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%—*$iﬁ Unit One

BIIWSRA

Establishing Business Relations

— EEHEF(Main Contents)

1. B4 (Self-introduction) ;
2. WA & A FIEE SR (Initial Intentions and Desires) o

= . A1EIF0 B 5] (Sentence Patterns and Examples)

1. BE A4 (Self-introduction)

AR 1. Weare.. . FRNTE--

We are a specialized corporation, handling the export of an-
imal by-products. R TEZBE =R OMNE LA,

We are China National Textiles Import and Export Corpo-
ration, with its headquarters in Beijing. T AT A B 45 41 & i
O ERAE, BEREILE.

)% 2. This is to introduce. . .as. . . B EH- - K-

This is to introduce ourselves as one of the leading ex-
porters of garments in China. 2548 , A2\ 6] 4 B & K B IR

. 1 .




FHOFZ—,

This is to introduce the Pacific Corporation as exporters of
light industrial products having business relations with more
than 70 countries in the world. ZZ/ 48, KEHEA R A E Tk
P O R, iR L 70 EAMNERERFER

A]%#1 3. to write to introduce I 4

We write to introduce ourselves as large dealers in food-
stulls with good connections in the country. BLefi4y , B I A&
KRR, FERRFA KE

We write to introduce ourselves as exporters of fresh water

pearls having many years’ experience in this particular line of
business. BLpR 5y, B APKEHR L O, BT EEA L
GRZL 8

1% 4; to take the opportunity to introduce F| L&
na

We take this opportunity to introduce ourselves as large
importers of fertilizers in our country. EFR)WILE, %NA,
RAFNENKIEHA DR,

We take the opportunity to introduce our company as ex-

porters dealing exclusively in leather goods.
RIMHARIEN B, RARIAEILE R ER R

AW,

4]R 5. to inform sb. that. . . FFAIFEA

We wish to inform you that we specialize in the export of
arts and crafts. BBZE4 , BATENLEBELZMAH O,

We are pleased to inform you that we handle a wide range

-2 .




of electric fans. ¥t RIE B HB KT L,

aj%l 6:  to take the liberty of doing sth. B BE Hh 4
X=H

We take the liberty of introducing ourselves. BL B Bk Hi{E
ARNAE,

We take the liberty of writing to you with a view to doing
business with you. Bl B Bk 08, AR R R A HITH Z -

¥ : to take the liberty JE AT EBIFEAE S, 41 : We take
the liberty to write to you. BL B BRZ B,

4)AY 7.  to have one’s name and address from. . . p\---4b
BHIFEN 2 T Ak

We have your name and address from China Council for
the Promotion of International Trade. B ]\ o [ H br 7 5 12
PR R AR AL

We are glad to have your name and address from “The
Journal of Commerce”. T/ 243t MRk B ) K& 522 7]
AR AL

/]%I 8; to owe one’ s name and address to. .. 7715
N k22 Ttk

We owe your name and address to Messrs. Collins & Co. ,
through whom we have learnt you are importers of table-cloth.
SR 2 T4 MR F BRIt , 2 R AL B ATT43
HBARREMHEOR,

We owe your name and address to Italian Commercial

Bank who has informed us that you are in the market for ball-

bearings. FRSE B A A B L ARAT & AR > Al 8 FR Atk 4
e 3 -



PR A8 A TR Bk AR
B 9. to be transferred({orwarded) to. . . for attention

Your letter of Sept. 8 has been transferred to us for atten-
tion from our Head Office in Beijing. #f 7 9 A 8 H RE B IR A1]
I E W R A R R TR,

Your inquiry has been forwarded to us for attention from
the Commercial Counsellor’s Office of the Chinese Embassy in
Rome. fF AR E HPHEY S RXFEHEBSFSRUAELRE
RE3E

)% 10;  through the courtesy of.. . HF--HFE

Through the courtesy of the Paris Chamber of Commerce,

we have your name as a firm who is interested in doing business
withus. ZHERE &, RIVEBR R A AH NE SR #T
Ao _
Through the courtesy of Mr. White, we are given to un-
derstand that you are one of the leading importers of silk in
your area. £ HFFEE , RITBERR A G NIEB X P BRKR
RZAH#OEZ—.
/)% 11:  on the recommendation of - #E (/M 4)

On the recommendation of Messrs. Harvey & Co., we

have learned with pleasure the name of your firm.
H M 4EA BN, ATE DGR R B A B KA R,
2. MK E ] FER (Initial Intentions and Desires)
a7 1:  to establish businesé relations with. . . #l---E3F
Ao KEER
. 4 .




We avail ourselves of this opportunity to write to you and
see if we can establish business relations with you. AT TF] Fi it
VMEBRAFUTHIESHIRILAD KSR,

We have come to know the name of your corporation and

are pleased to write to you in the hope of establishing business

relations with you. BT R R A ALK, FHBEF B SR

HELRGH KR,
481 2.  to enter into business relations with. .. -
SMRGREF

We are willing to enter into business relations with you on

the basis of equality and mutual benefit. AT EEEFEEH]
MEE FSRFBIAGRKER

Your company has been introduced to us by Smith & Co.
Ltd. as prospective buyers of Chinese table-cloths. As we deal
in the items, we shall be pleased to enter into direct business
relations with you. R AR MBAINARHAARLPEER
MAEEE, HFRITEEGH, RIBEZSHTELE
HAGKF

AJEY 3:  to fall(come, lie) within the scope of & #)
piehidl

As the item falls within the scope of our business, we shall
be pleased to enter into direct business relations with you. BT

FEGE TR S HEE, RGBSR T EER
DA% 553

As the article lies within the scope of business of our

branch in Nanjing, we have forwarded your letter to them for
.5 .



attention. i FULET B T RITER A F Mk 575,
BRI REGF AT,

= {5 & PFI(Specimen Letters)
1. Self-introduction
Dear sirs,
Through the courtesy of the Chamber of Commerce in

Tokyo, Japan, we have learned that you have been supplying
the best quality foods all over the world, and we are sure that

there is a large demand for various foreign foods in our country.
We are writing to you in the hope of establishing business rela-
tions with you.

We are the largest food trading company in Japan, and
have offices or representatives in all major cities and towns in
Japan. We are already importing a number of foods from Eu-
rope and the U.S.A. and consider, therefore, that we have
considerable experience in this field.

We foresee a bright prospect for your products in our mar-
ket. We look forward to hearing from you and assure you of our
close cooperation at all times.

Yours faithfullly,



B3 H RN AR

R

R AR RN A, BATT W #7 o m e R &t
N R R RO B, HF BB B X & A E B R 2R
Ko ABRFEGHITRILAB KR

AL AR AARREE SR 07, 7 AR EEE T
A REFITHE. HOE MBS E O AR i, A
WX T A £ E AR

RATHRMR T P AR A T HA B MRATR, RAIIHR
ERERT 45 FART B IS 1E R

2. Asking to Establish Business Relations

Dear Sirs,

Your letter of Novernber 21 addressed to our sister corpo-
ration in Shanghai has been transferred to us for attention. As
the items fall within the scope of our business activities, we
shall be pleased to enter into direct business relations with you.
We have learned that you are one of the leading importers and
wholesalers of Electric and Electronic Machinery and Equip-
ment in Thailand. We are exporters of the same lines of busi-
ness, having a business background of some 40 years, and are
now particularly interested in exporting to your country Elec-

tronic Products of all types.



