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Unit 1 Business English Writing
RS IESEEM AN

1. Teaching purpose: get the students know the basic concepts of Business English Writing.

2. Teaching Methods: teaching and practicing

3. Teaching Credit: 4

4. Key Points and Important points: business English, business writing process, business
writing principles.

5. Teaching Process

I . Learning Objectives:
Knowledge, skills, ideological and political goals &1iH. $ifiE. BECH #r:
to understand the connotation of business English and business English writing;
to know the business writing process;
to know the business writing principles;
to get an overall comprehension of contemporary communication tools;

to master some effective business English expressions;

the business norms and principles of business English writing.

II.Leading-In
Business English Writing

Business English( /5 45 % 1% ) or Commercial English is a special term given to English by
non-English speaking nations for international trade. In Britain, it is called Commercial English or
Commercial Letter. In the USA, it is usually called Business English, Business Correspondence or
Business Letter. Business English is a kind of standard English adapted to specific business
purposes. In the global commercial world, business English documents should be written to
customers, salesmen, agents, suppliers and many other people concerned. They cover every

conceivable phase of business activities.

Business Writing Process (7455 ERIPBE)  may be summarized as five steps.

First, preparing(#f: %), involves making it clear about the objective, the reader, and the scope
of writing. The objective is the purpose of writing. A careful reader analysis is crucial to achieving
the writing objective. It also determines the scope of the writing task. The scope of the writing
refers to the kind and amount of information for the reader to understand the objective.

Second, formatting (i J&) ) , refers to choosing the format or layout of the document. It
involves choosing the right way of presenting the document and making the document more
readable. Successful formatting may lead to a favorable attitude ofthe reader to what is written.

Third, organizing ( ZH 21 ) | involves gathering information, sorting details, and making
outlines. The information can be gathered from other people, from documents available, or from
the Internet. Notes then should be grouped according to the information they have in common.
The result of organizing is an outline that will guide the next step of drafting.

Forth, drafting (#£%%) , is the actual writing of the business document. It is considered as the
most difficult, however, natural if previous steps have been accomplished.

Fifth, revising (&) , turns the drafts into a finished product. It involves more than just



editing and proofreading concerning the format or language. A check on the overall tone is also
necessary based on a careful reader analysis.
Business Writing Principles (755 5 /Ef 5 ) involves the commonly mentioned “5Cs”.
Clarity (/&) means one sentence for one meaning only. It indicates a logical relationship
between relevant sentences. No reversion or repetition is allowed to appear. Conciseness ( i & )
means all the words/sentences and paragraphs in a letter must be clear-cut and straight forward. So
it is with an e-mail or telex or fax. Correctness (#Effi) includes the correctness of forms of
writing, of grammar, spelling and of punctuation, particularly of figures. Courtesy ( fL3ii ) means
being very polite and prompt in replying to the opposite party’s letter. Your letter should be very
mild and tactful, and possibly the reply should usually be sent on the same day. Any delay should
be explained in a written form. Completeness (5#¢) includes the completeness of facts and
explanations. Does it give all the information necessary to accomplish the purpose for your letter

or answer fully the questions asked or implied in the incoming letter.

Contemporary Communication Tools (B AT M4 T.H)  Modern technology has enabled
the creation of a myriad of new communication tools, sites and software. There are many types of
communication available. The choice depends on where you are, how much time you have and
how much (if any) you prefer to pay.

First, cell phones ( #1) , which have continued to increase since their introduction in the
late 1980s, enable their users to send and receive email, pictures and recorded videos. Bluetooth

(#7F ) technology has further increased the communicative value of cell phones, allowing
talkers to carry on their conversations hands-free with the use of a small, one-sided headset.
Skype (skype M 4% Hi 1) is a downloadable software that enables users to make free phone calls
and send messages via the Internet. The service also offers video phone calling, allowing users to
watch each other in real time while they speak. Use of Skype's free features requires a broadband
Internet connection as does its paid features. Both businesses and private individuals have
benefited from the convenience and immediacy of Skype's communication tools.

Twitter (FEREM 4D  is a popular social networking site created in 2008 which is unique in
that users can write (or “tweet”) messages from either their computer or cell phone in short,
concise updates, as often as they please. The concept of Twitter revolves around the idea that
people can stay updated on the events of others' lives without spending a lot of time sifting
through extraneous information or more elaborate weblogs. Another perk is the fact that Twitter is
completely free and requires no special software. Weehat (f#(f5) or QQ, both developed by
Tencent, has been a fast and effective messaging application. This kind of instant messaging
application enables users to communicate with each other on the internet or mobile phone via

short written, spoken or even video messages delivered almost immediately after the content is

created.
Task 1
Directions: Reading and Comprehension.
1. Business English is a kind of English written for specific business purposes.
A. routine B. standard C. general
2. as the final step of the business writing process, turns the drafts into a finished
product.



A. formatting B. organizing C. revising
3. means all the expressions in a certain document must be clear-cut and straight forward.
A. Conciseness B. Courtesy C. Completeness
4. technology allows talkers to carry on their conversations hands-free with the use of a
small, one-sided headset.
A. Bluetooth B. Skype C. Twitter
5. is now considered the most popular and effective instant messaging application in
China.
A. Cell phone B. Wechat C.QQ

III. Formatting
Case 1:

Dear Mr Wright,

Thank you for your letter of October 16 and we are willing to enter into business relations

with you. We have been exporting all kinds of art and craft goods for more than 25 years and have

many customers and friends throughout Europe and America.

At your request, we are sending you by air the latest catalogue and price list of our products

for your reference. If any of the items listed in the catalogue meets your interest, please let us have

your specific enquiry, and our quotation will be sent to you without delay.

Task 2

Sincerely yours,
K. M. Abduah

Directions: Read the sample and answer the following questions.

1. Who is the writer ?

2. What is the purpose for the writing ?
3. What did the recipient inquire ?
3. How does the writer try to reply?

Notes 7F &

business relation k¢ &
art and craft goods L2/
send v. &%

price list /T % 5L

item n. T H

quotation n. A
Case 2:

export v. Hi [

at your request &R /7 #3K
cataloguen. H %

for your reference it & 2%
specific enquiry B A& 8 4/
delay n. #EiR, HBiE

Report on Survey of Job Satisfaction



Introduction
In response to Ms Nagle, the manager’s request, the report sets out to analyze the staff's job
satisfaction according to the collected questionnaires.

Methodology
A questionnaire survey was conducted to learn about the job satisfaction in our company. 228
employees returned their questionnaires on time. In order to gain more factual figures, the

employees were required to fill it anonymously.

Findings

According to the statistics, 72% of the employees are content with their work. Whereas, it was
found that the female staff (75%) are more satisfied with their present job than the male
staff(63%). In addition, the data showed that payment isn't relevant to happiness. 87% of younger
people, aged 20-30, with lower payment expressed their approval. Meanwhile, 52% of the staff,
aged 30-40, and 61%, aged 40-50, were more pessimistic. Most of them mentioned the reasons for
their dissatisfaction; little chance to get promotion and a poor welfare system. In addition, a
number of people suggested having a longer paid holiday to have more opportunity to be with

their families and arranging more training courses to update their professional skills.

Conclusion
Based on the findings, it was concluded that most people in our company look at their present job

optimistically but there is still space for our company to make some progress.

Recommendation
It would be advisable to readjust the promotion policy and welfare system to stimulate staff to be

more enthusiastic about their work.

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

Notes 1R

In response to X «+« [] 3 setout HF, HAE

questionnaire n. AR, HH anonymously  adj.EE 4 1

be content with ... X« 55 &L whereas conj.¥ T, 1M, R
payment n.3ZAff, RN relevant  adj. KM, AHIKM
pessimistic  adj. EW AT, TEW I LK promotion n. % F+

paid holiday #ff #i K& update  v.5H, AL
professional  adj. T ML, Lol optimistically  adv. 5k Wi Hh
readjust v. I stimulate  v. 38Ul % HE



IV. Useful Expressions
1. Words and Phrases
Words

apply v. HiH
catalogue n. FEdhHF
contract n. & [F
currently adv. HHIH
continuously adv. ZEZ:Hb
discount n. 4740

deliver v. 1%
employee n. J& i

ensure  v. fRIE
expire  v. F|H

handle  v.AbEE

invoice n. K2
manufacture v. 477
present adj. H I
regular adj. & 1 11)
specification n. FLA%
survey n A&
temporary adj. & i )

Phrases

business relations MV &1F % &

branch office 47/ ]
business objective 7ML H Fx
company profile 72 & /¢4
exchange rate %

market share T 37473 &l
multi-national % [ 2\ 7]
price list i #% 5L

2 Sentence Structures

buyer n.%ZK

consultation n. ¥

competitive  adj. 5% 4+ [
considerably adv. 1R, 4
chance n. Hl&
durable  adj.ifif FH )

employ v. JEf
experienced  adj. H &L
extra adj. B4

formally adv. 1E=h
internal  adj. PN HY
launch  v. K&, F7»
precisely  adv. #EAfH

register v. VEM

seller n.3E%K

senior adj. =1 2% 1]

transact Vv.%C %

welfare nA8F], FEAE

(1) We'd like to express our desire to establish business relations with ...

TANFOAEE I EER R

establish business relation with ... 5

AL S5 AE R

e.g. We are willing to establish business relationship with your company.

PATE 5 51w S S5 AR

(2) Our hope is to establish mutual beneficial trading relations with ...

B EE - ok B AR G AE R R
mutual beneficial trading relations H 2 ¥ 5 ¢ &

e.g. We look forward to establish mutual beneficial trading relations with you.
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AT 5o T LB 5 R R
(3) We look forward to... FATTHA -+
(4) We have the pleasure of introducing... to...
BAVRET g vee fr e
(5) Please send us samples and quote us your lowest prices for....
T LR R IR ARARTT =+ B B AK AT
(6) With reference to your letter of..., enquiring for..., we enclose our Quotation No....
ST ARG e T Koo BT R 1E
With reference to ... & F-+--+--
e.g. With reference to your letter of March 3, we are glad to learn that you wish to enter into
trade relations with our company.
BT 3 A kek, 1R @M IRBARATA B S RATE LK G IR R
(7)  The quality ofthe order must be the same as that of our sample.
P AT B 5t B 20 35 R A T
(8) Your early settlement of this case will be appreciated.
FRATTRE AR BB T R 1 5 1) S b EE
(9) We are glad to have finalized/put through/closed/concluded this transaction/business with you.
FAVMRE M EIRTTIE R T IXEAL 5 .
finalize v. SR, fHF&5H, flivEsk
e.g. let's finalize the proposal.
EIRAT R E e SR .
put through S£47, S8
e.g. These proposals have to be put through several committees.
XL FE A A J LR 4 bl .
(10) We trust you will make all necessary arrangements to deliver the goods in time .

HATHAE, RATVEAR L — D) T i 28, F2 22 B8

V Strategy



6. Exercises and homework:

VI. Practice

Task 4

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

1. I was really delighted to hear that you got thatjob in ABC company. (1R & %45 %1)

2. Please accept our_warmest_congratulations on the opening of your branch office. (¥ 17 #4 %1

business. (FEfE)

Chf e Tl R

BATHARF SR S AE MBI B3 . (a happy and successful business relationship)
BT AFIRE 2012 FHHHEEF -, HibAXE. (the first prize in sales)

. BRATBENARATIR S B AL 2EAN 5. (the most favorable price)
0. FAT— @ PRiE BT K BT . (prompt delivery)
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T
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=
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Task 5

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

Dear Sir or Madam,

I am writing to 1 (& #]) whether your company could offer a course on Business

Promotion for our managers.

I saw your 2 (J”4) in the South Morning Daily on Saturday, October 7, 2016, and
the Business Promotion Training Course (Ref.: QC 101) mentioned in the advertisement might be
suitable for us. 3 (FMEHE)  ifitis 4 (AJBERY) for you to offer a
3-month training course starting before or, at the latest, on Monday, November 5, 2016, for a
group of 20. Could you send us some 5 (BEHL)  about the teaching staff and the




possible schedule for this course?

I am 6 (HI#5)  receiving your reply.

Yours faithfully,

Carmen Au

Task 6

Directions: choose the right items for each of the following parts of a report.
A. Conclusion D.  Recommendations

B. Findings E.  Introduction

C. Report on Staff Motivation

2

I write this report to present the results of the recent survey of staff motivation. I base the

findings on interviews with employees from all departments within the company.

3

A number of employees clearly suffer from a  lack of motivation as a result of

dissatisfaction in one of more areas of their work. I just outline the key findings below.

Staff feels undervalued by the company, both on a financial and a personal level. They feel
that the company's competitors offer higher levels of remuneration. The perception that managers
are unappreciative of staff efforts is particularly noticeable in the Sales Department.

Certain employees feel under-challenged. The company is clearly not exploiting the potential
of its human resources.

There appears to be a breakdown of communication in the Production Department. The

confusion and resultant ill-feeling towards managers has the potential to disrupt production cycles.

4

We conclude that there are significant levels of dissatisfaction regarding certain issues in the

company. Unless these issues are addressed as a matter of urgency , the consequent demotivation

of staff will undoubtedly have a negative impact on the performance ofthe company.

5
We strongly recommend the following measures:

An evaluation of job profiles need to be made throughout the company to assess whether
skills could be utilized more efficiently.

A review of the current salary structure ought to involve comparison with similar
organizations.

We find it essential to investigate and take action regarding communication in the Production

and Sales Departments.



Vi
L

VII. Read for Reference

1. A sample of business letter.

Dear Sirs,

Thank you for your letter of September 16 and we shall be pleased to enter into trading
relations with you.

At your request, we are sending you, under separate cover, our latest catalogue and price list
covering our exports.

Payment should be made by an irrevocable and confirmed letter of credit. (/A A] #{ 45 & 5 {5
HIAIE)

If you feel that business is possible, please contact us for specific offers.

