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Scope and Sequence

10

Unit Task 1

e Gt Envelope Addressing

of Business

Letters

Establishing The Importer’s Self-introduction

Business

Relations Reply to the Importer
A General Inquiry About 3D

. Printers
Inquiry and
Repl .
ePY Reply to the General Inquiry

About 3D Printers
Making an Offer About 3D

Offer and Printers

LU Making a Counteroffer About
3D Printers
An Order E-mail of 3D Printers

Order

Confirmation

and Contract

Urging the Opening of L/C
Payment
Reply to the E-mail About
e
Insurance Request About 3D
Printers
Insurance
Reply to the Insurance Request
About 3D Printers
Shipment Inquiry
Shipment
Reply to Shipment Inquiry
A Complaint About 3D Printers
Complaint,
Claim and
Settlement Settlement of Damaged 3D
Printers
Request for General Agency
Agency

Reply to Request for General
Agency

Task 2

Writing Principles of Business
Letters

Structure of Business Letters

A Garment Exporter’s Self-
introduction

A Specific Inquiry About
T-shirts

Reply to the Specific Inquiry
About T-shirts

Asking for an Offer About
T-shirts

Making an Offer About T-shirts

An Order E-mail of T-shirts
Reply to the Order E-mail of
T-shirts

Urging the Establishment of
L/IC

Reply to the E-mail About L/C

Insurance Request About
T-shirts

Reply to the Insurance Request
About T-shirts

New Shipping Arrangement

Shipping Recommendation

A Complaint About the Wrong
Delivery

Settlement of the Wrong
Delivery

Request for Sole Agency

Reply to Request for Sole
Agency

Task 3

Fax and E-mail

The Exporter’s Self-introduction

Reply to the Exporter

A Specific Inquiry About
Canned Mushrooms

Reply to the Specific Inquiry
About Canned Mushrooms

Making an Offer About Canned
Mushrooms

Making a Counteroffer About
Canned Mushrooms

Asking for Sales Confirmation

Signing a Contract

Making Amendments to L/C

Reply to the E-mail About
Amendments

Urging Insurance

Application for Insurance

Shipping Advice

A Claim for Inferior Quality

Reply to the Claim

Seeking for Sales Agency

Accepting as the Sales Agency




Establishing
Business Relations

Aims to Obtain

Upon completion of this unit, you will:

O know the channel to approach your new customers;

O know how to write letters or e-mails to establish business relations;
O be able to introduce your company to foreign clients;

O be able to promote products with the words and expressions.




The Importer’s Self-introduction

ZE[E KINK % 547 B2y /] ( KINK Trading Co., Ltd. ) RIEZF Kim Edison M HE il 3 X & 2]
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15 LA Kim Edison B944 LA YN FE e il B 54 FR /A 7] ( Shenzhen Affinity Technology Company )
B 23 Tina Liang 5 —&IF R M. BRI RS DT
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Knowledge Link

|. Refer to the following mind map for writing tips.

1. Indication of the 2. A brief introduction to 3. Expression for
information sources self firm cooperation
5. Sign-off 4. Request for more
product information




Unit 2

1. Learn the following key words and expressions.

1. Made-in-China
2. leading
3. specialise in...

4. hi-tech products

5.a long-standing and high reputation

6. take the liberty to...

7. establish business relations with...

Sample Answer

To: Tinaliang@affinity.com.cn

From: kimedison@kink.com.us

Date: March 5, 2023

Subject: Self-introduction

Dear Ms. Liang,

FRESNEN
E21Y

Establishing Business Relations

Having learned your name and address from the website Made-in-China, we understand that

you are one of the leading manufacturers and exporters of IT products in China.

We specialise in importing hi-tech products for many years and have a long-standing and

high reputation in America. We find your advertising products on the website so attractive that

we take the liberty to write to you in the hope of establishing business relations with you.

It would be greatly appreciated if you could provide more information about your company and

products for us.

We are looking forward to your early reply.

Yours sincerely,
Kim Edison
Kim Edison

Purchasing Manager

17




Reply to the Importer

£t %} Situation 1 5 Br LB 2R (49 9 25, 3 DA RIS HE JE il Bl 47 A FR 28 7 ( Shenzhen Affinity
Technology Company ) #8522 B Tina Liang 4% SCAl—3 01 pR . [B1pR N A5 LR N2

1 Rk pR IS T 20

2. A A L 55

3. RIBGEE N

4. IS T3 28w R R

5. JIm R R AN A

» Knowledge Link

|. Refer to the following mind map for writing tips.

1. Mention the recipient’s » 2. Introduction to self » 3. Expression for
e-mail and the purpose business scope cooperation
5. Sign-off ‘ 4. Reply to specific
requests

II. Learn the following key words and expressions.

1. be interested in... X KR
2. desire to.. =l S

3. trade with sb. YNGR
4.in this line XA T

5. catalogue ~mBEZx

6. price list NEES




Unit2 Establishing Business Relations 19

Sample Answer

To: kimedison@kink.com.us

From: Tinaliang@affinity.com.cn

Date: March 6, 2023
Subject: Reply to the Self-introduction

Dear Mr. Edison,

Thank you for your e-mail of March 5. We are glad to know that you are interested in our

products and desire to enter into business relations with us.

As you know, we are a leading exporter of IT products and it’s our pleasure to trade with you in
this line. As requested, we attach a catalogue together with a price list and hope that you will

contact us if any item is of interest to you or if you have any requirements.

We look forward to receiving your inquiries soon.

Yours faithfully,
Tina Llang
Tina Liang

Sales Manager

Task 2

{ Situation|

A Garment Exporter’s Self-introduction

rRELE S 2 A BT ( Yoshine Trading Co., Ltd. ) J&—FK S %A, L8 B L ARZEE A HEH 1L
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Knowledge Link

|. Refer to the following mind map for writing tips.

1. Explanation of 2. Introduction to self 3. Expression for
information sources company and products cooperation
5. Sign-off 4. Expectation for reply

Il. Learn the following key words and expressions.
1.be in the market for... =V AR
2.be of high quality and beautiful design ~ FRE_ 3. RITHEE
3. visit our online company introduction AN EATINA
4. be of interest to sb. FAXS - Bk
5. give sb. a quotation NENRHIRMN




Unit2  Establishing Business Relations

Sample Answer

To: markdpt@bostontrading.com.us

From: yoshinexport@yoshine.com.cn

Date: April 25, 2023

Subject: Self-introduction

Dear Sirs/Madams,

We learnt from your information posted on Alibaba that you are in the market for garments.
We would like to take this opportunity to introduce our company and products, with the hope

that we may work with you in the future.

In effect, we are a joint venture specialising in designing and producing various traditional
and fashionable men’s and women’s garments. We have developed and marketed a series of
products such as sweaters, shirts, T-shirts, etc. All the items are of high quality and beautiful

design.

We have enclosed our catalogue, which introduces our company in detail and covers the main
products we supply at present. You may also visit our online company introduction at http://

www.alibaba.com, which includes our latest product lines.

Should any of these items be of interest to you, please let us know. We will be glad to give you

a quotation upon receipt of your detailed requirements.

We look forward to receiving your early reply.

Yours sincerely,
Ll )ing
LiJing

Sales Manager
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