mEH— BERBFHKRER

HE#RS P EEN SR 5% P E IS BR (establishing
business relations ) , ¥ H % P (clients) , iR E R AL E, &A A
i (profit) , —YIZZ 5 #KI T B W, REHAE ZKk %
BRR , A BEEESL T4 Rk %5V ( business scope) , R 45 Bl 5i

S5EpPEVBERATDHABIESOL TR, W UAFR LR
5 E-mail FHEH N, BE, 5ERIEEHE P @0 5B R
R &2 WBE R 5 22 E-mail,

1.1 FFiEsh SRS FIK R R

HEYS.

IREZCPEBROBWRRSS” WK, QIIF 1957 4,
FEFEKPEE M2 25 e a8 ML E S, 2P E B
hyEK EREE AEERX HAMRES . ISEHES K
TR EFNGEEER RS ES,

IRETITETARN WaHE WSS kAR WA
B, TEAL K FRG L ERENAE A ARRSE. B8
FHEAREHBINA AT A= SRR/ TS BN
KEB FTES R

I REREFTRRE SR, RIEG BRI, B2 M
o4&, ITREUHBORE N E, WO AR, B0 LT RS
ERMABFEREESZR, ULER. RS BH. 5. 510%
W 4Esh, SRR ERE M, EEE, WA

g 7
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¥ 4% 22 # 8/ H] (Shanghai Atlantis Industry Co., Lid) &%
e AR SCRU AR T 2R —Z X EALSAH. ZAFR
ZLMERISME) 2L, FERBEEIEFHELR, E—5B
ARG TWEFPE, I ESNGXEAFRMEXARE HE
R E-mail DIBIEEST MV SRR, PUF RHBPIRA A REEH
FR.

Business Card 1

Tech-Stationery Company
Nancy R. Morin

Sales Manager

Address: Point Arena, CA 95468, USA
P. 0. Box 716

Tel: 707/ 882-2528

Fax: 707/ 882-2528

E-mail; nancy. morin@ nau. edu

Business Card 2

Sewing Arts & Crafts Company
John Smith

Sales Representative

Address: 200th Street, NY 10458-5126, USA
Tel; 718/ 817-8169

Fax: 718/ 817-8101

E-mail; jmiller@ nybg. org

LTS Ry
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BEFE W FBRARR, KELFRENFR, 23 U BHEF
PR E-mail W7 NEKRE 7, SERE SRR KIS

EEBRS S, BV FSRARE - CREFEEN—
¥, BERIANGEFBEIRANARGEENRER S EHSH
GRS BAT LS BN TIE R S5 20 4L , AN I AL B
SVEBSHER S, B RSN 442 F A5l 8 T R4 E
I, BRSNS WM AAE SR, BBRM %,

BESEFEISBRANESGFRG AT HREBR TS5 %
FESILFBRE,

E—-#HEARWELFHWBRRFER, NERFEHEEUT
M

O KB FTEFFEEWEE, MRS RES HLHA fES
WRSHIT HH R E RGBREF

QNMBHECAFAKEELS , FEEXNHFELLFHRRN
p=q i

@ HOARFTRERMAM ™= RERS , 5% P S E K LR
B,

B 515 R, D4R “3C7 JE I, BIVE 2 ( Clearness) |
1% ¥ ( Conciseness ) #1454 ( Courtesy) .

HB1 NIEERLEREES
1. BEESERORERER

SO L1 . ; »
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Shanghai Atlantis Industry Co., Lid :
Room 502, No. 38, Lane 448 L (HBEE)
Baochun Road, Changning District :
Shanghai, China

(RAFE A FAHFat)

Tech-Engine Technology Co., Lid
37 Lincoln Street, Las Vegas, CA X x X x X
USA

(W fRE AR B RIHE)

B 11 f5eam
{EER AR INE 12 B,

Shanghai Atlantis Industry Co., Lid
Room 502, No. 38, Lane 448
Baochun Road, Changning District
Shanghai, China
(RIGE AR A FHIL)

April 30, 2007 ( H#)

Tech-Engine Technology Co., Lid
37 Lincoln Street, Las Vegas, CA X x X x X
USA

(W fRE AR B RIAL)

Dear Sir or Madam, (#RFE)
Frankly, Weare X X X X X X X X X X X X X X X X X X X
XXXXXXXXXXXXXXXXxXx%xxXxx. (IEX)

(FRWENLHIE) Yours sincerely
(B15&E%4) Wang Cici
(RI5HEA) Wang Cici
(EA5E B ) Sales manager

Encl/Encs: (Bff4)

B12 fREREER
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BRI

© WUE A F] Btttk 745 R AT LA B

@ Hihk— RN & TS . A T A A BRBUR TS
(post code) FIFEFE 4 .

