《商务英语函电写作与翻译》课程教学大纲

一、课程基本信息

课程代码：16179502
课程名称：商务英语函电写作与翻译

英文名称：Business English Correspondence and Translation

课程类别：专业课   
学    时：32  

学　　分：2

适用对象:国际贸易专业

考核方式：考试

先修课程：《国际贸易实务》

二、课程简介

外经贸英语函电是国际贸易专业与国际商务专业本科学生的专业必修课。自从中国加入世贸以来，高速发展的中国经济和进出口贸易受到前所未有的促进和推动；与此同时，我们对培养商务英语人才的任务也备感压力。对外贸易的发展与商务英语人才的培养是相辅相成的，庞大的进出口贸易体系需要数以百万计的商务英语专才；而大量商务英语专才的参与，又反过来加速进出口贸易的发展。不言而喻，培养这方面的人才已经成为我国高等院校的重大责任。国际贸易专业与国际商务专业的学生正是以后我国从事外贸工作的主要人才，学好外经贸英语函电对于他们来说意义深远。

本课程紧密结合我国外贸业务的实际，通过大量实例介绍国际商务英语书信的格式与结构、专业英语术语、常用业务词汇和短语、以及有关业务的英语表达方式、句型结构和写作技巧。它注重理论与实践相结合，通过大量的技能训练把基础英语技能和外贸英语知识有机地结合起来，向学生介绍外经贸英语函电写作的基础知识和基本规律，使他们掌握商务英文信函的基本格式和写作技巧。它注重提高学生对外经贸书信往来的认知水平，培养学生顺利阅读和正确理解外经贸英语函电的能力，从而使学生能牢牢掌握外经贸函电写作的基本技能，并在实际商务活动中熟练运用，以满足企业第一线对日常能处理商务信息的专门人才的需求。

Business English Correspondence is a course compulsory for all the students majoring in international trade and international commerce. The ability to write effectively is a valuable business asset. This course is designed to introduce students to the types of business writing in English, the letter format, business vocabulary and the basic skills that are helpful for students to write different kinds of letters in trading and business negotiation; and provide samples of English business writing and lots of exercises for students to help them improve their written English and let students know how to write a letter to achieve a special purpose.
Since the implementation of the policy reform and opening to the outside world, foreign trade has been rapidly developed. China’s entry to the WTO has also added much greater impetus to this tendency. At the same time, the keen competition in the international market keeps on reminding us the importance of the English language in the economic development of our country. The pressing situation in international trade calls for a very urgent need of more and more professionally competent personnel in this field who have a good command of business English. 

Business English correspondence is regarded as an indispensable weapon, with which we can win greater success in the struggle of international trading competition in a global scale. Business English correspondence is also a firm’s silent salesman, a messenger of goodwill, representing its close interest in the outside world. Therefore, no one will deny that effective business writers can use their skill to help increase their company’s sales and profits.

三、课程性质与教学目的
本课程属于国际贸易与国际商务专业本科学生的专业英语必修课，是为培养商务英语人才而设立的一门重要课程。它紧密结合我国外贸业务的实际，通过大量实例介绍国际商务英语书信的格式与结构、专业英语术语、常用业务词汇和短语、以及有关业务的英语表达方式、句型结构和写作技巧。它注重理论与实践相结合，通过大量的技能训练把基础英语技能和外贸英语知识有机地结合起来，向学生介绍外经贸英语函电写作的基础知识和基本规律，使他们掌握商务英文信函的基本格式和写作技巧。

本课程的教学目的就是提高学生对外经贸书信往来的认知水平，培养学生顺利阅读和正确理解外经贸英语函电的能力，从而使学生能牢牢掌握外经贸函电写作的基本技能，并在实际商务活动中熟练运用，以满足企业第一线对日常能处理商务信息的专门人才的需求。本课程要求学生经过一个学期的学习后能够做到以下几点：

了解外经贸英语函电中语言的基本特点；

掌握外经贸英语函电的基本组成部分和布局，并掌握信封的书写格式；

顺利阅读和翻译各类外贸业务信函；

熟悉各类外贸业务信函的书写规律、相关词汇和表达方式；

正确撰写各类外贸业务信函。
四、教学内容及要求 

Unit One:  Layout of Business Letters
Objectives: To let students

understand the functions and the essential qualities of business letters;

get familiar with the general layout of business letters and the tendency of business letter-writing.

Understand the differences of layout between Chinese letters and English letters, cultivating the value of Chinese traditional culture
2. Contents:

Part One: Functions and Essentials of Business Letter-writing

The functions of a business letter are (a) to ask for or to convey information; (b) to make or accept an offer; (c) to deal with matters concerning negotiation of business.
There are certain essential qualities of business letters, which can be summed up in the Three C’s, i.e. (a) Clearness; (b) Conciseness; (c) Courtesy. In some other books, more C’s are added, such as Consideration, Concreteness, Correctness and Completeness.
Part Two: Layout of Business Letters

Speaking of format, there are two main patterns in use at present. One is full block form; the other is modified block form with indented paragraphs.
The modern business letter is nearly always typed. It consists of seven principle parts: (a) the letter-head; (b) the date; (c) the inside name and address; (d) the salutation; (e) the message; (f) the complementary close and (g) the writer’s signature and official position.

