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Lesson One

Business Letter: Its Writing
and Layout

ﬁ!lk#f‘ﬂ‘]& L

—. FBERRE

AR RS R B i — A R g, U R R R RO R T
AL RO BERRERERERE TR FEL BRI NEERIE L ENBIEEREE
EABERIUES

B BAERAAR F RS ZHE - EE — AR, H i, USRS,

FERE R ER, B BFE AT LA :

TSR (REINERLIR T, BIMIIES (5 A U AR B SR A — D% 50
BeJrl i, B [ e AR B B2t B 2 ER R s oK . S E MR 52 ” , Bl 2 %t oy
AR BB, B AT AR PR S ER UL T R s R A0 B B B 32 O R S AR A4 (IR B (51 %%
&) R X AR E bR E C RS AR, A5 & R, XE 07 — B, B S #R LA 9T, 4n
RA 28" FARES RN LEMY Y,

2. Btk EESHA AEHUAR. R50E TR I71E B9 R0, SR E X
TR Y EORSRRE (5 , BUR ML R UESE 5 R SR LA B A SR

AL HARIA MR BEERE R BT, fE e S0 T, AE i — Mk,
HEG LR MEL. A0, hT8AE R ENESET AT M Bk, A, BRE
BRSO FLBBT  (HRA T AN SRR B TR, 0T LA e KR, AR, 8 T Eit ik
R J7 R ARSI A L, B X 46 B S ST s B YA B O 36 B, AT AR 4% B4,
B2, AR REAE, RZ AR S MEEME .

3. WX FESREEEE WIOA, ZLREEEZL, FUEAE THER SR
MEFEATEREHER,



2 &—— PEAWFRXHE(EZM)

4. (EEETIE BT RS B R B R R e R E M ER R, R T R S0
SRR WIS M RIA T ERAMEE, HE MR —KRE T, BT T
BRI ALELT NS AL IR A R TS A A RE R R RRT T,

5. A% HSEA WA WIS, A EBAORA B ST A E . RATSNH B
1 ZER BT [ B 0T S 57 5 U, A TR RS A3 AR B T A R R , R 28 o [ 51 5 1 S 8L
SCHEP AT R 2, DR P E TR, R R S S RARKMAITF XA, AR EENRS

RES R Dy B i TR R, BRI, SR A X I RE R R, A, B RIRE S
B, LA SRR RO A . TR, 75 22 L B2 B 5 AR A N 4k B B A LR IR I A [ 2
RAFLELH

6. PRI Ol AT R BB T M ER R B S FE B E
VR VR, SRR e A E ML IR AR

7. BB R BELATERIES, RO B AW R K XU AR SRR E LR,
AR AR (7 TR 45 ) BOARYE o

IEBEABURAR SRR TR RS PP SFIER . FL-BE NN EZRURTS EH, BE
ABRREBAE, FEAZURL L, S kAR E . WA TSI, Xl
BETHEFHERECRFIMUEE, ANS R ZEH, 22 TH”, L 65 000 5
£ 650 0004 AH 2 585 000 &% Wk 5+ # #E B AT ARE ., —BE AL AE
Rt i, EOCWR . BERIAR Y, TAESEAT DA (A A IE#, i 5 BIREL IR M, B &
PEEABERA S

MERTIL, S5 il A58 , S5 N e VR A B0 i M BROK S RS 8 80 B e 9 5 Jip
IS5  ERATE, BA L AR ARG 5 5.

FEAR S WG SR A R I — i, B R BB A & LA R IR

1. FRATHRBER, FFEaiA7

2. PFEREER, WA SRR 4

3. WEZGOIEITA E A A PR RS AT 57

4. WEREERE HEMATLE?

5. HBA MBS AWM T MR, G NiEEFERTRERBEHREEAN

6. BERHT GEMES, BT & BUHRRCER
7. ERBRUAEN BRI ARG 2B
UNSRAE SR RE WIS, X BHE SR B AR
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L SR A Er RS X

—. BIERIAR RS

— R BIELEHTT R 11 AERS)

fi3k (The Heading) : & & AR ML FN RS H #0

#H WMk (The Inside Address) : {5 A 2 FRF1HLAE .
FREE( The Salutation)

F iy ( The Subject Heading or Caption)

J3LiE(The Opening Sentences)

{EM IE3C(The Body of the Letter)

45 1% (The Closing Sentences)

%R 1E (The Complimentary Close)

. & # (The Signature)

10. ffif4( The Enclosure, f&ii 5} Encl. or Enc.)