Yours sincerely,

Li Hui
2. A sample of business report.
Report on the Introduction of New Practices

Introduction

The report sets out to describe the most attractive features of staff management policies of the
HVC Garden chain restaurants and to suggest the introduction of some items into the restaurant
department of our hotel. The presented information has been obtained during the Assistant
Manager’s visit to the HVC Garden.

Findings
It was found that one of the HVC restaurants is exposed to an exceptionally innovative
management, and it has recently developed a new policy in order to maintain high standards in all
aspects of the service provided to its guests. The two successful practices ofthe policy as follows:
) All the waiting staff are exposed to a check-up(#i 2) before starting their lunch and dinner
shifts so as to ensure maintenance of hygiene and compliance with the company’s dress code.

) The evening briefings (& % $& 7~ ) conducted on a regular basis in order to inform the staff of

the basic changes in the menu and wine supplies have proved effective.

Conclusions
It is clear that a successful introduction of the two procedures is sure to reflect on the waiting
staff's better awareness of good service and an improvement in the hotel's image

Recommendations
It is suggested that these two procedures (staff's check-up and regular evening briefings )
should be applied in the restaurant department of our hotel.
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Unit 2 Basic Types of Business Documents

RSB BERLTHNA
1. Teaching purpose: get the students know the basic two types of business documents: business
letters and reports.
2. Teaching Methods: teaching and practicing
3. Teaching Credit: 4
4. Key Points and Important points: the format and elements of business letters and business

reports.

5. Teaching Process
I . Learning Objectives
Knowledge, skills, ideological and political goals &1iH. FifiE. EECH #r:
® to know the basic types of business documents :Business Letters and Business Reports.
® to know the skills in writing common business letters and reports;
® to master some effective English expressions of business letters and reports;
® To master some effective sentence structures of business letters and reports;
[ J

some more business norms and principles of business English writing;

II. Leading-in
Basic Types of Business Documents

Business Letters (i 4515 pf ) are the main means of written communication to establish business
relations with the outside world. Business letters are sent out to convey the image of a business
organization, therefore they must be presented on quality letterhead paper, with suitable layout,
well-structured message, correct use of English and appropriate tone. A typical business letter
usually consists of the following elements:

Letterhead ({Z3k) : a business letter is usually typed on printed letterhead paper. A letterhead
generally contains the following information:

1) The name ofthe company

2) Its address and postal code

3) Telephone number

4) Fax number

5) Company website address

6) E-mail address

7) A trademark or a slogan, etc.

Date ( H ) : the date is typed below the last line of the letterhead. The format of the date
differs from country to country. The common format is either American (Month/Day/Year) or
British (Day/Month/Year).

Inside address ({5 P Hifl) : the address of the person or organization receiving the letter is
single-spaced at the left margin. The space between the date line and the address depends on the
size of the body of the letter and the space on the paper for you to type the whole letter. The inside

address should be the same as the address on the envelope.

Salutation (FXWF) : generally, salutation is written two lines below the last line ofthe inside

11



address or the attention line (if used). If the letter is addressed to an individual, use that person’s
courtesy title and last name (Dear Mr. Lanbam.)

Subject line (FrfH4T) : a subject line helps identify the subject ofthe letter. Although experts
suggest placing the subject line two lines below the salutation, many actually place it above the
salutation. Use whatever style your organization prefers.

Body (1E ) : this is the actual message of a letter. Most business letters are single-spaced
with double-line spacing between paragraphs. Some short messages may be double-spaced with
indented paragraphs.

Complimentary close ( 453 ifi ) : typed two lines below the last line of the letter, the
complimentary close may be formal(Very truly yours) or informal (Yours).

Signature ( 25 4 ) : this includes the author, title and department, sometimes, with the
organization name.

Reference initials (k44 & 7455 ) : the initials ofthe typist are usually typed two lines
below the author’s name and title.

Enclosure (on attachment) ([fff4:) : if an enclosure (or attachment) accompanies the letter,
a notation to that effect is placed two lines below the reference initials.

Copy notation ( f| A #» 3% ) : if copies of a business letter have been made for other
individuals, a copy notation is typed one or two lines below the enclosure notation (if used). A
following colon is optional. Most people prefer to use notations like CC, cc, Cc,( all mean carbon

copy).

A Business Report(745#75) is a detailed and factual account or statement that is used to relay
information from one person or a professional group to a certain management. In terms of
functions, business reports may be defined into informational reports ({5 2 V£ %) , analytical
reports (TP 45 ), and recommendation reports (7 PEH 2 ) .

A business report plays a crucial role in business practice as most major or decisive actions

are based on it.

Components of Business Reports( it % ] 24 i # 73) Business reports are different from
other routine letters and memos in that they require a more formal writing style. The following
table shows the major sections of a short formal report:

Title/Subject (#5/8 ) : title of the report, including subtitle.

Methodology ( /77£) : a statement about what methods you used to obtain your findings,

which mostly can be omitted.

Introduction (/)"4) : a statement of the problem discussed in the report.

Findings (i & 45 ) : a statement of what you found out.

Conclusions (i #¥ 4512 ) : a statement of what your findings mean.

Recommendations (i 1Y) : a statement of what you think should be done as a result of your

conclusions.

The longer and more formal a report is, the greater the number of special parts that will be
included in addition to the body of the report itself. Apart from the above mentioned sections as
the main body in the middle parts ,a long formal report may include the front parts in which there
are title page, letter of authorization, letter of transmittal, table of contents, lists of figures, tables,
and abbreviation, etc, and the back parts, containing references, bibliography, appendices,

glossary, index, etc. Nevertheless, if a report is an informal one for internal communication, it

12



usually can be written in the form of a memo.

Task 1

Directions: Reading and Comprehension.
1. The letterhead may include the following information except for

A. the name ofthe company B. telephone number C. the name ofthe recipient
2. Which date is the common American form?

A. 21/07/2016 B. 03/25/2016 C. 18/09/2016

3. Among the following complimentary closings, is the most formal one.
A. Yours very truly B. Yours sincerely C. Best regards

4. is a statement of what your findings mean.
A. Introduction B. Conclusion C. Recommendation

5. An informal report can be the form of

A. letter B. minute C. memorandum
III. Formatting AA~
Case 1:

Mc Farlane Hospital
1500 Main Street’lowa, City, 1A 52332°(319}555-3113

November 24 , 2010

Melinda Hamilton , Director

Medical Service Division
Health Management Service , Inc
4333 Edgewood, IA52401

REQUEST FOR INFORMATION ABOUT UPGRADING COMPUTER SYSTEMS

Dear Ms. Melinda,

We are interested in upgrading our computer system and would like to know what would best

meet our needs. We will use the following criteria to choose a system:
1 . Ability to use our current software and data files.

2. Ability to provide auxiliary services, e. g., controlling inventory of drugs and suppliers,

monitoring patients' vital signs, and faster processing of insurance forms.

3. Freedom from down time.

McFarlane has 250 beds for long-term care. In the next five years, we expect the number of

beds to remain the same while out-patient care and emergency room care increase.

Could you email me your suggestions at hughhp @ comway.com? We are eager to have the new

13



system installed by Christmas if possible.

Sincerely yours,

Huge Portfield

Huge Portfield
Controller

Encl: Specifications of current system data bases in use.

Task 2

Directions: Read the sample and answer the following questions.
1. What information is given in the heading?

2. What information is given in the inside address ?

3. What’s the purpose of the letter?

4. What’s the company’s criteria in choosing a new computer system?

Case 2:
Slimming-down on the Head Office

Introduction
From March to June, with the instruction of the board, we made a slimming-down on the head

office in Seattle. The report is on the slimming-down and our recommendations for future alike

action.

Findings
A slow market had led to three overseas plants and one home branch closed since last December,
so redundancy occurred in the head office in Seattle, as the management team seemed too big for

the shrunken production team.

14



But layoffs would result in a dispute with the Union. After several attempts of negotiation, a
solution was made in September that the redundancies were to be rearranged in different ways so

that emplayees' pensions and developments could be taken into broadest consideration.

Solutions

1.Those (seven) aged above 55 were retired with a sum of pension ($4,600 per year in the
company's service) paid as compensation.

2.Those aged between 45 and 54 were sent to take a 5-week training course of new system of
management. After finishing the course, a test was made and the first 24 (35 all together took
the test) were sent to plants to strengthen the management. The remaining nine quitted the job

with three months salary.

Conclusion
The slimming-down cost time and money, but was worthwhile. With the help of the Union, it was
done without too much conflict. It also made staff realize that regular training courses are vey

important and they are now very eager to take some courses part time.

Recommendation
Such action concerning the staff's interest needs consultation with the Union beforehand.

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

Step5:

IV.Useful Expressions
1. Words and Phrases

Words for Letters Words for reports
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anticipate v. T, M2 objective n. HFx

appropriate  adj. A&, G H4M crucial  adj. FEREER, KEVEN
approval n. [FE, #tdE deductive adj. WHZENT, HEFLMH;
appreciate  v.JB file v./n. feeeees VARY/SCA:

brochure n. /MEFT, FMt findings n. & (BT AI4ER
credibility n. 51T feedback n. S5t

copy v./n.  EHl/MrEL feasibility n. FJATE

cooperation n. &1E highlight v. ZEHEH AL, 581
consideration n. F &, [ investigation n.JH&

convey v. fEik, FKik inductive  adj. A4 HY

enclose v. Hfeeeeer TNEH, WA layoff n.f% T, IS fif e

leaflet n. f&ZH., BT methodology n. 7k

matters n. [, ZEH preliminary adj. TR, HI2PH)
optional a. T fEIEFEMN preconception n.Jg ANZ ML, AL
perspective n. fLfH, FNE pension nFEE &, Hil&E, BKRE
project n. HiH questionnaire  n. i £ 1] %5

rapport n. KUK FR redundancy n.#& A, f#E

schedule n. M ZIFE, BEER, PHME recommendation n.jE#F

upgrade v. #&FF, F+4

Phrases for Letters Phrases for reports

In compliance with ... fK 4 ------ board of directors = &

inform ...of... FE%&1--ee customer service Jil & R 4%
look forward to ... A5l general manager s 25 PR

take partin... ZLeeee- slimming-down 49, # R
trial order A take measures >k I T it

purchase order 7E welfare system & FI {4 &

2. Sentence Structures

Letters

(1) We are interested in importing your “Victory” camera displayed at Guangzhou Trade Fair.
FRATVARHE 11 53 7 42 M5 5y 3 P Jo& i 1) < e ) Rt AR L

(2) We thank you and look forward to your enquiries and orders
SR Bt 7 T IR B A ST TR .

(3) We hope this is the beginning of a good relationship to our business.
AT B I A FRATRUTT A AT R R4 T 3

(4) Thank you in advance for your help.
FE 1M e TR 1 0 SRATT 5 AL i 35 Bl
in advance #2H7, 7%
e.g. Everyone should submit questions in advance of the meeting.

AN T AETT 2 BB 52 )
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(5) Your favorable cooperation will be greatly appreciated.
XF 7 Z HR A TEIR R W .
(6) We appreciate your patronage and hope that the pleasant relationship established between us
will continue.
SR BT B, AR C L RIFOR R LR
(7) We apologize for the delay in replying to your letter.
X 5t 77 K R E
Apologize for... A=+ TE
e.g. I must apologize for the dreadful mistake I made.
FAFPTIL I = HE R RO .
(8) If we can be of further service to you, please do not hesitate to write us.
Ry et — AR IRSS, T IHRRIR R
do not hesitate to... AHTGHL, THEDHy--- oo
e.g. In case of any difficulties, please do not hesitate to contact our Customer Service

Department.

AR B A R A, 3 R AT ERATT I 2 7 R 55 B IR &R o

Reports
(1) The purpose/objective of this report is to analyze the issues concerning the employment of
temporary staff for our company.
XA R A5 AE R/ FR 2 20 5% T 2 w15 R A R 1] A
the issues concerning... < F =« ), FH A
e.g. The government should appropriately handle the issue concerning the people's livelihood.
TSR I8 % 36 i8R e 0 N B A 355 1)
(2) The report aims to present the data collected for improving our new series products.
TR AN R AR A X FRATT BT A AR A 7 o ) St T AR R — e Bk
aim to... Ay [ veeeee , HAREET e
e.g. This books aim to cover some important issues of the national economy development.
AT BAEWRIR 5K T [ 44 2 TF K JE A i — 48 B 3 ]
(3) The following points summarized our key findings.
AR JURE 4SS 7RI EER A SR
(4) The research reveals there is a growing market for these kinds ofproducts.
TR WX 27 B T 3 IE AL T
(5) In conclusion, the purchase of new laptops is necessary at present.
SESAFH, H R0 ST T 5 R AT 2 b .
(6) No conclusions were reached regarding the current market situation of the new model.
X% S T I BURKOR & AT e E 1
(7) It is recommended that ABC company negotiate a contract with Smith Trading.
W ABC 7] 5 LEH 5 AR BT & .
(8) We strongly recommended that we take immediate measures to avoid such mistakes happen

again.

FRANT 5 270 2 SR B L e i L BE G w8 R PR A A

V. Strategy
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6. Exercises and homework:
VI. Practice
Task 4

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

© o N LA W

WRE R EIE, APEEBL . (be highly appreciated)
FATA BARATREXT B R, IR AU B AR 2 03T 5. (further orders)

The major findings ofthe present investigation can be summarized as follows. & &5 T)
)

10. The recommendation is based_on the research I’ve done in the past three years. (& T

Task 5

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

according to the Chinese.
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Dear Mr. North,

(1) Cat 488 SR A ARATT ) B2 T4 AL 559l 2 =), unfortunately we have had to

cancel our January workshop. However, we can include your staff in the December 12t workshop

instead ifthis is convenient.

() (FRIEF =) we were unable to inform you of this change earlier, and I

hope you will be able to attend at this new date.