3. Questions and exercises:

What are the functions of a business letter?

What are the three C’s?

What will be the result if a letter is ambiguous? How can this be avoided?

Do we use complicated words in our letters?

Is a concise letter always a short one?

How many principal parts does a business letter consist of?

What must we consider first before writing the letter?

4. Teaching methods and tools: 

Methods: Translation, Discussion, Case study, Writing

Tools: Class teaching, Multimedia teaching

Unit Two

Establishing Business Relations

1. Objectives: To let students

1) understand the functions of a First Enquiry and grasp it writing rules; 

2) know how to obtain the information of a firm to be dealt with; 

3) know how to answer a First Enquiry.

4）understand the importance of international trade for the development of China’s economy
2. Contents:

1) International trade is important for the development of China’s economy and also important for many other countries.
2)A foreign-trade firm needs 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.

3) If a new firm wishes to open up a market to sell something to or buy something from firms in foreign countries, the person in charge must first of all find out whom he is going to deal with. Usually, such information is obtainable through the following channels:

Banks
Chambers of Commerce in foreign countries

Trade Directory

Chinese Commercial Counsellor’s Office in foreign countries

Business Houses of the same trade, etc.

Advertisements

Friends

Internet

4) Having obtained the desired names and addresses of the firms from any of the above sources, he may start sending letters or circulars to the parties concerned. This type of letter is an outgoing letter and may be called a “First Enquiry”. “First Enquiry” generally begins by telling the addressee how his name is known. Then some general information should be given as to the lines of business being handled. Finally the writer should state clearly, simply and concisely what he can sell or what he expects or buy.

5) A “First Enquiry” must be answered in full without the least delay and with courtesy so as to create goodwill and leave a good impression on the reader.

3. Questions and exercises:

1) Why do foreign trade firms need a lot of business connections?

2) Through what channels can the names and addresses of the firms to be dealt with be obtained?

What is a circular and what is a “First Enquiry”?

How can a correspondent create goodwill and leave a good impression on the reader?

Write a letter to Denman & Sons at 45 Cannon Street, London, E. C. 4, telling them that you wish to enter into business relations with them, with the following particulars:

Introduce by Mr. A. G. Topworth of Swanson & Bros., Hamburg;

The main line of your business is exporting chinaware;

Ask Denman & Sons to give you the name of their bank;

Illustrated catalogue and price-list will be air-mailed against their specific enquiries.

Write a reply to Winter & Co., at 164 Royal Parade, Wellington, New Zealand with the following particulars:

Acknowledge the receipt of their letter of June 27;

Agree to their proposal of establishing trade relations with you;

Commodity inspection will be handled by the Bureau concerned in Shanghai.

4. Teaching methods and tools: 

Methods: Translation, Discussion, Case study, Writing

Tools: Class teaching, Multimedia teaching

Unit Three

Enquiries and Replies

1. Objectives: To let students

1) understand the aim of making enquiry and what a “first enquiry” is;

2) learn the general rules that should be observed when writing or answering an enquiry letter.

3) understand the differences of phrases used for polite inquiries between Chinese and English
2. Contents:

1)
In foreign trade, enquiries are usually made by the buyers without engagement to get information about the goods to be ordered, such as price, catalogue, delivery date and other terms. Enquiries may be either dispatched by mail, cable, telex, fax, email or handed to the suppliers through personal contact.

2) It is essential in making enquiries to consider carefully to which region or regions the enquiries are to be sent and how many suppliers are to be approached in one and the same region. Failure to take into consideration the relevant situation would lead to an adverse effect on future transactions.

3) If your are an enquirer, you should state clearly in your enquiries to foreign suppliers your exact requirements, inclusive of price, discounts, terms of payment, and the length of time required for delivery. There is no need for long, over-polite phrases and still less for humbleness. Nowadays, many firms even use a printed enquiry form instead of a letter.

4) A “first enquiry”, that is an enquiry sent to a supplier whom you have not previously dealt with, should begin by telling him how you obtained his name. Some details of your own business, such the kind of goods handled, quantities needed, usual terms of trade and any information likely to enable the supplier to decide what he can do for you, will also help.

5) Enquiries should be addressed to the company because, in this way, your letter will receive quick attention. If you address the enquiries to an individual, your letter may have to wait while he is away. Or you may make a mistake and address it to the wrong individual, and this will also mean delay.

6) In conclusion, enquiries should be brief, specific, courteous and reasonable. In return, the answers to enquiries should be prompt, courteous and helpful. In case the goods enquired for are currently out of stock, the supplier should inform the enquirer when they will be available and, by taking this opportunity, introduce some other products as substitutes so as to create a good impression, which hopefully will result in more business.

3. Questions and exercises:

1) What is the aim of making enquiries?

