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Unit 9 Product Advertising Copies
PR EXR
1. Teaching purpose: get the students know the basic concepts, types and language styles of
Product Advertising Copies.

2. Teaching Methods: teaching and practicing
3. Teaching Credit: 4
4. Key Points and Important points: types and language styles of Product Advertising Copies.

5. Teaching Process

I . Learning Objectives ﬁ
Knowledge, skills, ideological and political goals &1iH. $ifiE. BECH #r:
® to understand the connotation of an advertising copy
® to know the form and structure of an advertising copy ;
® to apply some useful expressions in practice;
[ J

to write an advertising copy with complete content and effective language
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the workplace requirements and ethics for writing product advertising copies.

Il .Leading-in

About Product Advertising Copy
Product advertising copy (7% /] 75 L %) : Part of an overall promotional strategy, it mainly
refers to the paid promotion of goods, services, companies and ideas by an identified sponsor in
newspaper, or on radio, television, or the internet. When advertising is effective, it can help
draw new business to an existing company. Information in advertisement runs out with a variety of
typefaces and sizes, and may be illustrated with artwork or color. In this chapter, we pay more

emphasis on composing the advert copy (the message) than on artwork or color.

Types of product advertising copy () % [{IF135) : There are generally four types of written-form
advertisements.

Coupon advertisement (8 # 777 75 ) : It is great for sales promotions, for it brings new
customers to store. By offering a certain amount of money or percent off your merchandise, it may
be attractive to them.

Sales advertisement (#74[1) 75 ) :This advertisement invites the general public into your store
to receive a discount on products.

Spotlight advertisement ( <y %4 7~ 4% ) : it focuses the attention onto a particular product,
product lin, staff member or customer of your business. This looks good a few times each year as
a large display ad run.

Information advertisement ({5 2275 ) : it could be written in a journalistic style making it
look like an article instead of an advertisement. It could also be written as a Question and Answer
ad offering your professional advice on a topic your company covers.

Content of a Product Advertising Copy ()~ % %) : the content of a print advertising copy
usually involves four parts: headline, subheads, body and supplementary item. Firstly, the headline
is crucial for an advertisement copy, which is supposed to be of clarity and force. Direct headline,
indirect headline and combined headline are common types of headline. Secondly, the subheads
can be the name of the target product or some interesting words and phrases about the product.
Thirdly, the text is the main part of an advertisement and its purpose is to give a general
description of the target product, often including the advantages of the product. Generally
speaking, the text may involve (1) lead-in paragraph — to arise customers’ interest, (2) interior
paragraph — details about the product, highlighting the profits, (3) trial close — about order
information and (4) close — to ask for the sale. The last part of an advertisement is the

supplementary items, including trademark, logotype, seals, contact information, etc.

Task 1

Directions: Reading and Comprehension.

1.When product advertising copy is , it can help draw new business to an existing
company.
A. effective B. done C. spread

2.There are generally types of written-form advertisements.
A. two B. three C. four
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3.Coupon advertisement is great for sales promotions, for it brings to store.

A. new customers  B. all the customers C. mainly old customers
4, is not included in advertising copy.
A. headline B. text C. instruction

5. Which is crucial for an advertisement copy and supposed to be of clarity and force?

A. headline B. subheads C. contact information
III. Formatting A~
Case 1:

IPhone

Simple and clean - Apple Reinvents the Phone

IPhone is more than just a fancy cell phone. With their range of features — from phone to web
browser, from iPod to mobile game tool — iPhone is more like a computer that fits in your pocket
and your hand than any other cell phone.

4————| Distinguish Yourself
Distinguish Yourself

[Phone Features
Phone — iPhone’s phone features are reliable, with innovative features like WeChat and standard

features like text messaging. Highlight Benefits

-—

Web Browsing — iPhone offers the best, most complete mobile browsing experience.

Email — Like all good smart phones, iPhone has strong email functions.

WeChat — It supports voice, photo, video and text messages.

ISight Camera — The iSight camera on iPhone is the world’s most popular camera. It’s easy for
anyone to take impressive photos in various lighting conditions as iPhone’s hardware and software
work together to make behind-the-scenes image and color adjustments

FaceTime — This is a video calling function. With just a touch, you can wave hello to your family,
share a smile from across the globe, or watch your best friend laugh at your stories.

Please visit us at: -
http://www.apple.com/cn - Contact information

Task 2

Directions: Read the sample and answer the following questions.
1 What’s iPhone more like?

2 How is iPhone’s phone features?

3 What’s iPhone’s camera called?
4 How many features of iPhone are listed in the ad?
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Notes 7: B

fancy adj. ZEM feature n. g
web browser  n. P 7T X Ui 75 innovative adj. BHTHY
WeChat n. (5 message n. RiZAEER)
browse v. M iSight Camera  adj. 2 A& £ 1% 3k
behind-the-scenes  adj.7E % &5 i) FaceTime n.3ZB 4440
Case 2:

a————— Title: attractive and clear

Toys on Sale

This autumn, do you want to experience a surprising moment at New Orange Supermarket?
40% - 50% off
For all kinds oftoys.

Rare opportunities like this can never be found again! General description, highlight

Apply to customers who hold a golden card. = advantage
Contact

New Orange Supermarket

Rongjiang Road

Rongjiang District ®————— Information about the developer

Jieyang
Tel: 16688888888 Fax:66668888 Website:http://www.neworangetoy.com

Task 3

Directions: Read the sample and summarize the content of an advertising copy.
Step 1:

Step 2:
Step 3:
Notes 3B
surprising adj. 4 AWz 15 ] rare adj. LAY
apply to v. i&HF golden card n. &k
on sale adv. #T#7 40% - 50% off adv.40% 2| 50%HIiFr0
IV.Useful Expressions ~4
1.Words and Phrases
Words
brand n. fh 4 concept n. H &, M-S
discount n. #r#1 distinctive adj. i B fi
illustration n. & & profit n, I
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reasonable adj. /i #% 5L
superlative adj. t% %
viable adj. R 4THY

Phrases

a complete range of specifications

g 554

a wide selection of colors and styles
VISR E2

attractive and durable 32 ¥ i FH

be on sale JH &

comfortable feel F/B4T &
convenient in use 1 F /7 {#

easy to maintain and repair 4% %] %)
go overboard i

quality guaranteed 3 il fi &=

sparkling adj. A ¥ 1)
trademark n. 7 Hn

a great variety of styles

S VEA 2

adopt advanced technology

KA TE

be dedicated to /1T

be specialized in &Ml

complete in specifications
FUE 55 4

easy to use 51 fj H.
mouth-watering 4 A T 4t H
target product H Fr /= i

to have a long history and reliable reputation A 1 f% %

2.Sentence Structures
(1) Wouldn’t it be magic to have it? #iHE B MREL?
be magic to...  ccceer e
e.g. Wouldn’t it be magic to have a car which runs on neither conventional gas nor electric
power 241 — 8 AN T H] R IR B F RE A 4 E ANV A ?
(2) Just imagine convenience this transit offers. A8 5 — 11X Ffr 2t 28 77 Sk 4 F1
just imagine ... A R — [ - -
e.g. Just imagine the romance & personal creativity potential this transit offers.
TR — T X U3 A R TR I8 AT R B 3E 7 e
(3) Compared with other products, our products has the following advantages.
PR Ah = S oAE B, AT B A BU N L
compared with other products IR HAth 7= & A1 L,
e.g. Compared with other products, our products has the advantage of quality and price.
PRICAR ™ AR EE,  FRATTH P S FEAN A A 2 A A3 .
(4) A discount of 2 percent on the total value will be granted.
5T B R E A AT
Adiscount of ...~ eeeee #r4n
e.g. A discount of 3 percent on the total value will be granted if you could make payment
within 5 days of delivery.
IR BT RS AEAL TR 5 RINATER, KT LU= B a0 E A 70 < =144 .
(5) It will offer you most convenience and efficiency in your work. Z< 7= i K AR 7 R AFF), 42
R AR .
offer convenience and efficiency #2HE{E R, &K%

e.g. We are confident that the product will offer you most convenience and efficiency in

your work. FATAHAE , %7 do AR SRAER], i m IR TAERR .
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(6)

7

(8)

(9

Remember this offer is only open for one day. KR r7E R NI — K.

only open for .. ANy -ee -

e.g. Remember this offer is only open for one week. IRk A R 9 B — & -
You can try our product free of charge. /R 1] LA 4 2 F A< 7= i o

free of charge i %% i H

e.g. You can try our product for one week free of charge. R 7 LA G 2% 3 F A 7= i — F «
It is awarded super-quality certificate. 4% i 2 $R A0 JiT 7= il UE 15 .

be awarded ... ZRFfeeee-

=i

e.g. The product has been awarded super-quality certificate. %= & 5 $R AL B2 A iE 15
They are highly praised by customers. ‘E11VR 52 14 % # 47 VF .

be highly praised ¥& 52 4f i

e.g. The product is highly praised and appreciated by consuming public.

