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Part 1 Letters

Letter 1 Business Setup

Young Fan
President and CEO
Young’s Refectory Materials Inc.
No.1, Men’s Avenue, Zhongshan District
Dalian, Liaoning Province
Tel: 0411-286-5151
Email : Youngl@ youngrm. com

Date: September 18,2001
Eric H. Williams

Purchasing Manager
North American Minerals
905 48th Avenue

New York, N.Y. 10159
Tel: (212) 490-2456

Email: Ericew@yahoo. com

Subject: Business Setup

Dear Mr. Eric H. Williams,

It was nice talking to you about our business establishment on the

—_— 1 J—



plane from New York to Hong Kong before the 2001 Christmas.
Here again 1 wish you Merry Christmas and Happy New Year.

China is emerging. The People’s Republic of China could very well
be considered the largest untapped mineral and metal resource in the
world for the 21st century. The proven reserves of antimony, bar-
ite, bauxite, fluorspar, graphite, lithium, magnesite, mercury,
molybdenum, phosphate, pyrite, rare earths, talc, tin, titanium,

tungsten, vanadium and zinc are among the largest in the world.

Any company involved in the purchasé or supply of industrial raw
materials has undoubtedly followed the phenomenal growth of some
of the Chinese mineral commodities, where growth in production of
more than 300 percent has occurred during the last ten years in the
last century, for commodities like barite, cement, gold, gypsum,
silver and talc. Others, like bauxite and phosphate, experienced

production increases in one year alone of over 75 percent, from 1990
to 2000.

America has been boomed during the last decade, now “America is
sinking, the Chinese is rising”. Maybe this prediction in the last is-
sue of Business Week is right, however there is undoubtedly a fact
that the Chinese successfully completed her 9th five-year develop-
ment binge. Eric, I wish that America and China shall be on the
same boat to march on toward the 21st century and your company
and my company shall share the 10th five-year economic boom in the
following years. My company was credited AAA by Morgan-Stanley
in 1999. We deal with all the products mentioned above. I shall des-
J— 2 —_



ignate Mr. Ma Jun, a high efficient materials manager, to get con-
tact with you. I believe you two will create some quickness for both

of our companies. Should you have any questions, please feel free to

ask me.
Yours Sincerely,
Young Fan
President and CEQ
Young’s Refectory Materials Inc.
cc: mj
New Words and Expressions
untapped a. ETFRIFW,RERH
barite n. EH&A
bauxite n. Wt, 881w
fluorspar n. [#18A
graphite n. A2
lithium n. [4b1&
magnesite n. REF
mercury n. KB,RK, [ MIFH]IBEAHNERE)
molybdenum n. [4k]4
phosphate n. BiERLE
pyrite n. [¥1R&9
rare earths MERNT LT
talc n. [F]EA



tin n. [, TOK, #kv. BB Tia. HHH
titaniurﬁ n. [{k]%

tungsten n. [ﬂi]%

vanadium n. (B8, &5

zinc n. v, WRET

cement n. K, BEHN

gypsum n. [F1AE, (RIAFLEH

designate v. 18E, Bk

intercourse n. ZfE, TR

incessantly . ad. R[E]¥iHs

sovereignty n. HIFE, EN, ENEHZK
arbitration n. fPE, AW

Exercise

Exercise 1.1 Compare the following letters with letter 1.
Specimen letter 1

Re: Business Establishment

Since our country established diplomatic relations with yours,
friendly intercourse and economic and cultural exchanges have been
pushing forward increasingly. This accords with the interests and
the desire of our two peoples. As a foreign trade corporation, we are
always ready to direct our efforts to strengthen the economic ties be-
tween our two countries. We learn that you have been dealing with

Chinese industrial products for many years, and wish to enter into
— 4 —



friendly business relationships with you. We shall be pleased to for-
ward you for your study catalogues of any lines in which you’ re in-
terested.

