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Module One  Business Letter Writing

I . Teaching Objectives
Through learning this unit,students are supposed to be able to.
1.  Command the components and layout of a business letter.
2. Identify the format of the business letter.
3. master the principiles of the business letter writing.

4.  Grasp the useful special terms used in the writing of business envelops.

I1. Ideological and Political Objective

Promoting critical thinking and analytical skills in the study of foreign culture.

I11. Teaching Focus
1. components and layout of the business letter.
2.  4Cs principle of the business letter writing.
IV.Teaching Methods
Lecture
Group discussion
Tutorial
V. Time Allocation
Four Periods
VI.Teaching procedures and contents
VIL.homework
Step 1:
1. CASE study
China National Light Industrial Products
Import & Export Corp.
82 Tung An Men Street
Beijing, China

Your ref: 148 GW/xm
Ourref: 153 TBL/gp

Oversea Trading Co.

24 Park Street

London E.C.4, England
Attention: Marketing Department

Dear Sirs,

Re: Chinese Cotton Piece Goods

July24, 2006

We welcome you for your enquiry of July 18 and thank you for your interest in our

Cotton Piece Goods.
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We are enclosing our illustrated catalogue and pricelist giving the details you ask for.
As for the payment terms we usually require confirmed irrevocable L/C payable by
draft at sight.

We feel confident that you will find the goods are both excellent in quality and very
reasonable. China National Light Industrial Products Import & Export Corp. 3 July 24,
2006 in price.

We are looking forward to your order.

Yours faithfully,

China National Light Industrial Products Import & Export Corp.
Encl.

P.S.

2. Writing Principles of Business Letters:
7“Cs” --- completeness, concreteness, clearness, conciseness, courtesy, consideration

and correctness.

3. The Specific Structure
1). Letterhead:
(O position: in the center or on the left margin at the top of the paper
2 content: the writers’ name & address
@ details:
A. 82 Tung An Men Street:| I 5474 A A HIE S5
B. London E.C.4: E.C4 fRHRBIX S, fHTHE/m (5, PRUEMER 1% .
E.C.= Eastern Central District
N.W= Northern-Western District
2). Reference number
@ function: for file(B G MG E 505, DIMEER. HRY)
@  Your ref./our ref
(3@ Structure: a file number, the initials of the signer and then the typist,
departmental code

3). Date
@ 2 forms of expression commonly used:
24 July, 2006, 24 July, 2006

@ Don’t use the abbreviation form—7/4/ 2006 or 4/7/2006, for A.E and B.E have
different order—A.E: month/day/year; B.E: day/month/year
4). Inside name and address
(O position: at the left-hand margin
@  details:
A. the name of the city: in capitals
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B. Attention: International trade Dept./ATTN: Mr. John Smith, the Sales
Manager: A5 {145 B HH 28 B R0 a0 N AR EE, DUEIE A &) P9 SR adaE
Iy, AN e AR R
5).  The salutation
(O Dear Sir/Madam, FF%JJ7 & AMAR B % 755
@) Dear Sirs,/Gentlemen: T 77 & FA sl -0 85 5 5
3 Dear John Smith, FTA 454K I mE WA N4 T L
6). The subject line
(D position: at the left margin or in the center
(2 meaning: tells what the letter is about
(3 3 basic expression: Re:/Subject:/ -
7)~  The body of the letter
The opening sentence
Massage
The closing sentence
(D The opening sentence
A. When replying, we should express our appreciation or thanks
e.g.: Thank you for your letter of May 2.
B. When writing, we should express in a clear and straight way:
2 Message
e.g.: We are writing to you for the establishment of business relations.
(3 The closing sentence
A. if you wish to receive the early reply of your recipient:
e.g.: Your early reply would be highly appreciated.
B. if you offer information about the products which you wish your partner to
buy:
e.g.: If you need further details, please let us know.
8)~ The complimentary close
(D A basic rule: match the salutation
(2 Dear Sirs,: Yours faithfully, Faithfully yours, Yours truly, Truly yours
3 Gentlemen: Yours truly, Truly yours,
9). The signature:
Official: (to the right margin of the paper)
The name of the company in capitals
Type the name of the signer
The position of the signer
10).  Enclosure notation
@ to the left margin
@ enclosure (specific number)
(3 Enclose: as stated: PHEan ERriR
11). Carbon Copy (c.c.)
(O at the left margin
@ c.c. Mr. Cooper (Mr. Cooper will receive the copies of the letter)
12). Postscript (p.s.)
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to emphasize the point calling the recipient’s attention

Step 2: Layout
letter styles:  Indented style
Full-block style
Modified block style
Semi-block style

1. Indented style: The “Inside name and Address” should be indented and the first
line of each paragraph indented.

2. Full-block style: the Inside Name and Address & the first line of each paragraph
should not be indented.---no punctuation in Tel, Telex or Cable number, Salutation,
Subject line, Complementary close, etc.

3. Modified block style: Based on the full-block style, modifying its letterhead, date,
complementary close with punctuation.

4. Semi-block style: the Inside Name and Address should not be indented but the
first line of each paragraph should be indented.

Step 3 Summary

In this lesson, we have learnt the seven principle parts and six optional parts in
business letters. We should at least remember the seven principle parts and some useful
and common optional parts. What’s more, we should also recite at least only one style
of the layout of business letter and one style of envelope. These rules and principles are
crucial in the business letters, because it shows your attitude and ability to do business

carefully and successfully.

VI. Practice:
Correct the many mistake in the following letter and separate the message into two
paragraphs.
Electrical Appliances Co.
P. O. Box3259
ko ek
22th January,
19....

The mangage
Messers Clarker&smith
68 High Street
London Ec4
England
Dear Sir
We thank you letter of 17" January,asking us details and prices of our electric
beaters.We are pleasure in enclosing our latest price list and catalogue,together with
model X-4’s details.Please do not reluctant to write when you require furthre

informations. We remain,
Yours faithfully
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Electrical Appliance Co.
Manager

Reference: the content of “7Cs”

Completeness:
1. Meaning: see to it that all the matters are discussed and all the questions are
answered.
il. Requirement: 5”WS” (who, what, where, when and why)& 1”’h” (how)
iii. Examples:
1 A good example:
1> Language points:
with reference to: about(%) & {# | with reference to, =) lJ{§ F about)
as per: according to
Quotation sheet A/ H#.
Export License (H ¥R A]HIE): B S0 74 SRATBUE B0 1 TR E X 5 —
RERAY, HAESEIR & O B A VRO I S
® By fax: HIF (HAE, FE. HIFEEAD
2> A bad example:

®» © ©®

The goods can be delivered.
—The goods can be delivered by June 14.
Analysis: Iz 55 0 — EE KT 5 263K, AU B E], S5k

RNILEHT 5 MGy

Concreteness:
1. Meaning: Be specific, definite for those business letters calling for specific reply as
offer, enquiring trade terms.
ii. Examples:

1. We wish to confirm our telex of July 2", 2000.

3
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Analysis: like today, the day before yesterday, yesterday, tomorrow, the day after
tomorrow, tonight, this morning, last week, this weekend, this month, etc. These words
have a vague and general concept. Therefore, we should change them into specific date.

2. The Universal trading Company is one of our big buyers.

— The Universal Trading Company placed over US. $ 2,000,000 worth of business
with US each year.

Analysis: “big” adj. Can’t express the degree in specific figures.

(@O  Place business with sb.

@  worth adj. be worth doing

n. HEEH (Wr=d) worth of+ the name of the item
3. We have received with thanks your check, the amount has been placed to your
credit.
— We have received with thanks your check No. 248 for US. $ 200,000. in payment of
our commission, which has been placed to your credit.
Analysis: we should point out the number and the amount of the check and the use of
the money.
4. These brakes stop a car’s within a short distance.
—These type SMOZ power brakes can stop a 4-ton car traveling 65 miles an hour
within 300 feet.
Analysis: (D what type of the brakes?
(@what car will be stopped?
(3 How long does “a short distance” mean?
Clearness:
1. Meaning: Make sure that what you write is so clear that it can’t be misunderstood.
2. Requirements:

(1) Avoid using the words and sentences equivocal in meaning

(2) Notice the position of the modifier, for different position if the same word has

different implication.

(3) Pay attention to the object of the pronoun and the relations between the relative

pronoun and the antecedent.
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(4) Pay attention to the rationality in logic, the variety in sentence structure, the
compact in plot and coherence in meanings.
(5) Note the logicality of the full text.
3. Examples;
(1) Requirement 1
A. As to the streamer sailing from Shanghai to Los Angels, we have bimonthly
direct services.
---a. We have a direct sailing from Shanghai to Los Angeles every two months.
Analysis: “bimonthly”--- An equivocal word, for it has two meanings: once every
two months or twice every month.
B. Fluctuation in the freight after the date of sale will be for the buyers account.
-—-a. Any increase in freight after the date of sale will be for the buyer’s account.
Analysis: “Fluctuation”--- An equivocal word, it means decrease or increase. It is
obvious that the buyer can’t bear the decrease and increase in the freight.
C. Cotton and silk blouses made in China enjoy a good market in the European
market.
--- Cotton and silk blouses made in China sell best in the European market.
Analysis: In this sentence, the same word “market” has two meaning--- sale and
market place; therefore we should take place “enjoy a good market” with
“sell best/ fast.”
(2) Requirement 2
A .We can supply 50 tons of the item only. ( only this item)
---We can only supply 50 tons of the item. ( only 50 tons)
B. The L/ C must reach us not later than September 1% for arranging shipment.
---The L/ C must reach us for arranging shipment not later than September 1%
C. Please let us know what you wish us to do about this matter as soon as possible.
---Please let us know as soon as possible what you wish us to do about this matter.
(3) Requirement 3
A. They informed Messrs Smith & Brown that they would receive a reply in a few

days.
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---They informed Messrs Smith & Brown that the latter would receive the reply in a
few days.
B. Our check for $2,800 was seat to you under our check Number 123 on May 12
which was the price of the article plus transportation charge.
---We sent you on May 12 our check No.123 for $2,800 which was the price of the
article plus transportation charges.
(4) Requirement 4
A. Being a registered accountant, I’m sure you can help us.
---Being a registered accountant, you can certainly help us.
---As you are a registered accountant, I’m sure you can help us.
Analysis: Obviously, the word “T” is not the logical subject of the participle “Being a
registered accountant.”
B. We have received your letter of April 4. We are sorry for the wrong dispatch. We
will do something about it.
---Thank you for your letter of April 4. We regret that we have dispatched the wrong
goods.
Analysis: The three simple sentences are correct in sentence structure but lack of
variety in sentence structure. Meanwhile, we can see the subjects of the three simple
sentences are same, so we should change them into one or two sentences.
C. We wrote a letter. It was addressed to Mr. Henry. He is the sales manager.
---We wrote a letter to Mr. Henry, the sales manager.
Analysis: The above simple sentences are not coherent in meaning.
(5) Requirement 5
A. General rule---a paragraph for each point or topic.
B. Outline: parel: promise of supplier
Para2: not keeping one’s words
Para3: damage for breaking one’s promise
Para4: claim and adjustment
C. Claim & Adjustment: 255 75 )& 516 2977 I BERS.
Claim: 523 J5 £ 5K B Ja MR8 G [F) Bk A 1) 1 4077 7 H R4 ) K.
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Adjustment: 15277052 55 7 i G A% 2R 45 1 1 52 B AL 3

