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ContentsUnit 1 Establishing Business Relations [ [0 [0 [0 [0 00 [0 O O O O O O Investigate the new customer’ s
credit standing fromthebank 0 O O O 0 0O 0O O O O O O O O Inquiring the new customer’ s credit standing
from the customersC] 0 00 O 0 0 0 0O 0O O O O O O Favorable letter of credit standing 0 O O 0 0 0 O O

[0 Unfavorable letter of credit standing O OO O O O O O O O Promoting your company seeking potential business
opportunitiess 0 0 0 0O O O O O O O Exporter’ s proposal tostartbusiness 0 O O 00000000

O Importer’ s proposal to establish business relations 0 O O O O O O O O O O O Being willing to establish
business relations O O O 00 O O O O O Declining other companies’  cooperative intention O [0 O O

O Applying for being the exclusiveagent 0 O O O 0O 0O 0O O O O O Developinganagent 0 O O O 0O O O

[ Declining an application for agency (I OO O O O O [0 Attracting investment (I [ [0 [0 [0 Resuming Business
Relations [J J [0 O OO O O Promoting products to potential customers [0 [0 00 00 0 O O O O O Requiring Trial
SalesO00O0OODOODOOOUNIt2Enquiryl O OO OO O O O Requesting quotation, catalogue and
samplesfromtheseller D 0D O 0O O OO0 0O OO O OO O Requiring quotation, catalogue and samples from
theagent 00 OO DO O0ODOOODODOOODO O Sending catalogue and samples O O O 0O O O O O Replying
the inquiry with quantity discountl) O O O O O O O O O Replying the inquiry and informing the buyer of the
product beingoutofstock 0 0 0 00000 OO O O O O Unit 3 Offerand Counter-offerd O O O 0O OO
0000 OSeller soffert] O O O O Seller’ s offer for best sellerT O 0 O O O O O [ Seller” s offer to sell
offthestock 1 U O 00 O O OO O O A non-firm offer 0 O O Requesting discount [J O [ [0 OJ Conditionally
accepting the counter offer 0 O O OO O [0 OO O O Declining the counter offer (1 01 00 00 O A firm offer O [

[0 Accepting theoffer 0 0 00 0 0O O 0 O O O Unit4 Orderingd O (O O” 0O O )O Pressing for the Order
000000 Trialorder O O O O Revising the order O O O O [ Request for the confirmation of the order [
0O 0O 0O O O O Accepting the order O [ [ O [0 Declining the order O O [0 [ Placing a repeat order [ [0 [ [
[0 Cancelingtheorder 0 O O 0O O O O O O O Unit 5 Packing O O O Discussing the way of packing [0 00 O 0
0 O O Requirement on packing O [0 00 [0 [0 Requirement on shipment mark 0 O O O [0 Avoiding damage
caused by improper packing 0 0 0 0O 0O 0O 0 O O O O O Product packaging [0 O O O O Shipment packing O
0 O O O Inspecting packing 0 0 0O 0O 0 O O O O O Unit 6 Delivery O O O Application letter of shipment [
0 O 0O O O Means of shipment [ [ 00 [0 [ Use of Logistics Cluster transport services] O 0 O 0O 0O 0O O

[ Shipment Schedule Acknowledgement of Purchase Order(] [0 (O O O O O O OO [0 Notification of ready
shipment and delivery [0 [0 O OO 0 O O Exporter’ s advice of the delay of shipment 0 0 0 0 0 0 00O O

