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UNIT 1 | Basic Knowledge of Business Writing

Unit 1

BASIC KNOWLEDGE OF BUSINESS WRITING

Partl Learning Objectives

Have a general idea of the definition and functions of business letter;
Learn what a business letter consists of in structure;

Learn the styles of business letter;

Master the layout of the envelope for business letter;

i & W N R

Grasp the writing principles of business letter.

Partll Introduction

1. The Definition and Functions of Business Letter

As one of the most popular means of communication in business activities,
the business letter, which is used to support the goal of buying and selling goods
or services, plays an irreplaceable role in the fulfillment of business transactions.

Basically, a business letter has the following functions:

A business letter possesses the information function. It is an effective way to
convey a large amount of information in order to complete the routine business
operations. The business letter is a kind of commercial dialogue among business
partners in the written form through mail or other telecommunication methods. It
is normally sent after careful consideration. Business letters have the advantage
over the telephone or face-to-face talk in that they can reduce to a great extent
the oversights or misunderstandings in communication.

Besides, a business letter is of the interpersonal function. A well-written
business letter, which shows sincerity, consideration and goodwill to the business
counterpart, builds and promotes the harmonious business relations.

As a written material, the business letter is a part of a company’s permanent
record. When some questions occurring in the transaction must be checked,
one can always refer to the copy of the letter for confirmation. When business
disputes happen between the two sides, the business letter serves as important



legal evidence, which is fully recognized by the court.
Therefore, business letters deserve one’s great concern and attention.

2. The Structure of Business Letter

Generally speaking, a business letter consists of the essential parts and the
optional parts.

2.1 The Essential Parts

In spite of various writing purposes of business letters, the following seven
essential parts should always be included in a business letter.

2.1.1 The Letterhead

Systems A/S Corporation

Letterhead, which is also called return address,
includes the sender’s name, postal address,
telephone number, fax number, email address,
website and logo of the sender’s company, if any.

Usually letterhead is printed in the up-center
or top-left margin of a letter paper.

When a letter runs more than one page
long, the second page heading is necessary for
quick identification, including the page number,
the name of the receiver, and the date of the

letter. For example: The Letterhead

EXAMPLES

Mrs. Mina Bland -2- July 4, 2009

°" Mrs. Mina Bland, July 4, 2009, Page 2
or
Timmy Imp. & Exp. Corporation
Page 2
July 4, 2009

2.1.2 The Date

The date should always be typed in full and not in abbreviated form. (e.g.
Write December instead of Dec.) The -th, -st, -nd and -rd that follow the date can
be omitted. (e.g. 5 May for 5th May, June 1 for June 1st) Write 2009 instead of
09 for the year.

Avoid typing dates in figures (e.g. 10/2/2009), since it is likely to cause
confusion. British form follows the order of date, month and year while the
American practice is to write in the order of month, day and year. So 10/2/2009
could be taken as either October 2, 2009 or February 10, 2009.

The date is placed two or four lines below the letterhead, either on the right-
hand side or on the left-hand side, depending on the style of the letter.
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2.1.3 The Inside Name and Address

The Inside Name

and Address Rl

The inside name and address means
the receiver’s name and address. It
appears exactly the same way as on the
envelope and its order should be from a
smaller place to a larger one, namely:
Name of the person addressed
Title/position of the person addressed
Name of organization

July 2,2009

Street number and name
City, State and postal code
v Country of destination

The inside name and address is
usually typed at the left margin about two
or four lines below the date.

2.1.4 The Salutation The Salutation

Salutation is the complimentary greeting with which the receiver opens his letter.
Its form depends on the sender’s relationship with the receiver. The customary formal
greeting in a business letter is “Dear Mr./Mrs./Miss/Ms.” followed by the receiver’s
surname in case his or her surname is known. If not knowing the receiver’s surname,
use “Dear Sir” or “Dear Madam”. When addressing to a company, use “Dear Sirs”
followed by a comma or “Gentlemen” followed by a colon.

Salutation is usually typed two or four lines below the inside address or the
attention line.

2.1.5 The Body

The body is the main part of the letter. It expresses the sender’s ideas, opinions,
purposes and wishes. The body of a business letter typically has three paragraphs:
introductory paragraph, one or more body paragraphs and concluding paragraph.

If there has been previous correspondence, the reply letter will refer to it in
the first paragraph. The sender’s plans, hopes and expectations will be expressed
in the last paragraph.

When writing, pay attention to the following:

(1) Your letter should be simple, clear, courteous, grammatically correct and
to the point;

(2) Keep each paragraph addressing one topic;

(3) Keep your letter in an attractive and pleasing appearance by accurate
typing and artistic displaying.

The body of the letter is positioned two lines below the salutation, or below
the subject line, if any. For very short letters you may adopt double-line spacing
except for the inside name and address, for which single-line spacing should
always be used.



2.1.6 The Complimentary Close

Complimentary close is merely a polite way of ending a letter. It is in
keeping with the salutation. The most commonly used sets of salutation and
complimentary close are:

EXAMPLES

Formal: Less formal:

Dear Sirs, Yours faithfully, Dear Mr. Henry,  Sincerely,
Faithfully yours, Yours sincerely,
Yours truly, Sincerely yours,
Truly yours, Very sincerely yours,
Very truly yours,

The first letter of the first word of the complimentary close is capitalized.
The complimentary close is followed by a comma, and placed two lines below
the body of the letter.

2.1.7 The Signature

A complete signature part consists of the
name of the signer’s company, the signer’s
handwritten signature, type-written signature
and job title or position. Since handwritten
signatures are sometimes illegible, the
name of signer is usually typed below the

signature, and followed by his job title or
Yours faithfully,

position. Never sign a letter with a rubber THE NATIONAL TRANSFORT CO.
stamp. ke

Manager

The signature is common to type
immediately below the complimentary close.

The Complimentary

2.2 The Optional Parts Close

Besides the above seven essential parts, some business letters may include

The Signature

the following optional parts.

2.2.1 The Attention Line

The attention line is used when the sender of a letter addressed to an
organization wishes to direct the letter to a specific individual or section of the
receiver’s company. This will speed up the sorting process within a company.

It is generally put two lines below the inside name and address.

The forms of attention line can be adopted as follows:

EXAMPLES

Attention: Mr. Johnson Blair

Attn: Mr. Johnson Blair

ATTETION: PURCHASE MANAGER
For the attention of Mr. Johnson Blair
Attention of Marketing Manager
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2.2.2 The Subject Line S
The subject line is actually the general idea

of a letter. It calls the receiver’s attention to the

topic of the letter. It is inserted between the

salutation and the body of the letter, starting o amauheme

with the word “Subject:” or “Re:” and e

sometimes underlined.

Attention: Mr. Johnson Blair «——

Dear Mr. Blair,

The fOllOWing CXampleS are other Styles Re: Claim No. DG392 for 50 Cases of Tea Sets

for the subject line: We hve s rcsived

(_EXAMPLES )
Subject: Chinese Pure Silk Products
Our Order No. 487
URGING PROMPT SHIPMENT

2.2.3 The Reference The Subject

Line

In business communication, when a
company writes to another, each will give a
reference. The reference may include a file
number, departmental code or the initials
(all in capital letters) of the signer followed Ot TS o 55, s, )
by those (normally in lower case letters) of
the typist of the letter. If the sender uses a
reference number in the previous letter, the
writer should quote this number after the
notation “Your ref:” in the reply letter. If the
writer’s letter has a file number to refer to, it is
written after “Our ref:” to avoid confusion. Enconrs: 1 sample =——

The reference number is usually

positioned two lines below the letterhead.

The Reference The Enclosure

2.2.4 The Enclosure

If catalogs, price lists, samples, EXAMPLES

documents, etc. are sent together with a — ial Invoice (3 copies)
ncils. tommercial 1nvoice copies

letter,.the sender should add the enclosure Insurance Policy

notation such as “Enclosure:”, “Enc.” Enclosure: 1 sample

or “Encl.” at least two lines below the Enc. (3)

signature at the left margin. LR

2.2.5 The CC (Carbon Copy Notation)
When the writer wants to send the

copies of the letter to others, type “cc” C.C. Mr. George Blair; Sales Manager

or “CC” two lines below the signature or c.c. Jia Hua Aluminum Trading
enclosure at the left margin. Company



]
2.2.6 The Postscript EXAMPLES

P.S. The latest price list will be airmailed
If the sender wishes to add to you tomorrow.
something he forgot to mention or for ps. Through the month of December we
emphasis, he may add his postscript are having a storewide liquidation sale
(often sho,rtened into “P.S.”) two lines on ALL our products. So call or email me

4 today for a copy of our most up-to-date
below the carbon copy notation. price list.

3. The Styles of Business Letter

Usually there are three styles of business letter. They are the indented style,
the block style and the modified block style.

