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Professional Preparation

Bill Green: Mr. Jiang, the reason why I come here is to inquire about the possibilities of
establishing a long-term business relation with your company.

Mr. Jiang: Your wanting to establish a long-term trade relation with us coincides with ours, but I
do not know much about your company.

Bill Green: If you want to know our financial position, credit standing and trade reputation, you
can refer to Seattle Branch, the Bank of China, or to our local chamber of commerce.

Mr. Jiang: Thank you for your useful information. I think that establishing a trade relation
between us will be of benefit to both of us.

Bill Green: It is my first visit to your company. I would appreciate your kind consideration in the
future negotiations.

Mr. Jiang: We are so glad to be of help. And I can assure you of our close cooperation.

Practical Scene Sentence Patterns

I hope we can establish mutual beneficial business relations between us.

A BRATZ A REAE . B BRI 55 C &R

We wish to express our desire to trade with you in Chinese silk.

FAI A BT [ 22 G SR SR R

I hope we can cooperate happily.

A BTG VE

We shall be happy to enter into business relations with you.
FIRR BT A RN KR

I wish this business will bring profit to both of us.

A BRI A LIz ] DU FATRT5 7 A A1

Our company is mainly engaged in electrical appliances.

WA A EEE TR0

We hope to continue to keep a considerable business dealing with your company.
FAI A Bk S 520w R AT WA AR Rk

We can accept orders against customers’ samples specifying design, specifications
and packaging requirements.

AT LARESZ I X T AR MRS . A S e ZOR I TT B

I hope we can do business together and look forward to hearing your reply soon.

Ao BRI AT DA el sz, R PRl 2 52 07 i [l &2




Unit 1 © Establishing Business Relations — —

Your email expressing the hope of establishing trade relations with us has met with
approval.

B TR A STARIRIHR, StARA R SHEITESS CR, KIrERREE.
Our mutual understanding and cooperation will surely bring important business.

FRATHAH B PR A S VR0 R B A

In order to extend our export business to your country, we wish to establish trade relations
with you.

NI REITAES R 05, RITHEMBE AR AL KR

Glad to see you in your company.

TR DA T F] LB

I hope this matter will not affect our good relations and future development.

I AR F AR AR R MG B A

We specialize in the export of Japanese cosmetics and would like to trade with you in
this field.

o7 T8 AAA s O, BT IR A R X T T LSS

We wish to express our desire to trade with you in typewriters.

7 A BB AT TENHLAY AR AR

By the introduction of Mr. Green, we have received the name and address of your firm.

ZREMRSTAA G, FTTCAFRI B R B9 FR AL o

Exercise
l. Follow the teacher to read the conversation.

1. The students follow the teacher to read the conversation one sentence by one sentence.

2. Study the meanings of words and expressions in the conversation.

I1. Study the practical sentences.

1. Read the practical sentence patterns, and notice the words used.

2. Match the words or expressions with their Chinese meanings.

inquire B EAE
coincide with H.o... —F
financial position AR A
trade reputation B e
chamber of commerce A 55 tR 1
be of benefit to )0 REERRLY < ny
future negotiation S

close cooperation FTUF, if0E]
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I1l. Scene practice.

Work in pairs to write a dialogue which is to build a business relationship between two

companies.

Professional Conversation

Establishing Business Relations

A: We are considering expanding into the Chinese market. The reason why I come here is to inquire
about the possibilities of establishing business relations with your corporation.

B: We have heard much about your company. We would be very glad to start business relations with
you. What particular type of products are you interested in?

A: We are quite interested in your silk scarf. I’d like to know something more about them.

B: Here is a catalogue and a price list. We have a lot of varieties. Our goods have met with great
favor at home and abroad.

A: That sounds good. What about the quality?

e

B: Absolutely reliable. We can assure you that we

will supply you with the best quality goods at a

reasonable price.

A: Alright. I’'ll send an email then. As soon as I
receive a definite answer, I’ll give you a specified
inquiry.

% ’——-_ e B: That’s OK. I hope much business will be put
= | ] - s

through between us.

