新形态商务英语写作二维码输入内容
Section 1  读写指南
Learning Business Writing in English
*What Is Business Writing? 

Business writing is a professional communication tool (also known as business communication or professional writing) corporations and other professional entities use to communicate with either an internal or external audience. Business writing is such an interesting application of writing. It’s very pragmatic. Improving your business writing can propel both careers and businesses. It’s the channel that transmits nearly all business work and insight and interaction. It flows up, down, laterally, internally, and externally to customers. It’s the foundation of business.

*Business Writing Tips

First, Know Your Audience. Often our writing suffers because it’s inappropriate. We write convoluted emails, we format reports poorly, and overall we don’t try to make our content reader friendly; Knowing the purpose a piece of writing serves gives you a sense of direction. Writing a business report should follow a specific format; for example, an in-office email could be short and informal, but a customer email or a PowerPoint presentation should follow guidelines of courtesy, clarity and conciseness. Your audience should be your compass; keeping in mind what the recipient seeks to learn narrows down the possible directions your writing should take; Style, tone, and vocabulary use should be in line with your audience and situation. This is not just a matter of appropriateness and content effectiveness, it’s about your flexibility to communicate adeptly with different audiences, to empathize with them, and thus be able to connect at an appropriate and effective wave-length.
*Focus on Content and Style. 
Is your writing organized along the following essential features and rules? Simple Language. Create reader-friendly content by avoiding adjectives, using the active voice, and opting for commonly-known, shorter words. Your aim is to communicate your point across as effortlessly and as quickly as possible. Avoid “hidden verbs” by being conscious of unnecessary nominalization; for example, instead of saying, “We’d love to be of assistance” say instead, “We’d love to assist you.” The second sentence is more effective and customer-friendly, because it’s direct, efficient, and comprehensible; Conciseness and Brevity—Business writing has to be succinct. Your audience doesn’t have the luxury to browse through multiple report pages to get the information they seek. Respect your recipients’ time; they should be able to access important information easily. You can achieve this when you:
Stick to your subject matter; Focus on facts; Aim for clarity and avoid ambiguity; Choose short words; Avoid unnecessary adjectives and adverbs; Distinguishing Opinion From Facts—These two aspects of communication should be clearly separated in business writing. Ensure the reader can tell with certainty when something is a fact or merely your viewpoint. This way you’ll avoid misunderstandings and you’ll keep your writing ambiguity-free; Serving a Purpose—Each piece of business communication should serve a clear purpose. Make an effort to not divert from this purpose. If you’re emailing a colleague with a follow-up email about a report due, don’t include three other unrelated requests in the same email.
* Business Writing Skills Are Important. 
Business writing skills foster effective communication. Writing alone makes it possible for a business to communicate with its players and stakeholders through a wide range of channels. These include emails, reports, company brochures, presentations, sales materials, visual aids, case studies, social media updates, and so on. All these pieces must be written in a professional, comprehensive, and informative way, yet easy to read and comprehend. Only effective business writing skills can make this possible; Business writing skills boost credibility; When a business is able to effectively communicate to its potential customers in clear, simple, yet professional language, such a business will most likely win more customers. This is because flawless writing sends signals of diligence and quality. Poor writing, on the other hand, destroys a business’s reputation quickly. Potential customers see businesses with poorly written promotional materials as unprofessional; Business writing skills separate good employees from bad ones. Effective communication is one of the hallmarks of good employees. Individuals who are able to communicate professionally in writing, choose the best words and present themselves clearly will no doubt be great assets to any business. This explains why hiring managers tend to employ such individuals into vital positions.
Section 2  公司介绍
Introducing Your Company 
*指企业的组织形式。以营利为目的的社团法人。在资本主义社会获得高度发展。我国在新中国成立后对私营公司进行了社会主义改造。国营工、商、建筑、运输等部门中实行独立经济核算的经营管理组织和某些城市中按行业划分的专业管理机构，也通称公司。我国公司法所提及的公司是依照公司法在中国境内设立的是以营利为目的社团法人，包括有限责任公司和股份有限公司。它是适应市场经济社会化大生产的需要而形成的一种企业组织形式。根据《中华人民共和国公司法》公司的主要形式为无限责任公司、有限责任公司、两合公司、股份有限公司、股份两合公司，其区别于非营利性的社会团体、事业机构等。现行中国公司法规定的公司分为有限责任公司和股份有限公司。 

*What Is Company Meaning, Definition & Characteristics of Company
 A company is a third legal business structure and has entirely a different organizational structure from the sole proprietorship or partnership. Its formation is due to firstly, the sole proprietorship and partnership cannot meet the increased capital demand of industry and commerce. Secondly, the company ensures the protection of limited liability to the shareholders and investors.  
*According to Prof. L.H. Haney, “Company is an artificial person created by law having separated entity with a perpetual succession and common seal”. According to Justice Lindley a company means association of persons who contribute in shape of money or money’s worth to a common stock and employ it for some specific purpose.
*Three Main Activities of A Business
a. Merchandising activities. This involve activities deal with goods in a ready to sell condition; b. Manufacturing Activities. This involve from purchase to raw material and put labor and factory overhead on the raw material and produce a product; c. Services Activities. This involve banking, education, insurance and training activities. 
*Separate Legal Entity
A company is a separate legal entity from its members who constitute it. It can hold, purchase and sell properties and enter into contracts in its own name. It is an artificial legal person who can sue aid be sued. Companies are owned by shareholders and they elect the Board of Directors, who run the company. The board in turn selects the management. Thus the shareholders exercise only indirect control over the affairs of the company. The separation of ownership from the management some-times results in a conflict of interests between owners and management. The best the shareholders can do is to change some of the directors through vote in the annual general meeting subsequent to any such conflict.
*Limited Liability
The liability of the shareholders of a company is limited to the nominal value of the shares held by them. In the event of liquidation the maximum loss of a shareholder is equal to the nominal value of the shares held by him. The creditors have no claim on the personal assets of the shareholders in the event of liquidation.
*Transferability of Shares
The shares of a joint stock company are freely transferable. It does not require any permission from the company or consent of other shareholders. The shares of listed companies can be sold or purchased on the stock exchange and ownership transferred without any difficulty. However, in case of a private limited company, the transfer of shares is subject to the restrictions given in the company’s articles.
Section 3  信用调查Status Enquiry
*信用调查是指信用机构接受委托后，按照委托的事项与目的对相关组织和个人的信用信息进行征集、分类、分析的工作总和。信用调查是信用评级的基础，信用评级是信用调查的进一步延伸。包括通知调查，是指通知被调查对象，要求其提供相关资料和申报信用记录，然后对资料和记录进行抽样验证、分析的调查方式；秘密调查，是指在被调查对象不知道的情况下进行调查的调查方式；实地调查，是指调查人员到被调查对象所在地进行调查的调查方式；访谈相关人，是指调查人员为求证事实和疑点向相关人员进行访谈的调查方式。

*What is a status enquiry request, and how do I raise one?
A status enquiry (also known as a banker’s reference) gives third parties an indication of a person’s or business’s finances from their bank. Requests can be made either by the individual/business or the third party to the bank.
*A status enquiry request could be made for any number of reasons. Common requests are from landlords to establish if a potential tenant is able to afford monthly rental payments, from foreign banks if a customer wants to open a foreign account with them, and for other ongoing or one-off credit arrangements.
*There are 2 types of request:
A. Financial commitment—this is a request asking the bank to give confidential opinions on the finances of a customer;
B. General requests—these are to verify account holders’ basic information, such as checking the length of their relationship with the bank, date of birth, previous and current residential addresses or how they manage their account.
*General requests responses are tailored to each individual scenario.
A.Request will only be granted for accounts that have at least 6 months’ worth of credit turnover.
B. Status enquiries are based on information available to us relating to our banking relationship with the customer.
C. They are not a source of credit reference.
D. We recommend that you also make your enquiries with other relevant sources of information, such as credit-reference agencies, trade credit associations, Companies House or other public registers.
E. Status enquiries are given in strict confidence, for private use only, without any guarantee or responsibility on our part.
F. They may not be disclosed to or relied upon by any other third party without our written consent.
Section 4  产品信息Product Description and Manuals

*产品是指作为商品提供给市场，被人们使用和消费，并能满足人们某种需求的任何东西，包括有形的物品、无形的服务、组织、观念或它们的组合。产品一般可以分为五个层次，即核心产品、基本产品、期望产品、附加产品、潜在产品。核心产品是指整体产品提供给购买者的直接利益和效用；基本产品即是核心产品的宏观化；期望产品是指顾客在购买产品时，一般会期望得到的一组特性或条件；附加产品是指超过顾客期望的产品；潜在产品指产品或开发物在未来可能产生的改进和变革。产品说明书是指以文体的方式对某产品进行相对的详细表述，使人认识、了解到某产品。其基本特点有真实性、科学性、条理性、通俗性和实用性。