Conciseness:
1. Meaning: Express what you said in a short and concise way
2. Requirements:
(1) Make a long story short and try to avoid wordiness
(2) Avoid using the general and out-of-date commercial jargon and try to express
your idea in modern English
A. Avoid the unusual words and try to use everyday expressions
B. Avoid the out-of-date commercial jargons and try to use modern English
(3) Avoid unnecessary repeat
(4) Control the number of the words, and build effective sentences and paragraphs
3. Examples
(1) Requirement 1
A. enclosed herewith----- here enclosed
B. inaccordance with your request/ in compliance with your request---- as you
request
C. in/with regard to---- regarding
in the amount of ---- for
with respect to---- on, about
endorse on the back of this check---- endorse this check

It should be pointed out that---- please notice that

= QW

I want to take this opportunity to tell you that we are grateful to you--- Thank
you

(2) Requirement 2

A.  favor----letter

ult.---- last month

prox.---- next month

inst.---- this month

B. acknowledge receipt of---- have received

14 71 3 59 W



attached hereto---- attached, here, enclosed
enclosed please find---- please find something enclosed
at your earliest convenience---- as soon as you can/as soon as possible
(3) Requirement 3
A. We have begun to export our machines to the foreign countries.
--- We have begun to export our machines.
Analysis: the word “export” means “selling the machines to foreign countries”.
However, we can say, we have begun to export our machines to Japan/
USA/ Germany (some specific country)
B. Samples will be sent and offers will be made upon receipt of your specific
enquiries
---Samples will be sent and offers made upon receipt of your specific enquiries.
Analysis: to organize effectively, we should omit some same part
C. shortcoming: repeat shipment time for three times and sending ways twice
--- by the end of June/ by express
(4) Requirement 4
The number of words in a sentence should be controlled in 20 words and a
paragraph consists of no more than 10 lines.
Courtesy:
1. Meaning: Polite while not humble
2. Requirements:
(1) Change the commanding tone into requesting tone----change the imperative
sentence into general question with the word “will” or “would” at the beginning
(2) Use the past subjective form---- should, could, would, might
(3) Use mitigation and avoid overemphasizing your own opinion or irritating your
partner
(4) Passive voice should be used accordingly
(5) Try to avoid using the words with forcing tone or arousing unpleasantness
(6) Use the words or expressions with the meaning of joy, thanks and regret

(7) Don’t use the humble words
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3. Examples
(1) Requirement 1

Tell us more detailed information on your requirements

--- Will you tell us more detailed information on your requirements?

--- Will / would you please tell us more detailed information on your requirements?
(2) Requirement 2
A. Would you send us your latest catalogues and price lists on cotton piece good?
B. We should be grateful if you advance delivery to the middle of June and ship the

goods in one lot.
C. We wish you could effect insurance on the goods with PICC
D. You might make shipment a little later, that is, by June 10
(3) Requirement 3
A. We cannot deliver the goods all at one time
--- ’'m afraid we cannot deliver the goods all at once
B. It was unwise of you not to accept this favorable. We would say that it was unwise of
you not to accept this favorable offer
C. Our goods are the very best on the current market
--- We might say that our goods are the very best goods on the current market
(4) Requirement 4
You made a very careless mistake during the course of shipment

--- A very careless mistake was made during the course of shipment
(5) Requirement 5
A. We demand prompt shipment from you.
--- We request prompt shipment from you
B. We must refuse your offer.
--- We regret that we are unable to accept your offer./ We are sorry that we are not in a
position to accept your offer.
(6) Requirement 6
A. Expressions of joy

We are glad / pleased / delighted / happy to do sth.
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B. Expressions of thanks
thank you
be appreciative / grateful thankful
be obliged
appreciate sth.
appreciate it if---
C. Expressions about regret
We regret to say ---
We regret that ---
Much to regret
We are sorry to do ---
We are sorry that ---
(7) Requirement 7

Don’t use the humble words: beg, permit, allow

Consideration:
1. Meaning: you-attitude, put you in the position of others
2. Requirements:
(1) Take the recipient’s attitude—"“you” attitude and avoid taking the writer’s
attitude—"we” attitude
(2) Try to discuss problem in a positive way and avoid discussing problem in a
negative way.
3. Examples:
(1) Requirement 1
A. We allow a 5% discount for cash payments.(“we”—attitude )
You earn a 5% discount when you pay cash.(“you”—attitude)
B. “We —attitude
open an account, savings account / deposit account
furnish=offer=provide=supply=avail

a wide variety of=various
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“you”—attitude
Home furnishings=furniture
Merchandise: Products, commodity, goods, merchandise, item, article, cargo,
shipment, consignment, freight, stock
(2) Requirement 2
We donotbelieve that you will have cause for dissatisfaction.
---We feel sure that you will entirely satisfied
We close at 5 p.m.
--- We are open till 5 p.m.
Correctness:
1. Meaning: correct understanding and using the commercial jargons
2. Requirements
(1) Choose the only accurate facts, words and figures
(2) Take a matter-of-matter attitude to state what you will say. Don’t over state or
understate.
(3) Pay attention to the correct understanding and using the commercial terms
(4) Besides, the structure of the sentences, the spelling of the word, the use of the
punctuation and the use of capital letters should be all correct.
3. Examples
(1) Requirement 1
A. You ask very short delivery for your order
--- You require prompt delivery of your order.
short delivery: short-weight, the quantity of shipment is less than that of order
prompt delivery: quick delivery
B. The goods supplied are exactly equal to the sample.
--- a. The goods supplied are similar in quality to the sample.
b. The sample is the nearest in size to the goods you need.
(2) Requirement 2
It is the lowest price available to you.

--- It is the lowest price we can offer now.
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(3) Requirement 3
A. Terms for prices
EXW---- Ex works
FOB----Free on Board
CIF----Cost, Insurance & Freight
CFR----Cost & Freight
B. Terms for shipments
Partial shipment to be prohibited
— RERE
June shipment subject to receipt of L /C by May 20
NHO A LIS R 5275 5 H 20 H BIME FIE 9 2% A%
Minimum of each for to be 500 cases
/N CE N 500 46
C. Terms of offer
Subject to our final confirmation
LA 5 B A ok A
This offer is open within 15 days.
%Ak 15 HNA K
D. Terms for quantity and quality
Subject to a variation plus or minus of 5 percent
PABRAL IR BE 5% Mk AF
E. Other Terms
L / C to be opened within 15 days
15 H W ITAZA5 AR

Module 2 Establishment of Business Relations

I. Teaching objectives
1. making the students familiar with strategies of writing to establish business
relations.

3
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2. make the students familiar with useful expressions and structures in the kind
writing.
I1. Ideological and Political Objective
We should guide students to establish the spirit of craftsmanship, professionalism and
perseverance.
lll. Teaching focus :
1.courteous expressions
2.ttractive / friendly impressions
3. special terms
IV .Teaching Methods
1. group disscussion
2. class presentation
3. lecture and tutorial
V.Time Allocation
Four Periods
VI.Teaching procedures and contents
VII. homework

Step 1. Lead-in :

We all know that it is important to have a wide business connections . If you are
working for a well-established business (company ), you may find it is not necessary to
do so , because you’ve already had lots of customers. However , you may approach
companies that wish to do business with you. In this situation , do you know how to
write an answer. On other hand , if you’re working for a newly-established corporation ,
you may find it necessary to look for your own customers . do you know where and how
to find them ? this is what we’ll learn in this unit .

Step 2. Where to find customers ?

You may find them through the following Channels :
1.0verseas Chamber of Commerce . 42 o
2.The Economic and Commercial Counselor’s Office of the Embassy of People’s
Republic of China in Foreign Countries . = [E 34175 55 4k
3.Your branch offices abroad .
4.Directories A Z 1T AT %3¢
5.Publication H 4. e.g : Public Commerce Information Service , published by the
Ministry of Commerce ,P . R . China = [E 75 4535 Hi R [P~ 2575 4515 B T ik
6.Business Houses of the same trade [F)MV AT
7.Advertisements |5
8.Internet : www.mofcom.gov.cn ;

www.ibdaily.com.cn
Step3. How to write to the company you wish to contact for the first time?
1.Begin your letter by telling the recipient how his name is known to you.
2.provide necessary information about yourself such as line of business , provide a
brochure samples and catalogues of your product.
3.State your wish .

b
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Step 4.How to reply the letter that wants to establish relations with you .

If you receive a letter in which the sender express the intention to do business
with you what should you do ?

You should answer as soon as possible. This shows your efficiency, which is a good
way to impress your potential customer . If you can’t do as requested , you have to tell
him tactfully to pave the way for future business .

Now let’s look at some letters :

Specimen letter: 1:
2:
and explanations of these letters.
Language summary:
When you first contact a company ,you need to tell the company how you get their
name and address.
You may say:
1.We have your name and address from somebody .
2.We got/obtained your name and address through...( certain channels).
3.Your name and address have been recommended/ introduced to us by...(sb)
When you want to introduce yourself you may say :
1.We would like to introduce ourselves to you as a state-owned corporation dealing
in...(certain kinds of commodities)
2.We wish to introduce ourselves to you as...
Other useful expressions:
1.We are one of the leading importers/exporters in Beijing. FAT2&db 5T 3= 2k 11/
R
2.We have excellent connections in the trade and are fully experienced with the
import business for this type of product. 7EIXMTIMV R IRATEIF A 5K FR, KX
T DL 5 5 AR
Step 5. Practice:
Specimen letter 1: (omitted)
Chapter 2. Establishing Business Relations Replice,
Review what learned during the last class.
1. format of a business letter (3 formats)
2. writing the envelops.(2ways.)
3. 4Cs for writing of a business letter.
4. Establishing business relations.
(D Write to a company for the first time to establish business relations.
a. tell the recipient how his name is known to you .
b. tell the recipient the purpose of your letter.
expressions:
We’re writing you for for the establishment of business relations.
We’d like to/wish enter into business relations with you.
c. introduce yourself.
d. state your wish : we look forward to your(early) reply.
@ receive a letter and answer promptly:
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1.express your gratitude.
2.introduce your products ; including enclosing a catalogue or a brochure.
3.show your desire to receive the roder.

