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Chapter One

Basic Knowledge of Business Letter Writing

Introduction of Business Letter Writing

In today’s highly developed and toughly competitive society, communications between
individuals and groups are becoming increasingly frequent and important. It serves to pass on
information, to express ideas or to exchange feelings.

Generally speaking. the function of a business letter is to get or to convey business in-
formation, to make or to accept an offer, to deal with various businesses.

The business letter is the principal means used by a business firm to keep in touch with
its customers; customers form their impression on firms from the tone and quality of the let-
ters that sends out. Good quality paper and an attractive letterhead play their parts in this,
but they are less important than the messages they carry.

When we write a letter we enter into personal relationship with our readers. Like us he
has feelings and we cannot afford to disregard him. This is a necessary reminder because
many people who are warm and friendly by nature become reasons of quite another sort when
they sit down to write or dictate a business letter. They seem to think that business letters
call for a special kind of “business English”. They forget that they are “holding a conversa-
tion by post” and make us of impersonal constructions that produce a cold and aloof tone.
They prefer to write, “Your letter has been received” or “We are in receipt of your letter”
rather than “We have received your letter”, and “Your complaint is being looked into” rather
than “We are looking into your complaint ”. Then how to write effective business letter?

All business letters have two main functions. One is asking for and giving a reply to an
enquiry, offer, order or complaint. The other one is to keep a record of all the important
facts for ready reference. An effective business letter will say what the writer wants to say
clearly and simply. It should be precise, straightforward, relevant and action-centered. It
should also be written in a friendly, formal style using plain language. Thus, in order to
communicate effectively, you should ensure that the letters portray you as approachable, ca-
ring, effective and professional. In addition, you should be very familiar with the established
layout and practice of business letters. There are three styles of business communication;

the full blocked style, the indented style and the semi-blocked style. The fully-blocked style
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with open punctuation is the most popular method of display for business letters, because it
is considered to be businesslike, simple and professional.

The whole secret of good business letter writing is to write simply, in an easy and natu-
ral way — like one friendly man is talking to another, to make your letters then, sound as
much as possible like good conversation. You wouldn’t say on the phone “It is regretted that
the goods cannot be delivered today”. You would say “I am sorry we cannot deliver the
goods today”, so why not say it when you write a letter? In order to write a good and effec-
tive business letter we have to remember some important writing skills.

Requirements to writers. If a business letter wants to achieve its purpose, writers
should have;

(1) a good command of standard English.

(2) knowledge of business theories and practice.

(3) knowledge of technical terms.

(4) knowledge of psychology.

(5) skills in salesmanship.

The business letter can tell readers a lot about the writer and the writer’s company. A
business letter that is neat, easy to read, and presents a professional image will leave a good
impression on the reader. Such a letter helps the writer and will probably mean an earlier re-
ply. In today’s global market, the reader’s first impression often comes from the appearance
of the documents and the quality of the paper. So you should pay more attention to the paper
quality, the paper color, the paper size and margins. Firstly, never use paper that is too
flimsy. Secondly, white is the standard color for business purposes, although light colors
such as gray and ivory are sometimes used. Thirdly, the size of papers varies slightly from
country to country. In the United States, the standard paper size for business documents is
8.5 by 11 inches. The last but not least, the document is to be centered in the page, leaving
at least one-inch margins all around. We can use word-processing software to achieve the
balance by defining the format.

This chapter is intended to develop skills in writing good business letters. It contains
guidelines on developing personal writing style, using appropriate tone and composing effec-

tive communications in modern business language.

Layout of a Business Letter

There are several acceptable styles for business letter writing. The most popular forms
are full-block style, indented style, modified block style and semi-block style with indented
paragraphs.

1. Full-block Style

Every line in the full-block style begins at the left margin, and the open style of punctu-

ation has been adopted.
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(Letter head)

(Reference Number)

(Date)

(Inside Address)

(Salutation)

(Subject Line)

(Body)

(Closing)

For example:

GUANGZHOU ELECTRONICS PRODUCTS
IMPORT & EXPORT CORPORATION

11 Beijing Road » Guangzhou

People’s Republic of China

Tel. 3456182 Telex . 8371 Guelco Cable ; 2284

Ref. GEC 9667
June 21, 2024

Ocean Electronics Products Im port Corp.
130 Clifford Street
LONDON W 1, England

Dear Sirs,

Re. Chinese Electronics Products




004 SMERIBHE

We have obtained your name and address from the London Chamber of Commerce , who has
told us that you wish to im port electric goods manufactured in China.

We manufacture electric appliance of the kind illustrated in enclosed catalogue, which we
hope will be of interest to you. Also enclosed for your reference, is our latest price list.
Should you be interested in any of our product, please let us know and we will provide you
with a quotation. In the meantime, should you require any further information about either
our products or our corporation, please do not hesitate to let us know.

We look forward to hearing from you soon, and to the possibility of doing business with you

in the future.

Yours faithfully,
(Signature)

Liu Sheng-feng
Sales Manager

2. Indented Style

The main feature of this style is that each line of the “Inside Name and Address” should
be indented 2~3 spaces, and the first line of each paragraph should be indented 3~8 spaces,

L e
(Letterhead)
(Reference Number)
(Date)
(Inside Address)
(Salutation)
(Body)

(Closing)

For example:

Beijing Textiles Import & Export Corporation



Chapter One Basic Knowledge of Business Letter Writing 005

43 Tian An Men Street
Tel: 010-6683812 Telex: 3358711 Cable: 8898

January 30, 2024

Our ref. No -
Your ref. No ...

The Pakistan Trading Com pany ,
15, Broad Street ,
Karachi, Pakistan

Gentlemen ,

We learn from a friend in San Francisco that you are exporting Nylon Bed-sheets and
Pillow Cases. There is a steady demand here for the above-mentioned commodities of high
quality at moderate prices.

Will you please send us a copy of your catalog , with details of your prices and terms
of payment. We should find it most helpful if you could also supply samples of these
goods.

Yours very truly,

BEIJING TEXTILES
IMPORT & EXPORT CORP.
(Signature)

Zhang Daihua

General Manager
3. Modified Block Style

In this style, paragraphs are not indented. The “Date” “Complementary Close” and

“Signature” are aligned slightly past the center of the page.
For example:

MEMPHIS STATE UNIVERSITY
MEMPHIS., TENNESSEE 38452

December 18, 2024

Mr. Joe Claiborne
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Office Manager

Swallows Insurance Company
5983 Maplewood Cove
Memphis, TN 38117

Dear Mr. Claiborne,

Thank you for your interest in our products. In reply to your request, we enclose our il-
lustrated catalogue and a pricelist showing details of our products.

We look forward to hearing from you.

Yours sincerely,
XXX
(Signature)

Binford H. Peeples
Sales Manager

When you decide to adopt this style, I would recommend that the date and closing line
begin at the centre point of the page. They can also be backspace from the right margin, but
some people find this method rather time consuming.

As you may have noticed by now, there is no precise answer as to the best letter style;
it is purely a case of personal preference. Each organization chooses its own style, and its

employees should follow it.

4. Semi-block Style with Indented Paragraphs

This style is similar to the modified block style with one exception: the first sentence of
each paragraph is indented 3~6 spaces.

For example:

GUANGZHOU ELECTRONICS PRODUCTS
IMPORT&. EXPORT CORPORATION

11 Beijing Road Guangzhou PR China

Tel. 3451672  Telex: 8793 Guelco Cable. 1414

June 26, 2024

Your ref: TBL/xm
Our ref : GEC 9556
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MR. JB. Lewis,
Superlus Electronics Litd ,
33 Bedford Square ,

UK.

Dear Mr. Lewis,

Your letter of May 22 enquiring about the possibility of im porting Chinese — made e-
lectronics goods into the United Kingdom , has been passed on to us by the Ministry of for-
eign Economic Relations and Trade in Beijing.

We are a state enterprise, and keen to expand our foreign trade. As yet, we have no
business contacts in the United Kingdom , and would be pleased to consider any business pro-
posals you may have, we enclosed our latest illustrated catalogue together with our latest
price lists and terms and conditions o f sales for your information, and shall be pleased to
deal with any specific enquiries you may have concerning any of our products.

Should you require any further details about any of the above-mentioned points, please
do not hesitate to contact us.

We look forward to hearing from you in the near future.

Yours Sincerely ,
(Signature)
Wang Qinghe
Export Manager
Encls. as stated

Comments

The above letters are definitely good and decent examples for learners to understand the
special formats of business letters. By learning the above letters, we can recognize the basic
elements: letterhead, reference number, date, inside address, attention line, salutation,
subject line, body, complimentary close, signature,etc. The authors of the above letters ex-
press themselves very clearly, so that the readers can understand their meaning. Other than
that, the purpose of the letters can be well demonstrated by means of applying appropriate
words in correct sentence structures. All in all, good, straightforward and simple languages

are indispensible elements for perfect business letters,

Structure of Business Letter

The basic structure of a business letter
— Heading/Letterhead ({Z3%)

— Ref. NO. (&34i%)

— Date( HED
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— Inside Name and Address({Z N £ FrAIHLHE)
— Salutation(FRIFE)

— Subject Line(ZE i #58)

— Body of the Letter(f§f{1E30)

— Complimentary Close(%5 BA{E)

— Signature(%&4%)

— Enclosure Notation(fff{4)

— Carbon Copy(#/i%)

— Postscript(fif 5)

1. Letterhead

Letterhead, as the first and most obvious part of a company’s business letter, has two
functions: to identify where the letter comes from, and to form one’s impression of the
writer’s company. A printed letterhead usually contains the writer’'s company name, ad-
dress, postcode, telephone number and telex number, and fax address, etc. The printed let-
terhead is usually artistically designed and printed in the center or on the left margin at the
top of the page.

(1) Richard Thomas Co. , Lid.

246 Victoria Street
London E. C. 4, England
Tel. . 01-2377-252 Telex: 9776645
Cable Add. : WEAVEWELL, London
(2) Oversea Trading Corporation
24 Park Avenue
New York , New York 26789
Tel. . 225-2780 Cable Add. : EASTSEA Telex . 222711
When writing on blank paper, only the address should be at the right margin.

