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Basic Knowledge of
Business Communications

Key points & difficult points B . M5

1. Parts of business letters
2. Writing forms of business letters )
3. Writing skills of envelopes and E-mails
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Unit 1 Basic Knowledge of Business Communications 3
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I. Please wrtie a business letter in one of three mentioned layouts according to the fol-
lowing message.

BCD CO., LTD.
NOVEMRE, 21012 CASSANO ITALY
Tel: +91 -02 -6699585
Fax: +91 -02 -6699585
Mar. 8, 2008
ABC CO., LTD
NO. 58 YANAN ROAD HANGZHOU, ZHEJIANG, CHINA
Tel: +86 —571 —28877556
Fax. +86 -571 -28877556
Subject ; Water pumps




Unit 1  Basic Knowledge of Business Communications

Continued

Dear Ms. Mark,

Thank you very much for your initial order with us.

Enclosed please find our S/C No. 168 and let us know if everything is acceptable to you.
If everything is OK, please sign them and return one copy to us.

Yours sincerely,

Clark

II. Address an airmail envelope to the above letter.

Stamp

BCD CO. , LTD.

NOVEMRE, 21012 CASSANO ITALY
Tel; +91 —02 - 6699585

Fax: +91 -02 - 6699585

ABC CO. , LTD

NO. 58 YANAN ROAD HANGZHOU,
ZHEJIANG, CHINA

Tel: +86 —571 ~28877556

Fax: +86 —571 -28877556

III. Send a reply to BCD Co. on behalf of ABC Co. by Email

From: coolboy@ hotmail. com ( ABC Co. , Ltd. )

To: prettygirl@ yahoo. com (BCD Co. , Ltd. )

Date. Mar. 8, 2008

Subject; Water pumps

Attachement ;
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Continued

Dear Clark,

Thank you for your email of Mar. 8, 2008.

All the terms and conditions are acceptable to us, so we will arrange L/C establish-
ment with our bank.

We’d like to draw your attention to the fact that the goods should be shipped by the
end of May, 2008. If they can not be deliverd at that time, we have to cancel the order.

We hope this transaction will be satisfactory to both of us and it will lead to futher
business opportunity.

Yours sincerely,

Mark

Skills training £iHBUIZk

1. Vocabulary and grammar using skills training.

. We look forward to from you soon.
A. here B. hearing C. heard D. be heard
. Your name and address to us by your Chamber of Commerce.
A. have given B. give C. have been given D. was given
. We are sending you the samples requested.
A. be B. are C. as D. for
. While an enquiry, you ought to enquire into quality specification and price etc.
A. making B. offering C. sending D. giving
. If your sample meet our requirements, we will a large order.
A. place B. place you C. make D. send you
. I would appreciate your __me a booklet.
A. airmail B. enclose C. sending D. enclosing
. I would appreciate me an.up-to-date price list for your building materials.
A. it if you would sent B. you sent
C. that you would sent D your sending
. We are very glad to quote you as :
A. follows B. following C. follow D. below
. We accept your offer black tea.
A. with B. in : C. of D. by
10. the price quoted by us is reasonable, we trust this will be by you.
A. As. .. acceptable B. As. .. accepted

C. Because. . . acceptable D. Because. . . satisfied




Unit 1 Basic Knowledge of Business Communications 7

IL. Please wrtie a business letter in one of three mentioned layouts according to the fol-

6.

lowing message.

. Sender’s information :

PACIFIC CO. , LTD.

Add: POWELL, 234 SAN FRANCISCO CALIFORNIA U. S. A.

Tel: + 01 ~21 -88995566 Fax: +01 -21 -88995566

Receiver’s information ;

CATHY CO., LTD

Add: NO. 89 YUNSA ROAD HEFEI, ANHUI, P.R. C

Tel: +86 -891 —77441233 Fax: +86 —891 — 77441233

Date: Oct. 10, 2008

Subject : Establishing business relations

The message ;

Thank you for your letter of Oct. 8.

We are one of the largest importers of silk products in our city and glad to establish busi-
ness relations with your company.

At present we are interested in Art. No 168 in your catalog which you have sent us.
Signature; MICKEY

III. Address the following envelope in Chinese.

STAMP

SUNNY CO. , LTD.

NO. 21 BROADWAY, NEWYORK
U.S. A

Tel: +1 -02 -6699586

Fax: +1 -02 -6699586

THE NORTH CO. , LTD

NO. 58 GUANGA ROAD, BELING
P. R.C.

Tel: +86 —10 -28877556

Fax: +86 -10 -28877556
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IV. Comprehensive language using skills training.

Supply the missing words in the blanks of the message.
Dear Sir or Madam,

We have o 1 your name and address from the M _ 2  of Commerce of the
People’s Republic of China. We werei 3 that you are one of the largesti _4  of tea in
UK and you are now inthe m _ 5  for tea. We take this opportunity to approach you in the
hope of e 6 _ business relations with you.

To give youa g 7  idea of our products, we enclose a copy of our brochure. If you
are i 8 in any of our products, please contact us with your requirements. We look
f 9 to providing you with high q _ 10 _ products. ‘

Yours faithfully,
V. Business letters translation skills training.
Dear Sir or Madam ;

Thank you for mailing us your latest price list for Peace bicycles. We-are very interested
in bicycles both for men and women.

There is a heavy demand for bicycles in this country, where cycling has become very
popular. If the quality of your bicycles proves satisfactory and your quotation is competitive,
we are ready to conclude business with you.

Your early reply will be very much appreciated.

Yours faithfully,
VL Writing skills training.
Please wrtie a business letter in one of three mentioned layouts according to the fol-
lowing niessage;
1. The sender: China National Industrial Products Import& Export Corp.
128 Huangpu Road,
Shanghai, China
Tel: +86 —21 —64468726
2. The receiver: Madison Square
Melbourne E. C. 2.
Australia
Tel: +61 —2 -70525345
Fax: +61 -2 -75667132
3. Date; Oct. 15, 2008
4. Subject; Establishing business relations.
5. The message:
Your firm has been recommended to us by Messrs. Freemen & Co. Ltd. , with whom we
have done business for many years. ’

We specialize in the export of Chinese cotton piece goods, which have enjoyed great pop-
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ularity in the world market. We enclose a copy of our catalog for your reference herewith
and hope that you would contact us if any item is interesting to you.
As to our financial standing, you could approach the Bank of China, New York for any
information.
We are looking forward to your early reply.

6. Signature; Clark