3) (7] 43) let me know as soon as possible the names of your staff who will

be attending on December 12%h?

We hope that your staff will find the workshop both useful and informative.

C) (B LR LI PR,

Yours Sincerely,
Liu Hua

Task 6
Directions: Write a report on employee benefits satisfaction to Mr. Hua Chen, Director of
Personnel.

You will first gather some information from employees at different levels in the company.
Obtaining such information may involve looking through the past files regarding this problem. It
may involve interviewing employees from different levels. Next you will analyze the situation in
light of all you have learned about it. Then you will develop some recommendations to the

situation. You may want to investigate the following aspects:

Overall satisfaction: & {4 5 7= &
Problem when dealing with the personnel department : A J7 %35 35 7] AH 5% in] @
Suggestion for improvement: £ 3% % i
Problems when dealing with HMO (Health Maintenance Organization: 3¢ [& & It [ &
JrRE 2 —)
Tips: employee benefits 71 L4288  current benefits package ILA & F AL |
VII. Read for Reference w
1. Sample Letters.
Sample 1 (A) :
SHill Street

Madison, Wiscons53700

March 15, 2015
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Ms. Helen Jones
President
Jones, Jones& Jones

123 International Lane
Boston, Massachusetts 01234

Dear Ms. Jones,

Talking about the business letter format, well, there are the block style(5F 3k ), the indented style

(433330 |, and the modified block style (#TH3) . To simplify matters, we’re demonstrating the
block style in this letter, one of the two most common styles. There seems to be no consensus
about such fine points as whether to skip a line after your return address and before the date: some
guidelines suggest that you do; others do not. Let’s hope that your business letter succeeds no

matter which choice you make!

When you use the block style to write a business letter, all the information is typed flush left, with
one-inch margins all around. First, you should provide your own address, then skip a line and
provide the date, then skip one more line and provide the inside address of the party to whom the
letter is addressed. If you are using letterhead that already provides your address, do not retype
that information; just begin with the date. For formal letters, you should avoid abbreviations where

possible.

You should skip another line before the salutation, which should be followed by a colon or a
comma. Then write the body of your letter as illustrated here, with no indentation at the beginning

of paragraphs. You should skip a line between paragraphs.

After writing the body of the letter, you should type the closing, followed by a comma. You then
leave 3 blank lines, and type your name and title (if applicable), all flush left ( /2 %} 5% ) . Finally,

you should sign in blank space above your typed name. Now doesn’t that look professional?

Sincerely,

JoJULJL Ooe

John Doe
Administrative Assistant
Sample 1 (B) :

5 Hill Street
Madison, Wisconsin 53700

March 15, 2015

Ms. Helen Jones
President

Jones, Jones& Jones
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123 International Lane
Boston, Massachusetts 01234

Dear Ms. Jones:

If you are using the indented form, place your address at the top, with the left edge( 7121 f)
ofthe address aligned with (X}5%) the center ofthe page. Skip a line and type the date so that it

lines up underneath your address. Type the inside address and salutation flush left; the salutation
should be followed by a colon. For formal letters, avoid abbreviations.

Indent the first line of each paragraph one-half inch. Skip lines between paragraphs. Instead
of placing the closing and signature lines flush left, type them in the center, even with the address

and date above, as illustrated here. Now doesn’t that look professional?

Sincerely,

JoJULJL Ooe

John Doe

Administrative Assistant

2. Sample Reports.

Sample 1:

To: Mr. Brown, General Manager

From: B. Schneider

Date: February 21, 2016

Subject: Holiday Performance of Country Joy’s Trade in 2014

Introduction
The General Manager has asked me on 21 February 2016 to compile a report on the Holiday.
Performance ofthe Country Joy's Trade in 2014. 2, 000 questionnaires (i & ] %) were issued,
of which 1,607 were returned. A sheet summarizing the positive and negative response as well as
company statistics on destinations of holiday have been analyzed.
Findings
1. Responses of Questionnaire

a. Levels of Satisfaction

Overall 87% of respondents were at least satisfied with their holiday (56% being very
satisfied). Many letters received expressed this sentiment: efficiency, value for money, superb
hotels, etc.

b. Complaints

Overall 12% were disappointed and 1% very disappointed. The largest complaint was from
10% of visitors to Greece, complaining about staying in unfinished hotels. The second major

concern was that 5% of'those who traveled to Spain, did not like the food.
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2. Destination ofHoliday (i i H )} )
The distribution of holiday destinations is listed below:
40% for UK
37% for the rest of Europe (France 12%, Spain 11%, Greece 8%, Italy 6%)
8% for USA

9% for elsewhere

Conclusions
The vast majority of customers were satisfied with their holidays last year; although there were
some complaints, these came from only a minority of respondents. However, we still need to treat

these seriously.

Recommendation

1. Maintain the current high levels of satisfaction, and use future questionnaire to monitor our
performance.

2. Ensure that hotels are finished being built before they are included in our brochure (E A& M) .

3. Carry out market research among travelers to Spain to determine their exact food
requirements, so that we can advise hotels on improved menus.

4. We must continue to guarantee good customer service and if customers are disappointed, then
we must have an effective system of dealing with complaints, and continue to offer

compensation ( #Mf)  where we have let customers down.

Sample 2:
Report on Preference of Mobile Phone in Undergraduates

Introduction
The aim of this report is to show the current situation about preference of mobile phone in

undergraduates.

Findings

It was found that most undergraduates preferred to choose i phone. As undergraduates, i phone
was too expensive for them to afford. However, the property of i phone was very nice actually,
even though the price of it was very high, there were still more and more students who wanted to
buy it. The other famous mobile phone was Samsung. Compared with i phone, the type of
Samsung was more multitudinous, and the price depended on the type of Samsung. The choice of
Samsung was numerous and the design of Samsung was very fashion, so Samsung was also
popular in undergraduates. About home-made mobile phone, more coednas would choose Oppo.
The property of the home-made mobile phone was not very satisfactory, but because of its low

price, there were still some students who were from low income family would choose it.

Conclusions
It was felt that oversea mobile phone was more popular because of its nice property and design,

while home-made mobile phone was chosen by some students because of its appropriate price.
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Recommendations
It is suggested that our companies should aim to improve the technology in making mobile phone.
A high-quality mobile phone with low price will be more popular in the market distinctly.

John
Hu Zhou Teachers College, November 2014
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Unit 3 Notices
bS]
1. Teaching purpose: get the students know the basic concepts, language style and writing skills
ofNotice.
2. Teaching Methods: teaching and practicing
3. Teaching Credit: 4

4. Key Points and Important points: language style and writing skills ofNotice.

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

5. Teaching Process

® to understand the connotation of a notice;

® to know the typical types ofnotices;

® to know the format and the content of a notice;

® to apply some useful expressions in practice;

® to write a satisfactory notice with clear layout and complete content;
®  the workplace requirements and ethics for writing notices.

II. Leading-in
About Notices
Notice( i %1 ) is the legal concept describing a requirement that a party be aware of legal

process affecting their rights, obligations or duties. There are several types of notices: public

notice (or legal notice), actual notice, and constructive notice.

Types of Notices (i %1 1) 1 2)

Public notice (A %) is a ! HYPERLINK "https://en.wikipedia.org/wiki/Notice" \o "Notice"
Tnotice |. given to the ! HYPERLINK "https://en.wikipedia.org/wiki/General_public" \o
"General public" flpublic_|. regarding certain types of legal proceedings. Public notices are

issued by a ! HYPERLINK "https://en.wikipedia.org/wiki/Government_agency" \o
"Government agency" flgovernment agency | or ! HYPERLINK
"https://en.wikipedia.org/wiki/Legislative" \o "Legislative" Tlegislative |. body in certain !
HYPERLINK "https://en.wikipedia.org/wiki/Rulemaking" \o "Rulemaking"

frulemaking . or ! HYPERLINK "https://en.wikipedia.org/wiki/Lawmaking" \o "Lawmaking"
flawmaking_|. proceeding. One method of notice is publication of a public notice ad in a
local newspaper of record. Public notice can also be given in other ways, including !
HYPERLINK "https://en.wikipedia.org/wiki/Radio" \o "Radio" fradiol., ! HYPERLINK
"https://en.wikipedia.org/wiki/Television" \o "Television" ftelevision ., and on the !
HYPERLINK "https://en.wikipedia.org/wiki/Internet" \o "Internet" Tinternet ..

Actual notice (ZFZJEHI) is a ! HYPERLINK "https://en.wikipedia.org/wiki/Law" \o
"Law" Taw_L term, used most frequently in ! HYPERLINK
"https://en.wikipedia.org/wiki/Civil_procedure" \o "Civil procedure" Tcivil procedure_L.. It is
notice (usually to a defendant in a civil proceeding) delivered in such a way as to give legally
sufficient assurance that actual knowledge of the matter has been conveyed to the recipient.

Constructive  notice (& @ A ) is the !  HYPERLINK
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https://en.wikipedia.org/wiki/Party_(law)
https://en.wikipedia.org/wiki/Legal_process
https://en.wikipedia.org/wiki/Legal_process
https://en.wikipedia.org/wiki/Public_notice
https://en.wikipedia.org/wiki/Public_notice
https://en.wikipedia.org/wiki/Actual_notice
https://en.wikipedia.org/wiki/Constructive_notice
https://en.wikipedia.org/wiki/Notice
https://en.wikipedia.org/wiki/General_public
https://en.wikipedia.org/wiki/Government_agency
https://en.wikipedia.org/wiki/Legislative
https://en.wikipedia.org/wiki/Rulemaking
https://en.wikipedia.org/wiki/Lawmaking
https://en.wikipedia.org/wiki/Radio
https://en.wikipedia.org/wiki/Television
https://en.wikipedia.org/wiki/Internet
https://en.wikipedia.org/wiki/Law
https://en.wikipedia.org/wiki/Civil_procedure

"https://en.wikipedia.org/wiki/Legal_fiction" \o "Legal fiction" Tllegal fiction |. that signifies that a
person or ! HYPERLINK "https://en.wikipedia.org/wiki/Entity" \o "Entity" Tlentity |. should have
known, as a reasonable person would have, of a legal action taken or to be taken, even if they
have no actual knowledge of it. It may not immediately bring the matter to the attention of the

individual that is intended to receive the notice.

Notices in Business

A notice in business is usually used to inform the staff, clients or some other people outside
companies of some particular information, for example, to inform some instructions, the address
changes of a company, some activities to be held, or something lost and found. It can be written
with only key information or in complete sentences. It is usually pinned on a notice board for the
employees in the companies. But sometimes, some notices would be directed to the people
outside companies. It is featured with an eye-catching title, complete content and brief

expressions.

Task 1
Directions: Reading and Comprehension.
1. Notice is the legal concept describing a that a ! HYPERLINK

"https://en.wikipedia.org/wiki/Party_(law)" \o "Party (law)" Tlparty |. be aware of ! HYPERLINK
"https://en.wikipedia.org/wiki/Legal_process" \o "Legal process" Tlegal process |. affecting

their rights, obligations or duties.

A. letter B. requirement C. requesting
2. is used most frequently in ! HYPERLINK
"https://en.wikipedia.org/wiki/Civil procedure" \o "Civil procedure" Ylcivil procedure_|..
A. Public notice B. Actual notice C. Constructive notice
3. Actual notice convey knowledge of'the matter.
A. actual B. rumor C. motive
4, Constructive notice signifies that a person or ! HYPERLINK
"https://en.wikipedia.org/wiki/Entity" \o "Entity" Tlentity | have known.
A. should B. would C. might
5. A notice in business is usually used to some people of some particular information.
A. instruct B. order C. inform

III. Formatting

HITMCee 1
HR Department Meeting
[ Tuesday, October 10
[13:00 P.M.
Meeting Room 302
]
Case 2:

HEE
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https://en.wikipedia.org/wiki/Legal_fiction
https://en.wikipedia.org/wiki/Entity
https://en.wikipedia.org/wiki/Party_
https://en.wikipedia.org/wiki/Legal_process
https://en.wikipedia.org/wiki/Civil_procedure
https://en.wikipedia.org/wiki/Entity

CNotice
All staff in HR Department are requested to meet in the Meeting Room on Tuesday, October
10, at 3:00 P.M. to discuss the arrangement of the recruitment task in Nanjing.

Case 3:
o
NOTICE
ECThose who want to join the annual department picnic on Sept. 25 please tell Miley, the
administrative secretary, whether you will take part in and how many of you and your family will

come before Thursday, September 10.

HcCase 4:
NOTICE
It is hereby announced that upon the decision of the board of director Ms. Margrette
Nasmith is appointed Manager of Marketing Department.
o The Managing Director’s Office
Clune 6, 2016

Task 2

Directions: Read the samples and answer the following questions.

1. How is the second notice different from the first notice?

2. Where can you find the name of the issuer of the notice?

3. When would the staff who want to join the department picnic tell the administrative
secretary?

4. Who will be the manager of Marketing Department?

B2 Case 5:
Notice
CThe lady who bought a Tissot watch Model T17.1.586.52 from Tissot Counter on the
evening of February 3 has been overcharged through an accounting error. Will she please contact

the Manager’s Office to be refunded?

co Manager’s Office
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BCCcCase 6:
Found

An silver ipad, Mini 4 was found. Will the owner come to the Lost and Found to claim it?

&oan Lost and Found Office

CCase 7:

-
[~

VOLLEYBALL

OMarketing Dept. Vs. Financial Dept.
Time: 4:00 p.m., June 23
Pl ace: Fengyi ng Gymnasi um
Admission free
Q
CLabor Union
SCJune 20, 2016
Case 8:

C8Removal

BXEffective from June 1, 2017, the address of Lilian Bookstore will move to 56
Zhongshan Road, Xiamen, the new telephone number will be 0592-23875953.

