Lesson 1

Establishing Business Relations
OOoodogo

Dear Sirs,

We have received your letter of May 18,1994. We note with
pleasure that you are desirous to establish business relations

with us. This we very much appreciate.

We specialize in light industrial products. To give you a general
idea of the goods we handle, we are sending you, under

separate cover a price list and a pamphlet for your selection.

As we are just initiating business with you, we would to know
your business scope, the terms of payment and inspection,
etc. , so as to enhance mutual understanding and further our

business.
We await your early reply.

Yours faithfully,



Words

establish [is'teblif ] v.t. OO0 OO
business ['biznis] n. 00D O O

relation [ri'leifon] n. (pl. (O O O

pleasure [p'lezo] n. 0O O

desirous [di'zaisras] a. OO0 OO
specialize ['spefolaiz] v.i. 000000000
handle [hendl] v.i. v.t. 00O

separate ['seporit] a. 0O O OO
pamphlet ['paemflit] n. 000

initiate [inifiert] v.t. 0O0DMOODOO
enhance [in'ha:ns ] v.t. 00 O00OOOO
mutual ['mju:tjusl] a. 000

further ["fa:80] a. adv. v.i. DOMMOMMD O M O D
await [a'weit] v.t. 0000



Notes

1. note with pleasure 00O 00O
note V. OOIIO0O
O learn, understand OO0 0000000000 OO0OO
“agoroorg
Please note that this bill must be paid within 8 days.
gbooobobog sgogon
You may have noted that our business address has changed.
gboooobooobbooobooobo
2. desirous a. UQOOmMOQOQ
gooboofbooobooooogoo
One of our clients in london is desirous to establish business
relations with your company.
0000000000000 o00opDoooooog
desire v. OO0
We desire to discuss business with your representative.
gogbooooouoboooo
desire n. OO
oooooon
We will do it at your desire.
ooooooooooono
3. business n. oomomag
00000000 D0OO0O0O0D0O0O0 two deals O two

transactions



Please send us your bank and business references.
0oodoooDooooo

We are unwilling to see our business relations affected by
such a small matter.
ooooooodoOoooooOoooooooooo
We do business with many countries in Asia.
goboboooouobooooa

. specialize v. QOQOOO

0000 in

They specialize in porcelain ware. 0O 00 Q00O .
speciality n. OO

We make a speciality of glassware.
gooooooooooo

5. generalidea O0O0O0O0

. handle v. OO

000000000000 O0OCdeal in, trade in, engage in
They handle the import and export of plastics.
goddooobooooooooa

We are engaged in the import of tableware.
ooooooooo

. send . oo

Please send us the samples of your printéd shirting you
recommend.

ogooooobooooooood

We shall send you catalogues of any lines in which you are

interested.



go0ooooboooooboooooo
8. under separate cover 00
0000 by separate mail 0 by separate post
We are sending the sample and price list under separate
cover.
goooooboogod
9. business scope 00O OO
O the business activities, the line of business . the sphere of
business [0 O
10. terms of payment OO 00O
11. etc. 0O0D0O0 etcetera 000D DO
O and other things, and so on, and so forth 00
12. soas 000 toO0OD0O0O0OO0DOOOOOODOO that
O00O000O0000 Please let us know your business
scope and terms of payment so that we could further our
business.
13. We await your early reply. oooooooa
await 0 wait for 0000000000000 O0OO0O
oo
We await hearing fromyou. O0OO000O0OD0DODOO



Exercise

I. Translate the following into English-
O000s 0300000000 0O0OOODODODOOOO0O
gooboodoboboouooooboooooboboouo
gmoobobboobmoooooooom oo
000000 0ooooooooooooooa

I'. Translate the following into Chinese;

1. This morning we received your letter of May 7, and
understand that your trade representative delegation will
visit our town in October. They are welcome to our
town and particular to our factory.

2. We shall be glad to show them round our factory, where
they would see for themselves the superior quality of our
products and the exquisite workmanship[1 00 0 0 0O O
gooad

3. They may return with interesting and useful information
for your customers. We desire to establish a happy and

successful business relationship with you.