2. Date and Reference Number

(1) Date

Every letter should be dated — never sending out a letter without a date. The position
of the date below the letterhead (either on the right or on the left) depends on the style you
decide to use.

Now there are different ways of writing the date:

August 10, 2024 (British form)

10th August , 2024 (American form)

It is unwise to abbreviate the name of the month nor show the date in figures like 10/8/
2024 or 8/10/2024 as this may cause some confusions, this is because the British and the
American do not read the day and the month in the same order. If you are giving informa-

tion, such as shipping or delivery or appointment date, it is vital that the date should be cor-
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rect, so it is better to write it out in full.

(2) Reference Number

The reference number is generally used as a useful indication for filing, so it must be
seen easily. It is often placed two lines below the letterhead. In some incoming letters you
may find it at the end of the letter on left margin, two lines below the signature.

It may consist of a number and/or the initials of the person sending the letter and the in-
itials of the person typing the letter. So, if John’s initials will come first, in capital letters,
then a bar, then Louise’s initials in small letter. The former should be in capital form, while
the latter will be in small form. If Louise Brown sends and types the letter, the reference
will be LB/1b. The reference number is set out like this: 386 JS/1b or JS /1b 386. Sometime
the number will be used, like 386 JS/1b or JS/1b 386.

The reference number of the letter under reply should also be included, if any, as it
serves as a guideline for filing by the recipient. So, if George Williams sent a letter to John
Smith, typed by the Grade Peters, the reference on John Smith’s reply would like this:

A. Our ref: 515 GW/gp (in an incoming letter)

B. Your ref: 386 JS/Ib

3. Inside Name & Address and Salutation

(1) The Inside Name &. Address

The name and address of the receiver is typed at the left-hand margin at least two lines
below the date. It appears exactly the same way as on the envelope, in single spacing, with
the town in capital letters. It is important to include it in order to facilitate mechanical mail
sorting.

When the receiver is a company, the inside name and address should be written as the
following:

@O The Space Engineering Co. , Ltd.

32, Duke Street
LONDON N. W. 4
England

“Messrs. ” is the plural of “Mr. ”, and is used only when the firm is named after one or
more persons, e. g. “James, Smith Co.”, “Brown & White Brows”, etc.

When the receiver is an individual in the company, the person’s name should be prece-
ded by the courtesy title Mr. , Mrs. , Miss or Ms.. If you are not sure whether or not the
woman to whom you are writing is married, use Ms. . This title is now perfectly acceptable,
especially in view of the fact that many career women prefer it.

Sometimes, his or her position — Director, Manager, etc. is given in addition to the
company's address thus:

@ Ms. Brown Dawvis

Sales Manager
The Davis Shoe Co. , Ltd.
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462 Piccadilly
LONDON , WIN CBE
UK
If the letter is addressed to the company but directed to the attention of an individual,
the inside address is written thus:
® Richard Thomas Corporation.
150 Gower Street
LONDON W, 1.
England
Attn: Mr. John Smith. The Sales Manager
(ATTN= ATTENTION = for the attention of)
(2) The Salutation
A business letter should always begin with “Dear ... ”. It should be typed two lines below
the address, and should match the name on the envelope and the address. Although the
whole name should not be written, e. g. if the person you are writing to is William T.
Holmes, his name on the envelope and address will be typed exactly in that way. However
you do not write the salutation as “Dear William T. Holmes”. You may write either “Dear
Mr. Holmes” if you don’t know him very well, or “Dear William” if you do know him. If
you haven’t been able to discover the name of the person to whom you are writing and you
know only the person is a man or a woman, write “Dear Sir” or “Dear Madam”. If you are

addressing your letter to the company as a whole, write “Dear Sirs” or “Gentlemen”.
4. Attention and Subject Line

This comes two lines below the salutation, either beginning at the left margin or in the
centre, depending on the style you are using. The subject line helps the reader to obtain
quickly the gist of the letter. It is specially useful if two companies have a lot of correspon-
dence with each other on a variety of subjects, as it is immediately tells what the letter is
about. It is also useful as a guide for filing. It can begin with or without “Re:” or “Sub-
ject:”, but should always denote what the letter is about.

@ Re: Sewing Machines

® Subject : Our Contract No. 2345. Your L./C No. 3456

@ Sewing Machines

5. The body of the letter

The body of a business letter should begin two lines below the subject line, if any, or at
least two lines below the salutation if there is no subject line. Business letters should be
typed by using single spacing, and two spaces should be left between each paragraph. Do not
vary the spacing between paragraphs in order to make sure that your letter is nicely balanced
on the pages. Instead, vary the spacing between letterhead and reference number, date and

inside address, inside address and salutation, the last line of the body of the letter and com-
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plimentary close, complimentary close and typewritten name.

It contains the opening sentence(Jf3ki#), the actual message of the letter, and the clos-
ing sentence(%5#1#%). The body of the letter should be carefully planned and paragraphed,
with the first paragraph referring to previous correspondence and the last paragraph to future
actions or plans, and with only one topic in each paragraph.

When writing the message, it is very important to have the principles of good communi-
cation in mind and avoid stereotyped phrases and commercial jargon.

The first sentence, sometimes even the first paragraph, is called the “opening sen-
tence”. There is no setting rules to follow in writing the opening sentence. When replying a
letter, its day and reference number should be mentioned as the following:

@ Thank you for your letter 234 GW /gp of September 18 ...

®@ Many thanks for your letter about ...

® I must apologize for my delay in answering your kind letter.

@ In reply to your letter of July 2 ...

® So much has happened since 1 received your last letter ...

When writing (not replying) a letter to a company, a clear, straightforward sentence
should be used to indicate immediately what the letter is about;

@ I have the pleasure to tell you that -..

©@ We have begun a new system of manufacture which we feel may be of interest to
VOU -

® You were recommended to our com pany by the Bank of China New York Branch and
we wish to ...

The closing sentence is a simple sentence, which stands as a paragraph by itself and
brings the letter to a polite close, and is used to sum up the message and to suggest the
writer’s requirements to the receiver. If, for example, you are trying to get the receiver to
do something for you or buy something from you, you may say “We look forward to hearing
from you soon”. If you are giving someone information about something you hope they will
buy for you, you can say “Please do not hesitate to contact us should you require any further
information”, but if you are asking them to send you some information, you wouldn’t say
this. Instead you could say “We would be grateful if you could send us this information as
possible ”. Here are other possible ways of ending a letter:

@ If you need further details (particulars, information), please let us know.

@ Any other particulars required 1 should be pleased to give you.

® Should there be anything else we can do for you, please let us know.

@ We thank you for this order and hope to receive your repeat orders.

® Any early reply would be highly appreciated.

® Thank you for your interest in our com pany (products).

@D Any further information you can provide will be appreciated.

We would be very grateful if you would give this matter your earliest attention.

© We look forward to hearing from you soon.
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A0 We look forward to your confirmation at your earliest convenience.

O We await your good news.

With the exception of sales letters, business letters are usually one page long, but
sometimes it is impossible to write the entire letter on one sheet of paper. A second or con-
tinuation sheet must be used in this case. When using the second or continuation sheets,
plain paper of the same quality, size and color as the first page must be used and typed with
a second-page heading to show:

@ the number of the sheet.

@ the name of your correspondent.

@ the date of the letter.
6. Complimentary Close and Signature

(1) Complimentary Close

The complimentary close is merely a polite way of ending a letter. It is placed two or
four lines below the last line of the body of the letter. It should match the salutation. If you
are writing a very formal letter which begin “Dear Sirs”, you should end it with “Yours
faithfully”. “Yours sincerely” is now a generally accepted ending to any business letter,
“Yours truly” is also widely used. “Cordially” may be used when it is desired to show per-
sonal or business friendship. You may also end with “Best regards” or “Best wishes” if you

know the person very well. The most commonly used sets of salutation and complimentary

close are:
Salutation
Relationship Closing Comment
Male Female
Yours faithfully, |Formal — very commonly used in
. Madam, . o
Dear Sir(s), Faithfully yours, |Britain
Not known ) Dear Madam, . .
Gentlemen, Yours truly, Very commonly used in America &
Dear Mesdames, .
Truly yours, Canada
. . Yours sincerely,
Kno Mr. Smith, Mrs. Smith, S Iy vo Informal — used between persons
nown . . incere urs,
Dear Mr. Smith, |Dear Mrs. Smith, vy known to each other
Yours truly,
Yours ever,
Familiar Dear John, Dear Alice, (With) Best,
Wishes,

(2) The Signature

All letters must be signed. Unsigned letters have no authority. The letter should be
signed by the person who is sending it. A business letter is singed in different ways according
to the degree of responsibility assumed by the one who signs it. If the letter is signed by one
who can write on his own responsibility, only the personal name and title are required. If it
is signed by one who has authority to sign for the organization or department, but does not

have responsibility to act on his own, the name of the organization appears first, followed by
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the person’s signature with or without the name of the department. A letter should be signed
by hand, and in ink, and followed by the person’s name typed so that the name is legible to
the reader — sometimes people’s handwritten signatures can be very difficult to read, then
followed by his job title or position.
@O An official signing for his company:
Yours faithfully ,
THE OVERSEAS CO. , LTD.
(Signature)
W. Black
General Manager
@ A partner signing for his firm:
Yours truly,
For THAMES BANK METAL CO.
(Signature)
Jackson Brown

@ An employee with special authority to sign:

Yours faithfully,
Per Pro HOPKINS, WRIGHT&-CO.
(Signature)
J. Bell
@ An employee without special authority to sign:
Yours faithfully,
For Sales Manager
(Signature)
R. Hopkins

® Individual signing on one’s own behalf;
A. Sincerely yours,
(Signature)
Harry Brown
B.  Sincerely yours,
(Signature)
(Miss) Mary Green
(or Mrs. ) Mary Green

7. Special Notations

(1) Enclosure Notation

If any documents, catalogues, price lists, etc. , are sent with a letter, it is necessary to add
“Enclosure” or its abbreviation “Enc. ”, at least two lines below the “Signature” at the left margin,
or two lines below the reference initials to facilitate checking up on sealing and opening the envelope

and for record purpose. The marking may be in any of the following ways:
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@ Enclosures (3)

® Encl. 3 catalogues

® Enc. 1 invoice

@ Encls: as stated

(2) Carbon Copy

Carbon Copy is usually abbreviated to C. C or CC. Copies of letters are sometimes given
to relevant people who you may have more than one person dealing with sales to a particular
customer — in this case all the people dealing with sales to that customer should get a copy
of any correspondence sent. Carbon Copy means the letter are sent to some other person,
abbreviation as C. C. , typed two line below the enclosure. If there is no enclosure, type it
two lines below the signature.