B IR ST ORI B I T

(10) Its dimensions are 6 x 5 x 3cm, with a weight of around 1 kg.

KRS N 6x5x3 MK, H 1 AT,
dimensions X}
e.g. Its dimensions are 102 x 50 x 17.9 mm with a weight of around 140g.

HRSFRN 102 x50 x 17.9 22K, & 140 i,
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V. Strategy

M3

Lo,

T ipsfor Writing Efective Product Advertising Copy

Attractive headline

AR5 FT A

Simple and clean

headline {&j V% # 81

' Aiming at AIDA
IESCEAT AIDA

g':Highlight Benefits

E-Distinguish Yourself %

I I 5K

Since people only buy two kinds of things: solutions to -.
problems and good feelings. The headline should

promise a benefit or provoke curiosity.

Use certain words in headlines because they work, such
as Free, New, Wanted, Now, Announcing, Win ,

Guarantee, Easy, Save, Breakthrough and Last.

' As a specific or more exact explanation of the headline , the :
Etext should aim to draw customer’s attention, arouse theiré

interest and then grow desire, finally make them take action.

i Prospective customers need to know how your product or’
| service will enrich their lives. Motivate them to buy from
Eyou by addressing their needs, wants and the challenges

they face. Provide a solution to their problems.

;To win over customers, you must explain how you outshine i
 the competition and what you can offer that they can’t. '
Identify your unique selling proposition, which is what sets

you apart.

g'-Even the most sparkling copy won’t result in a sale unless.';
you ask for it. End your ad with a call to action, a statement :
éthat explains to the audience what you’d like them to do:

i next.
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6. Exercises and homework:
V . Practice
Task 4

Directions: Translate the following English sentences to Chinese and vice versa.
1. A discount of 2 percent on the total value will be granted if you could make payment within
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e
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o
=N
<
[*]
el
¢}
=
=
=
o
=]
o
<
o)
¢
~
~
&
N

CZ X, [E A A
6. WAL i H A ik,  (free of charge)
7. MR 8 KON, WERITIERR. (offer, convenience)
8. WATAF IR MIEZ KH%#FLEIF.  (be highly praised)
9. HERTWMANEA. (have along history and reliable reputation)
10. JAVE KA L HE, BT A .  (complete in specifications)

Task 5

Directions: Read the following advertisement and fill in the blanks with the right expressions
according to the Chinese.

1___ (BB E) Leather Boots

2 (BEEZTERBEMATE KRS , you might be interested in high-quality boots.
As 3 (FRATE SIMFE ), we use fine leather and make every pair of boots using

experienced workers. Our products, therefore, are fne looking, wrinkle-free and lined with

cow-hide.
22 models, 4 (Hrg A 99 SEITE| 999 FETHERD

_5 GRATAR T D
Hotline for order and enquiry: 88665533
Come to our shop at: No. 23, Boot Street

Task 6 Directions: Write a product advertisement according to the given situation.
Best Baker offers cakes, bread, fresh milk and arrangement for children birthday party. Orders

within one month of opening will enjoy an extra 25% off.

Tips: Use an attractive headline A W% 5| 77 f 5
Simple and clean language to distinguish yourself i i {15 5 R H H &
Ask for the Sale at the end  FEFFIGSE (B EELRE )

VI. Read for Reference
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Sample 1:
Special Offer!

The Tissot Men’s T-Touch Titanium Watch is the latest fashion of the
Tissot Company. It has an elegance that exists in its exceptional, functional
features. The polished, solid, Titanium ( 4k & 4 HJ ) case and bracelet
complement the bold, black dial which features a dotted pattern. The watch’s
digital Touch-screen technology gives easy access to five distinctive

functions: chronometer( 11 I #%), compass(%' #iL), alarm, thermometer(if &

1), and barometer ("< & 11°). This watch features a scratch-resistant sapphire

(%% F1 B9) crystal and is water resistant to 99 feet. The list price is $ 895, but you’ll get 10% off
if you purchase online. A one-year guarantee and a two-year parts guarantee are included. Ready
for delivery within three to five days.

Tel:  (852) 2261 0008 Hong Kong

Sample 2:

Gucci Women’s Sunglasses

Gucci 3035/S Women’s Sunglasses are the most fashionable and glamorous (U451, £ &k 7110)

sunglasses ever! Made of fine Italian materials and craftsmanship ( I 2 ) , our glasses are
extremely stunning ( #% % #J) and fashionable. Our sunglasses will take good care ofyour vision,
protecting your eyes from harmful sun rays. These sunglasses feature UV400 Lens Technology,
absorbing over 99% of harmful UVA and UVB spectrums. The smart design is to fit your face

curve. Absolute comfort for everyday wear. The market price is § 75. 99.

Services offered:

A one-year warranty;
Free clean during warranty period.

Delivery: Place your order, and enjoy the free shipping.
https://www.gucci.com/uk/en_gb/
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Unit 10 Product Descriptions
7= U 35

1. Teaching purpose: get the students know the basic concepts, language style and writing skills

of product descriptions.

2. Teaching Methods: teaching and practicing
3. Teaching Credit: 4

4. Key Points and Important points: language style and writing skills of product descriptions. .

I . Learning Objectives A
Knowledge, skills, ideological and political goals &1iH. FifiE. EECH #r:

5. Teaching Process

® to understand the connotation of a product description ;

® to know the typical types of a product description

® to know the typical contents of a product description;

® to apply some useful expressions in practice;

® to write a satisfactory product description with complete content and effective language
® the workplace requirements and ethics for writing product descriptions.

II. Leading-in
About Product Descriptions

Product descriptions (7= /& i%i B3 15) sometimes called instructions or directions, are information
descriptions about the use, standard, and operation of commodities , whose basic function is to
promote product, to publicize the company as well as to spread knowledge. It is an effective way
to help the public know more about the product and the company, more importantly, to appeal
buyers to the product. When writing a product description, it is of great significance to keep in
mind what our readers want to know, answering questions like “What is the product? How to use
it? What are the features of the product?” Generally, it is essential to highlight features and

functions of a product.

Types of product descriptions (/= f Ut B 45 1] F 25 ) the product description can be classified
into 3 types according to their spread modes. The first kind is those that can be seen on the
containers or the packages of such product as medicine, food, or cosmetics, using brief and
concise language. The second kind is a small piece of paper or a brochure attached along with the
product in the package, which is used for complex and expensive industrial machinery or
consumer electronics such as air-conditioners, micro-wave ovens and so on. The third is in the

form of pictures, PDF format or flash, which can be downloaded from the internet.

Content of a product description (7= i BB ) N %) A product description usually involves
the following three parts: firstly, it’s the subject line. This part contains the name of the product,
and sometimes its ingredient or structure. Secondly, it’s the body, which varies a lot according to
different types of products. For example, Specific instruction of Medical supplies may include
main ingredients, major indications, usage and dosage, caution, warnings, and side effect. Specific
instruction of electronics mainly contains features, specifications, technical parameters, operating

procedures, precautions. Sometimes the body also describes the packing, net weight and volume.
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Last, it’s the closing. With the purpose to provide consumers the convenient contact, it may
include the producer, the distribution unit, address, telephone, zip code, Email, etc.

Task 1

Directions: Reading and Comprehension.
1. A product description is a kind of

A. narration B. argument C. exposition
2. What should we keep in mind when writing a product description?
A. The price B. what the readers want to know C. sales
3.  We should use language when write a product description that can be seen on the
containers or the packages of such product as medicine, food, or cosmetics.