@ BE—BAWFRIAITR: “30 April 2007” F1“ April 30,
20077,

@ X F WAR AN B E 8915 o, HARIF AT L) A “ Dear Sir or
Madam” ; WS84 8 W5 A & L34, 7§ “Dear Ms. x x x”
B “Dear Mr. x x x”;BRAPEHFTEM—,” SIERGR,

O ERBEREHER—TIH, BREFRH—HIERX, &
NEBRRES R, — B “ Yours sincerely” 7R,

©® RIGENEES S, BRMEHER, B TEATEER/A
FE, N AESZZ T, BT RS2 ERIE,

@ ERIRA W, AT ER S ZE T A E L Encl 5 Enc, {1
“Encl; 2 photos” , UIRMEEA 1E—IR, 5 B Encl X Encs,

2. A% E-mail BFRER

% E-mail B#&=NI0E 1-3 Fizs,

WefEN E-mail Skt .
RAFA E-mail ik .
Wik
ik
EX
RibA -

Dear Sir or Madam,
Frankly, We are X X X X X X X X X X X X X X

XX XXXXXXXXXXXXX.

Yours sincerely,
Wang Cici
Sales manager
Encl/Encs:

B 13 F§% E-mail B

wige 7
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Module Letter 1: a letter

Shanghai Atlantis Industry Co., Ltd
Room 502, No. 38,Lane 448
Baochun Road, Changning District
Shanghai, China

30 April 2007

Tech-Stationery Technology Company
Point Arena, CA 95468, USA
P. 0. Box 716

Dear Nancy R. Morin,

Having had your name and address from the Canton Fair,knowing
that you are a potential buyer of stationery products, we avail ourselves
this opportunity to write to you in hope of establishing business
relationships with you in the near future.

To understand our company more and clearly, we would like to
simply introduce our company to you. We are a corporation specializing
in the export of stationery, including pens, ball pens, pencils, school
bags, pencil boxes, notebooks and so on. We have our own design and
styles, and are in a position to accept orders against customers’ samples
specifying design, specifications and packaging requirements. We are
also prepared to accept orders for goods with customers’ own trade marks
or brand names.

We are airmailing you under separate cover a copy of our latest
catalogue for your reference. If you find any of the items interesting,

please let us know as soon as possible. We shall be glad to send you

EJTEL]
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quotations and samples upon receipt of your concrete enquires.

We are looking forward to your early reply.

Yours sincerely,
('signature )
Wang Cici

Sales manager

Module Letter 2. an E-mail

Dear Mr. Smith,

Having had your name and address from The American Chamber of
Commerce, knowing that you are a big prospective buyer of arts and
crafts, especially for various willow basket products, it’s just falling into

our business scope, therefore we avail ourselves the opportunity to write

to you to establish business relationships in the near future.

To give you a rough idea about our company, I would like to intro-
duce our company to you simply as follows;

We are Shanghai Atlantis Industry Co., Ltd, a leading manufacturer
of various arts and crafts products in China, and we are well connected
with all the major wholesalers and retailers not only in local market, but
also all over the world. We can provide you many types of crafts, and
we can product against your samples or specific requirements with high
quality, therefore, we are sure that we can supply large quantities of
your goods with competitive prices.

Samples are available upon the receipt of your inquiry. If you need any
further information, please visit our website at www. atlantisindustry. com.

We are looking forward to your reply. if any questions or unclear,

please kindly let us know as soon as possible.

