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Establishing Business Relations

Background Information

There are several prerequisites(5G¥R4%1}) that exporters have to satisfy before they
actually sell their products abroad, among which the establishment of business relations with
potential customers deserves special attention. Generally, exporters can obtain information
about prospect customers overseas through these channels: banks in the buyer’s country;
consulates( 5 1) stationed abroad; various trade associations; trade directory; newspaper
and advertisement.

Having obtained the name and address of the prospect customers, the exporter may set
out to send letters, catalogues, and price lists to the parties concerned. Such letters should tell
the reader how his name is obtained and give him some details about the exporter’s business,
for example, the range of the goods handled and in what quantities.

Very often, it is the importer who initiates such an inquiry letter to the exporter to seek
for information about the products he is interested in. In'such a case, the letter should be
answered immediately and explicitly to create goodwill and leave a good impression on the

reader.

Word Bank
prerequisite /pri:'rekwizit/ n. SRt
potential /pa'tenf(e)l/ ... .. a LM, WREN
deserve /di'’zo:v/ v. N, {613
prospect / 'prospekt/ n. Rk, Wi
channel / 'tfzen(a)l/ n. BRE, Wk
consulate / 'konsjulit/ n. A, A
atalogue / 'keetalog/ n. Hx
initiate /i'nif ieit/ v. JFh, K
explicitly /iks'plisitli/ ad. WEIH, B
partnership / 'pa:tne[ip/ n. Gk, B, Bkl

courtesy / 'ka:tisi/ n. foVF, AL3




mutual / 'mju:tjusl/

avail /a'veil/

handicraft / 'heendikra:ft/
embroider /im'broida(r)/
maintain /men'tein/

substantial /seb'steenf al/
frequently / ‘frizkwantli/
psychologically /saia'lod3zikali/
lead-time /li:d taim/

survey /se:'vei/

involve /in'volv/

similarly / 'similali/

joint venture /d32int 'vent[a/
appreciate /a'pri: [ ieit/
exclusively /ik'sklu:sivli/
negotiate /ni'gaufieit/
demonstration /. demans'treif an/
arts and crafts /a:ts send kra:fts/
assumption /8'samp/ (a)n/
convention /kan'ven|an/

fancy / ‘feensi/

FEE, XA
Bm T, AH, A
CFTE FIER
RS, i

YekF, Y4B, dhEE
1 [, 0 SRR
ad. ®H, SEH

ad. (OELER, OBEEZER
n. W58 A IS [a)
v. A RES
vi B4E, AT

ad. [FIFEHE, KT

n. &%

vo SR, BEIR

ad. TFHh, HeshHs
CEFENREI, WA, BER
IR, SR

P

BOE, AR

2, 5
ARER), REER

g < = 3 ®. s

IR N

Part I: Warming-up Activities




1. What’s your understanding to establish business relationships?
2. What are the difficulties in establishing a good business relationship?
3. How to avoid a bad business partnership? Give examples.

Part Il: Listening Tasks

fl’ask One: Understanding Statements ]

Listen and decide whether the following 10 statements are true (T) or false (F).

1. We’ll be very pleased to enter into business relations with your company.

. We get to know your company’s name and address from Mr. Johnson.

. Our mutual understanding and cooperation will lead to important business in the future.

. Your desire to establish business relations meets with ours.

. Having good relationships with other people is not so important for business owners.

. Whether people care about you and your business has influence on your company’s SUCCesss.
. Tt doesn’t matter whether you send us the related information of your company or not.

[« BN e N R N

. We now avail ourselves of this opportunity to write you with a view to entering into business
relations with you.
9. We have been in line of lights for more than twenty years and would like to trade with you
in this line.
10. I’d be very pleased if you could show me around your company.

[Task Two: Undefs“téiﬁdihg"C’dﬁ%féé’ti&iﬁ]

Listen to the following conversation carefully. It is followed by five questions. After you hear
a question, there’ll be a break of 10 seconds. During the break, you’ll read the four choices
marked A, B, C and D, and decide which is the best answer.
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Two people are talking about establishing business relationship on a trade fair.
Questions 1 to 5 are based on the conversation you’ve just heard.
1. A. To buy some embroidered shoes.

B. To have sightseeing in China.

C. To have a meeting about the trade fair.

D. To establish business relations with China.

A. Handicraft. B. Textile. C. Knitwear. D. Silk.
3. A. Over two years. B. Over ten years.

C. Over twenty years. D. Over thirty years.
4. A. Because of their good quality.

B. Because of the flowers on the shoes.
C. Because of the bright color and the fashionable design.
D. Because of the beautiful color and the traditional design.
5. A. Some information of the compary. B. Latest catalogues.
C. A brochure about the products. D. Some samples.

[Tasky Three: Understanding PaSSagea

In this task, you’ll hear two passages. At the end of each passage, you will hear 5 questions.
After you hear a question, there’ll be a break of 10 seconds during which you can choose the
best answer from the four choices marked A,B,CandD.

L Passage One ]

Questions 1 to 5 are based on the passage you have just heard.

1. A. Those sell their products all over the world.
B. Those produce goods with high quality.
C. Those establish relationships with many other businesses.
D. Those work to develop a relationship with their customers.

2. A. To hand you a shopping cart.
B. To pilot the customers to get what they want.
C. To build a relationship with the customers.
D. To help the customers take their shopping bags.