Words and Expressions
1. expand [1k'spend] v.

to become larger §J&
2. inquire about H[R]------FIFHL ; FTIR; £Arif
3. establish business relations Z 7\l 55 &
4. corporation [ kapa'rerfn] .

a commercial organization, a company .\ F]
5. product ['prodakt] n.

something that is produced and sold in large quantities = /i
6. silk scarf ZZ1f1
7. catalogue ['kaetolpg] n.
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a list of things, such as the goods you can buy from a particular company or the objects
in a museum H 5%

8. price list M #% &

9. variety [vo'raioti]| n.
a number of different kinds or examples of the same thing #125; £F#E; ZFAL

10. at home and abroad 7£[E [N 4h

11. at a reasonable price LL-& B %

12. I’ll give you a specified inquiry. 823 [ £ H HAR M EL

13. put through 5Ei%; SEAT

Basic Training

l. Fill in the blanks with the proper forms of the given words.
inquire establish product catalogue expand

1. Metals when they are heated.

2. I'looked in the and found that they didn’t have this new dictionary in the library.
3.1 about trains to New York yesterday.

4. At that time, English settlers often friendly relations with Native Americans.

5. The company’s newest is selling well.

Il. Translate the following sentences into English.

1. AR R BGR Z WL i E 3% . (expand into the Chinese market)

2. A ERIA TR A w Z [l e KA il 555K . (put through)

3. B IS B Y i o (at a reasonable price)

4. AT THRIHOUG E N AMITACHT ARG R . A 1E. (at home and abroad)

5. FRATTZ STV 55 K R WE XTI F F) . (establishing business relations)

6. SR XT R 7 (1 B B R %5 5 . (our specific inquiry)
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Pair Work

Roles: Andy—Purchasing Manager from Britain
Susan—Toy Manufacturer from China
Situation: Andy wants to establish business relations with a Chinese toy manufacturer. He’d
like to know something more about the products, for example, the price and the
sales forecast.

Now two students finish this conversation.

Reading

Establishing Business Relations
Just as a factory requires a complete set of machinery to proceed with production, so does
a foreign-trade firm need extensive business connections to maintain or expand its business

activities. Therefore, the establishment of business relations is one of the important undertakings

in the field of foreign trade.

It is in your best interest to build up good
relationships with other companies so that your
partners and customers can grow together with
your business. Here are some tips on how to build
good relationships with other companies:

Tip 1: Establish trust and credibility.

When making your first contact, bear in

mind that whoever is at the other side of the line

does not know you as a person. Instead of just
bargaining with your demands and requests, take
the time to introduce yourself properly. This step is necessary for setting the foundation for a
good business relationship. It’s always easier to work with someone whom you know as a person
than to work with a “faceless” individual sitting on a computer at the other end of the world.

Tip 2: Ask for advice politely. Don’t force it.

Forcing almost always spoils relationships. When there is an issue, ask if it can be corrected
in a nice and polite manner. You are more likely to receive a positive response if you ask nicely.
If you demand in a forceful manner, whoever is on the other side will tend to behave in a similar
manner.

Tip 3: Get in touch regularly.

Even if it’s just a simple email with a couple of sentences, be sure to get in touch every

week or so. Spend more time developing those accounts that you think will help grow your
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business. Eventually, the time that you have invested in developing those relationships will pay off

handsomely.

New Words
extensive [1k'stensiv] adj. | 2R, KiEAY
credibility [kredo'bilati] n. RI{514:, A FEME
properly ['propali] adv. i& 24 ; 1EAfML; 1524 Hs
foundation [faun'derfn] n. KEadi; HiE; MG
faceless ['feislos] adj. AN, BEAI); TTPER; A&
individual [indr'vidzual] n. A, MK
adj. ™S NW; BT SRARRY

spoil [spotl] v. 3R ; ABIR; 5%

n. Wit FEFY)
positive ['pozativ] adj. FUL )
response [ri'spons] n. BN ; i ; [FI%5
forceful ['foisfl] adj. 584 J1H); AULIRIIN; "RIRAY
handsomely ['heensomli] adv. AH410EH; AT ; 2

Phrases & Expressions

proceed with sttty

build up s, Sk, s

grow together —ERK, HEFESK

bear in mind wfE, FER

work with 5. dbsg

tend to @ R 5T

get in touch BUGER &

invest in ®ET

pay off AHts, RmH; BUSR; A

Reading Practice

l. Fill in the blanks with the words given, changing the form of the words when necessary.

foundation individual spoil positive

extensive credibility response forceful
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l. your children can be harmful to them, both socially and developmentally.
2. We should take all of these steps to build a strong for our children.
3. Doing some of your own analytical work will win you , or can begin to rebuild trust

in your ideas.

