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HER{EL (Module Task)

B{E#8 S (Letter-Writing Guide )
{SEREH (Specimen Letters )

Letter 1-1 A Letter of the Indented Form

Letter 1-2 A Letter of the Blocked Form
Letter 1-3 A Business Letter

EE K ES (Imitating Business Activity )




R{EF (Module Task)

Learning the styles and structure of business letters.

,;,g %1:?5% ( Letter-Writing Guide)

REHEREAE TEPERABCAR, BHUZSLS ., FEAGEE. ZREBME. &K
B WHTMHMWEETHR., AREMA WTO LIk, MM REBIRERE. /F
ARG —FEAMBRE TR, BHRERERBE ENH. REAMAT
DB AR @2 RfEEGER, WHR#E., X, BF4SE, BE£EXEFBHEHM
L

BfE#EN (Writing Principles) 2 MJRKH) 3 A~ “C” (Conciseness, Clearness,
Courtesy) % JE E| H ®i i) 7 4~“C”: Courtesy, Consideration, Completeness, Clearness,
Conciseness, Concreteness, Correctness.

1) #L3 (Courtesy). BEEFEF L HilkE, A HFEFEHEFILIKRIL.

2) #&ix (Consideration). G EAAMNNT TR AEEZEREFATRK, AR
MEHHE, B ENEEN.

3) 56# (Completeness). —H FILFRNAE ML FRE R, WEESNYFH
WA, RS, VIREFHESMABEREMS,.

4) 7E# (Clearness). EEREHH, MM AMER; ERIAEFRNAE; 8
A F G .

5) fij#& (Conciseness). AR IEER; BERVERES.

6) H1{& (Concreteness).

7) 1IE#i (Correctness).

—. MHERHEXENX (Patterns of Layout)

HEEEBEREFECHFENRRNESEW. BRUEN AN EZRFEH LS, R
—MEREE. ERXFHNTRETRE, BR, ATBREFE KRGS T2 B T#
K. GHPIAGE -5 RMEE, UERHEMHERNERAFEFENFERALER
I, B4, BRERMTEREEBEEE ERHAN. deBimkls4gm. —
B —fXE540, RIFL2RRFFEH, ReEESmk, BHEpk, FURSL
XNT—MARE. PELHEE, 58— SREARIKEKA, EUREESHEX
5 BRI o :

—f KU, REMANBHSREERFNRRXATIEAFRM:. FENEHER (the
conventional indented form) (% Letter 1-1) FELARHIFF LR (the modern blocked form)
(I Letter 1-2) .

RFERBERERME, FEXBERXT B 5~6 M FRIOEE, Hi R




Module 1 Business Letter-Writing #

KEHELZ . WE, FAREBSEEREPHEHBERLE. BHRH
FHRAERNERO LT, BESBREZ RELEHRNEZEH 2~38 17
9o X% BEFRMEFF LK (the full blocked form) . {HE, 7 I4EH MRS KN LA
ARG ERWRAE, Breh, AIER T —# 3 B 95 L X,(the modified blocked form),
BR4E 0BG, TodB oAb Py B e 2230 .

—. BSEEMELXANSE (Layout of a Business Letter)

— B ESCRG 5515 R B MR L3 43 4 AR 2

— RS EEREEMEELUT LS N

1. 5%

%%(ummmw)%@@m%E%AmE¢%m,@%ﬁ%‘ﬂﬂ‘%ﬁ%@u
BAGL S, HZ E-mail b, f5kERKKER LY, 004 T80 L BB & Fi
MR L. RERROFERUR—ANEE, SROEL, TUBR - ARKRAT, W
SR A5

ERTEK, AUELTRHEEHEMATANLES . BEARKS . 85 LK
ARG FEA-BEMEBERAML, @FEEMEN. 0H —ROEREEH,
%%mgﬁﬁﬁmziﬁ,%iﬁﬁg,ﬂM%ﬁ*WﬁﬁE%ﬂﬁEﬁ;%?ﬁﬁ¢,
EJRAEY, UMM LM ELELELSL L.

