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Unit One
Job Requirements and the
       Forms of Business Letters
Part One  Job Requirements
When you work for an import-export corporation, you are always required to be able to do a lot of things, such as understanding the exact meaning of the incoming letters, translating Chinese version letters into English and replying your customers in English directly. The following three cases tell you what you need to do in your corporation.
Case One
Ms. Jiang graduated from university in June. After graduation, she was lucky to be employed by an import-export corporation. One day she was required to translate a fax message into Chinese. Ms. Jiang could get the main idea of it, but she found it difficult to translate the message exactly into Chinese. Now, suppose you were Ms. Jiang, what would happen if you were asked to do so? Please try to write down in proper Chinese.

Date: 18 June，201*

To: Mr. Henry Ford

From: Ms. Vivian Ma

C.c.: Mr. Tony Gates

Re: ISSUE OF CHINA CERTIFICATE OF ORIGIN TO TONGGUAN ARGENTINA

Thank you for your co-operation in our current documentation operation.

We are informed by Tongguan Argentina that a new government regulation for customs clearance has been implemented. All factories should issue a China Certificate of Origin for all the products made in China, starting for shipments which will arrive in MONTEVEDEO and BUENOS AIRES on/after 11 Aug. For details, please see as follows:

Document type: Certificate of Origin issued by China Authority of Import and Export MUST BE WITH A STAMP IN THE OVERLEAF BY ATGENTINIAN CONSULATE (BEIJING BRANCH).

Effective Date: FCL shipment—starting from vessel ETD HK/China on /after 22 June.

Application: Please apply for the C/O before ETD and should send the C/O to WEM within 20 days after ETD.

C/O charges: We are now discussing the C/O charges matter and will inform you later.

Remarks: It is very important to state the invoice No. and date on the C/O (please find the attached C/O sample for your reference).

Air shipment: If you have air shipment, please inform us first.

Please find the attached revised shipping information and C/O sample. Should you have any questions, please do not hesitate to contact Vivian at 6732****.

Thank you very much for your attention.

Best Regards，
Vivian

Encl.

Case Two
Mr. Cai once worked for a US-founded corporation in Shanghai. One day, he was asked to send a letter of invitation to their business partner in both Chinese and English. The Chinese version invitation was finished first. Now suppose you were Mr. Cai, please translate it into English.
邀请函
朱嘉音处长雅鉴：
为了更好地使贵方了解国外先进的筑养路机械设备和施工技术，促进中国公路的建设和养护，本公司拟邀请朱嘉音女士、马同闻先生、赵起安先生、刘许富先生和高为军先生参观于今年9月20日在美国迈阿密市举行的国际筑养路机械展览，同时还将请你们参观一些著名的筑路机械制造工厂。
预计在美逗留20天，往返国际机票和在美期间食宿和交通将由本公司统一安排，费用自理。
请贵方惠予考虑，并及时答复为盼！
顺致
商安！
凯利机械贸易有限公司
总经理 江业成    
201*年7月22日   
Case Three

Edward, Mr. Cai’s boss, received a fax message from his Australian friend, Mr. Dawson. Edward asked Mr. Cai to send a reply to Mr. Dawson in English directly after Mr. Cai’s reading the following fax. Now suppose you were Mr. Cai, please reply to Mr. Dawson by fax according to the following fax message.

Date:16 May 201*

To: Lihua Imp. & Exp. Co., Ltd

Fax: 86-21-642486**

From: Johan Dawson

Fax: (613) 9876****
Re: Freight

Dear Edward， 

Apologies for not contacting you earlier, but things have been pretty hectic here.

Christina and I send our warmest regards to you, Julia, Mitchell, Brian and your extended family.

We have visited most of our friends, Frank (the naughty boy) rang yesterday from Tasmania and was asking—when is Edward coming?

I will be contacting you more frequently soon as I will be installing a PC (talking to a supplier this morning). It will be good to keep in touch more often.

Edward, can you do me a small favor? I hope our shipment has arrived in Melbourne but the shipping Company is saying to me that the goods have been cost port to port only—not door to door? The Melbourne Company has contacted the Shanghai forwarding agent who confirms this.

The thing is if it has been paid in full in Shanghai, I don’t want to pay the charges twice. (The port charges, handling & transport charges are considerable).

Please respond to me by email or fax numbers above-mentioned. 

I appreciate your helping me again, and look forward to hearing from you ASAP.

Both Christina & I are missing you and look forward to seeing you once again very soon.

Best regards,

Johan Dawson

The above-mentioned three cases tell you that you will be required to be able to do three things in your company, as below：
( translate incoming English version letters into proper Chinese；
( translate Chinese version letters into proper English；
( reply to your foreign customers directly in English after reading English version letters, faxes or emails. 