4. You should have a more attitude.

5. There are also more differences between platforms.

6. They have made generous to the appeals for funds.

7. She’s a confident and leader, with considerable insight and diplomatic skills.
8. After all, strength is limited.

Il. Translate the following expressions and sentences into Chinese.

1. a factory requires a complete set of machinery to proceed with production

2. take the time to introduce yourself properly

3. to receive a positive response

4. the time that you have invested in developing those relationships will pay off handsomely

5. It’s always easier to work with someone whom you know as a person than to work with a

“faceless” individual sitting on a computer at the other end of the world.

6. If you demand in a forceful manner, whoever is on the other side will tend to behave in a similar

manner.

7. Spend more time developing those accounts that you think will help grow your business.

I1l. Match the professional phrases with their Chinese meanings.

1. business directory IS ]

2. business houses of the same trade Ml 555 il

3. business discussion AP S5 E IR

4. the scope of business VA /S5

5. establish business relations AR 52 5 A T

6. trade object B ZPOF 3
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Grammar
Modal Verb [&Z53hi7]

—. BEA R SEARKHIE

L SSRGS 2R A, SR R, AR IETE R RS e 2k
A=A

2. [EZEhAJE A to IIAER, ought Al have BR4b.

3. 1S EIA B AR 2L, B = APREREE i), FESShiAAN -s.

4. fEashiA A AREE (A, riE) B

o TS A VR

1. can & be able to

1) can (& KB H could) FR/nEETT . AIRE, HAFEAERS AL 20T, be able to 7 LLH T
Jr A B

She can take good care of herself. fil g fR )i 4f H &

He will be able to tell you the results soon. AR IRELHE S IFRIREE R T

2) LU &L HEEH] be able to,

a. fEBhhinlm

b. TEIEA RS

c. FEnad LR 20 S ERT

d. TER) 1 Rom 554

e. R T 5, H BB was/were able to, ANAEH] could

They were able to flee Europe before the war broke out.

= They managed to flee Europe before the war broke out.

Attention: could AFE/RIFE

a. JINZEBIER (. FIEHARER could ),

—Could you speak English? /R 235 51 15 7

—YVYes, [ can./No, I can’t. &1, F&<, /A, AL,

b. FOR MBS e e . BER A,

He couldn’t be a bad man. AN KATREZIR A .

2. may & might

RAVE. EOREHEN (FTREVE/N ) 3 o, may BTERIE N, FoRPLiE.

May God bless you! J& 75 R-AG/R!

Tom might be at home. (AT HETES

Attention: might FRIEMIES , ANF/REIZE, WTHEVELL may BZ/)N,

EEFEHC . may/might as well, JEIHHEAW to IIANES, Bl " “AE”7,
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You may as well start at once. /iA 25 sl & HiF .

3. have to & must

1) WA #AR# R “0Z0”, have to F/RZWIEOLTT L, must RS UEE AN EW_EE L.

My little sister was very ill, so I had to call the doctor in the middle of the night. &K IKIFR
D, REMSPRBIEARE, (F0 T2 = )

She said that she must work hard. ihisi it 205% 1) TAE ., ( FX0_EZARGX A= )

2) have to A AFK. BB, 1 must HA—FIEL,

Mary had to look after her baby yesterday. (/)

Mary musted look after her baby yesterday. ( x )

3) FEAE ] : don’t have to 7R “Ah”, mustn’t Fon “EEIE7

You don’t have to tell him about it. /RASE I x4t

You mustn’t tell him about it. /R— & L /- F5 - wfth o

4) must F7RAEN

a. I HEMT, FoRBAERMHENR:, BEh “—E”.

b. FR A PRAE RS B IE 2 A i S 5 A D ISE, must J5 38 4 422 R 3R be (9 JFIE 847>
hia T

You have worked hard all day. You must be tired. /E 77— K, —&E 27T,

David must be working in his office. K T —EFEIVAZE TAEWE.