11. B8 (The Postscript, fiE N P.S.)

PAE 11 TR 58 1 2 O BRSSO BE I R, AR T AR /b, #1011 3
TRBREM, MLPRTHEME . AT 45 (Serial number) .2 5 ( Reference number) L4
K E I A5 (Identification Mark) , Af iR 4 B E M ET F 5 A o

PERHBREITERE F&H— S WAL, 26 ST .

(1) CHAUSSURES RAOUL
23 Avenue de I'Opera Paris

© XN O AN~

Paris ,France

TELEX,;237361

Tel; (212)989. 5250
Your Ref. No.145/148

January 24,2008

(2) China National Light Industrial Products
Import & Export Corp.
82 Tung An Men Street
Beijing, China
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(3)
(4)
(5)

(6)

—— SANEEXHE(F_I)
Gentelmen;
Re:Chinese Shoes

We are in receipt of your letter of January 9 and wish to thank you for your attractive
calendar for 2008.

We are forwarding a draft for RMB 800 yuan to your Guangzhou Branch for the
samples received. Meanwhile we wish to inform you that we are going to present the
full line of shoe samples at the Paris Shoe Show opening on February 1,so that the
French people will have a chance to see the fine quality and excellent workmanship of
the Chinese shoes. It is hoped that through our endeavours we can promote business
between us and mutual understanding between the people of our two countries.

I, as president of this Company,would like to visit China together with my wife and
our colleague,Mr. J. Pasteur,on or about February 10 to discuss future business.

While there,we would like to visit some educational institutions and some places of
historical interest. The length of our visit will depend on the business we will have to
attend to. We hope to complete our visit within two to three weeks. Photos of these
three persons,together with our application for the entry,are enclosed.

(7) We look forward to hearing from you soon.

(8)

Sincerely yours,

(9) Chaussures Raoul

(Signed). ..

Charles Perrault

(10) Encl. As stated.

Words , Expressions & Notes

Chaussures( F)  =footwear ¥
Raoul(F) (A FLMH)BEBERESE

forward v. Ki& , F, iEi#%

draft

n. LE
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line n. 4%, +% E—-EHH wiig 24 KK
the full line & X &##
workmanship n. L ¥
endeavour n. ¥ AH KA
promote v. 4Eit
Perrault(F) () R % &R
Pasteur(F) (#)# &R
president n. £/ ,%%28
colleague n. FRlF
application n. Wi, PiHFH
entry n. A¥
enclose v. ZBAEH WELR
be in receipt of =have received & 2 %)
look forward to HA#&
Avenue de ’Opera Paris EH Bk ki
Sincerely yours 2 E #9485, 4B E L , XMPTREXE DL HELE" REARGARE
L6

PR A5 A LU 2 i A | B W RTRL T B A SIS B BUA I F

(1) 153k (The Heading)

BEPEGEARIE R ZEN B BHEHRIEL, BNETEREA-FRIERF LB
sk fapesd , ZEBETSH

MRS MI(E%E AR ENA 1 3k (Letter Head) , u i RGE AT A Mk (L H BfES
W £EWE(FRMEREHNRES) ALEERERHEMARE(KR) F . 23%
W4 IR —FEERE L B FTIERT HZIAE H 14k (Date Line) IS H RS 1. H Lk
b B AE NEIIS S BAS , & BN EEHRERE BRES , MEERIEM .

FHENE 1 R ESETTIE 5 K 8B, BRTESR € W B2 3T b B HISME AT LT b 305 (B4
S, A85%) . ITHHERE TS A

1. FEREEEH, AREM(08) kA3 (2008),

2. A EBEECAR, AERBTRAE. W(3/9/08) FRGIEER B EH.

3. A& AIH%S , fn Aug. August; Oct. % October; May,June,July 7= &R &,

AHBYE T o
4. HEAAERTA 1,2,3,4,5,-- 11,12, 001 21,22,23,24:----- 31 %,/ H Ist,2nd,



6 &—— PAWEELFHBE(FM)

3rd,4th,5th, ... 11th,12th...... 21st,22nd,23rd,24th-.-- - 31st,

YA TIVULMELE:

1. June 5,2008

2. Ist October, 2009

3. 30 Nov., 2007 (30 November, 2007 )

4. Norember 30th, 2010

HE: AGFHAZ RIAE R ST, G 287, WA RE S S . HEITA 1,2,3,
4,5/ 1st,2nd,3rd,4th, {H&E& T HEAR, AT,

RXFSIHE, B ARAR, EBART .