Sometimes, people distribute “blind” copies within their company — which means that
they give someone a copy of the letter, but do not indicate this fact on the letter itself or this
fact is specified on the copy only by the abbreviation “bec” and the recipient’s name,

(3) Postscript

Postscript is a common feature in personal letters, but tends not to be used so much in
business letters. If you wish to either draw someone’s attention or clarify a point, use “NB”,
This may either be used in the body of a letter immediately after the point has been made.

Please pay attention to the fact that never use “NB” or “PS” just because you forget to
include something in the body of the letter. When you realize you have forgotten to include
something, the whole letter should be retyped.

In business letters,a postscript is used only as a device to draw the reader’s attention to
a point that the writer wants to emphasize, which is wither deliberately left out from the
body of the letter for presentation as a PS or repeated in it’s mentioned above. For example;

Yours faithfully,

The OVERSEA CO. , LTD.

Jackson Brown

Sales Agent

Enc. as stated

c.c. Mr. Henry Brown-EIE Co. (Sales Manager)

P.S. I'm going to see you at the Chinese Export Corporation. J.B.

Addressing Envelopes

The address on the envelope must be correct, legible, and placed in the appropriate lo-
cation. Very often the envelopes have the return address printed in the upper left corner.
The address of the receiver on the envelope should be typed about half way down the enve-
lope. And the address of the sender’s should be placed at the left corner above the envelope.
Remember to use the correspondent’s full address, including the post town followed by the

county name and postcode. Don’t use “No. ” before street numbers, but include it when
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using a post office Box Number, thus: “P. O. Box NO” Type words such as “Street”,
“Road”, and “Avenue” in full. The postmark or stamps should be placed in the up right-
hand corner, while the bottom left-hand corner is for port notations such as “Confidential”,

“Street”, “Printed Matter”, etc.

1. Block style

Oversea Trading Co.
24 Park Street Stamp
LONDON EC4
England

Hunan Foreign Trading Corp.
32 Wuyi Road
Changsha, Hunan, China
Via Air Mail

2. Indented style

Hunan Foreign Trading Corp.

32 Wuyi Road Stamp
Changsha s Hunan, China

Oversea Trading CO. ,

24 Park Street

LONDON EC4

England

Registered

You may sometimes have to write to someone who is only temporarily at a certain com-
pany and who will then return to his original address. While he is in his temporary position,

you should write to him “care of” (c¢/0) the company he is staying with.

Oversea Trading Co.
24 Park Street Stamp
London EC4
England

M. John Smith
C/o Hunan Foreign Trading Corp.
Changsha , Hunan , China

Urgent
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If a letter is to be taken from you by someone to the addressee, write his name below
the addressee’s name with the following words in front of it: Politeness of (or By Kindness
of, Through the Courtesy of, Per Kindness of, Forwarded by, PER Favor of, By Favor of,
With Favor of, Favored by).

Oversea Trading Co.

Stamp

24 Park Street
London EC4
England

Mr. John Smith
Kindness of Mr. Zhang Ming

Private

Generally speaking, the address of the envelope should agree with the inside name and
address. It should be written in the following order.

Name

Title (position or department)

Company name

Street address

Town

County (or province)

Country

Post notations such as “Registered (3:5)”, “Confidential (% %), “Via Air Mail (JIif
23)”,“Sample of no value(FEfH) 7, “Private(GEJR) 7, “Urgent(24f)”, ete. should be placed

in the bottom left-hand corner. The following is a specimen of an envelope.

B/D Corp.
145 Fifth Avenue
Stamp
New York NY10023
U.S.A.
Myr. Green White
C/o China National Chartering Corp.
P.O. Box 592
Beijing
China
Con fidential

If you ask someone to take a letter to someone else for you, you should write as fol-

lows:
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Mr. J. W. Smith

By kindness of Mr. (Mrs. or Miss or Ms) ... or
Through the courtesy of Mr. (Mrs. or Miss or Ms) ...

Good Writing Principles

In writing business letters, we should always bear in mind the essential qualities of
them — the 7C’s: completeness, concreteness, Clearness, conciseness, courtesy, considera-

tion and correctness.
1. Completeness

A business letter is successful and functions well only when it contains all the necessary
information. When writing, we have to see to it that all the matters are discussed, and all
the questions are answered. Incompleteness is not only impolite, but also leads to the
recipient’s unfavorable impression toward your firm. Very often he would not like to take
the trouble inquiring once again.

Example(1)

A. (Poor) The goods can be delivered.

B. (Better) The goods can be delivered by June 14.

Example(2)

A. (Poor) We wish to inform that business has been done at $ 10 000 per ton.

B. (Better) We wish to inform you that business has been done at $ 10 000 per ton.

2. Concreteness

Business letters should avoid being too general. In general letters, everything seems to
be mentioned but actually few are fully expounded. The recipient has vague impression of
what you try to achieve, so he is at a loss how to react upon reading your message. Especial-
ly for letters calling for specific reply, such as offer, inquiring trade terms and etc. , con-
creteness is always stressed. The following guidelines can help us write concretely:

(1) Use specific facts and figures.

(2) Prefer active verbs to passive verbs or words in which action is hidden.

(3) Choose vivid, image-building words.

(4) Pay close attention to word orders, put modifiers in right place.

However, not on all occasions do the business letters try to be concrete and specific.
Sometimes vagueness is preferred. Sometimes for “strategic” consideration, the writer a-
voids to be too definite. For example, when we want to compare the qualities, prices, and
etc. of the products from different manufacturers, we may open tentative offers to several
producers. The offers we deliver are without engagement, they should not be too concrete,

but more flexible,
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Example(1)

A. (Poor) So that settlement can be made without delay, please finish the letters in ad-
vance of December 10.

B. (Better) Please finish your letters before December 10, so that settlement can be
made without delay.

Example(2)

A. (Poor) We wish to confirm our fax dispatched yesterday.

B. (Better) We confirm our fax of January 6.
3. Clearness

To make sure that your letter is so clear that it cannot be misunderstood. It is advisable
to write on — not above or below — the level of the reader’s understanding. To do these, we
should choose plain, simple, familiar, conversational, straight-forward words; aim at unity,
coherence and emphasis in your expression.

Compare the following two sentences:

Example(1)

A. (Poor) We have your remittance of January 30 in the amount of $ 300, and wish
at this time to thank you for it.

B. (Better) Thank you for your remittance of January 30 for $300.

Example(2)

A. (Poor) As to the steamers sailing from Hong Kong to San Francisco, we have bi-
monthly direct services.

B. (Better) We have semimonthly direct sailing every month from Hong Kong to San
Francisco.

C. (Better) We should have two direct sailing every month from Hong Kong to San
Francisco.

D. (Better) We have direct sailing from Hong Kong to San Francisco every two
months.

Example(3)

A. (Poor) They informed Messrs John & Sons that they would receive an answer in a
few days.

B. (Better) They informed Messrs John & Sons that the latter would receive an answer
in a few days.

4. Conciseness

Conciseness is often considered to be the most important writing principle, it enables to
save both the writer’s and the recipient’s time. Conciseness means to express in as few words
as possible without sacrificing completeness, concreteness and courtesy. To do so, the fol-
lowing guidelines are to be observed:

(1) Omit trite expressions.
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(2) Avoid unnecessary expressions.
(3) Include only relevant facts with courtesy.
(4) Organize effectively.

Compare the following two sentences. B is conciseness and more effective than sentence

Example(1)

A. (Poor) The senator, who comes from New York, gave a speech that was long and
tedious.

B. (Better) The senator from New York gave a long , tedious speech.

Example(2)

A. (Poor) We have received your letter of June 4, we are giving you the information
you want.

B. (Better) We are sending you the information you asked for in your letter of June 4.
5. Courtesy

Courtesy plays a considerate role in business letter writing, as in all business activities.
It is a favorable introduction card, helping to strengthen your present business relations and
to establish new ones. Beautiful and courteous words do not necessarily mean courteous atti-
tude. It comes from your genuine sincerity and respect for the others. To show courtesy,
one should follow closely the suggestions given:

(1) Be sincerely tactful, thoughtful and appreciative.

(2) Take a personable, friendly and modest tone.

(3) Omit expressions that irritate, hurt or belittle. It is always offensive to show any
sign of arrogance or prejudice.

(4) Be prompt in reply. If your answer is delayed, give strong and understandable rea-
sons.

Compare the following two sentences. B is courtesy and more effective than sentence A

Example(1)

A. (Poor) Unfortunately we cannot fill your order because you failed to send your
check.

B. (Better) We shall be glad to fill your order as soon as we receive your check.

Example(2)

A. (Poor) I demand that you send me a copy of agreement.

B. (Better) Please send us a copy of the agreement.

6. Consideration

Consideration emphasizes “You — attitude” rather than “We — attitude”. When writing let-
ters we should keep the reader’s request, needs, desires as well as his feelings in mind.
Compare the following two sentences. B is consideration and more effective than sen-

tence A



020 SPERKIFERA

A. (Poor) Apparently you misunderstood our order. Anyway you shipped the wrong
thing.

B. (Better) Apparently our instructions are not clear, with the result that the wrong
article was shipped.

Please compare:

(1) We — attitude

We allow 2 percent discount for cash payment.

We won’t be able to send you the latest catalogue before this weekend.

(2) You — attitude

You can earn 2 percent discount when you pay cash.

We will send you the latest catalogue.
7. Correctness

Business letters must be correct; otherwise they may be misunderstood and run the risk
of reaching nowhere or going astray. Business letters are often basis for various commercial
documents such as contracts, agreements, so they are concerned with the rights, obliga-
tions, etc. , of the two sides of a trade, the fact of which calls special attention from writers.