2. ESAH

%5 (Reference and Date) & 55 I BT 44 . LA 251 (9 REER 202 . 2% BL“Our
ref” F1 “Your ref” X 4.

HIFERKUT 3~4 17, AERFARERFHR, — B30 HBIRAL R, X
Eﬂ?%mﬁm,ﬁ%%ifigﬁoﬁﬁ%£%%%¢,E%—%Egé,ﬁﬁﬁ
ﬁ?%%ﬁnH%%@ﬂﬁﬁ%ﬁ%ﬁ%&%%ﬁ%gﬁamB%ﬁ%&%ﬂmhwm
mW”,W%E%E%ﬁ%&%%“wwuimW”oﬁ\E%Eﬁ%ﬁ%,ﬁwﬁ
A H bR A

KTRGEAMNGE, MEZUTFILA:

1) ERNTELEEH, FEHE.

2) AMEREXLK, FAERAKERE.

3 AREREAXMNMAEER. B May, June, July BN&ME, FTHE,

4) SHMN, WTHEHF1, 2, 3, 4, 5o 28, 29, 30, 31%, thnHFEHA
1st, 2nd, 3rd, 4th, 5th------28th, 29th, 30th, 31st % . {H &7 FH$i7, RHHT.

3. FHAZFRM L

HA LM (Inside Name and Address) RIGWHE AL M, S
R ZE L, NERNEDTIRFGE, BTSEAERMEREAS 1~247. K
&?%:%EW%A%z\%ﬁﬂ$ﬁ@%,£1~2ﬁ,%53ﬂﬂ.ﬂ52~4
17, Bl '
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Kerry
ign Trade University

Chaoyang District, 100029

Beijing

China

4. FFLFRIEE

SHUE ANHIFRIE (Salutation) W H & —47, ST H A HbE 1~2 4705, M
FRMELTHEFEE, SMANTLFRERE, BT RBANKS, EEAFES,
EXREMMEREEFNEHES. RKIPHETMEBSASKEANXRTTE. S5 E
ANBRXERN, HRIPHEEERUTILA:

1) B KRG B E— BRI Mr.. Mr. FIZES K2 iiRSERNLZ 2R, AR
HAE4 720, %W Mr. Phil White 2% Mr. White, 8] & Mr. Phil, Z#IFLA 5B ﬁ, T
FEREZHTH Mr. IS HER Messrs.. X LLA 4 h 46 Bk 16925 5 A4 M0 3 F X FhAR IR, 1
Messrs. Black and Brothers (3£ 52 W36 A ] ).

2) MLtk —HRIFE Mrs.. Madam BX Miss. Mrs. 7B & TRt R RER Y
B, BRGERMEFZH, — WAL FH. Madam 7 L3S B 580 78 st 5% 6 2 42
ZHlo Mrs. BAESHHR . BERTFEALtE, WELEL T Mme. 832 Mmes.,
X AL F 27 BRI AT LT Mesdames K. Miss £ B Tk B4 F, W
HEAMs., HTFHRZHRERINLZFEZH, —BAATLE2H.

3) XM NBIFRIT, th AT A Sk #7 BRER AL [ 4% 7R, A tkdl. B4, Professor (4
54 Prof.). Doctor (4i5% Dr.) il General (455 % Gen.), iXEaHKIT# i 7r itk

HIERZE AL F 2 B, fn Prof. (Phil) White 2%,

4 Xf S0 28 B WS A IFRIE, 7T B Gentlemen (i A< & Gentleman), Dear Sir (s)
M My dear Sir(s)% . Gentlemen Z R ANREMN dear, 5T th REEM#E4 . F Sir (s) mt,
AT ¥ i dear —id, (LT B Sir (s). HWE ARG, NFEHB EBRALS, Za
M F Madam B; 5 % Mesdames.

5 XMHERAE RMFE, WERKTE. BOFER. WK K. M s,
A (Dear) Sir, (Dear) Mr. Chairman, (Dear) Mr. Premier, (My dear) Mr.
Ambassador, Your Excellency (5%} Excellencies).