3.1 The Indented Style

Q Honesty International Co., Ltd.
D 17 Xingcai Road, Heze 274000, Shandong, China
D Tel: 86-21-530-2739788  Fax: 86-21-530-6260908

Website: www.honestyintl.com
Email: info@honestyintl.com

Your ref: MG/879
Our ref: S124

July 2, 2012

Hans Dizard
Purchasing Manager
Décor Trading Inc.
221 Norman Bay Road,
Norman Bay, NSW 2252,
US.A.

Dear Mr. Dizard,

Re: Your Order No. 2052

We have received your Order No. 2052 in duplicate dated June 28, 2012.

In reply, we regret to say that the said order cannot be filled at this time due to the delay
on the part of the bankruptcy of our major supplier. This means that we have to find another
supplier who could fulfill all the outstanding contracts we have to complete. As you will
appreciate, this will take some time.

We are confident that we should be able to arrange to get our materials and deliver
consignments to our customers by the middle of next month.

We regret for the unfortunate situation over which we had no control and apologize for
the inconvenience.

If you would like to discuss this matter further, please feel free to contact us.

Yours very sincerely,
Honesty International Co., Ltd.

Zhong Guangjwn

Zhang Guangjun

Export Manager
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In the indented style the letterhead is typed in the up-middle part. The date
is placed on the right margin of the paper, and the complimentary close and the
signature are placed block on the right. Each line of the inside name and address
is indented 2-3 letter spaces. The first line of each paragraph is indented 4—6
letter spaces.

3.2 The Block Style

H. WOODS & CO. LTD.

Nesson House, Newell Street

Birmingham B15 3EL, UK

Tel: (44-121) 4560000 Fax: (44-121)4560001

Your ref: 05485
Our ref: IP21

1 March, 2012

L. M. Jiang

Purchasing Manager

Shanghai Sun Technology Trading Co. Ltd.
72 Zhongshan Rd.

Shanghai 200001

China

Dear Mr. Jiang,
Re: Electric Stoves

We are glad to receive your letter of February 23, informing us of your interest in our
electric stoves.

We have been manufacturing quality electric stoves since 1974 and enjoying increasing
market shares in many countries. We are enclosing you a new sample book of electric
stoves we have recently produced. You will earn a special discount of 2% provided we
receive your order before the end of this month.

We are looking forward to receiving your order at an early date.

Yours sincerely,
H. Woods & Co. Ltd.

Larry Crave
Larry Crane
Regional Manager

Enclosure: 1 sample book

In the block style, every part of the letter is typed from the left margin. It is
convenient to be typed and commonly used.



3.3 The Modified Block Style

The Nile Trading Co. Ltd.
161 Pyramid Street, Alexandria, Egypt
Tel: (20-3) 4900000 Fax: (20-3) 4900001

Your ref: MG/879
Our ref: AA/jh

11th May, 2012

China Motorbike Co. Ltd.
34 Fazhan Street

Jinan, Shandong

PR.C.

Attention: Export Manager
Dear Sirs,

Subject: Motorbikes

We are interested in importing a range of motorbikes and would be grateful if you
would send us a copy of your latest catalogue, your price list and export terms. Could

you also let us know the name of your import agent in Egypt?

We look forward to hearing from you.

Yours faithfully,
The Nile Trading Co. Ltd.

Abdul Aziz
Abdul Aziz
Import Coordinator

C.C. Mr. John Mullen

In the modified block style, the first line of each paragraph in the body of the
letter is typed 4—6 letter spaces indented. The inside name and address are typed
at the left margin while the date, complimentary close and signature are typed at
the right corner of the letter paper. This is a traditional style.

4. The Layout of the Envelope for Business Letter

In the upper left corner of a business envelope is normally printed the return
address, that is, the address of the sender. The receiver’s name and address should
be typed about middle part of the envelope. The postmark or stamps should
be placed in the up right-hand corner. The bottom left-hand corner is for post
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notations such as “Confidential”, “Printed Matter”, “Sample”, “Via Airmail”,
“Sample of No Value”, “Urgent” or “Photo Enclosed”, etc. See a sample below:

The Magellan Group. Inc.
3111 Charles St., Apt, 1A
Baltimore, MD 21218

U.S.A.
Fujian Provincial Cereals, Oils & Foodstufts
Imp. & Exp. Corporation
8/F Foreign Trade Building, 35 Hubin Rd., Xiamen,
361004
Fujian, China
Registered

5. The Writing Principles of Business Letter

Business letters play an important role in the development of friendly trade
relationships. Generally speaking, business letter writing follows the rules of
7Cs, that is, correctness, courtesy, consideration, completeness, concreteness,
conciseness and clarity.

5.1 Correctness

r N
Correctness means not only correct VS

grammar, punctuation and spelling, but Our competitors’ prices are 2%-3%

.. . - lower than us.
also giving factual information, accurate

figures and exact terms in writing Our competitors’ prices are 2%-3%
. lower than ours.
business letters. The rule of correctness

seems especially important when

business letters involve the duties, the Itis the lowest price available to you.

rights and the interests of both sides. It is the lowest price that we can offer

Compare the sentences: you now.

5.2 Courtesy

Courtesy means to show tactfully in business letters the honest friendship,
thoughtful appreciation, sincere politeness, considerate understanding and

LT

heartfelt respect. Modal auxiliaries such as “will”, “would”, “can”, “could”,

33 LR INNT3

may”, “might” are often used to express questions, requirements or suggestions
in a more polite way. Such expressions are useful: “Would you please ...”,
“Would you kindly ...”, “We would appreciate ...”. Look at the following

examples:
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EXAMPLES

We should appreciate it if you would let us know what discount you may grant us if
we place an order for 20,000 sets.

We are glad to confirm your order of May 23 for 30,000 pieces of Plastic Toys.

Would you please effect shipment no later than September 23?

Courtesy becomes more important in business letters that convey bad news
or messages. As such letters may do harm to the receiver’s benefit and may
therefore not be accepted by the receiver, writing skills for courtesy become more
crucial, which may include:

(1) Using neutral words instead of negative ones
It is important to avoid words with VS

strong negative meanings like “refuse”, ,
Your order will be delayed for two

“unpleasant” or “carelessly”, etc., weeks

which are likely to make people feel Your order will be shipped in two
upset or even offended. Compare the wEdks

two sentences:

(2) Using passive voice

The use of passive voice can leave
the writer uninvolved in the unfavorable VS
news conveyed in the business letter. .
It also obscures the actor, which helps You have put us into inconvenience
eliminate partly (and sometimes by your-delay in delivery.
completely) the responsibility of the We have been put into inconvenience
actor for the bad news. Compare the by the delay in delivery.

two sentences:

(3) Using hedges
Hedges can make the expressions more flexible so as to improve and

maintain the relationship between the sender and the receiver. Some hedges like

“sort of”, “kind of”, “somewhat”, “to

some extent” limit the negative effect V&

of the bad news and soften the tone of  We can’t deliver all the goods in one lot.

the expressions. Other hedges such as e regret to inform you that we can't

“I’m afraid”, “I’m sorry”, “I’m sorry deliver all the goods in one lot.

to inform you that”, “It is said” and

“according to the contract” are used

to express the writer’s hesitation or ~ I'mafraid we cannotaccept the price
you offered.

We cannot accept the price you offered.

speculation. Compare the sentences:
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5.3 Consideration

Consideration means trying to put yourself in the receiver’s place and give
consideration to his or her wishes, demands, interests and difficulties.

In a positive business letter, lay stress on the use of pronoun “you” to express
the sender’s concern towards the receiver. More use of “you” can highlight the
benefit to the receiver from the sender. Compare the following sentences:

4}

VS
We are pleased to inform you that if you could supply goods of this type and
quality required, we may place regular orders for large quantities.

You will be pleased to know that you will obtain our regular orders for large
quantities if you could supply goods of this type and quality required.

In a negative business letter,
avoid using the pronoun “you”
but use the third personal pronoun VS

and passive voice in order to You didn’t reply our letter on time.

ease the tension. Compare the We did not receive the reply on time.

sentences:

5.4 Completeness

Completeness means all the necessary information is conveyed in business
letters and all the composing parts are included. It is necessary for the
sender to plan his writing and make an outline beforehand and then write the
letter accordingly. Before sending the letter, it is also essential to check the
completeness of the letter’s structure and contents.

5.5 Concreteness
Concreteness means what is said in the letter should be specific, definite rath-
er than vague, abstract and general, for vague or general information can cause
ambiguity or even disputes. Compare the following sentences:
VS
I refer to your recent communication.

[ refer to your letter of June 7.

We confirm our order dispatched yesterday.

We confirm our order of May 3.

We have opened the L/C.

We have opened an irrevocable Letter of Credit No. 548 for the amount
of USD40,000 covering our Order No. 132 with the Bank of China, Tianjin
Branch.

