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Maritime affairs English business correspondence writing training
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In the globalized business environment, communication between
enterprises in the maritime and marine affairs industry and international
partners is of vital importance. Especially in fields such as cruise ships and
cargo ships, the ability to accurately, professionally, and standardly write
English business correspondence is the key to the successful operation of
enterprises.

With the continuous development of international trade and the shipping
industry, effective communication can avoid misunderstandings, reduce
disputes, and ensure the smooth progress of business. Whether negotiating
purchases with suppliers, communicating services with customers, or
coordinating transportation arrangements with port authorities, clear and
accurate English correspondence is an indispensable tool.

For enterprises, enhancing employees' writing skills in maritime and
marine affairs English business correspondence can enhance the
competitiveness of enterprises in the international market, establish a
professional corporate image, and expand opportunities for business
cooperation. At the same time, good correspondence communication also
helps to establish long-term and stable business relationships, improve
customer satisfaction, and ensure the safe and efficient operation of shipping
business.

[iRF2U ]
1. ERBEESITIHR TSR B R
Master the overview of the maritime industry and the characteristics of
English correspondence and telecommunications.

2. ERBFEBFITIEIR SRR

Master the overview of the maritime industry and the characteristics of
English correspondence and telecommunications.

3. ERZLHMERR 544 Master classic formats and golden sentences

4. EREEMIZR TRBREREN



Master the ability to write letters and telegrams in various scenarios
[iRF2456@] Course Features
S5 283, NBIME , SEEFZ  FTRIKERE
Easy to learn and understand, strong interaction, humor, actual combat
cases, N0 nonsense
[{fFE%t%] Target Audience
FRSREEETKRKNRT. 5%, E2K%
Employees, executives, chairmen, etc., who need to write business
correspondence
[{R#2KJE]] Course Time
1X (6/7Bf/X) One days (6 hours/day)
[IRFEAH]
4 (9:00 - 12:00)
—. 9:00 - 9:30 ERENBE5BEXE (Course Introduction and Goal
Setting)
1. NMERENEENBHESB AR
Introduce the main contents and learning objectives of the course
2, BABEIBFREVRAENEEN
Emphasize the importance of English business correspondence on
maritime affairs
Z. 9:30 - 10:30 #EESITUEASEREBS S (Overview of the
Maritime and Marine Affairs Industry and Characteristics of English
Correspondence)
1. MABEESTIRNEEW S ERFE
Introduce the main business areas and operation processes of the
maritime industry
2. AINZATWERREAES IR, TUAENERER
This paper analyzes the language characteristics, professional terms and
common formats of English correspondence in this industry

=. 10:30 - 11:00 EFIHNE— : Lt AR SHNVEKFKPIEEEE (Case
Sharing 1: Purchase Negotiation Correspondence between a Cruise
Company and Suppliers)

1. DHTEREERGEMFIANZA Analyze the structure and content of the letter

2. PHRESMAIBEIIFEZ SN Explain the communication skills and
precautions

Jq, 11:00 - 11:30 RHINF_ : ERVWAF SO L RKIZHRHRA (Case
Sharing 2: Transportation Arrangement Correspondence between a
Cargo Ship Company and Port Authorities)

1. FAreREER A RBE EFREAR

Analyze the key information and expression in the letter

2. SRR SBUTERI ABRE R

Emphasize the key points of communication with government
departments



A, 11:30 - 12:00 /pMATIE5E4 (Group Discussion and Summary)
1. HEA%F RMATTIR R BIR HEIFIZ0) |
Organize students to discuss the experience and lessons from the case
in groups
2. 245 FFR¥ESINA Summarize the morning learning content
T4 (13:30 - 16:30)

7%. 13:30 - 14:30 B2B X BFRBENIRERN5SHET5 (Writing Principles

and Skills of B2B English Business Correspondence)

1. JHREMT. ®iE. ALHAIRE RN

Explain clear, concise and polite writing principles

2. NBIMTALR R BB ALEMFINE

How to organize the structure and content of the letter

+. 14:30 - 15:00 £ 5&4a49F (Classic Formats and Golden
Sentences Sharing)

1, RUEDTANEHRANER , AT RERFFRFLEE

Provide at least ten classic formats and sentences for the beginning and

end of the letter

2. MBREERZ=MME Explain its applicable scenarios and effects

J\. 15:00 - 15:30 £HIHNE=: EAUELWSE FRRFAERR (Case
Sharing 3: Service Communication Correspondence between a
Shipping Enterprise and Customers)

