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Business Letter Structure( B\ 51

The Styles of Layout( F{ERETR) +orcvererrrroarreereemrentiiiiiiis e eeseanees
Addressing Envelopes({£##iht)

Writing Principles of Business Letters (Bl 35 BIBVEBIL) «oovvvvemmenrerenennnn. @)
> BIEER—ERSENHSSENEFREMEREARE (10)
> ZJPE

> HREN (27)
B FEEREMEBER o avnvs commsisns snions sesss Sasiiis 5503 §65508 fmmmmns smmmerannsss vuavesseweseeans (27)
B ABEEELERIEERD  corevverrvemernreeiniori ettt ettt er e eetrerraeeaae e eeaann s (28)
D BB ST R AADEEETE  c-ovvvrermrre e ert e cete s eer e e eenan s (28)
1. Self-introduction by an exporter( i T BFEHIRAZE) covrerrrrrreeermeiiieiii e (28)
[ T 2 3 < T PN (30)
P BHAJZH——FH T cecererrreni e e e (31)
2. Request for Establishing Business Relations(i#>RE AV £ F)  correvererrerencnenn (36)
3. Self-introduction by an ImporterGEO T B ﬁﬁ‘éﬁ) ....................................... (41 )
> ZHLiEH T T P PP PR (41)
4. Credit StatuS(BFIETHEE)  sererorrrrrrrreerertieiiiiiiiiiiiitiiiiotcnaenenarrereasansenes (44)
> Z iRl L= 2 T N (46)
> BEER—EBRASEMNHR (47)
> G - e

> HREN
P BEEERRICR,  mors oo resenins s S50 SREH0 AEHS SRS 505 e s o i o
. = =1 10 = 3L . 4.7, SR
B BBEEAITRATIEEETE  cooererrrvrrereremrrereneree e srrrereeesssnresresssnnene
'1_ A General Enqu"y( _ﬂ&iﬁ]&) ............................................................
2. A Specific Enquiry (3 O B B £ )
> ZHLiFEIH BEEL s vomanws siviws w80 s GENES RPN KNS LABHTE 55AMES emmmnc some mme e
(Y R . P PSSR
3. A Specific Enquiry( £ EL81FTi%)
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4. Make a Firm Offer and Send Samples( E R M LREIHFFEE(1)) wcrorereermremrieene (70)
R - U P (72)

5. Make a Firm Offer and Send Samples( B R IRLIFFEE(2) ) rovrvrrmrrrrrmreeneens (73)
> PEER——EAE ARG SEORRERREAE oo (76) -
B BRSPS ceeeerrerenreeenneinie e - (82)

P PEMGISI  ovc svums ca0u000005 05505 40403 40550 045550848 8w b nmmnnmemn s amesmnnens aesenrs (86)
P ARBEEEESR oo (86)
o R EYRHIEIR  coonworemsase oo prmiss v s AT SRS SRS SRS OSSR (87)
> géﬁ_{%{*ﬁﬁ&*ﬁ%%ﬁ ............................................................... ( 88 )
1. An Firm Offer by the Seller( SE ) +overrerrrerrrramrerticaiiiciiaiieeien, (88)
- R (89)
2. Declining a Counter-offer( JE4EIRAL) ~-+rsrorrrrrrrersrenrieiiiieiiiiiaiiiiirae, (91 )
3. A Counter-offer(3Bf)  +evtersrerarraanreett ol eee et ae (93)
4, S BATEPE F RAEYY crroorrerr e s s (96)
5. Acceptance of a Counter-offer (FE3F3RAL) cervrerrrrsrrroarrrnetniiieiii i (99)
T I g R (101)
6. Offering Substitute (B L RHIRIZ) corrrrrrrerer e ( 103)
> BB ASERR S AE R FITERREAE s (104)

> GE

> HREN - (121)
B AXEEENETR s cmuns « swstan s 54303 § SUNHS 5 SW05% $555% on¥h e smasmine v o smace wmm wm s (121)
(S o =1 1= 53 A 7= 3 7y U (122)
B R S T TR B - oommrem « oy s pymmee sos s amnws womEES SO FUSNES ERSENS SRS (122)
1. Accept an Order(f3E3F{THL) eorrroresreretmtrtneiiiettiiitetiiiesnieniaanaesennsacsoians (122)
2. Book an Order with the Seller( [A]SEHITHE) -vcoererrerrrorrrrererananianieneainnan, (125)
3. Confirming an Order( BHIATTEL) =revreeererrrreetriiiniiiiiiiiiieiecnaaas (128)
4. FRLFELE ik S £ T S S S Sl A TS ST S SRS S (131)
> VIR ——IE RIS S5 218 R P AR AR ooveeeennsennenn (135)