1
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5.6 Conciseness

Conciseness means that complete message is expressed in a way that is
briefest but does not sacrifice clarity or courtesy. A good business letter should
be precise and to the point. Generally speaking, simple words, phrases and short
sentences are more efficient than clauses. Try to compare the following examples:

VS
enclosed herewith

enclosed

at this time

now

due to the fact that

because

We wish to acknowledge receipt of your letter.

We appreciate your letter.

Please be advised that we have received your L/C.

We have received your L/C.

5.7 Clarity

Clarity means that you express yourself clearly and logically in the simplest
language, for plain and simple words are more easily understood and logical
arrangement of information is easy to follow. When writing, avoid ambiguous

word that has more than one meaning
in the same context and avoid jargon
which refers to the abbreviations or
special words that are difficult for the
receiver to understand. Look at the
sentences:

N
VS
One of our CSOs will contact you

later.

One of our Customer Service Officers
will contact you within 24 hours.

Part lll  Supplements

Useful Expressions with Preposition “for” (1)

R BH, BT

Thank you for your interest in our products.

SRR T BRI T T 7™ i

Our products are well known for their fine quality.

FAT ™ ity DR 5 T o 44 2B 0
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The buyer claimed USD1,000 for breakage.

SETT X SR R 2RI 1,00038 T

Please accept our apologies for our inability to make you an offer at
present.

T ERTAT H BTN BE I A7 e

ZHe, BN

to sell the goods for USD10,000
W bese—Jr %o

to pay RMB25 for the book
1257 AR 4

Enclosed is a check for £50 in payment of your commission.
B pRZF 255088 35—k, LASCAMAR T R4:

L/C stands for letter of credit.
L/CRD “f5HIE” (letter of credit) .

A lawyer acts for his client.

AIMARERH S F AT

We have for years been agents for your sister firm here.
T2 AR E DA IR 7 A AR

B RE A R

the quotation/offer/inquiry/order/catalogue/sample book/invoice/price
list/license/confirmation/agreement/proforma invoice for the goods

7 it B AN AR AL AR AT AR H SEAEA R S B R A AT R A A LA
HEA K5~

EARE R BRI LR E, W A under, 0

the goods under L/C No. 111 %511 15{5 FHUE F Y52

FRAE . BmE N, % Afor the amount of, WA PIAin the amount of

5Xto the amount of:

An L/C for the amount of USD10,000 has been established with the
Bank of London this morning.

SRR — 1 RITHIE FIES R T BRI

R

for July shipment
7H ;l;lL/

for shipment during August and September
8/9 1 s

for prompt shipment
IS

13
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We are in a position to accept only the order for shipment in November.
AT REEZ 1A AT 5

HAb R

The first steamer available this month will sail for London.

A A R IT R

We have drawn a clean draft on you for the balance of USD60.00.
AT IFHDOCER AR RBUZIA K603 TT .

For our part, we will do our best to make everything go smoothly.
AEERATE TR, FA TR — DI % St ok

For all their defects these articles are still in great demand.
FIRARZ G, XRRT AR T
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Unit 2

FAX AND EMAIL

Partl Learning Objectives

Have a knowledge of the features of fax and email;
Be familiar with email etiquettes;
Grasp the layout of fax and email;

> Wb R

Be able to use the proper words and phrases in fax and email writing.

Partll Introduction

Fax and email are modern communicating tools in international business.
As buyers and sellers are living in different countries far away from each other,
convenient, fast and economical communication means are preferred. Fax and
email can well satisfy these requirements and therefore are becoming very
popular nowadays.

1. Fax

Fax, short for facsimile, is commonplace in offices of all sizes. It provides an
inexpensive, fast, and reliable method for transmitting correspondence, contracts,
handwritten notes, and illustrations over a telephone line.

1.1 Features of Fax

A fax machine consists of an optical scanner for digitizing images on paper,
a printer for printing incoming fax messages, and a telephone for making the
connection. The optical scanner generally does not offer the same quality of
resolution as standalone scanners. Some printers on fax machines are thermal,
which means they require a special kind of paper. When you are sending a
message, you just need to dial the telephone number at the receiving terminal and
push the transmit button.

Different from the telegram and telex, the language in a fax is just the same

15
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as a letter, which does not need to use abbreviations.

Fax is as fast as an international phone call. It is a 24-hour service and the
message can be received unattended.

Fax machines come with a variety of dialing features. Autodialing enables
you to program the fax to send a document at a future time so that you can take
advantage of the lowest telephone rates.

In many corporate environments, standalone fax machines have been
replaced by “fax server” and other computerized systems capable of receiving
and storing incoming faxes electronically, and then routing them to users on
paper or via an email (which may be secured). Such systems have the advantage
of reducing costs by eliminating unnecessary printouts and reducing the number
of inbound analog phone lines needed by an office.

When sending documents to people at a long distance, faxes have a distinct
advantage over postal mail in that the delivery is almost instantaneous, yet its
disadvantages in quality have relegated it to a position beneath email as the
prevailing form of electronic document transferal.

1.2 Layout of Fax

The layout of fax is simple and the fax body is just the same as a business
letter.

A “cover” sheet is the first sheet of a fax and contains the following
information:

(1) Who the fax is to — name of person and company;

(2) Who the fax is from;

(3) The fax number you are sending the fax to;

(4) The date of the fax;

(5) Your fax number (this is often printed at the top of the sheet);

(6) The number of pages, including the cover so the receiver knows how

many pages have been sent.

2. Email

Email, short for electronic mail, is one of the popular functions on the
Internet and an integral part of e-commerce activity. It can send a message to any
person in any place who has an email address within a short time. By email a
message can be like a letter, together with attached sound and picture files.

2.1 Layout of Email

Email message consists of three parts: the heading, the body and the
signature block.
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2.1.1 The Heading

The heading normally contains the date, the “To:” address, the “From:”
address and the “Subject:” line. There are also other elements to use which are
explained below.

Date (&I A])
The date and time at which the message is sent including time zone.

From (R N)

The email address of the person who sent the message.

To (e M)

The email address(es) of the person(s) who will receive the message.

Subject (8, HH)

The subject tells recipients what your message is about before they read the
whole message. This is probably the most important part of an email. What you
write here will determine whether the recipient opens your email. This means
it’s a good idea to take the time to create a subject line that’s catchy and concise.
You have to spark curiosity and lure the reader into the email. Mention the most
crucial details first so it doesn’t get cut off. Something meaningful is like “My
Order No. 12345 for Furniture”. Don’t just write ““Your Email” or “Letter”, which
are not very helpful at all. Also, if you include a subject and the recipient replies
by clicking on “Reply”, your subject is automatically added to the reply (with the
abbreviated expression “Re:”).

To (etFEN), Ce(#3%), Bee (%)

Make sure you know the difference! Send the message to the right person.
“To:” should contain email contacts that you are directly addressing. You want
these people to respond. “Cc:” (carbon copy) should contain contacts that you are
indirectly addressing. You don’t expect these people to reply. Any email address
you add to the “Cc:” box will receive a copy of the message, and the original
person you are writing to (the “To:” box) will see the email address that you sent
a copy to. “Bece:” (blind carbon copy) is like “Cc:” except that these addresses are
not visible to the other email recipients. Any email address you add to the “Bec:”
box will also receive a copy of the message, but this time the original person you
are writing to will not see this. He or she will not even know that you sent a copy
to someone else.

Reply (EI&) and Reply to All (JHIH 23F)

Be mindful. Make sure you’ve hit the right button. Nothing is more
frustrating than a group of people getting an email that’s directed at a single
person. Hit “Reply:” to respond to one person. Hit “Reply to All:” to respond to
many people. If you click on the wrong one, you could wind up with an inbox
full of annoyed contacts.
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Attachment (FiH4)

Email messages can be in two different forms: inline plain text and
attachment. Inline text is the normal text that you write in an email. An
attachment is a file from your computer (for example a Word document or .gif
image) that you “attach” or add to your email. When a person receives an email
with inline (normal) text, he can read it immediately. When he receives an
attachment, he has to “open” the attachment with the right program (for example
Word or PaintShop). There are several problems with attachments, including:
(1) Recipients may not have the program for the attachment; (2) Attachments can
contain viruses; (3) Some attachments can take a long time to download.

Many people do not like to receive attachments. Usually, it is better to
send inline text. Only send an attachment when it is not possible to send the
information as inline text and you are sure the receiver agrees. Generally
speaking, the attached files’ size limit is different in various email system servers.
Therefore, if you’re going to send an attachment of a large size, the best practice
is to consult with your contacts before your email attachments bog down their
computers.

2.1.2 The Body

Basically, the body of a business email is not different from that of a business
letter. It contains salutation and complimentary close as well. The one formatting
distinction is this: email programs automatically format the body in single
spaced, full block style. It’s a design function of the program and meant to ensure
that the text of an email appears on the recipient’s screen exactly as it does on the
sender’s.