VI. Summary

In this lesson, we have learnt how to establish and promote business relations. And
this step is a very important one in business activities of foreign trade. We should
understand how to introduce ourselves and state our requirements and demands clearly
to our clients.

Supplement
— BUVHEREAE

BEH CDL S5 oeiE i i, BARE R, Mdl. WAl MEE A TR, 245 H
B 18] B S S el ) AR . TR R MRS, H GO 1A RUBIE R 55
iR DL, BRI TEiE o B LLTRIVE T 5 L BT S5 A R R IR S B
7, R, EEARBLH SRR STUR

— R AMKIAE S T DR LSRR AR R ML 5 R AR e
MR RIS, BIS5R R N5 R — N AR U0 AR

— ULBAME EORIE, R AT HOASX J BRkE

TN ST, WTUA SR Igte 7 D oirh, Wil iAo 5 2 AL w2
R 55 INEAL . BB =R AFRA G SRS SRS TR B
% BERZ S e RS AR BREREMTHHIHENRE. K, 341
A4 RN RIE T SR W5 BRI, Bildn .
€ We have learned from the Commercial Counselor’s Office of our Embassy in your

country that you are interested in Chinese handcraft.
€ We obtained your name and address from the internet.
€ Our market survey showed that you are the largest importer of cases and bags in

Egypt.
. RYIERHED
—ROkUE, R R RO, SR DYTRAS S X R R ALK
FRE RO H Y, Bt
€ In order to expand our products into South America, we are writing to you to seek
cooperate possibility.
€ We are writing to you to establish long-term trade relations with you.
€ We wish to express our desire to enter into business relationship with you.
= AnFitd
X BB A AR, BLFEER A FIPERT A SEHE L SR B S REEAE LI 4H A
Jf o m FEEARXHL AR, Bl 2%FEE, RIURERE, A 2N
S I IE
€ We are a leading company with many years’ experience in machinery export
business.
€ We enjoy a good reputation internationally in the circle of textile.

3
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€ A credible sales network has been set up and we have our regular clients from over
100 countries and regions worldwide.
0. 7= it
FERX BTy, FTRES IR AN 7 o/ 48 . AERCHI AR 7 75 SRINF, R ECR
FAFE T i, BEAT BRI R s B0, 380X A w8 7 R A
Ol WEARE. BrROKCT . H TS, MEBONESM . AR, I EH .
A BB TR i S T 225 R 8 R R B0 . 28 AR
€ Our products are enjoying popularity in Asian market.
€ To give you a general idea of our products, we are enclosing our catalogue for your
reference.
€ Art. No. 76 is our newly launched one with superb quality, fashionable design, and
competitive price.
. Wites R
SHAMRDL AL —FE, SRy, BEHST L PR A BN T4 T 8] N B
RS 5 SR BT BN IE ), -
€ Your comments on our products or any information on your market demand will
be really appreciated.
€ We are looking forward to your specific inquiries.

B SR AERFENT:

ABC Trading Co., Ltd.

18™ Floor Kingstar Mansion,676 Dongfang Road ,Cfg , China
Tel: 0575-1234567 Fax: 0575-1234568
Zip Code: 312000

Purchasing Division

AV&G

#888 Jalan Street, Toronto Canada
Tel: +01 88888888

Fax: +01 88888889

August 14, 2003

E-mail: yougli@jbs.com.cn

Dear Sir or Madam,

From the March 8 issue of the International Business Daily we have learned that you
are in the market for chinaware which just falls within our business scope. We are now
writing to you to establish long-term trade relations.

As a leading trading company in Shaoxing and backed nearly 20 years of export
experience, we have good connections with some reputable ceramics factories and,
sufficient supplies and on-time delivery are guaranteed.

#
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Enclosed please find our latest catalogue .You’ll see that we can offer a wide selection
of quality dinner and tea sets ranging from the elegant Chinese traditional styles, to the
popular European modern designs.

In particular, we would like to inform you that we have a new line that may be most
suitable for your requirements—AB series. They are all made of first—class porcelain,
decorated with hand-painted patterns, and packed in eye-catching gift cases. Most of
articles are available from stock.

We are sure you will find a ready sale for our products in Canada as have other retailers
through Europe and USA.

Please let us know if we may be of further assistance, and we are looking forward to
your specific inquiry.

Yours sincerely,

ABC Trading Co., Ltd.
Alice (Miss)

Daily Articles Division

— ATFEE WA IIB IR

0|

J

CIk

= /v A Head Office

~vA] Branch Office

Bl Business Office

NS Personnel Department

N 185 %S Human Resources Department
4548 General Affairs Department

1445 General Accounting Department
FHEEHE Sales Department

{2457 Sales Promotion Department

Fr#E International Department

H 13 Export Department

B HEE Import Department

3¢ R Public Relations Department

IR Advertising Department

X% Planning Department

Fe A ER Product Development Department
it &5 Research and Development Department(R&D)
5% Secretarial Pool
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I . Teaching Objectives

By learing this unit , students are supposed to be able to

1. Masre the characteristics of Credit and Status Inquiry letters.

2. Comprehend how the writing strategies achieve the goals.

3. Grasp the useful expressions used in the letters.

3. Accomplish a simulated business writing in practice.
I1. Ideological and Political Objective

Building students' awareness of global issues and their inter-connectedness.

ITI. Teaching Focus.

1. special structures and expressions.

2. writing devices and tips

3.writing practice
IV.Teaching Methods.

1. lecture 2. media demonstration 3.Group discussion 4.tutoral

V. Time Allocation

Four Periods
VI. Teaching procedures and contents.
VII. homework

Step 1 Study of the letter
1. The main idea of this letter:
Ask students to go through this letter in certain minutes and tell us the main idea of this
letter.
€ Credit enquiry from the bank-----the title of this letter.
2. Study of the notes:
€ Confidential: means should be kept as a secret. Its noun form is confidence.
And we should use its noun form like this: in strict confidence.
€ Due to: because of; owing to. To here is a preposition, so it should be followed
by noun, pronoun, or the noun form of the verbs.

Step 2 Useful sentences
1. We shall appreciate it if you could let us have your opinion on the reputation and
financial standing of the firm.
AOZE T RN BT X 1% 4y w) PR S RIS R = L, FRT7 R AN R
2. The firm you enquired about in your letter of May 2, 2003 enjoys good reputation
in the business world.
BEJ7AE 2003 4F 5 F 2 HRAGH Py A w], 72 A A BRI HE 2.
3. As far as we know, they are sound enough, but we have no certain knowledge of
their true financial position. A5 R If, @A
4. The above information is given on the understanding that it is to be treated as
strictly confidential.
DA AR S J T I 28 ) OR85 F0 BHE A T 4 L D
5. It seems to us that the firm’s difficulties were due to bad management and in
particular to overtrading.
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FERATE R, XS RAT IR S5 o A5 AN A 50 ) 3 P

Step 3 Exercises-----practical step

1. Complete the sentences by translating the part in Chinese into English.

» KEY WORDS AND PHRASES:

(1) Be willing to do sth. 5 & ff-------

(2) Let us have your opinion on sth. 15 2 %157 J5 % ------- =

(3) The company you enquired & Ffrif] 7] 1) 2~ =]

(4) Advise sb not to do sth. F U NN,

(5) Have no certain knowledge of:  have no certain information about.

» Ask students to finish these sentences according to the above phrases and sentence
patterns.

2. Fill in the blanks.

» Difficulties:

Express surprise: 7<iA i &F as a reference U= %
Reputable: A = Z 1] place orders | &
The amounts involved PV 4%l  compare with 5---LL#¢

3. Translation
» From Chinese to English
(1) The firm you inquire about is one of the most reliable importers in our district and
has for many years enjoyed good reputation among the traders.
&P i (1~ A P SE B RE 1R
(2) They are in a difficult financial condition and unable to meet the obligation.
WA 25 R PR X A%
(3) We know nothing about that firm and shall be obliged if you could let us have your
opinion on their reputation and their financial standing.

(4) Any information you may give us will be treated_in strict confidence.
» From English to Chinese

(1) files in question : files you enquired about

(2) proceed : trade every possible caution: as careful as possible

(3) large financial reserves: big saves in reservation.

(4) Said firm: the firm mentioned

Without any responsibilities on your bank: our bank will not take any responsibilities on
our part.

4. Writing
Dear Sirs,

In reply to your letter of October 6, we give you the following information.

b
S
b=
b
e
=



The company you mentioned is an old-established one who has long enjoyed the highest
reputation. We have done business with them for many years and have found them
really reliable.

This information is given in our personal opinion. We must ask you to treat it in strict
confidence and_without any responsibility on our part.

Yours faithfully

Step 4 Practice------ The Example of Bank’s Credit Inquiry
UEEE

BV A RN e pa ARt A R R BHETE L. LB S L IR RAT.
G F bR INgART TR 520 SHEBUERE. TS, FRATHIRNIIRBERI TR 5%
BHEE RS, ARMTIA AR 54T

T
SPECIMEN: CREDIT INVESTIGATION
Dear Sirs,

You are kindly requested to provide us with the information on credit and business
operation of xxxImport Company. The company address is xxx.Please be convinced
that all the materials you supply to us will be kept absolutely secret, for which you will
not take any responsibilities.

Best Regards.