A. brief and concise B. long and detailed C. detailed and concise
4. A product description usually involves parts.
A. three B. four C. two
6. Which is not included in the closing of a product description?
A. the producer B. address C. ingredient
III. Formatting AAs
Case 1: _ Name ofthe product & structure
i

Metal Garden Model Decor
Item No.: 6101413-H

Size: 60*2.5*12 INCH

Packaging:103*13*36 CM /10 PCS

Loading Capacity:

20'GP=1749 PCS 40'GP=3624 PCS 40'HQ=4251 PCS

Great quality item for your home decor.

. . -+ ~— Featu
. Professional design for wall art. catures
. Knockdown structure instruction and hardware accompany. Easy for movement and
assembly.

. High quality powder coat, and hand painted finish

. In order to extend the age ofrack, Please don't set it under the water directly.

Advantage
1. We have our own manufactory.

2. 100% high-class material.
3. Experience and professional in producing field of arts & crafts.
4. Supply the high quality goods with best price.

5. Design team creates various new fashion creative designs.

About our factory To publicize the company

1. Factory History
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Brightrade Handicrafts Manufacturing Co., Ltd. has been one of the most reliable
manufacturers and exporters specialized in handicrafts, which are made of metal, rattan, wood,
glass, cast-iron and others. We now have an area covering 10,000 square meters as well as 15
subsidiary metal workshops and 10 sub-contracted factories under our management. Every year,
we introduce over 5.000 new items of indoor and outdoor furniture, giftware, and home
decorations.

2. Contact us:

Brightrade Handicrafts Manufacturing Co., Ltd.
Add: Ayuan Industrial Area Xixi, Anhui Province
Mike Chen

Tel: 88-888888 - — [Contactdetails
Fax:88- 888886 ——

E-mail: Mike@ Brightrade.com

Web: www. Brightrade.com.cn

Task 2

Directions: Read the sample and answer the following questions.
1. What’s the title ofthis product description?

2. Is it advisable to set it under the water directly ?

3. What is the name ofthe producer?

4. How many ways offered to contact the company?

Notes £
decor n. ZE/fi packaging n. %%
hardware n. F.4 T H assembly n. ZH %%
hand painted adj. T2 11 crafts n. T2 %%
handicrafts adj. F T.ZIK subsidiary adj. FffJ& 1
Case 2: - Name ofthe product
-
Steam Juicer 0514 v2b-outlines - Instructions

Extract pure natural juice from all your favorite fruits and vegetables with this stainless steel
steam juicer by Euro Cuisine. Just fill the base with water, add fruit or vegetables to the top basket
and bring to a boil on your stove top. The hot steam extracts the juice and it is collected at the
middle of the steam juicer for you to enjoy. Perfect for use with a variety of soft fruits and
vegetables such as tomatoes, cherries, strawberries, raspberries, apples and more. The large
capacity stainless steel juicer works on any stove top and features side loop handles for easy
transportation and cleaning. The steam juicer is a great way to enjoy delicious homemade juice
free from added store bought sugars and sweeteners. A convenient built-in spigot allows for easy

dispensing into a cup, pitcher or glass jar for canning. L

Features
77



Instructions
Step 1

Fill the bottom water reservoir with water then place onto stove top to prepare for use.

step 2

Add desired food to steamer tray then place the collection pot and tray onto the base.

Step 3

Allow food to cook until juice has been extracted then dispense from built-in spoutx.h"-..

Task 3

v

Directions: Read the sample and summarize the main writing content.

Step 1:

Step 2:
Step 3:

Step 4:

Notes Y ERE

juicer n. PEVT A%

stainless adj. A #% B {5 1
raspberry n. L1 17

loop handle 3 JE F48
spigot n. Nz [

IV.Useful Expressions
1.Words and Phrases
Words
brand n. i f#
coordinate v. /i
delivery n. %1%
guarantee v. HR, PRIE
packing n. {13
specification n. %
warehouse n. @&

Phrases
a string of — & %
code number %5, i 5
complete in specifications K% 5% 4=

competitively-priced quality products

DS R (A7 i

extract v. FEHL
stove n. K J
large capacity K% &

sweetener n. 3 i 7]

charge n./v. %% ;U

corporate adj. A ][

electronics n.  HL -7 iy
maintenance n. 4E{&
precaution n./v. T it ; % 45

volume n. A FH

be engaged in M\ 5T
commodity barcode T i 5% JE il
Co., Ltd. ST AE A R A 7]
excellent quality/high quality
mn i A R
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guarantee period fr1& H] key Product Features i it 4 P

main image and other image URL net weight {f #
P R operating procedures ¥ 1E £ 7
search Terms 18 2% 5 i 1d] technical parameters £ R Z %

2. Sentence Structures
(1) This machine is widely applied to electron toys. IHL#S 72 B T Hsh i A .
... be widely appliedto ... ...... JZ L T
e.g. Our products are widely applied to various equipments, electron toys, electrical tools,
electrical appliance, electrical massager etc.
AT TZ M TACGE . BEiBrA . B TR KA EA. RS
(2) The toy is suitable for children aged 6. IITEIES 6 & JLE
be suitable for children aged ... <<+ EHe S HJLE,
e.g. This toy is suitable for children aged three and above.
KRGS 3 £ UL EMJLE,
(3) The washing machine is ideal for us. BE¥EA L2 FATEAE 1 H
be ideal for ... ...... ST AR oo e FH i
e.g. This car would be ideal for you, sir; why don't you try it out?
detk, RRESAERLIER, B A AR —TI0E?
(4) Ttis very useful for reading.  7E i /7 IR 9L HH .
very useful for ... ...... TEeeeees RsEH
e.g. Sports and games are very useful for character training.
1E S Bl AR AR I ZRAR R A
(5) It can fully satisfy the needs of customers. ‘Bl 5C 2 £ & 7 Ko
fully satisfy ... SE&TH L -
e.g. It can fully satisfy the specific requirements of the customer.
SEA I AR NP R AR LR
(6) Please keep out ofthe reach ofpets. 15 E T BB AE M HL T .
Keep out of the reach of ... B T+ g AN IR Hb T
e.g. Keep out ofthe reach of children. B T JLE % A 55 FIHLTT .
(7) Avoid alcohol during the use ofthis product. AR F A< i i F2 28 1R gLy
Avoid ... during the use of ... ff -+ HATA] 2 1 eee e
e.g. Avoid alcohol and having pepper, chives, fried food and unripe or cool fruits during the
use of this product.
R FH A o B U AR O, AR RO, AESEDL ROmE. R R EY, Bk
R
(8) Disconnect the AC cord. ¥ HL .
Disconnect ... K f-eee-
e.g. Disconnect the AC cord when you are not going to use the product for a long period of
time. < I (8] AN F A 7 i B, 45 i HL 9
(9) Place the it on a flat, even surface. K H 2 iU/ 5 f) L 7 o
Place the ... on ... surface F§---- 579/ CIRL 1) Hb 77
e.g. Place the machine on a flat, even surface. AN M %2 AL T HH A b /5 .
(10) It is advisable to replace the batteries. F% 115 5 /R B # By it .
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replace... B fffu-eeeee

e.g. If you use the appliance twice a week or more, it is advisable to replace the batteries

every two or three years.

an R — B AL A= S P Ok B BB, BT WCURRE P A B = A B e L — I

V. Strategy

Lo,

Tipsfor Writing Efective Product Description

Research the product

- and its uses. J i/ b

Determine your

audience. i 5€ 7% |

g'fLinking features and’
 benefits. 78 H HF ST
b

"Use clear and decisive.'g
- language. W& & 1 W BA

i

Einclude a call-to-

action 17z} R I

You should know and understand every feature and
advantage the product may have.

Writing styles should always vary depending on the
desired audience. You should research who uses
and purchases the product to establish the tone and
style of your audience and create a unique voice for

your product.

g'ste descriptive language to convey how any one feature |
éwill benefit the buyer and how purchasing the item will

: make the consumer's life easier.

g'.It’s important when writing product descriptions to be
concise. Use common language and terms that are easy to
Eunderstand. Clearly describe the product without getting

too technical or boring so the reader stays engaged.