2.1.3 The Signature Block

The signature block in a business email does the work of the letterhead
found in the format of a business letter. In other words, it supplies the contact
information belonging to the sender. This is the last item in an email. It is always
located at the left-hand margin below the signature line and is often separated
from the body with a short line of keyboard characters. For example:

Equal Sign

Asterisks sk s s sie sk sie sk sfe sk sk skeske ke sk sk skok sk

Minus Sign
Underscore

A signature block should contain all the contact information a recipient might
require in order to respond to an email. It should begin with the Sender’s Name,
Title, and Business Organization. A Physical Location, Phone Numbers, Email
Address, and Website should follow. Here is an example:
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ok koo ok ok ok R R R R KK

Peter Connor

Export Manager

Royal Bicycles Co.

645 Fifth Avenue, New York, USA
Tel.: 937-6443915

Fax: 937-6423738

Email: exportdept@royalbike.com
Website: http:// www.royalbike.com

You can create a “signature block” that you add to the end of all messages.
Many email services let you create an “auto-signature” that appears at the end of
every email you send.

2.2 Email Etiquettes (Netiquettes)

Netiquette, or network etiquette, is the term for the proper way people
communicate and interact with each other using emails on the Internet. People
are gradually becoming aware of the importance of the email etiquettes when
writing an email. Here is a list on how to send an effective email.

Use the right greeting
Use formal salutations like “Dear Sirs”, “Gentlemen”, “Dear Mr./Ms.

Yang”, “To whom it may concern”, “To the Marketing Department”, “Dear Sales

Manager”, instead of casual greetings, “Hi”, “Hey”, “Hello”, etc.

Be concise and to the point
Do not make an email longer than it needs to be. Remember that reading an
email is harder than reading printed communications and a long email can be

very discouraging to read.

Answer all the questions, and pre-empt further questions

An email reply must answer all the questions, and pre-empt further
questions. If you do not answer all the questions in the original email, you
will receive further emails regarding the unanswered questions, which will not
only waste your time and your customer’s time but also cause considerable
frustration. Moreover, if you are able to pre-empt relevant questions, your
customer will be grateful and impressed with your efficient and thoughtful
customer service. Imagine for instance that a customer sends you an email
asking which credit cards you accept. Instead of just listing the credit card types,
you can guess that their next question will be about how they can order, so you
also include some order information and a URL to your order page. Customers
will definitely appreciate this.

Answer swiftly
Customers send an email because they wish to receive a quick response. If
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they did not want a quick response, they would send a letter or a fax. Therefore,
each email should be replied to within at least 24 hours and preferably within the
same working day. If the email is complicated, just send an email back saying
that you have received it and that you will get back to them soon. This will put
the customer’s mind at rest and usually the customers will then be very patient!

Avoid abbreviations and emoticons (EERS)

A “:)” (smiling face) and a “LOL” (laugh out loud) might suit a personal
email. However, when you get down to business, it’s best to stray from
abbreviations and emoticons. That means no winks or sad faces and no TTYL (talk
to you later).

Adopt proper ending expressions
Some good endings are as follows:

We are looking forward to your early reply.

If you need further information, please feel free to contact me.

Thank you again for your order and support of our business.
e We appreciate your prompt attention to this matter.

We are glad to serve you.

Fonts and format

Stick to the default fonts and simple format. Do not abuse format function in
email software to format the fonts or letter paper of the email. Don’t make your
email of colorful backgrounds, fancy fonts and vivid images as in your personal
blog. Think about the reasons: Too much beautifying will expand the email
capacity and lengthens the time to send and receive it, thus resulting in not only
wasting time and money, but also giving superficial and unserious impression on
your recipient. What’s more, the email software in recipient’s computer probably
does not support the functions of your email software. Consequently, he or she
sees nothing but a lot of messy code, failing to know what you wrote. In such a
case, he or she may take the trouble to ask you to send it again, or simply ignore
the email.
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Partlll Specimen Letters

1. A Confidential Fax for Reply to Credit Inquiry

Background: BkpESunbright? 5/ w4358 £ A6 43 A 20 H mMacDonald
& EvansfiBRA Al &R Bert Merton#riflJ.A. Husman/A FIEZIRML. 3H23H
Bert Mertonf% £ [F1 & - ZR %%

MacDonald & Evans, Ltd.
Estover Road, Plymouth PL667PZ
England
Tel: (0752)70525188
Fax: 446342
Email: macdonaldevans@yahoo.com

©00000000000000000000000000000000000000000000000000000000000000000000000000000

TO: Shaanxi Sunbright Trading Co. FROM: Bert Merton, Sales Department
FAX #: 86(29)3348768

DATE: March 23, 2009 # OF PAGES: 1

MESSAGE:

Dear Mr. Yang,

In reply to your letter of March 20, we wish to inform you that we have now
received from the Standard Chartered Bank, London Branch, the information
you required.

J.A. Husman Co., P.O. Box 386, London, was established in 1979 with a capital
of Stg. 21,000. They major in the import and export of machines and electrical
equipment. Their suppliers’ business with them is reported to have been
satisfactory. We consider them good for small business engagement up to an
amount of Stg. 3000. For large transactions we suggest payment by sight L/C.

The above information is strictly confidential and given without any
responsibility on us.

Yours sincerely,

Bedd PeAon

Bert Merton

Business Executive

STATEMENT OF CONFIDENTIALITY: The information contained in
this facsimile message is a client privileged and confidential information
intended only for the use of the individual or entity named above. If the
reader of this message IS NOT the intended recipient, you are hereby notified
that any dissemination, distribution or copying of this communication is
strictly prohibited. If you have received this communication in error, please
immediately notify us by telephone and return the original message to us at the
above address via the Postal Service. Thank you.

©0000000000000000000000000000000000000000000000000000000000000000000
©0000000000000000000000000000000000000000000000000000000000000000000
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2.

( Notes
1

inreply to 2444

major in the import and export of machines and electrical equipment F=%&M
FOHLER A B BE S Flk 55
nJadOr hl jz%gbkgg ...... s jz%ggé%% ......

small business engagement /NgzE5)
up to an amount of ... &HIE-----

payment by sight L/C FHEIIfE FHER S+
payment by... M- k3 Af, Wpayment by T/T, &EERE “HHIL 5L
£, eI LAk #Eik, Payment is to be made by T/T.

2. A Fax for a Claim

Background: [#WisconP=y7 o ¥4 55 20 ) i T2 5 B i nle, mMITSUT
A BRAS FUBOINE 308 R T R 2R R e

100000000000 0000000000000000000000000000000

Electronics Trading €o.
No. 39 Chengzhong Road, Jiading District, Shanghai,
201800, China
Tel: 86-21-69982689
Fax:86-21-69981838
Email: jamiexiaol 121@126.com
Website: http://lwww.swmet.com

©000000000000000000000000000000000000000000000000000000000000000000000000000000

To: MITSUI & CO., LTD., Singapore Branch From: Jamie, Xiao

Fax:  (65)6224-3458 Pages: 1
Phone: (65)6321-3111 Date: August 5, 2009
Re: CC:  General Manager

[ For Review [ Please Comment +" Please Reply

Message:
Dear Sirs,

We have received the goods under our Order No. 223 and are disappointed
to find that some goods have quality problem and are out of shape, and we

0000000000000 0000000000000000000000000000
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presume that there must have been some mistakes in executing the order.

We have mailed you a sample of this consignment, as well as an inspection
report, so that you can find out the problem and see the poor quality presented.
As the goods are unsuitable for the sale, we have to return them. If impossible,
we are afraid we have to present our claim for the full settlement of them.

We are looking forward to your prompt reply.

Yours faithfully,

Jomie Lo

Jamie Xiao

®000000000000000000000000000000000000

Import Manager

.
©000000000000000000000000000000000000000000000000000000000000000000000000000000

© 0000000000000 000000000000000000000000

2.

3.

( Notes
1.

out of shape ZFjE

presume v£. e, fEi%

I presume that an agreement will eventually be reached. &AL 225k
W,

We presume there must be a mistake in information transmission. A/ 5
—EETE R B R T 2R

execute the order $fTiTH

consignment n. ¥, FFEMEY, FE Orz)

inspection report 4R

present one’s claim 42 H 2RI

A Fax for Requesting an Appointment

Background: Wong ElectronicsZs i H £ # T 4k i Binton s 7 A9 Sally Liudfe
TR TR, A B AR LY ] DL IR A4

Wong Electronics Ltd.
Phone: 64486353
Fax: 64483788
Address: 8 Shelton Way, Singapore

©000000000000000000000000000000000000000000000000000000000000000000000000000000

: TO: Ms. Sally Liu FROM: Mr. H. Wong
: FAX #: 24866986 FAX #: 64483788
DATE: September 20, 2009 # OF PAGES: 1
MESSAGE:
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Dear Ms. Sally Liu,

Would you be interested in a new-type laptop computers? I would very much
like to brief you on this great innovation. Could we make an appointment?

