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Chapter I

Layout of a Business Letter

BB ERRER—EANELES . RERE AR BT BE%HE FERE
SR, B ERDREBEENRE TN —, MRS T ANREFFURETHE
Mo HM, RITLIAEM RN BERSE. 85 RBERL BERT, SHFEBERSH
L

—. BAREBENESH

1. IS

—HEABE, NEFUTILESAE:

1) {53k (Letterhead) : f3E X E AA R ML FR . Huhtk £ ERABIESH,

2) B{EH#(Date) : BREMWFE A B,

3) #HPAHbdik (Inside Address) : W5 ABIA R B FRAI AL,

4) FRAE(Salutation) : XS AR EFR

5) 1E3C(Body of the Letter)

6) £5R#iE (Complimentary Close) : 545 R MWALSLFHIE

7) %4 (Signature) : 51FAKE .

2. ¥RES ( BIEa AR BRI )

8) Z% 45 (Reference Number) : 8 TE FHAR L THS .

9) £Jp A& %R (Attention Line ) : # HINE R S B R LB THE,

10) Hd HRE( Subject Line) : N EAANAREKN—B TR,

11) #h1& (Carbon Copy) , HE K (C/C) :#FH R AH XHITHART

12) Ffif4(Enclosure) : 7 BHBENS BT I AORE A% RE SR AS 4 B 345,

13) FJ3 (Postscript) : 558/ , MR RA A EBMISED, BRI P. S. , 5] 4
ERE,

— SRR

1. #8173\ (Indented Style)
FIT MG R



BrASIBNE (TR BERES

1) f&3kmet it SRR, T TER EATEAS#H 2 -3 M FRIIAE;
2) HPRAERLHA L, 8% HTE T WA T 5

3) H—-BME TR CAEAREER N3 -5 M FENLE;

4) BEZHEE1-217,

2. Fr kKA F L3 (Block Style)

FRR GBI

1) HSBEEERN A LS BTRGY .

2) BEBELETRS BTG, R—BHK.

3) HATHMNEERTT BT BIE ZRIEE 2 17,

Key to the Exercises

I. Arrange the following in a proper form as they should be set out in a letter .

China Fujian Chemical Imp. & Exp. Corp.

128 Wuyi Road , Fuzhou, China

Fax; 0591 -7533426 Tel: 0591 —-7533526
March 23, 2003 '
H. G Wilkinson Company Limited
245 Lombart Street
Lagos, Nigeria

Dear Sirs,

Re: Sewing Machines

We thank you for your letter of March 16 enquiring for the captioned goods.

The enclosed booklet contains details of all our Sewing Machines and will enable you to make a
suitable selection.

We look forward to receiving your specific enquiry with keen interest.
Yours faithfully,

Encl.



Chapter | Layout of a Business Letter

II. Address an envelope for the above letter:

China Fujian Chemical ( Stamp)
Imp. & Exp. Corp.

128 Wuyi Road

Fuzhou, China

H. G Wilkinson Company Limited
245 Lombart Street

Lagos, Nigeria

(Registered)




Chapter 11
Establishment of Business Relations

Lesson One

Self-Introduction

1. About the letter:
This letter is a self-introduction of China National Textile I/’E Corporation. In this letter, the

writer introduces its business scope of a desire to establish business relations. In the readers’
perspective, special attention should be paid to the following points: How do you know us? Why
are you writing to us? Who are you?

II. Additional notes;
1. leam. .. from M -+e:-- H&
similar expressions ;
We owe your name and address to. . .
We are indebted to . . . for your name and address.
We come to know the name and address of your firm through. . .
Through the courtesy of ... we come to know your name and address.