产品说明书的结构通常由标题、正文和落款三个部分构成。正文是产品说明书的主题、核心部分。

*A product description is the marketing copy that explains what a product is and why it’s worth purchasing. The purpose of a product description is to supply customers with important information about the features and benefits of the product so they’re compelled to buy.
*Write Product Descriptions that Inform and Persuade Your Customers
Focus on your ideal buyer. When you write a product description with a huge crowd of buyers in mind, your descriptions become wishy-washy and you end up addressing no one at all; Entice with benefits. When we sell our own products, we get excited about individual product features and specifications. We live and breathe our company, our website, and our products; Avoid yeah, yeah phrases. When we’re stuck for words and don’t know what else to add to our product description, we often add something bland like “excellent product quality”; Justify using superlatives. Superlatives sound insincere unless you clearly prove why your product is the best, the easiest, or the most advanced. Amazon explains why the Kindle Paperwhite is the world’s most advanced e-reader; Appeal to your readers’ imagination. Scientific research has proven that if people hold a product in their hands, their desire to own it increases; Seduce with sensory words. Restaurants have known it for a long time: sensory words increase sales, because they engage more brain processing power. Here’s an example of chocolate maker Green and Black; Tempt with social proof. When your web visitors are unsure about which product to purchase, they look for suggestions what to buy. They’re often swayed to buy a product with the highest number of positive reviews. But there are other ways to sneak social proof into your product descriptions.
*How to Write a Product Description?
Think about your target audience. Who are you targeting with this product description? That’s a vital question to ask. If your potential buyers identify with a particular group or culture, they’re more likely to buy a product that also identifies with that group or culture. Think about who you’re trying to target with your product description; 
Connect the product’s features to its benefits. Consumers generally go for products that provide them specific benefits. When writing a product description, ask yourself, “What would a customer gain from my product?” Ultimately, consumers want to buy something that has an inherent benefit to them;
Jot down sensory images. Specifics are important when selling a product. If you can create sensory details, your readers will feel like they’re experiencing the product secondhand. This may make them more likely to purchase it. Try to describe the experience of enjoying your product, using as many senses and images as possible;
Make a list of descriptive words. You do not want to use average words to describe your product. Vivid language can really make your product sound great to potential buyers. Avoid neutral or common words when describing your product. To start brainstorming, make a list of words that remind you of your product and find ways to make these words pop; Cover the product quickly and vividly. Remember, you want to cover the product as fast as you can. Readers may scroll by if a product is long and wordy. Strive for a few brief and vivid sentences over lengthy descriptions.
Section 5  市场调查Market Research

*市场调查是指用科学的方法，有目的、系统地搜集、记录、整理和分析市场情况，了解市场的现状及其发展趋势，为企业的决策者制定政策、进行市场预测、做出经营决策、制定计划提供客观、正确的依据。常见的市场调查包括消费者调查：针对特定的消费者做观察与研究，有目的地分析他们的购买行为、消费心理演变等等；市场观察：针对特定的产业区域做对照性的分析，从经济、科技等有组织的角度来做研究；产品调查：针对某一性质的相同产品研究其发展历史、设计、生产等相关因素；广告研究：针对特定的广告做其促销效果的分析与整理。还可能包括下列内容市场测试test marketing：在产品上市前，给指定消费者，提供一定量的试用品透过他们的反应来研究此产品未来市场的走向。
*Market research is an organized effort to gather information about target markets and customers: know about them, starting with who they are. It is a very important component of business strategy and a major factor in maintaining competitiveness. Market research helps to identify and analyze the needs of the market, the market size and the competition. Its techniques encompass both qualitative techniques such as focus groups, in-depth interviews, and ethnography, as well as quantitative techniques such as customer surveys, and analysis of secondary data. 
*What is the real value of market research?
Market research (or marketing research) is any set of techniques used to gather information and better understand a company’s target market. Businesses use this information to design better products, improve user experience, and craft a marketing message that attracts quality leads and improves conversion rates. Market research is important for your business because it provides you with the following opportunities:
A. Increased Sales. Through researching your market you gain valuable information that helps you identify how successful your product/service is likely to be, what the best price you can set for ...
B. Better Customer Management.
C. Business Growth. 
*How to Do Market Research
1. Define your buyer persona.
2. Identify a portion of that persona to engage.
3. Engage your market research participants.
4. Prepare your research questions.
5. List your primary competitors.
6. Summarize your findings.
Section 6  问卷调查Questionnaire Survey

*问卷调查是指通过制定详细周密的问卷，要求被调查者据此进行回答以收集资料的方法。所谓问卷是一组与研究目标有关的问题，或者说是一份为进行调查而编制的问题表格，又称调查表。它是人们在社会调查研究活动中用来收集资料的一种常用工具。调研人员借助这一工具对社会活动过程进行准确、具体的测定，并应用社会学统计方法进行量的描述和分析，获取所需要的调查资料。问卷又称调查表，是社会调查研究中收集资料的一种工具，其形式是以问题的形式系统地记载调查内容的一种印件，其实质是为了收集人们对于某个特定问题的态度、行为、特征、价值观观点或信念等信息而设计的一系列问题。问卷调查也称问卷法，是设计者运用统一设计的问卷向被调查者了解情况或征询意见收集信息的调查方法。

*问卷调查的意义。问卷调查是一种发掘事实现况的研究方式，最大的目的是搜集,累积某一目标族群的各项科学教育属性的基本资料，可分为描述性研究及分析性研究两大类。在决定是否采用问卷法作为研究工具，应考量是否能顺利达成研究目标以及注意研究样本在问卷上的配合度。另外，问卷调查也有其优缺点，检视其特性配合研究主题，方能达成其目标。研究者把所要研究的事项，做成「问题」或「表格」，再以邮寄或访问的方式，请有关个人照式填答的一种形式。问卷调查法，能使研究者直接经受试者获得资料，以调查受试者个人的所知所闻、个人的喜好与价值观或个人的态度信念，亦可以用问卷调查法去发现事实及经验或正在进行的事。

*A questionnaire is a research instrument consisting of a series of questions (or other types of prompts) for the purpose of gathering information from respondents. The questionnaire was invented by the Statistical Society of London in 1838. The survey questionnaire is a type of data gathering method that is utilized to collect, analyze and interpret the different views of a group of people from a particular population. The survey questionnaire has been used in different fields such as research, marketing, politics views, psychology, etc. In survey research, a questionnaire is an instrument that is comprised of a set of questions to be asked to the participants of the survey. Sir Francis Galton, an English polymath, introduced the use of the questionnaire in surveys. Questionnaires usually ask questions that elicit ideas and behaviors, preferences, traits, attitudes and facts.
*How to Create a Questionnaire? Choose a focus for the questionnaire. Determine the main goals of the questionnaire, the specific kind of information you want to collect, and focus on creating questions around these areas. Determine who you will distribute the survey to. The people you select for the survey should have interests or concerns related...A questionnaire is any written set of questions, while a survey is both the set of questions and the process of collecting, aggregating, and analyzing the responses from those questions. Let’s review a survey vs questionnaire more closely, and explore how you can excel in executing each!
*How can I create my own online survey?
Create a survey in SharePoint Online Sign in to Office 365 with your work or school account. In the top of the page, select the app launcher icon and then select the SharePoint tile. Go to the site where you want to create the survey. Click Settings , and then click Add an app. On the Your Apps page, type “survey” into the search box.
Section 7  书信规范Formatting Your Business Letter

*商业信函，简称商函，国外称为邮件广告或DM广告。它是以信函为载体，将客户所需发布的商务性信息广告，通过邮寄的方式，直接传递到客户所指定的目标对象手中的一种广告形式。商业信函以信函为载体，选择有针对性的目标客户群的名址打印封装，通过邮政渠道寄发的一种函件。与电视等媒体相比，商业信函的优势是针对性极强，“命中率”极高。商业信函需要掌握书信的写作和技巧，让您轻轻松松地写一封令人愉悦的商务书信，如邀请函、道歉、感谢信、广告宣传、调查报告、新产品公告、工作进程报告、销售报告。典型的信函都可以模仿套用，只需加上您所需的相关住处，如姓名、情况介绍、日期等。不同的情况下，您可能是想对某个事情做个概述、推荐某人、某物、询问信息、提出要求，或是感激对方，那么您只需挑出比较符合您所处境况的信件样本，增减一些内容就行了。

*A business letter is a letter from one company to another, or between such organizations and their customers, clients, or other external parties. The overall style of letter depends on the relationship between the parties concerned. Business letters can have many types of content, for example to request direct information or action from another party, to order supplies from a supplier, to point out a mistake by the letter’s recipient, to reply directly to a request, to apologize for a wrong, or to convey goodwill. A business letter is sometimes useful because it produces a permanent written record, and may be taken more seriously by the recipient than other forms of communication. 
*Letter writing lets us work on many areas of writing. Grammar, style, structure, but most importantly, confidence. Since we’re playing with people’s feelings and emotions (like in a spoken conversation) we must consider someone else’s feelings as if they’re our own. We must be considerate and respectful to the reader.
*Business Letter Examples Listed by Type  
Apology Letters. When and how to apologize at work, plus examples of apology letters for employers and co-workers; Appreciation Letters.Very often, feedback at work is dominated by the negative. If someone you work with closely does a great job, don’t miss the opportunity to give praise and positive feedback; Business Thank You Letters. If someone does you a favor or helps you out in any way, always remember to send a thank you note; Candidate Rejection Letter. When you are in charge of hiring, you will need to inform job applicants when they do not receive the position; Congratulation Letters. Everybody loves to be recognized for their achievements, even if it’s just a quick email message or a handwritten note; Email Message Examples. While it’s often nice to send a handwritten or printed out note in the mail, it’s more common these days to email. Here you’ll find business—and employment—related email message examples. 
*How to format a business letter? 
When formatting your business letter, readability should be your top priority. Selecting the right font style and setting margins correctly are two examples of ways you can ensure your letter is clean-looking and easy to read. Consider these additional steps when formatting your business letter. Select a professional font size and style. When deciding on which font to use for your business letter, pay attention to the simplicity of the style. While it may seem tempting to select something unique to personalize the letter, heavily stylized fonts might be difficult for your audience to read. They should be able to gather the most important information from your letter as quickly as possible.
There are two common business letter formats, the popular one is the block format, which is easier to use and there is no indentation. Another format is the indented format, which required some indentation. Make sure to use the correct template when writing your formal business letter and make sure everything is in the proper layout.
Section 8  业务关系Business Relations
*Business Relation is an association between individuals or companies entered into for commercial purposes and sometimes formalized with legal contracts or agreements. Many senior corporate executives maintain a friendly business relationship with an extensive network of other executives, business people and contractors that they can call upon for advice or for other business purposes.
*Business relations are the connections that exist between all entities that engage in commerce. That includes the relationships between various stakeholders in any business network, such as those between employers and employees, employers and business partners, and all of the companies a business associates with. A company’s business relations may include a long list of customers, vendors, sales leads, potential customers, banks, stockbrokers, the media, and service providers. Business relations can also involve municipal, state, and federal governmental agencies. Essentially, business relations are all of the individuals and entities with which a business is connected or expects to have a connection, whether internal or external. 
*Benefits of Business Relations  
Hallmarks of good business relations include trust, loyalty, and communication. The success of long-term business relations is dependent upon trust, as it can foster employee satisfaction, co-operation, motivation, and innovation. Similarly, loyalty helps companies form strong and lasting relationships with employees, who return that loyalty by providing high-quality services. That, in turn, can translate to high customer satisfaction and better sales because customers tend to pay more for products or services when they hold a company in high regard. Inherent to trust and loyalty are good communication, which is essential to managing and optimizing internal and external business relations. Establishing good communications protocols in the early stages of a company can facilitate and improve planning, projects, and policy-making. From a financial standpoint, business relations can often determine the success or failure of a company.
*Strong business relations create a competitive advantage. Weak relations lead to detrimental outcomes, including unhappy employees, dissatisfied customers, negative reputations, and limited growth; Develop Mutual Respect. I find this takes time, unless someone is referred to you by a trusted connection. We prove ourselves over time and through different activities and experiences. Join a chamber, professional group, or online community which are all great environments to develop relationships. Be patient, selective and watch people in action. Building mutual respect is an essential for growing relationships; Plan Something Fun to Do Together. All work and no play makes us dull! Be willing to go out and do something fun together that may not have anything to do with work. Music, art, entertainment, meet ups and community events are all fun things to do to see different sides of people. Not to mention some random and memorable conversations and laughs that can come out of it.
Section 9  报盘还盘Offers and Counteroffers