Correctness refers much more than that of grammar, punctuation, and spelling of
words, which are the basic elements. A letter may be perfect mechanically speaking, but
still it at times does not achieve desired effect. To guarantee correctness of a business letter,
one should always bear in mind the following:

(1) Choose only accurate facts, words and figures. Be clear about the meanings of all
the trade terms and jargons you use.

(2) Be honest about the things you say. Don’t over-say or under-say, be matter-of-fact in
attitude.

(3) Use the correct level of language. Don’t overestimate or underestimate your counter-
part in foreign trade activities.

(4) Observe all the writing mechanics, including the 7C’s. Avoid silly spelling errors
and grammatical blemishes.

Example(1)

A. (Poor) We have obtained your name and address to Singapore Chamber of Com-
merce who have told us that you wish to import electric goods manufactured in China.

B. (Better) We have obtained your name and address from Singapore Chamber of
Commerce who have told us that you wish to import electric goods manufactured in China.

Example(2)

A. (Poor) Once the im port license is approved , we shall issue an L/C in your favor.

B. (Better) Once the im port license is approved , we establish issue an L/C in your fa-
vor,

Example(3)

A. (Poor) Please amend the Letter of Credit No. 222 allowing partial shipment and
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transshipment at HongKong.
B. (Better) Please amend the Letter of Credit No. 222 to allow partial shipment and
transshipment at HongKong.

Some Rules of Good Writing

1. Study Your Reader’s Interests

The letters you send out must create a good first impression. To achieve this, “put
yourself in the reader’s site” and try to imagine how he will feel about what you write. Ask
yourself constantly, “What are his needs, his wishes, his interests, his problems, and how
can I meet them?” “What would be my own feelings, if I were to receive a letter of the kind
1 propose to write?” Try to imagine that you are receiving rather than sending the letter and

emphasize the “You” attitude rather than me or us.
2. Adopt the Right Tone

If a letter is to achieve its purpose, its tone must be right. Before beginning to write
think carefully about the way in which you want to influence your reader. Ask yourself,
“What do I want this letter to do?” and then express yourself accordingly, being persuasive,

apologetic, obliging, firm and so on, depending on the effect you want to produce.
3. Write Naturally and Sincerely

When you write or dictate a business letter, try to feel a genuine interest in person you
are writing to and in his problems. Say what you have to say with sincerity and make sure
that it sounds sincere. Express your thoughts in your own words and in your own way. Be

yourself. Write so that what you say would sound natural if reading over the telephone.
4. Avoid Wordiness

Make it a rule to use no more words than are needed to make your meaning clear. Busi-
nessmen today have many letters to read and welcome the art of letter that is direct and to

the point.
5. Avoid Commercial Jargon

Avoid using state and round about phrases that add little or nothing to the sense of what
you write. Such phrases were (common) at one time, but they have no place in modern busi-

ness letter.
6. Write Effectively

In business letter writing, we should use simple language, which calls for a plain

style — a style that is simple, clear and easily understood. We have to remember that using
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simple language doesn’t mean the contents and expressions should be too simple to be mean-
ingless. Simple languages can also bear and express underlined thoughts. Smooth and grace
writing is what we want to obtain. Sometimes long and complicated words and expressions
may cause understanding difficulties.

Be consistent in writing a business letter. Avoid repeating in the same sentence an im-
portant word with different meaning.

But in your efforts to avoid repetition doesn’t make the opposite mistake of confusing
your reader by using different words to express exactly the same thing. Don’t say in the
same letter that goods have been sent, forwarded, and dispatched, and if you are giving your
letter to a firm, don’t change it as you go along a “concern” or a “business”, or an “organiza-
tion” . If you do, you will leave your reader wondering whether something different is in-

tended. Avoid using vague expressions but concrete words.

7. Avoid Monotony

In a business letter, the vivid words and loose sentences will make the message vivid,
which will attract the readers’ attention,interest and desire. Short sentences are preferable to
long ones, because short sentences are easily understood. A succession of short sentences,
however, has a disagreeable jerky effect and the best letters are those that can provide a mix-
ture of sentences of different length. Sometime you wish to emphasize some words, and then
you may place them at the beginning of the sentence.

7, “It was...” to introduce statements.

Emphasis is also achieved by using “It is...
Example(1)

A. I met your director yesterday. (Normal order IE % #5)/F)

B. Yesterday, I met your director. (Emphasizes yesterday TRiFIHER)

Example(2)

A. Unfortunately , the goods did not arrive in time. (Normal order IE%1#/F)

B. It was unfortunately that the goods did not arrive in time. (Emphatic order #hiH1E

)
8. Plan Your Letter

Many business letters are short and routine and can be written or dictated without spe-
cial preparation. Others must first be thought about and planned. First jot down all the
points you wish to cover and then arrange them in logical order to provide the plan for a let-
ter that will read naturally and fluently. If your letter is in reply to one received, underline
those parts which seek information or on which comment is necessary. This will ensure that

your reply is complete,
9. Pay Attention to First and Last Impressions

If your letter is one sent in reply to another, refer in the opening paragraph to the letter

you are answering, but avoid the sort of old-fashioned phrases, such as “We are in receipt of
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your letter...”. Although they are grammatically correct, they tend to be dull and monoton-
ous, worm threadbare from over-use.

If you want to have a letter well-planned and followed by a logical sequence, both the
first and the last impression are very important. Avoid the kind of ending introduced by a
participle. “Thanking you in anticipation” and similar endings are no longer used in modern

letter writing. They mean nothing and serve no useful purposes.
10. Check Your Letters

Be careful to create a good first impression with each of your letters. Before signing,
check it for the accuracy of contents and test its general suitability against such questions as
these.

@ Is its appearance attractive; is it well laid out?

@ Is it correctly spelt and properly punctuated?

@ Does it cover all essential points and is the information given correct?

@ 1Is what I have said clear, concise and courteous?

@ Does it sound natural and sincere?

® Does it adopt the reader’s point of view and will it be readily understood?

@ 1Is its general tone right and is it likely to create the impression intended?

Is it the kind of letter I should like to receive if I were in the reader’s place?

If the answer to all questions is “yes”, then the letter will take the first step in creating

good will and you may safely sign and send it.

Useful Words & Expressions

1. appreciate JE¢i} 13. take the liberty of B Bl

2. ship iz 14. wish to inform you that... 45
3. 2 percent discount 2% B340 Bfleeeees

4. latest catalogue H#iH % 15. in compliance with /As (you) re-
5. cash payment ¥4 AT quested  FZRE () Jr K

6. fill one’s order FHATTTEA, SERGTT BA 16. to be transferred to... for attention
7. remittance Jf+} B R e Ab

8. to hear from you UWLZEHRH[EI(E 17. be given to understand that... & 7T
9. have obtained your name and address fifeeeees

from... pAeeeees Ab 35 7K 51N | 44 4k s K 18. fall within the scope of ... I %%
E SRR U A S /NIEZSIY ]

10. state-owned enterprise [EA 19. take this opportunity to do sth. and
11. business contacts MV 5Bt &, 55 see if we can... I SMEEE

K E 20. approach somebody for sth. B3t

12. commercial jargon R AIE HEHRANIKAR
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Useful Sentences

1. EIHIE

(D) WIREARH XI5

O MR SEE RIS LR

We are writing to you with a desire to open an account with you.

@ WHAFERATARAS, AP E G E E -8R A,

Let us introduce ourselves as leading trading firm in Taipei.

Q@ KMFEEHEETHF LR,

Please allow us to express our hope of opening an account with you.

@ FRATHY AR R R 1 e S W B R B R DO ARAT TR B AT AR Y

Your name has been mentioned by our chief supplier as the most reliable firm.

© AR 59 [ A FHAE A By B BRI Z —.

We are anxious to contact some British firm with a view to acting as their selling agents.

© FRATTOS B ™ it HL AL B R L A B RE AR B0 w7 i H S A 3k

We are interested in your new product electronic translator and shall be pleased to have
a catalog and price list,

@ FRATVR I T 0 fe E W I A R 2 — » IF BLAE/\ASARIE T B 3 S L

We are one of the leading garment dealers in this city and have branches in eight neigh-
boring towns.

(2) Hx A Sics

O EAIHH~ e g L R .

We are pleased to inform you that we have just marketed our new product.

@ B ARSI T A5 CH D I

Will you please quota the following items?

@ FATBAINRBIA L % SRR H Y .

We should appreciate that it is of utmost importance that we are not to let down our
customers.

(3) I X T ok ok

@ I 5 A 25 HERME.

Thank you for your letter of May 25.

@ AAFEI A H R C T4 KA I Rl .

We are glad/pleased to inform you that we have sent our catalog today.

Q@ AR i P40 A R F - i 48 BT

We are happy to advise you that we have marketed the new product.

@ 7RSETANT 6 25 HOR R EE G .

We are obliged to you for your inquiry of June 25.

© P, AR 57 AR A A A% G B FRA PR R B A T 0 LTI
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If therefore the quality of your garments is satisfactory and the prices are right, we ex-

pect to place regular orders for fairly large quantities.
2. ZFERE

OF=87IE 3 VN {D] =

Your prompt reply is eagerly awaited.

@ WIMMR P RERS B Ry [l &

We look forward to hearing from you soon.

Q@ A REAR PR B [l 5 7

May we expect your prompt response?

@ A1 e A NIRRT IR BRI PLZs

We should appreciate the opportunity of showing you how efficiently we can serve you.
© W RARE ST RVAE BRI A2, oA THE-EL R SR

Your prompt attention to this matter would be highly appreciated.
© FAA R TIEI A A PEE.

We hope that this will meet your immediate attention.
3. EARIEE

(1) How to owe/have one’s name and address to/from... & T 275 AR BE A B 1Y
PRI R FRIKTTHD

@O We have obtained your name and address from...

@ Your firm has been recommended to us by ...

® Through the courtesy of ... we come to know your name and address.

@ We own/have your name and address to-...

(® We are indebted to... for your name and address.

Your name and address has been given to us by ...

(@ We are given to understand that...

On the recommendation of ... we have learned with pleasure the name address of your
firm.