Yours truly
Step 5: Summary
This lesson is an important part when you want to do business with the firm at first time.
It tells us how to get the information of the company we want to deal with from the
bank. So we should make it clear how to make a credit enquiry.
VI. Assignment
® Review the useful sentences and expressions;

® Rewrite the letter according to the indication given in the class.
® Preview Lesson 4

Supplement:
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The Chinese Export Commodities Fair
HE PR AL S
World Intellectual Property Organization (WIPO)
A AR AL
The Foreign Trade Arbitration Commission of the China Council for the Promotion of
International Trade
Hh ] [ PR 57 5 (e gk 2 0 5R 5 P R T 2
Maritime Arbitration Commission
BRMEE G
International Chamber of Commerce
EIUNEES
I International Monetary Fund (IMF)
[ s B T < 2 41
U.N Conference on Trade and Development (UNCTD)
kA5 [ B 2 A e AL 2R
Organization for Economic Cooperation and Development (OECD)
ZorafF SR EANR
European Economic Community (EEC)
R 28 5 3L [ A
World Trade Organization (WTO)
1552 2R
Economic and Social Commission for Asia and the Pacific (ESCAD)
SRS RI A VO N e S A0 e AP
Economic Commission for Western Asia (ECWA)
oG [ A 5T 2 2>
Economic Commission for Latin America (ECLA)
W B T RMA TR R
Economic Commission for Europe (ECE)
W [ R 22 5 22 A o
Food and Agriculture Organization (FAO)
Ba ERR A S A 2R
United Nations Development Program (UNDP)
B T RE
United Nations Industrial Development Organization (UNIDO)
A B Tl A fe 2H 41
United Nations capital Development Fund (UNCDF)
B [ B AT Rk
Customs Cooperation Council (CCC)
PR NSRS
European Common Market (ECM)
RPN [F] i 37
European Free Trade Association (EFTA)
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eISEE 87 73+

European Payments Union (EPU )

BRI A [7) B

European Free Trade Area (EFTA)

KR E BB 5 X

European Monetary Agreement (EMA)

KR B P

European Monetary Co-operation Funds

BRI B2 T S 1E G2

Council for Mutual Economic Aid (CMEA)

AT HWEAZ(ZHE)

Association of South East Asian Nation (ASEAN)

R P I Ik

Regional-Cooperation for Development (RCD)

X R B EA

Council of Arab Economic Unity

SR A 2 D B R P 2

Latin-American Free Trade Association (LAFTA)
T SEMB B S e

Caribbean Community (CARICOM)

g b 3L [ 4

Central American Common Market (CACM)
TSI E T3

Organization of Petroleum Exporting Countries (OPEC)
A H [ 2H 24

Organization of Arab Petroleum Exporting Countries (OAPEC)
(OEDR(EPEREinps] EREERA

Mutual Assistance of the Latin-American Government of Companies
P T RN E A BB o

International bank for Reconstruction and Development (IBRD)
PR T R ARAT

International Finance Corporation (IFC)

bR <5 Rl ZH 213

International Investment Bank

PRI T ARAT

International bank for Economic Co-operation (IBEC)
bRzt e ERAT

Asian Development Bank (ADB)

WIHIF R ERAT

Inter-American Development Bank (IDB)

2 RITRARAT

Bank for International Settlements (BIS)

b i SLARAT

Arab Commercial Banks

b
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B R A P L R AT
Reserve Bank of Australia
WL fifs 45 ARAT
Coordinating Committee for Export Controls
B GHEL
International Bureau of Weights and Measures (IBWM)
I e 2 B e
International Iron and Steel Institute (IISI)
PrRAMER 2 7
International Chamber of Shipping (ICS)
R R 2
Joint Ministerial Committee of the Boards of Governors of the Bank and the Fund on
the transfer Resources to Developing Countries
] o 52 M AR R RAT P g R ] o B 1o 5 < P o O T [ A v R X R L R < 1Y)
KGR NS
Independent Committee for International Development Problems
I o e i) b ST 2 7 o
Arrangement Regarding International Trade in Textiles
[ bR 25 21 52 2 b o
Committee of the Board of Governors of the Fund on Reform of the International
Monetary System and Related Issues
] o B 110 Ak < P2 2 [ o B 10 A 8 0 S o ) R B o
National Committee on International Trade Documentation (NCITD)
[ o B4 5 il B T AR A os
International Trade Organization (ITO)

[l s 52 2y 4H 23
International C1Vi1 Aviation Organization (ICAO)
Il i (R A A 2 2H 2R

Commission of Asian and Far Eastern Affairs of the International Chamber of
Commerce (CAFE-ICC)

[ o i 2 M S AR = o
Federal Reserve Banks (FRB)
BRI 2 ARAT

American Arbitration Association

K R
Inter-American Development Bank (IDB)

RN K FEARAT

Inter-American Commercial Arbitration Commission
TN E K S P 2

National Council for U.S.-China Trade

EH AT R

International Ship-owner’s Association (INSA)
FEL BRI 2
International Road Transport Union (IUMI)
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International Union of Marine Insurance (IUMI)

it b PR B

United Nation Commission on International Trade Law (UNCITL)
ke [ [ PR S a2

Asia-Pacific Economic Cooperation (APEC)
TR A E AR 2

Module4- 5 Offers and Counter-offers

I . Teaching Objectives
Through learning this unit,students are supposed to be able to.
1. master the writing ways of a firm offer.
2. identify a firm offer from a non-firm offer.
3. grasp the definition of firm offer and useful expressions in it.
I1. Ideological and Political Objective
Carry forward the entrepreneurial spirit, guide students to establish integrity and moral
character, and enhance students' feelings of home and country
I11. Teaching Focus
1. Summarize the outline of a firm offer
2.1dentify a firm offer from a non-firm offer
IV.Teaching Methods
lecture
Group discussion
Tutorial
V. Time Allocation
Four Periods
VI. Teaching procedures and contents
VII. homework

Step 1 Introduction of offers
1. Words& Expressions
1). Make an offer fik#f, K&k,
[m) B N & #iE: make an offer to sb./make sb. an offer
2). Conclude a transaction
=come to/ close/ finalize a transaction/ a deal/ business/ trade
=get business done
3). to the effect that...= stating K= /& Ut. ..
0 R T AR 2 1
We received your letter to the effect that you are interested in our Electric Fans.
2. Brief Introduction

31 0 359 W



1). what is an offer?
A promise to supply goods on the terms stated. It’s always made by the seller and the
reply to the enquiry.
2). what’s the difference between a firm offer and non-firm offer?
A firm offer is the offer with a certain time limit while a non-firm offer is the offer
without engagement.
SEAE: SEUTTEIR W ORI & A 25 A S IEFE 1 2B A REY, A SK TR RG]
WA RIE R 25 56, WIWTERAE 5, A ROWIR —1E, WhZfE Ak E507.
RERE: TR BRI 5 %A, & KT RWE G, HWARBRAL Y, THAEEL
TN E A H R
@ firm offer
a. This offer (will remain) effective/ open/ valid/ firm for a week from...
(23] S50 SRR RF e S E SR
b. This offer expires on August 8.
c. This offer must be withdrawn if not accepted within 3 days.
d. This offer is firm subject to your reply reaching here before .../ reaching us by .../
which will reach us by ....
2 Non-firm offers:
a. This offer is subject to the seller’s final confirmation.
b. This offer is made without engagement.
(3 What’s a bid?
a. A kind of an offer, which is made by the seller.
3. out of line with 5 ... A—%
eg.: out of line with the prevailing market level
5IATHIATT K FA—3L, BEWKZ%E your price is rather on the high side. /R /7 M #&H
s T
Cf. inline with 5 ... —%}. Your price is quite in line with the prevailing market.
PRIT RS 54T — 2L
4. be prepared to do reduce your limit by, say, 8%,
be prepared to ... #E&M ... F, WEEFEHEE MY, DRGSR B
eg. We are prepared to allow you a 2% quantity discount if your order exceeds 500
dozen.
AN RARTTAT BT 500 47,307 [ S IZ =TT 2%.
say, 8% X JL7& letus say 8% HIfifh. =EE: LU 8%. X, W/b—EH=
BT 7y bE 3l IR by, RosAH.
eg. a. to reduce your limit by say 8%.
IARARTT A EL D7 Ui 7 2 8.
b.May we suggest that you make some allowance say 8you’re your quoted prices that
would help to introduce your goods to our customers?
FRA T AR 3410, LE 5 Uil AE AR T R S Ati_E 9T ik 8%, IXFEAG Bl - A i /1 43
YRIT 7 .
C.To have this business concluded, you need to lower your price at least by 3%.

NIE X AL Ty AR T A D IAN 3%.

3
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SInviewof ... A% T, HFHEWXNMEMIESL. 1M owing to, due to, because of & H
?Eﬁtﬁﬂﬁaiﬁﬁﬁ.

eg. a. It is in view of our long-standing business relationship that we make you such a
counter- offer.

RT3 K 2, BA1 S 45 7 EiRiE A .

i 5 £ FH ), 75 00 the fact that , 5140

b. In view of the fact that we have done a lot of business with buyers at this price, we
cannot reduce our price any further.

LT RN CHZZ M MEAL 7 V255, FATEEA AT BE AR 1

c. We always try out best to meet your requirements in view of our long relations.
ETIATKIR 5 55 ok 2, JATTE RS 73 R ARATTHI ZEK.

6.the sub_] ect article: Fr@ll (Fr48H) i, 1 7] LAt: The captioned article

article 529 “TR4”— A {E AN A TEIE *T%TH%ﬂ%ﬁﬁgmﬁ%ﬁ%ﬂTéu
$Z§ﬁtﬂf)ﬁl, consignment & &1z [ T%; article & HAK) Tt , /& Al 0 44 1] ; item A& — T —
T 5% ; order A2 FT i€ 11 T ; commodity A& M A Y41 1 BEJF) 52 ; shipment &1z H
IR BE; cargo JeHig# T AR %
eg. As the production of the subject /captioned goods is going up much faster than
before, we believe we can complete your order earlier.

KA BRI T B4, i H AR B CLRT RN BR, 3AT AR S RESR A 5€ I8 32K 5

Step 2 The typical letter

1. Words& expressions

a. cable sb. 25 % Nk ik

b. at the attractive price K B

= at the competitive/ favorable / low price

c.effect v. 5%, S

effect insurance

effect payment = make payment

effect shipment = make shipment

d. in sb’s favor = in favor of sb.

PIRENSIRRN (22 N RSN AARIEFICHAEERRE S A4 T
2. kA B R L DT O

(D The offer is firm (open ; valid; good) until (for) ... BERFARIHE] Chd ...

@ to offer firm subject to your reply by 6 p.m., our time, Wednesday, March2

BEARAA RGN, 3 7 2 HEM =T A T4 6 sl LARTIEI 2 9k

[AFERIE T ILH  to offer firm subject to your reply reaching here by 6 p.m.,

Wednesday, March 2, our time.

3 to offer firm subject to your reply here within one week from today

BEAR A ROV L — & A 8] 52 0 i

BEAL, g i A DR B A6, DARORTREE, Biltn:

to offer subject to seller’s confirmation PASE 5 Hfiil At

to offer subject to our approval LA 7\ A] NHE

to offer subject to prior sale; to offer subject to being unsold

ARetE, DURE vt
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to offer without engagement (obligation)
RETLIRME, KEHL, 5 to offer firm [ X

3. Your price has been found too high to be acceptable (accept, be accepted).

In international business negotiation, the seller, on one hand, wants to sell at a high
price and a safe term of payment; the buyer, on the other hand, wants to buy at a low
price and an earlier delivery date. So the seller’s quotation is often much higher than
what the buyer has expected. In this case, if the seller and the buyer want to conclude a
transaction, the must drive a hare bargain. (Pfr -] i)

Other expressions:

1)Your price is too high / a bit high / rather high / excessive (i /).