;.Not all product descriptions always ask for a sale, but it 1s
advisable to be creative and encourage the potential buyeré
éto purchase your product by telling them exactly how tog
Ldoit. |
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6. Exercies and homework:

V . Practice
Task 4

Directions: Translate the following English sentences to Chinese and vice versa.
1. Competitively-priced quality products are the most desirable. (#1341 B #0724 )

2. This mountain bike is suitable for children aged 10-16. &AM 10-16 & /N Z)

3. Avoid alcohol and having pepper, chives, fried food and unripe or cool fruits during the use of

Please keep this instruction for further reference. = CI K2 i))

Come and see our wide range of computers and printers. (% R %)
AT = i g e — M P B ERARZESR. (fully satisfy)

BATH ™ b N 25 . (be widely applied to)

B UKAE Z A P HE R T (place)

R AT AT, Bk WA KIE . (avoid, soak with water)

0. WRARTEZAG B BURSS, 36X R RE A A8 H B 55 www. Philipson.com. (visit,

the Philipson Website)

= © % N v A

Task 5

Directions: Read the following product description and fill in the blanks with the right
expressions according to the Chinese.

HIGH SPEED CHAOS FOR THE GAMECHANGER

1 CRUU 2 R FT R 7 . ) Play fast and shatter expectations as you
become an ultimate game changer in these women's soccer cleats. The ultra-light cleats
2 (PRALAT 7 R JEPE I Z ) to seize the spotlight and be first on

the attack. A one-piece lightweight compression upper delivers a sock-like fit with zero wear-in

time. Premium K-leather 3 (FEHE 5 R I ETIE) . Designed to cause

chaos on firm ground and artificial grass.

Experience zero wear-in time with a Techfit compression upper that molds perfectly to your foot

the instant you slip it on

One-piece upper provides a snug fit for ultra-fast moves

Provides rock-solid stability at high speeds with its extremely lightweight
SPRINTFRAME outsole

Premium K-leather4 CHR A B 3 7 3 P R o)

Move with explosive speed and traction on firm ground (dry natural grass) with the FG

Chaos stud alignment

5 GO

Task 6

Directions: Some parts of the following description are not proper. Please rewrite them.
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Please follow these procedures in order to make a machine withdrawal from your City Bank
checking or savings accounts:
1. You should take out your card and insert your card face up into the card slot on the machine
teller.
2. Enter your six-digit identification number on the numbered buttons.
Then you need to press the withdrawal button for checking on the button for savings.
4.  Enter the amount of withdrawal, either fifty or one hundred on the numbered buttons, and
wait for your receipt to be printed.
5. Don’t forget to remove your card from the slot, in case you may lose it. You will see the
drawer open with receipt and your cash withdrawal in fifty-dollar packets.
All customers are limited to withdrawals of five thousand RMB in one twenty-four-hour period.
Tips: Determine your audience, and create a unique voice for your product description.
T o 2 7 A BE 4 O
Use clear and decisive language.

i 2 DA

VI. Read for Reference ~A~ . Product description that

can be downloaded from the internet.

Sample 1:

Apple MacBook Pro
Apple Mac Laptop Computers

Display: highest resolution notebook with over 5 megapixel

All-Flash Storage: everything is fast

Fastest Processors: dual-core (X %) or quad-core (JY#%) e
Long Lasting Battery: 7-hour charge, 30-day standby time C£F#/1A [8])

Hard Drive: 320GB or 128GB

Thin, light, powerful: only 1 kg, easy to carry

Price: 13-inch: US$1,199; 15-inch: US$1,799

http://www.apple.com

2. Product description attached along with the product in the package.
Sample 2:
Instructions for an HP 640 Fax Machine

A fax machine is a piece of office equipment that scans documents, digitalizes the
information and transfers the data through telephone lines. Hewlett Packard (HP) offers a wide
selection of fax machines, including the HP 640 series, a fax machine that is professional-quality
and yet simple enough for everyday faxing and copying. This machine is compact and features
one-touch control, a 50-page memory and easy-to-follow menus. It can copy up to four pages in

one minute and fax a document in as little as six seconds.
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Sending Faxes

L.

Load up to 10 documents you wish to fax into the document feeder ( CA%f%i%2%) . Make
sure the document is face down, with the printed side toward the machine. Adjust the
paper guides to properly fit the width of the documents.

Dial the number you are sending the fax to. Enter the number you wish to fax to and
press the "Start/Enter" button, with or without lifting the handset. You can also press the

"Loudspeaker" button, then enter the number and press the "Start/Enter" button.

Press and hold the "One Touch" button you wish to fax the document to. This will
automatically dial the number for you and can be used once you have set up your speed
dial.

Press the "Speed Dial" button. "Search and Dial" will appear on the display screen. Press
"OK" to search for a stored number. Once you find the number you wish to fax to,

simply press the "Start/Enter" button.

Receiving Faxes

L.

Pull the paper tray cover away from the paper support to load paper. Slide the paper

guide to the correct width for the paper you will use, either letter or A4.

Gather up to 50 sheets of paper and neatly stack them. Insert the stack into the machine.

Push the paper tray cover back into place.

Set up the fax machine to manually receive faxes, or the "TEL" answer mode. Answer
the telephone when it rings. Press the "Start/Enter" button once you hear the fax tones.
Hang up the phone when you have heard fax tones from both machines.

Set up the fax machine for the "Auto" answer mode. The machine will ring a

predetermined number of times, detect fax tones and receive faxes automatically.

Copying Documents

1.

Insert up to 10 documents that you wish to copy; turn the documents face-down and
insert them into the document feeder. Press the "Copy" button twice to make a single

copy of these documents.

Press the "Copy" button once to make multiple copies. Using the phone pad, enter the
number of copies you wish to make, from one to 50. Press the "Copy" button again to

start copying or press "OK" to go to the next option.

Press the arrow buttons next to the "OK" key to change the default zoom rate, choose
from 50 to 150. Press the "Start/Enter" button if you are satisfied or press "OK" to go the

next setting.

Press the arrow buttons if you wish to print the last page first. Printing in reverse will
cause the first page to be on top when the printing is finished. Press either "Copy" or

"OK" to start printing.
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Unit 11 Sales Letters
HER

1. Teaching purpose: get the students know the basic concepts, types, format, language style and
writing skills of sales letters.

2. Teaching Methods: teaching and practicing
3. Teaching Credit: 4

4. Key Points and Important points: format, language style and writing skills of sales letters.

I . Learning Objectives A
Knowledge, skills, ideological and political goals &1iH. FifiE. EECH #r:

to understand the connotation of a sales letter;

5. Teaching Process

to know the typical types of sales letters;
to know the format and the content of a sales letter;
to apply some useful expressions in practice;

to write a satisfactory sales letter with correct layout, complete content and key selling points.

the workplace requirements and ethics for writing sales letters.

Il .Leading-in
About Sales Letter

A sales letter (5%t ) is a piece of direct mail which is designed to persuade the reader to
purchase a particular product or service in the absence of a salesman. It has been defined as “a
form of direct mail in which an advertiser sends a letter to a potential customer.” It is distinct from
other direct mail techniques, such as the distribution of leaflets and catalogues, as the sales letter
typically sells a single product or product line, and further tends to be mainly textual as opposed to
graphics-based. It is typically used for products or services which, due to their price, are a

considered purchase at medium or high value (typically tens to thousands of dollars).

Types of Sales Letters (£ R FIF2E)  Sales letters are the most common persuasive writing
for commercial purposes. They fall into three general, and sometimes overlapping categories:
unsolicited, solicited, and soft-sell.

Unsolicited sales letters ( [ & 458 ) are also known as direct-mail advertising. They are
sent by mail directly to the prospective buyer. They are usually not welcome on the part of the
recipients who did not ask for them, which explains why their paper version is often called “junk
mail” while the electronic form is called “spam”.

Solicited sales letters (i K 14445 26 )  are replies to requests about products or services.
They are often luckier than unsolicited sales letters in the sense that they won’t end up in a dustbin
without being read. However, to succeed, they still have to provide satisfying answers to questions
already asked by the reader.

Soft-sell letters ( % 0 #E 45 B8 ) , also known as cordial contact letters, are special goodwill
letters designed to maintain good relations with important customers. Unlike the hard-sell junk
mail, they don’t bombard the reader with something undesirable. They are soft-sell because they
keep a company’s name familiar to customers without directly promoting a particular product or

service. They are usually enjoyable to the reader with a lot of useful information or entertaining
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materials. They aim at long-term customer loyalty.

