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Unit 1 Layout of Business Letters
AN
1.1 LETTER
Principles of Business Letter Writing
Layout of Business Letters

1.2 E-MAIL

Knowledge Requirements:
(O principles and approaches of writing business letters in good order
2 the usual structure of a business letter and e-mails
® how to edit layouts and arrange the parts of a business
IESS
(O comprehensive the difference between fax. letter. email and try to apply it

@ Aware the layout of business letters
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(@ Write an email with proper layout:
PO

a. layout of Business Letter ~ Fax & E-mail  b. how to use them freely

Unit2 Establishing Business Relations
HEENIE:
2.1 Introduction
2.2 Specimen Letters: Leter-1. 2. 3
2.3 Useful Words and Expressions
2.4 Reference Expressions:
(DGot importer’s information through different channel
(@Use proper sentences in establishing business relations .
HEJIEOR
(DAware the layout of business letters of establishing business relations of foreign trade
(@Write a proper email about establishing business relations

B

a. Introduction of your company and its business scope  b. Information on definite products

Unit3 Enquiry and Reply
HEENIR
3.1 Introduction
3.2 Specimen Letters: Letter4.5.6.
3.3 Specimen Enquiry Sheet and Quotation
3.4 Useful Words and Expressions
PP E
(@D Reply the enquiry with useful sentences familiarly
@ Got the information of enquiry correctly
(@ Master the procedure to write the reply letter
RE SR
(O Comprehensive the letter of enquiry and offer
2 Aware the content and format of the enquiry
(® Write the email of offer with keywords
a. structure of FIRST ENQUIRY AND SPECIFICT ENQUIRY  b. main contents :asking for

common data such as catalogue, price list, samples, pictures
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Unit4  Offers and Counter-offers
HEEWIR:

5.1 Introduction

5.2 Specimen Letters: Letter-11, 12

5.3 Specimen Sales Confirmation

5.4 Useful Words and Expressions
HEJJER

(D Understand the firm offer and non-firm offer

@ Use proper quotation format to make offer.
B R

a. structure of OFFERS AND COUNTER-OFFERS b. main contents: commodity name,

quality/specification, price, payment term, shipment.

Unit5 Orders and contracts
BEAAR LT

6.1 Introduction

6.2 Specimen Letters: Letter 13.14.15

6.3 Specimen Sales Contract

6.4 Useful Words and Expressions
FERHER .

(O To learn how to place an order and make confirmation

(2 Understand the obligation and right the seller and buyer should bear
HEJJER

(D Understand the content of the order

@ Draw the contract familiarly
B R

a. full details of description, quantities and prices b. mode of packing, port of destination and

time of shipment c. the terms of payment

Unit 6 Terms of Payment
AN
7.1 Introduction
7.2 Specimen Letters: Letter-16.17.18

7.3 Specimen Application for L/C

7.4 Useful Words and Expressions
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FINAYER
(DLearn the three modes of payment terms
(@Master the key sentences of payment terms in the contract

(3®Master the characteristic of letter of credit and learn how to write relative letters

AE ) H Fp:
(DKnow the procedure of three payment modes: T/T, D/P,D/A,L/C;

@Understand the procedure of establishment, amendment and extension the letter of credit
(3 Understand the detail of letter of credit terms;

P R
a. Payment term T/T ,D/P ,L/C and how to use them

b. Main L/C terms
Unit 7 Packing & Marking

HUENE:
9.1 Introduction: The definition and classify of the packing

9.2 Specimen Letters: Letter 22. Letter 23. Letter 24
9.3 Packing List and Certificate of Origin

9.4 Useful Words and Expressions

KR H g

(D Understand the importance of packing

(2 Mater the packing terms in the contract
eI H Fp:

(O Understand wide range use of packing ;

@ Know the matters need to pay attention

(3 Draw the P/L and B/L regarding the packing with items in contract and letter of credit
B A

a. Shipping Marks b. Types of Packing: Inner Packing and Outer Packing
Unit 8 Shipment

10.1 Introduction
10.2 Specimen Letters: Letter-25.26.27
10.3 Specimen B/L
10.4 Useful Words and Expressions
SR E Ap:
(DUnderstand the terms of shipment in the contract.

(2Familiar with procedure of shipment
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A€ H AR
(DUnderstand the procedure of shipment and communicate with customers
(@Know the contract of shipment terms;
® Preparing the documents of B/L related to shipment

B A

a. Shipment terms on a S/C  b. B/L terms
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