*报盘也称发盘、发价、报价。法律上称之为“要约”。发盘可以是应对方询盘的要求发出，也可以是在没有询盘的情况下，直接向对方发出。一般是由卖方发出的，但也可以由买方发出，业务称其为“递盘”。交易一方欲购买或出售某种商品而向对方提出交易条件，表示愿意按此达成交易的行为。通常由卖方提出，也可由买方提出（又称作递盘）。有实盘和虚盘两种。实盘是发盘人承诺在一定期限内，受发盘内容约束，非经接盘人同意，不得撤回和变更；如接盘人在有效期限内表示接受，则交易达成，实盘内容即成为买卖合同的组成部分。一个完整的实盘应包括明确肯定的交易条件，如商品名称、规格、数量、价格、支付方式、装运期等，还应有实盘的有效期限并应明确发盘为实盘。虚盘是发盘人有保留地表示愿意按一定条件达成交易，不受发盘内容约束，不做任何承诺，通常使用“须经我方最后确认有效”等语以示保留。

还盘，也称还价。是受盘人对发盘条件不同意或不完全同意而提出修改、限制或增加新条件的表示。交易方式之一，即接盘人对所接发盘表示接受，但对其内容提出更改的行为。还盘实质上构成对原发盘的某种程度的拒绝，也是接盘人以发盘人地位所提出的新发盘。因此，一经还盘，原发盘即失效，新发盘取代它成为交易谈判的基础。如果另一方对还盘内容不同意，还可以进行反还盘（或称再还盘）。还盘可以在双方之间反复进行，还盘的内容通常仅陈述需变更或增添的条件，对双方同意的交易条件无须重复。在国际贸易中，往往经过多次的还盘、反还盘，才最终达成协议。

*Offer In international trade, a proposal that is made to a foreign individual or legal entity to enter into a contract, that is definitive in its terms, and that indicates the offer’s intent to be bound by acceptance. For example, an order delivered on certain terms is an offer, but advertisement sent to many potential buyers is not.
*A reply to an offer that adds to, limits, or modifies materially the terms of the offer. A seller, for example, who accepts a buyer’s offer, but informs the buyer that the goods will be of a different colour has made a counteroffer. How to Write a Counteroffer to the Purchase Offer? Step 1: Enlist Professionals to Draft the Document Instruct your real estate agent or a real estate attorney to write a counteroffer on a state-specific, legal counteroffer document; Step 2: Pinpoint Sale Terms to Change. Review the offer carefully and address only the parts that you don’t agree to on the counteroffer; Step 3: Send the Counteroffer. Submit your counteroffer to the buyer promptly, preferably through your agents. During the counteroffering stage, you can review other offers, counteroffer multiple buyers and even accept another offer; Step 4: Accept, Reject or Counter Again. Review the buyer’s response to your counteroffer.
*What should you do if your opening offer is rejected?
While some negotiators recommend letting the other side open the discussions, others suggest that making the first offer gives you a tactical advantage. These suggestions are simplistic and generally apply to one-time business deals. Doing business in the global arena is a long-term prospect, where personal relationships are essential. Skilled negotiators create a favourable atmosphere that has a positive impact on the tone, style and progress of negotiations, as well as the final agreement. Once made, first impressions are difficult to change, particularly if they are negative. We tend to have quicker, stronger and longer-lasting reactions to bad impressions than to positive ones. So, take extra care in formulating opening statements.
Section 10  接单生产Orders and Their Fulfillment

*订单是企业采购部门向供应商发出订货凭据（包含成品、原材料、燃料、零部件、办公用品、服务等）全部采购过程。由于订单类型可以指定处理规则和订单分录默认值，因此系统在输入订单和退货单时，会要求这些订单类型。您可以将订单周期分配至每个订单类型，以控制订单处理并提供此订单类型的默认值。

*Order used as a verb means request (something) to be made, supplied, or served.
“my friend ordered the tickets last week”; when used as a noun, it may mean trade order or purchase order etc. A purchase order (PO) is a commercial document and first official offer issued by a buyer to a seller indicating types, quantities, and agreed prices for products or services . It is used to control the purchasing of products and services from external suppliers. The key difference between a purchase order (PO) and an invoice is that a purchase order confirms that an order has been placed while an invoice or bill is a request for payment for an order. When customers places orders, they usually need a purchase order with a unique PO number (purchase order number) for their accounts payable process. An order should include:
a) an accurate and full description of goods required;
b) catalogue numbers, qualities, prices, terms of payment agreed upon;
c) delivery requirements (place, date, packing, shipping marks, mode of transportation, etc.)
*How does a purchase order work? 
1. Buyer decides to order items from the seller. Before an order can be placed, the buyer must be able to identify a need that the seller’s product or service can fulfill. 2. Buyer drafts purchase order and sends to seller for approval. With the information above, the buyer should draft the purchase order and send to their seller for approval. 3. Seller reviews purchase order and confirms if they can fulfill the request. Once the seller receives the purchase order, it’s up to them to review the request and check inventory or availability to confirm if it can be fulfilled by the date needed by the buyer. 4. Purchase order approval. If the seller can fulfill the request as instructed by the buyer, they’ll approve the purchase order making it legally binding for both parties. 5. Product or service fulfillment. After the purchase order has been approved, the seller is responsible for providing the product or service as agreed upon. During this stage, they can also generate and send an invoice to the buyer for the amount indicated on the purchase order. 6. Invoice paid. During this final stage, the buyer is responsible for paying the invoice per the payment terms indicated by the seller.
*What information does a purchase order include?
While some information may vary, purchase orders generally include the name of the company purchasing the goods or services, date, the description and quantity of the goods or services, price, a mailing address, payment information, invoice address, and a purchase order number. Do businesses always need purchase orders?
Whether businesses need purchase orders depends on several factors, but in general, it’s a good business practice to keep things in order in accounts payable. In today’s world, communication happens at the speed of light. Orders are made in passing over the phone, via email, and even through texting. Foregoing formal confirmation of an order means that you or your vendor may forget important order details. Some institutions do not require a purchase order for certain items. We’ll illustrate using the requirements of a small private university which are listed on its website.
Section 11  货物运输Shipment

*国际货运是指从一个国家以一种或多种运输方式运到另外国家，都伴随着国际贸易一般就是国际货运，但一般国际物流还包括快递，国际货运不包括国际快递。国际货运一般就是集装箱运输、空运和铁路运输。有关国际铁路运输的国际公约主要有两个：一个是《国际铁路货物联运协定》，简称“国际货协”；一个是《国际铁路货物运送公约》，简称“国际货约”。主要关系方：
1. 承运人（CARRIER）是指专门经营水上、铁路、公路、航空等客货运输业务的交通运输部门，如轮船公司、铁路或公路运输公司、航空公司等；为社会提供运输服务。

2. 货主（CARGO OWNER）是指专门经营进出口商品业务的外贸部门或进出口商。它们为履行贸易合同，必须组织办理进出口商品的运输，是国际货物运输工作中的托运人（SHIPPER）或收货人（CONSIGNEE）。

*Shipment means that the seller fulfills his obligation to load goods into the named carrier at the given place and the time stipulated in the contract. 
The buyer and the seller should reach an agreement on time of shipment, port of shipment and port of destination, shipping advice, partial shipment and transshipment, dispatch and demurrage, etc. and specify them in the sales contract. 
Clear stipulation of the shipment clause is an important condition for the smooth execution of the contract.The consignor, carrier and consignee are the three parties involved in the shipment of goods. 
Shipment covers rather a wide range of work, such as booking shipping space, chartering ships, making customs declaration, etc. 
*运输代理——（1）租船代理。又称租船经纪人（SHIPPING BROKER），指以船舶为商业活动对象而进行船舶租赁业务的人，主要业务是在市场上为租船人寻找合适的运输船舶或为船东寻找货运对象，以中间人身份使租船人和船东双方达成租赁交易，从中赚取佣金。因此，根据它所代表的委托人身份的不同，又分为租船代理人和船东代理人 。