LA :

He must be staying there. ITEHT E R TEASH .

He must stay there. flLZIRFZEAR

c. FRA O AR AR FAFHENIET , must J5HE58 K

I didn’t hear the phone. I must have been asleep. TNIABA VTR TE, F—E S T .

d. FoRXT ik A HE 20 T A B S RIS, must 5 BN X 8 i T

—Why didn’t you answer my phone call?

—Well, I must have been taking a shower, so I didn’t hear it.

e. M & LA can’t,

If Bill didn’t leave here until six o’clock, he can’t be home yet. 415 HIR7S S A B XL,
IS N IZ R AR B A

4. should & ought to

should Fl ought to #F/~ “Niix”, ATHFAFAFK

—Ought they to go?

—VYes. I think they ought to.

5. had better

1) had better /8 “NiZx, BAFERE", STz, ©RA—-fEL, BRmE
IR FIE o

It is rather cold. You’d better put on my coat. XA 4 . VREUFZF FIRINE

She’d better not play with the pet. Il i N EE R B .

2) had better have done sth. /R 5FH ALK, BR “AREL
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You had better have come earlier. /RA iz 4 I % H— 1k o

Attention: £/ “ER, 47 I, 15X should ( % ) <had better ( Fx#f ) <must ( W0 ),

6. would rather

would rather &78 “TJ&”, would rather do 75 % " would rather not do. would rather...
than... B A “TE-e MAE”, H4b, would sooner, had rather, had sooner #BR] F/n “T & .
TR R

I would rather stay here than go home. = I would stay here rather than go home. F& 77 JZ R 7£ 31X
JLA IR

7. will & would

1) would like; would like to do = want to A1 %,

Would you like to come with us? /REEFIFAT|—H g2

2) Will you...? Would you like...? &/~ & & XHF, SEn)/ah—B A some, 1A% any.

Would you like some drink? %8 M 25 A4 0 7

3) A AETH will, — AN would, won’t you J&—Fh R BiTES

Won'’t you sit down? iF4k .

8. need & dare

XA RIRERTAESE Cahia H, ORTEIS & 3hiA H .

YESE X BhiA), need J5 HUAE AN to, dare J T to A LABE A

YEIGASZhI, WA R T RBEm ) . 75 Ay A 56 A1) o

1) 52 X i) : need (T2, oK)

need+n./to do sth.

2) 15 A8hA : need RAHEIE, need J5hl do, HEIE N need not.,

Need you leave yet?

Yes, I must./No, I needn’t.

3) need 55l 7% X : need, want, require, worth-+doing 1] &/~ # 5] : need doing = need to be
done.

Keep a list of all the jobs that need doing. I FIr A 1AM A S 1% 51—k B 7

9. IE AR Y [ T =X

[7]41) O [ T 1%
Need you...? Yes, I must. No, I needn’t
Must you...? Yes, I must. No, I needn’t./No, I don’t have to.

10. 152 3lA + have + i 2431A]

1) may (might) have + done sth. can (could) have + done sth. 3z F< s [a] 7] 8 % A= B9 31 o
George may (might) have been hurt seriously in the traffic accident.

George can (could) have been hurt seriously in the traffic accident.

TR A RETE Al Fit b3z T HEA .

2) must have+done sth. X ik Z3 I [H] AT g & AR Y S R4l , THACRGR, mlRetkack, B

11
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HrBL WO e iE

A CHE”T MR

Sue must have gone by taxi. 73— /&R HH 09,
3) ought to have done sth., should have done sth. A< iZ e F (g8 FIFEA ). &

R CAZMREE T

You ought to (should) have been more careful in this experiment. ( A IZINEHIEF )
He ought not to have thrown the old clothes away. ( NZIEKRYT THEYI T )
Attention: ought to 7E1E_ I H should Z25i% .

