Establishing Business Relations
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1. To learn where to get clients’ information

2. To learn how to establish relations and do business with other companies

3. To learn how to introduce a company and its products or services

4. To learn how to write letters or emails to establish business relations
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: Finding reliable information channels (P2)

: Obtaining customers’ information (P2)
: Trade fair (P3)
At the trade fair (P3)

: Visiting clients’ company (P5)

: Ways of finding customers (P6)
: Allianz (P7)

W: Writing a reply letter to establish business relations (P9)



Business
English

@ {l) Starter—Finding Reliable Information Channels

A. Your prospective customers can come from various sources. Look at the

following pictures and write down what sources they refer to in both Chinese
and English.

B. Read the following joke and discuss with your partner what characteristics a

person should have when drumming up business.

Many years ago, a large American shoe company sent two sales representatives out to
different parts of the Australian outback to see if they could drum up some business among the
Aborigines.

Some time later, the company received telegrams from both agents.

The first said, “No business here... natives don’t wear shoes.”

The second one said, “Great opportunity here... natives don’t wear shoes!”

@}J Obtaining Customers’ Information

Listen to a conversation carefully and
answer the following questions.

1. How did Michael get information about Toys
“R” Us, Inc.?

2. Where can we find potential customers’

information?
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3. Had this company established business relations with Toys “R” Us, Inc. before the trade fair?

@Jﬂ Trade Fair

Listen to a short passage and fill in the blanks with the missing words.

A trade fair (trade show
or exposition) is an exhibition
organized mainly for companies
to showcase their latest (1)
7777777777 and services
and exchange information
about recent trade trends and
opportunities. Some trade
fairs are open to the public,

while others can only be (2)
by company

PS04

representatives and members of the press, therefore they are classified as either “public” or “trade

only”. They are continuously held in almost all (3)

and usually attract companies

from around the globe. For example, in the U.S. there are currently over (4) trade

shows held every year and an increasing number of trade fairs are organized (5) called

virtual trade shows.

& @) At the Trade Fair

Work with your partner to make a new conversation using the words and

expressions given in the box and then role-play it.

further information

electrical appliances / unique / environment-friendly and energy-saving / use green,

eco-friendly materials / offer any discounts / for regular purchases / catalogue /
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Sample:

7 I find your shoe products
fascinating and beautiful. I'm
interested in them. Are they

all made of real leather?

Mr. Ouyang:  Yes. They’re of high quality.

Fine. Are there any other colors available?

i

Mr. Ouyang:  Yes, of course. There are three other colors available now, black, brown,

and ash.

——

Great! May I have a price list with specifications?

i

Mr. Ouyang: Here is a copy of the latest price list, and all the prices listed here are for

our final confirmation. Please take a look.

Thank you. May I take the price list for further consideration?

=

i

Mr. Ouyang:  Sure. Just hold onto it, and please give us a call if you need any other

information about our products.

Thanks, I will. Bye now.

Mr. Ouyang: Bye.
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@ &) Visiting Clients’ Company

Kelly Wong, manager of the marketing department in Marks & Spencer Group,

is showing Mr. Chen, a clothing retailer, around their showroom. Work in pairs
to complete the conversation with the right sentences given below and role-play
it.

a. Here is the pattern book for our products, please have a look.

b. We are proud of the quality and designs of our products.
c. Now, would you like to have a look at our showroom?

d. I could make you an offer.

Kelly: Welcome to our company,
Mr. Chen. I'm Kelly Wong,
manager of the marketing
department. This is my card.

Mr. Chen: Thank you. It’s a great
pleasure to meet you here in
your company.

Kelly:

Mr. Chen: Yes, please.

(In the showroom)

Mr. Chen:  (Glancing over the garments) Wow, what a fantastic display! You have so many
designs and patterns here.

Kelly: , especially the dresses. Look here, these are the latest fashions.

Mr. Chen:  So beautiful!

Kelly: We have many other patterns here, too.

Mr. Chen:  Great! And the design of your products is also eye-catching.

Kelly: That’s true.

Mr. Chen: OK.

Kelly: Now if you have something particular in mind, please let me know, and

Mr. Chen:  All right. I’ll let you know exactly what I want to buy very soon.

-
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{*)(6) Ways of Finding Customers

Read the following passage and do the exercises.

What’s the hardest thing about starting
a business? For many new business owners,
the answer is “finding customers”.

