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Part One  An Owverlook on Foreign Trade Correspondence

Unit 1 Functions, Principles and Ways of Writing English
Business Correspondence
N BTITERMAEEL R

Unit 2 Components of English Business Correspondence
& 2 BY LR K EB

Unit 3 Layout of English Business Correspondence
B 2 g5 48 X
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1 Functions Principles and Wayvs of Writing <—

i ””'—' English Business Correspondence

N ERATRE, SERVASERR N

[ BR 7 55 32 75 R FE B T B

B [ B i 55 9L 08 pR HL 2 A S [ B 50 5 R A Bl 2 — o O] — 5% ik
FE Ol 55 R AR TR SR P SR P ERT R S R R P IR S
JEAT A TR AL B 55 3 OF 40 55 AR A AR Lk 55 B R s R R
6 ARSI R 55 S TH pR R SE A [ B B 5 S i BRI R A O& A L AR A B
VRIS R EEGOR SR M 08 7 SR B 5 5 26 0 LTI B Rl 55 4 A L
NG ESI TR O ST T e i

e B 7 95 &3 pR L 9 A U6 B0 A i LA AL 1 VT HIR PR AR L AR
AL GERE ) A5 AL B, BRI 2 0. T i e e B R
{5 BB 73— 2 I 0 6 R W e TR R O A5 [ A AR IR R LA B
JZ B 5 5 e

FEl B 0 95 & 08 13 15 2 ok AL 0 S At R o, A ORI IR PR3 T A Tt 4R
T PR 55 SR A5 5 RO S s FLRE O £ LR TR AR R 2, [
P 7 55 e 3 P50 1055 A o R 4 1R A 5% 8 5 A 4 [ [ s 7 95 0 1 45 7% 1K 1Y
E R

ERESRIERENSERU ~1C

To il 2 A5 AL L HL 7 MR, L R IS 0 A 7S T A S ]

1. SE# (Completion) ; Bl 515 Y 1E SCH N R IBHE A& = B, 5 [ 2
AT Y A2 TR 1) R AT 5t . X EOR S AR Z AT, E AR A, D BT AR

2. BR(Concretion) : & By N 25 2 BAR (WA L ok 46 fdf ] S IR AW g T
TG T R A 5 R B A A B L N AR TR T A B 3K
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PR TRT i ) LS R L o 4 R LA e S5 4R R D 99 D6 1 B BE R LE
CERBET HARIR Z . R AndAn BN ZAE A A% B DA SR BT BT T e A
T AL B o) R —— et 1 G A iz 2% AR R 2 I A2 WL EE N 1700 36
Jo” B — A BAR B R A L1700 EoTEE WA T EIRAE .

3. I (Clearness) : 5 {7 B S f i B B 28 W 11 LA 23 5| e 18 SC IR fi
MiE= .

4. il (Conciseness) : AR AL WL 5k 915 220 fo id 2 9 98 S i W%
MR E AL R TT WLl F R GA R R IE . HAR XIS B R T A
WL A IR E

5. 13 (Courtesy) . 1 B I R 2 T 5 4L 40 0N DR 455 119 XUBE |, 3k 4 KL 65 1 LA
L3R bl s 38 SRR BUGS Jy  JE R BEORRIR BG4 BT OE TR b R RN S O, S
it gl AR T T 1Y) LA E T AR R

6. 1EHf (Correctness) : X MAFE WA Z WM “IE” . & 5. (1 H 19 91515
2 FE M — g EIE, SN 2)H S FEEE LU TR, Hik AZBNNE
WO AT TE R Y A5 DU AT RE 3 R A AL B s L g PR L . Bl an, He BT A
2 R AN B AR BRI AR e AU A, — s BRI A
S L TE A M A ok

ERESEERRENEER

] B 7 45 i 54 2 = B ah i L BRI Sk R A e A Al R

Fk

[ PR 55 918 B S I kA F B AN B35 A R Frh S35 A X
P T Sk FEME T i A — R W A0S R AT I R L BN We write this
letter in the hope of introducing our company to you. ”; WSR2 & 15, W] LU K
KA HIAFIN A REE NI K, BlU“We have received your letter of May 23
asking us to offer for 300 tons Zinc Ingots, content 99%. 7,