2) Why is it essential in making enquiries to consider to which regions the enquiries are to be sent and how many suppliers are to be approached?

Should enquiries be addressed to an individual? Why not?

What should the answers to enquiries be?

Draft a letter according to the following particulars: Messrs. Arthur Grey & Son write to China National Import & Export Corporation, stating that they have an order to supply a hotel with table-cloths. They request samples in handsome designs of medium and best quality linen suitable for the purpose.

Translate the following sentences into English:

从纽约A. B. C.公司获悉，你公司出口尼龙床单和枕套。对上述品质优良价格公道的商品，本地区常有需求。

我们另邮寄样品一批，深信一旦你们有机会查看样品之后，定会承认该货品质优良，价格合理。

收到你公司5月14日询价，得悉你们对我们手工制人造革手套感兴趣。现将你所需的详细资料，具有插图的目录和价格单附寄给你们。

所附价格单和图解目录将给你提供有关你方最感兴趣的型号的具体情况。

4. Teaching methods and tools: 

Methods: Translation, Discussion, Case study, Writing

Tools: Class teaching, Multimedia teaching

Unit Four
Offers and Counter Offers

1. Objectives: To let students

1) learn the particulars included in a satisfactory quotation or a firm offer;

2) understand the factors that influence the price;

3) grasp the general rules and basic skills of writing a letter accepting or rejecting a quotation.

2. Contents:

1) An offer of goods is usually made either by way of advertisements, circulars and letters or in reply to enquiries. This is the first step in business negotiation.

2) In response to an enquiry, quotations may be sent. A satisfactory quotation will include the following:

An expression of thanks for the enquiry;

Details of prices, discounts and terms of payment;

A statement or clear indication of what the prices cover (e. g. freight and insurance, etc);

An undertaking as to date of delivery or time of shipment;

The period for which the quotation is valid.

3) A firm offer is a promise to sell goods at a stated price, usually within a stated period of time. It must be clear, definite, complete and final. In making a firm offer, mention should be made of the time of shipment and the mode of payment desired; in addition, an exact description of the goods should be give and, if possible, pattern or sample sent.

4) Complaints that prices are too high are usually met by references to the cost of raw materials, labor or transport, to the quality of the materials or the workmanship and sometimes to the rarity of the articles in question (antiques, etc.). A reference to your profit margin may also be sometimes required.

5) Prices may have to be raised because:

the cost of raw materials has risen or

the cost of moving the raw materials to the manufacturer has risen or

the cost of production has risen (because of increase in rent, wages, energy charges, etc.) or

the cost of moving the finished goods to the customer has risen (if the price quoted is not ex-works).

6) When a buyer rejects a quotation or other offer, he should write and thank the seller for his trouble and explain the reason for rejection. Not to do so would show a lack of courtesy. The letter of rejection should cover the following points. It should:

Thank the seller for his offer;

Express regret at inability to accept;

Make a counter-offer if, in the circumstances, it is appropriate;

Suggest other opportunities to do business together.

3. Questions and exercises:

What is to be included in a satisfactory quotation?

In making a firm offer, what should be mentioned?

Why should a buyer explain the reason for rejection of a quotation?

In a letter rejecting an offer, what are the main points to be expressed?

Write a letter for a curtain material manufacturer, with a quotation enclosed therein, giving favourable comments on the goods offered and recommending their client’s acceptance.

Translate the following sentences into English:

如果你方报价具有竞争性，交货期可接受的话，我们愿向你方订货。

我公司打算在近期内将出口任务扩展到欧洲市场。

根据你方要求，今随函附上目录及价格但一份，另封邮上一些样品供你方挑选。

我们相信，我方产品在你地市场的销路一定会很好。

按你方要求，对这四种产品，我方按CIF汉堡报价。我们一般不给任何佣金，但是考虑到你们的订货数量较大，我们破例给你们3%的佣金。

我们认为，如果你们把价格降低少许，会使销售额增加，利润也会更多。

4. Teaching methods and tools: 

Methods: Translation, Discussion, Case study, Writing

Tools: Class teaching, Multimedia teaching

Unit Five

Orders and Their Fulfillment

1. Objectives: To let students

1) understand what should be mentioned in an order;

2）know what rules should be followed when writing an order letter;

3）learn how to write a letter accepting or rejecting an order; (4) understand the buyer’s and the seller’s obligations when a binding agreement comes into force.

2. Contents:

1) An order is a request to supply a specified quantity of good. It may result from an offer or an enquiry with subsequent quotations. The essential qualities of an order are accuracy and clarity. 

2) An order or an order letter should:

A. include full details of description, quantities and prices and quote article numbers, if any,

B. state mode of packing, port of destination and time of shipment,

C. confirm the terms of payment as agreed upon in preliminary negotiations.

3) Orders from customers should be acknowledged by letter. The letter should:

A. express pleasure at receiving the order;

B. add a favorable comment on the goods ordered;

C. include an assurance of prompt and careful attention;

D. draw attention to other products likely to be of interest;

E. hope for further orders.

4) If the sellers cannot accept buyers’ orders because the goods required are not available or prices and specifications have been changed, the letters rejecting orders must be written with the utmost care and with an eye to goodwill and future business. It is advisable to recommend suitable substitutes, make counter-offers and persuade buyers to accept them.