Having a great product or service isn’t
good enough. Customers won’t find you or
your website just because you have started
selling a product or service. Indeed, most
business owners have to go on regular and

frequent fishing trips to find customers and

keep new business coming in their doors.
But how do you do that? Here are some suggestions to get you started.
Develop a plan

Consider who would make the ideal customer. If you sell to businesses, consider what
department is most likely to buy your products or services. (Make some calls if you don’t know!)
What circles do they travel in? Who are they likely to listen to or where do they look when they
want to buy a product or service? Find a way to put your information in their path.
Realize there is no one path to success

Sales often happen because prospective customers hear about your products and services in
several different ways and from several different sources. The more often they hear about you, the
more likely they are to consider what you can offer when they are ready to buy.
Work your local newspapers

Daily and weekly newspapers are an extremely good source of contact information of
potential customers. Watch for names of people who have opened new businesses, or who in any
way may be potential customers. Send those people personalized mails letting them know the
benefits of what you sell. Try to attend meetings they will be at, as well.
Watch for events that may bring your potential market together

Contact the organizers of the event and offer them giveaways of your products or service as a

prize during the event in exchange for having the group promote you in their promotions.
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A. Read the above passage and list at least FOUR ways of finding the potential

clients’ information mentioned in this passage with your own words.

1)
2)
3)
4)
5) p
6)

B. Based on the ways you listed above, try to point out which are direct and

which are indirect ways of contacting potential clients.

direct ways indirect ways

{5 @) Allianz

Read the following passage and do the exercises.

Allianz ()

As an international financial services provider we offer insurance, banking, asset management

products, and services to about 75 million customers in about 70 countries.
Lines of Business
Insurance
We are one of the leading insurance groups in the world and rank number one in Germany.
We are also among the largest insurance companies in a number of other countries in which
we operate. Our product type includes property and casualty insurance, life and health insurance

products for both private and corporate customers.
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We have business in almost every European country. Germany, Italy, and France are our most
important markets. We also run business in the United States, Central and Eastern Europe, and the
Asia-Pacific region.

Banking

The Allianz Group ran 926 billion euros of third-party assets as of December 31, 2009. In
the banking business we focus on our core market Germany under the brand name Allianz Bank.
Outside Germany we are represented by our Assurbanking unit in selected regions.

Asset management

We are one of the five largest asset managers in the world. Our business activities in this
line consist of asset management products and services both for third-party investors and for the
Allianz Group’s insurance operations.

We serve a wide range of retail and institutional asset management clients. Our institutional
customers include corporate and public pension funds, insurance and other financial services
companies, governments and charities, and financial advisors.

The United States, Germany, France, Italy, and the Asia-Pacific region represent our primary

asset management markets.

A. Read the passage and choose the best answer to each question.

1. What is not included in Allianz’s line of business? ()
a. Insurance. b. Banking.
c. Security. d. Asset management.
2. In which country is Allianz ranked the number one insurance group? ()
a. France. b. Italy.
c. United States. d. Germany.

3. Which of the following are not among Allianz’s institutional customers? ()

a. Corporate and public pension funds. b. Governments and charities.
c. Schools. d. Financial advisors.
4. Outside Germany, Allianz is represented by  in the banking business. ()
a. Allianz Bank b. Assurbanking
c. Allianz Group d. other groups
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B. Match the following English expressions with their Chinese meanings.

() 1. property and casualty insurance a. %01

( )2. pension fund b. W AR

() 3. core market c. LKA
() 4. third-party investor d. N Ffg R
() 5. life and health insurance e. BoTHRE

/ y Writing a Reply Letter to Establish Business Relations

Write a reply letter based on the given letter and the information provided below.

Two samples are provided for reference.

1. Confirm receipt of the letter of June 16;
Agree to establish business relations;
Introduce your company as one of the leading textile importers in East Asia;

Request to send price lists, details of trade discounts, and terms of payment;

wok wn

The writer’s name: Mimiyaya Wa (Ms.), Import Manager

Dear Sir,

Through your Chamber of Commerce, we have learned the name and address of your firm.
We wish to inform you that we are exporters of Chinese silk goods and would be happy to build
business relations with you.

To give you a general idea of our products, we are sending you separately a catalogue for your
reference. Please let us have your specific inquiry if you are interested in any of the items listed in
the catalogue.

We look forward to your early reply.

Yours sincerely,
Tao Yaoyao (Mr.)