HA 18] &5 53

W IE F BB AR, ] Ao v A rh R AEH B DU — A Bk ok
TR, A BNR WU BTG WA S AR W 2 2 a1 250 A5 rh 4 Hh i )
BIE SR, IEHE B T B R 2 B e 88 5 B B R B B T
B i g . FEA XS 7 FeAS BRI, 7R AR SR M S A0 2 AR AN A I R L
G283 7 AR 4% 77 o B I 7K B0 58 A 1 DR R AOHE - e Ve
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ZE

RHERNGERNIEGE R ERG TR BZE, HlU“We are looking
forward to your early reply. ”; #EHEE B AY 15 bR N % DA 25 A9 B 25 PRI 5 ol %
5 B AF Ak R 1 11“We trust our goods will arrive in due time and prove
to your entire satisfaction. ”, 4% & FH i b S i 1 A 0 L bt e B E WK,

X THIEE NS BAEA G A7 BIEA T AR E R & It E %
g ) L YR2] SRR DU SRS B A F AR SR 2] DU 145 pR R R

A 51 R R E - [ BR R 55 0518 B 05 5 4R 8 C ) 7E 8 25 T, < %
SR 78 A A R R 1 55 0 o 5 05 A A AR o3 L B AR X TR i 2 R Rk Ty
A7 A 3 b R AR AR S R DB R S G X A1 R 55 15 R AL B R R
FER T W S TB AR R s NS 7 T, E R BAE o A Bl L B R i
B T AT A O R s RIS R R 55 5 1R I U R 5
B MER ORI R AT T L S B A B ST 5
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(— ) EbrmE %28 BEAME D HR

BTG R S A E PR S BAE AR A, SRS 4y, — AR -E A i E
{5 48 H B A 5 e 0T A R

D Ul W DN

7.

nature)

{& 3k (Letterhead)

%5 & H W (Reference Number &. Date Line)

W fd N KN 44 5ik (Inside Name & Address of the Addressee)

FRIF: (Salutation)

1E X (Letter Body)

2t AU (Complimentary Close)

g NN TN A N2 % (Company’ s Designation & Writer’s Sig-

[ B i 55 95 1R A I RE 2 AE R IR D REA ), 55 NPT AR TG T 41 5 A4
A D PR A AR o AR L AR AR 5 A R AR £ 4R B BAY S S T K

U

8.
9.

2 Jn N (Attention Line)
=5 3R IE SCAR A (Subject Line)

10. FftF (Enclosure)

11.

¥b1% (Carbon Copy)

12. B H (Postscript)
PRI L — B e e 2 5 S A I PR R 45 0 0 1545 Al R 4 b ) 7 A, 2 ) mp
PLisE] 12 4>,
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1. 15k Letterhead, Letter Head
fERTEATEN S S TR AR B i 07 R sl R 5 B . BEAE B 515
PN/ 7/ NG o BTN 1 N ER RS TN N =S TN B N 58 R/
A 55 SO B A m B S R AR B RZEA w M ENAT A2 w5 Sk 1
il RAFAE XA AN DGR BA S R EN R . T I — > & X 55 i 05 Sk A
A
Shaanxi Longwill Imp/Exp Co. , Ltd.
118 South Taibai Rd. , Xi’an, Shaanxi, P.R. C,
http . //www. longwill. com, cn
Tel .86 — 29 — 88228833 Fax.86 — 29 — 88228877
Zip Code:710068 E — mail . longwill@sina. com
2. £%5 % B # Reference Number &. Date Line
E S YR EE RN R /NI i o R - Sl 0K E 7 Y RSN =L = DY
fEH Ay 2 Be) O J7 A B A SR B — WU S S, R S ST R AT
MG, 7 RHIRFES (Our Ref. No ) R F LS (Your Ref. No.), "I ES
BUHE AR 5 2 B AR T AR I g Y BN B A
HIRSE A8 aE8EE 0 0, UFRJUMIESHY IS,
12 February, 2007 (H,H ,i2%5 ,4F)
February 12, 2007 (H, H,iZ% ,4)
12th February, 2007 (JP%ginl H . A 3255, 4)
Tuesday, February 12, 2007 (2,85 ,H,H .25 ,4)
EER L. RSMBME TH X, 52085 B 1T AR T RS 82
TN F RSB =Fr A, R,
Our Ref. No. :SHXLW2007—0001
Your Ref. No. :
Date: March 22, 2007
3. WAEARH A 44 Inside Name & Address of the Addressee
SERUE N2 AR A FR A R M X = A R B AT IR
o STV ZAFRN R AR, A R FRERE L AR MR R A
4. #k*F Salutation
WARHak". BSHEAMNBUE AR, 75 s Xy mE ., TR
DA B 57 5 45 A PR i LA /N