6) NAEEHERMEEMEFEBHERE, WL SirfIF; MLE, LRSS
LZHHREE, WA Madam BRI, HHHEA Your Majesty #ITLIE RS MBEEH . Your
Majesty RISk f5 B M L, HEHH Your Majesties.

) MEERE, MAF. EF. FERAES, —BTH (Dear) Sirsk (Dear)
Madam, {H7EIEXMFRR, —MH Your Highness (5 %% Highnesses).

R IS AFRIE LR

&4 (BA) Mr./Esq. KA (EH) Mrs.
MH (RIS Miss KA NELEFR Ms.
KIE W Mr.and Mrs. PILEL A7 LL | 5B F Messrs.
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B RFEALLL L& F (BE48) Mesdames — PIfIERBALLL B/ (

5. &X

f53C (Message/Body) RSZFEMM AL, FXMBEERME. HW. LB, &
BIEM, VIhEA, RENSWH. SEBER T /NEE, TEHRER, fREFEARN,
HEHELEZEOBE. RHEBRLFL, EREXHEL. FXZHRMITE A
A 45 £ AT AR AT BE

B R LML, BLEREIFFAFT L. EEHLSHEEMHN, EX—KIF
TR, AAMBET. £HEERE; ESRAAGEHN, EE5FZEERM4EE, TH
P. S. RARHH.

6. HRERMUE

45 B #(iE (Complimentary Close) &5 45 Wi i — M AL S A&, 7E1E P BHE L
B, GEZ A B, FERAIMR, TU—EBEHZES . AR5 BHEER: Yours
faithfully, Yours truly (£ TXE) %, thH AHBIZK Faithfully yours, Truly yours
%, GRHBIEVHEREXZE, RNRESTF, BEAREERMBE S —T. Wil
oL, WEHLMERZH. TE.

SRBERER/AR RSB OHEE AN —FEK, Rdb&—147, €TIEX 1~2 17,
MELFF S mA KT SRS F—NMANTFLFERERE, KEHES.

7. BEAZATEE

% & (Writer's Signature and Designation) £ %55 A8 £ A 7 K 4 FR 8 bR
e AR AHRATLUITE, MEFASLBNMLAREFE, WEBATHEERE. X
NELERBEUT =T, RKABHATREZHNZNH. HEEFARLHE, 5REAX
AHR, W—BEBZLIHESEL Miss, Mrs. 8 Ms., LUEXT 5 B3 i %038 fn fa
M. AREEBLES LA KB, BREERKL4E.

8. FE®|mW

HE R FH I (Attention Line) X 1 & /& : For the attention of =X A #. [ Attention,
TH—&EMLE#EE. AEHEESRREMANRESTIIN, WHKHE. STk
FRIPEE DL EPIAT . BRFFLFSL, AIIRHESR SCBL B a).

9. Ef.

HP AR 8 (Subject Line) ZEFFSLFRIPIE AR BAT, FINRELR, BR3TLkA4h, —
MRAE(E SCUA Bl . &% 2 — /N E B 1 LN A SR R s 5 ORI 28, iklfs A
X RANEEIT M.

10. B AKRS

2/» A5 (Reference Notation) 7EEZLUTHAT, RTFRELFHEFRAES,
AHNG, AT K.

1. M
FEHER MMM (Enclosure), ML FMEY Encl. B Enc.. EHWH4ARIE—4,
MMEH 2 (K3, 4, 5%) Encls., f#ili:

>
R S—
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2S5 e
: Pricelists

12, #hi%

1% (Carbon Copy Notation) ZEMtFLLFHAT. $IXEFH. BHEMHR. HEK
WidA ce, JETMN EWMHANRAFTRET, ATITEERAEMBOG L. BERIRICH
bee, EMEHANRARRKZF, RITNELZGM L, FHRAFSHEAMKE A 5miE.

13- E

= (Postscript, 45X P. S.) HEWELTHIT. WEHE ABR MRS EidiR
BN, THKEFR, ENRERRMEH, XTELSEMIRKESE. FhETke
BAN—FEERE, IEBSRE, UREKAEIR T 2 HR 1S 1.

fE BB 13 AESD, BT 7 TRFTA B &HIES R LAAEAS, TE LT
RAHLEH .