（2）船务代理（SHIPPING AGENT）。指接受承运人的委托，代办与船舶有关的一切业务的人，主要业务有船舶进出港、货运、供应及其他服务性工作等。船方的委托和代理人的接受以每船一次为限，称为航次代理；船方和代理人之间签订有长期代理协议，称为长期代理。

（3）货运代理（FREIGHT FORWARDER）。指接受货主的委托，代表货主办理有关货物报关、交接、仓储、调拨、检验、包装、转运、订舱等业务的人，主要有订舱揽货代理，货物装卸代理，货物报关代理，转运代理，理货代理，储存代理，集装箱代理等。

（4）咨询代理（CONSULTATIVEAGENT）：指专门从事咨询工作，按委托人的需要，以提供有关国际贸易运输情况、情报、资料、数据和信息服务而收取一定报酬的人。 以上各类代理之间的业务往往互相交错，如不少船务代理也兼营货运代理，有些货运代理也兼营船务代理等。

*A bill of lading is a receipt for goods shipped on board a vessel, signed by person who contracts to carry them, and stating the conditions in which the goods were delivered to the ship. 
It is a document of title to the goods, enabling the shipper or owner of the goods to endorse title to other parties, sell goods in transit, and present to banks with other documents in seeking payment under documentary credits. 
* Dear Sirs,
    With reference to our Order No. 449 of 800 metric tons of peanut oil, which is stipulated for shipment in August, 2009, we wish to remind you that up to now we have not had any definite information from you about delivery time, although the time of shipment has expired.
    As our buyers are in urgent need of the goods, the long delay has caused us considerable inconvenience and we may be compelled to seek an alternative source of supply. In case you should fail to effect delivery in September, we will have to lodge a claim against you for the loss and reserve the right to cancel the contract. 
    Please make your best efforts to get the goods dispatched with the least possible delay for long-established relationship. We look forward to receiving your shipping advice by fax within the next week. 
Yours faithfully,
*               
RE:  L/C No. M09125, S/C No. MED 09188
We are pleased to inform you that we have shipped the covering goods according to your instruction by M.S. “DONGFENG”, which sailed from Shanghai yesterday and is due to arrive at Hamburg on 8th November. The details are given below: 
Name of Commodity:  PROCAINE HCL BP93/USP23 

Quantity:  400 DRUMS 10,000.00 KGS  GW 10,800.00KGS  NET WT 10,000.00 KGS
Total Amount:  USD65,500.00
Enclosed please find copies of the following relevant shipping documents:
1. Commercial Invoice No. ARD8199 in duplicate
2. Packing list No.2466 in duplicate
3. Non-negotiable Bill of Lading No.AD458 in duplicate
4. Insurance Policy No. SHO2/PYCK20098998
5. Inspection Certificate NO. CH200966289
6. GSP Form A

As desired, we have drawn a draft at sight for USD65,500.00 to cover the shipment and negotiated it through the Bank of China Hangzhou sub-branch under your L/C No. M09125. 
We trust the above shipment will reach you in perfect condition and expect to receive your further orders before long. We appreciate the business you have been able to secure for us and assure you that all your future correspondence, enquiries and orders will continue to receive our careful attention.
Yours faithfully,
Section 12  各类单证Documents

*外贸单证是指在国际结算中的单据、文件与证书，凭借这种文件来处理国际货物的支付、运输、保险、商检、结汇等。主要是运输单据，包括提单、商业发票、汇票、装箱单、产地证等。常见单证包括：
1、资金单据：汇票、本票和支票

2、商业单据：商业发票、海关发票

3、货运单据：海运提单、租船提单、多式运输单据、空运单等

4、保险单据

5、其他单证：商检单证、原产地证书、其他单据（寄单证明、寄样证明、装运通知、船龄证明）等。

*单证员是指在对外贸易结算业务中，买卖双方凭借在进出口业务中应用的单据、证书来处理货物的交付、运输、保险、商检、结汇等工作的人员。随着外贸行业持证上岗制度实施力度的逐步加强，外贸从业资格证书正受到越来越多用人单位与求职者的认可，市场上对外贸人才的要求也越来越高。首先表现在对传统外贸岗位从业技能要求的提高：不仅要能掌握最新的专业知识，同时需持有国家颁发的资格证书。单证员的主要工作有审证、制单、审单、交单与归档等—系列业务活动，它贯穿于进出口合同履行的全过程，具有工作量大、涉及面广、时间性强与要求高等特点。

*A commercial invoice is a billing document that is sent alongside internationally-shipped goods. It is a contract that is entered into by a seller and buyer of physical goods and is used by customs agencies to determine the amount of tax that should be charged. It clearly outlines what is being shipped, the parties involved (recipient and deliverer), where it is going, and how much the customer is required to pay for the goods, among other pertinent information. A commercial invoice can be used in the following situations related to the process of shipping merchandise internationally:
•The buyer and seller use commercial invoices to outline all items being bought and sold; The buyer uses the commercial invoice to send funds for payment through its bank and on to the seller; If the goods shipped are insured and the buyer makes an insurance claim against the goods, the commercial invoice serves as an important support document in the claim; The importer or the acting customs official in the country of purchase requires a commercial invoice before clearing the goods through customs; Governments use commercial invoices to assess the true value of goods for customs and duties.
*Certificate of origin
A Certificate of Origin is a document widely used in international trade transactions which attests that the product listed therein has met certain criteria to be considered as originating in a particular country. A certificate of origin or its entitlement to preferential treatment. Guidelines for issuance of Certificates of Origin by chambers of commerce globally are issued by the International Chamber of Commerce.
*Bill of lading
A bill of lading is a document issued by a carrier to acknowledge receipt of cargo for shipment. Although the term historically related only to carriage by sea, a bill of lading may today be used for any type of carriage of goods. Bills of lading are one of three crucial documents used in international trade to ensure that exporters receive payment and importers receive the merchandise. The other two documents are a policy of insurance and an invoice. Whereas a bill of lading is negotiable, both a policy and an invoice are assignable. In international trade outside the United States, bills of lading are distinct from waybills in that the latter are not transferable and do not confer title. Nevertheless, the UK Carriage of Goods by Sea Act 1992 grants “all rights of suit under the contract of carriage” to the lawful holder of a bill of lading, or to the consignee under a sea waybill or a ship’s delivery order.
*Sample  writing
Dear Oliver:
We thank you for your check in the amount of $9898. Our enthusiasm was somewhat dampened when we noticed the absence of the authorized signature on the bottom of the check.
Naturally, we presume this is a mere oversight and are enclosing the check in question for your signature. A postage paid envelope is provided herein for your convenience.
Thank you for your prompt attention to this matter.
Michelle
Section 13  产品包装Packing

*包装（packaging）为在流通过程中保护产品、方便储运、促进销售、按一定的技术方法所用的容器、材料和辅助物等的总体名称；也指为达到上述目的在采用容器、材料和辅助物的过程中施加一定技术方法等的操作活动。承装没有进入流通领域物品的用品不能称之为包装，只能称为“包裹”“箱子”“盒子”“容器”等。因为包装除了有包裹盒承装的功能外，对物品进行修饰，获得受众的青睐才是包装的重要作用。广义指一切进入流通领域的拥有商业价值的事物的外部形式都是包装；狭义指人或者某种事物打扮好或尽力帮助他/它在某方面做到完美。

*包装要素有包装对象、材料、造型、结构、防护技术、视觉传达等。一般来说，商品包装应该包括商标或品牌、形状、颜色、图案和材料等要素。商标或品牌是包装中最主要的构成要素，应在包装整体上占据突出的位置；包装形状：适宜的包装形状有利于储运和陈列，也有利于产品销售，因此，形状是包装中不可或缺的组合要素；包装颜色：颜色是包装中最具刺激销售作用的构成元素。突出商品特性的色调组合，不仅能够加强品牌特征，而且对顾客有强烈的感召力；包装图案在包装中如同广告中的画面，其重要性、不可或缺性不言而喻；包装材料的选择不仅影响包装成本，而且也影响这商品的市场竞争力；产品标签：在标签上一般都印有包装内容和产品所包含的主要成分、品牌标志、产品质量等级、产品厂家、生产日期和有效期、使用方法。

*Packing is of particular importance in international trade because goods have to travel long distances before reaching their destination. It is proper packing that can not only serve as a form of protection, but also facilitate loading, unloading and stowage, and prevent pilferage. Furthermore it can promote sales.  
*Markings play an important role in identification and proper handling of consignments during transportation and process of loading and unloading. Markings serve as shipping marks: the identification for different consignments, caution reminders, warning and indicative marks: instructions for handling the consignment. 
*A guideline for writing packing related letters
(1) The instructions and requirements need to be clear and detailed for easy and possible handling. 
(2) For any instructions, it is better to have them stipulated as clauses in contracts or orders. 
(3) The stipulation of the packing clauses needs to be specific and definite to avoid any future disputes. 
(4) The rights and obligations of the buyer and the seller, especially the clause of which party to bear the extra costs incurred from packing when above standard requirements are involved, need to be stipulated clearly. 
(5) According to international trade practice, shipping marks are usually designated by the exporter, and it is not necessary to specify them in the contract. Shipping marks can also be definitely specified at the importer’s request. If it is stipulated in the contract that the importer will designate the shipping marks, a deadline for the designated shipping marks should be set, and it should be also indicated that the exporter shall decide the shipping marks if the importer fails to provide the exporter with details of the shipping marks in time.
*Sample Letters include the following subjects: 
Asking for packing and marking requirements 
Buyer’s instructions on packing and marking
Recommendation to the buyer on packing 
Advising the buyer of packing and shipping mark 
Complaining and claiming for inadequate packing
Section 14  募资融资Raising Finance

*募资指的是一家私募股权公司为基金寻求有限合伙人资金承诺的过程。公司往往在募资之初设定一个目标，最终宣布以多少资金认购截止。这可能意味着不再接受额外资金。但是，有时公司每次达到一个特定目标就会有中期截止（第一次截止、第二次截止等等）和最终截止。募资的上限是该公司基金能接受的最大资本额。