2) Your price is so high that our profits would either be little or nil. (F& /7 A3
HWEZENE)

3) Our clients find your price too high.

4) Your price is much higher that we expected.

5) The price of your products is 10%-15% higher than that of the similar goods.
6)Your price is too much on the high side (i /), i.e., 10% higher than the average.
4. Outline

Paral: appreciation of the incoming letter/ trade terms (price, quantity, delivery,
payment)

Para2: firm offer

Step 3 Commonly used sentences

1.Thank you for your recent enquiry, we have a large quantity of ... in stock, and are
pleased to offer them as follows

* have sth. In stock = have stock of sth

have sth. Out of stock= have no stock of sth.

U7 Bl A, BATE KE. R AR O R T

2.1dentify firm offers and non-firm offers

1).This offer is subject to the goods being unsold on receipt of your reply.

AAE LA E 5 5 EAB I AR 5 D9 5

2) Our best offer is given below subject to our final confirmation.

DR BR AL, AT e )a KB N A R

3).We must stress that this offer is for two days only because of the heavy demand for
the limited supplier of this... in stock.

PV AE R SR IAEPIRAB R, B o o PPRHEARK.

4) This offer must be withdrawn if not accepted within three days.

A = RE ARSI -

5) this offer is open for three days only

6) This offer expires on August 20; your immediate reply by cable will be appreciated.
4k 8 H 20 HARA, WRIHA,

7) We wish to state that our quotations are subject to alternation without notice and to
our confirmation at the time of placing your order.

I ARAN T BEIRS AR AN G R, AR5 %€ Bt 5 AT A A R

3. As the price for walnut meat is workable, we have cabled you our acceptable.

3
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4. We regret to say that we cannot accept your offer as your price is on the high side. &
AT R ) B FAT T AN BE 32 32 URATT A A A5, R D VR 5 B Al v

5. There is no demand for your products at present. H Fii X ARMTH 7 i 76 75 K.

6. I think it is unwise for either of us to insist on his own price. FIAANW— B EFH
TS AT A2 AN B R .

7. We believe we’ll have a hard time convincing our clients at your price. FATIA AR

HEVEBATIN R AR S AR TT KA A%

Step 4: Exercises
1 RYE N R &S — K-
a. L WA CRIN TR A 2003 4E 9 A 28 H, AT in 5= 5. 5558 63-12 1
HR TR B 2400 $7
b. Yk : BEASINIE TN ORES: 2% BIA 290 N EEFT 136 2 n H R AT 3% 4 .
c. GldE: AR 12 4T
d. A7 FHRPERYCZE SO, PR, ASETGHE 4 AR
e. Hiz. 10 AE3EiE
fARR: TR LN 110% AR T A W A0 5
g. ﬁ%@ﬁﬂ 7 9%0

Dear Sirs,

Thank you for your enquiry of September 28, 2003 and we are glad to learn that you
are interested in our Cotton Bed Sheets. We are making you an offer, subject to your
early reply reaching us within 7 days, as follows:

Article: ART, No.bs-12 Cotton Bed sheets
Price: VSD136 per dozen CIF New York
Packing: in cartons of 12 dozen
Shipment: to be effected not later than the end of October
Payment: by confirmed, irrevocable L/C, payable by draft at sight.
Insurance: to be effected for 11% of the total invoice value covering All Risks and
War Risk.
We are looking forward to your early order.
Yours faithfully,

2. Write a letter according to the following requirements:

a. eF 4 7 20 HoReR, Kk I22IFTTU#6 W 5. (...the price...is found to be on
the high side)

b. IWAEEARFEATT, M RAK, AREFHESZ. (...be not in keeping with the current
/prevailing market...)

c. NEREWS KR, HMEBESXN T IREFELZR . (If later on you see any chance to do

business, please let us know.)

3
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Step 5: Summary

In this lesson, we are mainly discussing the definition of firm offer. And we have
also paid much time in dealing with some important and common sentence patterns and
expressions which are commonly used in the firm offer in the business world. Therefore,
we should pay much attention the those essential words an phrases, and try to use them
as your own words to increase your ability to express yourselves better when
negotiating or writing some business related affairs.

VI.Homework
Finish the exercises in this lesson.
Preview Lesson Six

& supplement: ¥ FHERASARE

EBR 7 5 A& R i, B T B SHSL, EBEAREH G AE, A8t
FPHER M. 4 USD150 FOB Hong Kong, STG2000 CIF Liverpool, F:H
USD #8HZ LAE &MY, 1T STG Jy5e8%; Hong Kong 7k Al Liverpool F4i y
AT FOB 5 CIF NEAMANECHE F 5 5 R ik

DA 2 [ B s 2= AR €2000 47 [ 5 B2 2 RAE e iy il e 1438 52 5

ARiBER 73K

S EH GEAEHER ity 45 577)
Ex Works (named place) T.] 267 (F§& 50

B FAH G AUG BYAE 23K 58 E HIKIE D
FCA: Free Carrier (named place) 258 Akia N ($8 €0 5)
FAS: Free Alongside Ship (named port of shipment)

i se bt (FRERIEHE)
FOB: Free On Board (named port of shipment)

i Lag bt (FRE LRIz

W= CH (GRT7 R MREAT B a E], AEXS B K A B R ) JRUSS: DA A R iR 5
18 5 KA AT B A AN B AN AR ST

CFR: Cost & Freight (named port of destination)

RAINE 2 (H85E H KD

CIF: Cost, Insurance and Freight (named port of destination)

RS, PREINE 2 (8 7E H K

CPT: Carriage Paid To (named place of destination)

BARATE (R H D

CIP: Carriage and Insurance Paid To

(named place of destination)

BRI AT R (R H D

SEVUH: DA (ST LAUKIHA G YAE 2 H B0 E 5 B 75 10 22350 9% B A XS
DAF: Delivered at Frontier (named place) i3 A2 1% (Fg @M L)
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DES: Delivered ex Ship (named port of destination)
i bAe bt (FEE HBHD
DEQ: Delivered ex Quay (named place of destination)
W kA2 b5 (485€ H HIh)
DDU: Delivered Duty Unpaid (named place of destination)
ARt (FRE H #HD
DDP: Delivered Duty Paid (named place of destination)
FTERER DT (485E H HI)

Module Six Electronic Mail

I. Teaching Objectives
Through learning this lesson, students are supposed to be able to:
1. Identify the format of E-mails.
2. Master the principiles of E-mail writing.
3. Grasp useful acronyms and codes used in E-mail writing.
4. Write appropriate e-mails efficiently
I1. Ideological and Political Objective
Encouraging students to engage in discussions about social issues and develop their
own opinions.
III.Contents
1.Introduction of E-mail
2.Analysis of E-mail Writing
3. Exercises
IV.Teaching Focus
1. Subject Line of E-mails
2. Country Codes Used in E-mails
V. Teaching Methods
1. Interactive Method
2. Work in Pairs
VI. Time Allocation
Four Periods
VII. homework

Step 1: Lead-in
1.The teacher may ask students some questions firstly, which can recall students’
acquired knowledge about E-mail and catch their attention. Those questions can be
designed as follows:
How do you contact your friends or others who are far away?
Have you ever written E-mail to your friends or others who are far away?
Who knows about E-mail or Electronic Mail?
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2. Based on their various answers, the teacher gives students immediate responses
and leads students to the topic of Lesson Six, E-mail. After that, the teacher may tell the
students the aims of Lesson Six and those specific tasks in these periods.

Step 2: Introduction of E-mail

1. Based on the material on P.69, the teacher introduces e-mail to students generally
and explains its main functions briefly as follows: Electronic Mail or E-mail is one tool
to transfer message, letters and documents by electron.

2. According to the following questions, students are asked to skim those related
material on P.69 and try to get correct answers to those questions.

% How do e-mails work through Internet?
Compared to letters, what advantages do e-mails have?

3. The teacher checks the above questions and explains those possible confusing

points in detail.

Step 3 Analysis of E-mail Address

1. At first, the teacher may explain e-mail address to the class, which includes two
parts, your identity symbol and Internet Service Provider identifying your identity or
industry domain. And the above two parts are separated with “@”. After that, the
teacher may give students some specific examples as follows:

(1) name@hotmail.com

(2) name@hitachi.co.jp

(3) name(@city.palo.alto.ca.us

2. Some detailed knowledge about domain will be explained to students to broaden
their horizon, on P.70-71. Meanwhile, let students remember codes used frequently in
e-mail to help them understand it better, for example, “gov” expressing governmental
site, “edu” meaning the education site, “nhs” implying National Health Service.

Step 4 Subject Line of E-mails

1. The teacher may introduce students the function of subject line, that is, to imply the
main contents of e-mails.

2. The teacher explains some cases about how to write subject line of e-mails with
some examples, and then let students work in pairs to wirte different subject lines and
then exchange them to check.

(1) Subject: need 3xxxby Tues.

(2) Subject: Urgent: need 3xxxby Tues.

(3) Subject: REQ: need 3xxxby Tues.

(4) Subject: FYI: 3xxxAdvertisements.

(5) Subject: RE \ Re:need 3xxxby Tues.

Step 5 Quotation of Previous E-mails

In this step, the teacher had better explain to students that the previous e-mails should
be supplied clearly in order to offer good context when they want to quote it in
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answering e-mails. “>" is the normal alphabetic character while quoting previous
e-mails, for example,

>Did you get all of the...that you

>needed?

Yes.

Step 6 Tips for E-mails
3¢ Tips for E-mail Salutation

Because e-mail belongs to informal style, its salutation may not be expressed with
such words as “Dear xx”. And if the receiver is your compeer, you can call her or his
name directly; but if the receiver is your superior, you may call him or her with his or
her title and family name.

3¢ Tips for E-mail Body

It is not necessary to use very formal language when writing e-mails body. We often
make requests with simple forms, such as “Please...”and “Could you ...?”” Besides, the
whole body is made as brief as possible, and accessories may be sent if there are so
many contents to inform others, for instance,

There will be a meeting on Tuesday 21, January to discuss the training schedule.
Please prepare your proposals by 18 January and make sure that everyone has a copy in
advance.

** Tips for E-mail Complimentary Close

When writing letters, you always think about your relationship with the person you
are writing to. In contrast, while writing e-mails, complimentary close is usually brief
with just such simple words as “Thanks”, “Best” and “Cheers”.