The machine is the same size as most laptops but comes with some totally new
features. In addition, the retail price will be lowered by at least 20%.

I shall be in the U.K. from September 25 to October 20. If you would like to
know more, just fax me.

Best regards,

#. Wong
H. Wong
Export Manager

©00000000000000000000000000000000000000000000¢

© 000000000000000000000000000000000000000000000

.
©000000000000000000000000000000000000000000000000000000000000000000000000000000

( Notes
1

brief sb. on sth. 3 AfRZEANAHEF

The board briefed the directors on most recent developments in the line. #
H ) EHANRBEN A TR R R,

2. | retail price FHEH

3. | be lowered by ... FE(RT -0 AUARAUL “FEARH]------”, NiZJEbe lowered to

4. An Email for Establishing Business Relations

Background: Goodmanst/:T9H20H ma i sh e B4 vl & L 7 ipfF, At
SR G FR . R H A D S5 e B AR TR, PR

Sed B a X

From: Ye Guolin <yeguolin24@goldenliontoys.com.cn>
Date:  Monday, September 21, 2009, 9:35 AM

To: goodmanmail@yahoo.com

Subject: Re: Establishing Business Relations

Dear Mr. Goodman,
We are pleased to receive your email message dated September 18.

We are very interested in your suggestion of establishing business relations with us,
for this just coincides with our desire.

We have been one of the leading exporters of electronic toys in our country and
enjoyed a high reputation in the European markets.
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In order to promote the development of our business and relationship, we are
attaching our catalogs covering the items we are dealing in at present for your
reference. If any items are of interest to you, please let us know immediately.

We appreciate your prompt reply.

Yours sincerely,
Ye Guolin

>k sk 3t sk ok sk sk sk ok sk sk sk ok sk sk sk sk sk sk sk ok sk sk sk ok sk skosk skoskokoskoskoskokskok

Ye Guolin

Business Manager

Golden Lion Electronic Toys Co., Ltd.

47 Fukang Road, Tianjin, China

Tel.: 86-22-24357788

Fax: 86-22-24358789

Email: yeguolin24@goldenliontoys.com.cn
Website: http://www.goldenliontoys.com.cn

( Notes
1.

This just coincides with our desire. X— S5 FEEANEM o
2. | catalog n. =i HZ%

3. | cover vi. fufh, WA

4. |item n. 7, WH, &K

5. | dealin &%, NF
Our company is dealing in the import of electronic calculators in Australia.

TN AR AN S5 2R 3k 1l 55

6. | for your reference #1575 5%

5. An Email for Reply to an Inquiry

Background: Bill CadeseA:T9H 17 H [l 5L <™ i A F & i Fs 1, X§26—
70108 5B Aol T M . 24 H 5w A9 S 43 Stephen Yang[ml & fFHlinef:, #4%
B, IPRIRADIL LS i 02 P Sam Smith,
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SEd 2m a XH

From: Stephen Yang<stephen yang@superelectricalpro.com>
Date:  Thursday, September 17, 2009, 2:31 PM

To: Bill Cade <cadel88@online.sh.cn>

CC: Sam Smith <sammanager@superelectricalpro.com>
Subject: Your Inquiry for Our Oil Tool

Dear Mr. Cade,

Thank you for your email message dated September 17 in which you inquire for
our Oil Tool Model 26-7010. We appreciate your interest but we can no longer
supply it as the production has been discontinued. We are sure that our new product
Model 26-7020 is an excellent replacement.

The quality and performance are much improved, so the new model is enjoying
very good sales. We will arrange to send you a catalog and price list at once. If you
are interested, we can send samples later.

Thank you again for your inquiry and hope to receive your reply soon.

Yours sincerely,
Stephen Yang

sfe st st she sfe sfe st sfe sfe sfe st sfe she sfe st e she sfe st e she sfe sfe e she sfe sfe e she sfe sfe sk ske sk skeoskesk

Stephen Yang

Managing Director

Super Electrical Products Co.

4 Peace Avenue, Shekou, Shenzhen, China
Tel.: 86-755-26884512

Fax: 86-755-26884510

Email: stephen_yang@superelectricalpro.com
Website: http://www. superelectricalpro.com

( Notes
1.

inquire for sth. Xt = fhifif
2. | replacement n. BfUA, A& (WA LI substitute)

3. | performance n. YEfE, ¢k

The new machines have presented excellent anti-shock performance. Hr¥l#%
JE A R A BT R PERE -

4. | enjoy good sales 14, KitfH

5. | arrange vt. &HE, #ER, 11
You can ask my secretary to arrange a time and place for our next meeting.
PRAT LRI A BEAS E F FAT T U2 B IS T R A




UNIT 2 | Fax and Email

I’ve arranged to see her tonight. & ZEHEA-1 Rl i L1

arrange for sb./sth. to do sth. ZHlF. #ERHAALS LSS (/i Hfor) ,
in-

I’ve arranged for a car to pick them up at the station. F&EZHE T4 2%
AT
He’s arranged for me to attend the meeting. i 2R ZES AL

6. | price list frHZ&, Mgk

6. An Email for Apologies for Shipping a Wrong Order

Background: Peltonf #:45 FE/A F] ) Tom Bensonse/t: F4s iz 154 i Martin Pearl’t
AEGR, IR I R

R - = XH

From: Tom Benson<bensonbusiness@pelton.com>

Date:  Wednesday, May 6, 2009, 9:17 AM

To: martinpearl@jsingh.com

Subject: Apologies for Shipment of Wrongly-delivered Order No. 784

Dear Mr. Pearl,
Thank you for email message of 5 May regarding your Order No. 784.

We are sorry to learn that there was a mix-up in your order. We are now sending the
right consignment to you by airfreight. It should reach you within a week.

The necessary documents will be sent without delay by mail.
Please hold the wrongly-delivered goods.

We offer our sincere apologies for the delay. If you have any further requirements,
please contact us immediately.

Yours sincerely,
Tom Benson

>k sfe 3t sk ok sk st sk >k sk sk sk ok sk sk sk sk sk sk sk ok sk sk sk ok sk ks koo skoskoskoskokskok

Tom Benson

Service Manager

Pelton Leather Co., Ltd.

6 Grange Road, Exeter, Devon, UK
Tel.: 44-01803-559817

Fax: 44-01803-551470

Email: bensonbusiness@pelton.com
Website: http:/ www.pelton.com
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( Notes

regarding prep. XF
2. | mix-up n. IR

3. | reach you #Kiksihb. iEreach@ A RYshinl, JFiEAER; Marrivez A&
Wiahinl, JEEE A Eingkat, KA

We believe that the goods will reach you in good condition.

We believe that the goods will arrive (in your place/at your end) in good
condition.

B AME W 2 5 1 IR B Ad
4. | document n. H45 (FEXTAML S, FARAFPEZ AR, AT FE AP R S

5. | without delay 7Bl (tr] L Hwithout further delay, with the least possible
delay%%)

6. | hold ve. 1%, TRA7
7. | wrongly-delivered goods 4% 154

8. | offer/make an apology to sb. for sth. F>AHEg 4 A0k
They have to make an apology to customers for the rude behavior of their

salesman. fITAEAS A A D3 HLEAT R 10 ) I 0K

PartIV  Supplements

Useful Expressions with Preposition “for” (2)

Ol GrE®MA, B &, X
for the convenience of our customers 4 T % /" Bf#F]
to press the seller for assurance of an early delivery e Z 5 FAIER HAZ

pa
n

for the sake of developing economic cooperation and technical
exchange b&RATTGIEMBAZL R

You must approach the insurance company for settling your claim. #R&%
IRARAR G 2 Wl f R AR I )

Our prices were calculated without insurance for any special risks. A
AP AR TR AL SR AT R RIS 1

Your letter of May 12 has been passed on to us for attention. #7575 12
H 915 s e 2 o b 2

We will apply for an import license to the authorities. &A1 24 )= H i#5
HEAVFATIE
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We can arrange for a loan from our state bank. F&ATrT LAl EIZARL T HIE 1Y
o

There is always a ready market here for men’s shirts. ptAb 5 =042 B2
RAmH

There is little or no demand at present for this article. PP HAiR>
A w R

They made a request to us for additional samples. filfi]ZERIA 14 THZ
AR A

"/

GFErxg. B R, T, f#, 58T
for your reference &%
for your information #tZ%, AU
for your inspection i
for your perusal {41}
for your attention /R Jy 4bFH
for your acceptance IR 75 5%
Sor our file/record R #&%, MR I AAHY
the goods not for sale E3zH
the latest date for shipment #iR%%i2 ]
Please fax us for our confirmation/approval. &5 LUER SN
Your price is not fit for the market at our end. KFMEAE AT 1.