Content of a sales letter (4 H5 { [1J 1 &) The content an effective sales letter usually involves
the following four parts: first, getting attention. To be eye-catching, the writer has to make the best
of his or her imagination, which can be an interesting phrase, a promise of free gifts, or a
surprising offer; second, arousing interest. The uniqueness of the product or service is the key to
this step. The product or service should stand out from others with its own characteristics; third,
proving benefits. Supporting details such as favorable comments from a third-party, names of
awards won, evidence that show the benefits of the products or service will be provided; forth,
motivating action. Inducing an action of buying is the ultimate goal of a sales letter. Convenient

contact information, gifts, discounts or other incentives can be provided to motivate the

consumers.
Task 1
Directions: Reading and Comprehension.
1.A sales letter is a writing.
A. routine B. persuasive C. requesting

2. Which type of sales letters is more likely to go into “junk mail”?

A. unsolicited sales letters B. solicited sales C. soft-sell letters

3. Soft-sell letters are usually enjoyable to the reader with a lot of effective

A. promotional materials B. announcement C. information.

4. The of the product or service should be highly emphasized to arouse the audience’s
interest.
A. uniqueness B. price C. short-comings

5. The final step of an effective sales letter lies in

A. getting attention B. proving benefits C. motivating action
M. Formatting _ 1 A
Case 1: . Salutation

. - _
Dear Sir or Madam , S

Greetings
Good day! Hope everything goes fine with you.

I am Andy Wong from “Jieyang Jiqing Group”, one of the first mover for stainless steel cutlery
and cookware business in China since 1989. I come to you with very good news and trust you will
like it.

- )
Introduction

Our company has internal sales competition in March, so we get very attractive discount

promotion with attached product list(most hot -sellers) .
If you order and pay deposit before March 30™, then you will get :

1. 5% discount lower than normal selling price (as attached fixed price).

Special offers
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2. 1/4 MOQ than normal MOQ “

Normally our MOQ is 2000doz for cutlery and 2000sets for cookware. Now is 500doz for cutlery

and 500sets for cookware.

3. Full payment refunded if case of bad quality problem.
It is a very good chance to get the most competitive price, small MOQ trial order and with very

nice quality guarantee.

Please be kindly to check the price list and back your comments. Anything referring price,
quantity, service, please feel free to tell me for prompt solution. The promotion is special and only

for this March.

It is our pleasure to serve you and welcome to become one of our VIP customers from this March.

‘. ",
"y

Look forward to your reply.
Polite ending and expectation

Yours,
Andy Wong

Task 2

Directions: Read the sample and answer the following questions.
1. Who is the recipient ?

2. What is the competitive background ofthe company ?

3. What favorable terms are offered by the company ?

4. How does the company try to motivate action ?

Notes ¥ &

mover n. 5547 #H setsn. &

stainless steel cutlery ANE5EHE H competitive price £ 3% 4 S BN %
cookware n. & 1TF A trial order ik 1]

internal sales competition PN #5465 7% 28 quality guarantee  Jii & {RilE
discount promotion 7 #1112 44 price list T #& 3%

MOQ H/MTH &, #il&E comments n. & M., Wit

doz ni¥7, +=AN VIP customer VIP % 5

Case 2:

Dear Julie,

You already trust Eagle Brokerage to provide your insurance solutions. Now I want to introduce

Eagle's sister company Net-Thing and its family of products designed to keep you connected to

your network of customers and employees. \
) Getting attention, with a question or

a statement to create suspense.
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Here’s an introduction to what Net-Thing can do for your business.

Web Put the best face on your business, and create practical tools for your staff: with
design | Flash animation, interactive databases, e-commerce, or elegant brochure-style sites.

Then choose Net-Thing's marketing tools to attract customers to your site.

Web Store your web site on Net-Thing’s servers, and ensure that your site is working
hosting | even when your staff goes home. Net-Thing provides high speed Internet
connections—T1s and ISDN. Need email? Net-Thing can provide as many unique

email accounts as you can use.

Cell Cell phones are used today for email and other digital, wireless tasks. Your staff
phones | can even access data online from one wireless device. Net-Thing incorporates the

new technologies our clients want.

f 1
Arousing  interest, with  the

advantages of your product or

service.

With a long history of solid growth and great service, you can rely on Net-Thing to be here as

your business grows. Best of all you can feel secure knowing that you are using one trusted team

for your integrated business solution. . [

Proving benefits, with emphasis on
)

1 your special points.

Please call today to find out how we can help. Don't forget to ask how Net-Thing can enhance

your web-design package, with our marketing and search engine registration services.

.

. Motivating action, with
Sincerely
encouragement for further contacts.

Harry Wagner
President, Net-Thing

P.S. Use the enclosed valuable Net-Thing coupons to cut your costs and start saving today!

Task 3
Directions: Read the sample and summarize the writing process.
Step 1:
Step 2:
Step 3:
Step 4:

Notes 71

sister company  ZH#k (W) A FH server n. 45 #%

network n. [, 4% Internet connections W 4% 3% 2
flash animation flash %] i access data online 7F 2% X4 15 1]
interactive databases %% H %4 wireless device TG 2k % &
e-commerce HL T 5 5% incorporate v. B, HH
elegant brochure-style F# 3 ff) & 1% it W% g,  solid growth F2E K

marketing tools & 44 1. H great service = SR 5%

Net-Thing W3 (LEJE) registration services VI fift ik 55



IV.Useful Expressions
1.Words and Phrases

Words

import v./n.if [

export v./n. 1
manufacture v.AE 77 il i

supply  v./n.flp; HEHE
invoice n. K2

catalogue n. H¥

Phrases

W5 NI T

be highly praised and appreciated
2 E SR

for one’s reference fit 5 N &%

give/grant/offer someone a ... discount

AT

high degree ofrreliability & {5 #i J&

latest model % 1) 714 5

new design 1 B T

profit-making opportunity %% F| ¥l £

reasonable price & T 4%

take an opportunity F| FH HlL &

various kinds of £ Fll % Ff 1

attractive design

2.Sentence Structures

importer  n.3
exporter n. i ER

manufacturer n. PR il

supplier n.fHt )

contract n. & A

be well-known for ... PL...... ] 44
excellent service 1t i AR 5%

great demand for... Xf...... i RARK
good after-sale service R M1 GRS
high quality & Jii &
in the market for A8 %l K
modest investment & J& % %
newly-developed #1 H & I
reasonably priced & FE & 1/
superior/high performance = P B8
trial order /1T 5

(1) We are taking the liberty of sending you... KA1 E BRHLLS I K ik -ee oo
take the liberty of doing ... 8 H {2 H, BIRMHESH;
e.g. We take the liberty of introducing ourselves.

BUE BRHAE B A4

(2) May we stop by and offer you ...? FAl]

B 5 5 1V FE V9 ) S5 e ?

(3) We are writing to introduce ourselves to you as a company specializing in ...

RATF U VA BRATAT, RAVA T L oo,

be specializing in... T Mk N Zfeeeee

e.g. We are specializing in the exports of Chinese foodstuff and wish to express our desire to

trade with you in this line.

BATLANFE R E A H, FEES A RERXMIWELTE KR,
(4) What we are offering is an opportunity to ... AT EFAL - KL 2.

an opportunity to...  =s+ee IFL 2=

e.g. It would give us an opportunity to redeploy our resources.

RO AN — AN R B R IR AL
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(5) The enclosed brochure will give a detailed description of it.
B a7 /N7 TR P
a detailed description of... J&F--e---- FORESAE RSy
e.g. Their review should be consulted for a more detailed description of the work.
f AT PR TR X UL AR AL IR 5% .
(6) We are able to offer you very favorable prices on...
FATAT AL URAR A== AL R A o
favorable price Tt E A #%
e.g. Favorable prices are offered before 26™ |, Oct . Only!
M BAIR 10 A 8 5.
(7) The demand for ...is skyrocketing in our country. X7 «----: 1) 5 R A 5k o
the demand for... XJHJF5 K.
e.g. Surging imports will add to the demand for hard currency.
HE 1A 1 o o e E B 1 7 oK
(8) Ifyou want to know more information, you can visit our website ...
BETREZEER, 158 IATHI R s, .
(9) We’d like to establish direct business with ... on the basis of equality and mutual benefit.
HTEE G AP E R R R B H H KRR
equality and mutual benefit %% 5 Fl|
e.g. We trade on the principle of equality and mutual benefit.
AT P55 B SR W4T 52 5
(10) We are looking forward to your reply soon. FATHAfRFEFEHEE.