©® We come to know the name and address of your firm through...

10 Through the courtesy of ... we got your name-..

. has been kindly recommended/given/introduced to us...

by... as/that...

(2) How to introduce business ranges... (& FA2H 2915 N EDE ST 2k 05 20

D Our company deals with (handles, deals in, trades in, is in the line of) the import
and export of ...

@ We specialize in ( are engaged in, are specialized in) the exportation of ...

@ We are one of the largest... importers in our country and have handled with various
kinds of the products for about... years.

@ We write to introduce ourselves as-..
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® We take the liberty of doing sth. /to do sth. ...

We wish to inform you that...

@ To fall within the scope of ...

e. g. As the lines (items) fall within the scope of our business, we should like to estab-
lish direct relations with you. (FH F IR Y EIRA T LB, RAVRIEZ 5 5= iy HiER
DRER )

(3) How to express your intentions... (3&¢T HHA))

(@O We approach you in the hope of /expect/with a view to doing sth. /of doing sth.

@ We avail oneself of this opportunity to do sth. (write to you) and see if we can...

(@ approach somebody for sth.

(4) How to express credit standing for letter sender... ST & NREH AL T D

(D Our bankers are the Bank of... They can provide you information about our business
and finances.

@ For our credit standing, please refer to the following bank-...

® As to our standing, we are permitted to mention the Bank of ..., as a reference.

(5) To establish/enter into business relations with... (36T 53 A @7\ 56 R FRA
720

We are desirous of entering into business relations with you.

(6) How to express your requirements... (J¢ T 23R I FR AT

O Will you please submit/provide/furnish us with...

@ We would appreciate it if you could...

@ We would be very pleased (grateful) if...

(7) Reply(Jn15)

@ in compliance with your request /As (you) requested

@ To be transferred to... for attention

e. g. Your letter of May 1 has been transferred to our agent for immediate attention. (¥
J7 5 A 1 HARAE T e s 37 AU b 2

(@ We are given to understand that...

Exercises

I . Answer the following questions.,

(1) What is the definition of the business letter?

(2) What are the functions of the business letter?

(3) How many standard parts are there in a business letter? What are they?

(4) Can you describe the main difference between the modified block style and the in-
dented style?

(5) What does “seven Cs” refer to?
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. Complete the following sentences by translating the part in Chinese into
English.,

We are pleased to tell you that (7 167 ZiTHRE FHER & HD.
We hope you will (G IEIRITHVO.

We will EF R /MIFT) next month.

Thank you for RFTEAE).

(F 7 AHFE L #9-2) that our contract shall remain in

force for another three months.

IT. Translate the following expressions into English,

1. Fi% % 11. &

2. e 12. s 2

3. THH 13. A agPEmms
4. A 14, BRI EE T
5. B 15, MERLE

6. hEE 16. ™%

7. TG H R 17. ®]/%

8. TRLx 18. 254}

9. Wi 19, #ikk

10. HMY 20. RWETT R

IV. Please improve the following sentences to make them more idiomatic.

We have received your letter of June 4, we are giving you the information you want.
MAFLVRFTHE 6 H 4 Hk R 2R ekt

We are in receipt of your favor of the letter of May 10.

77 5 1 10 Hk RIS .

This is to tell you about our shipment problems.

UiEOVSIEL W E S IR

. We beg to state that your letter of May 5 has been given careful consideration.

X575 H 5 HRAGHR T an % & .

. Allow us to state it is closing that we sincerely hope you will give your careful consid-

eration to our proposals.

Fefi 1A AR TT e eI .

. Hoping to hear from you soon.

17 CI =

You informed us in your letter that it was not possible to offer us Gallnuts as you had
no stocks available.

WRJ5 RAF G TR AT AR RS T

With reference to your letter of 23rd ult, we have pleasure in confirming the follow-
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

V.

ing order.

2 M8k T A 23 HkeR, O AR ERRIA LR IT AR .

Please take note of the Lot Number of bales lest the parcel should be mixed up on
landing.

TR SRS LU 5 ) R R VA AN

Samples will be sent and offers will be made upon receipt of your specific enquiries.
—WCEIR Ty B B, FRATTE A B IR AR AR

In reply, we regret to inform you that we are now not in a position to offer you the
quantity as required.

25 IZNR T A bR AR B IR TR TAS BESL AR 7 i B it

Thank you for your quotation dated September 5, 2024, We intend to place a trial
order with you.

I3 2024 42 9 F 5 H RN CE , AT mARiATTIA .

We want you to open the relevant L/C at the end of May.

AR BARTTAE 5 HIETF LA A5 FHIE .

We do not believe you will have cause for dissatisfaction.
FATHE VRT3 SR

Send your latest catalogue and price list to us.

T AR RN BB i i H SRAINAR R

You ought to effect insurance on the goods with PICC,

f s oAl A L M ES DN AN /A E 2 P 3

I demand that you send me a copy of the agreement.

T Ak — RS

Your products are not up to our standard.

RT3 077 i BT IR AN B FRAT BRI o

How I wish 1 could agree to your suggestions.

AR, FA R IR AR A L

As to the steamers sailing from Hong Kong to San Francisco, we have bimonthly

direct services.

FATA AR H 4 1L rY BIA M Bk H —IR.

Arrange the following parts of a letter in the correct order and form,
either in block style or indented style,

(1) Sender’s name: Hunan Embroidery Export Corporation

(2) Sender’s address: 78 Huang Xing Road, Changsha 410025, China
(3) Sender’s telephone: (0731) 8746520

(4) Sender’s web site; http://www. hneec. com

(5) Sender’s fax: (0731) 8746521

(6) Receiver’s address: 58 Lancaster House, Manchester, UK

(7) Receiver’s name: Manchester Trading Company
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(8) Salutation: Dear Sirs

(9) Complimentary close: .-

(10) Reference initial: XXX/]j

(11) Body of the letter:

We owe your name to the Chamber of Commerce of New York, and are writing to you
with the hope of establishing business relations with you.

We specialize in the exportation of Chinese Embroideries which have enjoyed great popu-
larity in world market. We enclose a copy of our latest catalogue for your reference and hope
that you would let us know if any item is of interest to you.

(12) Date: (today’s date)

(13) Enclosure: 1 catalogue

(14) Signature; (your own name) (your position title; Sales Manager)

(15) Carbon copy notation: Mr. James Brown

(16) Postscript: The latest catalogue will be sent you on ... (tomorrow’s date)

(17) Attention line: Marketing Manager

(18) Subject line; Embroideries

(19) Reference number: Our ref. ; HNE/ 325

VI. Address an envelope for the above letter, either in block style or indented

style.

VI. Point out the mistakes in the following addresses and rewrite them,

A. B. C.

England, London, E. C. 3 No. 12, Queen Street Mr. John

Bench Street 150 London City Bank 16 Front Street
Mr. Henry Taylor London, E.C. 5 Liverpool L6 3FY
England

V. Please write a letter according to the following particulars.

RS2 EIEEE2 T 57 8 (light industry products) 2y &) (I HEF R . ARAGT hER b7 A i
115, fiG56%:021 - 43715589, ARILEIR PV 54 &) 23 ] (Pacific Trading Inc. ) A3 bR, Ho b
hk e 55 41 24 E I 87 5, M4 : 10408,

RIAES  (DBIHRA FIE S . (O3 IER NS Bxorihk . (3O¥s T 5E SCH
TIN5 X IR RIS I 4R, i BRI R, FRAT A A A R LA A9 B 5% Gillustra-
ted catalogue) FIMMAE R —10 . HIRFH HICEIER IR ¥ . (O e Ein - 3 #1 (2024 4F 10 A
28 FOMZL . O UM, (O H2FL,

IX. Choose the best answer to complete the following statements.

1. A letterhead includes
A. name of the company B. the E-mail address
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C. address of the company D. all of above

2. The inside address contains all of the following information, except

A. company name B. the date of typing of the message
C. the name of the city and the country D. the name of the state

3. For a multiple-page letter,  should only be used on the first page?
A. letterhead B. paper of the same quantity

C. paper of the same size D. paper of the same quality

4. A mail notation should be included in which of the following cases:

A. the exact address is unknown

B. the sender has something exciting mentioned in the letter

C. the letter is confidential and only readable to someone intended

D. none of the above

5. What does the subject line tell the recipients?

A. What the letter is about. B. When the letter has been sent.
C. Who wrote the letter. D. Who typed the letter.

6. We can that shipment will be made in due time.

A. assure B. ensure you C. sure D. ensure

7. As to terms of payment, we often require a confirmed and irrevocable L/C
by draft at sight.

A. available B. acceptable C. revocable D. desirable

8. As stipulated in the sales contract, you are required to an irrevocable Letter
of Credit in our favor.

A. draw B. make C. establish D. develop

9. We have been happy to you credit based on your promise to pay according

to our erms.

A. amend B. extend C. open D. expand

10. We are pleased to inform you that the item you required can be supplied
stock.

A. in B. on C. out D. from

X. Rewrite the following sentences according to the writing principles.

(1) The managers will discuss your proposal in due course.

(2) Please remit the relevant amount as soon as possible.

(3) You can deposit checks at designated ATMs.

(4) The check has not been received by us and if you want to stop payment of it please
sign and return the enclosed form.

(5) T acknowledge receipt of your letter which was written on 4 June.

(6) Kindly fill in the enclosed form and forward it to us at your earliest convenience.

(7) You should fill in the application form.

(8) You must send the documents by Friday or we cannot prepare a Letter of Credit.
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(9) We are disgusted with your manner of doing business.

(10) For the past two years, you did not give us any order.

XI. Fill in the blanks with proper words.

Dear Sir,

In your letter of December 3, we got your e price list and catalogue. We found
that one of your g is to our satisfaction, so we are now post its picture back to you.
Would you please i us in detail its price, t of payment and shipment. We
hope you would q us the most r price. As we have a | popula-
tion here, if the goods are s well, we are sure to p regular orders with you.

Best r ,

Chapter One

Key to Exercises
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Establishing Business Relations

Introduction

Establishing business relations is the first step to develop trade ties. A successful busi-
ness person is able to get new opportunities for the company that he or she works for. Since
business growth and expansion largely depend on the establishment of business relations,
writing for establishing business relations is to know about your clients in terms of business
lines and capacities, financial credit, and the intention to make contacts.