The L/C remains valid for negotiation in London till the 15th day after
shipment. %{5 HIELEHARS 15 K NTEE SO AL

The weather is responsible for the delay in shipment. %z fE {50 94T
%ECO

Insurance clauses are drawn up to cater for different kinds of
commodities. PE: Zx AR W AR R A F O IR

Please inform us if the 25th June is convenient for an interview. i+
6125 H & I8

When can the contract be ready for signature? & [RIATH}HEZS?
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Unit 3

ESTABLISHING BUSINESS RELATIONS

Partl Learning Objectives

1. Learnthe sources of obtaining information about potential trade partners;

2. Be able to write the letter about requesting to establish business relations
and the reply to it.

Partll Introduction

1. What is Establishing Business Relations?

Establishing business relations actually means to choose and determine the
trade partner. This is the first step for a company to start its business because
the transaction can be made only after the business relations have been built.
One party needs to get to know the counterparty’s financial position and credit
standing, operating capacity, business scope and some other essential conditions,
and after they agree to establish business relations with each other, they will talk
about the real business such as price and quality, etc. Only on the condition of
trust and mutual benefit can the transaction be carried out smoothly.

2. The Sources of Obtaining Information about
Potential Trade Partners

It is vital for a company to seek new customers as well as to hold old ones,
especially for a company that wishes to expand its market and enlarge its business
scope and turnover. But by what sources can a company obtain the necessary
information about a new market and a new customer? The following channels are
frequently used to secure the necessary information of the potential customers:

(1) Banks;

(2) Advertisements in newspapers, periodicals, magazines, from broadcast,
TV and through Internet;
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(3) Introduction from the business connections;

(4) Introduction from the subsidiaries or branches, agents abroad;

(5) Chamber of Commerce both at home and abroad;

(6) Commercial Counselor’s Office in Embassy;

(7) Attendance at various kinds of trading fairs and exhibitions both at home
and abroad;

(8) Self-introductions or inquiries received from the merchants abroad.

3. Letters about Requesting to Establish Business
Relations

When writing a letter to establish business relations, the writer usually
informs his receiver of the following:

(1) Source of information (one of the ways above), i.e. where or from whom
the writer obtains the receiver’s name and address;

(2) Intention of writing this letter, e.g. to establish business relations with the
receiver;

(3) Self-introduction of the writer’s company, generally including two parts:
introduction to the business scope and his main products to buy or sell, and
reference as to his company’s financial position and integrity;

(4) Indication of having sent the enclosed catalog, samples or price list if the
writer is an exporter or indication of making requests for these materials if the
writer is an importer;

(5) Expectation of cooperation and an early reply from the receiver.

Make sure that the letter should be cordial and warm, stressing the writer’s
sincere desire of cooperating with the receiver and of entering into a favorable
trade connection, since the first impression matters a lot.

4. Reply to Letters about Requesting to Establish
Business Relations

The letter of establishing business relations should be replied without
delay. And a proper reply is considered essential to a company to maintain his
sound image and grasp the prospective chance of future cooperation. Normally,
there are two kinds of replies: positive and negative. Whether the reply is
positive or negative, it should follow the principle of sincerity and courtesy,
which applies especially to the case of negative reply. The letter should include
the following:

(1) Thanks to the letter of requesting to establish business relations;

(2) Ifitis a positive reply, the writer should provide the information required
by the other party; if negative, the writer should express regret at first and then
state the reasons for refusal;
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(3) Hope of establishing business relations promptly in a positive reply
while hope of an opportunity to cooperate in the future in a negative reply.

Partlll Specimen Letters

1. A Letter from Manufacturer to Importer

Background: [ € HAE il AR BIll Cheni g KModernis 615 5 2>
AlfHoward BinksZ e, A SBAUT BRI A KA .

Feiyang Bag Products Co. Ltd.

219 Xinhua Rd., Yanling County, Xuchang
Henan, 461200, China
Tel: 86-374-2281459
Fax: 86-374-2281657
Website: www.feiyangbags.com

226 2 56 5 5 5 6 5 b 5 b b 5 b b X6 56 56 26 56 26 56 5 5 b 56 5 5 b 5 b 5 b 56 X6 56 26 26 56 56 5 5 5 b 5 5 b 5 b 5 b b X X6 X6 56 X6 56 5 5 % % >t
6 August, 2009

Mr. Howard Binks

Modern Backpacks Trading Co.

78 Riverside Avenue

Vancouver

Canada

Dear Mr. Binks,

We have obtained your name and address from a commercial website: www.alibaba.
com. We understand that you are one of the major importers of backpacks in Canada
and we are now writing you for the establishment of business relations.

We take this opportunity to introduce ourselves as a manufacturer dealing in backpacks
with various designs. Our products are of high quality and good design with very high
reputation. In over seven years’ export experience, we have supplied our clients with
a wide range of durable backpacks at very competitive prices. We believe that we will
have a promising future if we cooperate with each other.

In order to acquaint you with our business lines, we are enclosing a copy of our latest
catalog regarding the details of all the items available for export at present for your
reference, and hope some of these items will be of interest to you. Quotations and
samples will be sent to you upon receipt of your specific inquiries.

We are looking forward to your favorable reply.

Yours sincerely,
Bill Chen

Bill Chen

Export Department

Encl. one copy of catalog
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1.

10.

11.
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tes

manufacturer n. HIFER, A7, | R

manufacture n. & v. il (&),

manufactured goods/articles/products A T.iil&h, #lALSH, Tolby™ 5
Chinese manufactures = Chinese makes [l 5

silk manufactures £l 5

textile manufacture 2520l

of Chinese/home/foreign manufacture [/ [ /41 il i

We are now writing (to) you ... Z5EpF-----

establishment of business relations #5751 %) & 5
“HEsr” AT Llidset up, enter into, build up
“RYKAR” rlLhitrade relations, trade connections, business relationship

We take this opportunity to introduce ourselves as ... FAHIHLEATE, T

deal in &%

J iy # 5 4 handle, trade in, specialize in, be in the line of

Our company is in the line of the import and export of chemical products.
TN A EA T = S k55

a wide range of & FP&FENY
durable adj. #5559, Tt

at competitive prices LIAT 354 1 B A%
competitive power/strength/edge 354+
If your price is competitive, we will place an order with you. 555

HATE4 )1, TIrfsm 5 FiTH.

acquaint sb. with sth. i A#E . TS
In order to acquaint you with our products, we airmailed you two samples
this morning. Wi 5ty BEIIT 70, BT T IRMIFFREA I o

enclose v. BfipRMH7F

We enclose a copy of our latest price list. 77 pa B 27 fogh B¢ H R —10% o
under cover W& “FERRTAT" AR, ERIEEIAdE] I

We send you under cover a copy of our latest price list.

enclosed adj. FfirAfZ704 (the enclosed ] I LAFE Fifi b6 B 75 (4 4< V)
enclosure n. FfHF (45 A Enc.5{Encl.)

latest catalog i 147™= i H %

regarding prep. XT

FUAY k84 as regards, with regard to, in regard to

Regarding the terms of payment, we require confirmed and irrevocable
Letter of Credit. JCT3CAAME, FIrZOROL LAY . AT HIE.
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13. | available for export At 1Y

available adj. TR, TR

The Item No. 25 is not available. 325558t

We will ship the goods by the first available steamer next month. &¥p# T
Ao —FERIs .

This is the only stock available. X EnE—n]fit=z 57,

14. | for your reference it 5%

e n] LU for your information, for your consideration, for your scrutiny, for
your perusal

15. | quotation n. M
quotation list/table/sheet/form #firi, sk, MHEE

16. | upon receipt of —Z2i

17. | inquiry n. 8, W
inquiry for TR A
18. | favorable adj. AiFI, MM

favorable reply A A&, %
favorable price Lg%

2. An Email from Importer to Exporter

Background: mi5tifMdRHE A RA RIS 1 James ZhaoZi K F I Dawood
Aol Johnson Field& i FHEAE, AR5 AEE 51 5 & R IFHE g 15
%go

PN A - I X H

From: jameszhao804@hotmail.com

To: johnsonfield@yahoo.com

Date: Monday, 8 June, 2009, 9:23 AM
Subject: Request to Establish Business Relations

Dear Mr. Field,

Your name and address is given to us by the Commercial Counselor’s Office of
Australian Embassy in China, who has informed us that you are one of the leading
exporters of Sensor Hand Dryers extensively to Asia. As this item falls within the
frame of our business activities, we are contacting you in the hope of entering into
direct business connections with you.

We are one of the leading importers of Hand Dryers in China and have imported
the products for about 10 years. We are very well connected with the major dealers
in this line and have built a sound reputation in this market. Our market survey
indicates that there is always a ready market in China for the products, provided
they are high in quality and reasonable in price. Therefore we feel confident that
by our joint efforts, it is hopeful to enlarge our business scope and realize mutual
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benefit.

In order to have a better understanding of your company and products, we shall
appreciate it if you would send us your illustrated brochure and latest price list
together with other necessary information.

