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   Unit 1  Fundamentals of Business
           Letter Writing
【学习要点和目标】

通过本单元的学习，了解商务信函写作的基本知识，掌握商务信函写作的原则、格式、结构和方法。

Lead-in

In the business community today, the importance of good communication skills is even more stressed, as it is essential that employees can use the tools of the evolving information technology to communicate clearly, accurately and effectively. 
Business communication is concerned with the successful exchange of messages that support the goal of buying and selling goods or other services. Business communication can be used in inquiring, ordering, negotiation, selling, marketing, complaining, etc. In international trade, most of the negotiation and contracts are signed through business letters. A business letter is legal. It is very important for both the form and the content.

So it is of very importance for students of business communication to master the skills of reading and writing a good business letter that presents ideas interestingly and clearly to enable readers to understand with least possible effort.
1. Principles of Business Letter Writing 

A good business letter can play an important role in trade, increase friendship and obtain complete understanding between the parties involved. Business letter writing is one of the necessary business activities. Broadly speaking, the functions of a business letter may be said (1) to ask for or to convey information, (2) to make or to accept an offer, (3) to deal with matters concerning negotiation of business. In addition, there are letters with no other purpose than to remind the recipient of the sender’s existence.

Letter-writing does not differ from any other form of creative writing. Good English is one of the important bases of good business letters. What you write should be free from grammatical blemishes, and also free from the slightest possibility of being misunderstood. There are certain essential qualities of business letters, which can be summed up in the Six Cs, as (1) Clearness, (2) Conciseness, (3) Courtesy, (4) Consideration, (5) Correctness, (6) Completeness.
(1) Clearness
First of all, make sure that your letter is so clear that it cannot be misunderstood. An ambiguous point in a letter will cause trouble to both sides, and further exchange of letters for explanation will become inevitable and time-wasting. Next, when you are sure about what you want to say, say it in plain, simple words. Good, straightforward, and simple English is necessary for business letters. 

(2) Conciseness

Clearness and conciseness often go hand-in-hand and the elimination of wordy business jargon can help to make a letter clearer and more concise. 

A concise letter is not necessarily a short one. Sometimes, a letter dealing perhaps with a multiplicity of matters cannot avoid being long. If conciseness conflicts with courtesy, make a little sacrifice of conciseness. Generally speaking, you will gain clearness and conciseness by writing short sentences rather than long ones.
A letter can be made clearer, easier to read and more attractive to look at by careful paragraphing. A paragraph for each point is a good rule.

(3) Courtesy

It should hardly be necessary to stress the importance of courtesy in your correspondence. One of the most important things is promptness, which will please your customer who dislikes waiting for days before he gets a reply to his letter.

It is nearly always wrong to doubt a statement made in good faith by the other side and even worse to contradict it. Differences are bound to occur in business, but with diplomacy and tact they can be overcome and settled without ill will on either side.

(4) Consideration

Consideration is an important rule of good business writing. The letters you send out must create a good impression. Try to put yourself in his place to give consideration to his varied wishes, demands, interests and difficulties. Emphasize the “You” attitude rather than the “I” or “We” attitude. In your letter you should always keep in mind the person you are writing to, see things from his point of view, visualize him in his surroundings, and see his problems and difficulties and express your idea in terms of his experience. Find the best way to express your better understanding and present the message.

Compare the following pairs of sentences:
(a) You-attitude
Congratulations to you on your success. 

You earn a 2% discount for cash payment. 

(b) I/We-attitude 

I/We’d like to send my/our congratulations to you.

I/We allow you a 2% discount for cash payment.
Apparently, the “You” attitude is far better than the “I” or “we” attitude. 
(5) Correctness 
Correctness means not only proper expression with correct grammar, punctuation and spelling, but also appropriate tone, which is helpful to achieve the purpose. It is likely to convey the real message in a way that will not cause offense even if it is a complaint or an answer to such a letter. Business letters must have factual information, accurate figures and exact terms in particular, because they involve the rights, the duties and the interests of both sides, often as the base of all kinds of documents. Therefore, we should not understate nor overstate as understatement might lead to less confidence and hold up the trade development while overstatement would throw you in an awkward position.
(6) Completeness

A business letter is successful and functions well only when it contains all the necessary information. An outline helps for the letter to be full and complete. See to it that all the matters are discussed, and all questions are answered. Incompleteness is not only impolite but also leads to the recipient’s unfavorable impression towards your firm.

He may give up the deal if other firms provide him with all the information needed, or if he would not take the trouble inquiring once again.

As you work hard for completeness, keep the following guidelines in mind: Why do you write the letter? What are the facts supporting the reasons? Have you answered the questions asked?
2. Layout of a Business Letter

It has long been customary to set it out in the semi-indented style (Specimen Letter 1). Many people regard this as the most attractive one of all letter styles. The blocked style is liked because it is compact and tidy. This style appeals to most readers. Some people like the indented paragraphing and claim that it makes for easy reading, others dislike the indentations because they claim that it wastes the typist’s time. So the blocked style (Specimen Letter 2) has now come to be much more widely used than before.

The open style of punctuation in the inside name and address is often used with the modern letter style, but is not essential to it. Closed punctuation can also be used if preferred.