dn
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T A A e A FRIT S AR

o Dear Sir or Madam,
IVSIEER S ip R AN N B 2PN Gentlemen

Dear Sirs or Madams.,

IEEROWIN T AC R D) Dear Mr. Wilson,
I X T4 (ot R Dear Miss Chen,
FNIE X T4 (et B Dear Mrs. Jacobs,

HE X 54 (v IS R AR B Dear Ms. Wang,

P FRIT )5 HIE 5 5 SE AR IR L E 5 5

P
‘ HEBEREN .

5. EEX Letter Body

ESCRE R M, R EENT S, HTENERANER EEEE .U
W 255,

TR BRI 5 AR A B4 O 5 FATT A ] SRR 38 75 b bk FX U7 44 R

SRR AR NN e B Mok vR B S R BN 2 L SR 5 R pR S R ) B — —
) BH 3 7 A5 B, o B U H R A

TE S A — B A5 ) , T DL EOb 8 — 0 20 5 — B o0 I bR 51 ) D1 oA L 1Y
BRI, B R R —A BARIR L, fa] B 425 25 Be B o W, U) R AR B ve 4k
A2 O W A R L

TESCHY B AT SR N7 B 2 T 8 PR By AT B R A ] AR A O R
T A AR 5% WL R D ]

6. % B# % Complimentary Close

SEBAES R bR AR X r AL 3 8 67 8 AR IE SO L B IE S0
2~3 47, “RHUEW I A A5 KA, 55 U 3E 2R BRI 5 i E A
DL R, ARG R Ty . IR 4 5% N 32 300 H] Best, B0 B/r 33X FF (19 ] 1% 7
RACEAL G n 45 R ASGE . T 00 W09 [ bR R 55 15 45 R AGE N L/ INgS .
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Gentlemen:

Truly yours,

HoAb AR

Yours faithfully,
Faithfully yours,
Yours sincerely,

Sincerely yours,

Yours truly,

Truly yours,

XoF I 4 3 2 Y PR Saw b} H i s AT i
BLE PRI . . i .
25 WS 25 RS 25 WS
. Yours faithfully,
Py .
Faithfully yours,
Dear Sir(s) or )
Yours sincerely,
Madam(s) , )
Sincerely yours,
K Yours truly, B/r,

Best regards,

7. BREANZRRBEAAK L Company’s Designation & Writer’s Sig-

nature

AR & =B AT R R

B4 RICA A AR R A FAREFEASHEIES

BAT TEERDSANES AT LUIALATE A, R4 2 MR IC =, X LU
i s

BEAT ATTES AN I PN S A4

VAT SNBSS A0 TR 55 i — Ol 55 B W TR AT .

ISRV FRL A N5 44 AT B AR 45 R AE W IE T 7 AR 47, 3R B Eie
fErganfol, & 545 RAUE I RIZE AR B AR, FES g RE0E 5% 4
X R A 5 43

Yours faithfully,< (%5 B H1E)
Good Harvest Foodstuffs Co. , Ltd<(A R EHD
Kevin Lee<~(F%)
Kevin Lee<—(TF% %)
Manager of Imp Dept. < (155)

8. & A Attention Line

MO PEAE A B SAEE ISR, R E R BN A X R ER T 2 I8 L i
ANHIXT7 24 F P 2 8 S A A e AT LI RE b 3 . (5 SR N 44 dk RS A A
2 AEE N2 hE SFRIE Z BB — <2 Jp AL, B Attention Line. A4 T