** Acronyms and Country Codes Used in E-mails

In order to save time and send the e-mail as soon as possible, some acronyms can be
adopted. The teacher may explain some important ones from those on P.72-73 to
students. Besides, some country codes are also used in e-mails, and then the teacher
choose some usual ones for students to remember.

Step 7 Consolidation

Work in pairs to wirte e-mails to each other, and help each other find out possible
mistakes. Finally, the teacher can check several pairs to see if students master e-mail
writing and help them make clear those confusing points.

Step 8 Homework
1. Finish Ex.I, on P.84.
2. Read and remember more acronyms on P.72-73 and country codes on P.75-84.

Module Seven Sales Promotion
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I. Teaching Objectives
Through learning this lesson, students are supposed to be able to:
1. Identify the format of sales promotion letters.
2. Master the principiles of sales promotion letters.
3. Command useful expressions on sales promotion.
4. Write sales promotion letters correctly.
I1. Ideological and Political Objective
Developing students' communication and language skills through reading,writing,
listening, and speaking activities.
III.Contents
1.Vocabulary & Useful Expressions
2. Analysis of sales promotion letters
3. Useful Sentences
4. Exercises
IV.Teaching Focus
1. The practical writing of sales promotion letters
2. How to make good use of those useful expressions on sales promotion
V. Teaching Methods
1. Interactive Method
2. Group Discussion
3. Case Analysis
VI.Time Allocation
Four Periods
VII. homework
Step 1: Lead-in

1. The teacher may divide students into small groups of four or five persons to

discuss the following questions:
3¢ Have you ever seen or taken part in any sales promotion activities?
3¢ How do you think of good sales promotion?
3¢ Do you know about something about sales promotion letters?

2. Based on students’ discussion results, the teacher leads them to the topic of Lesson
Seven, sales promotion letters, and introduces their main features, on P.85. If time is
enough, after students’ discussion, some knowledge about sales promotion and
salesmanship can be explained to students.

Sales Promotion & Salesmanship

Sales promotion, advertising, and salesmanship are the major techniques used in
merchandising products to the public. Salesmanship often takes the form of a
face-to-face encounter between the buyer and seller; the presentation is set up to
convince customers that the product on sale is essential to their satisfaction. In the
1980s, a growing promotional technique involved in-home shopping programs using
cable television channels. In recent years with the help of the Internet, online shopping
is becoming popular.

The traveling salesman appeared late in the 19th century both in Europe and in the
U.S. The early itinerant peddler carried his goods on his back or on his horse, working
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his way from a port city through the hinterlands. With the coming of the railroad and the
assurance given to sellers by new credit-reporting systems, salesmen with their sample
cases moved across the land. Persuasive skill was less important in those days of
unsatisfied demand, and orders were readily forthcoming. By 1900, however, with the
increasing supply of manufactured goods, buyers became more discriminating in their
purchases.

Step 2: Analysis of Samples

1. At first, the teacher may guide students to learn vocabulary and those useful
expressions on P.88-92 so that they can understand the samples better. And let students
pay attention to some key words and expressions while learning.

2. The teacher may lead students to those two samples on P.86-88, and help students
to analyze their structure as well as some usual expressions, for instance, “approach sb”,
“have\ has been requested by” and “as far as...(be) concerned”.

3. The teacher illumines students to summarize some principles for sales promotion
letters’ writing as follows:

'):('Emphasize the benefits rather than the features of the product or service.

Use active voice in picturing the reader enjoying the use or performance of the

product or service.

Focus on one of the main appeals.
¥ Subordinate the price, unless it is an obvious bargain, by mentioning it after most of

the benefits have been listed.
geUsea promotion piece (eg. An enclosed brochure) to illustrate the details of the

product or service.
3¢ Specify the action by providing the ways of obtaining the product.

Step 3: Useful Sentences used in Promotion Letters
In this step, the teacher firstly may guide students to those useful sentences on

P.94-95, and then help them to enlarge more such sentences.

1. Here is a chance to show how smart you are by wearing our new style.
7 LA RS, R IRIA T

2. Have you ever tried getting a bilingual service from a a computerized speaker?
Rt e i 42 1) 1470 7 4R 1 AR XU iR 95

3. Why not escape city noises and enter the peace of outskirts with our weekend
travel?
N AARSINBATHI A ARTRAT, A IR RIS ], 20 N SBAh T e 2

4. Our newly introduced student kit is made from fine quality vinyl plastic, which is
strong, washable, transparent and handy for pencils, rulers, loose papers, cards,
pocket money and many other items a student carries.
BT BT A1) 22 TR M EAF SRR R ), B Bk, &M, Ji{Es
AEYE . WE. R mRA R BB E 280 .

5. Our new brand bathrobes are made of pure cotton. Owing to the carefully selected
materials used and the great attention paid to weaving and printing, they have a very
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attractive appearance as well as novel design.
FRATHE i MR AR . BB T, GIGAMEIE T Z s, sl

6. Give this new kind of glazed ware the ultimate test-try scratching, cutting, burning or
even putting it into acid; you will see how strong this glazed product is against any
such force and how long it will resist fire and acid.
BrlE— T IXME AR, £ LR, VIF Kk, TEBUERBE. R KPR
FEahAE 2 AR Z AT K TR

7. If your stainless steel cutter becomes damaged, just return it and we will replace it
free-even when the warranty is over.
AEANTIHBLR R AT IR B . RGO/, BATH G 2% B e

8. Complete the form enclosed right away. This offer expires 5 p.m, June 15, 2007.
Don't miss the wonderful opportunity to enjoy the finest ca ed food you'll ever taste.
Ty FIHRAT TR L ANAR A ROV 2007 4F 6 H 15 H R4 5 I ANEEEI 2% RS R i
SRRl BRI AL K

Step 4 Consolidation

In this step, the teacher can make students consolidate what they have learned
through case analysis of one sales promotion letter. To be more specific, ask students to
analyze it from any aspects that they can think. The following points are just for
reference:

'):('to attract the customers;

'):('to create interest and desire;

'):('to offer conviction;

¥ {0 motivate actions.

The sales promotion letter is set out as follows:
Dear Customers,

When you own a computer at home or the office, how often do you say to yourself, "I
wish I had an expert with me all the time" or "Oh computing work, I wish I were better
instructed whenever I have problems".

The newly published handbook PROFESSOR WPS is your expert. It is your
professor instructing you how to use the machine and how to obtain the perfect
performance in word processing system.

The handbook is the work of three university professors of computer science and two
experienced computer technicians. It is not an introductory textbook to you but a
hand-on tutorial providing easy-to-read application approaches. One hundred and
eighty-eight questions and answers present solutions to your daily usage problems. The
technological concepts and terms are explained with more than 200 photographs and
illustrations appearing in the 250-page handbook. In it, you can read about keys without
calling at the technician's office whenever you get lost in processing. What is more, the
bilingual explanation will make the job easier for users either speaking Chinese or
English.

Throughout the handbook the authors have attempted to conform to the most word
processing usage. It will keep you well informed and able to converse easily with those

42 713 59 W



specially designed questions and answers, each of which costs 10 cents, about 1/100 of
the consulting fees for a technician.

For a fast ownership of the handbook, please fill in the enclosed card as requested and
return it as soon as possible. By sending the card before 30 August, you will obtain a
special discount of 2 percent at our introductory stage.

Yours faithfully,
ABC Corporation

Step S Homework
1. Finish Ex. I & Ex. IT on P. 95-96.
2. Finish reading the Dialogue on P.96-98.

Module Eight Orders and Their Fulfilment

I. Teaching Objectives
Through learning this lesson, students are supposed to be able to:
1. Identify the characteristics of orders.
2. Command some useful expressions on orders.
3. Master the outline of orders.
4. Write orders correctly.
I1. Ideological and Political Objective
Enhance students' understanding and appreciation of cultural differences in process
descriptions and tasks.
I1I. Contents
1. Vocabulary & Useful Expressions
2. Analysis of two order samples
3. Useful Sentences
4. Exercises
IV.Teaching Focus
1. The practical writing of orders
2. How to make good use of those useful expressions on orders
V. Teaching Methods
1. Interactive Method
2. Case Analysis
VI. Time Allocation
Four Periods
VII. homework
Step 1 Introduction
In this step, the teacher may ask students to read the material on P.100 quickly with
the following questions. After that, some volunteers are welcome to share their own
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understanding of those questions.And the teacher gives timely responses and explains
some confusing points.
#¢ According to your acquired knowledge, what is the order?
3¢ And how does the order work?
Order

An order results from an offer or an inquiry with subsequent quotations.When the
buyer gets a confirmation about all terms from the seller, he may place an order. When
the seller accepts all the terms raised by the buyer, he may accept the order. So orders
can be divided into the situations: “place orders” and “acknowledge of orders.”

Step 2 Place orders

1. The teacher firstly may explains place orders to students clearly in order to make
them understand the latter contents better.

Place Orders

The buyer place an order after they studied the catalogues, price list, samples from
the suppliers. If all the terms are satisfied with them, they will place an order. Usually,
every company has their own order sheet (order form).When a form is not available, a
letter is needed for the order (order letter). You must write your order clearly and easy
to understand.

2. The teacher can introduce the contents of place orders concretely as follows, and
then help students analyze Sample I:_S/C No.0678X by Universal Importers Ltd. on
P.101. Besides its structure, let students read and understand those new words
and.important expressions.

Express the source of your order (from the catalogues, price list, samples, etc.).
The detail of your order with your requests.

Name of commodity, Model No, Size, Color.

Quantity.

Price (What price you can accept.)

Packing

Date and way of shipment.

Payment terms.

Ask for the confirmation of your order from the seller.

With the hopes of their attention.

T 3 R HE 3 R R N N N

Step 3 Acknowledgement of Orders

1. Firstly, the teacher may explains acknowledgement of orders to students clearly in

order to make them understand the latter contents better.
Acknowledgement of Orders

When the seller received an order from the buyer, he may write a confirmation letter
to acknowledge of the order, or send a Sales Notes to confirm the order.

2. The teacher can introduce the contents of place orders concretely as follows, and
then help students analyze Sample II: S/C No.0678X by China National Foodstuffs Imp.
& Exp. Corp. on P.102. Besides its structure, let students read and understand those
important expressions and new words.
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** Express your thanks for the order.
y
State your acceptance for the order.
Include an assurance of prompt and careful attention.(Quality Packing Shipment,
Invoice, Payment.)
3 Give your hope for further order.
y

Step 4 Decline of Order and Recommendation of Substitute

Besides place order and acknowledgement of orders, the teacher also can add up
more about orders, such as decline of orders and recommendation of substitute.