When writing a letter to start business with another company, you are supposed to tell
your readers how you get this address and what your business line is, then state your pur-
pose and request, and finally express your sincere wish to cooperate in future and your hope
to get a favorable reply soon.

If you reply to a letter of this kind, you should try to answer all the questions with nec-
essary information the other party required. Please remember to reply promptly even if you
are unable to meet the needs. The reasons should be made clear so as to leave space for fu-

ture cooperation.

Writing Guide

1. Explaining how you obtain the address and the business line.
e.g.: Thank you for .. We have come to know your name and address.
Your com pany has been introduced to us by ---
Your name and address have been given to us by -
We owe your name and address to -
2. Expressing the strong desire to establish business relations.
e.g.: We are interested in ...
We shall be pleased to enter into business relations with you at an early date.
3. Stating what kind of products you plan to buy or promote.
e.g.: We should like you to send us details of your shirts, including colors and prices,

and also samples of the different colors.
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4. Offering references to help the reader understand the credit standing.
e.g.: As to our credit and financial standing , we refer you to the Bank of China and the

Chamber of Commerce in Shanghai.

Specimen Letters

Letter 1

Dear Sirs,

We owe your name and address to the Commercial Counsellor’s Office of the Swedish
Embassy in Beijing who have informed us that you are in the market for textiles.

We avail ourselves of this opportunity to approach you for the establishment of trade re-
lations with you.

We are a state-operated corporation, handling both the import and export of textiles. In
order to acquaint you with our business lines, we enclose a copy of our Export List covering
the main suppliable at present.

Should any of the items be of interest to you, please let us know. We shall be glad to
give you our lowest quotations upon receipt of your detailed requirements.

In our trade with merchants of various countries, we always adhere to the principle of
equality and mutual benefit. It is our hope to promote, by joint efforts, both trade and
friendship to our mutual advantage.

We are looking forward to receiving your enquiries.

Yours faithfully,

Letter 2

Dear Sirs,

Your communication of the 28th May addressed to our sister corporation in Shanghai
has been passed on to us for attention and reply as the export of enamelware falls within the
scope of our business activities.

However, we feel so regret that we are not in a position to supply you with enamelware
directly, as we are already represented by Messrs. freemen and Brothers Co. ., Ltd.,
267Broad Street... for the sales of this commodity in your district. We would advise you to
get in touch with them for your requirements.

In case you are interested in other items, kindly let us know and we shall be only too
pleased to make you offers directly.

Yours faithfully,

J. Brody Trump
735 South Pike Road
Mr. Simon, 1LA23306-1229, the USA
October 12, 2024
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Mr Christopher Chou, Chief Executive Officer
Oriental Trading Company
95 Mayflower Avenue, Singapore 575954

Letter 3

Dear Mr. Chou,

I am writing to resume the business partnership between the two companies. As have
already known our company was engaged in the mineral ores business 5 years ago, and has
been close partner in trading with your company. The switch to steel trading due to internal
restructuring has called for an unfortunate and regrettable halt to this relation. However,
recently our company has renewed interest in the minerals business, and is currently search-
ing for new trading partners. Based on past friendly business relationship and good reputa-
tion established by your company, we sincerely hope to continue trading business with you in
the coming year. 1 hope that we can start a round of business meeting to discuss further de-
tails in Singapore soon.

Your effort and reply are greatly appreciated. I look forward to a successful business re-
lationship in the future,

Yours sincerely,

Christopher Ranci
Letter 4

Dear Sir,

1 am Kelly from Yingkou Tongguang Automotive Maintenance Equipment Co. , Ltd.
On the recommendation of Automechanika Shanghai, we know you have great interest in our
products. Hereby we want to build up long-term relationship with you.

In the past eight years, we have been exporting a large number of products to many
countries and regions. We are enjoying great reputation for our good quality and after-sale
service. Therefore we are looking forward with great earnest to having your inquiry. As we
are the manufacture of truck tyre changer and wheel balancer, we have the ability to quote you the
best price. The enclosed document is our latest booklet with picture and technical data.

If you want further information about our company and products, please do not hesitate
to contact us and let us have your definite inquiries.

We have great expectation of hearing from you!

Best wishes,

Yours sincerely,
Kelly Gao

Letter 5

Dear Madam,

We had an easy conversation at the Canton Fair last week. Your zeal for automotive
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maintenance tools and equipment impressed me, and the purpose of this letter is to
smooth the way for the market development in this line with the interests of both our
companies.

Because of the great demand for tools and equipment, we have been expanding our
business scope, for example, hydraulic jack, inflator, and some other tools for fixing
tyre. As we are the subsidiary of the leading factory, we can quote you bottom price and
render you technical after-service. Hope to establish a mutual beneficial relationship with
you .

We are looking forward to receiving your elaborate inquiry and any discussion on this.

The leaflet including our information and data of newest products is enclosed for your
reference.

Yours faithfully,
Kelly Gao

Useful Words & Expressions

1. owe one’s name to # HTHIIKEE 23. switch to  #&meee---

A5 KA ] ZRs DA AR 3R 2 24. due to I Feeeees

X7 T Bk 26. unfortunate adj. NZEH)

2. textiles n. ZiZN, 27. regrettable adj. ity

3. state-operated A4l 28. (have) interest in  Xjeee-+- JEROLER
4. handle wvt. &8 29. based on FETFreeeee-

5. at present  HHij 30. reputation n. 4%

6. quotation n. RMEA 31. in the coming year FEEFIFKZ PR
7. equality and mutual benefit 345 H | 32. meet ut. TR

8. adhere to B¥F 33. appreciate ur. g} R

9. joint efforts I[F]%% ) 34. look forward to HHEH:-.-.-

10. communication @1E ;i iR; &k 35. on the recommendation of 7K
11. enamelware n. PEZ#E E-ZXTRTR HIAN25

12. sister corporation iR/ ] 36. Automechanika Shanghai | ¥ K
13. scope n. L i

14. in a position to  AEASMIET 37. hereby adv. YR, FRIG, DL TR
15. in your district fE5v#b/ 4k 38. established relationship KA W&
16. in touch with sbh, ~ Fll+-+--- (TSRS EXR&

17. in case fefefie---- established customer: EZ& P, LK
18. enclose ovr. BHPKFET 39. considerable adj. KiEH)

19. requirement n. FFE ;T EZY) 40. reputation n. 2,45

20. As you knew AT 41. inquiry wv. 1A A

21. be engaged in  AEFTJreeeeee 42. have the ability to do 7 =+ 4]

DO
Do

. close adj.zEER Ao
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43. quote wv. M Tk &

44. best price F KM, 6] lowest price/ 55. developing a marketing JF4AT3%
bottom price 56. business scope Ml %75 Hl, Rk
45, enclosed . [ KAt 7 [

46. latest adj. LAY BHTHY 57. subsidiary n. TN

47. do not hesitate to 7B, FERY 58. leading factory 40 5 4>, ¥ 3k
48. definite inquiries EARZER b

49. have greatest expectation E. ]} 59. render wv. #Efi

50. Canton Fair:Guangzhou Fair [ 354> 60. mutual beneficial relationship 3J5
51. zeal n. #F 4 Y FR

52. impressed sb AFAE FEIZ 61. elaborate adj. TELHAY,TERAY
53. smooth the way for  Jhjeeee: i 62. including WETEN

18 63. for your reference HARZZ%

54. great demand for X eeee-- AIRKM

Useful Sentences

1. We owe your name and address to the Commercial Counselor’s Office of the Swedish
Embassy in Beijing who have informed us that you are in the market for textiles.

FEATIIEAL 52 14 By - R4 S8 A 15 0 5 A W I RS 5 AL EE JF R B A R 2B D)
2L

2. We are a state-operated corporation, handling both the import and export of tex-
tiles.

TR — G EIEH D980 i EA A .

3. Automechanika Shanghai. |75 00 &

RS NS B R R ZE R A S R 12 Wi i 25 MR S5 FH b R e 45 . TR WG 251 5|
TRHE 100 DNEZERHIXE 4.5 T3 24 WAR A5 B SEU YN T B 89 224> [ PRk
HW . HHA KR53 WL ARHR S48 25 R LA

Automechanika Shanghai B2 WA H E VR EC A b E 25 A E ARk 28 A o [ T 37 10 B
SRR M6

4, Canton Fair: Guangzhou Fair | 3¢4x

R S TR AR A 5 4 OFR) 38 43 AT 1957 4R35 2% AR BRI ZRTE) WA Ip . 125
T A i 7S AR P 5 A B R S A R R R IS B R | R R S e 4 Rl DX e
F B R RE SO R (R ERAEN R B RPR S S e . T 382 48 32 5y ALK,
AT FHAT R4S MEIR R AP B A A P Aol RHIFBE i L P R4l B il RAE Al
R,

TR T ARG GG BRSSO B2 I M EAg by s, a8 2 A 3R
o E AR A B W] DU R 2RI M S B R R G E 538, LR ORI L is iy )
H EWEN SIS, R ARSI E R =8 M BE R G A .
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Exercises

I . Answer the following questions,

1. What are the principles of writing a business letter for establishing business relations?

2. What are the main sources through which you may find potential trade partners?

3. What should be included in a reply to someone’s request for establishing business re-
lations?

4. What is the significance of establishing business relations?

5. What are the steps for letters requesting for establishment of business relations?

. Complete the following sentences by translating the part in Chinese into

English,

1. We are one of the main manufacturers of industrial chemicals in our country, and are
interested in (5RAFHE S KR,

2. RZRI A ANFING) , we know your name and ad-
dress.

3. We (3¢ H#7)with the hope that we may have opportunity to cooper-
ate with you.

4, (FRPERITESR ), we are sending you under separate cover
our latest catalogue and price list covering our products.

5. (F T HAWY) hearing from you soon.

II. Fill in the blanks with proper prepositions.

Dear Sirs:

From your letter of May 8, we are glad to learn that you wish to enter trade re-
lations with this corporation in the line of various papers.