=. BFEENEHERX (Style of the Envelope)

HREEAMR, A LR AR R 2 SRS E I AR T R, &
EARMIE MG ZEEGHNA LA, REHSHE.

RIBEOHIENMNERIR, RETMEE, BEEHESRK. WE. 2 5RM BB
B, BIERBRLR. FH LERLRUE N FREFHRES. S5k
sk —4F, ATRAEERRF LK. FHERBEHEBNER.

China National Import & Export Corp.
Beijing Branch
Beijing, 100006 stamp
CHINA
Messrs. Smith & Co.
194 St. Lousis Street
London, England
U.K.
(Blocked Style)
Howard Lee & co.,
Hudson Avenue
Perth stamp
AUSTRALIR
China National Chemicals Imp.
& Exp. Corporation,
Beijing, 100009
CHINA

(Indented Style)




Module 1 Business Letter-Writin

Discussion

Letter 1-1 I ]
Lijiang Yongshun Machinery Company Ltd.
26 Xiushui Street, Lijiang 421200, Guangxi, China
Tel: 86-679-64235800 Fax: 86-679-64235688
E-mail add.: yongshun@sina.com
Your ref.
Our ref.: GBD/FM -
Date: 4th July, 2005

R. Jameson, Esq., B. Com., A.C.A.
25 Silverthorn Gardens
Bath, Somerset

Machines in Lagos and have been handling all kinds of such machines for more than

Dear Sirs,
We write to introduce ourselves as one of the largest importers of Sewing
twenty years. I

We are eager to enter into business relations with you in the hope of developing
the trade between our two countries.

We are enclosing our Enquiry Sheet No.303 and will appreciate your quotation CIF
Lagos including our commission of 5% together with your indication of quantities
available and the earliest delivery date. You are also requested to airmail us two copies
of your catalogue so as to enable us to have a better knowledge of your products.

If your price is competitive, we are prepared to place an order for 500 sets of the
sewing machine.

Your early reply will be much appreciated.

Yours faithfully, I I

Managing Director
Lijiang Yongshun Machinery Company Ltd.

Encl: Enquiry Sheet No.303
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BHEEHRFAGX. FRAOREIER:
1) Thank you for your letter dated Dec.22,2007.
2) Many thanks for your letter of Sept.5, 2007.
3) Your kind letter of November 22nd arrived this morning.
4) Your letter which arrived this morning gave me great comfort.
5) In reply to your letter dated 4th July, | want to say...
6) Thank you very much for your letter of August 2 and the gift you sent me on
Christmas éve.
7) What a treat to receive your kind letter of May 5th!
8) First of all | must thank you for your kind assistance and high attention to me.
9) With great delight | learn from your letter of this Sunday that ...
10) | am too excited and delighted at your good news.
11) | am very obliged to you for your warm congratulations.
12)1 am very much pleased to inform you that my visit to your country has been

approved.
Letter 1-2
China National Chemicals Imp.
& Exp. Corporation
Beijing, 100009
China
Tel: 86-10-64496024
Your ref. Our ref. RBN/FM

10 January, 1986

Mr. R W Jackson CBE MA
108 Kingsway

Rochdale Lancs

OL 16 4UX

Dear Sirs,

We confirm receipt of our letter of September 11 and the exchange of cables between
us.

Groundnuts, Hand-picked, Shelled and Ungraded

We regret to say that your price of RMB 1,800 per M/T CFR European main port is
indeed too high to be acceptable.




Module 1 Business Letter-Writing

For your information, recently groundnuts from U.S.A are readily avai
quantities at a price only to the equivalent of RMB 1,700 per M/T CFR 3
are requested to reduce your price to the corresponding level for shipment during
October.

Walnutmeat
Our bid for this article is USD 2,500 per metric ton. If you find our price agreeable,
please cable us your confirmation, indicating the time of shipment and details of

packing. [
We look forward to your reply. X

Yours faithfully,
Roy B North

Director _
China National Chemicals ’
Imp & Exp. Corporation

\ FB K FIR s

B 445 E A 0 2 KB A A

1) Awaiting your good news.