C2Lilian Bookstore
May 10, 2016

oo

Task 3
Directions: Read the Case 7 and Case 8 and summarize the writing process.
Step 1:
Step 2:
Step 3:
Step 4:
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IV.Useful Expressions
1. Words and Phrases

Words

announce v. EAf hereby adv. #FLt

contact v. BER lecture n.iJf )

effective adj. AR, AR relocate v. ¥, HILHE

establishment n. %37 removal n. #iL, BE

gymnasium n. KEE require v. R

Phrases

admission fee A 3% 2% Administration Department 1T F{

as follows 1R Advertising Department |~ 75 ¥

be appointed # AT @A Business Office &MV

clearance sale 5 5 /& General Accounting Department i 4% 3%
dueto HT Human Resources Department A 7 %5 Y5 5
inform ... of ... %l International Department [ [ 8

make reservation Tl & Planning Department %! %5

meeting hall £ /T Product Development Department 7= i J & &8
take over %7 Sales Department 44 £ 4

2. Sentence Structures
(1) Itis hereby announced that ... LB A s HF LI R e
announce v. BEAi, H, AF6
e.g. The airport staff announced that his flight was delayed.
BL3 AR N G2 A i £ 30 B L JE R o 1
(2) This is to notify that... -+ BE1U0 T
notify v. %0, gl
e.g. She will notify us how to accomplish the task.
45 368 R AT 20 A 6 R AT S5
(3) All staff are required to be present on time. 44 53 T #1 B A B H i
(4) All staff are requested to ... FTH G T AAZ -+
request sb. to do sth ELRH A fi =

e.g. The students are requested not to leave the examination classroom before 11:30 a.m..
AR 1 REZ R A BRI
(5) All ... are welcome. ¥ KK MS 5,
(6) You are welcome to make your choice. ¥ H Jiii ,

V. Strategy
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6. Exercises and homework:

VI.Practice

Task 4

Directions: Translate the following English sentences to Chinese and vice versa.
1. There will be a training course about how to persuade clients. (55 Il RFE)

2. All the staffrelating to dealing with orders should be in the meeting hall at 10 a.m.. (Ab#H)

3. FLN is proud to announce the opening of a new chain store on Sunday, November 22 at

AR LTAB R L+ S350 ST 2. (all staff)

I

10. YGRS A7 52 T K E S INA IR EHETT 153 - (be welcome)

Task 5

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

Lecture
Sponsored by 1 COBEE M)
Topics: 2 (G783
Speaker: 3 CAB S R 2 S iR A 283D
Time: 4 (2017 % 10 A 21 HFF=mEH D
Place: 5 (&0 B =T
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Task 6

Directions: Write a notice for the General Manager’s Office, including the following
information.

The company is to hold a meeting in the Meeting Hall to discuss the reform proposals on
Thursday, July 18, at 2:30 p.m. All staff are required to attend the meeting.

VII. Read for Reference A

1. Tour Notice

2. Notice of Engagement

3. Removal Notice

Removal Notice (#iLiEH)

Kindly note that our Fuyi Decoration Company will be relocated to the following address with
effect from July 1, 2017.

New Address: No. 86 Jianyang Road, Dongshan District, Jieyang

Telephone numbers and fax numbers remain unchanged.

Thanks for your kind attention and continuous support.

With warmest regards,

Peter Huang

Fuyi Decoration Company
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Unit 4 Invitations
BIER
1. Teaching purpose: get the students know the concepts, writing skills and language
characteristics of Invitations.
2. Teaching Methods: teaching and practicing
3. Teaching Credit: 4

4. Key Points and Important points: formats and language styles of invitation.

7

I . Learning Objectives A
Knowledge, skills, ideological and political goals 1R . 768 BB H Fx:

to understand the connotation of an invitation;

5. Teaching Process

to know the typical types of invitations;
to know the format and the content of an invitation;
to apply some useful expressions in practice;

to write a satisfactory invitation with clear layout and complete content;

the workplace requirements and ethics for writing invitations.

II. Leading-in

About Invitation
An invitation(Z15 ) is a letter asking the recipient to attend some occasions or events, such as
celebration of the anniversary of a company, a reception or a wedding. It is typically kind of
formal writing in the third-person language. It says that the hosts wish for the recipient to attend
occasions or events and gives the date, time and place. It is usually sent out to some days or even

several weeks before the dates of the occasions or events.

Types of Invitation

Formal invitations are written to invite recipients to attend formal occasions in an cordial
tone. They state the nature of the event, name of the host(s), and specify the necessary practical
information about the date, time and place of the occasions. Formal invitations have strict layout.
They often require a reply with RSVP(please reply) and phone numbers at the bottom. Some have
“Regrets Only” and phone numbers, meaning those who are unable to attend are required to reply.
They are typed on good quality paper or cards, and often specially printed and enclosed in
envelops.

Informal invitations are issued by word of mouth or by hand-written letter. An invitation
letter provides with the name of the host, the date, time and place of an occasion, and expresses
warm welcome. This kind of letter are more personal. The form is flexible. The tone is usually

casual and there is no set form for these invitations.

Making Replies to Invitations
When you receive an invitation, you should make a response to it. You may accept it or
decline it. Formal invitations should be answered formally. Informal invitations can be answered

informally or orally.
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Task 1
Directions: Reading and Comprehension.

1. An invitation is typically in the language.
A. first-person B. second-person C. third-person
2. Formal invitations are written in an tone.
A. free B. cordial C. casual
3. Formal invitations are usually on the cards.
A. printed B. handwritten C. enclosed
4. The form of informal invitations is
A. strict B. free C. flexible
5. Formal invitations should be answered
A. formally B. informally C. orally

III. Formatting
Case 1:

On the occasion of 20™ Anniversary of
the founding ofNew Orange Company
The CEO, Mr. and Mrs. Huang Jichan
would like to invite
Mpr. and Mrs. Hans Green
to a reception on Wednesday, November 1, 2016
from 11:00 to 13:00 at the Jieyang Guest House

Case 2:

Dear Mr. Jones,
Will you and Mrs. Jones have dinner with us here on Monday, March 6, at 11:30 a.m.? It

would be a great pleasure to see you, and we do hope you can come.
Yours faithfully,

Mr. Bill Davis

Task 2
Directions: Read the samples and answer the following questions.
1. Why do Mr. and Mrs. Huang Jiehan invite Mr. and Mrs. Hans Green?

2. When is the reception?
3. For what does Mr. Bill Davis invite Mr. and Mrs. Jones?

4. How are the two invitations different in form?
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Case 3: A formal invitation

Mr. and Mrs. Xie Bolin
request the pleasure of the company of
Mpr. and Mrs. Roger
at dinner at 7:00 p.m. on Friday, 20 October
at the Holiday Inn

R.S.V.P
Tel. 12345678
(regrets only)

Case 4: A reply to formal invitation

Mr. And Mrs. Roger
accept with pleasure
Mpy. and Mrs. Xie Bolin's
invitation to dinner
at 7:00 p.m. on Friday, 20 October
at the Holiday Inn

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

Step S:

IV.Useful Expressions

1.Words and Phrases

Words

anniversary n. JH 4 banquet n. %

=

33



celebration n. JRFLE: company n. FEfE, R

cordially adv. #A b dinner n. M

occasion n. & engagement n. ZJ5E, A&, WM
pleased adj. 2% presence n. HiJ

presentation n. JE/RE previous adj. JGHTH, LARETHY
summit n. U§g<s workshop n. i) &

Phrases

be delighted to 1R =% because of H T

buffet party H BI%& & closing ceremony ] %% =
farewell party 75 il & in the near future 754N A 4 K
in honor of N ... ... E N = on behalf of 1t 3£

on that particular day K opening ceremony Jf %% X
ribbon-cutting ceremony BJ £ 3 welcoming party XK1l &

2. Sentence Structures
(1)...(Host or/and hostess) request(s) the pleasure of the company of ...(guests) at

reception/dinner/... at ... a.m./p.m. on ...(date) at ...(place)
------ Hel e oo TR TR LD - B INHR /5
request the pleasure ofthe company of...  Z&iE K A& -

e.g. Mr. and Mrs. Liu Tangde request the pleasure of the company of Mr. and Mrs. Harry
Davis at dinner at 6:30 p.m. on Sunday, January 1, 2017 at Beijing Grand Hotel.
X JEAF R AAIE S B 4E T R Ia 2 m 2017 4 1 A 1 H CEHIH) T4 6: 30 7E4Lx
KA R 2%

(2)... request(s) your presence at ... -+ L1186}l (TREEREN

e.g. Mrs. Guo Fangfang requests your presence at the opening ceremony of the ABC
Training Company. 275 75 Z LR GIG ABC £5 Il 2 &) 1) FF % 3L 4L

(3)... Accept(s) with pleasure sb’s invitation to ... +*+++* IR BT RN e T
with pleasure JE# /K&
(4) You are cordially invited to a ... *=-+* WS il oo e

(5) Tam so sorry that ... fR¥HK-----

e.g. Iam so sorry that I cannot come to the reception. 1R I F A GES NIX KA FF 2.
(6) We do hope you can ... 7 KRR+~

e.g. We do hope you will be able to present on this occasion. 7y B4 fg Xk & .

V. Strategy
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6. Exercises and homework:
VI.Practice
Task 4

Directions: Translate the following English sentences to Chinese and vice versa.
1. Mrs. Erica Burns requests the pleasure of the company of Mr. Hengdong to a banquet to be

AT IR A EORIEA KR 2T R N EFF A Cexhibition)

FAVNF R 5 RN M6 . (participation)

BAVE R #iE . (invitation)

C RO RN SNSRI 2. (cocktail party)

0. R¥¥, BTEEEMATE, REESIINXIOH =MK% . (previous schedule)

— © % N v s

Task 5

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

Dear Mr. Wilson:

I am writing 1 (f£#)  Mrs. Sandra Williams, General Manager.
It2 (ZA&48) tojoin you at the 3 (4
FEME4)  at Casablanca Hotel on February 16. Unfortunately, 4 CH
T Z HI M 29 % ) , she will not be able to join you. Thank you for your invitation. We hope
5 (=B BRI

Sincerely yours,
Liza

Assistant Manager

Task 6
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Directions: Write a formal invitation including the following information.
Occasion: reception of 15™ anniversary ofthe founding ofKEP Group
Inviters: Mr. Alfred Wang, the President
Invitees: Mr. and Mrs. Barton Smith
Exact date and time: at 9:00 a.m. on August 27
Place: Maple Hall, KEP Group Building

Tips: on the occasion of... 1E{E - Z bR

request the pleasure of 7§ 1

Vi
L

VII. R for Referen
1. Wedding Invitation

Mr. and Mrs. John A. Smith
request the honour of your presence
at the wedding of their daughter
Jessica Marie
to
Mr. Michael Francis Miller
on the first ofNovember
at twelve noon
Christchurch Hall
Richmond, Virginia

2. A reply to Informal Invitation

The Hong Kong
POLYTECHNIC UNIVERSITY 12 May, 2014

MR. Warner Wo
President
M 1560a Li Ka Shing Tower

The Hong Kong Polytechnic University (2 T K%%)
Hung Hom

Kowloon

Dear Mr. Wo,
I am very pleased to accept your kind invitation to the dinner party in honor of Mr. Liao Yalin, to

be held at Capital Plaza on Friday, May 20. It will indeed be an honor to meet the senior directors
of your company and I am looking forward to this opportunity.

Thank you very much for the invitation.
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Sincerely yours,
Joon Chung- Kwong

President

Unit 5 Memos
HER
1. Teaching purpose: get the students know the basic concepts of Business English Writing.
2. Teaching Methods: teaching and practicing
3. Teaching Credit: 4
4. Key Points and Important points: business english, business writing process, business writing

principles.

5. Teaching Process
I . Learning Objectives 5
Knowledge, skills, ideological and political goals &1iH. $ifiE. EECH #r:
® to understand the connotation of a memo;
® to know the typical types of memos;
® to know the format and the content of a memo;
® to apply some useful expressions in practice;
® to write a satisfactory memo with correct layout, complete content and key information;
®  the workplace requirements and ethics for writing memos.

II.Leading-in

About Memos
Amemo ( % ' 3X), short for memorandum, is a piece of business document used in a
organization for internal communication to inform new information or request the audience to take
an action. Memos are passed between colleagues or departments in a company, but not going
outside it. Compared with business letters, it is featured with simple format, brief style and

friendly tone.

Types of Memos ( 7% &5 % ) Ff 28 ) Memos are frequently used in interoffice communication.
According to their functions, memos can be classified into three types:

Procedure and information memos ( f2 )7 fll {5 /& % & 5 ) are also known as directive
memos. They usually flow downward from the management to the individual employees, stating
company policies and procedures for the colleagues to follow.

Confirmation memos ( ffi I\ % & %) are to confirm or remind people of what has been
decided or informed before as it may be subject to misinterpretations or disregarded by some

people.
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Request and reply memos (i 3K Fl f. %5 #5 &5 5% ) are the most common interoffice memos.
Request memos may ask for opinions on certain policies, request recipients to attend a meeting,
use less paper or change a procedure and so on. Reply memos respond to requests by providing a

feedback on an issue, or a reaction to a situation.

Content of a memo ( % % 3% ) W & ) Memos usually serve the purposes of conforming
information, giving instructions, notifying events which occurred, or offering ideas and
suggestions. Generally, an effective memo involves two parts: the heading and the memo message.
The heading consists of the recipients > names and job titles, the senders’names and job titles, date
of issuing the memo, and the subject of the memo. The memo message, the major part of a memo,
starts with the statement of the purpose of the memo in a concise and direct way. Then it
elaborates the details briefly in order of importance. For being read easily and passed along rapidly,
the message should be kept short and to-the-point, usually at most two pages. The message usually

ends with an urge for action. Ifthere is any attachment, it can be put at the end of the memo.