Part Two  The Forms of Business Letters

I. Traditional Business Letter

Normally, a traditional business letter consists of seven standard parts and some optional parts. Here is a sample.
NEW EXHIBITIONS  CO., LTD

P. O. BOX 699** 

DUBAI - UNITED ARAB EMIRATES

MOBILE: + 971-83-6883***

TEL: + 971-5-1816***

FAX: + 971-5-1816***

salesmanager@emirates.net.ae 

       88ait@alibaba.com

WEB: www.abb18.ae 

Date: 21 Feb. 201*


Sandy Han Stationery Co., Ltd. 

Address:113* Zhongshan Road, Shanghai 

Tel : 0086-21-6234*** Mobile: 1366789**** 

Fax : 0086-21-6234*** Zip Code: 200013

E-MAIL：sandy66@alibaba.com

Dear Sirs,

INVITATION TO 3rd AFRICA, ASIA & MIDDLE EAST EXPO IN NAIROBI
It is indeed our great pleasure to invite your company to participate in the most important event of the year to be held in Nairobi. As you know, Kenya serves as the gateway to a vast East-African market of over 400 million consumers.

17th Africa, Asia & Middle East Expo is divided into 6 specialized segments under one roof, such as: 

1 -  CONSUMEX ' 17  
Computers, IT, Peripherals, Consumer Electronics, Home Appliances, Office Automation, Satellite & Broadcasting, Wireless & Telecommunications, Stationery, Toys, Gift Items, etc.

2 -  FOOD-PAK  ' 17    
Food & Beverages, Agricultural & Dairy Products, Fast Foods, Hotel Products, Fresh Frozen & Canned Foods, Kitchen Appliances, Packaging & Labeling Machines, Flexible Packaging, Disposable & Paper Products, etc.

3 -  BUILTECH ' 17

Building & Construction Materials, Tools & Hardware, Safety & Security, Sanitary Ware & Bathroom Fittings, Ceramics, Marble, Electrical & Lighting products, Cables, Generators, Paints, Plastic & Rubber Products, etc.

4 -  AUTO & PARTS '17

Automotive, Auto Spare Parts & Accessories (New & Used), Car Care Products, Tyres, Bearings, Aviation &Transportation Equipment, Oils, Lubricants, Greases, Auto Paints, etc.

5 -  MEDI+ PHARMA '17

Healthcare & Medical Supplies, Pharmaceuticals & Drugs, Dental & Surgical Instruments, Skin Care, Hospital Equipment, Soaps, Detergents, Hygienic & Disposable Products, etc. 

6 -  INTERTEKSIL ' 17

Textiles and Garments, Fabrics, Men & Women Wears, Garments, Leather & Leather Products, Fashion Accessories, Perfumery, Cosmetics, Bags, Watches, Imitation Jewelry, etc. 

PARTICIPATION OPTIONS:

OPTION # 01  ( EXHIBITING ) :

USD 225 per sq.m. SHELL stand with basic furniture (Minimum 9sq.m).

OPTION # 02 (ADVERTISING IN THE BUISNESS CATALOGUE):

9000 copies will be distributed to all major trade visitors during the exhibition. 

QUARTER PAGE 4-COLOR     USD 400

HALF PAGE        4-COLOR     USD 750 

FULL PAGE        4-COLOR     USD 1,100

The first two Expos were very successful! Enclosed please find the brochure about these expos. If your esteemed corporation is interested in entering the biggest export market in East Africa, please do not hesitate to contact us. We are looking forward to your favorable reply. 

Henry Smith       
Project Director      
NEW EXHIBITIONS  CO.,LTD
These different parts are explained as follows:

(1) the letter-head;

(2) the date;

(3) the inside name and address;

(4) the salutation;

(5) the subject heading;

(6) the body of the letter;

(7) the complimentary close;

(8) the writer’s signature and designation;

(9) the enclosure.

Of which, No. 5 and No. 9 belong to optional parts of a business letter, which you can choose to use or not. A typical business letter shall consist of all the remaining parts.

The layout of the above-mentioned letter is called blocked letter style. The following style is called semi-indented letter style. You can choose any one of them in business communications.
Exhibition Group
6**- Matao - SP - BRAZIL

ZIP Code 15990-8**

Phone & Fax: +55 16 283-8**

E-mail: export@exh.com.br

sales@export.com.br 

Website: www.export.com.br

Date: 22 Jan. 201*
Sandy Han Stationery Co., Ltd. 

Address: 13* Zhongshan Road, Shanghai 

Tel: 0086-21-6234*** Mobile: 1366789**** 

Fax: 0086-21-6234*** Zip Code: 200013 

E-MAIL: sandy66@alibaba.com


Dear Sir/ Madam,

We from Exhibition Group are having the pleasure to invite you to visit us at the most important metal working branch trade show in Latin America:

MECANICA 201*

This fair will be in Sao Paulo city, Brazil, between the days 18 and 22, May, 201*, at the Anhembi park.

To receive further information and your invitation, please send us an e-mail with your complete address for the confirmation: sales@brexport.com.br.

We hope to have your esteemed company at these days at this important event.