4) needn’t have done sth. AP WAL

I dressed very warmly for the travel, but I needn’t have done so. The weather was hot. & 73X

UOIRAT FAFARME AN, (AL . RTRI

5) would like to have done sth. A ¥] 3 5=
I would like to have read the article, but I was very busy then. & A A0 CERY, (HIL Y

AR

Exercise

Choose the best answer.

1

. Nick come with us this afternoon, but he isn’t very sure yet.

A. must B. may C. can D. will
.—Shall we go to the cinema or stay at home?

—Which do?

A. do you rather B. would you rather

C. will you rather D. should you rather
.—Could I borrow your exercise book?

—VYes, of course you

A. might B. will C. can D. should
.—Shall I tell Joe about it?

—No, you . ’ve told him already.

A. needn’t B. wouldn’t C. mustn’t D. shouldn’t
.—Don’t forget to come to my birthday party this weekend.

—No,

A.ldon’t B. Iwon’t C.Ican’t D. I haven’t
. Bob ought not to me your secret, but he meant no harm.

A. have told B. tell C. be telling D. having told
. These magazines out of the reading room. You have to read them here.

A. can’t take B. must be taken

C. can take D. mustn’t be taken




Unit 1 © Establishing Business Relations — —

8. She passed me in the street without speaking. She me.
A. can’t see B. couldn’t have seen
C. shouldn’t have seen D. shouldn’t see

9. —There were already five people in his car but they managed to take me as well.

—It a comfortable journey.

A. can’t be B. shouldn’t be

C. mustn’t have been D. couldn’t have been
10. Betty be here now because she has just gone to New York.

A. mustn’t B.can’t C. needn’t D. may not
11. To make our city more beautiful, rubbish into the river.

A. needn’t be thrown B. mustn’t be thrown

C. can’t throw D. may not throw

12. There was plenty of time. They

A. mustn’t have hurried B. couldn’t have hurried

C. must not hurry D. needn’t have hurried
13. 1 didn’t hear the phone. | asleep.

A. must be B. must have been

C. should be D. should have been
14. Allen was a good runner so he escape from the police.

A. might B. succeeded C. would D. was able to
15. We last night, but we went to the pub instead.

A. must have studied B. might study

C. should have studied D. would study
16. When the traffic lights are red, you stop.

A. can B. may C. must D. will
17. Your face looks very pale. You be ill.

A. mustn’t B. must C. can D. can’t

18. —Could I use your dictionary?

—Yes, of course you .

A. must B. could C. can D. might
19. Calvin, you play with the knife. You hurt yourself.
A. won’t; can’t B. mustn’t; may
C. shouldn’t; must D. can’t; shouldn’t
20. Sir, you be sitting in this waiting room. It is for women and kids only.
A. oughtn’t to B.can’t C. won’t D. needn’t

13
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Writing
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Email for Business
TERI AR, iR TR EZEARMER]. B IR T BAE Z A
— R EAE T RS T, ARG TR AP R A S .
RS W IR B2 e ANl . A ANl . B BRA, RRFIRHR A A,
PR RUNTT R
T 55 FL - BB TE SCORIAS 43 i =X 5 3030 315 sl 25 M W]

Sample 1

To: Alex67890@yahoo.com

From: Mary12345@sina.com

Date: Oct. 28, 2020

Subject: Request for commodity details
Dear Alex,

We know that you are exporters of floor materials. We would like you to send us details of your
various ranges, including colors and prices, and also samples of the different qualities of wood used.

We are volume dealers in floor materials and believe this is a promising market in our area for
moderately priced goods.

When quoting, please explain your terms of payment and discount you would allow on
purchases of quantities of more than 1,500 meters of individual items. Prices quoted should include
insurance and freight to Paris.

