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In this unit , you will

A learn the basic structure of a letter to establish business relations;

1 learn how to write letters to establish business relations through graded practice;

[ practise writing letters to establish business relations by using words in the mini
word lists;

O use your dictionaries or the Internet search engine to find English words for the
exercises or other subjects not in the textbook;

O gain the ability to write letters to establish business relations with the help of
dictionaries or the Internet.

Lead-in:

1. Establishing business relations is the first step in a
transaction in international trade. Imagine that
you work for the marketing department of a com-
pany and are required to write a letter to a com-
pany which you don’t know. Discuss in groups and
list some organizations who can be of some help to

you. You can consider some organizations listed
below and say how they can help you. L. - N

IO I T T

—— Banks

—— Chambers of Commerce in foreign countries

—— Chinese Commercial Counselor’s office in foreign countries
—— Advertisements
—— Business associations of related industries, etc.
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2. When you write to a company or an
organization for the first time, you should
tell them how you come to know them,
your intention to do business with them,
and what you hope to buy or sell. Work in
groups to write such a letter in Chinese.
You can do some research with the Internet
search engine or some books.

Divide yourselves in different groups and do the following:

1. Each group works on either Picture 1 or 2 and prepares some methods to expand their business,
for example: newspapers, advertisements, etc.

2. Groups working on Picture 1 exchange their methods with those working on Picture 2. Discuss
differences and similarities for Chinese and foreign business people to gain information to
establish business relations.

3. Discuss other group’s decisions. Show their material to the class and say whether their methods
will work.

4. Group summary: From where can you get information about new trade partners so as to establish
business relations with them?

Definition and Structure

Activity 1 Fill in the gaps with the appropriate form of the words from the box to obtain the

definition.
business partner negotiate expand
step establish relations




Unit 1 Establishing Business Relations

A letter to . . ~ business is a piece of writing to find

for

and withanew It isthefirst
a company to its business.

AcTivi'ry 2 Discuss with your partner: How many parts should be included in a letter to
establish business relations and what are they? Then read the basic structure
of a letter to establish business relations below to see how right you are.

Sender address

Date of the letter

Salutation

Body:

1. How the sender learns about the receiver.

d. The sender’s intention of writing the letter.

3. Anintroduction of business scope of the sender’s company.

4. The reference of the sender’s financial status and business reputation.
Complimentary close

Signature and job title

Notes

partner n. k¥ :
negotiate v. wWH, &8
expand v. xR BB
establish v. ‘ By

relation n. 9@?\

sender n. BiEA

salutation n. (BAZFF 46 B9) FRIF
receiver n. EA

intention n. =&
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business scope KELEE
_ referencen; - WERBA
~financial status T BURS
_ reputation n. 2, BE
~ complimentary close EREEER
signature n. o
job title %, L

*A C‘I'ivify 3 Write down as many words related to establishing business relations as you can
in 5 minutes.

*Activity 4 Discuss with your partner: What could you do first to establish business
relations?

Establishing Business Relations

Situation

The Foreign Economic Relations & Trade Committee of Wuxi wants to attract Swiss companies to
invest in Jiangsu Province. In order to do so, the manager of the committee writes a letter to Geneva
Chamber of Commerce which helps Swiss firms to seek investment opportunities in China. The letter
is as follows:

mee

33 Jingda South Road, Zhangjing Town

Wauxi, Jiangsu, China
Jun 3, 2005

Dear Sirs,

We learned about your organization from The Swiss Business Guide for China. We
understand that you are helping Swiss firms to seek investment opportunities in
China and business cooperation with Chinese partners. We are writing to establish




Unit 1 Establishing Business Relations

business relations with you and we are willing to attract Swiss companies’
investment to Jiangsu Province.

We are seeking foreign investment for capital construction, such as improving the
tap water system and highway construction. We invite Swiss companies with the
most favorable policies to set up their firms in any form in these fields.

Our committee provides advice and assistance for firms seeking to export or
import their services or goods. We can also provide information on the world
market and business opportunities as well as organizing trade missions, seminars
and business briefings.

Should you have any questions, please feel free to contact us. For our credit
standing, please refer to the following bank: Bank of China.

Thank you for your attention and look forward to your prompt reply.

e Yours faithfully,

O Liong

Director

(Structure analysis )

The structure of the sample above is as follows:
1. Sender address
2. Date of the letter
3. Salutation
4. Body (including four major parts):
How the sender learns about the receiver.
Sender’s intention of writing the letter.
An introduction of business scope of sender’s company.
Reference of sender’s financial status and trade reputation.
5. Complimentary close
6. Signature and job title
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*Activity 5 'Write down some words or sentences which you may use in a letter to establish
business relations. Compare your answers in Activity 3.