3. The Main Parts of a Business Letter 

The business letter consists of seven principle parts: (1) the letter-head, (2) the date, (3) the inside name and address, (4) the salutation, (5) the message, (6) the complimentary close, (7) the writer’s signature and official position.

(1) The Letter-head

The letter-head expresses a firm’s personality. It helps to form one’s impression of the writer’s firm. Styles vary considerably, but they all give similar information. Besides the name and address of the firm, the letter-head may include telephone numbers, telegraphic addresses, telegraphic codes, telex numbers, and the kind of business carried on.

(2) The Date

Always type the date in full, in the logical order of day, month, year. For example: 12th October, 20×× or 12 October 20××
For the day, either cardinal numbers (1, 2, 3, 4, etc.) or ordinal numbers (lst, 2nd, 3rd, 4th, etc.) can be used, for example:

1st March 20×× or 1 March 20××
3rd April 20×× or 3 April 20××
29th October 20×× or 29 October 20××
The day can also be written after the month, for example:

March 1st, 20××
October 29, 20××
In this way, a comma must be used between the day and the year.

To give the day in figures (e.g., 12/10/20××) is in bad taste, and it may easily cause confusion because this date would mean 12th October 20××in Britain, but it would mean 10th December 20×× in the United States and some other countries.
(3) The Inside Name and Address

The usual practice is to set out the name and address of one’s correspondent at the head of the letter, as in specimen letter 1 and specimen letter 2. However, in official (i.e., Government) correspondence, it is sometimes placed at the foot, in the bottom left-hand corner.

Where the appropriate head of department is known, address the letter to him by his official title, for example:
The Sales Manager

The Hercules Engineering Co., Ltd.

Brazennose Street

Manchester M60 8AS

England

When addressing a correspondent personally by name, take care to spell the name correctly.
English addresses may have the following parts (not all addresses have all the parts):

(a) Name of house.

(b) Number of house and name of street.
(c) Name of city or town.
(d) County or state and its postcode.
(e) Name of country.
To avoid ambiguity, when you write letters to other countries, always include the name of the country, even if the city mentioned is the country’s capital. Here is an example:

The Vice President

The Eagle Press Inc.

24 South Bank

Birmingham

Alabama

USA
In your correspondence, the use of Mr. and Messrs. as the courtesy titles is common. However, Messrs. (abbreviated from the French Messieurs) as the plural form of Mr. is used only for companies or firms, the names of which include a personal element, for example:

Messrs. J. Harvey & Co.

Messrs. MacDonald & Evans

(4) The Salutation

The salutation is the greeting with which every letter begins. The customary greeting in a business letter is “Dear Sir” or “Dear Sirs” (when a partnership is addressed). But the Americans usually use “Gentlemen” instead of “Dear Sirs”. Note that you cannot use “Sirs” alone and that “Gentlemen” cannot be used in the singular. In American letters a colon is always placed after the salutation, for example:

Dear Mr. White:

Quite often now companies are owned and/or managed by women, and it is more and more customary to use the greeting: “Dear Madam” or “Sir”, if the writer is not sure whether the letter will be read by a man or a woman.
(5) The Message

This forms the body of the letter and is the part that really matters. Before you begin to write, you must first of all consider the following two points:

(a) What is your aim of writing this letter?

(b) What is the best way to go about it?

Since the main purpose of the letter is to convey a message, the letter should be written in language that is easily understood. The following serves as reminders:

(a) Write simply, clearly, courteously, grammatically, and to the point.

(b) Paragraph correctly, confining each paragraph to one topic.
(c) Avoid stereotyped phrases and commercial jargon.

(6) The Complimentary Close

The complimentary close, like the salutation, is purely a matter of custom and a polite way of bringing a letter to a close. The expression used must suit the occasion. It must also match the salutation. The following salutations, with their matching closes, are the ones most commonly used in the modern business letters.
	Salutation
	Formal
	Less Formal
	Informal

	
	Dear Sir or Madam,
	Dear Mr. Smith,
	Dear Smith,

	
	Dear Sirs,
	Dear Ms. Smith,
	Dear Mary,

	
	Gentlemen:
	Dear Mr. Green,
	Dear Tom,

	Complimentary Close
	Yours faithfully,
	Yours sincerely,
	Sincerely,

	
	Faithfully yours,
	Sincerely yours,
	Cordially,

	
	Truly yours,
	Cordially yours,
	Best regards,


(7) The Writer’s Signature and Official Position
The signature area mainly consists of the addresser’s signature, the typed name of him immediately below the complimentary close. It is written in ink immediately below the comp- limentary close. To “sign” with a rubber stamp is a form of discourtesy. For example:

Yours truly,

Frank W. Weston

Frank W. Weston

General Manager

Grand Resources Import & Export Co. Ltd.
4. Miscellaneous Matters

(1) Attention Line

An “attention line” leads the letter to a particular person or department when the letter is addressed to a company. It is usually typed two lines above the salutation, or underlined, and centered over the body of the letter, as shown below:

Western Utilities, Inc.

817 West Main Street

Denver, Colorado 80061
Attention: Import Dept.
Dear Mr. Green,
…
Or 

Western Utilities, Inc.

