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1. FEXH L L FEALLEE (Beginning a letter and Salutation)
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2. GHRAE. Baltoi®E, GO HiAZ (Marketing research, Finding potential
customers and suppliers, and Business proposals)
3. [EHAA - B2 (Credit references and inquiries)
4. 5|AVy (Business inquiries)
5. A7 7— (Offers)
6. 721 iA%A (Sales promotions)
7. AP E —fRAIELS | (Business negotiations, and General terms and conditions
of business)
I ZTIESEGIEM (trade terms) NEE L0 £33, TE M) [FHEE)
FCHM) TD AR 72 &0 10 B SM238 % O THEENBLETT,
X)L (Selling agents)
9. ¥ (Placing and receiving an order)
10. fnFE. 122k (Shipment, and Air services)
#ai HH O FHT AL (Pre-arrangements for export) | #iHifES (Pre-arrangements for
customs clearance for export) . #i ADFHF[TE (Pre-arrangements for import,
etc.). P& fim A@ES (Unloading, pre-arrangements for customs clearance for
import)
11. {EH (Letter of credit)
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12. %4 (Remittance)
13. IR LR (Terms of payment and Settlement)
14. fiik& (Prices)
15. FRER. % ELRFR (Insurance, in particular, marine insurance)
16. 14 (Packing)
17. fifFl (Shipping mark)
18. 4E (Quality)



19. #t& (Quantity)

20. 7 L—2AhEZ0OfEP: (Claims and solutions of them)

21. pdhatB (Description of goods)

22. it (Market conditions)

23. FEOLHEFELE: (Ending a letter, and Complimentary close)
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Favor) | [B#HR(Letters of Apology)] [Hiagdk (Letters of Protest) «——ENR (Letters
of counter-protest) | 4R (Letters of Regret) | HAMK (Letters of Enquiry) | [{H.E
L (Letters of Information) | THA£F{R (Letters of Invitation) | % 3C (Letters of
Congratulation) | [##/ K (Letters of Introduction, Letters of Recommendation,
Testimonials [HEEE D FEM]) | [ AYRELSC (Letters of Condolence) | I 7.2 3¢ (Letters of Enquiry
After Health) |, N@XUR) TFERERH THENdEH) THENBAIR) TERR0EE] TR TR
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Last but not least, the following messages are worth remembering:

Electronic mail is the most commonly used Internet resource throughout the world.
Using the Internet mail system, you can instantly send a message to someone in the
next room or on the other side of the world. Sending information via e-mail is faster
than the postal service, more convenient than faxing, and certainly far less expensive
than an international telephone call.

E-mail is another way in which the Internet is removing boundaries between countries
and opening up communication among people from different cultures. However, because
the universal language of the Internet is English, it is important to understand the
English terms and expressions associated with electronic mail, as well as what is

involved in composing and reading these messages in English.
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