Example 2: a) We learned about your company from the Swiss Business
Guide for China.

b) Your firm was recommended to us by IBM.
- j o

*Activity 6 Match the following words with their appropriate meaning:

1. quotation/make offers a. M
2. produce/manufacture b. #0O®
3. seek C. #%H
4. sell well/a good sell / d. &=
5. importer e. §3K

*ACﬂV“'Y 7 Put the following words or phrases into correct order according to the basic
structure of a letter to establish business relations:

the reference of the sender’s financial status and business reputation, date, the
salutation, address, how the sender knows the receiver, the complimentary close,
an introduction of business scope of the sender’s company, title , the sender’s
intention of writing the letter

1.

2
3.
4
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o, H W

Word study

Learn words and phrases which are grouped together. Try to use them in your writing.

20.
27
22.

The Foreign Economic Relations & Trade Committee XNZFRHERES
understand v. Tf& , IFik

Business Guide R IEE

firm n. /AS]; company n. /A F]; corporation n. ‘A 5], &

seek v. 3, IEE; look for F3%

opportunity n. #l£; chance n. #l%; occasion n. B#l, Hl&

invest v. ¥&#; investment n. &1

cooperation n. & k; cooperate v.

attract v. B 3|; attraction n. B3|, k3| A

introduce v. 148; recommend v. ## , M48; present v. 44

. committee n. FHRZ; committee man ER (LA R); committee woman £Z& R

. field n. $fiiE; domain n. S5, $iE

. capital construction B & &

. tap water system BR/KER G

. highway construction B E /AR EIR

. favorable adj. HFIRY, REFHY, ERERHIEAN

. advice n. &, B, [FIEH; suggestion n. L, B

. assistance n. 1fpBf1, $8Bf; aidance n. 1B, B

. export n. & v. ti A; visible exports FIMNEMREAR M, 4R M); invisible exports TR 5MH

& (IR, BRE)

importn. &v. #0O

world market 57 1%

trade %% 5; trade mission B 5K H; trade association B Hih<£; trading center 88 5 Fuly;
trading market ¥ % 113%; trading department/mechanics & 51114
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23. seminar n. #fit%; workshop n. TEZEARTTIL %, marketing seminar i HE TS
research seminar BTt <

24. briefingn. X, NES. KNS

25. prompt adj. giEHY, REAY, BIRTAY; rapid adj. EEAY; quick adj. HEAY, tREY

26. director n. &3, a board of directors B4, EE2

27. credit standing {5 %

28. contactv. Bt % ; have contact with $Z#0 %], F1---FELK; lose contact with Fl--- %k EBEFR

29. refer to &[5, R3], KE , T

Grammar

ﬁn in{imtlve pbrase (T Eiﬁﬁ i8)?
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Activity 8 Use infinitive phrase to express the following:

SHEYNS

BIWERER HINER A

SHATAH

SRATER

*Activity 9 Find out the incorrect sentences below and correct them:

We are seek a foreign partner for the capital construction.

We are writing establish business relations with you.

We are willing attract American companies’ investment to Guangdong Province.
Please feel free contact us.

oR W =

We are looking forward to receive your response.

*Activity 10 Which of the following contains mistakes? If there are any, correct them.

1. We has your name and address from the Commercial Counselor’s Office of the
Chinese Embassy in the United States.

2. Business between us will be concluded on the basis of equality and mutual
benefit.

3. We shall be pleased enter into direct business relations with you.

4. We note with pleasure from 3A Company that you are interested at establishing
business relations with us on the supply of cars.

5. We are a well-established exporter of all kinds of silk products.

6. We will be much obliged for your recommendation of a reliable importer.
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Activity 11 Replace the Chinese words with suitable English words.

10

o 33 Jingda South Road, Zhangjing Town

o
6]

Wouxi, Jiangsu, China

(2005 % 6 B 3 H)

We (M---FTWr) your organization from The Swiss Business Guide
for China. We understand that you are helping Swiss firms to seek investment
opportunities in China and business cooperation with Chinese partners. We are

(B12) to (B %< &) with you and we are
willing to attract Swiss companies’ investment to Jiangsu Province.

We are seeking foreign investment for capital construction, such as improving the
tap water system and highway construction. We (#K1F) Swiss

companies with the most favorable policies to set up their firms in any form in these
fields.

Our committee (#214t) advice and assistance for firms seeking to
export or import their services. We can also provide information on the world
market and business opportunities as well as organizing trade missions, seminars
and business briefings.

Should you have any questions, please feel free (BX#&) us. For our
credit standing, please refer to the following bank: Bank of China

Thank you for your attention and look forward to your prompt reply.

, (L)

Li Long
(10