817 West Main Street

Denver, Colorado 80061
           For the attention of Import Dept.
Dear Mr. Green:

(2) Subject Heading
The subject heading is regarded as a part of the body of a business letter. Usually it is in the upper case or initial capitals underlined. It is centered over the body of the letter except with the fully-blocked letter-style, and placed two lines below the salutation to call attention to what content the letter is about.

Dear Sir,

Subject: Your Order No. 1234

Or

Dear Sir,

SUBJECT: YOUR ORDER NO. 1234

Or

Dear Sir, 

                Subject: Your Orde No. 1234
(3) Reference
Reference numbers and letters enable replies to be linked with earlier correspondence and ensure that they reach the right person or department without delay. Many letter headings provide space for references. It may include a file number, departmental code or the initials of the signer of the letter to be followed by the typist initials. When giving the reference of a previous letter, to which the present letter is a reply, one should give the date of the earlier letter. Typical references might therefore be:

Your ref. 23 TMR/AW/26 May 20××
Our ref. 23HW/CONTRACT

(4) Enclosure

An enclosure notation should be added to the business letter, when such documents as brochures, catalogues, price lists, sales terms and conditions, etc. are attached to the letter. The enclosure notation follows two lines after the signature block. Type the word “Enclosure”, or its abbreviation written as “Enc.” or “Encl.” with the number of enclosures or with a reference of their nature. Thus, a typical enclosure might be:

Enclosures 2

1. Price List

2. Sales Confirmation

(5) Carbon Copy Notation

Carbon copy notation is used when copies of the letter are sent to others. Type “CC” or “cc” with the names of the persons who will receive the copies of the letter, usually positioned two lines below the signature block at the left margin. For example:

(a) C C: The Bank of China

(b) Copies to: Directors

(c) CC to: CEO

(d) Copy to: Sales Manager

(6) Postscript

When you find something forgotten to be included in the letter body before the envelope is to be sealed up, you may state it in a postscript with a simple signature again. The adding of a P.S. should, however, be avoided as far as possible, since it may suggest you failed to plan your letter well before you wrote or dictated it. Sometimes it is not you really forget something, just you want to give the attention of the reader. If you forget to mention something important in the body of the letter, rewrite the letter instead of using the afterthought. 

If unavoidable, write the P.S. two lines below any other notations, and flush with the left margin. For example:

P.S. The catalogue will be sent to you tomorrow.

5. How to Address an Envelope

Envelope addressing calls for accuracy, legibility and good appearance. The envelope paper used should be the same in quality as the paper for letter and memo sheets. Stationery, format and forms adopted in business correspondence reflect the personality of a firm. Letterheads and envelopes should be imprinted with the same address and logo. 

The address on the envelope and the inside address on the letter should be in the same style. It can be written in the indented style or blocked style. Block layout is mainly used in superscription. It is required in typing the envelopes together with open punctuation. Business stationery usually has the return address already printed in the upper left space of the envelope. The receiver’s name and address should be typed on the envelope half way down leaving enough room for the stamp and postmark, and one third or one half in from the left of the envelope. Remarks of the post notation like “By Air Mail” or something like this should be placed in the bottom left-hand space. 

Items below can be written on the envelope:

(1) It can be written on the left bottom of the envelope to give the remarks of the post notation.

(a) Via Air Mail (Par Avion).

(b) Via Air Mail Registered.

(c) Registered.

(d) Express.

(e) Parcel Post.

(f) Printed Matter.

(g) Sample Post.

(2) Private or Confidential letters can be remarked on the left bottom of the envelope.

(a) Private.

(b) Personal.

(c) Confidential.

(3) The following meaning should be noticed.

(a) “Attention”, “Attention of” or “For the attention of” is used to express to whom the job should be done. For instance, “Attention (ATTN): Hardware Dept.”. 

(b) c/o, means “Care of ”.

(c) “Kind of …”, “Per Kindness of …”, “By Kindness of …” or “Through the Courtesy of…” means the person who transfers the letter. To give a letter by somebody, there’s no necessary to write the address. It only states the name of the person who transfers the letter. For example:

Mr. Charles Wood

Kindness of Mr. Wang Ming

It means Mr. Wang Ming transfers the letter to Mr. Charles Wood.


Specimen Letter 1  The Semi-indented Style

China National Import & Export Corporation, Limited
Cable address: CNIEC

Telephone No.: 123456

China National Import & Export co., Ltd.
Shanghai
China 

Our Ref.: BG/1569

Your Ref.: CT-W

                                                             January 24, 20××
United Textiles Ltd.

York House

Lawton Street

Liverpool, ML3 2LL

England

Dear Sirs/Madams,

We are very pleased to receive your enquiry of 15th January and enclose our illustrated catalogue and price list giving the details you ask for. Also we are sending you some samples by separate post and feel confident that when you have examined them you will agree that the goods are both excellent in quality and reasonable in price.

On regular purchases in quantities of not less than 100 dozen of individual items we would allow you a discount of 2%. Payment is to be made by irrevocable L/C at sight.

Because of their softness and durability, our all cotton bed-sheets and pillowcases are rapidly becoming popular and after studying our prices you will learn that we are finding it difficult to meet the demand. But if you place your order not later than the end of this month, we would ensure prompt shipment.

We invite your attention to our other products such as table cloth and table napkins, details of which you will find in the catalogue, and look forward to receiving your first order.