Task 1
Directions: Reading and Comprehension.
1. Which ofthe following statements is correct?
A Memos play an important role in keeping the different parts of a company in touch.
B. Memos are generally more formal in style and tone than business letters.
C. Memos are used to transmit information between colleagues or departments within and
outside the company.
2. Request memos are used
A. to remind people of what has been decided or informed.
B. to obtain approval for attending a meeting, using less paper, and so on .
C. to state company policies and procedures for the colleague to follow.

3. A good memo body usually carries the following feature(s):

A. Dbe brief and clear B. use conversational tone C. both A and B
4. The memo message is usually pages at most.
A. one B. two C. three

5. The final step of an effective memo lies in

A. getting attention B. proving benefits C. motivating action

7
III. Formatting fy P
Case 1:
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Task 2
Directions: Read the sample and answer the following questions.

1. What is the memo about?
2. Is it a procedure memo, confirmation memo or request memo?

3. Whom is the memo addressed to?
4. Which department does Lucy probably work in?

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

IV.Useful Expressions
1. Words and Phrases

Words

assistant n. BhFEE annual a. FREE); FEM
branch n. 4-3; 3% feedback n.
implement v. SCjfi; AT instruct v. Al IEA
inter-office a. FIPAEEK memorandum n. & S3K
Personnel n. ANZEHFI] proposal n. ##iX

progress n. KJ&; At query n. %

staff n. HH 5 urge v. JEfE

Phrases

ASAP (short for “as soon as possible”) Lk boil downto JA45N
carbon copy (cc) 1 company director 2 ] F &
inform ... of ... &4l arrange for % HE

in progress IEfEREAT; fERJEH take action K HUAT 5

as of M--eee- il services department & IR &8

2. Sentence Structures
(1) Please inform/notice... 1% i &1/JF B e oo

e.g. Please inform each factory and ask them to cancel all other appointments.

IR L O BT A A A .

(2) 1’d like to remind you of/that ... (or I’m writing to remind you that ...) 3 AH $E B2 /R

e.g. I’d like to remind you ofa new corporate policy. A8 $2EE /R — I 24 & HHT B
(3) You are required to/that ... JR75 Eieeeee

e.g. You are required to pay attention to the operation of the multimedia system.
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A EE R HEE RGN BRIERER .
(4) Inrelation to... Cor with reference to...) XT3 WK
e.g. In relation to the above-mentioned case, we have made the following decision.
Kb ERIE SRR AE, FAF AR g .
(5) Iwould like youto ... ASAP . 7 B4k,
e.g. I would like you to give me a satisfactory solution to the low efficiency ASAP.
T RO PR G e S g 2B 7 ORI s B — T R R TR T S
(6) I'm here to confirm... FKHfE -
e.g. Further to our meeting on the new product launch, I here to confirm the actions to take.
FRA 52 LB i R AT 2 R AR 1 it
(7) Ihave investigated ... FE A
e.g. I have investigated the accident yesterday as requested in your memo of May 4.
WmIR 5 A 4 Haa B RN, ROEXMERMESGEET FiHE.
(8) I would appreciate it very much ifyou... UIHRE - FOWE A LB

V. Strategy

6. Exercises and homework
VI. Practice
Task 4

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

1. Everyone needs to familiarize themselves with the online chat function and whiteboard option
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before the training. ( #4&)

2.  The board urgently requires feedback on our experience with PCs in China. (% 1)
3. You expressed some concerns about my expectations, but I am confident that if you apply

yourself you will be able to meet them. (%% 77)

4. Should there is any_query_and doubt on these reminders, please feel free to let me know at any

time. (5EA))

5
6.
7. RITEHEFRAE LS AR, (confirmation)
8
9

10, RIS, JFAR— AR NE L. (urgo)

Task 5
Directions: Read the following memo and fill in the blanks with the right expressions

according to the Chinese.

Task 6
Directions: Write a memo according to the given situation.

Suppose you are Henry Smith, the manager of a company. You are writing a memo to
propose all staff to donate used books to the students in the disaster-hit areas. Use the expressions

and sentences patterns given below.

Tips: donate 578 used books |H3
disaster-hit area 52 % M [X in desperate need of &
be put into full play 4/ H H social responsibility t 2> 57 1T Ji&
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VII. Read for Reference

Sample 1

Sample 2

Unit 6 Minutes
LWEE
1. Teaching purpose: get the students know the basic concepts, writing skills and language
characteristics of Minutes.
2. Teaching Methods: teaching and practicing
3. Teaching Credit: 4
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4. Key Points and Important points: format and content of minutes writing.

I . Learning Objectives A
Knowledge, skills, ideological and political goals %14 FaE . EEH #r:

® to understand the connotation of a meeting minute;

5. Teaching Process

® to know the format and the content of minutes;

® to apply some useful expressions in practice;

® to acquire the ability to take minutes with correct layout and sufficient information.
® the workplace requirements and ethics for writing minutes.

Il .Leading-in

About meeting minutes
The meeting serves as an important venue for discussing and solving issues in organizations. A
minute (£ iC3% ) is a piece of written record that summarizes the basic contents of a meeting
for future reference or research. According to different degrees of formality, recording styles and

holding time of meetings, minutes vary from one organazation to another.

Content of a minute (2L E )N %) Minutes are official records of the proceedings at the
meetings. Taking minutes is a common practice for secretaries. The secretary may note down the
major points of a discussion and every decision at a meeting. The content of effective minutes
usually involves the following three parts. First, the opening part. To be clear, the minutes of any
meeting should contain the basic facts: the name of the meeting, the time, date and place, the
presding officer, and a record of attendance; second, the main body of the minutes. In this part,
minute takers need to summarize a reference to the minutes of the previous meeting, the reports by
officers, old and new business, resolutions, the date and agenda of next meeting, the adjournment
time, etc. In the final part, minute keepers need to sign their names. Good minutes should be brief,

concise, clear and objective.

Preparation for minute writing (2> 2 % 5 {F L f2) Before the meeting, reviewing the agenda
is an necessary step to get a rough idea about the meeting. With the help of the agenda, it is
possible to make an outline of major topics to be discussed. During the meeting, secretaries need
to take notes in their own ways. It is necessary for a minute-writer to make a draft of minutes

immediately after the meeting while everything is still fresh in the mind.

Task 1

Directions: Reading and Comprehension.
1.A minute is a written

A. letter B. mail C. record
2. are the minute keepers.

A. The officers B. The secretaries C. The presidents
3. is not involved in an effective minutes.

A. The recording time of minutes B. The time of the meeting

C. The time of next meeting
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4. Good minutes should be short, clear and

A. in detail B. objective C. impartial
5. Which of'the following statements is incorrect?

A. Minutes are just a repetition of what was said in a meeting.

B. Reviewing the agenda is a necessary step before the meeting.

C. Minutes are records of what has taken place, it should be written in past tense.

el
/.-

III. Formatting A~
Case 1:

Minutes of the Year-end Sales Meeting of the Fire Charger Exporting Co., Ltd

Date: December 25, 2004
Present: Dr. Owen Smith (Chair), Bruce Li, Carl Black,

Leo Brown, and Angel Wang
Apologies for absence: Susan Tim
The year-end sales meeting of Fire Charger Exporting Co., Ltd was held at the Meeting
Room 301, 1:30 p.m., December 25, 2004. The meeting was called to order and presided
over by Dr. Owen Smith, president.

Old business

None

Sales manager’s report

Bruce Li, Sales Manager, reported the year-end sales of 100, 000 items, 12,400 out of the
planned amount. Total revenue was $ 280,000.

Staff report

Carl Black presented the report of the marketing expenditure. A trial advertising was to
released on January 25, 2005.

New business

It was moved by Leo Brown, seconded by Angel Wang, that about $3,000 will be spent on the
promotional efforts on the target market located in Argentina.

Adjournment

The meeting was adjourned at 4:00 p.m.

Respectfully submitted,

Eagles Samuel

Secretary

Task 2

Directions: Read the sample and answer the following questions.
1.Who were absent in the meeting?

2.What step will the company take to promote their commodities in Argentina?
3.When was the meeting be adjourned?

4. Whom was the meeting seconded by?
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Case 2:
Minutes of the Meeting of the IMPROVEMENTS COMMITTEE
The Foster Lash Company, Inc.
October 8, 2010

Presiding: Patricia Stuart
Present: Mike Negron
Sheila Glun
Ellen Franklin
Samuel Browne
Lisa Woo
Absent: Fred Hoffman
Gina Marino
The weekly meeting of the Improvements Committee of the Foster Lash Company
was called to order at 11 a.m. in the conference room by Ms. Stuart. The minutes ofthe
meeting of October 1 were read by Mr. Negron and approved.
The main discussion of the meeting concerned major equipment that should be purchased
by the end of the year. Among the proposals were these:
Ms. Woo presented information regarding three varieties of office copying machines. On
the basis of her cost---benefit analysis and relative performance statistics, it was decided,
by majority vote, to recommend the purchase of a CBM X-12 copier.
Mr. Browne presented a request from the secretarial staff for new PCs. Several secretaries
have complained of major and frequent breakdowns oftheir old machines. Ms. Franklin
and Mr. Browne are to further investigate the need for new PCs and prepare a cost compari-
son of new equipment versus repairs.
The committee will discuss the advisability of upgrading account executives’ personal
computers. The report will be presented by Sheila Glun at the next meeting, to be held
on October 15,2010, at 11: 00 a. m. in the conference room.
The meeting adjourned at 11:45 a. m.
Respectfully submitted,

Ellen Franklin, Secretary

Task 3

Directions: Read the sample and summarize the main points of the meeting.
1.

2.
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IV.Useful Expressions
1. Words and Phrases

Words

agenda n. FE adjourn v. K< ZEHH
adjournment n. K% ZEY approve v. flt#E

committee n. 14 consensus n. — & M
decision n. RX executive a. PUATHI; SZATIY
minutes n. 2 it preside v. FFF

proposal n. i submit v. &AL

unanimously adv. Z=&—FHh vote v. I

Phrases

articles of association 7 &) Z £ attendance list H i 4 5
casting vote € 5% extraordinary meeting 45 1] &1
new business H7 take minutes <1 %

2. Sentence Structures
(1) The attendance included... & N AH -
attendance HE A, 2 AR
eg. There was a large/small attendance at the meeting.  Hi i AR & W N EUR L /55D
(2) The meeting was presided over by ...(sb. presided over the meeting.) AX 2> Hi------ ESES
eg. They asked if I would preside over the committee meeting.
AT i) F2 7 R i
(3) The chairman called meeting to order. = J& B4 H &

call...to order B Afi T2

eg. The regular meeting was called to order by Li Chen at 14:00.
WHEET T 14 SHEREMITZ.
(4) The minutes of last meeting were approved and signed. _FIXFI&PGE % B IFEE .
(5) The meeting was moved by ... and seconded ... by...
RVE T -ee e TEHET, 153 eeee AT B3
eg. The meeting was moved by Mr. Liu and seconded by all the present members.
SV R 2 FAE TR BOR1F 2] 1 2R 5 23 B BB .
(6) Several appointments and dismissals were announced at the meeting. 4> EAEH 7 JLIAE % o
(7) ... was approved unanimously ... — (b, #Hil.
eg. His proposal was approved unanimously by the delegates.
iR EER T ERERN—BulEid.
(8) The next meeting was scheduled for ...(It was agreed that the next meeting would be held

on ...)
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TNIRE VA = AT,
eg. The next meeting scheduled for 20 December will be postponed because of the coming

Christmas.

M, TR WEHEER T 12 A 20 HAJF.
(9) The meeting was adjourned at 15:00. KZBf 82 ~4 15:00.

7
V. Strategy »é

6. Exercises and homework:

VI. Practice
Task 4

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

7. SWF FH 14: 50 474K%x.  (adjourn)
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8. &= MEH LB L. (appointments and dismissals)
9. EkeWrid®k . EifiEid. (approve)
10. S4B TBAEH I . (decision)

Task 5

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

Minutes of the First Session of This Year’ s Sales and Marketing Meeting The Foster Lash

Date: May 8, 2010

Time: 8:00

| (8 fE & ): Dr. David Luk; Peter Negron; Mr. Eric Franklin; Samuel Browne;
Lisa Woo

Absent with applogies: Mr. David Reeves; Fred Hoffman

Topic: introducing a new marketing strategy

(#4E) to order and 3

department in the conference room.

The meeting 2 (E#%F) by Dr. David Luk, the dean ofthe

Peter Negron urge to improve the content on the websites, hire a web content manager to oversee
this content to make sure that whatever information is up to date and to make sure that there is
always something new for customers to read. He introduced to create a online community where
customers can come to write blogs about their experiences, ask questions in forums and to chat
online with new team of online customer service representatives. He decided that it’s time to make

the move from print to digital.

4 (i) R BB T 5 2MRER
—HudEd. )

The next meeting 5 CK2517)on June 15, 2010, at 11: 00 a. m. in the
conference room.

The meeting 6 (k%) at 11:45 a. m.

7 (),

Lisa Woo, Secretary

Task 6

Directions: Write a minute with the help of following information taken from the class
meeting.

The meeting of Class Two was held in Room 205, Teaching Building at 2:00 p.m. May 11. It was
presided over by Miss Wang. Li Yang and Wang Jing were absent from the meeting. Mrs. Fang
gave a lecture on job hunting. And then, she answered the questions asked by students.