1. HMTaTANIR S FROFASREARIR S SR

Analyze how to handle customer complaints and provide solutions

2, FOUHPRIFR FRANAE

Learn how to maintain good customer relationships

Ju. 15:30 - 16:00 EHINEN : EEBERR AT MKV FIAREKE (Case
Sharing 4: Business Expansion Correspondence of a Maritime
Insurance Company)

1. BRI R PRI B =SS

Discuss how to attract potential customers and introduce product
advantages

2. T fRARE MY 5 7R R FE AR A ZRIKAF AR

Understand the expression characteristics of insurance business in
correspondence

+. 16:00 - 16:30 X 5ki% (Practice and Feedback)

1. ¥R TERBIEELS] Students conduct correspondence writing
exercises

2. PP TR AR %  The lecturer gives comments and feedback

g &7 Classic Formats and Golden Sentences Sharing

“Dear Sir/Madam,” (B#pkesE /&t ,)

“We are writing to inform you that...” (FE(B{EEA7TEME...... )

“Thank you for your kind attention to this matter.” (JBgEXFIHERTIE, )

“We sincerely hope that...” (F{1EROLFE...... )
“Best regards,” (BASIRERIEME , )



“I am looking forward to your prompt reply.” (HifESHEREES. )

“If you have any further questions, please do not hesitate to contact
us.” (ANREFEAFH—LHIEM , B SEAEKR. )

“With regards to...” (xF...... )

“It is our pleasure to...” (F{IRF=E...... )

“Kindly be informed that...” (#u5413%E......)

LIRS EFNVERRTES (FJEEF 3-5 MRBNBEBIGS FIE , IRIER
2K A%) Classic examples of maritime affairs English business
correspondence (3-5 categories of interest can be selected to share
and explain on site, adjusted according to the course time)

1. EiEe e mBOREEFAR]ReRE (Correspondence of a Cruise
Company Applying for Berthing Permission from the Port)

2, WHARIBANE PEYIEIR A {THIKE (Correspondence of a Cargo Ship
Company Informing Customers of Delayed Delivery of Goods)

3. ARABGLR E A MNE AR HEE ST GmEeRE, (Correspondence of a Ship
Supplier Recommending New Products to a Shipping Company)

4 BOmRAnzAs AmEAZFIBANMReKE (Correspondence of a Port Issuing
Notification of Channel Changes to Shipping Companies)

5. BELRENMAEMEITEREEREKKEKA (Correspondence of Maritime
Regulatory Agencies Issuing Safety Rectification Requirements to Ships)

6. ALEATEMRAHA LELHIKE, (Correspondence of a Shipping
Company Issuing Work Arrangements to Crew Members)

SN B SikITHIE S /EMTTRERE (Correspondence of a Cruise Company

7. Negotiating Cooperation Details with Travel Agencies)

WH/ANE) BRI /AT ZNEHKERE, (Correspondence of a Cargo Ship Company
Making a

8. Claim to the Insurance Company)

RRARZEE T mMRZRICIR4EE S AR, (Correspondence of a Ship Repair
Factory Reporting Repair Progress to the Shipowner)

9. BEREMEL AT FREEZEENNER (Correspondence of a Maritime
Law Firm Providing Legal Opinions to Clients)

10, MMFBBEFBFITESCRENRBRIT)ISEA

WA T SikiEARIERES/EEER (Cooperation Invitation Letter from a Cruise
Company to a Travel Agency)

11, 44/ T SEEME N B 48 1R (Price Negotiation Letter between a
Cargo Ship Company and a Fuel Supplier)

12, BOSHES IS A8 RETLIBAK (Safety Notification Letter from a
Port Management Department to a Shipping Company)

13, ARRA4EE /N T SR EIRMER (Maintenance Quotation Letter from a
Ship Repair Company to a Shipowner)

14, BERMEFHSEFRIEESAERER (Legal Consultation Reply Letter
from a Maritime Law Firm to a Client)

15, AR HIERSXWRKI=5amaN 48K (Product Introduction Letter from a



Ship Equipment Manufacturer to a Purchaser)

16, JERIEAT SHREARRE 558K (Insurance Clause Explanation
Letter from a Shipping Insurance Company to an Insured)

17, SERAFRE AT SAM AR ESEMIAR (Lease Contract Confirmation
Letter from a Ship Leasing Company to a Lessee)

18, 1B RHFTHFLEISHE LRI RIKER (Crew Dispatch Letter from a
Seafarer Labor Service Company to a Shipping Company)

19, BERENMSHEEWAKENIITER (Regulatory Enforcement
Notification Letter from a Maritime Regulatory Agency to a Shipping
Enterprise)