Best regards,

Henry Smith

II. Fax

A Fax machine enables you to send or receive any documents immediately, including signature, table, chart or other information. It can work for you 24 hours automatically every day. In this way, we can keep in touch with our customers closely. 

Different companies prefer to use different patterns of fax message. Generally speaking, the following particulars should be mentioned when you fax to your customer: names of the parties concerned(including the names of the sender and receiver), their companies, telephone numbers, fax numbers, date, pages. For example: 

上 海 利 华 进 出 口 有 限 公 司
Shanghai Lihua Imp. & Exp. Co., Ltd.
------------------------------------------------------------------------------------------------------------


Rm.9012 Union Building,            




Fax:
86-21-645378**

     
1202 Zhongshan Road (N),                          
     Tel:
86-21-645378**

     
Shanghai, 20026* China                                   
 E-Mail: lihua88@yahoo.com

------------------------------------------------------------------------------------------------------------
Date: Aug 29, 201*

To: Mr. Roland Klein

Klein Underwood Company

Fax: 49-40-6378****

From: Shanghai Lihua Imp & Exp Co., Ltd.

Fax: 86-21-645378**

Re: Brochure sent for your reference


Dear Mr. Klein,

In compliance with your request in your Fax dated Aug. 28, we have sent you our latest brochure, by separate airmail, for your reference. 

If you are interested in any item of our products, please let us know ASAP. We are looking forward to your specific enquiry. 
Yours faithfully,

Henry Cai

Sales Representative

III. Email 
Nowadays, email has become a most powerful tool in business correspondence, which is fast, cheap and convenient. 
Normally, it is advisable for you to have only one subject for each email. Such letter also should be limited to cover less than one page because nobody likes reading overly long letters. Below is a sample.
To: roger@alibaba.com

Subject: Freight to West Coast USA


Dear Mr. Wang, 

We are much honored to know your esteemed company at International Exhibition Centre. We send you a latest list of freight rate to west coast USA for your reference as follows:

WEST COAST USA

    PORT  OF  LOADING: SHENZHEN

    LOS ANGELES    LONG BEACH   CARRIER: NORASIA

    USD1,650/20GP  USD2,200/40GP   USD2,450/40 (YANTIAN/WED. ETA: 16DAY)

    OAKLAND  SAN  FRANCISCO   CARRIER:TMM

    USD1,700/20GP  USD2,250/40GP   USD2,520/40HQ(YANTIAN/MON. ETA: 16DAY)

    LOS ANGELES LONG BEACH OAKLAND SAN FRANCISCO CARRIER: SINOTRANS

    USD1,750/20GP  USD2,300/40GP  USD2,450/40HQ  (CHIWAN/SAT. ETA: 15DAY)

    LOS ANGELES    LONG    BEACH   CARRIER: MARUBA

    USD1,650/20GP    USD2,200/40GP     USD2,450/40HQ   (YANTIAN/WED. ETA:18DAY)

    LOS  ANGELES   LONG  BEACH   OAKLAND   SEATTLE    CARRIER:CSCL

    USD1,800/20GP    USD2,400/40GP    USD2,650/40HQ   (YANTIAN/TUE. FRI. ETA: 14DAY)

    LOS  ANGELES  LONG  BEACH  OAKLAND  TACOMA   CARRIER: LT/EVERGREEN 

    USD1,850/20GP    USD2,450/40GP       USD2,720/40HQ   (YANTIAN/THU. ETA: 14DAY)

    LOS ANGELES    LONG BEACH  OAKLAND SAN FRANCISCO     CARRIER:WANHAI

    USD1,900/20GP    USD2,450/40GP    USD2,750/40HQ     (YANTIAN/SAT. ETA: 14DAY) 

If you have any questions, please do not hesitate to contact us directly. If you need more information covering other lines, please tell us, too. We are looking forward to cooperating with you in the near future.












  Yours sincerely, 













Henry Cai












Sales Representative










Shanghai Lihua Imp. & Exp. Co., Ltd.

Summary

Working in an import-export organization, you are required to do the following three things:

a) To be able to translate incoming business letters written in English into Chinese;

b) To be able to translate outgoing business letters written in Chinese into English;

c) To be able to reply to your customer in English after reading incoming business letters written in English.

There are different forms of business letters in business correspondence, including traditional business letters (handled by post office), faxes and emails. The last forms are now most commonly used in international trade. 