P G EE e e

> HFEEA ST S VR SRS S 3 SSRI § SRR § SRR Saaine memm (144)
P AREEEVETESR cororerererrrree e (145)
P BEEVEGERIIETR - oovrrrererer e (145)
| YR G il L USRS R (146)

1. Request Easier Payment( ZsRFEFRFTER) rovrevererrerrerenrmennniiinn, e ( 146)
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» ZBLFRAH D e (148)
2. Asking for Payment by T/T(BRHIIL)  eveevereeeemrennnemmmmenronseeresenennnnenines (149)
3. Urging Establishment of L/C( AR RBIFSASHRE) reoverermrrrrroeresrmresennsmennees ( 152)
4. Asking for L/C Amendment( BERAEMUAEFHUE) oeverrerrrerrmnmermenerresrnoneneseenens (154)
5. Amending L/C as Allowing Transshipment and Partial Shipment( &35 B P/ i)
................................................................................................... (156)
6. Extension of the L/C({SFIEERR) +ereererrersrererrersmsrsrrtsnsiannasanasaesen (158)

[ PR S R H TLAC B TR TR ----vvvvevnrrrermrenssssses s (160)

> BT A S SE N FINERREE oo (163)

> G e e §5IRS SEHIES 5 SO SHy yorenn e e minind S35 (170)

B P EFE Al cooerereemrmrerernrn e s .
B ASEEEYETESR -eeeeeeerereormnrssrss st s s (175)
b A B ENEGEHIHEAD -ooeermeerrereesert et (175)
> %ﬁ-fg{*ﬁ}fﬁ&*ﬁ;&ﬁ& ............................................................... (176)
1. Packing Requirement( FIBEREIR) serevvcernrornsnirmsnnntotstoninninnnnrnaresecntirese (1 76)
B BBRIE —SEPALEE oovererrrmeee e (177)
B BRI H——AIEW +vveeerrerermrer e (178)
2. Shipping Instructions( BESEAPEH]) evereerrruereeeraerenanasen ettt s e (181 )
3. ERTHAERERE L/C HAHEEIE oeevrreerrmrsrsmrmenrrrmmrnsnnnenesenes (136)
4. Shipping Requirements( BEGETETR) wevorereerrers st itesn it ( 187 )
Bt :Packing List and Weight List(HfHBGTEREL) «oooreeereeremrarermmsneseees (190)
Bill Of LAdiNG(4EE)  +erverrereerrammrasenssntiesten et (191)
B AP ——SEIE RIS cverrrerreres e (191)
> BiEE S RN S E R AERRB AR oo

> HIJE

> HRET

B ASEEEEEIR weeeerrerrereeremenntnm et e (204)
B A EREELERGEEID o eeeerrrrmmseessesonmsr e te e e (204)
D S AR TR AHIEEEEE - vveeeree e (205)
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3. FEJAR v vvvrerrmererore ettt s e e (210)
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Ft.Ocean Marine Cargo Clauses (M i PIRIEARER)  ooevererreemmneeer (216)
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b 43 B—— (224)

> HRE (226)
P EBEEETIR e e (227 )
P RBEEVEGEFIFERDR ~ooooveererrrrrn e e (227)
| R N = b - P AL ELTTITRPYRYI: (228)
1. Complaint about the Wrong Commodities (HUZRIEM4E L)  ovverrererernrrriasinnennnnen. (228)
2. A Complaint for Inferior Quality( X458 R BIRH I ) »orverrmrerrermrrsriiaiin, (231 )
3. Claim Accepted (HESRZRME)  +e-vrecererrermrieiceiiiiisiiniiiiiiisiisissiin (233)
> ZHLiAZH = 3 1 AT T P T T T PR TP TP TSP PRP I (234)
4, Claim Rejected (FEHEZRIL) »orrvevrerrerrnrenseirtiasieiotsiersesaosisrsnrarsisrssronsias (235)
> BIEER——EAE R SEN R BB v (238)

> kME

> HREN ceerene (251)

B ACEEEDPETE SR wnassnsas cumins ouass aasinds abbvas dawihhs (okhan sawas oauns 04N NS »EdURS B4 xS b (251)

B AT EELERIERED vrorrcrerrsrrnimeirmieiinicniin s e neereens e (251)

Y T VA b o - RN (252)

1. Asking for Sole Agency( ZEEEMURIE) »oererrerrerersrreiiiiniiiiiiiiiiiiiie. (252)

2. Agency Agreement( I RIBHIN) ~revrerermcrerrarmernioiiiia e (254)

> BEER——E B ENAS SEO R BRI e (261)

| e I - RN (264)

