITFERE S, AT,
through mutual efforts: by joint efforts J:[F % A

the exchange of needed goods : supplying what one has for what

one needs H.JAEHF T
for attention and reply: MHEEZEE, HhEHEE



Some Useful Sentences in
Establishing Business Relations

. Your firm has been kindly recommended to us by Messrs J. Smith
& Co.,Inc., in London, as large importers of textiles.

R ERAER LA MENNE, RAGARH AN EEHRD
[

. We have obtained your name and address through the Commercial
Counsellor’s Office of the Embassy of the People’s Republic of Chi-
na in your country and understood that you would like to establish
business relations with us.

RIS EM P ERFEEE S S LB HRLAFTNT LM
I, FFEBR A GEIMA T ELLEE R,

. Through the courtesy of Mr. Black, we have learned that you are
one of the representative importers of canned goods.
AEMETRENR, KERAFAIRELERAREEHHOR
Z—

. Your name and address has been introduced to us by Messrs. J.
Smith & .Co., Inc.

PR BT A AL SR B A A B BB

. We take the liberty of writing to you with a view to building up
business relations with your firm.
HMNEREEUNMSRAARLLEER,

. We are given to understand that you are potential buyers of Chinese
Printed Shirting, which comes within the frame of our business ac-
tivities.

Wi RARRTEPEMAAAENNEE MEEGERTF
. 10 .