Exercise

I. Choose the best answer

1. We are sending you by air our sample, together with a range of pamphlets ____ your reference.

A. for
B. at
C. of
D. with

2. Quotations and samples will be sent upon receipt ____ your specific enquiries.

A. for
B. at
C. of
D. to

3. We will make you a competitive offer ____ our products, September shipment.

A. for
B. on
C. with
D. in

4. We assure you ____ our full cooperation.

A. for
B. of
C. with
D. in

5. We will assist you ____ this respect.

A. for
B. of
C. with
D. in

6. We have received the information you asked for in your letter ____ May 5.

A. for
B. of
C. with
D. in

7. We must advise you to regard their request for credit ____ caution. 

A. for
B. of
C. with
D. in

8. We will be very glad to answer your inquiries____ any time.

A. for
B. at
C. of
D. with

9. We have extensive connections ____food stores in cities and towns.

A. for
B. with
C. of
D. to

10. We are pleased to have your enquiry ____ our products.

A. for
B. of
C. with
D. in

11. ____your information, we are also interested in other kinds of Chinese nuts in large quantities.

A. Of
B. For
C. With
D. In

12. We quote this article____CNY158.00 per dozen.

A. to
B. with
C. at
D. on

13. We are airmailing to you, ____ separate cover, a copy of our catalogue.

A. with
B. on
C. under
D. for  

14. We are looking forward with interest ____ hearing from you. 

A. with
B. on
C. by
D. to 

15. We shall be glad to know whether they are ____ the wholesale trade.

A. for
B. of
C. with
D. in

16. Any information you may give us will be treated in absolute____.

A. confident 
B. confidential
C. confidentially
D. confidence

17. If you place your order with us ____ our products not later than the end of this month, we would ensure May shipment.

A. for
B. of
C. with
D. in

18. Payment is to be made ____ an irrevocable L/C at sight. 

A. for
B. of
C. by
D. in

19. Other products are ____ the same high quality.

A. at
B. of
C. with
D. in

20. If your answer is ____ the affirmative, please quote us your best price CIF New York.

A. for
B. of
C. with
D. in

II. Supplementary Reading Material

Mr. Cai, author of this textbook, who has taught this course since 1991, is sure you will benefit a lot from this course. He trusts that it is quite worthwhile for you to spend a lot of time in studying this book in your spare time. You will find it very helpful, especially after you begin your business career. If you failed to do so, you would regret it. The following emails, which were written by two of Mr. Cai’s former students in a casual way, were just the case in point. Please do not imitate the first email, it is only for your reference. The second one is better than the first one. They are as follows.
Email A

Dear Mr. Cai, 

First I shall also wish u and ur family “Happy New year”~~. I didn't see the e-card in ur mail though u promised to m~~~:( what a pity. And now I'm so glad to tell u that I'm working in an imp & exp company which is located in JIUJIANG Rd. The new life-style isn't suitable for me from the beginning, but I did remember once u said: self-image. So I hope I can get along with each colleague asap. I'm also appreciate to u that now I have to deal with some English business letters in my jobs. Till now, I'm feeling ur course is great important to m! xixi, I can feel u r smiling to m, at this moment:)  

Can u tell m my score? It is not be good, is it? I think I'll trouble u with something in the future. Can I know ur fax no. and the call no.? Keep in touch with m, pls.    

urs, faithfully, 

J.T. Ma  
Email B

Dear Mr. Cai,

Now your new semester begins, you must be busying in teaching, writing and studying. I beg you to pay attention to your health and remember that rest is always necessary.

Time is flying. Such feeling is stronger after graduation. I began my business career half a year ago. In the past six months, I learnt a lot and experienced a lot and made a great progress. During this period I really realized the importance of English, esp. your course, English for International Business Communication. I always keep this textbook in my office and consult it from time to time. However, I feel this edition is old, part of which has been not accustomed to the current social practice. Therefore, I am looking forward to your new book. When it is published, I will buy one and ask you to sign your name!

Next, I’d like to tell you something about my job. Now I am working for Zhejiang H.Y. Materials Co., Ltd. I spent one month in the workshop so as to be familiar with the products and then was assigned to the International Business Dept. and now I can do my job independently. As the raw materials are imported from Africa, a branch in Congo was established two months ago in order to assure the supply of raw materials. All the materials used for life and production for the Branch are supplied by ourselves, therefore, a new Imp & Exp company was established here so as to pave the way for the exportation of all the materials. Now I am also in charge of the export business. In fact, I am feeling my way to accumulate my experience, and I am very confident now and trust that I will do a much better job in the future!

Of course, that my work goes smoothly now is due to the good skills you built for me at university. I really have to say it again that your course really benefited me a lot! Thank you, Mr. Cai!

May you be happy on Teachers’ Day. 
















Yours truly, 















    Chunyan Han
Unit Two
Establish Business Relations
Introduction

In international trade, the first and most important step is to find your business partners in the international market. In order to find your potential customers in foreign countries, you have to write business letters or send fax messages or emails to them so as to establish business relations with them.

You can find your buyers or sellers through the following channels:

(1) The Internet;

(2) Trade fairs;

(3) Banks;

(4) Advertisements;

(5) Business directories;

(6) Friendly companies of the same trade;

(7) Chinese Commercial Counselor’s Offices in foreign countries;

(8) Chambers of Commerce in foreign countries;

(9) Trade Points under UN organizations.