Fif « oAt A R TR (P RT AR )« ereeeme e (266)
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Unit1 Business Letter Writing( Bl EE SERER)

RXEBEHER MR EL B FERARNTF AR CETIIILE:
O f&:k (letterhead)

© %= F1HHA (reference and date)
O &M il (inside address)

© #£4p A (attention)

© FRME( salutation)

O FH I (subject)

O IE3Z (body)

O %R FR(complimentary)

O %4 (signature)

© M4 (enclosure)

O #i%(ccto x x x)

© MtF (postscript)

(VA RAEH EEE )
Modern Shoes Fashions o
78 Via appia, Rome,ltaly} sk
Moda Shoes ,
Boulevard Haussman
Paris, France o Glests
Attn.Sales Manager
Aug.17,2005  ----- Hi
Dear Sir or Madam, FRIE
Re: Inquiry of shoes HH

We have obtained your name and address from Aristo Shoes,Milan,and we are )
writing to enquire whether you would be willing to establish business relations
with us.

We have been importers of shoes for many years. At present,we are interested
in extending our range and would appreciate your catalogues and quotations. (
If your price are competitive , we would expect to transact a significant volume
of business.

We look forward to your early reply. J
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Yours faithfully, LRWE
Shormen .%x{zxy

_ } 54
Sharwin Huang
Deputy General Manager R%

1. Letterhead ( 53k )

SRSMEIEE, — BB EL AR EANEFF S B ESE EFES X E-mail
P E, H RN - BB E EREGRARASRSASEL —FFOEFL L. &
R AEK ELEFETEFEPREE L.

2. Reference and Date( 43S HA)
HETHEESERBAERERNGERESES, MRLIER, BT Your ref /Our ref,
HERGFLHLBEHARH S, KEASHBNEERFEZR/A/F, MEBAEELE
R /B /%, BrLk:
A FHRITEE, A 04” 20047,
B. A EBEXAHK, AHNFRAE, B UAES.
C. HIBIFRERE.

3. Inside Address( {=Aitiit)

s A2 bt — B RFIEFENE LT FETRNAEE, [FRtbit S5Es bt
MEEMR. EREKGEANZFR S AX TEEH. XEEATE,GHMF . —£K
(ST S5 At AR E X R, BB S EE R £ 88 R A BEE TSN, T UG
AR, MBRBEATNE, EFEAZ: —REEANEEN, R REHNB R I 5HEARER.
HAEARE, AT LASE BB %Tﬁﬁi&%ﬁé HERE; R ERIEH 5ERSE,EENRE
R, ETEHN.

4. Attention (&7 A)
WEBX T LN, FEWEABERE TR TS E LI N3, AT LAZE(S Py st
A Attention =%, Attention of , 1.
Richard Thomas & Baldwins Ltd. ,
151 Gower Street
London,SC7 6DY, England
Attention Mr. Cave
or Attention of Purchasing Manager

5. Salutation ( 7 %)

SILT AR AR FFSOF LRI IR B P b F 2P, E MO e
BB R A

2
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Dear Sir, Dear Madam, Dear Sirs, Dear Mesdames, Gentlemen ( 7 §g Fi 2. %¢) , Dear
Mr. x x x,

RIS W EIAR , — REFE B A5, ER E. NE X%/ K5+ Gentlemen f5 F
B5.

6. Subject( i =R )

B HBGEEERIE T EMAT, —REERETEMLE, EXAAXERE—NFRAE
RTELNER, EHEEHEE, SRS R ER EHTREFSS0T, FilkEA—
ERMEFHNE.

7. Body(IEXL)

XEBER TR, RERBANERL, #EEHFFLEFFLE(Opening Sentences) , B i
—W, EI R ERAZFEELEREN FHREN RS RS . TER AR ARMUSES R,
EX7— B TARHEREEH—HEEN. WRESE YOS HLTUABFLEELER
BERAA.

FE(SHG B—rE 45 15 (Closing Sentences ) , — i i 3l . 45 2 SC BT ik 9 ZEI00 , 3857 Xt
FEARER, A Bk RS ARITHR SEEANRELENFHSE, BB, .

We hope to receive your early reply.

8. Complimentary ( &5 Bi#%#R)

SRR —MEERE, BN SRTHE AR AR, — i A —03%, AR R X R A LE
FROTHBEGFHEE, FEIES, .