>

|
G
14

V. Strategy

This-means a study of the reader's need. Human beings have

Tips for Writing Successful Sales L- many needs in life. Some are social, e.g. friendship; some are

...................... i...personal, e.g. self-respect; some are about our body, e.g. food;

some are about our mind, e.g. a sense of security.

Analyze the reader.

T | ¢ This refers to a thorough understanding of what is being sold. It .
) X is devastating for a sales letter to give wrong specifications of
Know the product the product or service. The mistake may even ruin the selling
or service. | f#r= fi -~ once and for all.

. . :’.Though features are what make the product or service different from
Emphasize benefits. |

R

others, its benefits, especially those that could he counted in money,

that usually win the readers' heart. That's why many sales letteré

. - writers still prefer to use the word “free”.
‘Understate the price, B

unless it is an obvious

bargain. B #fi {1 #%

"Price means money to be paid for instead of benefits to be gained from

the product or service. To reduce the negative effect of a price, put it

after benefits.

‘Enclose more details.
Rty
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.Supplements will shed more light on the product or service. But it is

6. Exercises and homework: unwise to refer to such enclosures early in the letter, as this will
VI. Practice interrupt the reader from reading on.
Task 4 "

Directions: Translate the following English sentences to Chinese and vice versa.

1.  We are taking the liberty of sending you our company introduction and product catalogue.(7**
mn H 3K%)

2. We have pleasure in sending you a copy of our catalogue, which includes details and prices of

our complete range oftelephones.  ( & 41)

6
7. Rl Ay RIS RE OCTE — N IRATHHE L R E . (new set ofproducts)
8. IEFRATALIE MR 55 o0 ity A ik & T (S I o (excellent service)
9. FRAT AR AR 55 T A IS R A = S A AN [R] . (express service)

10. 847 HAbAF SR B IR 3 2 M 1 f#IX KA 7] . (know more about)

Task 5

Directions: Read the following sales letter and fill in the blanks with the right expressions
according to the Chinese.

Dear Sirs,

1 (fRAEELHIE ) what has happened recently in the world business?

Or what makes large corporations a big success? And how to maintain and enlarge your market

share?

Get all these information and expertise with a special introductory subscription to World Business

Review. For just $5, you can get 6 full pages of information and experience-packed issues.

2 (A& EL LARTFRAE 7D .

3 (@ # AW & D , we are glad to terminate your
subscription.

4 AL THLZ) ! Get the facts and information. Get World

Business Review.

To take the advantage of our special offer, simply call us at 010-60804008 or
5 GAAEHO

Sincerely yours.
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Task 6

Directions: Write a sales letter according to the given situation.
Keqiang Company has established a program for prompting their new serials of modern
office appliances such as printers, photocopiers and fax machines to the office buildings in their

district. Ms Zhang is required to write a sales letter to introduce their products to the customers.

Tips: modern office appliances AL 7172 F i favorable prices 1 S 4%

printers  $TEAL high degree ofreliability & & 1 FE
photocopiers & EIHL a long period ofuse fiff F 77 i K

fax machines & FE HL take care of fixing, repairing 1 57 % %%, 4E (&
high efficiency 5 %% one year warranty {ff&— %4

profit the greatest =1 % F)

VII. Read for Reference AAs
1.Sales letter for product promotion

Sample 1:

Dear John,

Nice Monday. I'm May from NEW ORANGE TOY, the biggest doll manufacturer in Jieyang
since 1987, and now the honest supplier of JUMBO S.A, Perfect Toy, Max Stores (Greece). Our
brand ABBIE & BONNIE doll now are very popular in EU.

Quality is our culture. All our items (1000+ designs) pass EN71, 7P, AZO test. Good quality, good

price.

Innovation is our soul. We have a professional team to support OEM and design service.

Service is our aim. Strict QC (Jii f£#£ 1) make sure every shipping is safe and 7*24h ASS make

customers are satisfied with us.

We know Toys-Shop is also doing big toy business. We wish to serve you if any chances. If you

need any toys, just freely to let me know.

Tks & B.R
Guangdong New Orange Toy Co., Ltd

2.  Sales letter for service promotion
Sample 2:

5Second Avenue

New York USA

Telephone 84765
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Fax 35467
Telex 46738 MATOY
Matrix Toys Inc.
12 September 2008
Mr. Martin Crown
Managing Director
Crown Toys plc
33 Regent Street
London, UK

Dear Mr. Crown

At the beginning of this month, I attended the Harrogate Toy Fait While there, I had an interesting
conversation with Mr. Douglas Gage of Edutoysplc about selecting an agency for our teaching

aids.

Douglas described your dynamic sales force (& A 1% /7 FI45E BAfH) and innovative approach to
marketing. He attributed his own company’s success to your excellent distribution network which
has served him for several years.

We need an organization like yours to launch our products in the UK.

b}

Our teaching aids cover the whole field of primary education in all subjects. Our patented ‘Matrix

math apparatus is particularly successful.

You may have reservations about American teaching aids suiting your market. This is not a

problem since we have a complete range of British English versions.

I enclose an illustrated catalogue of our British English editions for your information. Please let

me have your reactions to the material.

I shall be in London during the first two weeks of October .Perhaps we could arrange a meeting to

discuss our proposal.
Yours sincerely.
Howard Bink

Marketing Manager

Enc.
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Unit 12 Sales Contracts
ciG
1. Teaching purpose: get the students know the basic concepts, format, content, language styles
of sales contracts.
2. Teaching Methods: teaching and practicing
3. Teaching Credit: 4
4. Key Points and Important points: basic concepts, format, content, language styles of sales

contracts.

5. Teaching Process

I . Learning Objectives
Knowledge, skills, ideological and political goals &1iH. FifiE. EECH #r:
to understand the connotation of a contract;
to know the typical types of contracts ;
to know the format and the content of contracts;
to apply some useful expressions in practice;

to write a satisfactory contract with correct layout, complete content and key points.

the workplace requirements and ethics for writing sales contracts.

Il .Leading-in
About Contracts

A contract ( & [ ) is any voluntary agreement between two or more equal parties that is
enforceable in court. A contract is assigned when the parties agree that there is an agreement. And
it is there to protect you. One party can seek legal recourse from another if the other party
breaches, or violates, the terms of the agreement. A written contract is recommended to avoid
misunderstanding terms and conditions, and to be evidence to support you when thing is going
wrong. The contract must be precision, conciseness and impersonal tone. The parties of the
contract must express precisely what they mean, and employ the same terms for the same idea. A

sentence should have no unnecessary words to be concise. A written contract is formal.

Types of Contracts (& [F] F¥J#2%) There are many different types of contracts. They fall into, at
least, the following categories: sales contract, order contract (] 44 [A]),contract of employment
(& fH & [A]), contract for technology transfer (f R #% il: 4 [A]), contract for engineering projects( L.
F£ 4 [A]), contract for leasing affairs(FH % % [7]) and contract for labor services(57 3l it %5 & [7])

Sales contracts (iH% & [F) are also known as agreement of sale, contract for sale, sale agreement,
or sale contract. It is signed by both parties to indicate a seller agrees to sell and a buyer agrees to

buy under certain terms and conditions

Task 1
Directions: Reading and Comprehension.
1. A contract is in court.
A. asked B. enforceable C. requesting

2.Which type of contract is more likely to involve in Buyer or Seller?
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A. Sales contract B. Contract for leasing affairs C. Contract of employment

3.A contract usually deals with parties.

A. one B. two C. two or more.
4. The contract must be of , conciseness and impersonal tone.

A. practice B. price C. precision
5. A written contract is

A. informal B. formal C. informal or formal
III. Formatting AAs
Case 1: o Title
SALES CONTRACT (ORIGINAL) “~ -

Contract No.: DE45 Date: Sep. 25, 2015 Signed at: Shenzhen

Seller: FW Import & Export Group Corporation, 17th Road, Futian District, Shenzhen, China
Buyer: Earth Trading Co., Ltd, Green Road, 23 High Road, London, U.K.