2) Looking forward to your early reply.

3) Hoping to hear from you soon.

4) We await your good news.

5) | hope to hear from you very soon.

6) We look forward to your reply at your earliest convenience.

7) llook forward to our next meeting there in Los Angeles.

8) Your early reply will be highly appreciated.

9) Any other particdlars wanted we shall be pleased to send you.

10) The help you give me is sincerely valued.

11) | hope everything will be well with you.

12) Please let us know if you want more information. r
13) | hope you always enjoy yourself.

14) | wish you very success in the coming year. '

15) Please remember me to your family. ﬁ
16) With best regards to your family.

17) All the best.

18) With love and good wishes.




Letter 1-3

China National Chemicals
Imp. & Exp. Corporation
Beijing, China
(2) 3rd July, 2007
(8) Messrs. J. Johnson & Co.,
143 Eastcheap,
New York, E. C. 3.

(8) Attention: Import Dept.
(4) Dear Sirs,

(9) Pharmaceuticals
(5) We thank you for your letter of the 16th June.

In compliance with your request, we are sending you herewith a copy of our
latest price list for your reference.

All prices are understood to be CIF Européan main ports, subject to our final

cable confirmation. Payment is to be made by irrevocable Letter of Credit available
by draft at sight.

\\

As there is a heavy demand for our products, we would suggest that you advise
us by cable in case of interest.

We are looking forward to your early reply.
(6)
Yours faithfully,
China National Chemicals
Imp. & Exp. Corporation
(7) Wang Ning

Manager

(10) NQ/sc
(11) Encl.
(12) cc our Branch Offices

T
>

—_— e —>
—y/') J—

will airmail you two packets of sample tomorrow.

\ FHCENIR Bk

BEFEREEER:

—é-in gﬁ%ﬁiﬁ%%%ﬁﬁﬁ%ﬁ) -@ﬁi"f'i‘é‘]ﬂ(‘ﬁa'tﬁ.

AR, EXBREFIAY. THER, BLTE. XA N, BIEHEEHRTE

I (13) P. S. Your letter of the 22nd June has just come to hand. As requested, we

/.—)
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VX FRRALLTERGIEEL, RLBREERE LT EGEERE
FEARE., PIERE, AHSEUILA, BEMAESEEIRLY, 2BAGTE
B L%k A AL, BidteqiaiE,

BB, BRTBEE]R. P15 . ArL45R90, AT A6 b, BB F L EHRIR,

Exercises [

I. Plan the layout of a letter according to the following details.
1. Sender’s name: China National Food Stuff Import & Export Corporation, Beijing

Branch /
Sender’s address: 246 Gulou Street, Beijing, China
Sender’s cable address: FOOD STUFF BEIJING

Sender’s post code: 100009

Sender’s Telex address: 22069 Food CN

Date: May 28,2008

Receiver’s name: Clarke & Smith Ltd.

Receiver’s address: 72 High Street London E.C. 4 England

Salutation: Dear Sirs

Subject matter: Groundnut Kernels

The message:

We thank you for your letter of May 20 enquiring for the captioned goods.

The enclosed booklet contains details of all our Groundnut Kernels and will /

2 20PN O RO

e )

enable you to make a suitable selection.
We are looking forward to receiving your specific enquiry with interest.
12. Complimentary close: Yours faithfully ‘

Il. Address an envelope for the above letter.

N
N

35565) (Imitating Business Activity )

B | ERFRALEFEXTHNG L, 2ERERUEE-REHLLE X
BH%Er, T FZ TARANGEAE L AR L £, MRAGXEE ,r
8

EEEW: 1. RIFEEDNET /A, WL Y05 T FX S R A

2. BHAM - ARERRZELEFR.
3. WEMRFAENRRELHEIEHBELS AHREIGEE.
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BRESE (Module Task)
> EB{E#S (Letter-Writing Guide )
> {EHEEH (Specimen Letters)
Letter 2-1 Self-introduction
Letter 2-2 Request for the Establishment of Business Relations
Letter 2-3 - A reply to the Request for Establishing Business Relations
> R EESN (Imitating Business Activity )