Lesson 2
"An Enquiry
O O

(A)
A Short Enquiry from an Importer
Dear Sirs,
We are one of the leading importers of cotton goods in Japan.

We should like to have some information about the printed
shirting and sample books. If you cannot supply the
information, please refer our enquiry to the appropriate
corporation in your city , and we assure you of our reciprocating

your courtesy at all times.

Yours faithfully,



(B)
An Enquiry from a Buyer
Dear Sirs, .
Re: "Wanli” Brand Leather Shoes

We learn through your embassy in London that you are the

largest exporters of Leather Shoes in Beijing.

At present we are mainly interested in ” Wanli” Brand Men’s
Leather Shoes. We shall appreciate it if you will send us your
latest illustrated catalogue, price-list together with details of
the products. Meanwhile, please quote the lowest price CIF.

London, indicating the earliest date of shipment.

If the price quoted is competitive, and the quality up to
standard, we will place a substantial order with you. Your
quotation would arrive here before 29 June, 1994, otherwise it

would be too late for our consideration.
We await your early reply.

Yours faithfully,



Words

enquiry [In'kwaiori] n. 000000
enquire [in'kwaia] v.. 00O
appropriate [ap'rouprit] a. 000

assure [o'fua] v.t. 0O0MOOODO
reciprocate [ri’'siprakeit] v. oo
catalogue ['kaetalog] n. OM O ID OO O
embassy ['embasi] n. 000

illustrate ['ilestreit] vt. 000000 OO
detail ['di:teil] n. v.t. OO0 O

indicate ['indikeit] v.t. OO M OO O
quote [kwont] v.t. 0000

competitive [kem'petitiv] a. 00000
quality ['kwoliti] n. OO O

substantial [sab’steenfol] a. 00O 0O

otherwise ['aAdowaiz] adv. 0 O0DM OO OO



Notes

1. enquiry n. 0O M OO
000000 o0omoooo for
0000000 inquiry, enquiry O inquiry 000000
00 enquire O inquire,
We thank you for your enquiry for our Men’s Shirts.
ogooooooooooooo
There are large enquires for preserved fruits from the west
countries.
gooopooooooooo
enquire v. 00

The grey flannels enquired for by you are unavailable for

the moment.

goobooobbooooboon

We would like to inquire what your major interest is.
0ooo0oooooooooooon

OO0 inquiry 00 about & O00O0ODO 70O

We would like to inquire about the character of the
company. U O OO0000O0O0O0OO0OOO
mquire00 00 of OOOODO”

We wish to inquire of customer’s comments on our
products. JOO0O0OO0O0OO0OODO0OOOOOOOO

We shall inquire of the shipping company the date of the

ship’s arrival.



O00oooooooooooooooo

. should like O O]

We should much like to inquire about the market conditions

in Latin America.
oooooooooooooooooo

We should like to know whether you can quote us prices for
peas, 0000000000 DOOO0O

. sample book 0 OO

0000000 0o0o0ooooooooooooog
ooogo

.supply v. O OO0

0 00O O O Csupply sb. with sth. O supply sth. to sb.

If you can supply us with goods of superior quality at
reasonable prices, we shall give you a large order.
0000000000 O0ooouooooooooooog
oo

We can not supply bed lamps you require any more at the
same price.
od0o0o0oo0o00ooooooooogooo

supply n, OO

At the moment supply exceeds demand of wheat in our
market.

oopooooooooooo

.refer ... to... MODODMOOIDDOOIDO

For our business standing, you may refer to the Bank of
China.