This Sales Contract is made by and between the Seller and the Buyer whereby the Seller agrees to

sell and the Buyer agrees to buy the under-mentioned goods according to the terms and conditions

stipulated below: b S

Preamble

Name of Commodity | Specifications | Quantity | Unit Price | Total Amount

SN-5390 bed sheet 110cm,red 18,000 $5.0 UsS $ 90,000

(The Sellers are allowed to load 5% more or less and the price shall be calculated according to the

unit price.)

1.
2.

AN »n A~ W

Shipping Marks: BM London No. 1-32000
Insurance: To be covered by the Seller for 110% ofthe invoice value against All Risks and War
Risk as per the relevant Ocean Marine Cargo Clauses of the People's Insurance Company of
China. If other coverage or an additional insurance amount is required, the Buyer must have the
consent of the Seller before shipment, and the additional premium is to be borne by the buyer.

. Port of Shipment: Shenzhen, China.

. Port of Destination: London, U.K. - N

Body l

. Time of Shipment: During December, 2015, allowing partial shipments and transshipment.

. Terms of Payment: The Buyer shall open with a bank acceptable to the Seller an Irrevocable

Letter of Credit at sight to reach the Seller 30 days before the time of shipment specified, valid

for negotiation in China until the 15th day after the aforesaid time of shipment.

. Commodity Inspection: It is mutually agreed that the Certificate of Quality and Weight issued

by the State General Administration for Quality Supervision and Inspection and Quarantine of P.

R. China at the port of shipment shall be taken as the basis of delivery.

. Discrepancy and Claim: Any claim by the Buyer on the goods shipped shall be filed within 30

days after the arrival of the goods at the port of destination and supported by a survey report
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issued by a surveyor approved by the Seller. Claims in respect to matters within the
responsibility of the insurance company or of the shipping company will not be considered or
entertained by the Seller.

9. Force Majeure: If shipment of the contracted goods is prevented or delayed in whole or in part
due to Force Majeure, the Seller shall not be liable for non-shipment or late shipment of the
goods under this Contract. However, the Seller shall notify the Buyer by fax or E-mail and
furnish the latter within 15 days by registered airmail with a certificate issued by the China
Council for the Promotion of International Trade attesting such event or events.

10. Arbitration: All disputes arising out of the performance of or relating to this Contract shall be
settled amicably through negotiation. In case no settlement can be reached through negotiation,
the case shall then be submitted to the Foreign Economic and Trade Arbitration Commission of
the China Council for the Promotion of International Trade, Beijing, China, for arbitration in
accordance with its Rules of Procedure. The award of the arbitration is final and binding upon
both parties.

11. Governing Law: This Contract shall be governed by the United Nations Convention on

Contracts for the International Sale of Goods.

Other Terms:

This contract shall be made out in two originals in both English and Chinese. Both versions are

equally valid. Each party keeps one originals ofthe two after the signing ofthe contract.

THE SELLER (Signature) THE BUYER (Signature)
FW Import & Export Group Corporation . Tool Trading Co., Ltd
) [ Closing J
Task 2

Directions: Read the sample and answer the following questions.
1. What elements are included in the preamble?

2. What elements are included in the body?
3. What elements are included in the closing?

4. How many parts are included in a sales contract ?

Notes FER

title n. ARpAE preamble n.ZJE

specifications  n. % shipping marks n.F% 3k
Case 2:
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Title
Sales Contract

Name of company: Liangliang Lighting Electrical Appliances Limited Company

S/C NO: SHO112 DATE: Oct.1, 2012

THE SELLER: SHANGHAI LIANGLIANG LIGHTING ELECTRICAL APPLIANCES
LIMITED COMPANY
18 LANE, 315 LONGHUA WEST ROAD, SHNAGHAI

P.R.CHINA

THE BUYER: NEXT CORPORATION
33 HIGH STREET, LONDON

UK.

This contract is made by and between the Buyer and Seller, whereby the Buyer agrees to buy and
the Seller agrees to sell the under-mentioned commodity according to the terms and conditions

stipulated below: - _

Preamble
Commodity& specification Quantity Unit price Amount
MT=2038 CIF SHANGHAI
5000PCS USD45,000
AC 220V 50HZ 11W USD 9.0/PC
TOTAL 5000PCS USD45,000
TOTAL CONTRACT VALUE: SAY U.S.DOLLARS FORTY FIVE THOUSAND ONLY.

TIME OF SHIPMENT: Within 60 days upon receipt ofthe L/C which accord with relevant clause

of this contract. .

TERM OF PAYMENT: T/T ™~ Body

This contract is made in two original copies and becomes valid after signature, one copy to be held
by each party.
Signed by:

THE SELLER: THE BUYER:
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SHANGHAI LIANGLIANG LIGHTING NEXT CORPORATION
ELECTRICAL APPLIANCES LIMITED ¥

COMPANY Closing
Task 3
Directions: Read the sample and summarize the writing process.
Step 1:
Step 2:
Step 3:
Step 4:
Notes ER
CIF abbr. (Cost Insurance and Freight ) F| /&4 SAY n.kE
ONLY n. % T/T abbr. (Telegraphic Transfer) i
IV.Useful Expressions A
1.Words and Phrases
Words
hereafter = after this time adv.% )5 hereby = by means/reason ofthis  adv.%F it
herein = in this adv. ttH, F ik hereinafter = later in this contract adv.fE |~ 3
thereafter = afterwards adv.ltb)5, J&K
thereby = by that means adv. [Klth;  Hitk; fEF 7 TH
therein = from that adv.7EHS B ; 7EHR & 1
thereinafter = later in the same contract adv. LA F; 7E R~
whereby = by what; by which adv. B &; LA
wherein = in what; in which adv.ZEWF B ; ZEWE S E
Whereas: considering that adv.%& T, &t ...... e
Phrases
applicable laws & F V5 fE arbitration clause 13 2% 2K
breach clause 3453k delivery place A& B b &3
delivery time KRB Force Majeure Clause AN A $i4E 253K
guarantee clause  PRilE 257K inspection clause KU 4% EK
insurance clause R [ 2% 2K payment conditions/ payment terms £ ZK 25 1
shipment& delivery %2 1% miscellaneous clause At 2% 3K

2. Sentence Structures
(1) This contract is made by and between the buyers and sellers,  whereby the buyers agree to
buy and the sellers agree to sell the under-mentioned commodities according to the terms
and conditions stipulated below.
ARG F KT 24T, RIEAR G F 2K, K7 ML, 207 R e i LUR = i
(2) We hereby establish this irrevocable letter of credit in your favor for account ofABC
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Company in the amount of... U. S. $ (amount in words), available against your draft(s)
drawn at sight on Credit Bank, N.A., Letter of Credit Department, Los Angeles, California,
accompanied by your signed and dated statement as follows.
FATHRFILTTSLAE ABC 2 m) ik B LABE T N2 o NSy oo ¥t (K580 , £52m
MIEAZ PLAL AT SEARAT 5 FHAE ST B RONE 2 AT 3, M 5107 % 5 A0 E 44 H 19175 1)
R

(3) B shall not be entitled to claim for itself in respect of any Force Majeure in Clause ... .
L7 TR -+ 2%, NH A B HRRMA RAT IR

(4) Buyer shall have the right to inspect the goods on arrival and, within...  business days after
delivery, buyer must give notice to seller of any claim for damages on account of condition,

quality or grade ofthe goods, and buyer must specify the basis ofthe claim of buyer in

detail.
SE 7 A AUAE B WIS BT G A+ B H N EAT R 56, 3K 7 200388 S0 S 07 A AeT T
e Ar . it SR AR R, JFEat R EH .

(5) The Buyer shall nevertheless have the right to cancel... of the contract without prejudice to
the Buyer's right to claim compensations.
A5 E L TTRIER, K I7 054 B & F -

(6) Party B shall ship the goods within... month ofthe date of signing this Contract, i.e. not later
than... (date) .
KERETZH e MHAW, BIAIE T JERERE H o ART7 20 DL i

(7) Party A shall be unauthorized to accept any order sort to collect any account on and after...

(date) .
[ eeeeee e FAR, 7 EL TR AT A 52 BB UCHE

(8) The contract shall be written in Chinese and in...
A [ FH JEE Al e e H5.

