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Project 1 To establish the
business relationships

Study objective

» To know well about the basic terms.

» To know the useful sentences business letter.

» To know the telephone communication skills.

» To be able to communicate with the related parties.

» To learn how to write business letters.

G Project description

ABC Company is scheduled to export 10 000 pairs of footwear from Shanghai to Africa. ABC
Company is the largest exporter in this field. The products in ABC Company are superior to other
products. Jixiang Company is the other largest importer, which wants to import footwear from ABC
Company. Jixiang Company will state the order purpose and express to establish the long and strong
business relationships. Most students cannot express the business relationships in English, and have
difficulty problems in writing. In this project, the student should learn how to open up the business
relationships in English expression; the student can not only study the background knowledge, but
also can improve communication skills in the business relationships, and enhance writing skills in

the business letters.

0006 (1)
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Task 1 To make a telephone

requirememts

This task is about establishing the business relationships through the telephone communication.
ABC Company is the largest exporter in this field. Jixiang Company is the other largest importer,
which wants to import footwear from ABC Company. Jixiang Company will state the order purpose and
express to establish the long and strong business relationships. During this task, the students will
role play the Jixiang and ABC Company; the student can enhance the English expression for the

importer and exporter.

Task analysis

Through this task, the students will role play the Jixiang and ABC Company; the students can
enhance the English expression skills for the importer and exporter. At the same time, the students

can improve the communication skills and know about the useful sentences.

1,

sk studly

Situational Didlogues

Dialogue 1 The importer calls up the exporter

ABC: Hello, This is ABC Company.

Jix: This is Jixiang Company. On the recommendation of Bank of China, we have learnt with

pleasure the name of your company.
ABC; Is there anything I can do for you?

Jix: We know that your company is the largest exporter in this field. The products in your
company are superior to other products. We want to establish the business relationships
with your company.

ABC: What kinds of information do you want?
Jix: Can you enclose us the detailed illustrated catalogues and instructions about the products

of footwear?

(2) e



_ ‘ Project 1 To establish the business relationships

ABC: OK, please leave us the detailed address, and we will send you.
Jix: If we want to order, can you give us the favorable price?

ABC: We will give the different discount according to your order amounts.
Jix: Thank yéu for your patients.

ABC: Looking forward to your inquiry.
Dialogue 2 The exporter calls up the importer

ABC; Hello, Is this Jixiang Company?
Jix; This is Jixiang Company. Who are you?
ABC: This is ABC Company. We take the opportunity to introduce our company as largest
exporters.
Jix: Do you have any advantages?
ABC: We have good connections in the trade and excellent experience in the business. We
want to open up the business with your company.
Jix: Can you enclose us the detailed illustrated catalogues and instructions about the
products.
ABC: OK, we will provide the lowest price according to your order and payment ways.
Jix: We will discuss and reply later.
ABC: Looking forward to your inquiry.
Jix: Thank you very much.

ABC: You are welcome.

— .What is the business relationship

An association between individuals or companies entered into for commercial purposes and
sometimes formalized with legal contracts or agreements. Many senior corporate executives maintain
a friendly business relationship with an extensive network of other executives, business people and
contractors that they can call upon for advice or for other business purposes.

— .How does your company establish the strong business relationships

1. You need to have long-term customers and good vendor relationships that will carry you
through challenging times or tight deadlines, as well as relationships with other business owners to
share struggles, resources and best practices that can really give you an edge. The reality is that
business relationships are just like any other relationships. They require some efforts to maintain and
they must be mutually beneficial. As in any relationships, you must be willing to give, share and
support, not just take or receive you should look forward to your reply.

2. Encourage honest feedback. “An open, honest relationship demands clear communications of

each party’s performing,” says Patrick Scull of Ames Scullin O’Haire, an Atlanta-based marketing
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services company. “Encourage constructive criticism and be brave enough to suggest ways to clients
can help your firm perform better,” he says, “If you know where you stand, you can stand
stronger. ”

3. Listen more than you talk. “We all want to extol our strengths, our virtues in hopes of
impressing others and, ultimately, getting more business,” says Alisa Cohn, an executive coach.
“It’s a counter-intuitive,, but being a good listener highlights your virtues much better than being a
big talker. I coach a financial planner and we did a little market research on what his clients’ value
the most in him. Yes, they value his advice and his skills in handling the money, but a lot of
financial planners have that. What sets him apart is that he takes the time to listen to them and
really understand where his clients are coming from. They said most often that they value his role as
a sounding board, and a few even called him better than a psychological experts! That’s a kind of
behavior that leads to referrals and a long-term business success. ”