Yours sincerely,

EJTEL]

Wang Cici
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UTREEHFEZFRNER,
© EFenALER M E X 7 UL B B 2 B AR A KR B
L LR ER, Bl

® We have seen your advertisement in the Textile Journal , we are
writing to enter into business relation with you.
BRIMTEGRMRELEARAAN &, BINEERAH
B FBRR

® The Commercial Counselor of your Embassy in Shanghai has
recommended your firm. . .
REE EGREEES SHERIEER A

® We learned from Branford corporation that. . .
Branford /A AV S A RIS RARAT -

® We leamed from Internet that... We write this letter with a

view to getting into business with you.
RATNERR ERA-- - BAOTR S EELLF KR,
® Specializing in the export of Chinese Leather Shoes, we wish to
express our desire to trade with you in this line.
Vel i O b [ e e Ak, ROVRAE SR A AR
FEER
Q@ NMACHAFINEEER LEEHE SBEIE . 2B K.
WSS S, ARG E 3 B 05 4 mlR 2 A3 1 AT, Sb B2 T
HHXN T E A RERBITUEN TESBITERNT H.
Bign.
® We are the leading manufacturers of machine in China.
BN AP EHLARHIE L Bk o
® As a state-owned foreign trade organization, our corporation
deals in the import and export of. . .
ER—KBRES AL, RIOIAFREE - OS5

¢ With years of effort we have expanded our business scope
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impressively. . .
SIFRE S, BT ST RS-

® We have established close business relationship with more than
a dozen of manufacturers.
ROC B AR B T EHRLFBRER,

e For our credit standing, please refer to the following bank. . .
X TRA R MG, EENTRT

@ NMABCH AEFEE R M e, ELERF MR

Bk B X S%, Flm.

® The goods’ functions have been proved by a scrupulous test and
their designs and colors have been clearly explained in our
illustrated catalog enclosed.
P RER R T AR TR, Ot a2
BRTERMEF

e This kind of toy is of supreme quality and fine workmanship.
Its exceptional material and unique style have evoked a good
reaction in Japan. Enclosed please find our latest catalogue.
XRBTE A BB A AR R R, HARER R B A4 )
FTE B ARG IO, BOE 2 B

@ R BRI MR R, TR0, LIRS P R AR

BA7sh, Hlm.

e With high popularity in the United States, Europe and Asia.
5K EH BN R B,

® ... products are rapidly becoming popular because they are
strong, warm and light.
------ 72 BT AL R VR, RRBATEXR

® There is a steady demand for the above-mentioned commodity of
high quality.
T LR SRR mERREREREK,




& g 45 0% =0
® TR RER D M 7 R BE, H sl B i B X U7 RE
RYSAM SR EMHEXER . #lm:
® Your immediate reply would be highly appreciated.
RAITHIRBBS AR RENE
® We are looking forward to your early reply.
RIMPEEEHREIE,
¢ It will be a great pleasure to receive your inquiries.
REMCEN AR B TR BN PR A B
¢ If there doesn’t meet with your demand, please let us know your

specific requirements.

AR REX BRI ZR , TH LR ATAE B A AR E R

NOTES

1. prospective prospective buyers ETERIL R
prospective outlet FEZEHI4H B
2. fall The price of raw material falls.

JEATRHOINHE T RET o

These articles fall within our business

line.
= BRI EEREHNM,
3. business business relations M/ 55EHR

business scope I 45

4. enclose We are enclosing our sales contract in
two copies. :
BEfRH ERA R R E S
Enclosed please find two copies of our

sales contract.

B ERA TR ESR, TNER T
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5. look forward to We look forward to your early reply.
RIMNPFERWREERE,

6. specialize We specialize in chemicals.
BATL M A =2 o

7. to seek friends TFHRFTHI R 5 K BE

8. to enter into business B A LR

relation
9. to recommend Finraa
10. import and export FEORHO

11. leading manufacturers  SCELME B kAl

of stationery

12. specific Bk
13. competitive price BRFINME
14. credit standing f5H
15. to expand our business &Ml %55
scope
16. We should be grateful — UNSERE----- RA TR A MR

B HFRRBEMERKITG, FRITHEERERD T —
A, BREIFESOV SR MR 5 R RAE RS LB L LA
Wb 5545 R, AR R I E RS AR A RN

1.2 KRz #E5REFKAR

95 Kk /A 7 ( Shanghai Yunfei Tmport & Export Corp. ) ¢ ME®R 7
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Be—ZE M O AR A2 28 5 (cotton products ) /A F] , {1140 2L
52 H Wallace Cotton Company M FEER, Higia K@EH OA
AHehk: FW TR B 118 5 710 = ; E-mail ; shyunfei@ yahoo.
com, 3% [F Wallace Cotton Company ] #H 5% {5 & & M Business
Card 3,