BAE KRB, — T RA BN L ER, AR E 0, A0 £ 6 Atk & A 3 —3f
BEALAEHS B BAE Fig) X WT

(a) 136 Tower Street, (b)P.0O.Box No.1752,
Toronto 4,Canada, London, England,
May 17, 2010. Jan. 15, 2010.
(¢) 6 and 7 Clifford Street (d) P.O.Box 1079
London,SW463 1Y, England Beijing, China
Jan. 15,2010 Jan. 15,2010
B

1. (a) (b) B417:X, Bi7mA Eib i T RE =M
(c) () BPRK, HITHGT .

2. (a) (b)) WITKRAEVREFT , BE—TRAE R AR A B A AR ES/fS
() (DBAITZRIARBSMS . B TEITZHN ST, 25— A,

3. — ik, TS S5 ZEARES S BT 2 M ER Z EAHRES 8. Wil
2 J5 T B BE B 4 5 45 (20 Toronto 4; London, SWA63 1Y) & K4l T ik X 5 . 5 B R
X, LMEBR R 55 PR UEHERT B .

4. (b) (d)P. O. Box 1752 /& Post Office Box 1752 45 , BI% 1752 S {=48;P. O. Box
1079 £4 1079 5124,

(2) &£ PHHLHE(The Inside Address)

WE AT 2 S — BRI A EENE L7 EFRZ T, IHAERAKREERE, HK
it 5 (FH bt S AR, {5 NIERIE A BRSO TIEER.. SMERBEANE, ERE
T -REGHT SEHBIAEX R, BRERAGHN AL ZR, —RREEETHRA
B, EFLUUEER, MEEATE, ERWE R —RBENREN, & IEH 4 FRiht
S AL, 7 LLAFE R EH B R AR, BERE, T RKGEENEHS5E%
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38 RV REOR IS 8 E T &M
s N4 B stttk A% 20 5 5 L s MR (BACRAT A — I H il BEA T LR (X
Esh, B A RE N SN G REX S )
a. Messrs Hawker Siddeley International Ltd,
32 Duke Street,
St. James, London,SW5 IDY
b. Messrs Williams & Werner
36 Tower Street
Toronto 4 ,Canada
c. China National Machinery Import & Export Corp.
Erh-Li-Kou, Hsi Chiao
Beijing , People’s Republic of China
d. Mr. C. E. Eckersley
¢/0 Messrs Longmans Green & Company
6 & 7 Clifford Street London SW 7 2DY
England
P () FEA R BB ATHE N c/o(care of) , A EH KEAZ, BHAAER -HAEE
B AFFE, SR RER . ARSI E R ARE B DI RRBK LA, T— e fF 4k, S5 % h
BIE AR, TAARERE, UGiRe, WHEEHN LN, FBRERSHERAELEL
Ir NIFE, A] RATEWOE A 4 FRAE B R BB A7 210 Attention =§, Attention of &4, HELINT .
a. Biddle,Sawyer & Co,Ltd,
Hadden House,
Fitzroy Street,
London,SW8 25DY, England
Attention:Mr. H. A. Donnan, Export Manager.
b. Biddle,Sawyer & Co,Ltd,
Hadden House,
Fitzroy Street,
London,SW8 25DY, England
Attention of Mr. H. A. Donnan.
¢. Richard Thomas & Baldwins Ltd. ,
151 Gower Street,
London,SC7 6DY,England.



8 &—— SAWEEXER(EZ/)