4. Be honest. “As a small business owner, it’s an important that people see me as expert in my
field,” says Amy Harcourt of Definitive Marketing. “But, when asked questions I don’t know how to
answer , I always say so. | remember an initial meeting with what became one of my best clients. I was
meeting with the executive team and was asked about my experience in their industries (of which I
had none). I could have tried to spin my response to sound like I knew their industry. Instead, I told
them that I had no experience and why that might work to their advantages. I was surprised to see
stern, questioning faces turn to friendly nods and smiles. They really appreciated my honesty. And

that laid the foundation for a great relationship. ”

sUmmary
)

— .The importer calls up the exporter

1. We are satisfied with your samples. The business depends on your price.

2. We have been doing rather well in our business and we hope to cooperate with you.

3. We mainly trade with American firms, which have cooperated for ten years.

4, If the price is reasonable, we can place a large order.

5. Your quality is good and the price is suitable for our market, and we want to sign a long-term
contract with you.

— .The exporter calls up the importer

1. Our foreign trade is expanding, we have a low price and high quality.

2. We mainly trade in footwear, and we are well-known in this product.

3. How do you think the qualities of our products? Is this meeting your requirements?

4. We are direct exporter with yards and warehouses.

5. We mainly export different kinds of products. I think it will also sell well in your

market.
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Task 2 To write a business letter

Task requirements

This task is about establishing the business relationships through the business letters. ABC
Company is the largest exporter in this field. Jixiang Company is the other largest importer, which
wants to import footwear from ABC Company. Jixiang Company will state the order purposes and
express to establish the long and strong business relationships. During this task, the students will
role-play the Jixiang and ABC Company; the student can enhance the English expressions for the

importer and exporter.

Task analysis

Through this task, the students will role play the Jixiang and ABC Company; the students can
enhance the English expression skills for the importer and exporter. At the same time, the students

can improve the writing skills and know about useful sentences.

Task study

Letter 1 The exporter writes to the importer

January 10", 2011
Dear Sir,

We have your name and address from Evening Newspapers and are pleased to learn from you
are the largest importer of footwear. We have good connections in the trade and excellent experience
in the business. We enclose our latest catalogues and price lists in order to let you have a general
idea of our company and know about the main products we deal in. We hope this will be a good
transaction with you in the near future.

Yours faithfully,
ABC Company
Export Department
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Letter 2 The importer writes to the Exporter

January 10", 2011
Dear Sir,

We learn from your company from CBC, and we take the liberty of writing to your company in
this business. We have strong interested in these products, and we wish to expand our businesses
to European markets. We shall be pleased if you will send us the lowest quotation for the following
products. The Bank of China in your city will give you information you want to require about our
credit standing. We are pleased if you will respond to our requests at the earliest time.

Yours faithfully,
Jixiang Company
Import Department

Letter 3 To reply the importer

January 20" ,2011
Dear Sir,

We have pleasure in acknowledgement the receipt of your letter of January 10", and we are
delight to establish the business relationships with you. We handle this business for over 10 years,
and we enjoy a high reputation in the word. We trust you will favor us with a prompt reply.

Yours faithfully,
ABC Company
Export Department

Task summary

— .The exporter writes to the importer

1. To state the information sources and wish to establish the business relationship.

(1) We have your name and address from Evening Newspapers and are pleased to learn from
you are the one of largest importers of footwear.

(2)On the recommendation of the Bank of China, we have learnt with pleasure the name of
your company.

(3)We own your name and address to Jixiang Company, through whom we have learnt you are
importer of containers.

2. To introduce your company and advantages of the company.

(1) This is to introduce ourselves as one of the leading exporters of footwear.

(2) We take an opportunity to introduce our company as largest exporters.

(3) We have good connections in the trades and excellent experiences in this business.

3. To encourage the inquiries and would like to send the catalogues.

() @000



_“ Project 1 To establish the business relationships

(1)We enclose our latest catalogues and price lists in order to let you have a general idea of
our company and know about the main products we deal in.

(2) We enclose our latest catalogues and a price lists you ask for.

(3) Our latest illustrated catalogues will be sent to you under separate covers.

4. To reply.

(1)We will be glad to have your specific inquiries.

(2)We are looking forward to your favorable reply.

(3)We hope this will be a good transaction with you in the near future.

— .The importer writes to the exporter

1. To state the information sources and wish to establish the business relationship.

(1) Through the courtesy of Manager Wang, we learn from that you are one of the leading
exporters in this area.

(2)We learn from your company from CBC, and we take the liberty of writing to your company
in this business.

(3)We are keenly interested in exporting these products, and we want to enter the business
relationships with you.