Business Card 3

Wallace Cotton Company
Debra Rock

Sales Representative

Address: H. W. Wallace Co., 194 Stylus Street, Corydon, U. S. A.
P. O. Box 716

Tel: 307/ 766-2236

Fax; 307/ 766-2851

E-mail; h. w. wallace@ yahoo. com

mEES

BRZEARE BE G O ARSI LME R A E-mail 78
K45 H Wallace Cotton Company B, R 5HE WV FBR

O BERZEAEREEHMN E-mail BIEFHHEZ,
@ BREFAf LR ARUFTRENL .

wige 7
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3T, /N B O RS

GRER

RIFEERE; g SRR
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MEZ ERGFREER

EF 3 B EE MR — R, B A O LR
TRERY , oA O SRR v B3 T X T s R AR R F 7 e B
o B2 55 0 AT B N BB T X — R A KB 4R TR

2.1 FEiEsh RIS k%

B 5 FH AL %5 5 BR A ] ( Nanjing Chaoyang Machine Manu-
facturer Co., Ltd, LI'F AR BIFHA F]) AL TF 1972 4, B2 H K S
ZRBMAENELGH B OB RS AF, NBEHLRH E ™= 5
HHOWSE, AAWALEERTRT, =REEHEMELRBK
W ABTEERMHX

MEXREF F.F. AR SHHEARREESERLSKE,
2007 4£ 8 A2 H ,BIHARES F. F. AR HiE, ZR5HHEA R
S B BER

GiE£%,

REFIEAFRLEETRERS F. F. AR OS5,

N T RS8BT RE R AT 55, B O, RGBT e i A LA

g 7
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T HWKGE TR TR AR ; Bn, BT TH ¥ BAE 20 B ]
Y

® Good morning. This is Chaoyang company. May I help you?
B 7, X B EHEA T, AT LU 575 7

e ABC Trading Company. Can I help you?
ABC R 50 F] , REE A AL Aang e

@ R BARER] R B S YRN TR TR BIan:

¢ Chaoyang Company, Overseas Sales Department. Can 1

help you?
HIFHA AIESMEER ., FREE A ALt AMg 7
@ MLBFXE T & & Al () B2 A R AR, DA R IR
%o ﬁﬂﬁn:

® My name is George Turner. I'm with the F. F. company. I

would like to speak to Mr. Liu.
WIMTTE - 4998, BE F.F ARIH, BARILA,
¢ This is George Turner speaking. I'm from the F. F. company.
Is Mr. Liu in?
RIMTTE - 4o, BE F.F. AR, X SeE e ng?
@ AR VT R AT B H AR A A, T LR B [ 2
Bl
Speaking.
® AR AT Y BT T R A B AR, T LI
® Just a moment, please, while I put you through.

%, R EIEE, R
EE
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¢ Hold on, please. I'll see if he is available.

BN, RE— T R,

© TR TN ATRBTER B W, T AER— ARG
HIFHE . Filan.

Why are you calling?

AT AGRIITXABITE?

B M S

What is this call regarding?

BATX MHRERERTHAEHER?

PL xSty E R IESR RN GE, 8T L8 LU R
AIERET o

@ W (enquiry) : WA XFRIEM, IR S H— i BB
Wy SRR & , Ta) Xof 1) IV SE S T 7R O H) 8 T AR ) %At (D T
B B PR AR SR SR ) o AN
o Will you please let us have an idea of your price?
BRI M S FRI1TE?
o Our buyers asked for your price list or catalogue.
BRITBE EREBRIR T RS EH R,

e Will you please inform us of the prices at which you can

supply?
HEMBAIHTBEHELT M4
® Would you please quote me your prices for the goods?
RBEIR 45 BIX LU A AT 45 1 7
¢ How many do you intend to order?
UNIE=SAE 2
@ K (offer) : K BWRMRE . KM IR, 7T LU DX 5 )
SEBR KM . BT | :
o Here's our offer, 310 Francs per ton, FOB Marseilles. ELTE R