                               Yours sincerely,

                               China National Import & Export co., Ltd.

                               Zhang Hong

                               Manager

Enclosures 2

Illustrated Catalogue

Price List

Specimen Letter 2  The Blocked Style

Brownson, Clarke & Co., Ltd
                                                  Leadenhall Street

                                                  London E. C. 4

                                                  England

                                                  Date: 26th June, 20××
China National Import & Export Co., Ltd.

Qingdao
China

Dear Sirs/Madams:

L/C No.3179

In reply to your letter of 18th June, we wish to inform you that we have instructed our bank, the Midland Bank, to amend the above L/C by inserting the following clause:

“Invoice in quintuplicate to be certified by the China Council for the Promotion of International Trade” to replace “Invoice in quintuplicate to be certified by British Consul at your end” as originally stipulated in the subject L/C.

As the amendment was made by cable, you must have received it prior to the arrival of this letter.

We trust that everything is now in order and you will be able to ship the goods in the first half of next month. 

Should your goods prove to be satisfactory upon arrival are confident that further large orders will be placed.

We are looking forward to hearing from you about the shipment of the goods.

Yours sincerely,

Brownson, Clarke & Company

Manager
Notes

1. communication  n. 交流，通讯；通信

communicate  v. 沟通；联系；交流；表达

This communication is confidential．这是机密信件。

All communications with foreign countries had been stopped for 2 hours．与国外的联系已中断两个小时。

The manager communicates with his sales representative in Paris every day．这个经理每天都要与驻巴黎的销售代表通信。

2. clearness  n. 明晰，清楚 

3. courtesy  n. 礼貌

courtesy of  经由……提供；蒙……好意

by courtesy 礼貌起见

by courtesy of 蒙……的好意；由于……的作用

By extending the courtesy of a phone call to my clients, I was building a personal relationship with them. 通过给客户打电话这种有礼貌的行为，我渐渐地和他们建立起了私交。

4. ambiguous  adj. 含混不清的；模棱两可的
5. layout  n. 格式，布局；设计，安排

layout design布局设计

general layout 总体设计

page layout 页面布局

He tried to recall the layout of the farmhouse. 他试着回忆那农舍的布局。

6. indent  
(1) v. 缩行

(2) n. 缩进；凹痕；契约   

Indent the second line. 第二行行首留空格。

Obviously, being able to perform operations on blocks is useful, whether it is    indent/outdent, cut/copy/paste, or template. 很显然，分块执行操作会很有用，无论是缩进/突出、剪切/复制/粘贴，还是使用模板。

7. block  v. 齐头

blocked style 齐头格式 

indented style 缩进格式

semi-indented style 混合格式

8. salutation  n. 称呼

9. complimentary  adj. 问候的，称赞的；免费赠送的；祝贺的

10. cardinal number 基数 

ordinal number 序数

11. reference  
(1) n. 涉及，提及；参考；参考书目

(2) v. 参考
for reference 以供参考
The firm offered to give her a reference. 公司提出给她开一封推荐信。
The official at the American embassy asked me for two references. 美国大使馆的官员要我提供两名证明人。
with reference to=in reference to关于 
Please keep this sheet in a safe place for reference. 请把这张纸放在稳妥的地方以备查阅。

12. brochure  n. 宣传手册

13. catalogue  n. 目录；一览表

14. copy to  抄至……

15. postscript  n. 附言

16. superscription  n. 书写在某物外面的文字，如信封上的地址。

17. c/o(care of)  used when addressing letters to mean “at the address of ” 由……转交

18. Esq. (Esquire)  n. 先生

19. enclose  v. 把……封入，把……附在信中

We enclose herewith a price list and the latest catalog. 随信附上价格单和最新的产品   目录。

20. order  v. & n. 订单；订购

The city is going to place an order for one hundred and eighty-eight buses. 这个城市将下单订购188辆公交车。

Exercises

I. Answer the following questions.

1. How many principal parts is a business letter composed of ? What are they?

2. What are the principles of writing business letters?

3. What are the two layouts of a business letter?

4. What is the position of the receiver’s address on an envelope?

5. What is the position of the writer’s address on an envelope?

6. What is the P.S.?

II. Write a letter using the items given below, inserting the necessary capitals and punctuation.

1. Heilongjiang Textiles Import & Export Company, No.54, Youyi Road, Harbin, China

2. The New Century Trading Co., Ltd., P.O. Box No. 323, Lagos, Nigeria

3. September 5, 20××
4. Dear Sirs

5. Your ref.: WC323/20××
6. Our ref.: FH3/20××
7. Yours faithfully

8. Manager, Li Hong

III. Address an envelope in blocked style using the following names and addresses.

1. The sender: Mr. Zhang Guang, China National Chemical Corporation, No.62 West Beisihuan Road, Haidian District, Beijing, China

2. The receiver: Mr. Albert Woodrow, Managing Director, Horizon Stationery Corporation, Melbourne, Australia
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Unit 1 补充练习
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Unit 1 补充练习答案
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Unit 1 练习答案


Unit 2  Establishment of    
          Business Relations
【学习要点和目标】

通过本单元的学习，了解与新客户建立业务关系的重要性，以及如何获得对方的信息，掌握撰写此类信函的方法和词汇。

Lead-in 

In order to open up a market to sell or buy something from the other firms or maintain or expand business activities, establishing business relations is the first step in a transaction in foreign trade.