® | Dear Sir(s) FrAFHi Yours faithfully, or Faithfully yours,

® |l Gentlemen #RFEF Truly yours,or Yours truly,

e |} Dear Mr FrFF-F Yours sincerely,or Sincerely yours,

9. Signature( %% ) ’ '

SRER T, A RN EHRAREITHREE, FARARZSHIAEL SL0T
A EX T T iS4 AR I, ATRAT 3,

RFEHHRRAFRELES  ARKEEARGHEEAZASE, REER, RHA
.

IMRAEMANEEL ERELELZNE L“RE", B “for”,“pp” ,or“per-pro” , 4

Yours faithfully,

PP Director

10. Enclosure ( fi{4)

‘W AT AR BRI E —FFd . A M, B 2E45 4 T 199 Encl. = Enc.
ANFRHEAS 1 — 573 8 2 Encls or 3 Encls, sRiE485| 840

e Encls.2 Invoices
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eEnc..1 B/L °
1 Photo
1 Certificate

11. CC to xxx(#i%)

R R E T H A 2 a0, IR 7 to il B R HAb B, TR R NAT
FAERA“CCto x x x” or “CC x x x”,

12. Postscript( i &)
EExE NREERAEENHEER, TUEFERM P.S. 5l HAE REHERE
NEBAANBLEEZ(FANELEHE-NTFE) . “WE"HRE#RR.

1. Semi-block Style with Indented Paragraphs (B &30)

15N FIFRRER AL R (% AEITR) , KRS RARTX(BEESE
— RS TR, FhET, B ERBERELET P EMELE,

Koppermann GmbH

Schubert strasse 16 ,K-2618 ,Hamburg, Germany
Tel.141610000 Fax:041610001

2 April 2005

No. 123 Huaihai Road
Shanghai 200233
China

Dear Sirs,

Your letter of December 6 addressed to our sister corporation in Nanjing has been pas-
sed on to us for attention and reply,as the export of Electric Mixers is exclusively handled
by us.

However ,we regret that we can’t supply you with the products direct, as we are al-
ready represented by Messrs Bill Jones & Co. ,346 Broad Street, Thailand, for the sales of
this commodity in your district. They have been in close business relations with us for the
past 10 years and you may be assured of the perfect reliability of their service. We would,
therefore , advise you to get in touch with them for your requirements.
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If you are interested in other products, please let us know and we shall be pleased to
do business with you directly.

Yours sincerely,
H. Koppermann
Managing Director

2. Full Block Style (F3LxX)

B—F, G5 BH ARkt MG RO, RN INES BAKTE. Xk
FRAFBARR RS, BEZEZETAER. FREARST SR A SNt 3,
ZRWANELZBATRFS,)

China National Machinery Import & Export Corporation
Shanghai Branch
No. 123, Huaihai Road Shanghai 200233

Apr. 10,2005

Modern Shoes Fashions
78 Via appia,

Rome,

ltaly

Dear Sirs,

We learnt from the Commercial Counselor’ s Office of our embassy in your country that you
are a large buyer of table-cloths. As articles of this kind fall within the scope of our business
activities, we take this opportunity to express our wish to enter into business relations with
you.

Chinese table-cloths are known for their good quality , attractive designs and fine workman-
ship. They have enjoyed great popularity in the European market. We believe that through
our joint efforts they will also meet with a favorable reception in your country.

Perhaps you are aware that we always trade with other countries on the basis of equality
and mutual benefit. This policy of ours greatly helps to strengthen economic relations and
promote friendship between the Chinese people and the people of other countries. We are
sure of good business prospects before us.

In order to give you a general idea of our table-cloths, we are sending you under separate
cover by airmail a copy of the latest catalogue. If you find any of the items interesting,
please let us know as soon as possible. We shall be glad to send you quotations and sam-
ples upon receipt of your specific enquiry.
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Yours faithfully

China National Machinery
Import & Export Corporation
Shanghai Branch

(signed)

Manager

(EEaL24R
FHALRRALE okl
Return Address Stamp
KmABHEELE
‘Mailing Address
WBEHFREH
Mailing Notation

REMITEHERF LR, RAFBEXAARS. ENAANGHERLE L FENFS
R Hudt. WS AR I RATEERHN -2 —B=02 B TRANKE, H1F
B ISR EAL R, “ AT BREF (BY AIRMAIL) ” SR fth {88 7 B U A R ZE S 2 F o, 4
. Private #4 A {514
. Personal i
. Confidential ¥12%
. Secret
. Top Secret 4%
. Ordinary Mail (g
. Immediate or Urgent & {4
. Registered (Reg. ) &%
. Express {15
. Via (by) Air Mail ;%
. Printed Matter ENRI| 5,
. Sample Post ¥ & HR &
. Samples of Merchandise $¢4¥E 5
. With Parcel (Packet) B3
- Re: ERA(BICHFER) AR FH
. Enclosure(s) ,or Enc. ,or Encl. [fit{
. P. 8. (postscript) or N.B. (note well) = . FH3
. att; (attention) eft: A
. €. ¢. (carbon copy) ,or copy to &
. /0 (care of) &3z
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L HE (SR FERIARRER L) BEFEENTEMZRFE RN TR, Edk
BELHES, Bn B S WER AL E #HERFR.