In compliance with your request, we are sending you by air a catalog together a

range of pamphlets for your reference.

If any of the items listed the catalog meets your interest, please let us have your
specific enquiry, and our quotation will be forwarded delay.
In the meantime, we hope you will tell us the name of your bank prior the con-

clusion of the first transaction between us.

Yours truly,

IV. Write out the word with the first letter given in each blank space.

Dear Sirs;
From the E-mail back by our Toronto Office, we k that you are one of the firms

with good reliability in Toronto and particularly have i in the export of various papers
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China.

By this letter, we are approaching you with a v to entering into business relations
with your company and h to receive soon your catalog and other printed matters for
r

In recent years, we have done much business with the largest and most prominent hou-

ses in your d . As is well known to you, the possibilities of importing the foreign
products are very great here, e as we are now developing our economy very fast.
We are ¢ that we shall be able to give you big orders if you would c with us

on delivery, price and quality.
We look f to establishing a friendly relationship with you soon.
Yours faithfully,

V. Choose the best answer.

1. for over 50 years, we are confident we can give our customers complete satis-
faction.

A. Being in business B. Having been in business

C. In business D. We are in business

2. We would be over pleased to be of service you and hope to submit to you our

inquiries soon.

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

3. Weare  exporters of all kinds of French goods.

A. better-establish B. well-established

C. good-establishing D. best-establishment

4. We would be glad to receive your  price list and catalog.

A. illustrated B. illustration C. illustrate D. illustrates

5. We thank you for your letter of May 13 and the ~ catalogue.

A. sent B. enclosed C. given D. presented

6. The attached statement will give you some more information will surely be

helpful to open business relations between us.

A. which B. that C. when D. while

7. In the meantime, we should be obliged if you could supply us with full details regard-
ing the scope of cover by the People’s Insurance Company of China for our reference.

A. handle B. handling C. handled D. has been handled

8. Furthermore, we wish to  that for such articles as window glass, porcelains,
etc.

A. point out B. find out C. point to D. find to

9. This is that this Company has insured on behalf of China National Light In-

dustrial Products Import & Export Corp, Shanghai Branch.
A. to certify B. certified C. certify D. certifying

10. Our market survey informs us that you are audio and electronic equipment.
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A. in the market for B. for the market of

C. on the market about D. inside the market to
VI. Identify the one error in each of the following sentences.

1. Will you please send us a copy of your catalog that we could pass to prospect custom-

ers?

2. We are enclosed a catalog which may be of some help to you in selecting items.
3. Thank you for your letter of September 2. We are obliged to Jones Co. for having

been recommended us to you.

4. Some copies of our latest catalogs are being airmailed to you on separate cover.

5. We will send you a complete range of samples upon the receipt of your reply.

6. We would be most grateful whether you could provide Us with a list of reliable busi-
ness connections in your area.
7. We have established here for over 20 years as general exporters.

8. For any informations as to our credit standing, please refer to the Bank of China.

9. We look forward to receive your favorable reply at an early date.

10. I wish to express my personnel appreciation for the account which you have just

opened with us.
VI. Translation.

1. Translate the following words and phrases into English.

(1) FRARABARTT R I KBS SR b 55 i , 3 AL

(2) RS ml R B T i EA

(3) AR —FAE W FER N T35 D0l 55 1052 5 A W)

(4) FRATNIEAC ZUI B 55 SR A5 A AR R X6 S A THAT R 5

(5) FATH—A% P ARG E R 2008

2. Translate the following words and phrases into Chinese.

(1) We have been suggested by one of our business partners to have your help.

(2) We are indebted to Johnson Co. , Ltd as one of the leading importers of electronic
products.

(3) We have seen your advertisement in South China Morning Post.

(4) 1 wish to express my personal appreciation for the account which you have just
opened with us.

(5) Your name has been recommended to us by the Chamber of Commerce of your city.
VlI. Translate the letter from Chinese into English.

R

ARV OS5 AT BT A . 2 IR R L D R T B S R L
22 MRS AEIA B BATESL R AL 55 Ak L i B BUAROR MBS EREA H SRR
PEAUERT . 0T 5o ml AR AT ] A PR 25 DL e 53
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IX. Situational Writing,

Write a letter to a foreign company for establishing business relations, covering the fol-
lowing aspects: The source of your information, Your intention, Your business scope, The

reference as to your firm’s financial standing and Your expectation.

Chapter Two

Key to Exercises
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Status Inquiries

Introduction

Because of the geographic distance between the two sides involved in international trade,
and the differences in trade practices and customs, legal systems and so on, there are natu-
rally more risks in foreign trade than in domestic business. It’s the usual practice for both
the buyer and seller to make an investigation into the credit of each other. Since the seller
would suffer a loss if the buyer refuses, It is unable to make payment for the goods received,
getting to know the buyer’s credit is definitely more important. Then making credit inquiries
is an indispensable step in international trade.

If you want to do business with a firm, you will have to know whether it is trustwor-
thy. You will have to ask for credit information and you must make sure you get paid for the
products if you are an exporter,

Therefore, making status inquiry is of the utmost importance before a firm enter into
real business relations with a new customer. Before a company makes a firm offer or plans to
make an acceptance, it is advisable for its executives to make a status enquiry to avoid unnec-
essary risks of being cheated.

Status inquiries in foreign trade refers to letters in which the firms writing the letters re-
quest information concerning the financial position, credit status, reputation, and business
modes of the target companies.

The purpose of making such inquiries is to establish business relations, and ensure that
a deal can be done smoothly and successfully.

Sources of obtaining the above information about a new target firm are various: banks,
chambers of commerce, credit inquiry agencies, or trade references provided by the other
party, usually the buyer.

Generally speaking, before conducting the first transaction, the buyer would provide his
own bank and some trading partners as the credit references for the seller to make status in-
quiries.

Please bear it in mind that, in real business world, the reports from the references are

not all the time objective and reliable. The buyer will surely provide the reference which he
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believes will give report in his favor. A bank normally will only give report on the credit sta-

tus of its client when it is requested by the bank of the other party in the transaction.

Writing Guide

1. In writing credit inquiry letters, be sure that the questions raised are specific and easy
to answer.

2. In credit inquiry letters, thanks for the information should be expressed clearly, with
a promise of treating such information in strict confidence.

3. The letters giving credit information should be factual and fair.

4. Such words as ‘the above information is given without responsibility on our part’ are
often included in the reply letter of status inquiries to avoid possible troubles.

5. The language Which is used tend to be more formal than is normally found in busi-
ness correspondence today.

6. Letters of status inquiries are generally headed “Confidential” or “Private and Confi-
dential”. The words are also written on the envelope. And a requirement or a promise to
keep the information given confidential is usually found in the closing part of the letters.

7. Useful Sentences

(1) The above information is given only for your reference and without responsibility on
our part.

FRE R RS JoA T A AR AT T 4T:

(2) As we have not any dealings with you before, we wish to know the names of the
banks with which you have accounts.

KA ARG FRATTA 5 AR 5 st A 2 e DAARRNE /R 7 9T FARA TR 24 9

(3) The firm under inquiry is operated under a sound and experienced management and
enjoys a high reputation in the business circles for their punctuality in meeting obligations.

PRETE IR A w3 ) B S A 25 A 3R e r R A s e 2

(4) The above company has given your name as a reference. We should be obliged if you
could inform us of their credit standing and ability to conduct business.

R BN A A E  FATHR AL SO R SR TE I, AnfR A A AT A BEAF IR 0l 55 fig
J1 AT TR R

(5) The company which is of good reputation should be allowed credit up to that
amount.

S A R R ORI AME THEE

(6) We refer you to our bank for a statement about our financial standing.

T ] FERA T A AT B TR R DL

(7) The bank of China of your city will give you any information you may require credit
standing as well as our manner of business.

Bt 5 AR A R A T 23 I R D7 SRR VR 75 2 BOATATT A G FRAT T B 5RO S FRATHDY 55
T
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(8) They are inexperienced in business and extreme caution is advised in granting credit.
MATTAE R 7 T 2230 AN 2, FRAT T R4 47 D 0y T2 G

8. Usual writing template

A ORHF R A5 R AL S DUR = N

(1) the source of the information B H ¥

(2) the purpose of writing B{EHHB

(3) the closing part ZEHRAE R, BRIEE

FLACHE 8 K B AT 1) % L) R L Specimen Letters,

Specimen Letters

Letter 1

Credit inquiry written to a trade reference
Dear Sir or Madam,
Re: Babit Machine-Making Industry Co. , (Ltd.)
We have been referred to you by Babit Machine-Making Industry Co., (L.td.). The
company has asked us to supply them on credit.
The full style of the company is as follows:
Babit Machine-Making Industry Co. , (Ltd.)
256, Maple Rd.
Richmord, Surrey TW6 1S]
Britain
As we have not done business together with them in the past, we would appreciate it
very much if you may let us have your comments from your experience with this company.
Any information you supply will be kept strictly confidential.
Thank you very much for your cooperation in this matter and look forward to your early
reply.
Yours faithfully,

Letter 2

Favorable reply from a trade reference to a credit inquiry
Dear Sir or Madam,

Your letter of October 12, inquiring about Babit Machine-Making Industry Co. ,
(L.td. ), have been noted.

The company you mentioned is an old established one who has been enjoying the highest
reputation in this district. We have been dealing with them for more than nine years. From
our experience, they have always settled their accounts promptly and we have never had any
reason for complaint. We consider them trustworthy and reliable.

I hope this information is of help to you in your evaluation. Of course, the information
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is given without responsibility.
Yours faithfully,
Bob Harvey

Letter 3

Asking for credit references
18" December, 2024
Dear sirs,

We thank you very much for your inquiry dated 17" December requesting us to make you an
offer for our bamboo products. As we have not done business together, we would like you to sup-
ply one of your usual trade references, and the name of a bank to which we could refer. We would
be glad if you would let us have the names and addresses at your earliest convenience so that we
may write to them. Then as soon as these inquiries are satisfactorily settled, we shall be happy to
send you a good selection of the items you mentioned in your letter.

We sincerely hope that this, our first transaction together, will be the beginning of a
long and pleasant business cooperation in the future.

