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BUSINESS LETTERS
& 55 BF F

Introduction

With the rapid development of China’s foreign trade and the constant
increase of other economic activities with foreign countries, business letters
are widely used in the fields of economy and trade. International business
negotiation includes four main steps: inquiry, offer, counter-offer and
acceptance. Offer and acceptance are the two necessary steps in negotiation.

Business letter is the means of communication. Its main function is to
inform or remind the counterpart or the public of a certain thing and also
ask them to act according to the rules written in the letters.

This kind of letters should be complete, concrete, clear, concise, correct

and written with courtesy and consideration.



Unit 1

Establishing Business Relations

BARZXEF



Establishing business relations with prospective dealers is the first step of
starting and enlarging a firm’s business. It is vitally important for both new firms
and old ones. But by what means can a dealer secure the necessary information
about a new market and a new customer? The following channels are usually

available for obtaining such information.

internet

the advertisements in newspapers

the banks

the Chambers of Commerce both at home and abroad
the introduction from his business connections

the Commercial Counselor’s Office

the market investigations

attendance at the export commodities fairs

2 2f S 2] - |2 s

inquiries received from merchants abroad

After securing the information, the writer usually informs his addressee
of the following:

1. how to know the source of information

2. self-introduction (history of the firm, business scopes, business
ability, etc.)

3. the reference as to his firm’s financial position and integrity if

necessary

The replies to these letters generally include two kinds:

1. When the receiver agrees to establish business relations, he informs his
addressee of the following:

express thanks for the incoming letter

reply to the request in the incoming letter

express hope for doing business as early as possible

B IS =

When the receiver doesn’t agree to establish business relations, he
informs his addressee of the following:

express thanks for the incoming letter

express regret for not being able to establish business relations
State reasons

& & & R

express expectation of cooperation
This kind of letters should be written cordially, sincerely and courteously.

—



Lesson Onel

An Exporter’s

Self-introduction
HOEHEENE

June 10, 2004

Wella Co., Ltd.
15 Newell Street
London, Britain

Dear Sir or Madam,

We write to introduce ourselves to you as one of the largest
exporters from the People’s Republic of China.

You will be interested in our extensive connection with Chinese
manufacturers. We are enclosing a copy of our latest catalogue
covering the details of all the items available at present.

We would have the pleasure to receive your inquiries for all kinds
of goods. The possession of large capital will enable us to execute

orders at the lowest possible prices.

As to our credilt standing, please refer to Bank of China, Shanghai

Branch.

Your immediate reply would be appreciated.

-,




Yours faithfully,

Zhong Hua Daily Product
Import & Export Company

Li Qi
Marketing Manager

Words and Expressions

i
1. extensive adj. large in amount; wide-ranging !Jl
/ik'stensiv/ STz R
extensive connection |z [k &
2. manufacturer n. person or firm that manufactures things

/meenju'feektfora(r)/ ik & ; Hil & i
a clothing manufacturer %% i i 75
3. enclose v. put something in an envelope,letter,parcel,etc. &t
/in'klauz/ A, Bl B2
We enclose a copy of our price list.

Wit bR S| R T5 A0 A% B — 17

4. item the enclosed 14
['aitem/ n. single article or unit in a list, etc. 43 H
an export item {5 H
5. available an item of business &)1 H
/a'veilabl/ adj. (of things) that can be used or obtained

(F89) W] LASK 2 (), 7] 3R15 1
items available ]tz %
Chinese commodities available for export

6. inquiry At B E R A
/in'kwaiari/ n. request for help or information about something/
somebody

wfr A GeECE H, SEE A I enquiry)
We thank you for your inquiry for our furniture.
IR 7 B Bt 7 X AL AN
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7. possession

/pa'zef(a)n/
8. execute

[eksikju:t/
9. refer

[rifai(r)/

10. immediate
/i'mi:diat/

11. appreciate
/o'pri:[ieit/

1. our extensive connection with Chinese manufacturers
A S S RA T IZ R
2. latest catalogue i H &
3. We would have the pleasure... FI7HAR E -+
have the pleasure of doing smoething/have pleasure in doing something

n. thing that is possessed; property frf5 4y ;=
He lost all his possessions in the fire.

AE— K KPR & T RrA ™,

v. carry out; perform AT ;58 i

v. turn to something/somebody for information

7% A )

refer to #if]; = [

Please refer to the sales contract and you will know
the terms of payment.

S E S R 2 1A

adj. happening or done at once B ZIiY; 7 BIfY

Your immediate attention will be obliged.

SEZN WA AN R

immediately adv. 7 Rfi#h

We trust that you will reply us immediately.