Writing letters to new customers for the establishment of relations is a common practice in business communications. First, you must find out whom you are going to deal with. Anyway, to establish business relations with prospective dealers is very important, especially for some newly established firms. So, before you correspond with them you’d better do some credit investigations such as financial conditions, business activities, honesty integrity and so on.

At the same time, you should pay more attention to those old customers. Be sure not to leave them out.

There are several channels through which you can obtain the desired names and addresses of the firms to be dealt with.

1. Banks.

2. Chambers of Commerce in foreign countries.
3. Trade Directory.

4. Chinese Commercial Counsellor’s Office in foreign countries.

5. Business Houses of the same trade, etc.

6. Advertisements.

7. Exhibitions and Trade Fairs.

After obtaining the information from any of the sources mentioned above you can write “First Letter” or “Circulars” to the other party.

Generally speaking, this kind of letter begins by telling the addressee how you obtained his name and address. Then express your desire to establish business relations with him and give information about your intention, your firm’s business scope and financial position and integrity. At the end of the letter you should express your expectation of cooperation and an early reply.

If you are interested in buying some products, you may ask for samples, price-lists, catalogues or other reference materials. No matter what you are interested in buying or selling, your letter should be written politely, simply, clearly and concisely.

The first impression matters very much. Be positive to follow the standard format and try best to avoid making mistakes. Be sure to answer in full without the least delay after you receive any letter of this nature. Only in this way can you create goodwill and leave a good impression on the reader.

Notes

1. establish business relations with 与……建立业务关系

restore/cement/preserve/improve/promote/enlarge/interrupt/speed up business relations with 与……恢复/巩固/保持/改善/促进/扩大/中断/加快业务关系

  Specimen Letter 1  Asking for Establishing Business 
                    Relations

China Textiles Import & Export Co., Ltd.
                            September 30, 20××
African Trading Company Ltd.

276 Whirlpool Road

Accra
Ghana

Dear Sirs,  

Having learnt your name and address through the Commercial Counsellor’s Office of our Embassy, we avail ourselves of this opportunity to write to you and see if we can establish business relations with you.  

We are a state-owned import and export company specializing in cotton products such as tablecloths, and in a position to accept orders according to customers’ samples, specifying designs, specifications and packaging requirements. We are also prepared to accept orders for goods with customers’ own trademarks or brand names. 
In order to give you a rough idea of our various cotton tablecloths, we are airmailing you under separate cover a copy of these items. Please let us know as soon as possible if you have any interest. We shall be glad to send quotations and samples upon receipt of your concrete enquiries. 

We await your early reply.                               

                                             Yours truly,         

                                         Liu Yun

                                         Manager: Liu Yun

                                         China Textiles Import & Export Co., Ltd.
Notes

1. avail ourselves of this opportunity 我们利用这次机会

2. state-owned 国有的

3. specialize  v. 专门从事

to be specialized in 专门经营 
We are specialized in a variety of silk piece goods. 我们专门经营各种丝绸品。 

A university professor who specializes in the history of the Russian empire. 一位专门研究沙俄历史的大学教授。

4. in a position to = be able to  可以做

5. specification  n. 规格
6. packaging  n. 包装

7. trademark  n. 商标

8. brand name  n. 品牌

9. under separate cover = by separate mail 另邮，另寄
10. quotation  n. 报价

quotation sheet 报价单

price quotation 报价；价目

Get several written quotations and check exactly what’s included in the cost. 弄几份书面报价来，并查清楚成本中包含哪些内容。

11. concrete  adj. definite; positive 明确的，确定的

12. enquiry  n. an instance of questioning 询问；询盘

We’re very interested in some of your products. Here is an enquiry sheet we’ve drawn up. 我们对你们的一些产品很感兴趣，这是我们拟订的询价单。
   Specimen Letter 2  Asking for Establishing Business 
                     Relations
China National Chemicals Import & Export Corp.
                             Shanghai China

                                                                     Telegram Address:  CNCIEC Shanghai

                                          Telephone No.:  …
                                          Telex No.:  …                                          Fax.: (021) …
November 15, 20××
Messrs Wallace Kimber & Co.

40 Nsukka Road

P. O. Box 57183

Accra

Ghana
Dear Sirs,
We have your name and address from the Commercial Counsellor’s Office of the Chinese Embassy in Ghana. We wish to inform you that we specialize in both industrial and pharmaceutical chemicals, and shall be pleased to enter into trade relations with you.

To give you a general idea of our products, we enclose a complete set of leaflets showing various products being handled by this cooperation with detailed specifications and means of packing. Quotations and samples will be sent upon receipt of your specific enquiries.

Business between us will be concluded on the basis of shipping quality and weight, while testing and inspection will be made by the Shanghai Commodity Inspection Bureau prior to shipment. Necessary certificates in regard to the quality and quantity of the shipment will, of course, be provided.
We look forward to your early reply with much interest.

Yours sincerely, 

(signature)

Manager

China National Chemicals Import & Export Corp.