*融资是指资金在供给者与需求者之间的流动，这种流动是双向互动的过程，既包括资金的融入，也包括资金的融出。融资是指企业从有关渠道采用一定的方式取得经营所需的资金的活动。在我国，上市公司的融资渠道随着经济体制改革的不断深化，经过了一个从单一性到多元化发展的过程。从广义上讲，融资也叫金融，就是货币资金的融通，当事人通过各种方式到金融市场上筹措或贷放资金的行为。从现代经济发展的状况看，作为企业，需要比以往任何时候都更加深刻、全面地了解金融知识、了解金融机构、了解金融市场，因为企业的发展离不开金融的支持，企业必须与之打交道。

*主要融资方式：（1）银行融资；（2）股票融资；（3）债券融资；（4）海外融资；（5）典当融资；（6）其他方式。
Section 15  付款方式Payment Terms

*1. Cash-in-Advance现金预付：现金预付付款方式可以帮助出口商规避信用风险，因为货款是在货物所有权转移之前预先收到的。对于国际销售来说，电汇和信用卡是进口商最常用的预付现金方式。这给卖方带来的风险最小，而给买方带来的风险最大。
Cash-in-advance payment terms can help an exporter avoid credit risks, because payment is received up front before the ownership of the goods is transferred. For international sales, wire transfers and credit cards are the most common used cash-in-advance options available for importers. This presents the least risk to a seller while having the most risk to the buyer.
*2. Letters of Credit 信用证，是国际贸易商可用的、最安全的付款方式之一。它是银行发出的一种信函，保证买方向卖方按时支付准确的金额，是国际贸易商可用的、最安全的付款方式之一。买方建立信用，并支付他或她的银行这项服务。当有关外国买主的信用资料不存在或难以获得，但出口商对买主的外国银行的信誉状况满意，则信用证是有用的。信用证还保护了买方，因为他们不需要付款，直到货物已按承诺装运。
A letter of credit, or “credit letter” is one of the most secure payment methods available to international traders. It is a letter from a bank guaranteeing that a buyer’s payment to a seller will be received on time and for the correct amount and it is one of the most secure payment methods available to international traders. The buyer sets up credit and pays his or her bank for this service. A Letter of Credit is useful when well-founded credit information about a foreign buyer does not exist or is difficult to secure, but the exporter is satisfied with the creditworthiness of the buyer’s foreign bank. A Letter of Credit also protects the buyer as they do not need to make a payment until the goods have been shipped as promised. 
*3. Documentary Collections

托收。在跟单托收过程中，卖方指示其银行将与货物出口有关的单据转交买方银行，并指示买方银行将这些单据提交给买方付款，并指出这些单据在什么时候以及在什么情况下可以交给买方。资金从进口商那里收到，并通过参与托收的银行转给出口商，以换取这些单据。跟单托收是指要求进口商在即期（付款交单）或指定日期（承兑交单）所使用的支付票面金额的汇票。托收函给出说明，说明转让货物所有权所需的单据。
In a documentary collection process, the seller instructs their bank to forward documents related to the export of goods to a buyer’s bank with an instruction to present these documents to the buyer for payment, pointing when and on what circumstances these documents can be released to the buyer. Funds are received from the importer and transferred to the exporter through the banks involved in the collection in exchange for those documents. Documentary Collections involve using a draft that requires the importer to pay the face amount either at sight (document against payment) or on a specified date (document against acceptance). The collection letter gives instructions that specify the documents required for the transfer of title to the goods. 
*4. Open Account

开账户。 账户交易指的是在付款到期前发货和交货的交易，在国际销售中通常是在30天、60天或90天内。显然，这种方法是基于双方之间的信誉，就现金流和成本而言，这对进口商来说是最有利的选择之一，但因此对出口商来说也是风险最高的选择之一。
An open account transaction is a sale where the goods are shipped and delivered before payment is due, which in international sales is typically in 30, 60 or 90 days. Obviously, this method is based on the trustworthiness between the two parties and this is one of the most advantageous options to the importer in terms of cash flow and cost, but is consequently one of the highest risk options for an exporter. 
*5. Consignment

寄售。寄售是另一种开立账户的方式，在这种方式下，只有在国外经销商将货物卖给最终客户后，才向出口商支付货款。国际寄售交易是基于一种合同安排，在这种安排中，外国经销商为出口商接收、管理和销售货物，出口商保留对货物的所有权，直到货物被出售。很明显，寄售出口有很高的风险，因为出口商可能收不到任何款项，而且货物在国外是由独立的经销商或代理商掌握的。
Consignment is another method of an open account in which payment is sent to the exporter only after the goods are sold by the foreign distributor to the end customer. An international consignment transaction is based on a contractual arrangement in which the foreign distributor receives, manages, and sells the goods for the exporter who retains title to the goods until they are sold. Clearly, exporting on consignment contains high risks as the exporter may not receive any payment and its goods are in a foreign country in the hands of an independent distributor or agent. 
Section 16  催款清欠Debt Settlement and Collection

*债务，是指债的法律关系中，债务人依法对债权人所承担的为一定行为或不为一定行为的义务。如在买卖合同中，出卖人如将出卖的物品交付买受人的义务，这就是为一定行为的债务。又如在出版合同中，作者如不再将稿件交付第三人出版的义务，这就是不为一定行为的债务。债务的履行就是债权的实现，债务和债权共同构成债的内容。债依不同的标准划分具有不同的种类。依发生根据不同可分为合同债务和非合同债务，因债务人的多少可分为单一债务和多数债务，因债务人之间的责任关系可分为按份债务的连带债务，因债的履行的选择性可分为原简债务和选择债务。

https://baike.baidu.com/item/%E5%80%BA%E5%8A%A1/10065031?fr=aladdin
*如何处理外贸欠款？

第一、协商/非诉方式会有以下四种可能：1. 债务人付款；2. 根据双方协议，债务人采用分期付款方式，并在我们律师的监督下支付款项；3. 债务人有能力支付但拒绝支付的情况下，采取司法程序；4. 债务人资不抵债进入破产清算程序，申报债权。第二、诉讼/仲裁 方式： 如果债务人有能力支付而不愿意支付，启动司法程序。诉讼一般会在债务人所在国进行，而仲裁地则取决于双方约定的仲裁条款。
Section 17  保险事项Insurance

*风险分类——
1. Perils of the Sea 海上风险

1) Natural Calamity自然灾害 (the perils under force majeure such as vile weather, thunder storm and lightening, earthquake, flood, etc.)

2) Fortuitous Accidents意外事故 (risks such as ship stranding, striking upon the rocks, ship sinking, ship collision, fire, explosion, etc.)

2. Extraneous Risks外来风险

1) General Extraneous Risks 一般外来风险 (risks caused by theft, rain, leakage, shortage, dampness, heating, hooking, rusting, etc.)

2) Special Extraneous Risks 特殊外来风险(risks caused by on deck, war, strikes, failure of delivery and rejection, etc.)

*损失程度——
1. Total Loss 全部损失

1) Actual Total Loss 实际全损 (the whole lot of the consignment has been lost or damaged or found valueless upon the arrival at the port of destination)

2) Constructive Total Loss 推定全损 (the actual loss of the insured goods is unavoidable, or the ship or the consignment has to be abandoned because the cost of salvage or recovery would exceed the value of the ship and the consignment in sound condition upon the arrival of the port of destination.)

2. Partial Loss 部分损失

1) General Average (G.A.)共同海损 (when both the ship and the consignments on board are engaged and the captain, for the safety of the ship and the consignments, intentionally and reasonably does some sacrifices or makes some expenses.)

2) Particular Average (P.A) 单独海损 (a particular consignment is partially damaged)

Section 18  代理事宜Agency

*“代理”的基本含义是“受委托代表当事人进行某种活动。如：诉讼、签订合同等。（1）职责主要是为他人促成交易和缔结交易；（2）必须固定地从事受他人委托的活动；（3）是独立的商事经营者；（4）代理对象不必是商人，也可以不以营利为目的代理商又称商务代理，是在其行业管理范围内接受他人委托、为他人促成或缔结交易的一般代理人。

*代理商（Agents）是代企业打理生意，是厂家给予商家佣金额度的一种经营行为。所代理货物的所有权属于厂家，而不是商家。因为商家不是售卖自己的产品，而是代企业转手卖出去。所以“代理商”一般是指赚取企业代理佣金的商业单位。

*一般代理是指不享有独家代理专营权的代理，即委托人在同一地区和期限内，对同一商品可同时委托几个代理人代表委托人的行为。一般代理根据推销商品的实际金额和根据协议规定的办法和百分率向委托人计收佣金，所以又称佣金代理（commission agent）。一般代理是代理权未经特别限制，代理人可以实施法律上规定其可以实施的一切代理行为的代理，故又称为全权代理，总括代理、佣金代理，是指在同一代理地区内，委托人同时委派几个代理人为其推销商品。普通代理不享有销售代理商品的专营权利。代理人根据推销商品的实际金额或根据协议规定的办法或百分率向委托人收取佣金，委托人也可以直接与该地区的实际买主成交，而无须给代理人佣金。在我国出口业务中，大多采用这种代理方式。

*独家代理（sole agent or exclusive agent）是指代理人在协议规定的地区和期限内，对指定商品享有专营权，即委托人不得在规定范围内自行或通过其他代理人进行销售。独家代理（sole agent）是指在指定地区和一定的期限内，由该独家代理人单独代表委托人从事有关的商业活动。委托人在该地区内不得再委派第二个代理人。在进出口业务中，采用独家代理方式时，作为委托人的出口商给予国外的代理人在规定的地区和期限内推销指定商品的专营权。按照惯例，委托人在代理区域内达成的交易，凡属独家代理人专营的商品，不论其是否通过该独家代理人，委托人都要向他支付约定比例的佣金。
Section 19  投诉索赔Complaints and Claims