2. To introduce the purposes on articles.

(1) We have strong interested in these products, and we wish to expand our business to
European markets.

(2) We introduce ourselves as large dealers in footwear’s with good connections in China.

(3) These items belong to our business scopes, and we shall be pleased to enter into business
relations with you.

3. To claim the catalogues and samples.

(1) We have strong interested in these products and wish to send us a copy of your illustrated
catalogues with the detailed prices and payment terms.

(2) Upon receipt of your catalogues, we will make an inquiry for the items.

(3) We shall be pleased if you will send us the lowest quotation for the following products.

4. To introduce the credit standing and advantages of our companies.

(1) The Bank of China in your city will give you information you want to require about our
credit standing.

(2) We are pleased to give you the address and the name of international firm that will provide
credit standing with you.

(3) Our business bank is HSBC Bank, which will provide your company with information about
our business and credit standing.

5. To reply.

(1) We look forward to hearing from you.

(2) We are pleased if you will respond to our requests at the earliest time.

(3) We will be pleased to have your specific reply.

=.To reply the importer
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1.

To appreciate the letter.

(1) Thank you for your letter of January 1", and we hope to open up the business relationships.

(2) We have pleasure in acknowledgement the receipt of your letter of January 1", and we are

delight to establish the business relationships.

(3) We have duly received your letter of January 1™, and we have the pleasure to set up the

business relationships.

2.

To introduce the business scopes.

(1) We are specialized corporation, handling these products export.

(2)We handle this business for over 10 years, and we enjoy a high reputation in the world.

(3)We enjoy an excellent reputation 'in this business and supply best quality products.

3.

To reply.

(1) We trust you will favor us with a prompt reply.

(2) Thank you in advance for your early reply.

(3)We are waiting for your feedback.

Project conclusion

Through this task, the student can enhance the English the expression skills for the importer

and the exporter. At the same time, the student can improve the telephone communication skills and

writing business letter skills.

Synchronous testing

Multiple choice

1.

a.

The exporter writes to the importer to

get importer’s name b. just introduce the advantages

c. establish the business relationships

2. Which of the following is right, when importer writes to the exporter?

w o o

-]

. To introduce the purposes on articles b. To encourage an inquiry

. To appreciate the letter

. To introduce the credit standing, should provide.

. firm b. executive c. bank

. When exporter states the information sources to the importer, must be written down.
. recommendation b. exporter’s name and address

. importer’s name and address

are usually enclosed with the letter when the exporter writes to the importer.

. catalogues and price lists b. credit standing and price lists
. catalogues and credit standing

. Which part appears in all three kinds of letters?

ORIIEE
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C.

1.

Wanshan Company is one of the largest importers. Wanshan Company will express the order purpose

_“ Project 1 To establish the business relationships

. encouragement of the inquiry b. introduction of the business scopes
. a reply

. On the recommendation of Bank of China, we have learnt with pleasure

. your name b. the name of your company

. your company

. To reply the importer, you should

. introduce the business scopes b. reply

. appreciate the letter

. Long-term customers and good vendor relationships that will carry you through

. challenging times b. receive what you look forward to
. tight deadlines
10.

a.

can establish the strong business relationships.
Encouraging honest feedback b. Listening

Being honest

Outward bound

Wudong Export Company is scheduled to import 40 000 containers from Dalian to Luxembourg.

and wish to establish business relationship with Wudong Company. Please make a role play and make
a dialogue.
2.

Donglian Company will place an order and want to open up the long and stable husiness

Jixiang Import Company is scheduled to export 10 000 containers from Tianjin to London.

relationships. Please write the business letters to set up the business relationships.

@ Words and phrases
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Project 2 Enquiry

Study objective

» To master the procedure of enquiries.

» To know well about the basic terms.

» To know the business letter parts.

» To know the telephone communication skills.

» To be able to communicate with the related parties.

» To learn how to write business letters.

Project description

ABC Company is scheduled to export 10 000 pairs of footwear from Shanghai to Africa. ABC
Company will appoint the Fast Freight Forwarder as the general agents. ABC Company will state
quantities of articles, their leading positions and the specifications of articles, so that the Fast Freight
Forwarder can connect the importer in the short time. Most students cannot express an inquiry in
English and write the business letters in English. They do not know how to express. In this project,
the student should learn how to do the inquiry discussions, the student can not only study the
background knowledge, but also can improve communication skills in the inquiry businesses, and

enhance writing skills in the inquiry business letters.

Task 1 To make a telephone

Task requirements

This task is about inquiry businesses through the telephone communication. ABC Company

(1) @



