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Unit 1 Basic Knowledge of Business Correspondence Writing
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(—) Form and Structure of Business Letters
() Writing Principles of Business Letters

(=) The Layout of Fax and Email Message
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Unit 2 Establishing Business Relations & Inquiring Credit Reference
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(—) Letters for Establishing Business Relations
(=) Inquiring Credit Reference
(=) Supplement: Some Useful Sentences on Establishing Business

Relations & Inquiring Credit Reference
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Unit 3 Enquiries and Replies
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(—) The Letters of Enquires and Replies

(=) Supplement: Some Useful Sentences on Enquires and Replies
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Unit 4 Quotations, Sales Letters, Firm Offers & Counter Offers

~ BRARA

(—) Quotations
() Sales Letters
(=) Offers
(/9 Counter Offers
(f1) Supplement: Some Useful Sentences on Quotations, Sales letters,
Offers & Counter Offers
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Unit 5 Orders, Acceptances and Rejections

— FRARK
(—) Order
() Acknowledgement
(=) Acceptance of Orders
(JY) Offering Substitute
(1) Letters of Regret
(75) Supplement: Some Useful Sentences on Orders
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Unit 6 Sales Confirmation and Purchase Contract
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(—) Specimen of Sales Confirmation
(=) Specimen of Purchase Contract
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Unit 7 Payment

—. FBEARA
(—) Letter of Credit
(=) Amendment to Letter of Credit

(=) Supplement: Some Useful Sentences on Payment
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Unit 8 Transport and Insurance
— FRARK
(—) Transport
() Insurance

(=) Supplement: Some Useful Sentences on Transport & Insurance
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Unit 9 Complaint, Claim and Settlement
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(—) Complaint

(Z) Claim and Settlement

(=) Supplement: Some Useful Sentences on Complaints, Claims and
Settlements
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Unit 10 Case Study

— FRARR

AR EAEBIE I AZ RO A R E RIS T2 it DA m AT E K
KA Gy nmlad 2R, MRINEM LM 51— Lhrgbl.

ML — B E] ) 57 5 A8 A, HRoinT YR R, W7 IR A TR OT oM AR
Bo XU W EE— D A

X SR 57 3T 5 2 31 TR 2B AL oy ) (NI 7o 2K B T A 38 A

#
o
=
P
=
=



MBI T

—. ERER

Wid: O—21 FH 38 5 WA IIRE R RIS T F1T . @EBRER 5 %31
TVEE A R A% AN S5 4 o

iy OFEBRE S RIS ERTT

R B4R E B3 5 5 % AN IR V@ A5 B 585 7 1, JRT RGiig

Unit 11 Letter of Intent, Agreements and Contracts

—. FRARK
(—) The Basic Knowledge of Writing a Contract and an Agreement
(=) Letter of Intent
(=) Agreement
(JU4) Contract
(1) Supplement: Some Useful Sentences on Agreements and Contracts
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Unit 12 Invitation for Bids, Bid, Notice of Award
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(—) Invitation for Bids
() Bid
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Unit 13 Social Contact Correspondences
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(—) Invitation

() Letters on Congratulations

(=) Memorandum

(PU) Recommendation

( £ ) Supplement : Some Useful Sentences on Social Contact
Correspondences
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Multiple-choice: For each sentence, there are four choices marked A, B, C, and D.
Choose the one that best completes the sentence and Mark the corresponding letter on the
Answer sheet.

1. We are sending you the samples requested.

A. be B. are C.as D. for
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Translate the Following Words and Expressions into Chinese.

1. leading importer

ZHESR: FEHEON
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Translate the Following Sentences into English.
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S % We are one of the leading importers of Daily Chemicals in this city and shall be
pleased to establish business relations with your corporation.
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The Developing and the Developed

Some countries in the world are very rich, such as the US, Canada, Japan and those of
Western Europe. Other countries are less well off. They are called developing countries. These
developing countries lie in Africa, Asia and South America, and are also often called Third World
countries. There are great differences among developing countries. Some have barely started to
change, while others are well on their way to becoming modern industrialized nations.

