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Section Learning Objectives
g Uj

—

After the study of this chapter, students are expected to:

» Know the channels of business communication;

» Know how to successfully establish, develop, and sustain business relations;

> Talk on the phone with potential international business people to establish business relations;

» Talk face to face with potential international business people to establish business relations.

Section @ Background Information

1. Modern business depends increasingly on business communication and business relationship.
Business communication leads to the establishment of business relations. No business
relations, no business. Therefore in international business, establishing good and stable cross-
cultural business communication with foreign firms is of vital importance to the survival and
development of a company. International business deals usually involve a number of parties,
such as manufacturers, exporters, importers, consumers, banks, shipping companies, customs,

commodity inspection organizations, and arbitration bodies.

2. Nowadays, a list of channels has been available for obtaining business information about the
potential dealers:
1) Business websites;
2) Advertisements;

3) Trade fairs;




W

4) The Commercial Counselor’s Office;

5) The Chamber of Commerce;

6) Trade directories;

7) Recommendation from friends or business connections;
8) Banks;

9) Market investigations.

. There have also been quite a few means of business communication as through telephone,

telegram, telex, fax, E-mail, E-commerce, and business letters. Often people enter into trade
cooperation orally by telephone calls. Personal visits, face-to-face talks, discussions, and

negotiations are also frequently used for the establishment of business relations.

While making a business conversation to establish business relations, either face to face or on

the phone, business people in international contexts would often take the following points

into consideration:

1) Greetings;

2) Brief self-introduction and your company introduction,;

3) Purpose for this contact;

4) Source of information;

5) Sincerity of establishing business relations;

6) Description of the products in question;

7) The sending/giving of a catalogue, brochures, samples, and the price list for product
acquaintance;

8) Expressing wishes and saying goodbye.

There are some tips for successfully establishing, developing, and sustaining business relations:

1) Try to make your business partner aware of what type of company yours is;

2) Make your business partner know more about your company so as to consider yours as a
demand or supply option when in need;

3) Impress your business partner with the quality of your product and of your management,
thus keeping the good link between you two;

4) Develop strategic partnership between you two companies with your expertise, making
your business partner trust you and value your opinion;

5) Use proper and standard language to impress the caller or the visitor.
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Section m Model Conversations

—_—

Conversation 1|

Asking about Company Information on the Phone

( Mr. Paul Anderson, who is an importer from CT Trade Company in the US, would like to

establish business relations with China Yellow Sea Textile Import & Export Corporation in the line

of tapestry and carpet. Learn the way Mr. Anderson starts the conversation with the International

Marketing Manager Mr. Tao Liu after his call is put through by the operator. The operator = A; Mr.
Paul Anderson = B; Mr. Tao Liu = C.)

A:
B:

Good morning! China Yellow Sea Textile Import & Export Corporation. How can I help you?
Good morning! This is Paul Anderson from US CT Trade Company. I'd like to speak with the

person who is in charge of the Sales Department in your company.

: I think Mr. Tao Liu of our International Marketing Department is the person you’d like to talk

to. Hold on please. I'll transfer your phone to him.

: Thank you very much.
: Mr. Anderson, Mr. Tao Liu is on the line now.

: Hello, Mr. Tao Liu. My name is Paul Anderson from CT Trade Company in the USA. My main

purpose of calling you is to establish business relations with you. We learned through the
Commercial Counselor’s Office of our Embassy in your country that you specialize in the

export of Chinese textile goods.

: Hello, Mr. Anderson. Nice to speak to you and I'm glad to hear that. My firm has wide business

connections with many corporations in the USA, but yours seems quite new to us.

: Well, we’ve been dealing in textiles only for two years, but we are in position to place large

purchase orders. We’d like to seek the possibilities of placing large orders with you.

: That’s great! Our textile goods have enjoyed a high reputation in the US market. I was

wondering if you would be interested in any of our products.