fa= EAGRESHLEET
AR 50 310 JE08, DM LR &R o
® Four hundred cases of black tea, 30 pounds per kilogram, CIF
London. Shipment will be in May.
400 FELLZ% , BUA iz ARG S BRI E M, B AT 30 3%
8, H %M
@ & (counter-offer) : Z#/ AEHEBN REG, FETLRE
RERNE RTH-BPERR S, W ARENBEREL, X8
BURHE . ERRX ZBHIEL, 0.
® I'm sorry. The difference between our price and your counter-
offer is too Large.
R, AN SRR Z R ZE R K,
¢ This is our rock-bottom price, we can’t make any further
reduction.
KRBT HRENHE, BITABEHILT o
® The price you offer is not in line with the prevailing market.
WIHIRM SRGTHENAE
¢ How about meeting each other halfway?
RENBEE AR 1E257
® Ii’s impossible for us to entertain your counter-offer.
AT BERRZ AR TT Bt
® As a rule, the larger the order, the lower the price.
LAHEE , B fEE, X R
® We ask for indulgence for 6 days to make a counter-offer.
BATER FEFRA R EMERUH R
@ $3Z (acceptance) : HLIEZZ 5 M— 5 RN 5 IR /)5
TR, Fm:
¢ All right. In order to get the business, I accept.
IR, B TR 5, REZT o

¢ I'm glad we've come to an agreement on price.

e
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XTI EIREL T U, RBER E 2%,

o All right. We'll take the 500 cases this time. But I do hope you
can supply more next time.
TEIE, X R AR 500 48, A H T KK BE £ 4t
T2

e All right, Mrs. Wang. As a token of friendship, we accept
your counter-offer for ammonium sulphate for 50,000 tons, at
270 French Franecs per metric ton FOB. Marseilles.
YFIE, /B, BN AR FRR , BATTEE 2 AR IT 0 17 MR
RREHIER , AP DI B34 270 BEER,

#R3 ARG E.REEE
EREERS NG, — TR S —HFER, 25 &
SELRIEROTRM R T A FK R X5 RV AT Ry B ¥ # B 1] | 3
ROEEZITBEER. .
® When do we meet again?
AT —KATA B WL T 2
¢ How about tomorrow morning at 9 in our company?
AR EF LR ERINIARE 2R

¢ What about tomorrow afterncon at three? I'll come over to your

hotel.

ARTF =R BREBERTEE,

AR R B DS, R T ERB LR B EER
MR ALY R B R VT i S s A BT, RO R R
ROAETERHIT R T ok, FEICRE, BE LA SWIH 15, i
H“SWIH" Z&%& When(fa]i}) \Who(fi] \) \Where({a]) , What( {7
H) Why(ChHfl4) JHow (WM #47) . ZE TAEH I RSB RE

wige 7
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TAEREN, BEERRRERE N ESS, BRERIEN
&l 2-1 Frn

B
=
i

e
RE
B
Jr
=
B

B2-1 HIEERITE

RIEERLE

L Good morning. This is Chaoyang company. May I help you?

T: Good morning. My name is George Turner. I'm with the F. F.

Company. I would like to speak to Mr. Liu.
: Speaking. What is this call regarding?
: I'm interested in your tractors.

: What type do you want to order?

- =

: We are thinking of placing an order for D6C. Will you please

let us have an idea of your price?

=

: Certainly. Twenty thousand dollars each one.

T: I’'m sorry to say that your price has soared. It’s almost 20%
higher than last year’s.

L That’s because the price of raw materials has gone up.

T It would be very difficult for us to push any sales if we buy it at
this price.

L: Well, if you take quality into consideration, you won’t think

our price is too high. Would you please give us an approximate

TilgR

Ve

idea of the quantity you require.
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T The size of our order depends greatly on your price.

L. As a rule, the larger the order, the lower the price.

T: What about sixteen thousand dollars if we order five hundred
tractors?

L It’s impossible for us to entertain your counter-offer. What we
have given is a fair price.

T If that's the case, there’s not much point in further discussion.

L What I mean is that we’ll never be able to come down to your
price. The gap is too great.

T I think it unwise for either of us to insist on our own price.
How about meeting each other halfway so that business can be
concluded?

L; What is your proposal?

T: Your unit price is four thousand dollars higher than we can

accept. When 1 suggested we meet each other halfway, I
meant it literally.

L Do you mean to suggest that we have to make a further reduc-
tion of two thousand dollars in our price? That’s impossible.

T: What would you suggest?

L : The best we can do will be a reduction of one thousand dollars.
That’ll definitely be rock-bottom.

T That still leaves a gap of one thousand dollars to be covered.
Let’s meet each other halfway once more, then the gap will be
closed and our business completed.

L: You certainly have a way of talking me into it. All right, let’s
meet halfway again.

T: I'm glad we've come to an agreement on price.

L: We'll go on to the other terms and conditions at our meeting.

EJTEL]

There are more details to be attended to. We cannot settle it in