Specimen letter 2

Re: Founding of the Company

Dear Sirs,

This is to announce the establishment of the corporation of Young's
Materials Inc.. This company is for the purpose of carrying on im-
port and export business as well as other activities in connection with

foreign trade.

With a view to developing foreign trade for the acceleration of the
modern China, this corporation will devote itself to commercial in-
tercourse with the trade and financial circles of various countries and
districts. On the basis of indepenaenqe and self-reliance, we will
strive to expand economic cooperation and exchanges of technology
with foreign countries, and will also utilize common and reasonable

international practices in a more flexible way.

As is widely known that equality and mutual benefit and supplying
each other’ s needs are the basic principles of foreign trade of our
country. We advocate mutual respect for sovereignty and reasonable
demands on the part of both trading partners. We advocate conduct-
ing business according to just and reasonable prices, never forcing
unreasonable terms on them. With regard to delivery, transporta-
tion, inspection, arbitration and settlement of accounts, equal rights

N 5 R



and obligations should be stipulated in biisiness contracts.

Enclosed please find a booklet including a general introduction, the
scope of business and other topics for your reference. We welcome
inquires and discussions about all aspects of trade development and

business cooperation.
Sincerely yours,

Young Fan
President and CEO

Young’s Refectory Materials Inc.

Exercise 1.2 Translate the followings into Chinese.

Tablecloth

Dear Sirs:

We have your name and address from the Commercial Office of Chi-
nese Embassy in New York. We take this opportunity to write to

you with a view to set up friendly business relations with you.

We are a state-owned company dealing specially with the export of
tablecloth. We are in a position to accept orders according to the
customer’s samples. In the customer’s samples, request about the

assorted pattern, specification and package of the needed goods can

be indicated particularly.



In order to give you a general idea of various kinds of the tablecloth
we are handling, we are airmailing you under separate cover our lat-
est catalogue for your reference. Please let us know immediately if
you are interested in our products. We will send you our price list

and sample to you as soon as we receive your specific inquiry.
Looking forward to your early reply, we are.

Yours faithfully,

Invitation
Dear Mr. [Ms. :
We would like to invite your corporation to attend the 2001 Dalian
International Fair which will be held from April 29 to May 4 at the

above address. Full details on the Fair will be sent in a week.

We look forward to hearing from you soon, and hope that you will

be able to attend.
Yours faithfully,

Manager
Lai Jihui



Sample of Acceptance

Dear Mr. Jihui:

Thank you for your letter of March 20 inviting our corporation to
participate in the 2001 Dalian International Fair. We are very
pleased to accept and will plan to display our electrical appliances as

we did in previous years.
Mr. Li will be in your city from April 2 to 7 to make specific ar-
rangements and would very much appreciate your assistance.

Yours faithfully,

Manager
Wang Dong
Sample of Refusal

Dear Mr. Jihui:

Thank you very much for your invitation to attend the 2001 Dalian
International Fair. As we are going to open a repair shop in Beijing

at that time, we are sorry that we shall not be able to come.

We hope to see you on some future occasion.
Yours faithfully,

Manager
Wang Dong



Honor

. Today, we feel very much honored to have Prof. M. Wilson with
us.

.We feel specially honored to be given this opportunity to meet
such a nice group of distinguished people like you.

. We have the honor of doing:--or

We have the honor to do--

El] Appreciation

. We appreciate your telling us about the defective sets, and are
glad to make things right.

. While thanking you for your valued support, I wish to ask for a
continuance of your confidence in the new company.

. We take this opportunity to thank our patrons and friends for the
liberal support extended to us during our business career.

.We take this opportunity of thanking you for your .past valued
support, and of assuring you that your orders will continue to re-
ceive our best personal attention.

.We can confidently assert that any business with which you may
favor us will be transacted in such a manner that will afford you
the fullest satisfaction.

. We thank you for your inquiry.

7. Thank you very much for your courtesy.

8. Thank you for your good intention.

@ Service

. We are always pleased to serve you at any time.