*“投诉”是指：1. 权益被侵害者本人对涉案组织侵犯其合法权益的违法犯罪事实，有权向有关国家机关主张自身权利。投诉人，即为权益被侵害者本人；2. 消费者投诉，是指消费者为生活消费需要购买、使用商品或者接受服务，与经营者之间发生消费者权益争议后，请求消费者权益保护组织调解，要求保护其合法权益的行为。

*消费者投诉可以采取电话、信函、面谈、互联网形式进行。但无论采取哪种形式，都要讲清楚以下内容：一是投诉人基本情况。即投诉人的姓名、性别、联系地址、联系电话、邮政编码等；二是被投诉方的基本情况。即被投诉方名称、地址、电话等；三是购买商品的时间、品牌、产地、规格、数量、价格等；四是受损害的具体情况、发现问题的时间及与经营者交涉的经过等；五是购物凭证、保修卡、约定书复印件等。

*There are five strategies that will help you handle a customer complaint in a smooth and professional manner: Firstly, you have to stay calm and keep in mind that the issue is not personal;Secondly, you have to listen well and let the irate customer blow off steam; Thirdly, acknowledge the problem; Fourthly, get the facts. After listening, take the initiative in the conversation; Finally offer a solution and always have one thing to keep in mind: Know what you can and cannot do within your company’s guidelines. Making a promise you cannot commit to will only set you back. Remember, when offering a solution, be courteous and respectful.
Section 20  客户服务
Customer Service and Settling Claims

*客户服务是指与客户进行交流的流程，它负责处理开票请求、账户维护、服务分派、时间安排、一般信息。客户服务通常是通过电话进行，但也可以通过电子邮件、传真、聊天、自助服务或邮件进行。客户服务主要包括售前服务：市场调研、产品设计、提供产品说明书、提供咨询服务等；售中服务：在产品交易过程中销售者向购买者提供的服务，如接待服务、提货服务、产品包装服务等；售后服务：凡与所销售商品有连带关系，并且有益于购买者特征的服务，主要包括送货、安装、产品退换、维修、保养、使用技术培训等方面的服务。

*如何让客户满意？

High level issues are included in most customer satisfaction surveys and they could be captured by questions such as:
a) What is your overall satisfaction with ABC Ltd.?
b) How likely or unlikely are you to buy from ABC Ltd again.?
c) How likely or unlikely would you be to recommend ABC Ltd. to a friend or colleague?
* Replies to complaint letters, often called letters of “adjustment” must be handled carefully when the requested compensation cannot be granted. Refusal of compensation tests your diplomacy and tact as a writer. Some suggestions are: a. Begin with a reference to the date of the original letter of complaint and to the purpose of your letter. If you deny the request, don’t state the refusal right away unless you can do so tactfully; b. Express your concern over the writer’s troubles and your appreciation that he has written you; c. If you deny the request, explain the reasons why the request cannot be granted in as cordial manner as possible. If you grant the request, don’t sound as if you are doing so in a begrudging way; d. If you deny the request, try to offer some partial or substitute compensation or offer some friendly advice; e. Conclude the letter cordially, perhaps expressing confidence that you and the writer will continue doing business. 
Section 21  促销之道Pushing Sales

*促销就是营销者向消费者传递有关本企业及产品的各种信息，说服或吸引消费者购买其产品，以达到扩大销售量的目的。

促销实质上是一种沟通活动，即营销者（信息提供者或发送者）发出作为刺激消费的各种信息，把信息传递到一个或更多的目标对象（即信息接收者，如听众、观众、读者、消费者或用户等），以影响其态度和行为。 常用的促销手段有广告、人员推销、网络营销、营业推广和公共关系。

企业可根据实际情况及市场、产品等因素选择一种或多种促销手段的组合。

*激励消费者初次购买。促销要求消费者或店铺的员工亲自参与，行动导向目标就是立即实施销售行为。消费者一般对新产品具有抗拒心理。由于使用新产品的初次消费成本是使用老产品的一倍（对新产品一旦不满意，还要花同样的价钱去购买老产品，这等于花了两份的价钱才得到了一个满意的产品，所以许多消费者在心理上认为买新产品代价高），消费者就不愿冒风险对新产品进行尝试。但是，促销可以让消费者降低这种风险意识，降低初次消费成本，而去接受新产品。

*促销激励再次购买。当消费者试用了产品以后，如果是基本满意的，可能会产生重复使用的意愿。但这种消费意愿在初期一定是不强烈的、不可靠的。促销却可以帮助他实现这种意愿。如果有一个持续的促销计划，可以使消费群基本固定下来。通过首次购买体验，要留住客户。促销提高销售业绩——促销是一种竞争，它可以改变一些消费者的使用习惯及品牌忠诚。因受利益驱动，经销商和消费者都可能大量进货与购买。因此，在促销阶段，常常会增加消费，提高销售量。

*What rules should be observed in writing a circular?

a) keep the letter short；b) catch the reader’s interest in the first paragraph；c) give the letter an attractive look and try to make it as personable as possible making sales.
Section 22  广告策略Advertising Strategy

*广告，就是广而告之，即向社会广大公众告知某件事物。广告就其含义来说，有广义和狭义之分。广义广告是指不以营利为目的的广告，如政府公告，政党、宗教、教育、文化、市政、社会团体等方面的启事、声明等。狭义广告是指以营利为目的的广告，通常指的是商业广告，或称经济广告，它是工商企业为推销商品或提供服务，以付款方式通过广告媒体向消费者或用户传播商品或服务信息的手段。
*广告的要素——以广告活动的参与者为出发点，广告构成要素有：广告主、广告公司、广告媒体、广告信息、广告思想和技巧、广告受众、广告费用及广告效果。以大众传播理论为出发点，广告信息传播过程中的广告构成要素主要包括：广告信源、广告信息、广告媒介、广告信宿等要素。

*内容——产品广告、品牌广告、观念广告、公益广告
*广告目的——告知广告、促销广告、形象广告、建议广告、公益广告、推广广告

*广告策略——单篇广告、系列广告、集中型广告、反复广告、营销广告、比较广告、说服广告

*广告传播媒介——报纸广告、杂志广告、电视广告、电影广告、网络广告、包装广告、广播广告、招贴广告、POP广告、交通广告、直邮广告、车体广告、门票广告、餐盒广告

*Show viewers how you’ll solve their problem—When it comes to writing the ad headlines, most businesses start and stop at plugging in keywords. This is the first thing a visitor will read after all; include emotional triggers. while some visitors might be looking for a site with an end goal in mind, often people are browsing casually to get information or discover what solutions and services are available for a potential problem; Focus on benefits, not features. When it comes to writing the body of your ad, don’t waste time by stating how amazing your brand is. Instead, get visitors to take action by telling them how your brand or your product will improve their lives.
Section 23  合资合作
Joint-venture and Co-operation

*本单元合资企业一般指中外合资。中外合资经营企业是由中国投资者和外国投资者共同出资、共同经营、共负盈亏、共担风险的企业。外国投资者可以是企业、其他经济组织或个人。中国合营者目前只限于企业、其他经济组织，不包括个人和个体企业。经审查机关批准，合营企业是中国法人，受中国法律的管辖和保护。它的组织形式是有限责任公司。目前合营企业还不能发行股票，而采用股权形式，按合营各方的投资比例分担盈亏。

*在中国境内设立的中外合资经营企业，一般是由外商提供工业产权、机器设备和一部分外汇现汇，中方提供厂房、设备、劳动力和一部分人民币资金。所需占用的土地按年向中国政府支付使用费或将土地使用权折价作为中方出资的一部分。设立中外合资经营企业的法律依据是《中华人民共和国中外合资经营企业法》及其实施条例。
*Sino-foreign equity joint venture (SJV) is a limited liability company which has the status of a Chinese legal person. It is one of the most common types of foreign investments in China (along with Wholly-Foreign Owned Enterprises), and should not be confused with a Sino-foreign cooperative joint venture. The joint venture is made between a Chinese and foreign company (in Chinese territory).
Section 24  合同条款Contract Terms

*《中华人民共和国合同法》第二条规定：“合同是平等主体的自然人、法人、其他组织之间设立、变更、终止民事权利义务关系的协议。”商务合同是指有关各方之间在进行某种商务合作时，为了确定各自的权利和义务，而正式依法订立的、并且经过公证的、必须共同遵守的协议条文。

*In common law legal systems, a contract (or informally known as an agreement in some jurisdictions) is an agreement having a lawful object entered into voluntarily by two or more parties, each of whom intends to create one or more legal obligations between them. The elements of a contract are “offer” and “acceptance” by “competent persons” having legal capacity who exchange “consideration” to create “mutuality of obligation.”