Developing countries differ from developed countries in a number of ways. The most
important difference is that developing countries are poor while developed countries are rich. On
average, people in developing countries do not eat as well, live in poor quality housing, work in
bad conditions, suffer from ill health and have low life expectancy. Their economies are mainly
agricultural. Some of the richer developing countries have a large number of people employed in
urban jobs but on the whole, there is relatively little machinery in industry.

There have been a great many links between developed and developing countries. The
developing countries buy manufactured goods, particularly machinery, from developed countries.
In return, they sell raw materials to developed countries. A great deal of the developed countries’
food comes from the Third World. Recently, as some developing countries have prospered, they
have started to export finished goods as well. One particular example is textiles. Labor is less
expensive in Third World countries, so they can make shirts and dresses far less costly than

developed countries. Textile manufacturers in developed countries do not like it because they lose
%11 3k 14 W



business, and often say it is “unfair competition”. This sort of import “invasion” will become more
and more common as the developing countries acquire the machinery and know-how to make
goods themselves.

Aid to developing countries used to be considered very important. Now many economists say
that it hardly benefits the developing countries. They say aid is usually given for political reasons.
Ordinary loans are not “aid” at all, since the money has to be paid back with interest. Such loans
can be a heavy burden to a developing country. Often aid is “tied” — the developing countries must
spend the money on goods from the donor country, even if they can get what they want more
cheaply elsewhere. Not all aid is bad — the developing countries do want aid to continue but they
are far more reluctant now to take tied aid or loans with a high rate of interest.

As the developing countries develop, they will become more and more powerful. Already
they have the power to cripple the developed countries if they want to, by refusing to export raw
materials. They realize that getting a fair price for their exports is more important than all the
foreign aid offered.

In 1980, an important report about First World / Third World relations was published. It is
called the Brandit Report. It points out the close links between developed and developing
countries. Without the Third World, the economies of the First World would collapse for lack of
enough raw materials. Serious unemployment would also result from a collapse of trade, because
much of the exports of the First World goes to Third World countries. Therefore, rich countries
should do more to help poor countries to help themselves.

1. Developing countries are less well off, that is, they are

A. relatively not good

B. relatively poorer

C. extremely poor

D. obviously poorer

2. Some Third World countries have barely started to change. That means they
A. have already begun to change

B. have changed a lot

C. have not changed much

D. have had some changes
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3. Other developing countries are well on their way to becoming modern industrialize nations.
By this the author means that
A. they have developed so much that they are now closer to being an industrialized nation
B. they did well to start their journey toward being an industrialized nation
C. they have gone too far in wanting to become an industrialized nation
D. they have already become an industrialized nation
4. Which of the following is NOT considered to be a feature of most of the developing
countries?
A. Not having sufficient quality food
B. Living in poor conditions
C. Being poor in natural resources
D. Having low life expectancy
5. Which of the following is NOT a true description of the First-Third Worlds relations
according to the author?
A. The Third World sells raw materials to the First World and buy machines from them.
B. The First World sells natural resources to the Third World at a higher price.
C. The Third World provides cheap labor to and buy manufactured goods from the First
World.
D. The First World provides economic aids to and get much of their food from the Third
World.
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You are a manager of ABC Company. Please write a memo to all the department
managers, informing them of a training event which will take place on the 3" September
from 9-5 in the conference rooms and attach the documents which are to be read before the

event.

W

BEE:
To: Department Managers
From: Manager

Date:1 September
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Subject: Training Event

Would all Department Managers note that the next health and safety training event takes
place on the 3™ September from 9-5 in the conference rooms. As you know this is a legal
requirement. Please also find attached documents which you should be familiar with before the
event.

Thanks for your cooperation.
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Write a letter to the buyer, urging him to amend L/C No. 345. Your letter should cover
the following contents:
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