Decline of Order & Recommendation of Substitute

If the seller cannot supply the goods and sometimes there is no stock, you cannot
supply the goods at present, you may write a letter to decline the order. But it isn’t the
only way to decline; you can recommend the buyer to try to buy some substitutes. Of
course, when you make recommendation of substitute letter, you should consider if the
substitute may match the goods the buyer required. And the general structure of such
letters is set out as follows:
'):('Express your thanks of the order.

State your regret for being short of the stocks.

Recommend substitutes.
¥ sk for the prompt confirmation.

Step S Summary
In this step, the teacher may guide students to summarize the outline of orders and
consolidate what they have learned.
1. Place Orders
(1) Opening Paragraph: Express the source of your order (from the catalogues price
and list samples)
(2) Transitional Paragraph:
Ask for confirming the order.
Some terms ask for quality.
*¥ Some terms ask for packing & shipment.
¥ Some terms ask for invoice& payment.
(3) Closing Paragraph: Asks for their attention for the order
2. Acknowledgement of Orders
(1) Opening Paragraph: Express your thanks for the order and State your acceptance
for the order.
(2) Transitional Paragraph: State an assurance of prompt careful attention. (Quality,
Packing, Shipment, Invoice and Payment)
(3) Closing Paragraph: Give your hope for further order.
3. Decline of Orders and Recommendation of Substitute
(1) Opening Paragraph: Express your thanks for the order.
(2) Transitional Paragraph: Express having no stocks and recommend substitute.
(3) Closing Paragraph: Express your regret of being unable to supply the order and
hope to do business in future.
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Step 6. Homework
1. Read and try to remember those sentences on P.108-109.
2. Finish Ex. I and Ex. IT on P.109-110.

Module Nine Terms of Payment

I. Teaching Objectives
Through learning this lesson, students are supposed to be able to:
1. Know about some usual terms of payment, especially L/C.
2. Command useful expressions on terms of payment.
3. Express terms of payment correctly.
I1. Ideological and Political Objective
Enhance students' critical thinking skills by analyzing different financial scenarios.
III.Contents
1.Vocabulary & Useful Expressions
2. Analysis of two sample letters about terms of payment
3. Useful Sentences
4. Exercises
IV.Teaching Focus
1. The practical writing of terms of payment
2. Language points and useful expressions
V. Teaching Methods
1.Interactive method
2. Work in pairs
VI. Time Allocation
Four Periods
VII. homework

Step 1 Lead-in

In this step, the teacher may illumine students to think about the following questions
and let them work in pairs to discuss and express their ideas. And then, some volunteers
are welcome to share their own ideas. After that, the teacher gives students timely
responses and leads them to the topic of Lesson Nine, terms of payment.

Questions: How much do you know about terms of payment?

And can you classify them?

Step 2 Introduction

Based on their ideas about terms of payment, the teacher may guide students to
material on P. 111, and explain terms of payment generally as follows:
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As we all know, L/C(Letter of Credit) is the safest remittance way to pay. But, it is
not beneficial for the buyer, because the expense is too high, and also it will lose the
interests from the bank. However, for the seller, it is favorable, so he can use such terms
of payment. But before that, we still need to know some other terms of payment. They
are remit and mail transfer. We can express them based on the following graph.

Mail Transfer
(Remit Telegraphic Transfer
Demand Draft  D/Pat
sight
< Documents against Payment v
Terms of Payment Documentary Collectio D/P
after sight
Collection Documents against Acceptance
\ Clean Collection

L/C

Step 3 Vocabulary and Useful Expressions
In this step, the teacher may help students to command those new vocabulary and
useful expressions about terms of payment, which means a lot for students to understand
the text, two samples letters. And the teacher can choose some important ones for
students to practice.
1. favour n. 4%, =, BH
vt SCHE, BERG, MR, 05T
—> in favour of BA--- 32N (5226 )
e.g g open an L/C in our favour
3¢ In whose favour are the goods to be invoiced?
3¢ Please open your L/C in favour of our Shanghai Branch.
issue an invoice in your favour
2. draft (bill of exchange/bill) n. %
.2 3¢ draw (a draft) on sb. for...
¢ draw on sb. at 60 days sight
¢ draw on sb. against sth
3¢ draw at 30 days D/A
e draw D/A (or D/P) against your purchase
3¢ We regret that your dishonoured our draft.
—> drawer n. HZEA, KRZEA
—> drawee n. ZZEAN, CGLE AHERA
3. transhipment n. #f5
— tranship vt.
e.g ** Transhipment allowed / prohibited
Transhipment will be made at Hong Kong.
¥ The goods should be transhipped at Shanghai.
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Step 4 Analysis of Sample Letters

1. At first, the teacher may ask students to skim those two letters on P.112-113, and
find out those words, phrases and sentences related to terms of payment. For instance, in
the first letter, you can find such a sentence, “If you have gone through the specimen
contract you will see that our usual terms of payment are by confirmed, irrevocable
letter of credit in our favour, available by drft at sight, reaching us one month ahead of
shipment...”.

2. Some volunteers are welcome to share their opinions about those required
sentences, and then the teacher help them to analyze those sentences and let students
learn to express terms of payment.

3. Let students read those letters again, and encourage them to translate letters into
Chinese, and the teacher may give them necessary help and explain those confusing
points. After that, let students pay attention to those important expressions, for example,
“(not) hesitate to come to agreement with sb on sh”.

Step 5 Consolidation
1. The teacher leads students to those useful sentences on P.119 -120 and let them
pay attention to those important expressions in each sentence.
2. According to the above knowledge, students are encouraged to translate the
following sentences into Chinese. At last, check the answer together.
¥ We'll not pay until shipping documents for the goods have reached us.
(WA BN BT A, AT AR D
Of course payment might be refused if anything goes wrong with the documents.
CHR A R, PR AT AR R AT . D
¥ The equipment will be paid in installments with the commodities produced by our
factory. (W& DAFRAIT T A7 197 i o S AL .
¥ The draft will fall due on May 20.
GEETF 5 H 20 HE. O
We have arranged with our bankers to issue an L/C in your favor.

(FATEAMBITRAT I 2 AR T T RS FER F82. )

Step 6 Homework

1. Finish Ex. I & Ex. Il on P.121-122.
2. Finshi Reading the Dialogue on P.122-124.
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Module Ten L/C Amendment & Extension

I. Teaching Objectives
Through learning this lesson, students are supposed to be able to:
1. Know about L/C amendment and extension.
2. Master the procedure of L/C amendment and extension.
3. Command some useful words and expressions.
I1. Ideological and Political Objective
Guide students to fully understand the importance of craftsman spirit, love their jobs,
and deliver them in strict accordance with the shipment terms.
III.Contents
1.Vocabulary & Useful Expressions
2. Analysis of two sample letters about L/C
3. Useful Sentences & Terms
4. Exercises
IV.Teaching Focus
1. The practical expressing L/C amendment and extension
2. Language points and useful expressions
V. Teaching Methods
1. Interactive method
2. Group Discussion
3. Presentation
VI.Time Allocation
Four Periods
VII. homework
Step 1 Revision
Translate the following sentences about L/C:
1. We regret to have to decline your request for D/P terms. Payment by L/C is our
usual method of fimancing trade in these traditional goods.
2. For this sample order in the amount of only £45, we suggest that you send us a
bank draft so that as soon as we are in receipt of the same we can ship the order by air.
3. Since it takes time to open the L/C while the goods under this order are urgently
required to meet the season, may we suggest that you draw on us at sight through your
bank and we will honour it on presentation.

Step 2 Group Discussion

Based on the material on P.125, the teacher may guide students to the topic of Lesson
Ten, L/C Amendment & Extension. And then students can be divided into small groups
of four or five persons to discuss the following questions. After that, the teacher can
give necessary responses and explain those confusing points.

Questions:

1. Do you think if L/C can be amended? If possible, who has the right? If not, why?

2.Can people extend time of delivery and validity of L/C?
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Reference Answers:

1.While receiving L/C, the exporter should examine it carefully and see if L/C
terms are in conformity with those in contract. If not, the exporter can ask the importer
to amend L/C until it is acceptable. However, in exceptional case, importers can also put
forward L/C amendment. If it is irrevocable L/C, its amendment must be allowed by
exporters. And if exporters refuse its amendment, then the L/C amendment notice
should be sent back to the advising bank in time and the issuing bank should take
payment responsibility on original terms of L/C.

2. In export business, exporters couldn’t deliver the goods in time because the goods
are not get ready for shipment or other reasons sometimes. In such case, it is necessary
to ask importers to extend time of delivery and validity of L/C. Moreover, exporters
could arrange shipment after receiving L/C extension from the bank.

Step 3 Analysis of Sample Letters

1. The teacher may guide students to skim Sample Letter I & Sample Letter II, and let
them try to find out those expressions about L/C amendment & extension, for instance,

we regret to have found that there are certain clauses which do not conform to those
of the contract.

to extend the time of shipment to the end of October, 20...

to extend the validity of the L/C to the 15" November, 20...

2. Let students pay more attention to such expressions and simulate them to express
L/C amendment and extension. Besides, the teacher can also ask students to translate
them into Chinese, and the teacher can give necessary help.

3. The teacher help students underline those important expressions in Samle Letter [
& Sample Letter II to enlarge students’ horizon, for example,

(1) conform to  FF&; fif - —F

e.g

Your L/C clauses do not conform to those in our Sales Contract.

—> conformity n. —%, &

—> in conformity with (to) 5- —%, HHFE

e.g

The specifications of the goods you quote are not in conformity with those in our
enquiry.

(2) establishment n. 37, JFir

e.g

establishment of a firm
—> establish vt #37, #7
e.g
¥ (o establish business relations with a firm
¥ Pplease establish the L/C as soon as possible.
¥ Our brand has been established in your market.
—> established adj. CfilEM, HiEn

e.g
3 an established brand
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¥ an established fact

(3) amendment n. £, B

e.g

¥ Pplease send us the amendment to L/C as soon as possible.

* We require the amendment advice of L/C No. 12 by the end of this month.
— amend vt. 1&1E, ok, B

e.g

¥ Pplease amend the L/C promptly.

¥ please amend the name of commodity in L/C No. 74 to read “Adjustable
Wrenches”.

(4) validity n. H%Y

e.g

¥ The validity of an L/C refers to the time of negotiation.

¥ The L/C validity is up to the end of June.
— valid adj. ALK

e.g

¥ The L/C is valid up to the end June.

The old price list is valid until 31%* December.

— validate vt. [RIEGR, MZERL, Bk, IESE, KiE

e.g

You should submit evidence to validate your claim.

Step 4 Useful Sentences & Terms

1. To remember some usual expressions is indispensable for students to master L/C
amendment and extension. So, the teacher may help students to analyze those useful
sentences on P.135, and encourage them to stimulate such expressions.