Attention Mr. Cave
d. John Morris & Co Inc. ,
O’Sullivan Building,
Baltimore , Maryland, 10026 ,
U.S A
Attention of Purchasing Manager
(d FEEAMA TR ANGS , BRI AT
e. The Ministry of Building Construction.
P.0O.Box 816,
Beijing,
China
For the attention of Mr. Liu Ming
1 FEEMERY T BAEFT & AT L Messrs” — - (Messrs #& Mr. R %) &R %< . Messrs
— ok LRI T AN BT 4 AT, e AR TR 894 F8 (impersonal nature) /417
20, WL BAAT 2 I 23U HE . N4 RSO RTINS “ The” AT LA “ The™ , 40 .
The Universal Trading Company
London Export Company
The Standard Oil Company
China National Corp.
B — R AT R RN P, W AFRIEC UL E A (40 Dear Mr. Liv) — ] A’
B HE
(3) FRWE(The Salutation)
IR E (5 ASHSAE N —FpRRIE, LA 8 R S Nk NS AT, 52 Pk, B
HMR S P — Bl IR A
Rk B4 Dear Sirs 154 % , AR A Sirs, Gentlemen RRERI 8. AF KfF
i Dear Sir(Xf—HLEE AT AER) , Sir( BT RRE REM)
2k Fhphi {4 Dear Mr. X X, My dear Mr. X X( X475 2 95475 , 7] A Dear Sir; 4t Rt
¥, W A Dear Madam & Madam) ,,
PRI I 1 B bR s, — R FHES (O AAE S () 805 G) ERERMS 5% 1 ik
{27, My dear Mr. XX B ) dear M A K5,
(4) B (The Subject Heading % Caption)
HBARE TEMT, —RREEST RN E, BV EME ARG,
Hh A AR T IREANRE T e TR B AR, AU FHFERE 2N
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AARERT . 0 55 BB 8 B rh, BORE T LA 4 R 22 B 18], 8 1 T A% 0 7 46 A A1 B B
H, FHEE A, RIS AR B S AU A RS % RN T, A i ETEON L Re ($7
T30, ERECRT R HH T, EA R referring 5 regarding 91455 . (WIS,
Letter 1) i i A “Re. " , NN AL ES +, WfEMANAEE SR, B -mCiikPx
BoAIAHSES . £-RIELT, FHAEEW,
(5) FkiE(The Opening Sentences)

F LB R G — Wk N (B 7E R R & B SR BN U SR 9 B GRS B
B R RN AN A AUR , X — B TARXEMEREEM B HEm, REE
—YGEE, WA VR LB L ER B RN PR B ER, HrH L E, R
WE AR XMIEITLE.

(6) IE3(The Body of the Letter)

XREBEMTE, FREEANEL. FHREELEREXEREN, EXHAER
BAEF LB T R0 BARSREE B0 B — B B B EIEE,

USRS A SCAR A, — TT4RAS i 1 1 9 19 91 sl 00K Bk L, N 7K T s WS A 7
H B DU, FRGRSEITAE IE S, XN T BRSSO 0 = R A i iR B FHER DUt
REHEAELMER, XNZRAIRIEHE FRXMT

—Page 2—
The Universal Trading Co. ,Ltd. Jan.7,2008

Mr. T.N. L. ,March 10, 2008 P.2

(7) &#5EiE (The Closing Sentences)
45 R IE — R SR M A SCBNR B I, 825 0 3 AR, I Ay R sR BUR R IT B8 K
S VR ) BV A R 45 5 AL B b — SRR R E IR B E RIEEARZ
&, B
HRIBWMF S,
(a) H 4R EIT G, Fln.
Awaiting your good news,we are,
Looking forward to your early reply,we remain,
Looking forward to receiving your shipping advice,we remain,
(MAHES , AHTS)
O AH X — I BAE OB, FR B JG in we are”, “we remain” i SCIAE B



10 —— SFWEEXHH(FZIE)

WRIH, LR —F Uk (b) o)
(b) ARZEEA)FH,H40.
We await your good news.
We hope to receive your early reply.
We look forward to your shipping advice.

REZHE M5, WEMIATRAERERN. &F RASREE, 4 % We are, 5

We remain, ¥, {HEE R :We remain REEH T HIxt 85— UG8 o
(8) #5115 (The Complimentary Close)

SERIE G RA N B — MR E, B NS R R PRIFAE R, B4l &5 R4 A Yours
faithfully , Faithfully yours,Very truly yours, Yours truly, ( Yours very truly,) Sincerely yours,
(FEXEBTREATRLES)

{4 A Respectfully yours, Yours respectfully,

20\ FL BR 4 R Sincerely yours, Very sincerely yours, Yours sincerely, Yours very
sincerely,

HRIEEALR TR 17, EYaRA AR, LA M IANEZAER, RAHE
—NFERE,FEMES ., (FEEEEWH-ly #ElE, H Yours A Your).

TEER YN — B HE Yours HUTE A T , {8 36 R BRBFE R # . We remain(are) L JRIH , B 4F
AH.