FHBENZREG RS E, KFMES. AE2Z, BERLBEN, FERATUTHL,
B SE%, (iR, ALER TR, TRV, BLIK IEAR

1. Coimpleteness ( 2 ¥)

Business letter should include all the necessary information. Anything left out may
cause misunderstanding or ambiguity. Thus, it is very important to check whether the mes-
sage includes all the things you want to convey before sending it out.

—H RN BERZ - ARTENEE, EARIRBNER, A TEIMFEER
EFXR,TUREHTRREERR(ER) FFBHIFL (Lawsuit) . FIL{E R GIHE &I
DRI, GnEEE N ULEA R ] (b 5 58, IR F S WA B EN

—HEEREETE, TUHAN "W RKGLK, B :

Who ,What, Where , When B Why( 245 How) ,

BlNLEIT R IS , L BRI «

“EEA 2 B (What you want) ;

“faIEE"” (When you need the goods) ;

“4R¥y & B i AW (to Whom and Where the goods to be sent) ;

“dnfafEx” (How payment will be made) , anxd >t 75 BB R AE ) B € KB B0 (A 6k

IRA, ANREERIESE) LB ER

“RftA” (Why) .

2. Consideration { {xi})

Consideration means taking the other’ s position into consideration. Being considerate
is a good strategy in business deals. Sometimes consideration will change the whole situa-
tion. Like courtesy, consideration emphasizes your attitude ,not our attitude ,and positive ap-
proach is more important than negative approach.

EfNELAA FHAEEREREH AT R, MARNBSLER, B ELNESEE
XF 77 o

i BRI XA A B SR B BRE S RFECBABEER . X8, B RER]
BEEESRT VRS EMERNAE, FERTMXAERE. REDH REANSE”
(Our attitude) , £ “BE AMWSE” (Your attitude) , izl B — I FFHENE G AH LA
FRIRER BRI G KRB RIS R, BAEF LLEmT
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Our attitude

Your attitude

We allow 2 percent discount for cash pay-
ment.

(hnf UK, BALA RNIT.)

You earn 2 percent discount when you pay
cash.

(£EATESRAT , AT4T L\ 3)

We are pleased to announce that. ..
(RATRXHESR )

You will be pleased to know that. ..

(RATTHH R R - -)

We want you to do it.
(EMBRITIXEAR )

You will no doubt do it.
( ZETCEEN] IR XREAL )

We follow this policy,because. ..
(BRATEIEX B, B H---)

You will benefit from this policy ,because... .

(IR B8, BN -)

We sold 4,000 doz. handkerchiefs of this de-

You and other importers like you bought

scription last month. 4,000 doz. handkerchiefs of this description last

month.

(BRI AL RT3 O/ L# T 4 000
FTXFHRATFE,)

(LAA AT 4 000 ITX A FA,)

3. Courtesy( L% )

To be polite is a basic principle for business letters. Whenever necessary,do not forget
to say “thank you” , “would you please” , “we would appreciate it” , etc. However courtesy
in business writing is more than just well-timed “thank you” or “would you please,etc.” A
courteous letter should be polite, considerate and tactful. To accomplish the goal, several
courtesy blunders should be avoided. ‘

A RIITHFR R E R AL R IR, ESE R, AE T 55 po o A
FH, BMERA N X TFARRS, BUE R AL, T REE, ANS - ARES - AKRESRT
AL, courtesy “F ST UARA” WEIE, £ courtesy Fi politeness i B[] X
iAfELHL 3 : politeness (&< R KR HESCE B4 b, T courtesy W 2 Bl7e 34 %4 77 B4 14 ¢
E. #ltn.

AL BALS

Perhaps you could. ..

You ought to. ..

Your letter is not clear at all;| can’ t understand it. If | understand your letter correctly. . .

We warmly welcome you to New York. You are warmly welcome in New York.

3k courtesy I MR,

(1) BérSAERIEK : Will you please. . . , ).

Will you please (kindly) give us hear more detailed information on your requirement?
(2) B

We would ask you to ship the goods by the first available vessel.

We should be grateful if you would help us with your suggestion.

(3) ABERAEEEI L ENELES, M-