After you get the name and address of your aimed customer, you will write a letter to try to establish business relations with him, in which you should tell the receiver how his name is known, what you handle and what you want to do, that is what you want to sell or what you want to buy.

Business Letters

Email 1

From: damai-SALES(163) damai-sales@vip.163.com
To: lily <lily@ttll.com>

Cc: haomai-service <haomai-service@vip.163.com>

Subject: your email of Sept.3

Date: Friday, September 05, 201*  4:30 PM


Dear Sir or Madam: 

Thanks for your e-mail dated Sept. 3. We are pleased to know your interest in our products. Please send us your specific inquiry for our products if you would like to establish a new relationship to cooperate with us. And do not hesitate to let us know your demand at your earliest convenience.

We are a producer and manufacturer specializing in brass ball valve, brass gate valve, flexible tubes, Teflon tape, sanitary fittings. Our products are of high quality and good design with very good reputation. In our many-year’s export practice, we have furnished our customers with our high-quality goods and very competitive prices. We believe that we will have a brilliant future if we cooperate with each other.

Now we have many products entering your local market. We hope we could offer you our services and competitive prices to your entire satisfaction. 

Finally, you could also view our web to get more information about us. We sincerely hope we could cooperate with you very soon.
Best regards,
Henry Cai (Mr.)

Export Manager

_______________________________________________
Shanghai Lihua Imp. & Exp. Co., Ltd.
Rm.9012 Union Building,        




Fax:
86-21-645378**

1202 Zhongshan Road (N),                         Tel: 86-21-645378**

Shanghai, China, 200235                           E-Mail: sunmoon@vip.163.com 
Email 2
From: billaffleck88@intnet.mu < billaffleck88@intnet.mu >

To: sullivan88@vip.163.com <sullivan88@vip.163.com>

Cc: xinqixiang@163.com <xinqixiang@163.com>

Subject: Export Director

Date: 201*/6/17 9:25:57

Dear Sirs,

We take this opportunity to introduce ourselves as a Commission Agent established in Mauritius 40 years ago and specializing in Building Materials and Hardware.

We have made a sound reputation in this market by catering for importers/wholesalers with whom we have developed good relationship throughout the years.

There is a regular demand in our market for all kinds of Sanitary Fittings and we invite you to send us by post your latest color catalogue together with your best FOB Lianyun Harbor prices so that we may contact our various customers to place their orders.

We earnestly hope to establish a long-term mutual benefit business relationship with your company in a near future and look forward to your prompt reply.

Best regards,      
Bill Affleck      
Big Ocean Trading Co., Ltd. 

2** Poudriere street - P.O. Box 1988

Port Louis - MAURITIUS.

Tel: (230) 208-3815 / 321-2***

Fax: (230) 212-8643 / 208-6***

E-mail:  billaffleck88@intnet.mu
Email 3
From: abdullah99@alibaba.com <abdullah99@alibaba.com>

To: sullivan88@vip.163.com <sullivan88@vip.163.com>

Cc: xinqixiang@163.com <xinqixiang@163.com>

Subject: request for price list

Date: 201*/6/17 9:25:57

Dear Mr. Sullivan,
We have received your price list through an email. While checking your price list, we noted that there are a few items not mentioned therein according to your products. We will be extremely grateful if you could send those prices according to our attachment. Your cooperation would be appreciated.

We, RTBO Franchise Development and Investment Division, a subsidiary of StarBOB Group based in Jeddah, Saudi Arabia, would like to introduce our company to your esteemed organization.

StarBOB Group has been operating in the Kingdom since 1947, presently it owns and operates a large network of manufacturing, distribution and service companies under the RTBO trademark. The RTBO Division is managed by a five-member board of directors and it has a work force of over 1,000 employees. This facility supplies 3,000 distribution centers and 40 showrooms located in all major cities of the Kingdom and the Middle East Region. With our existing network of regional offices & show rooms set in every city in Saudi Arabia, Lebanon, Egypt and emirates, we guarantee immediate and profitable result. This overwhelming presence in the Middle East is the core foundation of our Group’s trade strength.

We are interested to market your product in Saudi Arabia. We would highly appreciate it if you could send us your price list and catalogues for our reference.

Looking forward to hearing from you soon.

Best regards, 

Abdullah

Email 4
From: “mail.orientalresources.com”<sunmoon@orientalresources.com> 
To: <STEVE@FOXMAIL.COM> 

Subject: NICE TO MEET YOU AT THE CANTON FAIR IN GUANGZHOU AND CHINA SOURCING FAIR IN SHANGHAI 

Date: Tue., 27 Apr., 201* 16:18:13 + 0800 


Dear Sir/Madam, 
Re：trade fair

We are so much delighted and honored to meet you at the CANTON FAIR in our booth: 20.1G37-48 (GREAT WALL), and at CHINA SOURCING FAIR in booth 3H06. 

As one of the leading factory specializing in sanitary fittings, faucets, and valves, we are sincerely interested in establishing long business relationship and cooperation with your esteemed company. 