5) According to commercial law the buyer’s order is an offer to buy and the arrangement is not legally binding until the seller has accepted the offer. After that, both parties are legally bound to honor their agreement.

6) The buyer is required by law:

to accept the goods supplied, provided they comply with the terms of the order,

to pay for them according to the terms agreed upon;

to check the goods as soon as possible (failure to give prompt notice of faults to the seller will be taken as acceptance of the goods).

7) The seller is required by law:

to deliver goods exactly of the kind ordered, and at the agreed time;

to guarantee that the goods to be supplied are free from faults of which the buyer could not be aware at the time of purchase.

8) If faulty goods are delivered, the buyer can demand either a reduction in price, or replacement of the goods, or cancellation of the order. He may also be able to claim on the sellers for the losses thus sustained.

3. Questions and exercises:

What should be mentioned in an order?

In a letter confirming an order, what particulars are to be repeated?

In reply to a first order, why is it advisable for a seller to draw the buyer’s attention to some other products likely to arouse his interest?

What are the buyer’s obligations when a binding agreement comes into force between buyer and seller?

If faulty goods are delivered, what can the buyer do?

Write a letter to your customer, acknowledging receipt of his order, but regret being unable to accept it at the prices quoted previously. Quote your current prices and ask for your customer’s opinion.

Translate the following letter into English:

感谢你方9月10日购买棕色毛哔叽的订单，但遗憾的事我们无法接受。因为自从8月15日我们向你方报盘以来，价格已经有了很大提高。按照我们过去报给你方的价格，我们自己也很难补进库存。希望你方理解我们面临的处境。

我们可以告诉你方，现在你方要订购的商品，其现行价格为每码1.05美元FOB上海。然而，为了要达成你我之间的首笔交易，我们愿意在上述的价格上给你方2%的折扣。

我们真诚的劝告你方接受我们的建议，因为我们的库存逐日在减少。如果你方不能立即确定，我们恐怕将无法满足你方需要。盼回信。

4. Teaching methods and tools: 

Methods: Translation, Discussion, Case study, Writing

Tools: Class teaching, Multimedia teaching

Unit Six
Terms of Payment
1. Objectives: To let students

1) get familiar with the procedures of issuing an L/C;

2) learn how to write a letter urging the establishment of L/C;

3) understand in what circumstances an amendment or extension of an L/C is necessary;

4) grasp the general rules and basic skills of writing a letter asking for amendment and extension of an L/C.

5)understand the importance of value of trust in the payment

2. Contents:

Part One: Payment

1) The most generally used method of payment in financing international trade is the letter of credit (L/C), which is reliable and safe for both sellers and buyers. There are various types of L/C, such as irrevocable documentary credit, revolving credit, standby credit and back-to-back credit. This unit deals mainly with irrevocable documentary credit.

2) The parties concerned to a documentary credit are: the applicant (importer/buyer), the issuing bank, the advising bank, the confirming bank, if any, the nominated paying/negotiating/accepting bank and the beneficiary (seller/exporter).

3) The procedures for issuing an L/C are as follows:

The buyer and the seller conclude a sales contract proving for payment by documentary credit;

The buyer instructs his bank – the issuing bank to issue a credit in favour of the seller (beneficiary)

The issuing bank asks another bank, usually in the country of the seller, to advise and perhaps also to add its confirmation to the documentary credit;

The advising or confirming bank informs the seller that the credit has been issued.

Part Two: Urging Establishment of L/C

1) When a transaction is concluded, the buyer is under obligation to establish a letter of credit with his bank within the time stipulated in the sales contract. It is the usual practice in our export trade that the L/C is to be established and to reach the seller on month prior to the date of shipment so as to give the seller ample time to make preparations for shipment, such as making the goods ready and booking shipping space.

2) However, there may be circumstances where the buyer fails to establish the letter of credit, or the letter of credit does not reach the seller in time; then a letter has to be sent to the buyer to urge him to expedite the L/C or to ascertain its whereabouts. Be careful that the letter should not be started too strongly by blaming the buyer for non-performance of contract. The first letter sent should be a polite note saying that the goods ordered are ready but the relevant letter of credit has not come to hand. If the first message brings no reply, a second one will be sent. This one, though still restrained, will express disappointment and surprise. 

3) Messages urging establish of letter of credit must be written with tact. Their aim is to persuade the buyer to co-operate more closely and in fact to fulfill his obligations; otherwise they will give offence to the buyer and bring about unhappy consequences.

Part Three:
L/C Amendment and Extension

1) The seller, on receiving the relevant L/C, should first make a thorough examination to see whether the clauses set forth in the L/C are in full conformity with the terms stated in the sales contract. A minor difference between the two, if not discovered or duly amended, may cause the seller much inconvenience because the negotiating bank will refuse negotiation of the documents according to the instructions given by the opening bank. Therefore, if any discrepancies or some unforeseen special clauses to which the seller does not agree are found in the L/C, the seller should send an advice to the buyer, asking him to make amendment. Sometimes an unexpected situation with regard to supply, shipping, etc. may arise. In this case, an amendment to the original L/C will also be required.