The meeting agenda:
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1. Lecture on job hunting (6 steps: discovering who you are; deciding what to do; finding out
about work; getting ready to apply; making applications; going for an interview)
2. Questions asked by students;
3. Advice to students;
The minute was taken by Li Xue. The next meeting will be held on May 26.
job application R B} H i
absent GRJE (A 51D
adjourn 45, fhk&

Tips: job hunting K IR
present HJHE (A1)
interpersonal relationship A Fr 9% &

VII. Read for Reference i

Sample 1:

Date: June 9, 2009

A&G Korea

Sales and Marketing Department
Minutes of the Weekly Meeting

Time:2:00 P.M.
Present: Adam Greene /Sally Seo / Chris Lee / Anna Park / Sharon Kim
Agenda Detail Actions to be Person
Taken Responsible
I .Approval of -Anna Park read the
Minutes form minutes from the last
Last Meeting meeting
-The minutes were
approved as read
I1.Report -The sales and marketing | A special market report | All sales and

Updates Market
Share (17371
) Update

officers presented the
market share up-dates on
their respective brands
-Mr. Adam Greens
requested a special
market share report on all
A & G products launched
this year

on A& G products
launched this year will
be presented starting

next meeting

marketing officers

TII. New Business | -Sharon Kim sent a -Follow up quotation Sharon Kim
Golden Boy, Inc. quotation for Spic and sent at the end of the

Span Multi-purpose week

Cleaner to a prospective -Schedule a sales

client (J&7£ % 7 )last presentation with

June 8 Golden Boy, Inc.
IV. Open Issues -Chris announces that Finalize the schedule Chris Lee

XXX Research and

of the research
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A. Presentation of
Market
Research
Findings on
Fresh
Toothpaste

Consultancy, Inc. is ready
to present the market
research findings( i &
%) on the new product
concept for Fresh
Toothpaste

-Everyone agreed to
attend the XXX
presentation and have it
scheduled by next week

presentation XXX by
Research and

Consultancy, Inc.

B. Promotional
Activity for
Glow Shampoo

Free samples of Glow
Shampoo will be given to
shoppers in key retail
stores as part of the
promotion for Glow

Shampoo

Coordinate with key
retail stores and make
the necessary
arrangements for the
implementation of the

promotional activity

Sally Seo

V. Adjournment

Mr. Adam Greene
adjourned the meeting at
4:00 P.M.

VI.Next Date: June 16,2009
Scheduled Time:2:00 P.M.
Meeting Location: Sales &
Marketing Conference
Room
Minutes prepared by:
Anna Park

Minutes approved by:

Sample 2:

Asam Greene

Minutes of the Special Meeting of the Board of Directors ( # 3 £ )

Time: November, 23dr, 2006, 10:00 a. M.
Present: Bruce Chudwick, Jack Devers, Ray Fuller, Clack Garibaldi, Jeremy Kennelly

Absent: Ray Price

The special meeting was called to order and presided over by Mr. Bruce Chudwick in Meeting

Room 303.

The minutes of the last meeting was read and approved.

Old Business: none

New Proposals




* Discussed the need to grant temporary privileges to the staff and the process involved in doing
SO.

* Discussed the types of receivers ofthe proposed temporary privileges list. The Board of
Directors is in agreement that all provider types should remain on future list.

New motions

*Motion was made and seconded to recommend that the Board of Directors approve the proposed
temporary privileges ClIi B 45:40)  to the ABC medical staff.

*Decided that future agenda materials and previously faxed materials will now be sent to the

members ’ secure e-mail accounts.

The motion was unanimously approved ( — i@ i) .

Next Special Meeting
Next meeting will be held on December 25, 2006, 12:00p.m., in Meeting Room 303

Adjournment

The meeting was adjourned at 12:45p.m.

Respectfully submitted

Jeremy Kennelly, secretary
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Unit 7 Company Profiles
AR

1. Teaching purpose: get the students know the basic concepts, formats and language styles of

company profiles.

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

4. Key Points and Important points: formats and language styles of company profiles.

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

5. Teaching Process

® to understand the connotation of a company profile;

® to learn about the language features and contents of a company profile;
® to know the format of a company profile;

® to apply some useful expressions in practice;

® to write a correct, appropriate and effective company profile.

®  the workplace requirements and ethics for writing company profiles.

Il .Leading-in
About Company Profile

A company profile ( A 7] fi /i) ,also called a business introduction, is a way to introduce your
company. It is used to introduce a business organization as a whole, and it is a report that provides
an overview of the history, major business scope, ranges of products, market, business contacts,
strategic objectives, sales volume, etc. It also tells people about the mission and direction of the
business. It is critical to highlight the key business and advantages of the company. Company
profile should be concisely written and as readable as possible. It is not advised to frequently use
complex sentences, while advised to use short and simple sentences. A well-known business
profile makes it possible to quickly and easily present key information to the media, potential

customers and investors, and the general public.

Types of a company profile ( A & &/ F Fl28)) A company profile can take different forms
according to its intended goal. A company profile can be used for a bid, a professional website, a
social network on the internet, a business plan, an article, a press release, a sales brochure, etc.
Thus, a company profile can be an important form of advertisement. A well-known company
profile is an effective way to introduce the business to the potential customers and other
stakeholders, and eventually fulfill the marketing purpose. Most companies update their profiles at
least once a year. They are often tailored for a specific use, such as the “About” page of their
corporate website or printed-out materials when they attend trade fairs, product launches,

exhibitions, business forum or a conference.

The format of a company profile ( A & fij /1 # # ) Company profiles do not have a rigid
format. It can vary with the nature of the business or where you are issuing the profile. Some
common elements are as follows.

® Introduction: It usually comes straight to the point. And it mainly introduces the business
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nature, history, location and reputation of the company.

® Body: In this part, a company is introduced in these respects of: business scope, equipment,
ranges of products, market, business contacts, strategic objectives, sales volume, etc.

® C(Close: There is the last paragraph, even one sentence of the company profile. It is to express

the goodwill and hope. Sometimes, this part can be omitted.

Task 1

Directions: Reading and Comprehension.

1. When writing an effective company profile, use statements that can be easily understood.

A. short and simple B. complex C. long
2. Which is not included in the introduction of a company profile?
A. company history B. major business scope C. goodwill and hope

3. It is critical to highlight the ofthe company

A. key business and advantages B. sales volume C. equipment

4. A well-known company profile is an effective way to introduce the business tothe
A. potential customers B. stakeholders C. both A and B

5. Most companies update their profiles

A. every month B. every week C. at least once a year
Va
L S

Jiqing Rustless Steel Co., Ltd

III. Formatting
Case 1:

Jieyang Jiqing Rustless Steel Co., Ltd. was founded in 1989, formed to specialize in
offering stainless steel cutlery, kitchenware and cookware. It is recognized as a company with

passion for innovation, technology and customer satisfaction.

The company now employs more than 1500 people and owns sixty thousand square meters
of land. Our vision is “To build a bright tomorrow with top quality”. We are strong at designing
and developing. We have a valuable expert team engaging in designing the most fashionable
styles. Also we have very strict quality control system supervising all over the production lines.

The goal is to constantly improve the quality of our products.

Jiging products have won a good reputation both at home and abroad. It is an ISO
9001:2008 certified company. The brand “Jiging (JQ)” of Jieyang Jiqing Rustless Steel Co., Ltd
has been successfully recognized as the Famous Trademark of China. We take great pride in our
company’s reputation, so to ensure the quality of our products is maintained at superior levels.
We sincerely invite you to contact us for further information and to fulfill any of your stainless

product needs.

Task 2
Directions: Read the sample and answer the following questions.
1.  What does the company mainly produce?
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2.  How many employees does the company have?
3.  What is the company’s vision?

4.  What are the achievements ofthe company?

Case 2:
New Orange Toy Co.,Ltd

Founded in 1987, Guang Dong New Orange Toy Co.,Ltd is one of the leading enterprises for
toys in the city of Jieyang, and a member of the Chaoshan Toys Industrial Group. We initiated an
advanced production line and specialize in R&D, production, marketing, and services of various

plastic and cotton dolls.

Our company is located in Jiedong County, Jieyang City, which is 10 kilometers from the
Jieyang Chaoshan Airport and only 18 kilometers from the high speed rail Chaoshan Station. We
have four main series of our dolls, which are the cultural series, the functional series, the gift
series and the creativity series. You can also design your own dolls with different accessories you
like. In 2012, our company New Orange Toy started to engage in the e-commerce business. We
have engaged in several trading websites such as the Alibaba.com, Ali express, Taobao, T-Mall

and Jingdong Mall, to enlarge markets within China and also abroad.

Our company will be committed to introducing our own brands to England, Germany, Italy,
France, Spain, USA, Canada, Russia, Brazil and others. We hope that all the children will be
growing up happily accompanied by our New Orange Dolls all over the world. We warmly
welcome you to consult and co-operate with us for business and to create a more brilliant future

together.

Task 3
Directions: Read the sample and summarize the writing process.
Step 1:
Step 2:
Step 3:
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IV.Useful Expressions
1.Words and Phrases
Words
accreditation n.
n. PR
n. 8w
n. 2R
n. i
n. R
n. 1A HE

A AIE
agency
distributor

headquarter
renown
supplier

subsidiary

Phrases

after-sales service /5 /R5%

5 5 i
backbone enterprise 5 T4V

annual trading value

joint-venture enterprise £ &% 4k
market strategy T 3% o %

retail store &5

star enterprise B &2 Ak

2. Sentence Structures

n. BCEEKG

. T

v. A A
n. 1 1& 7
n kg, iR

n. JER

alliance
competitiveness
incorporate
manufacturer
specification

shareholder

active assets Vs E S
assembly line it 7K 2k

domestic market & P 1737
major products =E = iy
production line 477 2§

registered capital 7 it ¥ 4=
supply channel  fit 1% i

(1) Xinyang Plastics Products Co., Ltd was established in 1999.

HFH RS AR A F BIE T 1999 4.
established in... 8 & F

e.g. Golden Sea Investment Group was established in 2001. 4> i % 4E [ 6] & T 2001 4.

(2)
CEEMRA

the main products of ..

e.g. The main products ofthe company are toys and gifts.

The main products ofthe mill are all kinds ofbicycles.

AT E P AT SR A AT 4

A2 A EZ A LR AL g

(3) The company expects the first five-year plan to reach an annual sales value of 1.5 billion.

TS — AT R A 9B 15 AMCAE RIS

an annual sales value of ..

B S

e.g. The company has reached an annual sales value of 1.2 million.

ANFIEASZI 120 JIEMS SR

4

The only way to differentiate yourself from the competition is through service.

% RAFR B O 5 rh S8 00 SR i —
d1fferent1ate from ... S~ Heeeee , e

B,

e.g. Differentiate from other products and emphasize the difference.

DX o3 FL A B 7 s SRR 2 TR R R

(5) The company is located in Zhongshan District, Xinyang City.

(VASH

be located in ...

NFEALTAERE X

e.g. Xinhua Group is located in Nanshan District, Guangzhou City.

S AL T T R L X
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(6) Interchina Holdings aims to be a world-class investment group.
N E BT O R SR .
aimto ... HAsfET

e.g. The company aims to become the most powerful and influential enterprise in the
financial investment. 2] 37 T A 75 4 Rl 45 55 50380 55 HL A 52 e 7 ) Ak .
(7) We give priority to science and technology development. FAT4L 56 & & &L+ .
give priority to ... 156
e.g. The school will give priority to science, math and modern languages.
RO E UK IR, BUa MIAE S .
(8) The R&D team consists of nearly 100 engineering technical backbones.
WEAR A A B3 B 4 TR B N A

consist of ... e H Rk
e.g. This sales team consists of20 members. X445 F BN H —+ N4 k.

(9) Grandview Plaza covers a total land area of 57,000 square meters.
B b 5.7 HPJ5K.
cover a total land area of ... 78 7% & 13l
e.g. The company covers a total land area of 12,000 square meters.
AL 1.2 5K
(10) Wanghua Lighting Electric Co., Ltd , a professional manufacturer engaged in the production
of environment -friendly lighting electric appliances.
EEHEAT A1 L 2 | — DR TT BE T U R 4% T A2 7 T K
engage in... \ 5
e.g. They also engage in various kinds of sideline production. 474 M Z % F gk A4 7=

V. Strategy
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6. Exercises and homework:
VI. Practice
Task 4

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

1. We sincerely welcome friends from various parts of the world to build up economic_or

4. Our products are all manufactured in_accordance with the international standards. (1% [ [ b
FrifE)

5. The company has won many honorary titles in the past few years. (5RZFK5)

6. NHEIME 80 2 NWIFFL .. TR &IiBAME. (research, development, design)

7. A FEMLB AR AR E N SN S EBR . (win the favor of )

8. A\ f5H 2.3 Ji~F K. (cover a total land area)

9. AFE - TUEEm IR EERIE R, (strictly comply with)

10. FRATE 7 BB B AT . AR K22 B A 4b . Cenjoy a high reputation)

Task 5

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

The company (AL TF) in 1999. We specialize in (3t O [ 4h =
fh). We have our () in Shanghai and six branches with more than 1000 employees.
The company had ~ (4Ff%0) of $100 million in 2015 and our business is  (tRI&
).

Task 6

Directions: Write a company profile according to the given situation.
Your company is going to attend Canton Fair next month. You are asked to update your

company profile with the latest development and achievements. The following part is a Chinese

outline. You can refer to it and fill in more information.

Tips: Garment Co., Ltd fR %% /A A honesty and trustworthiness 1 5 5715
superior quality i i 51 & loyalty and trust /& 5 15 #t

a fashion garment enterprise B W14 R&D Hk
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VII. Read for Reference
Sample 1:

Ford Motor Company

Ford Motor Company is a multinational enterprise ( 5 [E 1~ )  with active manufacturing,
assembly and sales affiliates (5 42 HL#) in 29 countries, employing an average of427,000
people worldwide. Ford products are now sold in nearly 200 countries and territories by a global
network of some 14,000 dealers.

For 16 consecutive years, Ford has sold more cars and trucks outside North America than any
other US-based vehicle manufacturers (74| i& 7% ) in sales outside its own country. Ford is the
second largest vehicles manufacture in the world. It has taken US truck market leadership (77 3% 45
S A7) in 10 of the past 13 years. In addition to producing passenger cars and light, medium,
heavy and extra heavy trucks, farm and industrial tractors, industrial engines, construction
machinery ( 2 % #l M ) and plastics, Ford Companies are established in finance, insurance,
automotive replacement parts, electronics, communications, space technology, military weaponry

(Z#ZH i #8) and land development.