: Well, I'm interested in your tapestries and carpets with the “Happiness” brand.

: They are our newly-designed products. They are promising items. I'll send you some

brochures, samples, and the price list if you’d leave your address. My E-mail address is

tliu888@hotmail.com. I'm sure you will be satisfied after you’ve studied them.

: That’s good. I hope I would have an opportunity to meet you and discuss our first order.

: Fine. I'm looking forward to your kind visit.



Tao Liu:
Mr. Anderson:

Tao Liu

Mr. Anderson:

Tao Liu:

Mr. Anderson:

Tao Liu

Mr. Anderson:
Tao Liu:
Mr. Anderson:

Tao Liu:

Mr. Anderson:
Tao Liu:
Mr. Anderson:

Tao Liu:

Conversation 2
Tao Liu: i
Mr. Anderson:
Tao Liu:
Mr. Anderson:

Asking about Favorable Price and Sales Terms on the Phone
Yellow Sea Textile Import & Export Corporation. Good morning!

Good morning! This is Paul Anderson from CT Trade Company.

Hello, Mr. Anderson! Glad to hear your voice again.

Hello, Mr. Liu. I'm happy to hear your voice, too.

Mr. Anderson, how is your business?

Fabulous! Thanks for asking. Well, Mr. Liu, we have studied your brochures,
samples and price list and are quite satisfied with your tapestries and carpets. We’re
thinking of placing an order. We'd like to know your favorable offer, mode of

payment, and delivery.

: We are very experienced in the arts and crafts and provide a variety of designs

and sizes of tapestries and carpets. Yet our price is more favorable and attractive
compared with the European and US suppliers. You see, the prices of raw
materials have been soaring but the prices of our textile goods haven’t changed at
all.

Do you take special orders and manufacture according to our specifications?

Of course. We also make tapestries and carpets for special purposes. Every month
we have orders with special specifications from countries in different parts of the
world. Look, here. These are orders from the US, these are from Spain, and these
are from Cuba, and so on.

Oh, there are indeed quite a lot. Well, how long does the delivery usually take?

: As a rule, shipment is made within 10 days after receipt of the L/C. For special

orders, it takes a little longer, but within 90 days.

That’s fine.

Are you planning an order?

Yes, that’s why I'm calling you. We plan to place an order for 400 carpets. Can you
make the delivery within three weeks?

Thank you for the order. We have the carpets in stock. There will be no problem
for us to deliver them to you within three weeks.

Good. I'll call again to discuss the payment with you soon.

OK. Thank you very much indeed. I'm looking forward to your calling again.

Fine. Goodbye, Mr. Liu!

Goodbye, Mr. Anderson!



Conversation 3}

Susan White:

Tao Liu:

Susan White:
Tao Liu:

Susan White:

Tao Liu:

Susan White:

Tao Liu:

Susan White:

Tao Liu:

Susan White:

Tao Liu:

Susan White:

Tao Liu:

Susan White:

Tao Liu:
Susan White:

Tao Liu:

/ Business Relations

Discussing Face to Face the Possibility of Setting Up Business

Relations at the Sales Department
Excuse me. Is this the Sales Department of Yellow Sea Textile Import & Export

Corporation?

Yes. Is there anything I can do for you?

Yes, please. I'm from Ever-safe Trade Company in Italy. Here is my card.

Oh, Ms. Susan White. Welcome to our corporation. I'm responsible for the export
business.

Glad to meet you. You're Mr. ...

Sorry, My name is Tao Liu. Would you sit down and have a cup of traditional
Chinese green tea?

That’s great. Thank you. It’s very kind of you. Shall we get down to business now,
Mr. Liu?

Sure.

Thank you. Mr. Liu, I'd very much like to discuss the possibility of setting up
business relations with your corporation.

That would be great. Have you seen our products in our show room?

Yes, we had a visit at your company the other day and found some of your
products in your show room excellent. I'm particularly interested in those silk
covers.