T R HAR AT B 52 T A R .

v. understand and enjoy (something); value highly
BRI (FT He s 4410, AT A E =)

We highly appreciate your kind cooperation.
oI5+ B s Iy A AE

We shall appreciate it if you would respond to our
request at your earliest convenience.

SR 07 BE R L I A, FRAT TR AN I B

AT LA

It will be appreciated if you send us your catalogue
immediately.

qnBEsL BAF ok 57 H 3%, FATH AN I

It is (was, will be) a pleasure to do something 520§ ; R Aff--- -

. T



4. large capital HEJE )% 4
5. as to our credit standing A 3T I7 GG E ML
standing n. FAEHE M 52
adj. [5Em
standing cost K1 4=
standing orders K- HIiT H
B RGEAETEMN AT LG I financial standing

Some Useful Sentences on Establishing Business Relations (1)

1. We wish to introduce ourselves to you as one of the leading exporters of
synthetic material in our country.
W) 5207 B, AT E AN NG RR EZ Oz —.

2. We have the pleasure to introduce ourselves to you with the hope that we may
have the opportunity of cooperating with you.
TATAEBE WA ST 61E.

3. We enclose a list of products we are exporting and trust some of these items
will be of interest to you.
Wi R B 27 23 T A T E Sy, AR oA B 5 T S SRR

4. As to our credit standing, we are permitted to mention Bank of China,

gl

Shanghai Branch as a reference.
AR I TAERE O, AT AL h BARTT b A7 i [, 48 AT 4R g 307 AR
LIPS

5. We look forward to receiving your inquiries Soon.

FeA T AR PSR 52 77 AR o

Practice

I. Basic Training

1. Choose the best answer.
1) We write to introduce ourselves to you a state—operated corpora-

tion dealing exclusively in light industrial goods.

a. as b. of c. for d. with
2) We have the to receive your reply.

a. pleased b. please c. pleasure d. pleasing
3) We have been referred you by Mr. Green.

a. with b. of c. for d. to

—



4) We would very much if you send us a few sample books.

a. appreciated b. appreciate it c. appreciate you d. appreciate

5) We enclose a copy of our export list the main items available at
present.
a. covered b. covering c. cover d. are covered
6) We hope our product will be of to you.
a. interest b. interested c. interesting d. interests
7) We would have the pleasure to receive your inquiries our hardware.
a. of b. to c. for d. to
8) We desire to establish direct business relations you.
a. with b. for c. from d. to
9) to our credit standing, we are permitted to mention Bank of Tokyo

as a reference.

a. Forward b. As c. According d. Subject
10) As you may be aware that our goods enjoy great all over Asia.
a. popular b. popularized c. popularity d. popularly

. Complete the words with the first given letters.

1) We have the pleasure to introduce o to you with a view to building
up business relations with your firm.

2) As to our credit s , please refer to Bank of Tokyo.

3) Please send us the d information of your products available at
present.

4) We trust you will be i in this item.

5) We write to i ourselves as the largest exporter of crafts in China.

6) We trust that you will r to us immediately.

7) We are interested in any of the i listed in the catalogue.

8) We are looking f to your detailed requirement.

9) Your i attention will be obliged.

10) We are enclosing our catalogue covering the details of all the items a
at present.

3. Translate the following sentences into Chinese.

1) We are one of the leading exporters dealing in electronic products in the
area, and we take this opportunity to approach you in the hope of estab-
lishing business relations.

2) We have been the East Asia agent for London Trading Co., Ltd. for more
than ten years, and we have considerable experience in both England and

Part |
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East Asia market.

3) We attach a list of products we are regularly exporting and trust some of
these items will be of interest to you.

4) We would be interested in receiving your inquiries for all types of electric
goods.

5) Our banker is Hong Kong & Shanghai Banking Corporations in Hong Kong,
and they can provide you with all the information concerning our business

and finances.

II. Skill Training

1. The sentences below are all mixed up. Put them in the right order.

1) We are looking forward to your favorable and prompt reply.

2) We have been the leading exporter of light industrial products for more than
fifteen years, and we are planning to extend our business activities to our
neighboring countries.

3) As to our credit standing, we are permitted to mention Bank of Tokyo as a
reference.

4) Would you please establish business relations with us?

2. Complete the following letter in English.

Dear Sirs,
We write to introduce ourselves to you £ & i [H E3EAYEFES O R .
We are enclosing a copy of our latest catalogue 4% H 5 A it 2z 62 09 BT A 10

and hope some of these items will be of interest to you.

FATKAEH 72 5 to receive your inquiries for our products. & T/ w E (5N,
please refer to Bank of China, Shanghai Branch.

77 ¥ your early reply.

Yours faithfully,