Ford’s worldwide automotive manufacturing and marketing business is grouped into five
principal regions ( 3= ZHi[X ) ; that is North America, Europe, Latin America, Asia-Pacific, and
Mid-East and Africa. It’s another organization-trade development operations-is largely engaged in

development new business.

Sample 2:
MAIS Information System Inc.

MAIS is an international PMS (property management system) (#)Mk & ¥ R 4 ) solution
provider specialized in the hospitality industry. MAiS team consists of hotel specialists and
consultants with more than 10 years of world-wide experience in hospitality sphere (i J5 415 ) |
as well as with technical and technological know-how ( &l R K1) . We are dedicated to
provide our customers with the latest techonology solutions and adapt it to their changing needs in
today’s demanding market.

In 1998, we developed the hotel management system “Fidelity” (i85 & B &4 ) , which
supports business processes of a hotel and other hospitality companies for a number of business
organizations throughout Europe.

Fiedelity team has an extensive experience in the hotel industry with more than 10 years of
developing and implementing a number of systems and training people world-wide. Our solution

is flexible to meet the needs of varied hotel management structures.

Unit 8 Name Cards
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& H

1. Teaching purpose: get the students know the basic concepts, types and language styles of
Name Cards.
2. Teaching Methods: teaching and practicing
3. Teaching Credit: 4
4. Key Points and Important points: types and language styles ofName Cards.
5. Teaching Process
I .Learning Objectives
Knowledge, skills, ideological and political goals &1iH. $ifiE. EECH #r:
® to understand the connotation of a name card;
® to know the main contents and layout of a name card;
® to apply some useful expressions in practice;
® to design a proper personal name card with necessary information and elegant style.
® the workplace requirements and ethics for name cards designing.

Il .Leading-in
About Name Card
A name card ( % F ), also called a business card, is a way of advertising yourself and the
company you represent to colleagues and business clients. It is a card bearing business
information about a company or individual and provides potential customers with a means to
contact the business or representative of the business. It is shared during formal introductions as a
convenience and a memory aid. A name card is frequently used during sales calls (visits) to
provide potential customers with a means to contact the business or representative of the business.
When writing a name card, your card should be simple and focused, so the purpose of your card is

clear.

The main contents of a name card (4% F 1 1 %) A name card typically includes the giver’s
name, company affiliation (usually with a logo) and contact information such as street addresses,
telephone number, fax number, e-mail address and website. It can also include telex, bank account,

tax code.

Artistic design of a name card (% /1) 2 R 1% i) Traditionally many cards were simple black
text on white stock; today a professional business card will sometimes include one or more aspects
of striking visual design. Apart from common name cards made of paper, there are also special
name cards made from plastic (PVC), especially frosted translucent plastic, crystal clear plastic,
white or metallic plastic. Other extraordinary materials are metal, rubberized cards, rubber,
magnets and even real wood. For the most part those special material name cards are of standard

format, preferably with rounded corners.

Format of a name card (%% Jy {#% 20)

® Personal Employment organization: Usually be located above or in the upper left corner of a

name card.

® Personal Name: Be located in the middle of a name card.

® Title/position: Be located in the middle of a name card, under the name.
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® Contact information: At the bottom of a name card. Because of the popularity of mobile

phones, the personal mobile phone number often has to be written into the name card.

Task 1
Directions: Reading and Comprehension.

1.From the name card you would know about following information except
A. title B. name and position C. nationality
2.Traditionally many cards were
A. black text on white stock B. colorful text on white stock C. white text on black stock
3. When writing a name card, the information shouldbe

A. simple and focused B. complex C. redundant

4. Which is not included in a name card ?

A. employment organization B. e-mail address C. date ofbirth
5.The name of company is usually designed and printed at the of'a name card.
A. bottom B. middle C. top

III. Formatting

Case 1:
Jieyang Jiqing Group
Anly Lin
Vice Sales Manager
Add: No.25 Zhongshan Road, Jieyang City Tel:86-663-8881033
Guangdong Province, China Fax:86-663-8881022
Postal code: 522000
Website: http://jiging.com E-mail:anly@jiqing.com
Task 2

Directions: Read the sample and answer the following questions.
1.  What are the basic contents presented on a name card?

2. How are all these elements mentioned above arranged on the card?
3.  What is the holder’s position?
4. What is the address ofthe company?
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Guangdong New Orange Toy Co., Ltd
Ken'®, 2

Email:ken@neworagetoy.com
Mobile: +86 15886666333
Whatsapp: +86 15886666333

Skype: neworange-ken

Task 3

Directions: Read the sample and summarize the layout of a name card

Step 1:
Step 2:
Step 3:
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IV.Useful Expressions

1.Words and Phrases
Words
A

accountant n. <1t

Phrases
administrative personnel department

TN EH

advertising department | 25 i
development team Ff & &

general manager S &

human resources department A JJ % J§ 3§
marketing department 11 % & 4 &
product department = i i
purchasing manager K44 B
project manager n..Jji H £ #

Q & C department Jii & 1% 1] 5
sales account manager n. %% 7 & B
sales representative  n.4H # {03

V. Strategy

president n. A&/ #E FHK

accounts department 14 4% 3

after-sales department | %
finance director 4 4% & 1
human resources manager A JJ % & #
logistics manager 4 & B
project director 1l H &
purchasing department % i
P & R department A 5
quality assurance department Jii & {f [ &5
R.&D. Department  fiff 54 H & i
sales manager n. %48 & H
technical support department 7 R 3% ]
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6. Exercieses and homework:

VI. Practice
Task 4

Directions: Translate the following English sentences to Chinese and vice versa.
1. Jiging Technologies Co., Ltd.  (FH%)
2. Organization for Economic Cooperation and Development (£ F&1ES5HF KD

3. Machinery & Equipment Import and Export Company (H1 4 % %)

4. Room 28, Futian Building, Shennan Middle Rd., Futian District, Shenzhen, Guangdong  (IX)

5. No.12 Taibai Donglu Rd., Rencheng District, Ji’ning, Shandong Province ()

7. TN E R ARG LR AR A (Logistics System Engineering)

8. A7 G A Ty > w WAL VG KR B Bl (Assistant Marketing Manager)
9. "R AAWXIGITALE 200 5 (Province, District)

10. 38 [ b M 26 A 76 55— K kAl 220 5, WE%: 95131-2022  (North First Street)

Task 5

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

Future Software Co., Ltd.

Lin Fei
(HELH)
(#hl): No.8 Guangyuan Road, Xuhui Districit, Shanghai
(MBI S hS): 200010 Tel: 021-63852288
E-mail: chen**@sina.com.cn (fEE): 020-638533**

(RHE):  http:// futuresoftware.com

Task 6
Directions: Design a name card for Ms. Liu from Dongfeng Technologies Co.,

Ltd. Guangzhou according to her personal information given below.

42 XIEAE RS AN J1BtiEi &

AL T AR RS A IR A A bk TN THAEER X AL K28 5
H1E: 86-20-88810333 1L H: 86-20-88812336

HLHE: lihua@dongfeng-group.com oy a] Pk www.dongfeng.com.cn
VII. Read for Reference
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Sample 1:

ABC Software Co., Ltd.
Chen Fei

Sales Manager

Address: No.10 Guangyuan Road, Xuhui Districit, Shanghai

Tel: 021-63852288

Fax: 020-63853388

Sample 2:
Foreign Affairs Section
Binhai Municipal Gevernment

Li Ya'nan FhD
Deputy Chief / English Interpreter

Address: No.10, Befing Street, Binhai City, P.C.: 116000

Fao: D411-2655)000K Tel.: 0411-2855X XX
E-mail: lymDO1§163 . com

Sample 3:

Taizhou Solarwind Translation Service

Dalton Xi  Chief Translator

Tianchang Rd. N., Huangyan, Taizhou, ZJ 318020, China

Postal code: 200010

E-mail: chenfei@sina.com.cn

T 0576-4284016 F 0576-4284480 M 013906593607
Email: daltonxi@163.com http://www.tyf.com.cn
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Sample 4:
IR =K B ERGTRHIA )
HRL K

Johb: TTRESKTIEEHERE 1S
HiE: 0757-7732000 FHL: 13742849922
HEgw: 518200 715 4H: guan@sohu.co

Luoqiu Textile and Garments Factory

Sanshui, Guangdong

Guan Kangren Director

Add.: 1 Jiaoyu Road, Xinan Town, Sanshui City, Guangdong 518200
Tel.: 0757-7732000
M.: 13742849922

E-mail: guan@ sohu.com

Unit 9 Product Advertising Copies
PR EXR

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

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

4. Key Points and Important points: types and language styles of Product Advertising Copies.

I . Learning Objectives A~
Knowledge, skills, ideological and political goals %14 FiaE. EEH #r:

5. Teaching Process

® to understand the connotation of an advertising copy

® to know the form and structure of an advertising copy ;
® to apply some useful expressions in practice;
[ ]

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

Il .Leading-in

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

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

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

Coupon advertisement (8 # 77 )7 75 ) : It is great for sales promotions, for it brings new
customers to store. By offering a certain amount of money or percent off your merchandise, it may
be attractive to them.

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

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

Information advertisement ({5 2275 ) : it could be written in a journalistic style making it
look like an article instead of an advertisement. It could also be written as a Question and Answer

ad offering your professional advice on a topic your company covers.

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

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

Task 1

Directions: Reading and Comprehension.

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

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

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

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

A. headline B. subheads C. contact information

=
/.-

III. Formatting A~

Case 1:
IPhone
Apple Reinvents the Phone

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

and your hand than any other cell phone.

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

features like text messaging.

Web Browsing — iPhone offers the best, most complete mobile browsing experience.
Email — Like all good smart phones, iPhone has strong email functions.

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

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

FaceTime — This is a video calling function. With just a touch, you can wave hello to your family,

share a smile from across the globe, or watch your best friend laugh at your stories.

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

Task 2

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

2 How is iPhone’s phone features?

3 What’s iPhone’s camera called?
4 How many features of iPhone are listed in the ad?
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Case 2:

Toys on Sale

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

For all kinds of toys.

Rare opportunities like this can never be found again!

Apply to customers who hold a golden card.

Contact

New Orange Supermarket

Rongjiang Road

Rongjiang District

Jieyang

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

Task 3
Directions: Read the sample and summarize the content of an advertising copy.
Step 1:
Step 2:
Step 3:

IV . Useful Expressions
1.Words and Phrases

Words

brand n. & conceptn. &, M&
discount n. #7140 distinctive adj. e B 1
illustration n. i profit n, Fj
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reasonable adj. /i #% 5L
superlative adj. t% %
viable adj. R 4THY

Phrases

a complete range of specifications

g 554

a wide selection of colors and styles
VISR E2

attractive and durable 32 ¥ i FH

be on sale JH &

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

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

quality guaranteed 3 il fi &=

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

a great variety of styles

S VEA 2

adopt advanced technology

KA TE

be dedicated to /1T

be specialized in &Ml

complete in specifications
FUE 55 4

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

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

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

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

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

7

(8)

(9

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

only open for .. ANy -ee -

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

free of charge i %% i H

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

be awarded ... ZRFfeeee-

=i

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

be highly praised ¥& 52 4f i

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

B IR ST ORI B I T

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

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

HRSFRN 102 x50 x 17.9 22K, & 140 i,
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6. Exercises and homework:
V . Practice
Task 4

Directions: Translate the following English sentences to Chinese and vice versa.
1. A discount of 2 percent on the total value will be granted if you could make payment within

[V NS R
=
[¢)
8
o
=i
o
o
=
-+
2.
w2
e
a’
=
o
o
=N
<
[*]
el
¢}
=
=
=
o
=]
o
<
o)
¢
~
~
&
N

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

Task 5

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

1___ (BB E) Leather Boots

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

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

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

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

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

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

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

VI. Read for Reference

73



Sample 1:
Special Offer!

The Tissot Men’s T-Touch Titanium Watch is the latest fashion of'the Tissot Company. It has
an elegance that exists in its exceptional, functional features. The polished, solid, Titanium (£k&
4 M) case and bracelet complement the bold, black dial which features a dotted pattern. The
watch’s digital Touch-screen technology gives easy access to five distinctive functions:
chronometer( i1 i #%), compass(®' #i%), alarm, thermometer(i & i), and barometer (K J& 11').
This watch features a scratch-resistant sapphire (¥ 5 1 f]) crystal and is water resistant to 99 feet.
The list price is $ 895, but you’ll get 10% off if you purchase online. A one-year guarantee and a
two-year parts guarantee are included. Ready for delivery within three to five days.

Tel: (852) 2261 0008 Hong Kong

Sample 2:

Gucci Women’s Sunglasses

Gucci 3035/S Women’s Sunglasses are the most fashionable and glamorous (FHHF/T, A & J1H7)
sunglasses ever! Made of fine Italian materials and craftsmanship ( 1. 2 ) , our glasses are
extremely stunning ( #% 4f 1)) and fashionable. Our sunglasses will take good care ofyour vision,
protecting your eyes from harmful sun rays. These sunglasses feature UV400 Lens Technology,
absorbing over 99% of harmful UVA and UVB spectrums. The smart design is to fit your face
curve. Absolute comfort for everyday wear. The market price is $ 75. 99.

Services offered:

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

Delivery: Place your order, and enjoy the free shipping.

https://www.gucci.com/uk/en_gb/

Unit 10 Product Descriptions
7= i
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1. Teaching purpose: get the students know the basic concepts, language style and writing skills
of product descriptions.

2. Teaching Methods: teaching and practicing

3. Teaching Credit: 4

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

5. Teaching Process

I . Learning Objectives
Knowledge, skills, ideological and political goals &1iH. $ifiE. EECH #r:
to understand the connotation of a product description ;
to know the typical types of a product description
to know the typical contents of a product description;
to apply some useful expressions in practice;

to write a satisfactory product description with complete content and effective language

the workplace requirements and ethics for writing product descriptions.