Our products are mainly exported to the South America and Caribbean Market, some exported to Africa, South Asia and North America. 

With reasonable prices, various and wide-ranged product lines, and flexible terms of payments, we enjoy a good fame and leading advantages out of hundreds of competitors in this line. 

As you must have obtained our catalogues at the fair, you can list your choices and feel free to inquire us. 

If you cannot find our catalogues, you may also find parts of the items at: www.asiaresourcing.com and do not hesitate to let us know, so that we can re-send catalogues for your reference. 

We are looking forward to your reply at your earliest convenience. 

Best Regards,

Sullivan Zhang

Export Manger

Email 5
From: alex808@alibaba.com <alex808@alibaba.com>

To: xinshidai-sales@vip.163.com <xinshidai@vip.163.com>

Cc: xinqixiang@163.com <xinqixiang@163.com>

Subject: new customer new cooperation

Date: 201*/3/13 9:25:57


Dear Sirs,

We have known your esteemed firm through our friend’s company in Hong Kong.

Firstly, we’d like to introduce ourselves. We are a representative agent with more than 20 years of experience in Santo Domingo market. We have young and capable professionals. So, we think we are the ideal candidate to represent any types of line in our market.

For many years, we have been dealing in all kinds of plumbing fixtures through exporters in Taiwan and Hong Kong, who supply us with most of the products. However, owing to the constant advancement of raw material prices, currency appreciation and financial cost, the prices of these products have been increased so much that we cannot compete with many suppliers. Therefore, we are looking for new cooperator who can offer us good quality, competitive prices, prompt delivery and good service. We hope that we can establish business relation with you directly to manage your complete line of products. 

We are an agent, so we request a stable commission of 3%~5% on different products. Actually, we have got some requirements from our customers. If you want to give us the opportunity to work with you directly, please sent us your best FOBC5 Shanghai or CIFC5 Caucedo Port covering the following items: 

BM9112, BM9118, BM9128, BM9125, GQ41802, GQT61BL

We sincerely hope to cooperate with you for mutual benefits. Your early reply is appreciated.

Best regards, 

Alex Garcia

East Asia Market Manager

Oso Panda International, 

Calle Anacaona #1008, Bayona.

Santo Domingo, Republica Dominica.

Tel.: 809-50*-90** Fax: 809-50*-93**

E-mail: alex808@alibaba.com

Pattern A of Business Letters

When you want to establish business relations with your potential customers, you should tell the receiver:

a)
how his name is known;

b)
what you handle;

c)
what you want to do, that is, what you want to sell or what you want to buy;

d)
you are looking forward to his early reply.

Relevant Terms 

	catalogue目录
	pamphlet 小册子

	brochure小册子
	price list价目单

	sample样品
	a trial order 试订单




















续表

	enquiry 询价
	an enquiry note询价单

	a quotation sheet报价单
	customer 客户

	manufacturer 制造商
	wholesaler 批发商

	retailer 零售商
	Sale by Sample凭样品买卖

	Sale by Description按规格说明售货
	without any delay 毫不延误


Useful Phrases

	deal in 经营
	deal with 处理，与……做生意

	specialize in 专营
	furnish sb. with sth. 向某人提供某物

	prior to 在……之前
	seek for 寻找，追求

	enter into business relations with sb. 与某方开展业务关系
	upon receipt of 一俟收到

	look forward to 期待
	up to now 迄今为止

	take the liberty of doing sth. 冒昧做某事
	make sb. an offer for sth. 向某人发某物的盘

	for one’s information 告知某人
	for one’s reference 供某人参考

	for one’s inspection 供某人检验
	for one’s consideration 供某人考虑

	as to 至于，关于
	avail oneself of 利用

	take pleasure in doing sth. 乐于做某事
	be suitable to 适合于

	through courtesy of sb. 承蒙谁的介绍
	a wide range of 各式各样的

	to acquaint sb. with sth. 使某人熟悉某物
	in compliance with 按照，与……一致

	by separate airmail 单独航空邮寄
	with reference to 关于，有关

	on the basis of 在……基础上
	without delay 不延误

	out of stock 无现货，已脱销
	in short supply 供不应求

	in large supply 大量供应
	to our mutual benefit 对双方有利


Summary

In international trade, the first and most important step is to find your business partners in the international market. There are many channels through which you can find your buyers or sellers. In the first letter sent to your potential customer, you should tell him how his name is known, what you deal in, what you want to do, that is, what you want to sell or what you want to buy and you are looking forward to his early reply.

Exercises

I. Questions for review

1.
Do you know what the main channels are through which you can establish business relations with your aimed customers?
2.
What are the essential elements of the first enquiry?