(9) %4 (The Signature)

HERER T, IO T S AR R EGITH , WA HATAZR , B2W N ERENF T
A AN YES ML, AT DT, W R S F R E IR E, KA S Pk, B W
“Managing Director” ( &3 ) \“Manager” (£ #) (MHE T4 K) , BUHHA NS, X
/1

Yours faithfully,

THE NATIONAL TRANSPORT CO. ,

( Signature)

T. M. White

Manager

Yours very truly,

THE INTERNATIONAL TRAD ING COMPANY

( Signature)

Charles Smith
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Managing Director

Yours faithfully,

P. P. THE NATIoNAL TRAD ING CO.

( Signature)

B. R. Jones

Per Pio. {55 P. P. ( Per Procuration) 1E/y F1{T5 & FRZ R P. P. 5 Per Pro. il & 45
ABERRBHL, ARUM BN EL . REAFBHRZATM For 7, IR L RZH
HRRERTAES.

HMNE R ER R T T GRS, AR EBRU ZE R EAANRALH, A 2@ R
2, A RAEMR,

(10) [ (Enclosure)

UG A MR, AR 22 F AW Encl. B Enc. (HE) o INEH4 R ik — 4, BETERA 2
Encls. 5§ 3 Encls. %, s{I¥ 4SBT -

Ensls.2 Invoices( B E —5k)

Enc. . 1 B/Lading(328—3K)

1 Photo (BE Hr—3K)
1 Certificate (JEBHH—4K)
(11) H- )3 (Postscripts)

fHE5E, MR ERAAEEEMEEY, W LIZEE AR P. S. (postscripts #1485 ) , 51 H
WS R IGH R EASEE R ANR LS (A NEZ RS — 58, I Park Davis, 1% P.
D. ), MEK R, —MARH P.S. , B A EEAIEF AT X2, ANAEE 25, FE
MR, ERREEANDEARABREE,

EANE S, B L E e R & 3B 4h, WAEE R L T Encl. 277, 3T EEHAANS
(Identification Mark) , PAfSF H & 8 %t ik f5 & A 87, A EICHTF, BS54
ERAFEID R A 0 — AT R ST, WE Z R, B a0 HAP/CGS 2 PAH
DGS, #% REN T REMITHCEXMNZH, SUEBAXRRAR, WRRFEDIX HAL S
{3, TR 00 4 038 B 036 HA A7, P AR UR O 22 F AT CC to x x x " (" CC
x x”, CC & carbon copy ZFHHE,

ZVHERAEEERSEW

A3 A5 R LR 43 1 % BR A AE A Th L o BB AL, A R Bedb, FEFT AR B9 i A B
R T L R,



2 &—— SFWERELTHE(E_N)

1.8 TET I MR B T , ST , B AP R B BRI ok, B0 bl BB 5

2. NEEERK, ITHEM, FTAGHENZS S —EMNE, AR SARITAHS
M BRBURY . AHATRR BEREE, BRI ORI RN — MR FAREE T
PO, Al F 8 TR A UROT  FE R N —%5 ( —) W RITSE, BITHIT. ¥FHRABsiTE
ITOS AR F WO, AR EAEAS BRI B, B — T Al R B R AL , 3 AMEN .

3. FMENEREWMALET., AEAEMZEHEAEL LT, M FERERETH, A%
WIMER ATH HZE AT 2 X B AL, I AR BT, ER AL D
21 R R R 45 5 48, 3F Y double space, {5 BEZFTJLIT. KIGHH single space, % {5 kK
TR TN, PURLAS I — . MARTEREEREMELBAES 1, BEXH
THOLET , B R A M IEEREXH -8 — B EE 0, ARBAEE.

4. IR, BATE RO KRBT B RETT, A E I BMAR . Bo@iTHE T =M.

OF :LFF:v @ FkK Q@ RAER

@ G173 BN BT S — 17, BS AT — AT RS S
1E3C, B — B IF R — AT AR 4 T4% (— B SRR —F BB ) , AR (—) .

@ Pk HESBRM T, REBRWF B - 1TE S — B, — @A %17, WaRR
(ZHHF(ZZ) . (ZH) BREZ2M LK, FhX&BRZH %A double space PAs

Q BEX  HNBIL R HATES TS RATLX, ME—BRF B RA%T
Ko WRERIRGRA TUBRZHREER ., IaR(=),

BR(—) H@iTX
(1) China National Light Industrial Products
Import & Export Corporation,
82 Tung An Men Street,
Beijing,China
January 30,2008
Our Ref. No
Your Ref. No

(2) The Pakistan Trading Company,
15 Broad Street,
Karachi, Pakistan

(3) Gentlemen;

(4) Re.Chinese Light Industrial Products