Overseas Manager
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Sample 1 (outgoing letter):

Dear Sirs,

Your company has kindly been introduced to us by our client, Freeman Co., Chicago, USA,
as prospective buyers of Chinese cotton piece goods. As this item falls within the scope of our
business activities, we shall be pleased to establish direct business relations with you at an early
date.

To give you a general idea of the various kinds of cotton piece goods now available for
export, we’re sending you a catalogue and a price list. Quotations and sample books will be
mailed to you when receiving your specific inquiry.

We look forward to your early reply.

Yours sincerely,

Amanda Lu (Miss)

Export Manager

Sample 2 (reply letter):

Dear Miss Lu,

Thank you for your letter of July 20. We are grateful to Freeman Co., Chicago for having
recommended us to you. It would be a pleasure to establish direct business relations with your
company. We are one of the leading cotton piece goods importers in Central America. We are
very interested in your products. Will you please send us some samples with the best terms?
Should the quality and price be acceptable, we would like to place large orders with you.

We are looking forward to hearing from you soon.

Yours sincerely,

Yang Scrimshaw (Mr.)

Purchase Manager

10
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%! @) Project

Target:

Instruction:

12

To learn how to find potential clients and establish business relations

Divide the class into several groups. These groups are further split into two different
parts: one representing sellers and the other representing buyers. Both sides meet
with each other for the first time at a trade fair. The buyers are to find at least three
sellers and inquire about their products, while the sellers are to introduce themselves
and their products to them, and provide a catalogue and samples. After that, the
buyers send an email to one of the sellers to express their willingness to cooperate.

Then the sellers reply to the inquiry letter.
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prospective /pra'spektiv/ a. 7l | Trade show attendees are all prospective business
s T REM partners. -
representative / repri'zentotrv/ n. | Now the gifts are presented to the representatives. .
(=S
outback /'autbak/ n. (JUFER | It’s a key part of the Australian outback experience, but
KA A you can connect to it across the country. H
telegram /'teligraem/ n. i This is a telegram to London. 1.1
agent /'erdzont/ n. fCEE N, 1 The business agent takes charge of the company .
i) business.
native /nertrv/ n. AN ; 24| You need to communicate with the natives carefully. .
Jit I '
opportunity / ppa'tjumati/ n. #l. | Many universities provide opportunities for students to .
L do part-time work.
approach /o'proutf/ v. $&++----Fi | We have been approached by a number of companies .
s Jeeeees BN that are interested in our product.
potential /pau'tenfl/ a. #7EN]; | How did you get information about potential customers? s
AT RERY '
embassy /'embast/ n. KAF1H He works in the American embassy in London. 1.2
consulate /'konsjulot/ n. #i=H1F | I got the company’s information from the UK consulate. | 1.2
exposition /'eks'pazifon/ n. i< | Teachers from the Arts College are going to stage an
exposition. -
showcase /'{oukers/ v. 7~ The World Expo will showcase the participants’
economic and social strengths and scientific| 1.3
achievements.
trend /trend/ n. #a % There is an upward trend in sales. 1.3
classify /'klaesifar/ v. 7325 We shall classify these products into three categories. 1.3
globe /gloub/ n. A28k, HuEk Companies around the globe will be attracted by the 3
trade fair.
virtual /'vsitfuol/ a. £, i |New technology has enabled the development of an
N online virtual library. '3
appliance /o'plarons/ n. (H] | We are suppliers of home electrical appliances. 4
Ry e HIE ) 481
discount /'diskaunt/ n. #741 We can give you a 5% trade discount. 1.4
catalogue /'kaetolog/ n. 7= i H3& | Can I have a look at your catalogue? 1.4

13
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fascinating /'feesmertiy/ a. %] | Many customers think our products quite fascinating. L4

PNi{]

available /o'verlobl/ a. WJ15/]; | All the products that you want are available today. L4

AT

specification / spesifi'keifn/ n. | These garments are made exactly to your specification 14

G S and requirement.

confirmation / konfa'merfn/ n.| We make you an offer subject to your confirmation 14

HRIN within one week from today.

retailer /'rizterlo(r)/ n. R Wal-mart is the biggest retailer of consumer goods in s
the world.

showroom /'fourw:m/ n. #£f[i] | I’ll show you around our showroom and introduce all s
the exhibits there.

garment /'gazmont/ n. (—f}) |Chinese garments are well-known for their style and s

Kk quality.