[ Notification of product arrival 0 [0 00 O 00 O O Apology for shipment delay] [0 [0 [0 0O 0O 00 O O Canceling
the order owing to the delay of shipment D D O OO OO0 0 OO O O O O O Unit 7 Business Contract and
Agreements J [0 00 O O O O O Letter of intent O O O O Negotiating the terms of the contract J U 0 0 O O
O Drafting a contract J [0 O O O Requiring to revise contract 1 [J 00 O O O O Confirming the terms of the
contract J [0 OJ [0 OO O 00 Accepting the terms of the contract (1 [0 [0 [0 00 O [ Canceling the contract [ 00 O
O0000OD O Unit8 Insurance O O O Asking for insurance [J [0 [0 [ [ Replying to a request for insurance
00 00O OO Introducing coverage O O O O O O [ Negotiating who is to cover the insurance [0 [ 0 O O
0 O Asking the shipment to be insured at the seller’ send O 0 O O O O O O O Asking for Additional risks [J
O O O O O Replying to a request for excessive insurance 0 O O O O O O O O Insurance claim O O O 0 0 O
0000 Unit9Paymentd O (O O O O )0 Mode of payment [ [0 0 O [0 Changing the payment method [
0 O O O O O Agreeing to change the payment method [0 [ 00 00 O O O O O Declining to change the payment
method O O O O O O O O O Pressing for L/C O O O O O O Notification of openingof L/CO O O O O O O
O O Amending and expanding L/C O [0 00 O 0O O O O O Declining the Request for the Delay in Payment [ [
0 O O O O Declining the request for the extensiontothe L/CO OO O O 0O 0O 0O O O O Reminder O O

[0 Apology for the delay in payment [0 [0 00 0 O O O Notification of check enclosedd [0 00 [0 [0 O Notification
of the arrival of check credited to the account] J [0 0 O 00 0 O O O O O Unit 10 Claim and Settlement 0 0 [J
00000000000 Complaint for poor quality [ [0 0 O O O O Complaint for shortage 0 0 00 00 O [
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0 O O Complaint for delivery delay O [0 [0 O O O O O O Complaint for poor packaging 0 O O 0O O O

00 Complaint for mistaken product O [0 0 O O O O Being willing to investigate [ O O O O O O Apology for
poor quality 0 00 0 0 0O 0O 0O O O O Apology for short weight [ 00 OO O O O Apology for delivery delay (I [ [
00000 DO O Apology for poor packaging O O O O O O O O Apology for wrong shipment 0 0 0 O O O
[0 O Shouldering the responsibility for claim and payment for loss 0 [J [0 00 00 O O O O O Turning down claims
0000 O0O0D0ODO O Unit11 Business Meetings and Trade Fair O [0 00 O O O O O Meeting Notice [0 00 O
00 O Agenda for the Annual Meeting 0 O O O O O O O O Invitationtoa Trade Fair D O O O O O 0O O

[0 Accepting an Invitationtoa Trade Fair 0 0 O 0 0 0 O O O O O Decliningan Invitation 0 O 0 0 0 0 O O
O O Unit 12 Office Work O Fax & E-mails ECJ O 0 Memo[J [0 [0 [0 Notice for greeting new comers 0 O 0 [
00 O O O Holiday notice (I [0 [ [J [J Practice notice [ [ [0 [ [ Request for a favor (I (I O O Receipt O [0

(1 Message [1 [ [J Note for leave [0 [J [J O Notice of transfer(] [0 00 [0 O O O O O O Unit 13 Business Etiquette
Documents O O OO O O OO O Congratulation letters [1 [J [0 [0 Congratulations on Practice O [ [ [J

[J Congratulations on promotion [ 00 O O O Letters of Acknowledgement[] [1 [0 [ Replying to the letter of
Thank-you 0 O O 00 O O Condolence letters [1 O O [ Invitatory letter [0 [0 O O Accepting the invitation [ O
O O O Declining the invitation 0 O 0 O O O O O O O Unit 14 Business Social Correspondence 0 O [0 O O

[0 Making Appointment [J O [J Canceling the appointment O [J [0 00 O Reserving room O O [0 [0 O Booking
flight tickets 0 [0 O O O Changing the reservation [J [0 O O 00 Confirming the reservation 0 0D 0 O 0O 0 0O O
O O Unit 15 Recruitment and Job Application 0 0 O 0O O O CV O O O O O Application letter 0 O [

O Self-Recommendation letter OJ [J [0 O Recommendation Letter 0 00 0 (O U O O O O )0 Dismiss letter O [
O O Letter of resignation [ [J 0 O Job Offer 0 O O I Notice of declined job application D 0D O 0 O 0O OO
OO0 OAPPENDIX: O O:0Appendix . O DD O0OODOO0ODOAppendix.ODOODDOOOO

O Appendix 1. OO OO0 OO OO Appendix 1IV. O 0O 0 00O O Appendix V. O 0O O O Appendix VI. O O [
O Appendix VII. O O O Appendix VI O O O O Appendix IX. O O O O O Appendix X. 00 0 O
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