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Unit 1 Fundamentals of Modern Business Letter | 6
Writing

Unit 2 Establishing Business Relations 6
Unit 3 Inquiry 12
Unit 4 Offer 12
Unit 5 Counter-offers 18
Unit 6 Acceptance and Confirmation 18
Unit 7 Order and Contract 6
Unit 8 Paymentand L/C 6
Unit 9 Packing 6
Unit 10 Shipment 6
Unit 11 Insurance 6
Unit 12 Complaint, Claim and Settlement 6

M. RIERBSHFEN

unit 1 Fundamentals of Modern Business Letter Writing

[(BRVEK]
Knowing the form of business letter
Knowing the structure of business letter

Knowing how to address envelopes

(EE2AR]
Write letters in 4 forms
Arrange letter parts in proper structure
Address an envelope

(HERE]
1. the basic requirements of business letter writing
2. the basic parts of business letters
3. the basic layout/format of business letters

4. addressing envelops

Unit 2 Establishing Business Relations



[BREK]
Understanding basic requirements for letters of establishing business relations
Familiar with common words and useful expressions used in establishing business
relations
Acquiring skills in writing letters of establishing business relations

[FERE]

Reading and translating the example letters
Translating useful sentences from Chinese to English

Composing a letter according to given messages
[(HRAE]
1. basic knowledge concerned
2. |etter writing guide
3. the commonly used expressions and sentences

4. sample letters

Unit3 Inquiry

[(BREK]
Understanding basic requirements for letters of inquiry
Familiar with common words and useful expressions used in inquiry
Acquiring skills in writing letters of inquiry

(FEAR]
Reading and translating the example letters
Translating useful sentences from Chinese to English

Composing a letter according to given messages

[(HERE]
1. basic knowledge concerned
2. |etter writing guide
3. the commonly used expressions and sentences

4. sample letters

Unit4 Offer

[BBYEK]



Understanding basic requirements for letters of quotations and offers

Familiar with common words and useful expressions used in the letters of quotations
and offers

Acquiring skills in writing letters of quotations and offers

[FERE]

Reading and translating the example letters
Translating useful sentences from Chinese to English
Composing a letter according to given messages

[(HRAR]
1. basic knowledge concerned
2. |etter writing guide
3. the commonly used expressions and sentences

4. sample letters

Unit 5 Counter-offers

[BEMEK]
Understanding basic requirements for letters of counter-offers
Familiar with common words and useful expressions used in counter-offer letters
Acquiring skills in writing letters of counter-offer

[(FERTF]
Reading and translating the example letters
Translating useful sentences from Chinese to English
Composing a letter according to given messages

[(HRARE]
1. basic knowledge concerned
2. |letter writing guide
3. the commonly used expressions and sentences

4. sample letters

Unit 6 Acceptance and Confirmation

[BREK]
Understanding basic requirements for letters of acceptance and orders

Familiar with common words and useful expressions used in letters of acceptance and
orders

Acquiring skills in writing letters of acceptance and orders



[(FERTA]
Reading and translating the example letters
Translating useful sentences from Chinese to English
Composing a letter according to given messages

[(HRARE]
1. basic knowledge concerned
2. |etter writing guide
3. the commonly used expressions and sentences

4. sample letters

Unit7 Order and Contract

[BEMEK]
Understanding basic requirements for letters of payment
Familiar with common words and useful expressions used in payment letters
Acquiring skills in writing letters of payment

[(FERTF]
Reading and translating the example letters
Translating useful sentences from Chinese to English
Composing a letter according to given messages

S
1. basic knowledge concerned
2. |letter writing guide
3. the commonly used expressions and sentences

4. sample letters

Unit8 PaymentandL/C

[BREK]
Understanding basic requirements for letters about L/C
Familiar with common words and useful expressions used in letters about L/C
Acquiring skills in writing letters about L/C

[(FERE]
Reading and translating the example letters
Translating useful sentences from Chinese to English
Composing a letter according to given messages

[HRAE]



1. basic knowledge concerned
2. |etter writing guide
3. the commonly used expressions and sentences

4. sample letters

Unit9 Packing

[(BRYEK]
Understanding basic requirements for letters of packing and shipment
Familiar with common words and useful expressions used in letters of packing and
shipment
Acquiring skills in writing letters of packing and shipment

[(EERA]
Reading and translating the example letters
Translating useful sentences from Chinese to English
Composing a letter according to given messages

[(HERE]
1. basic knowledge concerned
2. |etter writing guide
3. the commonly used expressions and sentences

4. sample letters

Unit 10 Shipment

[BRIESK]
Understanding basic requirements for letters about insurance
Familiar with common words and useful expressions used in insurance letters
Acquiring skills in writing letters about insurance

[(FERTE]
Reading and translating the example letters
Translating useful sentences from Chinese to English
Composing a letter according to given messages

[(HRAR]
1. basic knowledge concerned
2. |etter writing guide
3. the commonly used expressions and sentences

4. sample letters



Unit 11 Insurance

[(BRVEK]
Understanding basic requirements for letters of complaints and claims
Familiar with common words and useful expressions used in letters of complaints and
claims
Acquiring skills in writing letters of complaints and claims

[(FERT]
Reading and translating the example letters
Translating useful sentences from Chinese to English
Composing a letter according to given messages

(HERA]
1. basic knowledge concerned
2. |letter writing guide
3. the commonly used expressions and sentences

4. sample letters

Unit 12 Complaint, Claim and Settlement

[(BREK]
Understanding basic requirements for letters about agency
Familiar with common words and useful expressions used in letters about agency
Acquiring skills in writing letters about agency

(EEAR]
Reading and translating the example letters
Translating useful sentences from Chinese to English
Composing a letter according to given messages

(HERE]
1. basic knowledge concerned
2. |etter writing guide
3. the commonly used expressions and sentences

4. sample letters

B, RIEEREW
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