2) The buyer can also ask for amendment if he finds something in the L/C needs to be altered. The usual procedure is that the buyer should first obtain consent from the seller and then instruct the opening bank to amend the L/C.

3) Every L/C has its expiry date. In order to leave sufficient time to the seller to make out the shipping documents and the bank to make their negotiation, the date of shipment and the expiry date of the L/C should be made at two weeks apart.

4) Sometimes the seller may fail to get the goods ready for shipment in time or the buyer may request that the shipment be postponed for one reason or another; then the seller will have to ask for extension of the expiry date as well as the date of shipment of the L/C.

5) Letters concerning L/C amendment and extension should written with courtesy because a mere amendment to or extension of L/C will need time and money, which is always annoying thing to the buyer.

3. Questions and exercises:

What is the advantage of payment by L/C?

Tell the whole process of how an L/C is issued?

G. E. Walter & Co. asked you to supply them with goods to the value of 45,000 pounds sterling. They suggest that you draw on them at 60 d/s for the amount of your invoice.

Write a tactful letter explaining that you can only do this against an irrevocable letter of credit confirmed by your bank.

Why should the L/C reach the seller at least one month prior to the date of shipment?

What should the seller write in his first letter to urge the establishment of L/C?

Messrs. Abdullah Ali Mohamed & Co., Baghdad, purchased 2,000 dozen of Thermos Flask for delivery in July. As the goods are ready for shipment, draft a letter to the buyers urging them to establish the covering L/C immediately.

Why is it essential for the seller to make a thorough examination of the L/C?

What should the seller do if any discrepancies or some unforeseen special clauses are found in the L/C?

Under what condition is an extension of L/C necessary?

Write a letter to Messrs. Simpson & Kemp Ltd., 45 Madison Street, Perth, Australia requesting them to amend L/C No. 4936 covering 4,000 dozen of Poplin Shirts by allowing transshipment, and packing in half-dozen carton boxes instead of in one-dozen ones.

4. Teaching methods and tools: 

Methods: Translation, Discussion, Case study, Writing

Tools: Class teaching, Multimedia teaching

Unit Seven

Shipment

1. Objectives: To let students

1) get familiar with the procedure in making a shipment;

2) understand the function of bill of lading and the meaning of partial shipment and transshipments;

3) learn the purposes of letters regarding shipment;

4) grasp the basic vocabulary and sentences concerning shipment.

2. Contents:

1) The effectuation of shipment signifies the seller’s of fulfillment of the obligation to make delivery of the goods. Carriage of goods takes place by road or rail, inland waterway, sea and air. However, so far as foreign trade is concerned, shipment is mostly made by ocean vessels – tramp or liner.

2) There are three parties involved in most movements of goods, the consignor – who sends the goods; the carrier – who carries them and the consignee – who receives them at the destination.

3) The ocean bill of lading is an essential document in making a shipment. It presents three aspects. First, it is a receipt of the goods. Second, it is a contract for the performance of certain services upon certain conditions. Third, it serves also as evidence of ownership of the goods described, and when made out “to order’, it becomes in practice a negotiable instrument, used as security for loans and loans and other purposes. 

4) After making shipment, the seller should promptly advise the buyer of its effectuation, no matter whether the transaction is concluded on FOB, CFR or CIF basis. For FOB and CFR transactions, the buyer will have to effect insurance on the shipment upon receipt of shipping advice from the seller. It has been a customary practice that in the case of FOB transactions, the seller, before shipping, should ask the buyer to name the vessel on which the goods are to be shipped unless otherwise specified in the contract or L/C.

5) If the nature of the goods permits and provided that appropriate stipulations have been laid down in the contract or L/C, the seller may choose to make several partial shipments of a given lot of contracted goods at different times.
6) In cases where direct sailing from one port to the other is unavailable, transshipment is necessary. In order to avoid dispute that might arise in future, the seller should first obtain consent from the buyer that the goods ordered may be sent to the port of destination with transshipment. As such, the stipulation “transshipment is allowed” should be laid down in the L/C as well as in the contract.

7) Letters regarding shipment are usually written for the following purposes: to urge an early shipment; to amend shipping terms; to give shipping advice; to dispatch shipping documents and so on. The seller may also review the course of the transaction and express the desire for further development of business.

3. Questions and exercises:

Write a letter asking shipping brokers to charter a vessel for shipping 4,000 tons of sugar from Whampoa to Cairo. Include all necessary details.

Write a letter, asking a shipping agent to collect a consignment from your warehouse and make all arrangements for transportation to Hamburg. Give imaginary particulars as to name of commodity, names of consignor and consignee and say who will take delivery of the consignment upon arrival.