Silk covers are our new product with a variety of beautiful colors and designs.
They are very popular both home and abroad. They enjoy big sales in recent
years.

That's great. Could you please give me a price list?

Sure. We will make the offer according to your inquiry. Well, our products are in
large demands recently, so please tell us your quantity as soon as possible.

Thank you for telling us. I'll come to tell you our decision tomorrow after
discussion.

OK. Would you like some of our brochures about our products?

I'm afraid we’ve already had some, and thank you for asking. See you tomorrow
then?

See you tomorrow.
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Section @ Data Bank

1. Words and Expressions

tapestry /'tepostr/ n. #H#

sales department 44 2 3¢

International Marketing Department & IR & 44 3R

have wide business connections with  Fo------ AUz L4582
specialize /spefalaiz/ in 47

be in position to place large orders A % A F XiT$

purchase /paitfos/ order WEITHE (Hik: PO)

enjoy a high reputation in the US market Z£E T EI ARG FAR
They are promising items. iX &= %3718 L5,

brochures, samples, and the price list J\#F. HHBFHEE
favorable offer £ &M 4%

artsand crafts ZAFLZE

raw material & A4+

soar /sor/ vi. M

manufacture according to our specifications A& 38 K 411 Fr & K 69 A% 4 &
shipment is made within 10 days after receipt of the L/C &k 3|4z AliE B 10X Z A £ 4
L/C: letter of credit 4z & 4iE

set up business relations with... k-...... #EIVHEE

be particularly interested in... sf------ A B B L AR

enjoy big sales 4§8/k kX

make the offer IR

enquiry=inquiry /m'kwaror/ #W#

be in large demand FEKEFHR K

quantity /kwantatt/ n. &, ¥F

2. Useful Sentences

1) In order to extend our export business to South Africa, we wish to enter into direct business

relations with you.

AT RESSEHA TR POk 5 P RERIRE, FeATA EEERMURI T, Bl 55 C &



Business Relations

2) Our hope is to establish mutual beneficial trading relations between us.
FA A B ARNTE N BRI 55 AR

3) We wish to express our desire to do business together in plastic shoes.
A 1A AR TR T SRR, FRA T S AR i Al 55 & o

4) T hope we can trade with you, and hope you will send us your enquiry soon.
FA A BRI T TR SR, I HA BRI TREIR G T Ao L.

5) I hope that we can cooperate happily.
oA BEATRE BRI

6) I hope that we can continue our cooperation.
A BRI TREARZE 511

7) We sincerely hope that this transaction will turn out to the satisfaction of both parties.
TN T E A BT 1958 5 G5 R B 2=

8) We are a state corporation specializing in the export of canned food.
FATR—K FEREL M O EA AR

9) We are now doing a large import business in watches from Switzerland.
FATH AT E AR M TR R A=

10) Our company is mainly in the line of exporting Chinese table cloth to European markets.

FAVA w) TR B O b s A RO 1 37

11) As a joint venture, our corporation has won an important position in the fields of home

electronics, computers and telecommunications in Singapore.
YR —Z G AR, FRATARICAAEFR N . PRI i {5 S5 AU/ e o 4 o 2 b A7

12) We are prepared to accept orders for goods with customers’ own specifications.
FRATBERT 1S ARG A 1 O BRI B R 1T 5

13) We have been handling leather products for more than 40 years.
FN TR E R T2 AT 40 ZAETHL T .

14) We're willing to set up business relations with your firm on the basis of mutual trust and
understanding.
FNVE Y 520 BIFEAE B S AR FAR B FRAR A SEml T 27k 55 X R

15) We come to know your name and address from New York City Bank. Our lines are power
cables. We hope to establish business relations with you.
FATNAL IR T AL A3 RN 9 2 PRI HLhE . FRATTZ8 8 007 o E SR IRk . T4 S e A
Ui/NEIFERVA B A