We have obtained your name and address from. . .
2. Chinese Textiles and Cotton Piece Goods 1 EZ54H & S5\ 5%
3. In order to acquaint you with our business lines . ..
In order to give you a general idea of business lines. . .
R T BERAT B T AR AT ol 55+
4. Established in 1950, we are a state-owned corporation specializing in the import and export
of Textiles with a registered capital of RMB30 million.
RIE—KEEAR, AR T 1950 ELEHHMHEH LS, AHEMELEAR
—_ 4 —_



Chapter Il _Establishment of Business Relations

fi=F AT,
#5135 4317 45 iE ( Established in 1950) 5 ¥ 7£ 4317 4 iF ( specializing in the import and
export of Textiles) FlAf #5143 iF , X ER B B RABRE LA
5. acquaint v.
1) acquaint sb. with sth. i AT HEE
2) be/get acquainted with
6. Should any of the items be of interest to you, please let us know as soon as possible.
TSR AR XS 7= R, TR R A
Should i, (BIEX MEBPIESAE. FAH:
If any of the items should be of interest to you, please let us know as soon as possible.
7. look forward to
X “to” oA, G HE A TS B4 A :
We look forward to hearing from you. {14 BAWBMR T 5.
We look forward to your compliance. 7 HEERRFTHFIE,

III. Chinese version of the letter.
BRNE

HMig#

RIVAEEHE R 5 SRR AFA AT E St . RIBITERRT 2 EGR
 FIRAREREROE, FHISRISERRFBESRAFARLEFRER,

KMNR—RLBHARBEL L FHEEAR, BoLT 1950 4, HAERREARTES
FHG. &FBHEHET, RIAHY RLG5EER, L ERAMRCHEZE LM, IEHFEAF
XSHERAVEE IR T T /@, 53 RS iR B 7 BRTAI gt O RGBSR —r o .

BRSRARAT TR FE LA R BRI . — RIREIRTT B i TR R, 24 By
AT BALRAY B AR FH/IRTT

B .

#g

Key to Lesson One

I. Translate the following expressions;

1. #fm 6. under separate cover

2. BEATH 7. for your reference

3. HHO ’ 8. commercial counselor’s office
4. W%EH 9. look forward to

5. @ HFXER 10. the latest catalogue



BiraSRERE (B8 BeEd

II. Translating the following into English .

1. ..
2. ...
K

4, .
S.
6.

. you are a state-owned corporation dealing in chemicals.
upon receipt of your quotation.
specializing ( or specialized) in the exporf of arts and crafts.
. establish business relations with you.
We are airmailing you. . :
We have established business relations with the firms of more than 100 countries in the
world. . .

" III. Translate the following sentences into Chinese:

1.

BRIVRABARERNE, RIOIE-KBEAALILEH#ARHKHE LS, RITE
BRI R R

- RINMERFBHERLH LBELRE#L OARZ—, BRINAAEMRA L —HE

FIRFHIFH o

- BNERERASAELFALFHEBH OB — B TH £+ﬂiﬂﬁik%&3ﬁfiﬁﬂ

ERBRENEE

- REFRRE NG, RATT H A T R A G0 & R .

RV KEFERKT 8 5, B RRA RS W BB A BE, i
FREA G ) — 05 T SR A 1 RDHE A AR

IV. Translate the following sentences into English:

1.
2.
3.

We owe your name and address to the chambers of commerce abroad.

We will send you a sample by airmail.

We are interested in the color pencils in your sample book. Would you please send us your
quotations ?

We avail ourselves of this opportunity to introduce to you that we are a state-owned
corporation specializing in arts and crafts.

. We are one of the leading exporters of Chinese industrial products and are desirous of

entering into business relations with you.

. We will let you know upon receipt of new supplies.



Lesson Two

Request for the Establishment of
‘Business Relations

(A)A Letter from An Importer

(B) A Reply to the Above

I. About the letters:

1. An importer obtained the name and address of China South I & E Corporation. They send a
letter to the above corporation in the hope of establishing business relations and indicating
their interest in various kinds of light industrial products.

2. This letter is a reply to the above. As this item falls within the scope of the writer’ business
activities, the enquiry note has been passed on to the writer by her sister corporation in
Shenzhen. This is also an invitation letter to Guangzhou Commodity Fair.

II. Additional notes:

1. As your name and address were listed in the International Business Daily,. . .

Similar; We have learned your name and address from the International Business
Daily,. .. '

list v. /n.

eg. The restaurant is listed in the magazine. '

We shall be glad if you will kindly send us your latest price list.

2. We are one of the leading importers and wholesalers of various light industrial products in
London , having a business background of some 40 years, and are now particularly
interested in light industrial products of all types.