(9) Covering...Risks for... 110%ofInvoice Value to be effected by the ...
TR E G oo Yo PR ee e [, H oo B sT R

(10) This contract is made in ... original copies.

e NS

Lo,
o

{

V. Strategy

Tipsfor Writing Efective Sales Contracts

Use capital letter. Capital letter is used to identify the different parts of the

KE Y contract, for example the Seller, the Buyer, the Goods,

------------ | A lot of possibilities are involving in the contract, and

conditional clauses can express them accurately.

Use term “shall”. _
18 F AR 1 “shall” obligation. “Will”, “would” and * shouid” should be avoided.




Use conditional clauses

AR A

. i The words are hereby, whereas, thereof, hereunder and etc., !
—— Use some words. '

i FH S 2 98]

gthe old usages often used in contracting writing. And
éexpressions are also used such as by and between, and/or,

{ terms and conditions, and etc.

6. Exerciese and homework :
VI. Practice
Task 4

Directions: Translate the following English sentences to Chinese and vice versa.
1. This Agreement is made and concluded on May 12, 1998, by and between Liangtai company

application or interpretation of any term hereof of transaction hereunder, through amicable

negotiation. (4 ¥ )

— O o0 2 O
b
3
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=
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"H_H
=
&
it
b>
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S
oy
\3 ;
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0. SZJ5JF 37 Al B0 A9 B HHAS FLAE .. (irrevocable letter of credit)

Task 5

Directions: Read the following clauses and fill in the blanks with the right expressions

according to the Chinese.

1.This Agreement is made and concluded by and between A Corporation (hereinafter referred to as
Party A) and B Company (hereinafter referred to as Party B) whereby the Parties hereto agree to

enter into the  (¥METH %)) under (2k3K) set forth below.

2.This contract shall be made out in two (JE1F) in both English and Chinese. Both versions

are equally valid. Each party keeps one original of the two after the (ZE ) of the

contract.

3.1f shipment of the contracted goods is prevented or delayed in whole or in part due to (A

Al HT 77>, the Sellers shall not be liable for non- shipment or late shipment of the goods under
this Contract.
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4. The award of the (%) is final and binding upon both parties.

(&%) by the Buyers on the goods shipped shall be filed within 30 days after the

arrival of the goods at the port of destination.

Task 6

Directions: Read the passage and correct the mistakes when necessary. The following
passage contains FIVE errors. Each line contains ONE error, and only ONE word is
involved. For a wrong word, underline the wrong word and write the correct one in the
blank provided below.

All dispute arising out of the performance of or relating with this Contract shall be settled
amicably through negotiation. By case no settlement can be reached through negotiation, the case

shall then be submitted to the Foreign Economic and Trade Arbitration Organization of the China

THICKNES UNIT
MATERIA AMOUN
MODEL |ITEM NO.| DESCRIPTION S L QTY |PER| PRICE
(MM) (USD)
HOTEL |050600223
CR 0 TABLE FORK 2.0 18/0-430 24000, PC 0.21 5040.00
HOTEL |050600723
CR 0 TABLE KNIFE 6.5 18/0-410 24000, PC 0.39 9360.00
HOTEL (050602123
CR 0 CAKE FORK 2.0 18/0-430 |24000| PC 0.14 3360.00
HOTEL |050603723
CR 0 COFFEE SPOON 2.0 18/0-430 24000, PC 0.14 3360.00

Council for the Promotion of International Trade, Beijing, China, for arbitration at accordance

with its Rule of Procedure.

1. 2. 3. 4. 5.
VII. Read for Reference AAs
1. Sample 1:

JIEYANG JIQING RUSTLESS STEEL CO.,LTD
HECUO INDUSTRY AREA,MEIYUN JIEYANG CITY,GUANGDONG,CHINA

TEL:0086-663-8885089 FAX:0086-663-8882739
- o
g AN
TO: BERNDORF DATE :Sep 6th, 2016

INVOICE NO.: QZBD1627701P

TRADE TERMS: FOB SHENZHEN
PO NUMBER: 16T000461
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TOTAL.: USD 21,120.00

TOTAL SAY: U.S.DOLLARS TWENTY ONE THOUSAND ONE HUNDRED AND TWENTY
ONLY.

DELIVERY : END-DEC. 2016 AFTER RECEIPT OF 30% DEPOSIT AND CONFIRMING
EVERYTHING.

COMPANY NAME:

MEGA SUCCESS GROUP LTD
COMPANY ADDRESS:
UNIT 1421 FOURSEAS BLG.,711-031 NATHAN ROAD,KOWLOON H.K

BANK NAME:HSBC
BANK ADDRESS:
1010-1011,CHEUNG SHAWAN PLAZA TOWER 2,883 CHEUNG SHAWAN

ROAD,KOWLOON,HONGKONG
ACCOUNT NO. 614 2310550 721
SWIFT:HSBCHKHHHKH

For and on behalf of
JIEYANG JIQING RUSTLESS STEEL CO.,LTD

2. Sample 2:
SALES CONTRACT

Contract No.: EE54
Date: May. 12,2010
Signed at: Shanghai
Seller: Fan Hang Company
Address: Xinhua Road, Jing’an District, Shanghai, China
Buyer: Mary& March Co., Ltd,
Address: 12 Sandilands Road, Singapore.
The Seller and the Buyer agree to conclude this Contract subject to the terms and conditions
stated below:
a) Name, Speciation and Quality of Commodity: No.46 Printed Shirting
b) Quantity:20,00 dozen ( 5 %more or less allowed)
¢) Unit Price: US $ 80 per dozen
d) Total Amount: US $ 160,000 (Say: US DOLLARS ONE HUNDRED AND SIXTY
THOUSAND ONLY)
e) Terms of Delivery: FOB
f) Country of Origin and Manufacturers: China
g) Packing: The packing of goods shall be preventive from moisture and shock, and shall be

suitable for ocean transportation.
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h) Shipping Marks: At Seller’s Option

i)  Time of Shipment: During July, 2010, allowing partial shipments and transshipment.

j) Insurance: To be covered by the Sellers for 110% ofthe invoice value against All Risks
and War Risk as per the relevant Ocean Marine Cargo Clauses ofthe People's Insurance Company
of China. If other coverage or an additional insurance amount is required, the Buyers must have
the consent of the Sellers before shipment, and the additional premium is to be borne by the
buyers.

k) Port of Shipment: Shanghai, China.

1) Port of Destination: Singapore

m) Terms of Payment: Letter of Credit: The Buyer shall 30 days prior to the time of
shipment, open with a bank acceptable to the Sellers an Irrevocable Letter of Credit at sight to
reach the Sellers 30 days before the time of shipment specified, valid for negotiation in China until
the 15th day after the aforesaid time of shipment.

n) Commodity Inspection: It is mutually agreed that the Certificate of Quality and Weight
issued by the State General Administration for Quality Supervision and Inspection and Quarantine
of P. R. China at the port of shipment shall be taken as the basis of delivery.

0) Discrepancy and Claim: Any claim by the Buyers on the goods shipped shall be filed
within 30 days after the arrival of the goods at the port of destination and supported by a survey
report issued by a surveyor approved by the Sellers. Claims in respect to matters within the
responsibility of the insurance company or of the shipping company will not be considered or
entertained by the Sellers.

p) Force Majeure: If shipment of the contracted goods is prevented or delayed in whole or
in part due to Force Majeure, the Sellers shall not be liable for non-shipment or late shipment of
the goods under this Contract. However, the Sellers shall notify the Buyers by fax or E-mail and
furnish the latter within 15 days by registered airmail with a certificate issued by the China
Council for the Promotion of International Trade attesting such event or events.

q) Arbitration: All disputes arising out of the performance of or relating to this Contract
shall be settled amicably through negotiation. In case no settlement can be reached through
negotiation, the case shall then be submitted to the Foreign Economic and Trade Arbitration
Commission of the China Council for the Promotion of International Trade, Beijing, China, for
arbitration in accordance with its Rules of Procedure. The award of the arbitration is final and
binding upon both parties.

r) Governing Law: This Contract shall be governed by the United Nations Convention on
Contracts for the International Sale of Goods.

s) This contract is executed in two counterparts each in Chinese and English, each of which
shall be deemed equally authentic. This contract is in Scopies ,effective since being signed/sealed

by both parties.

Representative of the Buyer

(Authorized signature):

Representative of the Seller

(Authorized signature):
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