Notes

1. specialize  v. 专门从事

specialize in  专门研究 

2. pharmaceutical  adj. 药物的 

3. to enter into/start upon/begin to take part in  开始，建立，达成

to enter into business relations = to establish business relations  建立业务关系

4. a complete set of  一整套的，全套的

5. leaflet  n. 散页印刷品，小册子
6. specification  n. 规格

7. sample  n. 样品

8. bureau  n. 局

9. certificate  n. 证明书

  Specimen Letter 3  Asking for Establishing Business 
                    Relations

Dear Sirs,

We are writing to you at the suggestion of our bankers, the Chartered Bank of Australia. We take the liberty to introduce ourselves as exporters of ox hide, which we have been exporting to Europe and Japan.

We are specialized in the above business and recall that many years ago, considerable business was done with your country on such items. Now that the diplomatic relation between our two countries has been established, we are desirous of establishing direct business relations with your corporation, knowing that you are the buyer of Australian ox hides.

We shall be grateful if you will let us know whether you are interested in the above hides. If so, please advise us of the quantity required.
                                                   Yours faithfully, 

                                                   (Signature)

Notes

1. take the liberty to do… / to venture to do… 冒昧做……
I should take the liberty of putting forward a new proposal. 我冒昧提个建议。

2. be desirous of doing… / to be desirous to do…  渴望做……     

We are desirous of being able to get the business done at a lower price. 我们渴望能以较低的价格达成此项交易。

3. We shall be grateful if… 如果……我们将非常感激。
4. to advise sb. of sth. / to inform sb. of sth. 通知、告知某人某事
常用句型还有：

to advise sb. that-clause; to inform sb. that-clause

to advise sb. sth.; to inform sb. sth.

Please advise us (of) the name of the steamer. 请告知我方船名。

Please advise us what quantity you can supply a year. 请告知你方一年能供货的数量。

We were informed that the shipment had arrived and been found satisfactory. 我们被告知船已到达，并且货物完好。

Please inform us the date of sailing and the name of the steamer. 请告知起航日期和   船名。

We are informed by the local shipping company that 10 parcels of the goods are missing during transit. 我们从当地船公司获知在运输途中货物丢失10包。

to instruct sb. to do sth. 通知、指示某人做……

We have instructed our bank to open an confirmed irrevocable letter of credit. 我方已指示银行开立保兑的、不可撤销的信用证。

Specimen Letter 4  Reply to a Letter of Establishing 
       Business Relations

China National Import & Export Corp.
                           Shanghai China

                                          Telegram Address: CNIEC Shanghai

                                          Telephone No.:  ...

                                          Telex No.:  …
                                          Fax.: (021)…
Your ref.: JM/MD
                                                             December 9, 20××
Messrs Ribera Y Cio

Avenida Yucatan 56

MEXICO CITY

Mexico
Dear Sirs,

With reference to your letter of December 2, 20××, we are glad to learn that you wish to enter into trade relations with this corporation in the line of canned goods.

In compliance with your request, we are sending you by air a catalogue together with a range of pamphlets for your reference.

If any of the items listed in the catalogue meets your interest, please let us have your specific enquiry, and our quotation will be forwarded without delay.

In the meantime, you are requested to furnish us with the name of your bank prior to the conclusion of the first transaction between us.
                                    Yours sincerely,

                                    (Signature)

                                    China National Import & Export Corp.

Notes

1. in compliance with / in accordance with (U.S.A. to) / in line with / according to / to conform to / to comply with与……相一致，按照，遵照

In compliance with your wishes, we are sending you herewith the required proforma invoice. 按照你方的要求，我们给您邮寄了形式发票。

2. catalogue  
(1) n. 目录，a complete list of articles, usually in alphabetical order, or under special headings, and often with descriptions of the articles 

(2) v. 编目录，make a catalogue / compile a catalogue 

3. pamphlet  n. 小册子

4. prior to / before 在……之前

Specimen Letter 5  Reply to a Letter of Establishing 
       Business Relations

Dear Sirs,

We thank you for your letter of April 1, from which we note that you are desirous of establishing business relations with us. As we are always willing to do business on the basis of equality and mutual benefit with those who desire to trade with us, we welcome you too. 

Under separate cover, we are sending you a range of pamphlets to give you a general idea of our products. Please advise us of your specific requirements and we will make our offer promptly.

                                                       Yours faithfully,

                                                       (Signature)

Notes

1. on the basis of (equality and mutual benefit) 在(平等互利的)基础上

We do business with foreign businessmen on the basis of equality and mutual benefit.

我们与外商在平等互利的基础上做生意。

2. a range of pamphlets  一系列小册子

  Specimen Letter 6  Asking to Provide Sales Agency 
                    Service 

Dear Sirs,

We understand that you have no agent in China and we would like to offer services.

For the past ten years we have been selling various durable goods to wholesalers and large retailers in all the major cities of China, and have built up a considerable number of well-established connections showing excellent business results.

Until recently we were not in a position to look for additional lines, as we were concentrating our efforts on sales of these lines. However, we have now enough ability to expand our sales, and if you agree to grant us a sole agency we will devote full attention to establish your products on our market.

If you are interested in our proposal, we should be pleased to provide our bank and trade reference.