XRE—AKA], HElAE —~4-17 %1% having a business background of some 40 years, Rff
JERFA T4, .

3. If you need more objective information concerning our credit, please refer to the Midland
Bank, London.

— 7 —_



ERrAESIOERE (BITR) BERD

IMFRFEA XRBRINAFRNERTR, FHATOB L RITER.
TS B KA B FA L Em o, % 8 C WBREIEH AN (BITHELEF)
Rftg ¥ I7, LMEXN & H O RERER.

4. by rewrn (IHAIEE) SZBP

5. addressed J&it Z4rifl, M letter, HER" B&H,F4H 7.
eg: Your letter of Sepember 15" addressed to our head office asking for the supply of 15
tons peanuts has been passed on to us for attention and reply.

6. item n. Bifh (FERRHPEH ARG LR M B S

1. Chinese version of the letter:
(A)

L CEE

B TERRR LSRR ARRAR St RIJBEHFEARMNFR IS LR RN
RRBEMBTFRNERFOFAMEE, CELET NHRE, HENSHNBIT =5
KRN

AT EBATSRNI - RA E G 8 T %, B F AR B FMERN= SR E R, —
BRI AORE, AT B E XL i BB IR R R AT .

WRRR BER KRB AFE N E MBS, H RO 2 8T8,

RATTARAA KRB BIRNTRIRAS

(B)

Ba. -

HFtAZ T EERRFYIRBATREELCRATANEELEE, BB R BFRA
AE,

FERAR MY 6 B R Ry TR MR e 3 RATE 53 SR B b — B RE 5, RS AR
B G W E LT B N BRI R

FIR, R 20T 2002 4510 5 15 A% 10 J 30 B7eS M2 E S O
G4, RA T RSN ER IR SR T 20, BRES .

HOBARHT B2 '

7=

Key to Lesson Two

1. Translate the following expressions:
1. BTRIMLERE 6. sales representative
2. AR/ SAHBATE - 7. M/T
3. Rk, 8. light industrial products
— 8 —



Chapter Il Establishment of Business Relations

4. W HFHF 9. objective information
5. MR 10. commodity fair

II. Complete the following sentences in English .
1. .. various kinds of Chinese bicycles.
2. We are enclosing our export list. . .
3. We welcome your enquiries. . .
4. ...has been paésed on / transferred to us for attention and reply.
5. We are sending two catalogues. V

III. Choose the best answer:
1.a 2.d 3.a 4.¢c 5.b 6.¢c 7.a 8. b

IV. Fill in the blanks with the following words and phrases.
is interested in, are engaged in, are connected with, are favorable, send, refer to, look

forward to

V. Translate the following sentences into English .

1. We are looking forward to meeting your representative again at the fair.

2. We are in the hope of opening an account with you.

3. We have confidence in selling your product.

4. As our goods are both excellent in quality and very reasonable in price, they are very
popular in the world market.

5. Your letter of October 5 addressed to our head office has been passed on to us for attention
and reply as the article you need falls within our business scope.

6. As regards our financial standing, please refer to the Bank of China, Shanghai Branch.



Lesson Three

———— Credit E"Q"il'ies

1. About the letter:

Nowadays the trade competition in the world market is simply as acute and complicated as in
the big battlefield. If you want to open up a market, the careful practice for you is to make status
enquiry, that is, through various ways to find out whom you will deal with and know his credit
including financial position, reputation, business methods and so on. You may include the
following points in your status enquiry ;

1) What causes you to make the status enquiry.

2) What information you would like to obtain.

3) Express your appreciation and your assurance of treating the information as strictly

confidential.

To investigate the company’ credit, usually we get to know three Cs: conduct ( 447),

capacity (fE/7) and capital (%5 74).

II. Additional notes
1. We should highly appreciate it if you would inform us, in confidence, of the financial and
business standing of the above firm.
XAl HITES, i should I would H5ahFFIE4H R, BER BHEIEN, £/ H KR
FERRE. .
We should be much obliged if you would reply to us at an early reply.
2. The reference they have given us is the Standard Chartered Bank, Accra Branch.

they have given us & €& M A], &1 reference, X f) ) & 4] & the reference is the
Standard Chartered Bank, Accra Branch.

— 10 —



