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Part One Business CommunicationsChapter 1 Introductionl Parts of business letters2 Email3 Writing rules for
business communicationsExercisesChapter 2 Business Relations1 Introduction2 Initiation3 Establishing a business
relationshipExercisesChapter 3 Agencyl Asking for sole agency and replying2 Seeking agency and replying3
Agency agreements4 Granting attomeyship5 Offering terms for consideration6 Confirming the terms of
agencyExercisesChapter 4 Consultation1 Consultation of credit2 Consultation of suggestions3 Letters of thanks
after consultationExercisesChapter 5 Sales Lettersl Intrigue or entertain2 Support or assure3 Propose or deal4
Touch or patExercisesChapter 6 InquirylnquiryExercisesChapter 7 QuotationQuotationExercisesChapter 8 Offers
& Responsesl Offer2 Refusing to accept the offer3 Acceptance4 CounterofferExercisesCbapter 9 Orders &
Responsesl Order2 Dealing with ordersExercisesChapter 10 Packing & Markingl Packing2
MarkingExercisesChapter 11 SlupmentShipmentExercisesChapter 12 Insurance [J [1 Part Two[ Social
Communications
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[0 O Business communications are usually in the form of commercial correspondences(] called foreign trade letters
in our country[] which refer to various kinds of English mails exchanged by the foreign trade companies

[ enterprisesl] and persons in the foreign trade activity[]

Business English letters are important for foreign tradel[]

Foreign trade personnel should not only understand but also be good at business English letters]

[0 O Compared with ordinary mailsC] business English letters have their special forms[] regular commercial terms
and specific commercial conventional terms[]

Because of differences between east culture and west culturel] business English letters are very different in the form
and content from Chinese letters[]

With the development of computer sciencel[] most business communications are realized in terms of e-mails at
home and abroad]

[0 O 1 Parts of business letterst] [J Most business letters have seven standard parts(]

They are letterhead reference and date[J inside address[] salutation] body[] complimentary close] and
signature]

When appropriate[] any of the following optional items can be included

Attention line[d subject line[] file or account number enclosurestd carbon copy notationJ mailing notation and
postscript[]

[0 O 1.1 Letterheadd [J Letterhead designs vary with business organizations and occupy the top of the first pagel]
They may be positioned at the center or at the left margin of the top of the pagel]

A business letterhead] usually printed[] contains all or some of the following elements] The company’ s name
[0 address[] postcodel] telephone number[] telex number fax number[] the name of the officer or the director
and even some pictures or slogans for a symbol of the company(]

[0 O 1.2 Reference and date[ [ A typewritten date is necessarily included in the headingd

The date is usually placed two lines below the last line of the letterhead at the left margin for full block style or
ending with the right margin for indented style[]

It is usual to show the date in the order day/month/year] English Practicel] or month/day/year] American
Practiceld [

Avoid giving a date in figures and abbreviations[]

[0 O 1.3 Inside address[] [1 The inside address is typed directly below the date line at the left hand margin(J

The inside address of a letter to an individual consists of the person’ s courtesy titlel] namel business or
executive titlel] it should be used immediately after the named and address[]

When the letter is to a groupl] the inside address includes the full group name and the address[]

Care should be taken_to address the recipient exactly as on the envelopel]
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