                                                           Yours faithfully,

                                                           (Signature)

Notes

1. durable  adj. 耐用的

2. wholesaler  n. 批发商

3. retailer  n. 零售商

4. considerable  adj. 可观的

5. expand sales  扩大销售　

6. sole agency  独家代理

7. proposal  n. 建议；提议；求婚

The president is to put forward new proposals for resolving the country’s constitutional crisis. 总统将提出解决国家宪法危机的新议案。

After a three-weekend courtship, Pam accepted Randy’s proposal of marriage. 经过3个周末的恋爱，帕姆接受了兰迪的求婚。

8. reference  证明书，证明人，参考

We note that you will supply references as they are quite necessary to us. 鉴于证明书的重要性，我方知悉你方将向我方提供该文件。

A market report will be sent to you for your reference. 我方将邮寄一份市场报告给您，供你方参考。

Their reference is the Bank of China. 他们的证明人是中国银行。

You may refer to our letter reference No.233 concerning your requirement. 关于你们的需求，你方可以参考我方参考号为233的信件。

  Specimen Letter 7  Try to Resume the Old Business 
                    Relations

Dear Sir,

In casting a retrospective glance through our accounts for the past year, we observe that we have not had any orders from you for quite a long time. 

Assuming that you are still in the market for the class of goods we handle, we would be grateful if you would inform us of the intentions and purposes of your imminent sales. If you have any comments or suggestions in respect of placing orders with us, please lay your case before us so that we may give it our careful study.

We presume that you may be interested to know that we have made a series of improvements in our products, both in workmanship and in packaging. Under separate cover, we will send you the latest samples you regularly ordered. You will find that they will meet your requirements just well and will induce you to resume and develop our friendly business connections. 

We look forward to receiving your positive response.

                                                       Very truly yours,

                                                       (Signature)

Notes

1. cast a…glance 看……一眼

2. retrospective  adj. 回顾

3. assume  vt. (在未证实前)假定；accept without verification or proof以为；take power or responsibility接受(权利、责任)

You assume his innocent before hearing the evidence against him. 在未听到对他不利的证言之前，你假定他是无罪的。

It is a misconception to assume that the two continents are similar. 假设这两块大陆类似是种错误的概念。

Mr. Cross will assume the role of CEO with a team of four directors. 克罗斯先生将担任由4位总监组成的团队的首席执行官一职。

4. We would be grateful if… 我们将非常感激……

5. imminent  adj. 逼近的，即将发生的

6. in respect of  关于，就……而言；涉及
7. place an order  下订单

8. lay your case before us  不吝向我方提出

9. give it our careful study  我方慎重研究

10. presume  v. 以为；认定，推测，假定

In Britain an accused man is presumed (to be) innocent until he is proved guilty.  在英国，被告在未证实有罪以前，仍被认作是无辜的。

I presume you’re here on business.  我想你是来这出差的吧。

“Had he been home all week?”  “他整个星期都在家吗？”
“I presume so.”  “我想是。”

11. induce sb. to do sth. = persuade or influence / lead or cause  诱导；促使(某人做某事)

12. resume  vt. 停止后续续；重新开始；恢复

After the war he resumed his duties at Wellesley College.  那场战争之后，他恢复了在韦尔斯利学院的任职。

13. positive / active / energetic / vigorous  adj. 积极的 

positive response 积极的答复

Useful Sentences

1. We avail ourselves of this opportunity to write to you and see if... 我们利用这次机会向您写信，看看是否能……

2. We are a state-owned import and export company specializing in... 我们是国营的进出口公司，专营……方面的业务。

3. Accept orders according to customers’ samples, specifying designs, specifications and packaging requirements. 接受根据客户的样品定做或有特殊的设计、规格和包装要求的订单。

4. In order to give you a rough idea of..., we are airmailing you a copy of... under separate cover 为了让您对……有一个大致的了解，我们正另空运寄给您……

5. We are willing to enter into business relations with your firm on the basis of equality and mutual benefit. 我们正准备与你公司在平等互利的基础上建立业务联系。

6. We have come to know the name of your corporation and have the pleasure of writing this letter to you in the hope of establishing business relations with you. 我们已获知您公司的名称，并且非常高兴写这封信，希望同你公司建立业务关系。

7. Your letter expressing the hope of entering into business connection with us has been received with thanks. 感谢您此前来信表示愿意与我方建立业务关系。

8. We owe your name and address to…through which we learn that you were seeking partners in China for selling your…products. 我们从……获知你公司的名称和地址，并得知你公司正在中国寻求……产品销售的合作伙伴。

9. We have been in the line of…for many years. 我们已从事……行业很多年了。

10. Our competitive prices, superior quality and efficiency have won confidence and goodwill among our business clients. 我们的产品价格具有竞争力，品质上乘，我们的工作效率也很高，这使我们在商业客户中赢得了信誉。

11. Our market survey informs us that you have a keen interest in the import of… 我们的市场调研显示您对进口我们的……产品非常感兴趣。

12. We are writing to you in the hope that we can open up business relations with your firm. 我们写信给您，希望与你公司开展贸易往来。

13. We shall be grateful if you will reply at an early date. 如果您能及早回复，我们将非常感激。

Letter-writing Guide

The steps and expressions to write a letter for establishing business relations are as follows. (建立业务关系的信函的写作步骤及常见表达方式如下。)

	Writing steps (写作步骤) 
	Examples of expressions (表达方式举例)