Yours faithfully,
Letter 4

A credit inquiry written to a bank
Dear Sir or Madam,

We have been referred to you by Pelican Paper Led. The company has recently ap-
proached us, hoping to place with us an order worth USD 80,000. It is our principle to have
more connections abroad. However, as we have not done business with them before, for
safety’s sake, we should like to have some detailed information about their credit standing,
business credit and character, especially because they have requested us for a standing credit,
which we seldom grant to new customers,

We should be very obliged if you could help us in this respect, and we assure you that
any information with which you may furnish us will be treated in strict confidence.

Yours faithfully,
Letter 35

Unfavorable reply from a trade reference to a credit inquiry
Private &. Confidential
Dear Sirs,

We must express surprise that the firm mentioned should have given our name as a cred-
it reference.

We regret our inability to give you enough relevant information concerning the financial
position of the firm. It is true that they have placed orders with us on a number of occasions

in the past three years, but they are small transactions and the amounts involved have thus
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been small compared with the sum you mentioned in your letter; and even so, accounts were
not always settled in due time. As far as we know, it’s not because the firm is not straight-
forward. It seems to us that their difficulties were due to bad management and particularly
to overtrading. Consequently, we, as one of their suppliers, give them only very short credit
for limited sums.

This, we think, is a case which should be handled with caution. We suggest that you
make additional inquiries through other channels, for example, an credit agency. We accept

your assurance that the information we have given will be treated in absolute confidence.
Your faithfully,

Useful Words & Expressions

1. credit n. fFH.E2;05G 58 22. note wt. WiE.EED

2. make payment )R 23. settle the accounts JH; GEVE K P
3. credit inquiry fEHE4; ®EHE 24. promptly adwv. FGHEH; 7RI

4. practice n. SCER; %R R4 25. complaint n. #iF;HILE

5. status inquiry {5 FPIROCL R 2 26. evaluate wut. TPk

6. concerning prep. T 27. at your earliest convenience f51f
7. credit status  BAFRM (5 HEH i 5 IR

8. business mode PR &8 = 28. item n. FFGWH ;RN

9. inquiry n. {557,800, 0 29. place an order for...with... [i]eseee
10. deal n. &G ;vi. & AbH] TTeeeeee

11. trade reference A 55% ;4R 30. standing credit KH{EH

12. transaction n. 3% 31. credit standing g APIRGE ; DL E2
13. objective adj. WA 32. grant sb. sth. AT/ TN
14. in one’s favour XT3 NH H) 33. respect n. JIA

15. client n. & 34. on credit JEEIK ; WREH

16. specimen n. BRAS; FEAS; SEA 35. overtake wi. A G id)E

17. refer to & ; S0 5% 36. in due time #ER} ; FE1E 24 04 B
18. refer ... to ... bk ceeeee Ab B ik 37. furnish.. With... [u]eeee.- Pt
Fooeeeee g eeeenn s Heeee e STL B HE N 38. in strict confidence #8X} %

19. as follows #IF 39. supplier n. LR

20. confidential adj. MLEEH) 40. caution n. /J\A[p;iﬁf\

21. cooperation n. GHE; cooperate wi. 41. channel n. W8 ;HHE; EE

Useful Sentences

1. Chamber of Commerce

Fi2x (AR C of OS8R ANHZU LR AR B Z AR B AT A . [EBR5E 5 v, 45 [ BUR
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R T RAPAE AR L5 HEE A O RIR 2. FSEA —ENEUT. BT RPAER AR
FlgR b B2 AR T LA [ R BRI B2 2 5 2% 10480 1) A i 3 D T #4032 R
AIfEM .

2. full style

T FHORAR A A A4 8K ik 356 R 07 NS5 07 TR B SR

. ATHENIAN SHIPBROKERS S. A.

Our full style:
107-109, Vasileos Pavlou Str.
GR 166 73
Voula-Athens
Greece
TEL: +30-210-9659700
FAX: +30-210-8996040
Email ; athenian@atheniansa. gr
Website: http://www. atheniansa. gr
iPhone Application: Athenian
3. We would appreciate it very much if you may let us have your comments from your
experience with this company.
We would appreciate it very much if you may ...
TR BTy - FRATHE A B
RSN PR e E M — A, T LU : We would be much obliged if ...
4. Your letter of October 12, inquiring about Babit Machine-Making Industry Co. ,
(L.td. ), have been noted.
Your letter of October 12 #.0] LAi# Your letter dated October 12.
HMNRYETE AR s 225 X W AN 7 2 s 2 W — R 15 Rk — 15 B[R] B 28 5 (i — 28
AR E A5 EE T B E R H Y.
40 : In response to your letter of February 24 enquiring for our ladies’ dress, we have the
pleasure of enclosing our Quotation Sheet No. TEX1346 for your consideration.
5. We must express surprise that the firm mentioned should have given our name as a
credit reference.
F]FH ) should F/R“TEIR” FORMF A Ry FE S0 AR W] B S A7 K TE . T should have
done NIF/RXF T 4 &4 1S FR R T .

Exercises

I . Answer the following questions,

1. What are status inquiries?

2. Why are status inquiries necessary in international trade?
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3. What are the purposes for making status inquiries?
4. What are the sources for making status inquiries?

5. In writing status inquiries, what should we know?
II. Fill in the blanks with proper prepositions.

1. It’s the usual practice for both the buyer and seller to make an investigation
the credit of each other.

2. Status inquiries in foreign trade refers to letters which the firms writing the
letters request information concerning the financial position, credit status, reputation, and
business modes of the target companies.

3. Generally speaking before conducting the first transaction, the buyer would provide
his own bank and some trading partners the credit references for the seller to make
status inquiries.

4. The buyer will surely provide the reference which he believes will give report
his favor.

5. We have been referred you by Babit Machine-Making Industry Co. ,
(Ltd.).

IT. Write out the word with the first letter given in each blank space.

1. A bank normally will only give report on the credit status of its client when it is re-
quested by the bank of the other party in the t

2. As we have not done business together with them in the past, we would be very
a il you may let us have your ¢ from your experience with this company.

3. The above information is given only for your r and without r
on our part.

4. The above company has given your name as a reference. We should be o
if you could inform us of their credit standing and ability to conduct business.

”»

5. Letters of status inquiries are generally headed “C ” or “Private and C .
IV. Choose the best answer.

1. So far, we business relations with the firms in more than one hundred coun-
tries in the world.

A. are established B. have established C. had established D. shall establish

2. We refuse to have any dealings ~ fraudulent companies.

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

3. We shall appreciate  for us reliable information respecting the above company.
A. you to obtain B. your obtaining C. you obtained D. it to obtain

4. You may refer to our bank, Bank of China, for our financial
A. understanding B. Outstanding C. upstanding D. standing

5. You are recommended to us a large buyer of Textiles by one of our clients.
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A. as B. of C. for D. with

6. You can your lawyer for the settlement of the dispute.

A. Approach B. get in touch C. get contact with D, touch

7. 1 appreciate the opportunity to visit your country.

A. Giving B. to have given

C. having been given D. to have been given

8. Any information given to us will be held as confidential and will entail no responsibil-
ity your part.,

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

9. It is necessary to make a status inquiry your customer before the execution
of the order.

A. into B. about C. for D. after

10. Please inform us the supply and demand situation in your country.

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

V. Identify the one error in each of the following sentences.

1. The firm under inquiry is operated by a sound and experienced management and en-

joys a high reputation in the business circles for their punctuality in meeting obligations.

2. As we have not any dealings with you before, we wish to know the names of the

banks from which you have accounts.

3. In credit inquiry letters, thanks for the information should be expressed clearly, with

a promise of treat such information with strict confidence.

4. We should be very obliged if you could help us at this respect, and we assure you that

any information with which you may furnish us will be treated in strict confidence.

5. We thank you very much for your inquiry dating 17th December requesting us to

make you an offer for our bamboo products.

VI. Translation.

1. Translate the following business terms into English/Chinese.

@ grant credit @ financial standing ) settle their accounts
@ at your earliest convenience (® have more connections abroad ON-ZETRPN
@ HITHE—ER S AR RS @ 4T O =HMREWFEZE

2. Translate the following sentences into English/Chinese.

(1) We trust the above information will serve your purpose and await your further

news.

(2) To trade with the people of all countries on the basis of equality and mutual benefit

is our established policy.

(3) Pleased be convinced that all the materials you supply to us will be kept in absolute

secret.

(4) We would like you to inquire into the financial and credit status of a firm in London
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on our behalf.

(5) We should be grateful if you would let us know whether this credit is justified in
view of their record.

(6) XHURATFEX 5 T B VTG AE o8

(7 AU FAT—E Aot ig 5t a5 2 AT KA 53T

(8) Hmiiin A ) HE R Z R G AFE — B A N .

(9) i Fhy =AF BN W) A el ™ ) I 55 PRME O B S IR AR

(10) PRI ELS BTl a5

VI. Translate the following Chinese business letter into English,

IR
FATE LUE 11T BEH A FRA Rk B89 T1 RIThyiT . A THEE 5247 A 5 H
MR HRAT .
TEVEAT L AE 5 Z HiT AT S W 2 R AT i 2 ) P2 AN R B A5 R o FRATTHS AN SR
FATAR ST RUETRAT T 20 S I a0 {5 B ks T

R HARE .
XXX EE
2024 4E9 H 2 H

VI. Situational Writing.

Write a business letter according to the business situation given below.

A E R O A R ESE B Je H A Auto Engineering £ RN 7 09— FHF , Fn 2 5347
TS5 R SR TR THE T 45441 5 000 S&ITHY & B BE3K LA el 55 . A AT ] 7 {7 rh $ it
AIERT R P JE HRDEARTT . e iSRG T 2% 1 R RATI S B SR R 12 4E UL,
FRATTARRNIE 13420 W) A I 55 F0AG FHARDL » R0 RO A AT T 2R AT 45 7 e bt sk X 23K
MIANE G TR R P EARAT BTt s 35 B FeA 1 i A, AT+ o0 % mp
PAIBMRAT TORAE AR AT R A FRATRAE AT AR B, FRA T T LA X O %

Chapter Three

Key to Exercise