*按贸易方式的性质和内容的不同可将合同分类：

1）销售或购货合同（Sales or Purchase Contract）

2）技术转让合同（Contract for Technology Transfer）
3）合资或合营合同（Contract for Joint Venture or Joint Production）
4）补偿贸易合同（Contract for Compensation Trade）

5）国际工程承包合同（Contract for International Engineering Projects）
6）代理协议（Agency Agreement）
7）来料加工合同（Processing Trade Contract）
8）多种贸易方式相结合的合同（Contract with Different Trade Forms）
9）涉外信贷合同（Contract for Credits and Loans）
10）国际租赁合同（Contract for International Leasing Affairs）
11）国际运输合同（International Transport Contract）
12）聘请雇员合同（Employment Contract）
13）保险合同（Insurance Contract）
*按《合同法》第十二条规定，合同的最基本要素一般应有以下内容：  

（一）当事人的名称或者姓名和住所；  

（二）标的；  

（三）数量；  

（四）质量；  

（五）价款或者报酬；  

（六）履行期限、地点和方式；  

（七）违约责任；  

（八）解决争议的方法。

Section 25  补偿贸易Compensation Trade

*补偿贸易是指买方在信贷的基础上，从国外厂商进口机器、设备、技术，以及某些原材料，约定在一定期限内，用产品或劳务等偿还的一种贸易方式。对缺乏技术和外汇的国家，利用这种贸易方式可以用外资买进先进技术和设备，以加速国家的经济发展，增强出口能力。

*按照偿付标的不同，补偿贸易大体上可分为三类：

1. 直接产品补偿。即双方在协议中约定，由设备供应方向设备进口方承诺购买一定数量或金额的由该设备直接生产出来的产品。这种做法的局限性在于，它要求生产出来的直接产品及其质量必须是对方所需要的，或者在国际市场上是可销的，否则不易为对方所接受。

2. 其他产品补偿。当所交易的设备本身并不生产物质产品，或设备所生产的直接产品非对方所需或在国际市场上不好销时，可由双方根据需要和可能进行协商，用回购其他产品来代替。

3. 劳务补偿。这种做法常见于同来料加工或来件装配相结合的中小型补偿贸易中。具体做法是：双方根据协议，往往由对方代为购进所需的技术、设备，货款由对方垫付。我方按对方要求加工生产后，从应收的工缴费中分期扣还所欠款项。

上述三种做法还可结合使用，即进行综合补偿。有时，根据实际情况的需要，还可以部分用直接产品或其他产品或劳务补偿，部分用现汇支付，等等。

*补偿贸易与一般贸易方式相比，具有以下两个基本特征：

（1）信贷是进行补偿贸易必不可少的前提条件。

（2）设备供应方必须同时承诺回购设备进口方的产品或劳务，这是构成补偿贸易的必备条件。

应当明确的是，在信贷基础上进行设备的进口并不一定构成补偿贸易，补偿贸易不仅要求设备供应方提供信贷，同时还要承诺回购对方的产品或劳务，以使对方用所得货款还贷款。这两个条件必须同时具备，缺一不可。

此外，进行补偿贸易，双方须签订补偿贸易协议。

进行补偿贸易应注意以下问题：首先要做好项目的可行性研究；其次要合理计算贷款的成本和安排偿还期；再次，要正确处理补偿产品和正常出口的关系。

Section 26  通知通告Notice and Announcement

*通知，是运用广泛的知照性公文。用来发布法规、规章，转发上级机关、同级机关和不相隶属机关的公文，批转下级机关的公文，要求下级机关办理某项事务等。通知，一般由标题、主送单位（受文对象）、正文、落款四部分组成。是向特定受文对象告知或转达有关事项或文件，让对象知道或执行的公文。通知适用于批转下级机关的公文，转发上级机关和不相隶属机关的公文；发布规章：传达要求下级机关办理和有关单位需要周知或共同执行的事项，任免和聘用干部。

*通知的正文包括：1. 通知缘由，主要用来表述有关背景、根据、目的、意义等；2. 通知事项写明所发布的指示、安排的工作、提出的方法、措施和步骤等，都在这一部分中有条理地组织表达。内容复杂的需要分条列款；3. 执行要求，可以在结尾处提出贯彻执行的有关要求。
*通告，是适用于在一定范围内公布应当遵守或者周知事项的周知性公文。通告的使用面比较广泛，一般机关、企事业单位甚至临时性机构都可使用，但强制性的通告必须依法发布，其限定范围不能超过发文机关的权限。通告是知照性下行文，具有鲜明的告知性，一定的制约性等特点，因其内容多涉及具体的业务活动或工作，所以，通告在内容上还具有专业性的特点。

* Announcement ads are also used to announce special sales, promotions, job openings, etc., within your company. Examples of announcement advertisements include sales, personnel needed, your business scope to be distributed to a considerably larger audience. 
通告主要阐述发布通告的背景、根据、目的、意义等。通告常用的特定承启句式“为……，特通告如下”或者“根据……，决定……，特此通告”引出通告的事项；通告事项是通告全文的核心部分，包括周知事项和执行要求。撰写这部分内容，首先要做到条理分明、层次清晰。如果内容较多，可采用分条列项的方法；如果内容比较单一，也可采用贯通式方法；结语部分用“特此通告”或“本通告自发布之日起实施”表达。

Section 27  招聘解聘Personnel Wanted and Dismissal

*雇佣，是“非劳动长辈”用“物权”榨取他人劳动，使自己获得非劳动收益或享受的行为。雇主在组织机构中为相对概念。雇主拥有支配权，拥有土地、资本，同时也是知识产权的拥有者；被雇佣者是指被雇请的任何个人，如工人雇请做各种杂活，法律顾问、律师、会计、摄像师等其他类别的工人等。相当于现在社会外出务工人员与企业老板的关系。雇主在组织机构中为相对概念。雇主拥有支配权，拥有土地、资本，同时也是知识产权的拥有者；事实上，所有财富都是由被雇佣者的贡献。在一个实体内部，组织机构（法人）即为雇主；内外的一切活动通过法人代表来管理和体现，此时的“法人代表”即为一般意义的“老板”，但是实质上法人代表也是“被雇佣者”。被雇佣者分为很多阶层，如蓝领和白领，企业的管理层和普通工人，政府高官和普通公务人员，大学教授和普通助教，餐厅有经理和服务员等等。就业，是指具有劳动能力的公民，依法从事某种有报酬或劳动收入的社会活动。其含义是指在法定年龄内的有劳动能力和劳动愿望的人们所从事的为获取报酬或经营收入进行的活动。需要把就业从三个方面进行界定：一是就业条件，指在法定劳动年龄内，有劳动能力和劳动愿望；二是收入条件，指获得一定的劳动报酬或经营收入；三是时间条件，即每周工作时间的长度。国家鼓励企业、事业组织、社会团体在法律、行政法规规定的范围内兴办产业或者拓展经营，增加就业。
*招聘也叫“找人”“招人”“招新”。就字面含义而言，就是某主体为实现或完成某个目标或任务，而进行的择人活动。招聘，一般由主体、载体及对象构成，主体就是用人者，载体是信息的传播体，对象则是符合标准的候选人。招聘的同义词有“引进”，对于一般人才的录用，一般用“招聘”表达；对于高级人才或特殊人才的选用，则通常用“引进”描述。

招聘的执行者，可以是用人者的人事管理部门，也可以是代理人或代理机构，如猎头公司或人才交易所。企业招聘是指企业为了发展的需要，根据人力资源规划和工作分析的要求，寻找、吸引那些有能力又有兴趣到该企业任职的人员，并从中选出适宜人员予以录用的过程。用人单位通过制订招聘计划，并且通过一定方式录取新员工，一般由企业的人事部门或者人力资源管理部门负责。

*解聘是指聘任双方解除聘约的行为。具体就是解除聘任的职务，不再聘用。解聘函是指聘用单位在聘请书还没有到期，由于各种原因中途解约而发给受聘者的一种实用函件，它有着说明性（说明解聘原因）和时间性（从何时开始解聘）的特点。如企业要解聘员工，一般要提前30天通知员工，因此要提前写好送至被解聘者。写解聘函时，要注意对被解聘者在职期间所做的工作或表现做实事求是的评价；简要说明解聘的原因，解聘的日期，并要求被解聘者做好工作的移交，所借公款和公物的退还等；对被解聘者表示应有的关心和祝愿；语言要含蓄委婉，感情要真切诚挚，而且要留有副本。

Section 28  写备忘录Memos and Minutes

*备忘录意指任何一种能够帮助记忆、简单说明主题与相关事件的图片、文字或语音资料。它源自拉丁语：memorandum est，由动词 memoro（原义是“提及、回忆、相关的”）所形成的动名词，意为：“这是应该被记住的。”

*个人备忘录：帮助或唤起记忆的记录；公司备忘录：也是书面合同的形式之一。它是指在买卖双方磋商过程中，达成的一定程度的理解、谅解、一致意见。但不具有法律约束力；外交备忘录：其内容一般是对某一具体问题的详细说明和据此提出的论点或辩驳，以便于对方记忆或查对；外交会谈中，一方为了使自己所做的口头陈述明确而不至于引起误解，在会谈末了当面交给另一方的书面纪要，也是一种备忘录；备忘录可以在双方会谈时当面递交，也可以作为独立的文件送给有关国家，还可以附在照会、公报、声明等文件后面，作为补充文件。

*A memorandum or memo helps members of an organization communicate and share information that is relevant to people within the organization. While business letters allow members of an organization communicate with people outside the organization, memos usually contain information that affects those within a particular organization.
Section 29  邀请申请Invitations and Applications

*邀请信是邀请亲朋好友或知名人士、专家等参加某项活动时所发的请约性书信。它是现实生活中常用的一种日常应用写作文种。在国际交往以及日常的各种社交活动中，这类书信使用广泛。在应用写作中邀请函是非常重要的，而商务活动邀请函是邀请函的一个重要分支，商务礼仪活动邀请函的主体内容符合邀请函的一般结构，由标题、称谓、正文、落款组成。

*商务礼仪活动邀请函是商务礼仪活动主办方为了郑重邀请其合作伙伴（投资人、材料供应方、营销渠道商、运输服务合作者、政府部门负责人、新闻媒体朋友等）参加其举行的礼仪活动而制发的书面函件。它体现了活动主办方的礼仪愿望、友好盛情；反映了商务活动中的人际社交关系。企业可根据商务礼仪活动的目的自行撰写具有企业文化特色的邀请函。