II. Choose the best answer

1.
We shall be glad to place an order with you ____ your products.
A. with
B. at
C. on
D. for

2.
We are interested in your plush products, details ____our Enquiry Note attached.

A. with
B. at
C. as per
D. in

3.
Mineral products fall ____ the scope of our business activities.

A. with
B. at
C. on
D. within

4.
Upon receipt ____ your specific enquiry, we shall email you immediately our quotation sheet.

A. for
B. of
C. with
D. to

5.
We are looking forward ____ your prompt reply.

A. for
B. with
C. to
D. of

6.
If your price is competitive, we shall place a trial order ____ you for your new products.

A. for
B. of
C. with
D. to

7.
We are one of the largest exporters of animal products ____this area.

A. with
B. at
C. on
D. in

8.
We enclose you our Enquiry Note No. 2311 and wish to receive your quotation sheet ____ your earliest convenience.

A. with
B. at
C. on
D. within

9. The INVOICE and the PACKING LIST have been sent to you when we asked you ____ the forwarder details.

A. for
B. of
C. with
D. to

10. There may be less communications ____ these two staffs, because before 15th we already booked the vessel from 18th to 25th. But one staff told us the vessel date is not sure now, it can be any day in next week.

A. for
B. with
C. on
D. between

11. We learn from your letter ____ Dec. 23 that you are interested in establishing business relations with us for the purchase of our products.

A. for
B. at
C. of
D. with

12. For your selection, we are sending you a list of the items which might be suitable _____ your market requirements.

A. for
B. at
C. on
D. to

13. As we deal _____ sewing machines, we are glad to make you the following firm offer for your consideration.

A. for
B. at
C. with
D. in

14. Most of the firm’s suppliers either give only very short credit for limited sums or make deliveries _____ a cash basis.

A. with
B. at
C. on
D. in

15. We should be glad to know whether they have the reputation ____ paying promptly.

A. for
B. of
C. with
D. to

16. This information is given in confidence and without any responsibility ____ our part.

A. for
B. with
C. on
D. in

17. We should find it most helpful if you could also supply samples of the various leather _____ which the gloves are made.

A. for
B. with
C. of
D. in

18. Will you please send us a copy of your catalogue for gloves, _____ details of your terms of payment.

A. for
B. with
C. on
D. in

19. The high standard of craftsmanship will appeal _____ the most selective buyers.

A. for
B. with
C. to
D. in

20. It is quite probable that we may run short _____ supply.

A. for
B. with
C. to
D. of

III. Translate the following sentences into Chinese

1. Please let us have your specific enquiry and our quotation will be emailed to you as soon as possible.
2. We thank you for your letter dated 18th November, in which you expressed your desire to establish direct business relations with us.

3. Please send us your latest catalogue showing your complete line of goods available for export.

4. We are seeking to establish a direct connection with your corporation, for we prefer your new makes.

5. If you can supply goods of the type and quality required, we may place regular orders for large quantities.

6. The following buyer is looking for products which are compatible with your business. Please kindly contact them for details.

7. Through the courtesy of Mr. McCurry, We learn that you are a big importer of light industrial products in your area, we take the liberty of writing to you to establish business relationship with you.

8. Our new product is especially designed for your market. We think this item will appeal to the most selective customers in your area.

9. We take pleasure in introducing ourselves as an exporter of this line in Shanghai to see if we can enter into business relations with you.

10. For any information as to our financial standing, we refer you to Bank of China, Shanghai Branch.

Optional Part
11.
We are also interested in your other products in large quantities and shall send you specific enquiries later on.

12.
Enclosed please find our latest illustrated catalogue and price list. The prices are on FOB Shanghai basis in US dollars.

13.
We are pleased to know that you are a big buyer of air-conditioners in your area, we are a famous manufacturer in this line and hope to establish business relations with you.

14.
From the Internet we find that you handle such product, we shall be much obliged if you send us your sample for our consideration.

15.
We have noticed your advertisement in the magazine, we shall appreciate it if you send us your booklet for our reference.

IV. Translate the following sentences into English

1.
我们是一家专营陶瓷产品的出口商。
2.
我公司现在有各种地毯及其他纺织材料的铺地制品可供出口。
3.
我们接受客户来样、来图及按客户规格和包装要求供货的订单。
4.
请你方速报最新型号产品的CIF马尼拉最低价格。
5.
我们借此机会告诉你方我们希望把业务扩展到非洲市场。
6.
我们希望早日收到你方的具体询价单。
7.
一俟收到你方的具体询价，我们马上寄送样品并报最优惠的价格。
8.
随函寄上我公司新产品的价目单和商品小册子各一份。
9.
我们接受以客户的商标或品牌供货的订单。
10.
我们静候佳音。
V. Case Study 

Send an email to your client, based on the information mentioned below.