For more information about us, please browse our website: www.jieerjing.com.cn.
As to our finances and credit standing, please refer to the Bank of China, Nanjing
Branch.

We are looking forward to your favorable and early reply with keen interest.

Yours sincerely,
James Zhao

e sk sk ok sk sk sk ok sk sk sk ok sk sk sk sk ok sk sk sk sk sk skeok sk sk stk sk sk skokosk skoskokk

James Zhao

Overseas Business Department

Nanjing Jie Er Jing Technology Co. Ltd.

12 North Taoyuan Road, Gaochun Economic Development Zone
Nanjing, 210007, Jiangsu

Tel.: 86-25-84635488

Fax: 86-25-84486554

Email: jameszhao804@hotmail.com

Website: www. jieerjing.com.cn

( No
1.

tes

commercial counselor 145 &%
Commercial Counselor’s Office F%&&%4b

embassy n. KfLH
the American Embassy in China S&3EE KA1
ambassador n. Kfifi

inform ve. @A, 5%
inform sb. of sth. @R AR G ShRE A notify, advise)

Please inform us of your trade terms and send us your samples. AT

ST G AT A AR

Please inform us of the market conditions at your end. &R )7 i 7L
He was kept informed of the fluctuation of the prices. iAW Y% 5

T S

We wish to inform you that we are in the market for chemicals. %4515t

T WAL T
leading adj. FZH), K

fall within J& T
ZPIAY %154 be within, lie within, come within, come under
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10.

11.

12.

13.

14.

15.

16.

17.

18.

business activities/lines/sphere/scope/frame £ il

contact vt. H-lf, 5o MR QEEZENIALEMEHRARER- S/ iRlwithis
fit. approacht /ZiXFH%:, {Happroachn] HF#siEL) , .

We’ll contact you again as soon as any fresh supply comes in. — F A0
b, IR S AR R

Please don’t hesitate to approach us again. 37 /-5 &7 FRKER R

We have been approached by several buyers for the supply of walnuts. &
WILGE F 5T AN F R

in the hope of . LU, KT, WrliHwith a view to, JEHi#pES A,
.

Will you please let us know your business terms and forward your samples
in the hope of getting into business in the near future? iH 27 KM I HIA S
FAF, DIITER AR R HITES)

With a view to supporting your sales, we have specially prepared some
samples of our new products. 4 I SCHFRITAEIE , FROTL T THERS 185 1
FEfh

be very well connected with ... Y- BERE, 5. ATHYUIHER

dealer n. B . S8R

exclusive dealer JZZ MR

deal n. & v. R5), W8, &8
make/do a deal with ... 5------f§55 %)
deal on credit fEfFHIZCS), WRMKSEsE

in this line 73X 7lk
sound reputation R 4%

There is a ready market for ... Xf------FHAEMTR (WA LLE market4fe il
demand)

joint efforts F:[E%% 11

enlarge business scope ¥ KZE L
expand market 4" K1l
extend our interests KA DL S

have a better understanding of ... W 4fih T f#------

appreciate vz. J&#, &

S5 A

Jr#4 1A We highly appreciate your close cooperation. 257 5 %I & o
JEHsh 417 : We shall appreciate your giving this matter your serious
consideration. # 5 X FA TINEH B, FKIEANEEL .

JaiEMa): We shall appreciate it very much if you could send us a sample
book by air immediately. RS RIATZFFEA 1y, T 170804

illustrated adj. WA HHEIR
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20.

21.

22.

23.
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brochure n. =5 FMt
finances n. (i FHEED M55k 0L

standing n. 1500, R
credit standing {5 IR
financial standing W55t

refer fERzhia), # WLAYER A
(1) &, #23) (Stof&h)
We refer to our fax dated May 20. 2% K% 3%775H 20 H BfEH..
Referring to your inquiry of May 12, we very much regret that we have
no supply in stock. KFHI5H 120 AL, RN T Lo 5.
(2) ZH, ZH (Stof&h)
Please refer to our email of July 2. S HIFAT7 A2 H B9 H TR
We referred to our records and found that the said commission had
already been paid. {1 7RI icw, EUIZEMECHT .
(3) #28, Z&ft (Htofe)
We have referred this matter to our factory in Dalian. F&ATE KRR
FATERER FAE L
(4) 157, HE (Stof&)
We have referred them to you for their requirements. F&ATE BT HAKR
AW BT 5240
Your Commercial Counselor’s Office has referred us to you for
establishing business relations with your corporation. 5t[E 52841l
AT HEIRRA KGR A R 5 KRS
reference n. k3, KT+
with reference to, in reference to, reference is made to% & T4 H, Fm “%
T,
With reference to our usual payment terms, we can do otherwise than L/C at
sight. X H ST, FATBRRIIE FHIES b2 HoA S A =K
In reference to the quality of the new product, no complaint can be made. #7
J il B o TG Tk
Reference is made to your inquiry of March 2. 24X F 5053 H2 H #Yifi L.
look forward to sth./doing sth. with keen/much/great interest HIH4y/ i
+

We look forward to receiving your orders with much interest. HIBME] 57
T

3. A Positive Reply to a Letter of Building Business

Relations

Background: #AF|WDawood# %/ m]iJohnson Field % i~ B4 [0 52 B 5t i il
VR A BRA ARSI 55 3B James Zhao, [RIEEXNUT #7525 5 RIFHAEE A R
AR B PR,
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From: johnsonfield@yahoo.com

To: jameszhao804@hotmail.com

Date: Tuesday, 9 June, 2009, 9:15 AM
Subject: Glad to Establish Business Relations

Dear Mr. Zhao,

Thank you for your email message dated 8 June, from which we have learned that
you are interested in our company and in the market for our products. We are glad
to establish business relations with you.

We are the leading exporters dealing in various washroom accessories for private
and business customers, for example, hand dryers, soap dispensers, paper towel
dispensers, liquid soap, paper towel, etc. which enjoy great popularity in the
world market. We provide the best quality products at very reasonable prices.
We pride ourselves with the 100% satisfactory warranty. If you are not happy
with our product, you can exchange or ask for refund within 14 days of purchase
with no questions asked (For details, please refer to the Warranty Condition
webpage of our website: www. dawoodwashroom.com). We provide up to 5 years
extended warranty on all our hand dryers.

As requested, we are airmailing our illustrated brochure and latest price list
covering the main items available for export at present for your information. We
are sure that our products will comply with your requirements.

To learn more about us, please go to our website: www. dawoodwashroom.com.

We are expecting a considerable volume of business between us.

Best regards,
Johnson Field

st st sie sfe sfe s sie she sfe s sie she sfe sfe e she sfe sfe sk she sfe sfe s she sk sfesieske sk skeskeske sk skokok sk

Johnson Field

Export Manager

Dawood Trading Ltd.

38 Golden Street, Glen Waverley, Victoria, 3150, Australia
Tel.: 61-3-95116878

Fax: 61-3-95116007

Email: johnsonfield@yahoo.com

Website: www. dawoodwashroom.com

( Notes
1

in the market for ARMWE
One of our clients is in the market for Chinese Black Tea. F&J5—%& /7 kgL
FPELIAS,

2. | washroom accessory /= [u]fit & i jiti
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11.
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soap dispenser %Ml

paper towel dispenser [ s 4TI 4

liquid soap ¥t

enjoy great popularity ZEAEE, 5]
FAURYRIRAT

The goods are most popular in our market.
The goods have commanded a good market.
The goods are selling fast.

The goods enjoy fast sales.

The goods are universally acknowledged.
“MpeHah” T i iiready seller, quick seller, quick-selling product

warranty n. {#1&1]
The machine is still under warranty. X GHLEHZEAEIIN

exchange v.

refund n. B3

claim/pay/obtain a refund 2R/ A}/3kAFE 5K

refund vt Bif, £E1F

refund a deposit RifH4:

Postage costs will be refunded to you. MB#EHEIRZATR.

be happy with sth. X 54 EEH &
We are pleased to know that you are happy with our after-sales service. Ffi]
AR PAF NG AT 5 IR 55 B 2

as requested %I ER (WA Lhifiat your request)

comply with &

# A ein compliance with i, KA, %08

in compliance/agreement/accordance/conformity with 5------f1—%k

In compliance with your request, we are sending you by air a catalog
together with a range of pamphlets for your reference. %>Rk, FATfTAFH %
—A, JERER T &, fHR5 S

a considerable volume of business K35

BoEhFRos g5, 257 WK%, F A business, transaction, deal
% HrpbusinessfeAAI#4 i, Mitransactionfldeall&al B inl, Kk, “#
AL Wik Etwo transactionsi{two dealsmitwo items of business. FUKf
business, deal, transactionf¥H7EBZEUNT .

business n. Flk, W5, W55, &5, LT FERAAELAE), .