II. Leading-in
About Product Descriptions

Product descriptions (7= /& i%i B 5 ) sometimes called instructions or directions, are information
descriptions about the use, standard, and operation of commodities , whose basic function is to
promote product, to publicize the company as well as to spread knowledge. It is an effective way
to help the public know more about the product and the company, more importantly, to appeal
buyers to the product. When writing a product description, it is of great significance to keep in
mind what our readers want to know, answering questions like “What is the product? How to use
it? What are the features of the product?” Generally, it is essential to highlight features and

functions of a product.

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

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

Content of a product description (7= i Ui ) N %) A product description usually involves
the following three parts: firstly, it’s the subject line. This part contains the name of the product,
and sometimes its ingredient or structure. Secondly, it’s the body, which varies a lot according to
different types of products. For example, Specific instruction of Medical supplies may include
main ingredients, major indications, usage and dosage, caution, warnings, and side effect. Specific
instruction of electronics mainly contains features, specifications, technical parameters, operating
procedures, precautions. Sometimes the body also describes the packing, net weight and volume.
Last, it’s the closing. With the purpose to provide consumers the convenient contact, it may

include the producer, the distribution unit, address, telephone, zip code, Email, etc.
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Task 1
Directions: Reading and Comprehension.
1. A product description is a kind of
A. narration B. argument C. exposition
2. What should we keep in mind when writing a product description?
A. The price B. what the readers want to know C. sales
3.  We should use language when write a product description that can be seen on the

containers or the packages of such product as medicine, food, or cosmetics.

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

Metal Garden Model Decor
Item No.: 6101413-H

Size: 60*2.5%12 INCH

Packaging:103*13*36 CM /10 PCS

Loading Capacity:

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

Great quality item for your home decor.

. Professional design for wall art.
. Knockdown structure instruction and hardware accompany. Easy for movement and
assembly.

. High quality powder coat, and hand painted finish

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

Advantage
1. We have our own manufactory.

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

5. Design team creates various new fashion creative designs.

About our factory
1. Factory History

Brightrade Handicrafts Manufacturing Co., Ltd. has been one of the most reliable

manufacturers and exporters specialized in handicrafts, which are made of metal, rattan, wood,
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glass, cast-iron and others. We now have an area covering 10,000 square meters as well as 15
subsidiary metal workshops and 10 sub-contracted factories under our management. Every year,
we introduce over 5.000 new items of indoor and outdoor furniture, giftware, and home
decorations.

2. Contact us:

Brightrade Handicrafts Manufacturing Co., Ltd.

Add: Ayuan Industrial Area Xixi, Anhui Province

Mike Chen

Tel: 88-888888

Fax:88- 888886

E-mail: Mike@ Brightrade.com

Web: www. Brightrade.com.cn

Task 2

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

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

3. What is the name of the producer?

4. How many ways offered to contact the company?

Case 2:

Steam Juicer 0514 v2b-outlines

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

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

Instructions
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Step 1

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

step 2

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

Step 3

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

Task 3

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

Step 1:

Step 2:

Step 3:

Step 4:

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

Phrases
a string of — & ¥
code number %5, i 5
complete in specifications K% 5% 4=
competitively-priced quality products
WA BRI it
guarantee period {12 1

main image and other image URL

charge n./v. %% ;U

corporate adj. A ] [

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

volume n.fAFH

be engaged in M\ 5T
commodity barcode T it 5% JE il
Co., Ltd. ST AE A R 2 7]
excellent quality/high quality
i A R
key Product Features i i 4 14
net weight {5 5
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I operating procedures £ {F £ /7
search Terms 18 2% 5% 4 1d] technical parameters i R 2 4§

2. Sentence Structures
(1) This machine is widely applied to electron toys. IHL#S ] 72 B T Hsh i A .
... be widely appliedto ... ...... JZ L T

e.g. Our products are widely applied to various equipments, electron toys, electrical tools,

electrical appliance, electrical massager etc.
AT TZ M TACGE . BEi B B TR KA HRA. RS SUE T
(2) The toy is suitable for children aged 6. IITEIES 6 &I JLHE
be suitable for children aged ... <<+ EHee S HJLE,
e.g. This toy is suitable for children aged three and above.
KRGS 3 £ UL ERJLE,
(3) The washing machine is ideal for us. BEPEAHL 2 FATEAE I H
be ideal for ... ...... ST AR oo e FH i
e.g. This car would be ideal for you, sir; why don't you try it out?
detk, RERE S AERLIER, B A AR —T0E?
(4) Ttis very useful for reading.  7E i /7 IR 9L HH -
very useful for ... ...... TEeeeees RsEH
e.g. Sports and games are very useful for character training.
1E S Bl AT RS T AR I 2R AR R A
(5) It can fully satisfy the needs of customers. ‘& 5¢ 29 /£ % 7 75 3K o
fully satisfy ... SE&TH L -
e.g. It can fully satisfy the specific requirements of the customer.
SEA I AP R AR EL R
(6) Please keep out ofthe reach ofpets. 15 E T BB AE M HL T .
Keep out of the reach of ... B T+ g AN I 1 T7
e.g. Keep out ofthe reach of children. B T JLE % A 55 FIHLTT .
(7) Avoid alcohol during the use ofthis product. AR F A< i i F2 28 1R gLy
Avoid ... during the use of ... fff{----- W IE) 2 0 ee e
e.g. Avoid alcohol and having pepper, chives, fried food and unripe or cool fruits during the
use of this product.
R FH A o B U AR O, AR RO, AESEDL ROmE. RILL R EY, Bk
R .
(8) Disconnect the AC cord. & FL A .
Disconnect ... K f-ee-e
e.g. Disconnect the AC cord when you are not going to use the product for a long period of
time. 1 I [B] AN F A 7 il B, 45 4 HL 9
(9) Place the it on a flat, even surface. K H 2 iU/ -5 f) L 7 o
Place the ... on ... surface F§----- 579/ CIRL 1) Hb 7
e.g. Place the machine on a flat, even surface. AN M %2 AL T HH A b /5 .
(10) It is advisable to replace the batteries. 3% 115 3 /R B # it
replace... B ffit-e- oo

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

Ip R B AR A R B BB, BT WCURRE P A B = A S I

/7
V. Strategy -d
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6. Exercies and homework:

V . Practice
Task 4

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

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

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

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

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

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

B UKAE Z A P HE R T (place)

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

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

the Philipson Website)

= © % N v A

Task 5

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

HIGH SPEED CHAOS FOR THE GAMECHANGER

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

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

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

chaos on firm ground and artificial grass.

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

the instant you slip it on

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

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

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

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

Chaos stud alignment

5 GO

Task 6

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

i 2 DA

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

can be downloaded from the internet.

Sample 1:

Apple MacBook Pro
Apple Mac Laptop Computers

Display: highest resolution notebook with over 5 megapixel

All-Flash Storage: everything is fast

Fastest Processors: dual-core (X %) or quad-core (JY#%)

Long Lasting Battery: 7-hour charge, 30-day standby time C£F#/1A [8])
Hard Drive: 320GB or 128GB

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

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

http://www.apple.com

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

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

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

82


http://www.apple.com

Sending Faxes

L.

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

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

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

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

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

simply press the "Start/Enter" button.

Receiving Faxes

L.

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

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

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

Push the paper tray cover back into place.

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

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

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

Copying Documents

1.

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

copy of these documents.

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

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

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

next setting.

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

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

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

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

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

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

to understand the connotation of a sales letter;

5. Teaching Process

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

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

the workplace requirements and ethics for writing sales letters.

Il .Leading-in
About Sales Letter

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

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

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

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

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

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

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

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

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

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

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

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

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

A. promotional materials B. announcement C. information.

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

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

A. getting attention B. proving benefits C. motivating action

V
im A

III. Formatting
Case 1:
Dear Sir or Madam ,

Good day! Hope everything goes fine with you.

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

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

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

1. 5% discount lower than normal selling price (as attached fixed price).
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2. 1/4 MOQ than normal MOQ
Normally our MOQ is 2000doz for cutlery and 2000sets for cookware. Now is 500doz for cutlery

and 500sets for cookware.

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

nice quality guarantee.

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

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

Look forward to your reply.

Yours,
Andy Wong

Task 2

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

2. What is the competitive background ofthe company ?

3. What favorable terms are offered by the company ?

4. How does the company try to motivate action ?

Case 2:
Dear Julie,

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

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

your network of customers and employees.
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Here’s an introduction to what Net-Thing can do for your business.

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

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

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

email accounts as you can use.

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

new technologies our clients want.

With a long history of solid growth and great service, you can rely on Net-Thing to be here as
your business grows. Best of all you can feel secure knowing that you are using one trusted team

for your integrated business solution.

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

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

Sincerely

Harry Wagner
President, Net-Thing

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

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

87



IV.Useful Expressions
1.Words and Phrases

Words

import v./n.if [

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

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

catalogue n. H¥

Phrases

W5 NI T

be highly praised and appreciated
2 E SR

for one’s reference fit 5 N &%

give/grant/offer someone a ... discount

AT

high degree ofrreliability & {5 #i J&

latest model % 1) 714 5

new design 1 B T

profit-making opportunity %% F| ¥l £

reasonable price & T 4%

take an opportunity F| FH HlL &

various kinds of £ Fll % Ff 1

attractive design

2.Sentence Structures

importer  n.3
exporter n. i ER

manufacturer n. PR il

supplier n.fHt )

contract n. & A

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

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

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

BUE BRHAE B A4

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

B 5 5 1V FE V9 ) S5 e ?

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

RATF U VA BRATAT, RAVA T L oo,

be specializing in... T Mk N Zfeeeee

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

trade with you in this line.

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

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

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

RO AN — AN R B R IR AL
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(5) The enclosed brochure will give a detailed description of it.
BE 2 NI TEGE P A 4
a detailed description of... J&F-e--- FORESAE RSy
e.g. Their review should be consulted for a more detailed description of the work.
f AT PR TR X UL AR AL IR 5% .
(6) We are able to offer you very favorable prices on...
AT LGS AR AR AL e - LAY
favorable price Tt E A #%
e.g. Favorable prices are offered before 26% |, Oct . Only!
EMLR 10 A 8 SHi.
(7) The demand for ...is skyrocketing in our country. X7 «----: ) e SR 0 K
the demand for... XJHJF5 K.
e.g. Surging imports will add to the demand for hard currency.
HE 1A 1 o o e E B 1 7 oK
(8) Ifyou want to know more information, you can visit our website ...
BETREZEER, 158 IATHI R s, .
(9) We’d like to establish direct business with ... on the basis of equality and mutual benefit.
W R G e FEF 5 BBl E LR B R R .
equality and mutual benefit %5 H. F|
e.g. We trade on the principle of equality and mutual benefit.
AT 55 A SR W 247 52 5
(10) We are looking forward to your reply soon. AT R HE .

|
i

14

V. Strategy
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6. Exercises and homework:

VI. Practice

Task 4

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

1. We are taking the liberty of sending you our company introduction and product catalogue.(;"
it 3%

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

our complete range of telephones.  ( & 1)

6. R AR EFSLABAR . (latest technology)
7. Rl A B R R — N IRAVEHE R Z 7 5. (new set ofproducts)
8. EFRATMLIR M 55 9 8 i 7 i i B IEL . (excellent service)

9. FRAT AR AR 55 T A IS R A = S A AN [R] . (express service)

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

Task 5

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

Dear Sirs,

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

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

share?

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

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

2 (A& EL LARTFRAE 7D .

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

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

Business Review.

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

Sincerely yours.
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Task 6

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

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

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

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

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

profit the greatest =1 % F)

Va
A

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

Sample 1:
Dear John,

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

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

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

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

customers are satisfied with us.

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

need any toys, just freely to let me know.

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

2.  Sales letter for service promotion
Sample 2:

5Second Avenue

New York USA

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

Dear Mr. Crown

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

aids.

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

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

b}

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

math apparatus is particularly successful.

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

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

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

me have your reactions to the material.

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

discuss our proposal.
Yours sincerely.
Howard Bink

Marketing Manager

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

contracts.

5. Teaching Process

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

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

the workplace requirements and ethics for writing sales contracts.

Il .Leading-in
About Contracts

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

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

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

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

buy under certain terms and conditions

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

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

3.A contract usually deals with __ parties.
A. one B. two C. two or more.
4. The contract must be of , conciseness and impersonal tone.
A. practice B. price C. precision

5. A written contract is

A. informal B. formal C. informal or formal
Vi
III. Formatting A~
Case 1:

SALES CONTRACT (ORIGINAL)
Contract No.: DE45 Date: Sep. 25, 2015 Signed at: Shenzhen

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

This Sales Contract is made by and between the Seller and the Buyer whereby the Seller agrees to
sell and the Buyer agrees to buy the under-mentioned goods according to the terms and conditions

stipulated below:

Name of Commodity | Specifications | Quantity | Unit Price | Total Amount
SN-5390 bed sheet 110cm,red 18,000 $5.0 US $ 90,000

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

unit price.)

1. Shipping Marks: BM London No. 1-32000

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

. Port of Shipment: Shenzhen, China.

. Port of Destination: London, U.K.

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

AN »n A~ W

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

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

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

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

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

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

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

Contracts for the International Sale of Goods.

Other Terms:

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

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

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

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

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

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

Case 2:
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Sales Contract

Name of company: Liangliang Lighting Electrical Appliances Limited Company

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

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

P.R.CHINA

THE BUYER: NEXT CORPORATION
33 HIGH STREET, LONDON

UK.

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

stipulated below:

Commodity& specification Quantity Unit price Amount
MT-2038 CIF SHANGHALI
5000PCS USD45,000
USD 9.0/PC

AC 220V 50HZ 11W
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