*安排宴会、商展、招待会等都要用到书面邀请函，往往需要撰写、印制并寄送邀请函，正确估计可能应邀而来的人数以便早做安排。为成功举办这类活动，邀请信的写作就显得十分重要。无论是通过普通邮件寄送还是通过电子邮件群发，写作的灵魂还是没有改变。邀请函一般确定了会议的基调，为此，写信时务必礼貌至上。要让客人觉得他们都是你精挑细选的客人而不是随便邀请的。要使信函不乏幽默，使客人感到舒适，同时让人感到，“这是非常重要的邀请”。如果是拒绝邀请，也要仔细看清邀请函。重要的邀请函通常采用书面形式，重大事项因为需要仔细计算人数，因此往往要填写回执。如果不能参加，应该在回执上写明，比如，I regret that I will not be attending the dinner party, as I must be out of town. 等。但不必解释过多，只要说明不能参加即可。
Section 30  公司管理Company Management

*公司管理文书主要包括组织管理文书、计划管理文书、市场管理文书、财务管理文书、管理通用文书、常用法律文书等文种，要求掌握各类典型范文。力求达到务实性、针对性和可操作性，无须过量的理论性篇幅，开门见山，直奔主题。

*A records management clerk helps to identify, arrange and maintain company records almost always for legal purposes and the purposes of risk management. You may also be involved in designing systems and maintaining archives.Think of patents filing and the meticulous need to keep records to meet claims and court cases, for example.
*文秘工作是文书和秘书工作的总称，是各级领导机关日常工作的重要组成部分。它是实现机关职能的重要手段，又是承上启下，联系内外，沟通左右的纽带，为机关领导工作起着参谋和助手的作用。（1）按照具体工作职责不同分别称为文书和秘书。文书主要负责文件收发、分文批注、阅读管理、缮印校对、运转递送、立卷归档、清缴销毁等工作；秘书主要负责文件起草、拟办核稿、综合材料、会议记录、政务接洽、信访接待工作；（2）按从属和服务对象，可分为公务秘书和私人秘书两类。公务秘书指在机关、团体、军队、企事业单位担任秘书工作的干部。私人秘书指由私人出资聘请又为私人服务的秘书。

Section 31  道歉慰问Apology and Sympathy

*道歉信是要向对方陈述无法答应的所请所托的原因，对不愿为的事，可声明自己的一贯主张，对不能为的请托，更应陈述理由，说明自己为什么不能为。道歉信的格式及范文(如何写道歉信) 道歉信是因工作失误，引起对方的不快，以表示赔礼道歉，消除曲解，增进友谊和信赖的信函。在外贸实务中，道歉信也经常用到。
*慰问信是表示向对方（一般是同级、或上级对下级单位、个人）关怀、慰问的信函。它是有关机关或者个人，以组织或个人的名义在他人处于特殊的情况下（如战争、自然灾害、事故），或在节假日，向对方表示问候、关心的应用文。慰问信包括两种：一种是表示同情安慰；另一种是在节日表示问候。信应写得态度诚恳、真切。
*Sometimes people feel it really hard to think of what to say to people when they are going through a hard time or any loss but it is important to show our loved ones support when they have experienced a loss. A simple way to do this is with a thoughtful sympathy or condolence letter. When writing such a letter, you have to focus on supporting the people who need you. Pay attention to the salutation and be thoughtful and address the loss the person has experienced.
Section 32  祝贺致谢
Thank-you Letters and Congratulations

*贺信是表示庆祝的书信的总称。它是从古代祝词中演变而来的。贺信是指党政机关、企事业单位、社会团体或个人向其他集体单位或个人表示祝贺的一种专用书信。它是日常应用写作的重要文体之一。今天贺信已成为表彰、赞扬、庆贺对方在某个方面所做贡献的一种常用形式，它还兼有表示慰问和赞扬的功能。
*感谢信是重要的礼仪文书，是向帮助、关心和支持过自己的集体（党政机关、企事业单位、社会团体等）或个人表示感谢的专业书信，有感谢和表扬双重意思。一方受惠于另一方，应及时地表达谢忱，使对方在付出劳动和贡献后得到心理上和精神上的收益，它是一种不可或缺的公关手段。

感谢信是集体单位或个人对关心、帮助、支持本单位或个人表示衷心感谢的函件。感谢信是文明的使者，从文体来说，它属于应用文体。在日常生活和工作中，得到对方的帮助和支持，可用这种文体表示“感谢”。它与表扬信有许多相似之处，所不同的是感谢信也有表扬信的意思，但是重点在感谢。
感谢信与表扬信有所不同。表扬信一般用于长辈受到小辈的帮助来表示赞扬夸奖，也有感谢的意思；而感谢信则不分年龄辈分，重在感谢。
*国际商务活动中经常用到这类信函。例如，新公司的成立，祝贺当选为领导，等等。
Section 33  求职任职
Job-seeking and Curriculum Vitae

*简历是用于应聘的书面交流材料，它向未来的雇主表明自己拥有能够满足特定工作要求的技能、态度、资质和自信。成功的简历就是一件营销武器，它向未来的雇主证明自己能够解决他的问题或者满足他的特定需要，因此确保能够得到会使自己成功的面试。写一份好的简历，单独寄出或与求职信配套寄出，可以应聘自己感兴趣的职位。参加求职面试时带上几份，既能为介绍自己提供思路和基本素材，又能供主持面试者详细阅读。面试之后，还可以供对方存入计算机或归档备查。

*简历，一般可以分为四个部分，其中，第一部分：为个人基本情况。应列出自己的姓名、性别、年龄、籍贯、政治面貌、学校、系别及专业，婚姻状况、健康状况、身高、爱好与兴趣、家庭住址、电话号码等。第二部分：为学历情况。应写明曾在某某学校、某某专业或学科学习，以及起止期间，并列出所学主要课程及学习成绩，在学校和班级所担任的职务，在校期间所获得的各种奖励和荣誉。

第三部分：为工作资历情况。若有工作经验，最好详细列明，首先列出最近的资料，后详述曾工作单位、日期、职位、工作性质。第四部分：为求职意向。即求职目标或个人期望的工作职位，表明你通过求职希望得到什么样的工种、职位，以及你的奋斗目标，可以和个人特长等合写在一起。为体现不同人群的特点，四部分的排序及组合会根据实际情况略有出入。

*A resume is a concise, adequate, and accurate description of an applicant’s employment history and skills. It is often the first line of contact by means of establishing a first impression of a potential job candidate’s skills, background and hiring value. The main purpose of a resume is to help you get an interview. It should present your accomplishments and qualifications in an efficient manner. Many resumes contain precise keywords that display contents in a flattering manner.
*A curriculum vitae (CV) is a summary of your educational background and professional experiences helping you move from an application to an interview. Its length can range from 2-4 pages. It is expected to include a comprehensive listing of professional history including every term of employment, academic credential, publication, contribution or significant achievement. In certain professions, it may even include samples of the person’s work and may run to many pages.
*The main sections in your CV: •Contact information; •Qualifications and skills

•Awards and honors; •Academic history; •Professional experience; •Publications and presentations; •Grants and scholarships; •Licenses and certifications

•Professional associations *Resume mistakes to avoid: 1. Grammatical errors; 2. Lack of specifics; 3. Highlighting duties instead of accomplishments; 4. Going on too long or cutting things too short; 5. not being limited to a maximum of two pages. 

*Application Letter

求职信是求职人向用人单位介绍自己情况以求录用的专用性文书。它与普通的信函没有多少区别，但它与普通的信函又有所不同，当然也不同于“公事公办”的公文函。求职信所给的对象很难明确，也许是人事部一般职员，也许是经理，如果你对老板比较了解的话可以直接给老板。 如果你根本就不认识招聘公司的任何人，求职信最好写上“人事部负责人收”较妥。如果直接写人事部经理或“老总”收可能不妥，如果该信落到一般职员手中的话，可能使得这些人不高兴。

多数用人单位都要求求职者先寄送求职材料，由他们通过求职材料对众多求职者有一个大致了解后，再通知面试或面谈人选。因此，求职信写得好坏将直接关系到求职者是否能进入下一轮的角逐。求职信作为新的日常应用类文体，使用频率极高，其重要作用愈加明显。 求职信的概念，就跟推销一样，目的都是要引起顾客（雇主）兴趣，达到成功推销自己的效果。很多求职者没有写Cover Letter（求职信）的习惯或根本不知道Cover letter的重要性。求职信就是用文字语言在推销自己，是简历的一个重要组成部分。

* A letter of application, also known as a cover letter, is a document sent with your resume to provide additional information about your skills and experience to an employer. The letter of application is intended to provide detailed information on why you are a qualified candidate for the job.

Section 34  另谋发展
Resigning and Individual Development

*跳槽——体面辞去现任职务并留下良好印象的步骤：
a）用一封正式的辞职信准备辞职，使用正确的语法和措辞；
b）用电脑写信，因为手写的信不那么专业；
c）提及你在这份工作中获得的利益和知识；
d）在信的结尾写上鼓励和对公司未来发展的良好祝愿；
e）亲自递送求职信，穿着要像第一次面试一样；
f）与上司交谈时，态度和行动要积极，不带偏见;

g）在余下的日子里，以公司的最大利益为中心，尽你最大的能力继续工作。

Section 35  杂务写作Other Forms of Writing

*常用写作电子工具

1. http://www.baidu.com/

2. http://zd.eywedu.com/

3. http://dict.cn/

4. http://www.msn.com/

5. http://www.thefreedictionary.com/

6. http://en.wikipedia.org/wiki/Main_Page

7. http://www.google.com/

8. http://dictionary.reference.com/

*电子工具在商务翻译中起着越来越重要的作用，此处根据作者的翻译实践推荐几种较为实用的电子工具。如果使用得当，电子工具可以帮助译者在处理源语文本、查考背景信息、辨析词义差异、分析原文结构、输出正确译语并配套使用有效利用平行语料库、在线词典以及其他网络链接来理顺句子的语法和逻辑关系，从而获得准确、可靠而又具有特色的译本。尽管电子工具在英汉互译实践中的功能非常强大，但是译者的双语功底、知识结构和综合素养仍然至关重要。
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