We have done business with them for many years. {15 1EM T 2464

| S
JGh O

What’s your line of business? #Rfi12eE 20557
They have concluded substantial business with that company. flifiJE 5%
G PN SR
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738k, businessit Ay “ TR, AR, FAT(AIEAE) " ZE, .

He owns a small electric appliance repair business. b4 —4/NHZHEH
17s

There are many businesses engaged in the line of furniture. FZ I MNFER
BATl.

deal n. & v. 285 (WH4iH) , 4.

Through mutual efforts, we have closed several big deals with them. T3t
%571, EAIE SMATRSILERS S .

deal in 4%, & 5trade in, handle—#¢, -

This business deals in the export of plastic toys. XA ZE R B A H
Folk 55

deal with 5----4T5CH, 5o MUER, ALBE-----, A0

We have been dealing with your branch in Paris in the past few years. iXJL
RN SR E R 43 FABUE R

Please deal with the order carefully. I5IAEANFIZITH,

transaction n. Ab¥E, 35 (¥4 0E) , -

For large transactions, we prefer payment by sight L/C. X FRELS, K7
AU BRI FUESZ AT

We hope you will tell us the name of your bank before the conclusion of the
first transaction between us. 7ELEER 55T, &M R RITARK.

4. A Negative Reply to a Letter of Establishing
Business Relations

Background: #i7i==Ardrichf R R 55 28 Sullivan Smith % B #B 1171 5 i
AR HL A B2 A A Marco Xia, B4R 1y 87 5250 K R 1R R TR
O

Sed ema X

From: sullivan_ardrich@ardrich.com.nz

To: marcoxia_xunda@xundaelectron.com

Date: Thursday, 1 July, 2010, 10:15 AM

Subject: Re: Request to Establish Trade Relations

Dear Mr. Xia,

Thank you for your email of June 30, expressing your interest in our products and
desire of entering into trade relations with us.

But much to our regret, we are unable to meet your requirement to establish
relations for the moment. We are currently represented by another company as
our exclusive agent in your region and in accordance with terms and conditions of
Exclusive Agency Agreement we are prohibited from distributing our products by
other companies.

Obviously, this is not an appropriate time to cooperate with your company. But we
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promise to keep your email and will get in touch with you as soon as the agreement
expires.

We express our regret again and sincerely hope that we may have the chance to
cooperate and establish a long-term and mutual benefit trade relations in the near
future.

Best regards,

Yours sincerely,
Sullivan Smith

i e sk e s sk sk e s e s ke sk ke sk ke sk sk sk ke sk skl skl skl skl skok skokoskoksk

Sullivan Smith

Business Manager

Ardrich Limited

8 Hannigan Drive, Auckland, 1072, New Zealand
Tel: 64-9-5702584

Fax: 64-9-5702544

Email: sullivan_ardrich@ardrich.com.nz
Website: www. ardrich.com.nz

( No
1.

2.

tes

much to our regret A&7 sk &

for the moment i, 47
The goods are so popular that they are out of stock for the moment. %% |-
Srimas, DLETHEC 24 T .

We are currently represented by another company as our exclusive agent. 4
T 73— 28 AR J7 B AR

agent n. RBLRE

commission/multiple agent G ARLRT, —BAREERT (72 R — b X AUM R N Z4T
A AR ZE IR LB R B AT . AR A MELER . e
PHSE AN R A A 2 55 I 4 D SORLE i I 1 A Tl 4 )

exclusive/sole agent AMGACHERT (FEHE @ H X AR B AACRZHE AT . R
ARBREFSC P RLE AT S 55 AR . BHEATE X NS ZHEHABA A )

in accordance with R4, %M (W7T LI Haccording to)
terms and conditions 54K, A &M
exclusive agency agreement JhZACHIML

expire vi. Wi, Zik

When does your equipment lease expire? RATAYEE A FLGE 21112
expiration n. 21k, HiW, W

The two parties decide not to cooperate at the expiration of the agreement.
PRSI e B e A A1

2]
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PartIlV  Summary

Steps of Writing a Letter of Establishing Business Relations

A. Source of information;

B. Intention of the letter;

C. Self-introduction (business scope, finances and credit standing);
D. The enclosure or the request;

E. Hope of receiving an early reply.

PartV Supplements

Useful Expressions about Establishment Letter

A. Source of information

We have learned/heard from ... that ...
T P

We have read your advertisement in the ...

I AE - LEBN T BITHI

We have obtained your name and address from The Journal of Commerce.

FIr I CRE HAR ) 02 537 ) 4 P Atk o

Your name and address have been given to us by ...
AL, FITNT ST FRAIHE

We learn your company from the Internet that you are one of the leading
manufacturers in this line.

FeT7 B TR 5 BRI — ATl i EEAE PR

We are given to understand that you are potential buyers of Chinese ...,
which comes within the frame of our business activities.

R R G5 w bl Ll ES EEE (P2 it PTG SE TR, T2 b & T3 T 28 el
Your name and address have been recommended to us by ..., with whom we
have done business for many years.

HEITA LR - W BITHEAE T 57 1) R AL o

We note with pleasure from our Commercial Counselor in ... that you are
interested in establishing business relations with us on the supply of ...
FRTT Ao (£ YT 95 AR T B2 7 D -« (R S B S 37 N B 5 06
/%o

On the recommendation of Harvey Co., we have learned with pleasure the

name of your firm.

WG YEA RIS, BAVRANT A R AR
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Intention of the letter

We write to you now with a view to building up business relations with your
firm.

ZZHER UM S AR R KR

We are now writing you for the establishment of business relations/

connections.

2R ARG ST KR

We express our desire to establish business relations with your firm.

FAI RS 5L A RIS S KR

We shall be glad to enter into business relations with you.

IR E L S AR 55 K AR

As this item falls within the scope of our business activities, we shall be
pleased to enter into business relations with you.

Mz e TR B, BT m e S SO LA S KR

We see that your firm specializes in Light Industrial Goods, and we are
willing to establish business relationship with you.

AT T REWRA B R, AR5 C R

We approach you today in the hope of establishing business relations with
you.

A5 5TIR R AR S BT N A KR

We shall be pleased to enter into direct business relations with you on the

basis of equality, mutual benefit and exchanging needed goods.

AERETEFAF . BA . Fl A JE AL S SO R T S R

We have been working on expanding our scope of cooperation with China.

Tl 1— EECI T RAE P ER S AR

Our company is thinking of expanding its business relationship with China.
AR KRG P EYE SRR
Being closely connected with reliable wholesalers here, we shall be able to

do considerable import business with you.
o7 5 b AT SEA A R A IR, PRI RE S S5 DA Il 55

Self-introduction (business scope, finances and credit standing)

Our company deals in (trades in, handles, is in the line of, specializes in) the
import and export of ...
WATGE B 55

We are one of the largest/leading/major exporters/importers of ... in our
county/in this region and have been in this line for many years.

FI T A e G ) MR/ F 2RI DR/ A R Z —, BANFzZi e A
2.
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We write to introduce ourselves as one of the major importers from the
United Kingdom, of a wide range of Electric Goods.

ZHE AT, I RREZMR R BRI,

It is a pleasure for us to introduce ourselves to you as a commission agent for ...

We have been in this post for over 5 years now.

WHA=ATE, TIrit- () BB, Wzl e A gL,

We have the pleasure to take this opportunity to introduce ourselves to you
with a view to ...

TSI 7, e

We are a state-operated corporation, handling the export of animal byproducts
and we are willing to enter into business relations with your firm.
AT —KEG N, KEHY R A, AEMBA RS FHRER

Specializing in the export of Chinese foodstuffs, we wish to express our
desire to trade with you in this line.

AT E P EE MR S, AREX AT SIRTT a1,

This is to introduce the Pacific Corporation as exporters of light industrial
products having business relations with more than 80 countries in the world.

WA AN T, BRI M AR, SR E802 4 H A A sk R

We write to introduce ourselves as exporter of fresh water pearls having
many years’ experience in this particular line of business.

VERNH 24 DA IRK 2R O, RITSENMHAC.

We take the opportunity to introduce ourselves as large importers of
fertilizers in our country.
YERNFRFE R AAEHE O R, fRIALSTRAIN A AC .

. 1s within (falls within, lies within, comes within, comes under) our

business scope.
------ 0=\ T BB E

As this is our first transaction with you, will you kindly send us the name of
your bank to whom reference can be made?

TRV, i WS4 T LRI A i) 5205 A Bk D .

Our bankers are ... They can provide you with information about our
business and finances.

T HPERATIE -+ o AATAT L) 5207 4T SCBTT Il 55 A 55 AR DL o

For (As to, Regarding, As regards, With regard to, In regard to) our credit
standing, please refer to ... (We are permitted to mention ..., as a reference.)
KT RIEARDL, 5o A, (RO BFE, BRI R A
Wz, )

. The enclosure or the request

We enclose a copy of our latest ... covering the details of all the items