3. A. The store has many employees and we do not see the same person with each visit.
B. The employees in the store do not want to build relationship with us.
C. We do not think that building relationship is our customer’s business.




D. We are not always satisfied with their service.
4. A. The good service. B. The kind of familiarity.

C. The cheap price of the goods. D. The good quality of the goods.
5. A. To tell us how to show the way for customers.

B. To tell us where to hand a shopping cart on customers’ way in the store.

C. To tell us where to smile and say hello to customers as they walk in.

D. To tell us how to develop substantial relationships with customers.

[ Passage Two )

Questions 6 to 10 are based on the passage you’ve just heard.

6. A. Your skills and experiences. B. Your products or services.
C. Your kindness to the people. D. Your ability to connect with other people.
7. A.Whom they know before. B. Whom they like and trust.
C. Who can decide for them. D. Who will give them a discount of 15%.
8. A. The product’s cost and quality.
B. The company’s lead-time and function of the product.
C. The salesperson’s ability to understand your needs and connect with you.
D. The salesperson’s attitude towards you when you are served.
9. A. Because someone upset them. B. Because nobody understand their needs.
C. Because the quality of the goods is inferior.D. Because the price is higher.
10. A. The quality of the goods and your attitudes.
B. The price of the goods and your service.
C. Your experience in life.

D. Your relationships with others.

Part Ill: Speaking Tasks
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[Pattems and Expressions for You to Recite and Use J

Information on Each Other

1. Could you please tell me what line of business is your firm in?

. We have been specializing in this line for about twenty years, how about your company?
. We are mainly engaged in...

. Our company specializes in/ trading of...

. We carry out business operations in the following areas...

. Our business activities range from...to...

. We deal exclusively in...

. We are in the line of ...

O 00 9 O L A W

. Our company makes/ manufactures/ turns out...

10. We are working in a joint venture/ partnership with...

11. I’d appreciate it if you could arrange for me a visit to your company.

12. I’d like to negotiate with you about...

13. I"d like to direct you to see our products, please come with me.

14. Would you like to see my demonstration to know how it works?

Let’s Establish Business Relationship

1. We shall be glad to establish business relations with your company.

2, Our mutual understanding and cooperation will certainly result in important business.

3. We are now writing you for the purpose of establishing business relations with you.

4. We have been in line of arts and crafts for more than twenty years and would like to trade
with you in this line.

5. The purpose of our coming is to discuss the possibility of establishing business relationships
with you.

6. I am sure our business dealings will develop quickly and productively.

7.1 am interested in your... can we have a talk on it?

8. We very much appreciate your interest in our company, and we express our desire to ...

[ Task One ]

age Two in Listening Task Three, wor

success is your ability to connect with other people.
2. We tend to buy from people we like and trust.




3. 85% of the joy we have in life involves another person and 85% of the bad times we

experience in life similarly involve another person.

[ Task Two }

Discuss the following questions in class, using as many of the given words and expressions as
possible.

1. What is the process of establishing business relationship when a company decides on
exporting to new market?
communicating in writing, attending the export commodities fairs, holding exhibitions
both at home and abroad, mutual calling and visiting

2. What do you think are the most important elements for successful relationship with
customers?
best quality of product, good reputation of the company, excellent after-service,
reasonable price

3. Suppose you are the manager of sales department and you want to establish business
relationship with other company, what would you do?
collecting information on Internet, make a call, asking for latest catalogues of the products
arranging a visiting

’

[ Task Three ]

Role play: make up a business conversation with your partner according to the situation given
in the cue card.
Situations

Imagine you are an assistant manager in a company. You are going to meet some visitors

Jrom another company from abroad.




Cue Card A

You are:
The assistant manager.
1. Greet the visitors.
2. Introduce yourself to the visitors.
3. Give a brief introduction of your company to the visitors.

4. Show them around your company.

Cue Card B

You are:

The visitor.

1. Greet the assistant manager.

2. Introduce yourselves to her.

3. Talk with her about her company.

4. Introduce something about your own company.

Part IV: Listening and Speaking

[ Task One J

Listen to the passage and fill in the blanks with what you have heard from the tape. The

passage will be read three times.
Traditional business relationships rely on a 1 set of assumptions and conventions,

and a simple set of familiar choices, often supported by law or 2 .For example, if you
eat in a self-service restaurant, you pay before you eat. If you eat in a fancy restaurant, you
pay after you eat. If the food is bad, you can demand a 3, or refuse to pay. Otherwise,
if you refuse to pay, the restaurant can take your address or call the police. These conventions
are pretty well understood by most people.

Similarly, if you open a 4, you know pretty well what the deal is. You probably
have to 5 something with a lot of small print. Many people don’t bother to read the
small print this is because they know (or think they know) 6 what the small print
says.

Once you 7 from this basis of tradition, convention and assumption, there can be

no “small print” at all. 8 .




[ Task Two J

Listen to the passage again and retell the story in your own words with your partner.

» Part V: Practices

LT ask One }

Listen carefully to the following 10 sentences and write them down. Each sentence will be
read two times.

Lo TS QN b B R I
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[ Task Two }

Listen to the following invitation letter and give brief answers to the following questions. The
letter and the questions will be read three times.

Questions 1 to 5 are based on the passage you’ve just heard.

1. When will be this exhibition held?

2. What will be displayed on this exhibition?

3. Who will come to answer the customers’ questions on the spot?