0000000000000D0O00000000

Please refer our samples to customers in your city.
000000o0oooooooog

. corporation n. O0O

OO0D00000000 company O OO

. assure v. 00O

0000000000000 o0ooooDooooooDo
0000 ,assure OO0 000+ 0000000 that O
oooo

We assure you of our long-term cooperation.
000000000 ogo

We assure you that we shall do our best to sell high quality
goods with high quality services.
goodoboooboooooboobooooa
catalltimes 00000

O atany time 00O

. the largest exporters of Leather Shoes 10000000
exporter n. 00

They are exporters of man-made leather bags.
Ooooooooooog

export n0 000 exportation 00 M OMO OO OO
They handle the export (exportation) of textiles.
O0o00ooooooo

Wool is one of the chief exports of Australia.
O0o00ooooooooo

export v. OO



We export electric toys.
Oooooooooog

They used to export transformers.
goooooooooogo
10. at present 00
000000 at the moment O 0O 0O
11. interested a. OOO0O
to be interested in... O OOOOOO
OO00000o0oooooooooooon
At present we are interested in importing electrical
household appliances from your side.
gdooobooobouboooooda
Which lines are your users interested in at present?
goooooooooooood
We are interested in your canned goods.
goooooooooooao
interest n. 00O
O000o0oo0ooooooooooo
We take interest in your leather shoes.
ooooooooooo
12. We shall appreciate it if youwill... 000000 OO
ooo
0000000000000 pleessed 00000
‘We shall appreciate it if you will inform us the name and
address of the largest bicycle importer in your city
O0000000000o00oUoooouoooooo



13.

ooooogo

We shall appreciate it if you will give us first — class
reference

O00000D0O0O0o0oooODoDoOOooon

We shall appreciate it if you will make efforts to push on
products.
00000000oooooooooooooog
appreciate v. [ 0O 00O
00oDO0DOo0ooooogoogooog

We greatly appreciate your help and look forward to a
continuing relationship of mutual benefit.
oo0o0oooooooooooooooooooo
oooo

We appreciate your close cooperation in promoting this
line. 000000 OO0OOODOOODOODOODOOO
ooooooooooog

We shall be grateful if you will ...

We should be thankful if you would ...

We should be obliged if you would . ..

quote V. od

Please quote us your lowest price for Men’s Bicycles.
oooooooooooooon

We quote for the products at US 0 400 per metric ton CIF
Singapore
0000000oObOo0o0o0oobOooooDoobooooo
0400000



quotation n. 0O OOOOOOOO

000000 make sb. quotation for sth.

Please make us your lowest quotation for table tenis bats.
goooboooooooad

O quotationO0 0 O0000O0O send, give, cable

. place v. 00O

place with sb. an order OO O OO

O book with sb an order O 0O

If you can supply us with goods of superior quality at
reasonable price we shall place a substantial order with
you.
d0o0oU00o0d0o0oU0oOooodooUoooooog
Favourably impressed with the fine quality of our goods,
many buyers have kept placing order with us.
00000000000 DOOoU0oOoDoDOoOooOoogon
oooooogoo



Exercises

I. Complete the following sentences in English -
1. We shall appreciate it if you will

a. JO00O0O0OOO0DODOOD

b OOODOODOO

c. OOOODOOOODO
2. At present.

2. JO0O0O0O0OOoOoOoOooo

b. 00O0ODO0OOODODOOOO

c. UO0OOOUOODOODODOODOOOOO

I. Translate the following sentences into Chinese:

1. We should like to know whether you can supply various
sizes of "Five Star” Brand Adjustable Wrenches.

2. At the moment we are particularly interested in Beans
displayed by you at the Chinese Export Commodity Fair,
particularly Red Beans and Green Beans.

3. At present, our customers are especially interested in
importing tea from China.

4. We would like to have your lowest quotation for raw
cotton.

5. Through the courtesy of our Commercial Counsellor’s
Office in Beijing, we learn that you are interested in

doing business with us.



6. We shall very much appreciate it if you will quote your
lowest price for walnut meat.

7. Tt would be helpful if you send us samples.

8. Your enquiry for millet has been referred to our sister

corporation.

I . Translate the following sentences into English o

1. 0000bO0ooooobogo

2. 0000000 OOODODOnOn

3. 000b00o0obOoooO0ooooDbooOoboUoobooboOoon
o0oooooooooooooogoon

4. OO0OO0ODOODOODOOOOD

5. 0000000000 OOOOO0bOOobOOODOoooO
ocOo0oO0ooUoooopooogooo