Translate the following letter into English:

你方6月7日来信收到。关于第80616号购货合约项下的3，000套梅花扳手，我们函告如下：

按和约所定，上述货物应在4月、6月及8月分三批等量装运，但直到现在，第一批还没有装。我们的用户正等待着货物，他们对你们如此拖拉交货感到非常惊奇。

请尽力在六月底把第一批和第二批货物一起运来，否则我们的客户对你方延迟装运将感到不满，以后可能撤销订单，而转向他处去补足他们的需要。



见信后请告确切装运日期为荷。

Write a letter to the Asian Antique Potteries Co., Tokyo, requesting them to increase the total amount of the L/C by USD 5,000 to cover the air freight required for sending the potteries and porcelain.

4. Teaching methods and tools:

Methods: Translation, Discussion, Case study, Writing

Tools: Class teaching, Multimedia teaching

Unit Eight

Packing

1. Objectives: To let students

1) get familiar with different kinds of transportation packing and different packing terms in foreign trade;

2) understand the importance of packing in foreign trade;

3) grasp the general rules and basic skills of writing a letter concerning packing;

2. Contents

1) In the process of production and circulation, commodities should be kept well for the protection of their quality and quantity. Therefore, packing as a kind of promotion, is considered to be a very important means for this purpose. Tastely and compactly packed commodities are more attractive in shape and hence more advantageous in a highly competitive market. In international trading practice, packing is even more important than that in domestic trade.

2) Packing is usually classified into two categories:


A. Inner packing/small packing, i.e. packaging or sales packing.


B. Outer packing/large packing, i.e. packing for transportation

3) Packing terms in foreign trade usually include the form of packing, the packing materials, the packing cost and the trademark of the goods.

4) In international trade, packing chiefly means the packing of packed cargo for transportation, which falls into two categories.


A. Single piece transportation packing, such as case, crate, carton, bag, sack, drum, bale, carboy;


B. Unitization, such as flexible bag container, palletization, containerization.

5) Packing marks are marks in words, geometric figures and Arabic numerals stenciled on the transportation pacing for recognition of goods in transit, storing, commodity inspection and customs declaration to secure safe delivery.


A. Shipping mark: the main mark, the port mark, the case number/package number;

B. Subordinate mark,;

C. Indicative marks/care marks & warning marks/caution marks.

3. Questions and exercises:

1) Why does packing in foreign trade need more care than in home trade?

2) Why do we say the packing clause is essential in a foreign trade contract?

3) What are the advantages of container transportation?

4) Translate the following sentences into English.


A．运费通常是按包装货物的总重量来计算的。


B．丝质女衫每件用塑料袋包好，再装入标准出口纸板箱，每箱30打。


C．瓷器茶具是易碎品，应该用软材料包装好，再用有碎布衬里的纸板箱紧密包装。


D．在现代国际贸易中，集装箱化被公认为一种更有效率的运输方式。


E．我们希望我方产品经过改良的包装的图案和花款能适合贵国消费者的口味。

5) 你方8月31号来函询问我方旅行剪刀的包装，今告知如下：我们出口的旅行剪刀每盒装一打，每一纸板箱装100盒。尺码是17公分高，30公分宽，50公分长，体积约0.026立方米，净重22.5公斤，毛重23.5公斤。纸箱外的标记，除印刷有毛重、净重及皮重外，还需印刷有“中华人民共和国制造”字样。如果你方对标记有何特殊要求，请告知，我们会尽力满足。顺告我们的剪刀过去一向是用木箱包装的，但经过多次用纸板箱试装后，发现纸板箱同样适宜于海洋运输，且纸板箱价格较低，搬运较为轻便，运费也较低廉，所以现在有更多客户宁愿要纸板箱包装而不要木箱包装。我们相信你方会同意我们的意见，接受纸板箱包装。如能早日答复，不胜感激。

4. Teaching methods and tools: 

Methods: Translation, Discussion, Case study, Writing

Tools: Class teaching, Multimedia teaching

Unit Nine

Insurance

1. Objectives: To let students

1) get familiar with different types of insurance and their coverage;

2) understand the necessity and advantage of insuring the goods;

3) grasp the general rules and basic skills of writing a letter concerning insurance;

4) learn the matters to be covered in an insurance policy.

2. Contents:

1) Cargo insurance protection is an aid to commercial negotiations. It allows traders to proceed with confidence in the knowledge that each party to the transction is properly protected.

2) Insurance for international trading includes Overland Transportation Insurance, Air Transportation Insurance, Parcel Post Insurance and Marine Insurance.

3) Risks covered under Marine Insurance are divided into the following two kinds: Perils of the Sea and Extraneous Risks.

4) Marine Losses caused by the happening of risks are generally classified into the following categories: Total Loss, Partial Loss and Marine Charges.

5) Marine insurance may be arranged by either the seller or the buyer, depending on the terms of sale. As to the coverage and the insurance value, it is usually effected on CIF basis, for 100% of the invoice value plus 10% on FPA terms according to INCOTERMS 2000. The 10% is to cover a reasonable profit and some expenses of the buyer. Sometimes, buyers may request insurance to cover more than 110%, or broader kind of coverage. In such circumstances, the extra premium will be for the buyer’s account.