Best wishes,

Mary
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Sample 2

To: Annie110088@hotmail.com

From: Wangming110077@hotmail.com
Date: Mar. 11, 2020

Subject: Feedback of transaction

Dear Annie,

Thank you for your purchase of the book Introduction to E-commerce through Internet. We
have sent out the book and it is expected to arrive in 5 days. I hope you could leave some feedback
on the Website after receiving it. I'll appreciate it very much if you can recommend it to other
customers. Recently, there will be several new books on sale. We can offer you some discounts for
your second purchase. Thank you.

Sincerely yours,

Wang Ming

Sample 3

To: Alexander245@hotmail.com
From: Wangdong332@qq.com
Date: Aug. 23, 2020

Subject: Business trip

Dear Mr. Alexander,

Welcome you to Xiamen. My name is Wang Dong, a clerk of Zhongding Trading Company. I
have reserved a room for you at Riyue Hotel. It’s about 15 km from the International Airport to the
hotel. We will pick you up at the airport. Would you please come to my office to have a talk with us
over our business the next day you reach Xiamen? You may call me if you need any help.

Looking forward to seeing you soon here.

Sincerely yours,

Wang Dong

Writing Practice
Write an email according to the information given in Chinese.
1. &1\ : Adam White (AdamWhite135@vip.163.com)

Wtk N . FE45I)E (hotelmarketing@expedia.com)
KAFEE: 9 A 21 H

2
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%H:l:

(1) WESERITRENAS, HBUE 9 H 25 HEL Adam White B4 XAESEIE TR 9 H 25
H2| 27 H— BN

(2) R, IFHARE AT E A5 4.

(3) ZLREMERIA

Words for reference:

111244 cancellation penalty i 5575 Business Hotel
Pheeees 4% S in the name of I\ confirm

To:

From:

Date:

Subject: Cancellation of hotel booking

Dear Sir or Madam,

I am writing to inform you that

Yours faithfully,
Adam White

2. %f% N\ : PRdepartment@aston.com

N

16

s

ef5 N . WangQiang@163.com

H: 20204E 11 1 18 H

FH . T 1A

ENip

(1)2020 411 H 23 HZE 25 H, FRAEFEH/REWEBITHAHIRENLND, HAH
IbRIED . 48 11 H 26 H N RIS S E—l,

(2)T/IMNE S, EZR2EAE D, Bt ModSf S mi 4.
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To:

From:

Date:

Subject:

Dear Sir or Madam,

Yours faithfully,

Culture Extension

Letters of Establishing Business Relations

To establish a business relationship is, in fact, to decide whom to trade with. The proper choice
of trade objects determines the success or failure. Under normal circumstances, for both parties
through their own introduction or the introduction of a third party, the first thing is to find out the
other party’s capital credit, business capacity and business scope and other important conditions, and
then, carry out substantive business discussion. Only on the basis of mutual understanding and trust
can trading parties cooperate actively and smoothly.

First of all, we should inform the other party how we learned about its business scope and
address, and at the same time, express our desire to establish business relations with the other party
and seek for further cooperation with the other party.

Secondly, introduce yourself to the other party, including the nature of the enterprise, the basic
business situation, the scope of business and what branches there are. If you want to sell any goods,
you can also explain.

It ends with ritualistic language.

The letter should not be too long. It should be brief and to the point. You should introduce your
company in a few words. The more concise, the better. Then include your contact information and

address (including website address), product information, mailing samples, etc.
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PSR AR, Ebs LRSI E RS XR . RAMPERBEIE ST, RER T M
Weo TE—BUEBLT, XU A A HEEE =N A, eSS EH . 2ERE
TR 55 JE S E A, SRS PR T SRR 5 R . SN0 A TEARE. T . it
R ERL |, A BB T B E A, IR0 52 5 1 S5 LUWUH LT .o

HoL, EERNTr, 7R AR AR PR A BV R S Mk, RN SRR TTA S
XTSI S RAMNEE, FREXT5#E— LT R .

HWK, XTI A A E, AR FEASIRGL . S8 T LA WRLE 5y 52
PR, AN B AT AT 2 By il i rT BB

wJa AL RS A R

RPEARTLUR K, EEREG. MizHJLaERE A S A RN AR, MRz,
SRJE R B A O RBR 7 A (CEAERIE ), Al ASRBER ™= a4, BRAFAEA SR,