2. To know some terms about L/C is helpful for students to command L/C
amendment and extension better. And the following terms and phrases are for reference.

BHHEHIF additional credit/additional L/C BB Z 15 HF with recourse L/C
B Z IR AGHIF without recourse L/C T F1E HIE open free credit
(G UE general letter of credit FF1EMHIE to open a credit
HIFF (5 HTIE to cable a credit JRIT1E M UE circular letter of credit
g1 /F to cancel a credit 15 /IR Lletter of credit ledger
FERIIEHIE special letter of credit 1FHUEZ 8 amount of credit

LRI IF (G to establish a credit through a bank

Step S Consolidation

In this step, the teacher may firstly encourage students to make a presentation of L/C
amendment by means of small groups, and then help them review the procedure with
the following graph illustration to consolidate what they have learned.
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The procedure of Amending L/C
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Step 6 Homework

1. Finish Ex. 1 & Ex. 2 on P. 136-137
2. Finish Reading Dialogue on P. 138-139

Module Eleven  Packing

I .Aims & Requirements

to understand the whole lesson;

to know how to express packing requirement

to know of some packing marks;

to master the useful and/or important words and expressions

to enhance the practice and creative ability
I1. Ideological and Political Objective

Emphasize the application of original spirit and Chinese elements in the packaging of
international trade, and promote Chinese culture.

lll.Content
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1. Analyse packing requirement.
2. Some packing marks
3. Useful and commonly used sentences related with this lesson
5. Exercises done both in the class and after class.
7. Discuss the exercises.
IV.Important & Difficult Points
1. Writing points
2. Expressions in packing requirement
3. Language points and useful expressions;
V .Teaching Methods
: Interactive teaching through discussion, questions & answers
VI. Time Allocation

2 Periods
VII. homework

Teaching steps:
Step 1: Review of last lesson
The translation work of some typical sentences
1. We have noted with regret that in your L/C No....you have asked for packing in wooden cases,
wheras the goods to be shipped will be packed in cartons as stipulated in our S/C No. ... We should
appreciate it if you could amend the L/C the soonest possible.
2. WEIIRA RIS .. SERFANBIT RIS, .. .. FIEHIUE. ZRARIERH, KIKIE
FLN A USS3.25, Ti& LA 2& USS3.52. fliit RAEER, F TN
Step 2 Lead in
1) In your opinion, what is the importance of packing?
2) Introduce the concept of Packing Requirements
Step 3: detailed analysis
1. Some commonly used terms and expressions

Omode  mode of packing, mode of payment, multi-mode transportation

a. In wooden cases cintaining 30 pieces if 40 yards each.
b. In press — packed bales of 400 1bs, net each

c. Iniron drums of 25 kgs. Net each

d. In gunny bags of 60 kgs. Net each

e. In cartons, then on pallets

f. Packed in bales of 50 kgs,net
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g. Packed in cases of 200 1bs
h. Packed in wooder cases lined with tin plate, with iron hoops at both ends
1. Packed in cans,12 cans to a cardboard, 10 cardboard box to a case.
(@packing outer packing, inner packing, strong packing, packing list,
pack Wen pack the goods in wooden cases.
3 rough handling Rough handling will result in damage.
@ for your information For your information, our products sell quickly on
your market.
(1) to the contrary  The contract shall b renewed for one year if we do not hear from
you to the contrary.
We will pack the goods as usual if we are not informed to the contrary.
(2) fulil fulil one’s obligation, fulfil a contract, fulfil an order
fulfilment n. the fulfilment of a contract
(3) shipping advice As soon as the shipment is made, please let us have your
shipping asvice.
(4) mark  You re requested to mark all the cases as per our instructions.

mark n. shipping mark, warning mark.

2. Useful sentences in expressing packing

(D We usually have our screws packed in double gunny bags of 60 kgs. Each.

(2) The cartons are well protected against moisture bh polythene sheet lining.

(3 The goods ordered should be of good quality and in attractive packing.

@ All bags have an inner waterproof lining.

® We can meet your special requrements for packing but the expenses should be borne
by you.

® As requested, we have included a packing not with your commodities, and have
pleasure in enclosing a further copy of the note.

(@ Our improved packing will catch the eye of the buying public, which will help push
the sales.

Our cartons are strong enough to stand rough handling in the course of

transportation.

3. Packing example introduction showing:
Item No. : 0111
Model No. : LR6/2B
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Packing: 2PCS/BLISTER CARD
Inner box: 20PCAKS(40PCS)
Shipping carton: 200PCAKS(400PCS)
Volume: 0.0228

Step 4 Exercises-----practical step

I. Translation

1. We will take every step within our reach to improve the packing so as to protect the

goods from breakage.

2. Our Trip Scissors are packed in boxes of 1 dozen each, 100 boxes to a carton lined

with waterproof paper.

3.We have now adopted carton packing instead of wooden cases as the former is just as

seaworthy as the latter while the cost is less and the weight lighter.

4. Our Soya Beans are supplied in bulk or in gunny bags.

SAER AR INER, BN, YRS SAEE k.

6. FACACIRIT W AR S WL 7, AATRIEAE N IR A R RS

Il Collect more warning marks in English:

/N0 #iz2 Handle with care

IR A This side up

WHZ190$ Don't throw down

S W) Perishable goods

B2 F- 7 Not to be laid flat

7] %) No hooks

PRIEFA . Keep cool, Keep in cool place

WA HYGE ST Keep out of the direct sun

HEY)M Poison

fG/; Dangerous

falS: it Dangerous goods

S Fragile

15 77118157, Keep Top Side Up

Bfi#] Guard against Damp

Step S Practice : A discussion
From the study of the text, we should know that generally speaking , the writing of
packing requirements often include the following items, some fixed or often-used

phrases or sentences ,we are required to remember the following in correspondences

55 71 3 59 W



and negociations:
e giving a reply and explain the problems in the packing
e express the reasons of the damages and give the requirements and expectation for

the future packing of the future business;

ask for agreement from the partners,

express thanks or greetings

Step 6 Summary

Together with the class to review of what have learned in this lesson. Proper packing
and packaging are essential to increase customers’ satisfaction. Poor packaging can ruin
the chance of success while poor packing may result in the damage to goods.
Understanding the importance and the usual expressions related to packing would be

helpful in internatioanal business.

Step 7: Homework:
@® Review the whole text

@ Pagel53--154 Translation of sentences

Module Twelve: Insurance

I. Aims & Requirements:

1. Help students to learn and master key words, phrases and sentence patterns about insurance
2. Help students to learn how to write a business letter about insurance

3. Help students to learn some additional sentence patterns about insurance

I1. Ideological and Political Objective

Guide the students to establish the awareness of risk prevention.

I1I. Contents:

analyze the whole text

exercises doing
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practice writing

IV.Focus on & Difficulties

categories of coverage; terms and expressions
V.Teaching Methods

Interactive teaching, discussion, questions & answers
VI. Time Allocation

Four Periods
VII. homework

Teaching steps:

Step 1: Review of lesson 11
translation work of some sentences of lesson 11
Step 2 Presentation
ethe basic concept of covering insurance for the buyer and the questions which should
attention;
ethe emphasis is that as a buyer or a seller you should know that what kind of insurance
you will insure for the specific goods and how much you should pay for it.
Step 3: detailed analysis
(1) Additional Notes
C.LF.:R}) Cost Insurance Freight 455, AR 2%, 5%,
@ insurance n.: R[5

@ insurance agent fREGACH A insurance broker fRFGZZA

insurance certificate PRl ik insurance commission 1R 4
insurance market PRI 11737 insurance policy R[5 #.
insurance amount {7 [%; 44 insurance coverage Rk VE
insurance company [ 2 & insurance clause R[5 2% 7K
insurance instruction % {48 41 insurance business Rkl

insurance conditions PRE& 2% 1F
@ R AR, “IpHELRK R H:  to arrange /cover /effect/provide/ take out

insurance
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1)We shall provide such insurance at your cost.
2)Have you faken out insurance on the tiles?
@FRIRB I ZFRIEA LLR LA FEAR AT IR (additional risks)

) 7K5ERS X BEAS ORI SUTIA] P P ¥ X 5 A 4 408 R B R 3R A1E )32 BRI o

With Particular Average(W.P.A.)Insurance: 7K 5[5

2) — VIR All Risks,(A.R.) Insurance: 2K $H A~ A Y XE I A — ARG i ] BT ids
IR DR Z WD A B R 3 45 R R I 2 5T A E

3G TG — RN (general additional risks) FIRFFRFH IS (special
additional risk)

(2) Common expressions in insurance

What risks should be covered?
1B DL RIFLERS ?
What kind of insurance are you able to provide for my consignment?
B8 T BE AT L BT ORIUIPLE 5 e ?
It's better for you to can the leaflet, and then make a decision.
R SEBEE WIS, BRERTT Ak .
These kinds of risks suit your consignment.
XL A I S VR EE BRI B o
May I ask what exactly insurance covers according to your usual C.L.F terms?
T FARSE AR IR CIF A 251, BT ORI 78 S8 B AR MR AL 5 1) 2
It 's important for you to read the "fine print" in any insurance policy so that you know
what kind of coverage you are buying.
(5] 5 PR 66y B P2 JU 0 AR o BB, TR AL A R R 2 S ) ORI L B R
WiH

(3) Words and Phrases
PICC (People's Insurance Company of China) ' [E A FAR[: 2 7]
risk insured, risk covered K {3 [ I
risk [ 73]
to provide the insurance N... F& LR

leaflet TiHH$S
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fine print 41|
Step 4 Explanation
e In our opinion, this type of coverage is necessary for the comparatively valuable and
fragile cargo. ¥k 7\ N, IX LR i 1E, 2 WER TR Ui 2 6 1.
coverage: n. R[]
eg.. The coverage is written in the basic policy form and the clauses for different
risks.
We shall provide such coverage at your cost .
e It is the usual practice to cover for 110% of the invoice value,
TE TR BT LR SR BN 110% 5008,/ 50,000 SETC.
V¥ to cover for 110% of the invoice value : to cover for 10% above/over insurance
value B & :to cover at invoice value plus 10% X BIg1% KM 110% 3% 0k
You are required to cover the goods against All Risks at invoice value plus 10% .
We shall insure the goods for 10% above the invoice value.
Step 5 the summary of the text
From the study of the text, we should know that generally speaking, the writing of
insurance often include the following items, actually we can have four paragraphs:
e giving the coverage category
e provide the terms of payment for the coverage
e ask for agreement
Step 6 Homework:
eReview the whole text

epreparing some information on the next text, lesson13
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