3. Questions and exercises:

1) What is the purpose of insurance?

2) As far as foreign trade is concerned, what risks are usually covered under an insurance policy according to CIC by the PICC?

3) Does “All Risks” cover all the risks? What is not included?

4) 我们的价格没有把任何附加险计算在内。我们只保水渍险，包括仓至仓条款。

5）如果贵方希望将货物投保一切险，我们可以代为投保，但保费稍高，保费差额由你方负责。

6）在没有得到你方明确的保险要求情况下，我们按惯例把你所订购的货物按发票金额110%投保了平安险。

7）请务必将上述货物按发票金额的120%投保一切险，我们知道按照惯例，你们只按发票金额另加10%投保，因此额外的保险费由我方承担。

4. Teaching methods and tools: 

Methods: Translation, Discussion, Case study, Writing

Tools: Class teaching, Multimedia teaching

Unit Ten

Agency

1. Objectives: To let students

1) get familiar with different types of agents and their functions;

2) understand the necessity and advantage of appointing an agent;

3) grasp the general rules and basic skills of writing a letter applying for an agency or seeking an agent;

4) learn the matters to be covered in an agency agreement.

2. Contents:

1) In law an agent is a person or an organization that makes a contract not on his own or its own behalf but on behalf of another person or organization. This other person or organization is known as the “principal” or “principals”. The principal may appoint an agent to represent him (a) permanently or indefinitely or (b) for a limited period to conduct various transactions or (c) for a limited period to conduct one transaction only.

2) A vast amount of international trade is handled not only by direct negotiation between buyers and sellers but also by means of agencies. An important reason for appointing a foreign agent is his knowledge of local conditions and of the market in which he will operate. He knows what goods are best suited to his area and what prices the market will bear. In developing foreign trade, agents and intermediates often play a very important role.

3) As far as buying and selling are concerned, there are mainly two types of agents: general agent and sole agent (exclusive agent).

4) The first step in choosing an agent is to make sure whether the firm or person to be appointed has sufficient means to develop the trade and whether the firm or person has reliable connections in the designated area.

5) Our import and export corporations usually appoint some firms in foreign countries to act as their agents to sell the goods produced or manufactured in our country. The terms of agency are sometimes set out in correspondence between the parties, but where dealings are a large scale, a formal agreement may be desirable; or the agreement may be drafted by one of the parties in consultation with the other. Matters to be covered may include all, or some of the following:

The nature and duration of the agency;

The territory to be covered;

The method of purchase and sale (e.g. whether the agent is to buy for his own account or “on consignment”.

6) There are other types of agencies with varying degrees of authority, such as brokers, factors and forwarding agents.

7) If the initiative for an agency comes from the potential agents, i.e., if it is the potential agents who apply for the agency, the agents will in their letter of application to 

the local market waiting to be exploited;

their knowledge of this market and local business;

their ability to capture a good share of the market;

the strength and the reputation of their own firm;

their ability to promote the goods and to sell them.

8) The applicants may at this stage state the rate of commission that would expect to receive or they may leave this question to a later date. They may also offer the names and the addresses of local banks and traders that can provide favorable references.

9) If, on the other hand, it is the manufacturers or main distributors who seek an agent, their letter offering the agency will generally inquire about the points mentioned above. It will also speak favorably of the reputation or the quality of the goods and it will try to convince the potential agents that they would profit by handling the goods. The letter may also explain the commission system, how accounts are to be settled and how the principles would assist with marketing. The letter will also make clear whether the agency is to be a sole agency. The principles may also suggest that a representative of their company should visit the potential agents. If the two parties agree to do business, they will sign an agency agreement or at least exchange letters.

3. Questions and exercises:

Why shall a seller appoint an agent in a foreign country to which the goods are to be exported?

What are the main types of agents in buying and selling and what is the difference between them?

What are to be covered in a formal agency agreement?

Your firm wishes to appoint a main agent in South America for the sale of well-known optical instruments. Write a letter to a South American distributor and offer the agency.

Write a reply to the above letter for the South American distributor.

A general import agent dealing in hardware goods wishes to handle our plastic wares. Write a letter for the agent making an offer of services and quoting terms.

Answer the letter writer by the agent in No. 6 above. Accept his offer on condition that he handles no competing goods from other manufacturers.

4. Teaching methods and tools: 

Methods: Translation, Discussion, Case study, Writing

Tools: Class teaching, Multimedia teaching

Unit Eleven

Complaints and Adjustments
1. Objectives: To let students

1) get familiar with different kinds complaints and the ways to deal with them;

2) understand the importance of dealing with complaints and actions to be taken in order to find out the causes;

3) grasp the general rules that should be followed when writing a letter of complaint;

4) learn how to answer a letter of complaint, including both positive reply and negative reply.