上海利华人造毛皮有限公司于1996年成立，是一家中外合资企业，注册资金为900万美元。公司主要生产各类针织长毛绒及其制品。公司拥有先进的加工设备，生产用原料系优质进口材料，可年产800多万米的长毛绒面料。公司的主要产品有长毛绒玩具、服装、工艺鞋和包袋。注册商标为KOALA，在欧美已经拥有众多的消费者。公司先后同十多个国家和地区的一百多家客户建立了良好的贸易关系，形成了较为完整的外贸渠道与销售网络，出口商品质量和服务质量在国际上均享有一定的声誉。
经过市场调研，发现在瑞典市场上中国的轻工业品拥有很好的声誉，于是决定拓展在该地区的业务。经了解，斯德哥尔摩的ANITA CO., LTD.是一家具有良好声誉的进口商。该公司的全称和详细地址为：
ANITA CO., LTD.

Vasagatan *

101 ** Stockholm

Tel/Fax:+46(0)8-506 53***

Email: anita88@sweden.com
请给客户发一封建立业务关系的邮件，要求格式完整、正确，主要内容包括公司介绍、可提供的产品介绍，说明随函寄上目录，并表达期待尽快与对方建立业务关系的热切愿望等。你公司的信息如下：
上 海 利 华 人 造 毛 皮 有 限 公 司
Shanghai Lihua Artificial Leather Co., Ltd.
------------------------------------------------------------------------------------------------------------


Rm.8016 Jianguo Building,            



Fax:
86-21-642578**

     
1208 Meilong Road, 200237                    

Tel:
86-21-642578**

     
Shanghai, China                                   
E-mail: lihua66@alibaba.com.cn

------------------------------------------------------------------------------------------------------------  

VI. Discussion 

1. Do you know any famous websites in international trade? Give your brief introduction about them to your classmates. 

2. How can we benefit from the internet economy?

VII. According to the following appendix, please choose one of the target markets and then make an investigation to find out such facts: annual trade volume between this market and China, the structure of commodities, what the market needs most from China, what Chinese consumers’ favorite imports are and the respective potential market demands. 
Your Target Markets:

(A to Z) Afghanistan Albania Algeria Andorra Angola Anguilla Antarctica Antigua Barbuda Argentina Armenia Aruba Australia Austria Azerbaijan VIRGIN IS. Bahamas Bahrain Bangladesh Barbados Belarus Belgium Belize Benin Bermuda Bhutan Bolivia Bosnia-Herzegowina Botswana Bouvet Island Brazil Brunei Bulgaria Burkina Faso Burundi CANTON&E. IS Cambodia Cameroon Canada Canal Zone Cape Verde Cayman Central African Republic Chad Chile China Christmas Island Cocos Islands Colombia Comoros Congo Cook Islands Costa Rica Côte d’Ivoire Croatia Cuba Cyprus Czech Republic DRO.M.L Denmark Djibouti Dominican Rep. E.GUINEA East Timor Ecuador Egypt El Salvador Eritrea Estonia Ethiopia F.GUIANA F.POLYNESIA F.S.A.T Falkland Faroe Island Fiji Finland France Gabon Gambia Georgia Germany Ghana Gibraltar Greece Greenland Grenada Guadeloupe Guam Guatemala Guinea Guinea-Bissau Guyana H.M.ISL Haiti Honduras Hong Kong Hungary  Iceland India Indonesia Iran Iraq Ireland Israel Italy Jamaica Japan Johnston Island Jordan Kazakhstan Kenya Kiribati Korea DPRK Kuwait Kyrgyzstan Laos Latvia Lebanon Lesotho Liberia Libya Liechtenstein Lithuania Luxembourg MIDWAY IS(US) Macao Macedonia Madagascar Malawi Malaysia Maldives Mali Malta Marshall Island Martinique Mauritania Mauritius Mayotte Mexico Micronesia Moldova Monaco Mongolia Montserrat Morocco Mozambique Myanmar N. MARIANAS Namibia Nauru Nepal Netherlands Netherland Antilles Neutral Zone New Caledonia New Hebrides New Zealand Nicaragua Niger Nigeria Niue Norfolk Island Norway Oman P.I.T.T PLO Pakistan Palau Panama Papua New Guinea Paraguay Peru Philippines Pitcairn Poland Portugal Puerto Rico Qatar Reunion Romania Russia Rwanda S. YEMEN S.J.M.I S.T&P.IS SOUTH GEORGIA ST. KITTS-NEVIS ST. LUCIA ST.P&M ST.VINCENT Samoa San Marino Saudi Arabia Senegal Seychelles Sierra Leone Singapore Slovakia Slovenia Solomon Islands Somalia South Africa Spain Sri Lanka St. Helena Sudan Suriname Swaziland Sweden Switzerland Syria Tajikistan Tanzania Thailand Togo Tokelau Tonga Trinidad and Tobago Tunisia Turkey Turkmenistan Turks-Caicos Islands Tuvalu U.S.M.I UAE(United Arab Emirates) USA Uganda Ukraine United Kingdom Uruguay Uzbekistan VIRGIN IS.(US) Vanuatu Vatican City Venezuela Viet Nam W.A.F.I Wake Island Western Sahara Yemen Yugoslavia Zaire Zambia Zimbabwe