pattern /'paeton/ n. §1%¢; F£0 | We have a good variety of patterns for silk blouses. 1.5

eye-catching /'ar keetfiy/ a. 5| A | The packaging of the product is so eye-catching. s

aENiY

circle /'s3:kl/ n. [ ¥,  (Fl, | The company is quite well-known in financial circles. 6

il St

source /sois/ n. (&L, 15 E) | We can get our customers’ contact information from P

kg many reliable sources.

extremely /ik'striimly/ ad. #% 3 | She found it difficult to open up so many markets L6
overseas within one year.

personalized /'ps:sonoalaizd/ a.|Emails nowadays tend to be written in a more P

AT personalized style.

giveaway /'givo,wer/ n. W /ili; | Exhibitors always offer giveaways of their products to L6

o B FE attract potential customers.

promote /pro'mout/ v. #& 7 it | We wish to cooperate to promote relations between our P
two companies.

promotion /pra'moufn/ n. {i|She is responsible for product promotion. L6

ks ey

financial /far'nenfl/ a. 4:flif’); |Both undergraduate and graduate students can receive s

WA, W55 F) financial aid.

insurance /m'fuarans/ n. frf%:; | Travel agencies require every tourist to buy travel 1

INA insurance.

banking /'bankm/ n. #A7Mk; |1t was the largest trading loss by an individual in 17

AT S5

banking history.

14
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asset /'eset/ n. Wr=; Wire Its famous brand is the company’s most important asset. | 1.7
leading /lidmy a. T4 ; 441 | Haier is a leading company in this sector. 1.7
operate /'pporert/ v. #4F; 2% | Can you tell me how to operate a business? 1.7
property /'propatr/ n. /> A |Insurance companies are responsible for family L7
IRa=p: Vi property. ’
casualty /'kezualtt/ n. &4 This policy covers a possible casualty on public 17
e BT N b transport.

corporate /'kowparat/ a. ¥4 N[f); | It doesn’t fit our corporate culture. L
L), A '
retail /riterl/ a. Z4E1F], /NE) | Goods are sold here at retail price. 1.7
institutional / mstr'tju:fonl/ a. #L | Institutional investors are big investors. 17
R '
pension /'penfn/ n. 72 %4x; iE |Pensions are among the investment items for

N companies. L
charity /'tferoti/ n. #3%; #&3% The work of charities is funded by voluntary donations. .
ZIEES ‘
receipt /ri'sict/ n. W F; s We will send you a cheque on receipt of your invoice. 1.8
inquiry /m'kwarorr; 'mkwort/ n. 1] | We shall be glad to have your specific inquiry. .
i, '
item /'artom/ n. 77 hh; TH Be careful when buying items online. 1.8
quotation /kwou'terfn/ n. xR/ H. | We invite quotation of the lowest price. 1.8
sample /'saxmpl/ n. #ih; KA | Can you send me some samples? 1.8
recommend / reka'mend/ v. | She recommended another company. .
1%, WA

drum up A OBi%D ; w5 1.1
business associate b5 EAE AR 1.2
trade press/journal AT AR T /2 1.2
either... or... ANFgeeeees iy Rk 1.3
an increasing number of HHEHAWHEK R, ok 1.3
electrical appliance i 1.4
price list UIER:E 1.4
a copy of... e 1.4
be proud of R NS S 1.5
pattern book CHEEMAAR E T ) AT, #EyP 1.5
make. .. an offer WA 1.5

15
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in exchange for DLeeeses VE R AZ e 1.6
travel in TRATHERY, PUAbyR 1.6
service provider MRSt 1.7
rank number one HeA 5 — 1.7
focus on FErp T 1.7
as of HZE; BB 1.7
a wide range of W2, 2R 2R 1.7
establish / build (direct) |5 (EHH%) HHKR

business relations with. .. '8
give sb. a general idea of... | i A KEL T fiftee- - 1.8
specific inquiry H AR 1.8
cotton piece goods FpAT UL 1.8
within the scope of... FAERRRRREN N 55 17N 1.8
with the best terms DLEAT B 45k 1.8
place large orders with... A eeeeee K=l 1.8

uns

Australian /p'stre1lion/ NN 1.1
Aborigine / a&ba'ridzont/ UM RRNERD A R 1.1
Toys “R” Us, Inc. CGEED BrH A B2 1.2
Chamber of Commerce [ 1.2
Kelly Wong JLA » F 1.5
Marks & Spencer Group HISEEM O EE KRR R D 1.5
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