2. Contents:

Part One:
Letter of Complaint

1) There are two kinds of complaints being frequently made by buyers:

A. The genuine complaint, which arises from one of the following situations:

The wrong goods may have to be sent;

The quality may not be satisfactory;

The goods may have been delivered damaged or late;

The prices charged may be excessive, or not as agreed.

B. There is the complaint made by buyers who find fault with the goods as an excuse to escape from their contracts, either because they no longer want the goods or because they have found that they can get them cheaper elsewhere.

2) Before writing a letter of complaint ask yourself the following questions:

What exactly am I complaining about?

What inconvenience or loss have I suffered?

What evidence of inconvenience or loss can I produce?

What can I expect the other party to do for me?

And you should plan your letter as follows:

Begin by regretting the need to complain;

Mention the date of order, the date of delivery and goods complained about;

State your reasons for being dissatisfied and refer to the inconvenience caused;

 (a) Ask for an explanation of what has caused things to go wrong (so that 

you can decide whether to pursue the matter); or

(b) Ask what can be done to put the matter right; or

(c) Suggest a course of action; or

(d) State explicitly what you think should be done to put the matter right.

Part Two:
Replying to a Letter of Complaint

1) A letter of complaint may alert you to something that is wrong in your organization and may enable you to prevent more serious trouble from occurring later. Complaints, even unjustified one provided they are honest, give you an opportunity to repair damaged goodwill and even to enhance it in the eyes of the complainant and his associates. Through your prompt and generous rectification of a mistake or a failure a customer may be kept from going to one of your competitors and may become bound to you as his supplier even more strongly. 

2) On the other hand, failure to answer a letter of complaint may cause you to lose not only the business of the complainant but also that of his associates who hear about your failure to put things right.

3) Before replying to a letter of complaint, you should try to verify the complainant’s allegations and consider the matter with an open mind. Ask yourself these questions:

Is the request or the complaint genuine?

How serious is the matter to my company?

What explanation or admission shall I provide?

Is my company legally or at least morally responsible? If yes, what redress shall I offer? What are the consequences for my company likely to be if I offer no redress?

Part Three:

Plan of a Positive Reply

Acknowledge the letter and possibly express thanks for bringing the matter to your attention. Express regret that the writer has suffered inconvenience but do not over-apologize or emphasize the inconvenience. Do not express a hope that no inconvenience has been caused when it is obvious that it has been caused;

State what action you are taking to help the writer;

Give any explanation required; keep this short;

State any action that you are taking to try to prevent a recurrence of the trouble;

Conclude with an expression of goodwill.

Part Four:

Plan of a Negative Reply

Acknowledge the letter and express regret that the writer has suffered inconvenience but do not over-apologize or emphasize the inconvenience. Never begin with such a statement as “I was surprised/shocked to learn that………”;

Review the history of the matter or explain what has gone wrong and how things should have been done. Keep your review or explanation as impersonal as it is possible. Present the matter in such a way that the complainant will see that you are leading up to a negative decision.

If it is not yet clear that your decision is negative, make a statement from which the complainant can infer that he will not get the redress desired; alternatively make a direct statement of refusal but avoid blunt language as “Your claim is rejected”. Do not apologize for your decision.

If, although you cannot give the redress expected, you can say something positive, helpful and constructive, state what this is. If a third party is liable, give the name of that party. Give any advice that will help to avoid a recurrence of the trouble.

Assume that the complainant will accept your position as reasonable and close the letter on a friendly note.

If you cannot reply in full at once, send an acknowledgement and say what action you are taking.

3. Questions and exercises:

How many kinds of complaints are frequently made by buyers?

In what way is a letter of complaint written?

What should the sellers do if they first discover that a mistake was made?

What are to be noted by the sellers when they are dealing with a complaint?

Is it necessary for the sellers to go into a long story of how the mistake was made? Why?

Messrs. Westcott & Co. complain that 500 tins of condensed milk ordered by them arrived dented and punctured; they attribute the damage to defective packing and emphasize the need for greater care. Write a letter on behalf of Westcott & Co. to the above effect.

You have ordered and received from the U.S.A. a consignment of chemicals. On opening the cases you discover that the contents of many of the canisters have been leaking out. Write to the suppliers.

You have paid $240,000 to have air conditioning installed in a workshop. Although the system has been adjusted several times during the last few weeks, it is still not cooling as the suppliers promised it would. Write to the suppliers.

Reply to any of the letters required in the exercises above.

Translate the following sentences into English:

关于7月8日所订拖拉机迟交仪式，很遗憾，我们不得不抱怨。虽然你方保证在9月中交货，但直到本周我们才收到订货，你方知道我们是在你方保证的基础上才向你们订购的。

由于你方提出的异议与我们试验的结果不一致，因此要求你方作另一次检查，以便证明是否有理由提出索赔。

继续延误解决这一索赔案件定将严重影响你方信誉，因此你方必须立即改正错误。

由于厂方有许多累积的定货需要赶制，我方目前歉难增加供应。

4. Teaching methods and tools: 

Methods: Translation, Discussion, Case study, Writing

Tools: Class teaching, Multimedia teaching
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