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English for International Business Communication
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Chapter1 Fundamentals of Business Letters
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E 5.: Grasp foreign trade terms or jargons ; Be familiar with common abbreviations used in

foreign trade; Master some idiomatic expressions/collections; The core of this course--Master

actual business letter writing skills.Know the parts of a business letter; Know the format of a



business letter; Know how to address an envelope.

# & : Understand the functions of business letters; Learn the principles of business-letter
writing. Know the basic structure of a business letter; Know the format of a business letter; Know

the superscription of an envelope.
Chapter 2 Establishing Business Relations
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E & : Know where to obtain the information about the merchants in foreign countries; Know
the essential components of a letter to establish business relations; Master typical sentences and

expressions in writing such letters.

# 5 : Get the information about the merchants in foreign countries; Write effective letters to

prospective partners.
Chapter 3 Enquiries
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E & : Know what and how to enquire for the goods an importer intends to buy; Know the
essential components of a letter to make an enquiry; Master typical sentences and expression in

writing such letters
# & : How to make an enquire; How to made a reply according to the enquiry.
Chapter 4 Offers
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E & : Know what and how to quote and offer for the goods an exporter intends to sell; Know
the essential components of a letter to make a quotation and an offer; Master typical sentences and

expressions in writing such letters
% # : How to make a quotation; The essential components of a letter to make an firm offer.

Chapter 7 Sales promotion
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E & : Know what points should be noticed in writing a sales letter; Know how to introduce a

commodity to a new customer; Know how to recommend a substitute product



% = : Know how to introduce products; Know how to do sales promotion; Know how to

meet a new customero.
Chapter 8 Payment
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= & : Know the three major modes of payment in international trade; Know how to write a
positive answer to the request of payment by D/P; Know how to ask for an easier payment terms

and make a relative response; Know how to propose payment by T/T

% # : Know the three major modes of payment in international trade; Know how to ask for
an easier payment terms and make a relative response ; Master some specific terms and

expressions concerning payment.
Chapter 10 Packing
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E & : Know why to pack goods and what specific terms and conditions should be included in

packing; Know the essential components of a letter which concerns packing

¥ & : Know how to write a letter to the buyer about the Packing; Know the essential

components of a letter which concerns packing
Chapter11 Shipment

TWEERAZRZ FHNERR Y, B AEWFS, THEGRYZHHEEAE,
FEMZEENEEARITL ,%%ﬁmiﬁﬁiﬁﬁi

E & : Know what are relative to shipment; Know the essential components of a letter of

shipment

% = : Know how to advise the shipment; Know how to request for partial shipment
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