	1. 说明信息来源(告知对方你从何种渠道得知对方公司的情况)
	Your company has been kindly introduced to us by…
贵公司由……介绍给我们。

	
	We learn through/from…that… 我们通过……得知……

	
	We have your name and address from… 我们从……获知你公司的名称和地址。

	
	On the recommendation of… 由……推荐……

	2. 对你的公司做简单的介绍(例如公司的业务范 围等)
	We wish to introduce ourselves to you as a…
我们把自己作为……介绍给你们。


 

















续表

	2. 对你的公司做简单的介绍(例如公司的业务范围等)
	We have been in the line of…for many years. 我们从事……行业已经很 多年。

	
	We wish to inform you that we specialize in… 我们希望告知您我公司从事于……业务。

	
	…fall within our business activities. ……属于我们的经营范围。

	3. 表达写信目的
	We are willing to enter into business relations with you.

我们愿意和贵方建立业务关系。

	
	We express our desire to… 我方愿意……

	
	We are writing to you in the hope that we can open up business relations with your firm. 我们写信给贵公司，希望同你公司建立业务关系。

	
	We are desirous of… 我方愿意……

	4. 表达与对方合作及早日收到回复的愿望
	We look forward to receiving… 希望早日收到……

	
	Hope to receive… 希望收到……

	
	Your early reply is appreciated. 盼早回复。

	
	We are anticipating your answer. 盼早回复。


The steps and expressions to reply for establishing business relations are as follows. (回复建立业务关系的信函的写作步骤及常见表达方式如下。)

	Writing steps (写作步骤)
	Examples of expressions (表达方式举例)

	1. 感谢对方对你公司的 兴趣
	Your letter expressing the hope of establishing business connection with us has been received with thanks. 非常感谢你方关于愿意同我方建立业务关系的信。

	
	Thank you for your interest in…  感谢你们对……的兴趣。

	
	We note with pleasure from our Commercial Counsellor in…that you are interested in establishing business relations with us on the supply of… 

我们高兴地从驻……商务参赞处得知你方对供应……而与我方建立业务关系感兴趣。

	
	Your letter of August 8 has been received with thanks.

感谢贵方8月8日的来信。

	2. 表示愿意与对方建立业务关系
	Your wish of establishing business relations coincides with ours.

你们建立业务关系的愿望和我们不谋而合。

	
	This is also our desire. 这也是我们的愿望。

	
	We shall be very glad/pleased to enter into direct business relations with you.

我们将非常高兴与你们建立直接的业务关系。

	3. 下一步将要进行的工作
	We are sending you our catalogue and price list.

我们将给你方寄去我们的目录和价格表。

	
	We shall be glad to have your specific inquiry.

我们将很高兴得到你方的具体询价。


Exercises
I. Put the following English phrases into Chinese or Chinese phrases into English.

1. up to date  2. bottom/favorable price  3. have extensive connections with  

4. in the line of business  5. in compliance with  6. 另外邮寄  7. 在国外的商会  

8. 中国驻国外商务处  9. 同业商行  10. 贸易行名录  

II. Fill in the blanks of the following letter with the words given below, and change the form when necessary.

inform  establish  reputation  proposal  specialized  

opportunity  purpose  interest  owe  

Dear Sirs,

We   1   your name and address from ABC Company, who has   2   us that you are 
  3  in entering the market in China. We hope to   4   business relations with you for the 
  5   of marketing your products here.

We like to take this   6   to introduce ourselves as one of the leading companies in China mainly   7   in electronic products, with high   8   and reliable outlets.

To give you a general idea of our company, we are sending you separately a copy of our brochure. Any   9  concerning cooperation will be given our immediate consideration.

We are looking forward to your early reply.

                                                       Yours faithfully,    

                                                       (Signature)

III. Translate the following English into Chinese or Chinese into English.

1. Our company is one of the leading manufacturers of silk products in China, with the headquarter based in Beijing, China. 

2. Silk products fall within the scope of our business activities. 

3. Please send us your samples and the price list, as well as information about terms of payment and time of delivery.

4. Your prompt reply is highly appreciated. 

5. The firm enjoys the fullest respect and unquestionable confidence in the business world.

6. 我们很高兴与贵方建立直接的贸易关系。

7. 如能收到贵公司有关商品说明书，我们将不胜感激。

8.  对贵方所提供的任何资料，我们都予以保密。

9. 按照你方要求，我们附上一套小册子(说明书)连同价格单，供参考。若你方对所列商品感兴趣，请告知具体需求。我方收到询价后，将立即寄送报价单。

10. 为了使贵方对我们经营的产品有一个概念，兹附上一整套注有规格和包装要求的活页说明书。

IV．Writing practice.

Write a letter with the following hints.

1. 从中国驻美国使馆商务处得知贵公司。

2. 贵公司从事纺织业。

3. 我公司出口纺织品。希望建立业务关系，并附寄产品目录和价格单。
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Unit 2 补充练习
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Unit 2 补充练习答案
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Unit 2 练习答案


B/D Corp.


123 Third Avenue                                        (Stamp)


New York, NY10017                                     Registered


USA





                                 Mr. John Smith


                                 c/o the Sales Manager


                                 F & M Co., Ltd.


                                 2000 Edward Street, Birmingham


                                 United Kingdom


Confidential


By Air Mail











