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w1 B B

B WS EENRENEE LEENOT. $—, B S EE. 558 T
BRI RRR AR, VP 2 0 45 15 AR 2 LA L0 T IS 0 46338 1 2 0, TS TR R 28
HAMREXRERRNEM ERBEKN. B, RRSEE 755 b TR
M BRI P T AR ERNERUGEE RN ERFRR. =, RER
AR R B 3 BR oy R AR 515 8 B S BB QR 515 B0 B 515 B o
AN, B, B 555 MR E B — KR B B S E B — SR EE A 3k,

RERERESHEEERTEIE. NEB4, BEES LKL B L Ss
THEEM BRI A 50— BRI BT R R R RA T 4 705 B AR 2% (10 3%
R HMRPLAR AR BERE) X R RS R EE Rl THER RS 1Rk & B,
21 BB MAR, AT MINAROR . I A HI RS — 0, i 5 9 — A E R T 538
B RS RN SEAEEA TS ERAS N LR, 3K S5 78 R 1L B 7Y 55 R 1
EF,ﬁgﬁzin%‘ﬁkﬁ\%ﬁ%ﬁ(%ﬂﬁﬁﬂ?fﬁﬁ;ﬂﬁﬂ‘%ﬁ‘%w‘ﬁﬁ},ﬁﬁxﬁuﬁﬁﬁ
AR R R GERA B A ENIES. B2, it W 4 15 B E A A 1L,
E’%ﬁ—%ﬁ‘l‘E@ﬁiﬁ%{%‘&*%%ﬁ?ﬁﬁﬁﬁgf’ﬁ%iﬁ\E!’Eiﬁ‘%“:’éfﬁﬁﬁt%ﬁ#%ﬂ]ﬁ
& Bl I BT

— ERESFEENERER AR SHERE

1. %335 & ¢ % K (About the Writer)

R R ER T HT A B i AR BRE H A

(1) WA HERTE (a good command of standard English) ;

(2) BB L % (knowledge of business theory and practice) ;
(3) WL ARTE (knowledge of technical terms) ;

(4> HBREXJ7 .03 (knowledge of psychology) ;

(5) BEEHES PR (skill in salesmanship) ,
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2. B H 412 %69 JLE&M R (Some Rules of Good Writing)

XF B EE W R, WA B E KB AT RE, (8 S Rk U, T 5L &R0 B F LU
B

(1) T #5F X8 (studying your reader’s interest) ;

(2) A A& 24 (adopting the right tone) ;

(3) HEA#RE B (writing naturally and sincerely) ;

(4) BERRTEHE (writing clearly to the point)

(5) FRBLALSH I (being courteous and considerate) ;

(6) 3t 4 FH) E# (avoiding wordiness) ;

(7) M3 P8 R 1E (avoiding old commercial jargon) ;

(8) A EHe# A (planning your letter and writing effectively),

3. #$4% & 64 5 4 & 2 (Principles of Business Letter-writing)

ERGHSEEN, RITBREIL 7 AER, B FIMERERE HESIN 7 H4C7,

Completeness ., Concreteness, Clearness ., Conciseness. Courtesy. Consideration ., Correctness,

1) 5% (Completeness)

— B S ER, RAS RS T AL ENEA A ER BRI RS E.
A —HEERERRTES R, HDEEL —HER, RHEZ T IS BT B 3 & LB
AREHEER. —HAZRAE, AR — LS R, 2 SRR 5 ARG 2 1 =
RTINS, ﬁﬂ%ﬁﬂﬂ/&ﬁ]ﬁEﬁErﬂ]Xﬁ?f%‘fﬁ%ﬂf%m%%ﬁ%ﬁﬁ%XjﬁZ:E%W%ﬁﬁ
PR BRI, AR A s B IR BB 5

2) Hi& (Concreteness)

B R RNB S FEE . — S E AP ETEER T AESEBR b B A HEAT
FESTBIVE  BAE AR B IR 15 B R R A4 B 89, B Ol TEE SR WS )G R AT,
TR RN IR B ML A E (SR JHNRA AR 3 5 1%, miT AR BRE R &E R
We? T HILA&IE R FE M (guidelines) ;

(1> {58 A4 By 35 5 F LA B B0

(2) ABhARARITH LR, £17 8RR, 6 B T A 8 3h1E S il

(3 HHEE. ELHWIFT; '

(O RHBEEEAF, EEBERNMNE,

HE ST AR TS5 RR BRI T ., B — R B RTERY. #
un, HERE B B BB T s R R LI B — K. AR TR i JREHT
B FEENESE, R —ALAT AL A T, M W ST — s L 7R eI N
RO 2R LB B BRI A . AR TT 1Y LR A = BRI M TF Y, 445 BT TF 1 B4 s
AFZLT 3 A% R R 06 A Bk TAIUEEEZHRER,




3) ¥ % (Clearness)

BHRIREE R MERIE R, LIRS EX iR g. &5, B EAE i HARE — A Bk
B, RALREENABERRAEL. AREEMAFEEED MEEI AERRKNEE, J
W B INFE B R B HE B RS A K, EAE S T RS TR, BATT L.

(1) PRty 800 T R RlE, XS AL % A R A 5 0

Q@) FHAMMATHERE. BEATHTEEEER 17~20 M., RENBRES
B FX TGRS, EH—HENBRERE T 10 17;

() RERAEEE ETHE, BARERNERE,

WETENFEANT. G760 2 waFH 1 EREEXR.

%l 1. We have your remittance of January 30 in the amount of $300,and wish at

this time to thank you for it,

%1 2. Thank you for your remittance of January 30 for $ 300.

4) f&j7% (Conciseness)

ﬁ?ﬁﬁﬁﬁ%ﬁ%ﬁi%%&gﬁﬁﬂ,Eﬁﬁﬁﬁgiﬁkﬁmfﬁkﬂﬁﬁﬁﬂﬂﬁ]o i
WRBR.: ERRELEE A ASOHRT, ARBS WAL RER, #H/IFHEWITF .

(D MEHFBHFRER;

(2) BHBARSBE KGRI ;

) HALBR AR U R HE S,

(4) BRI 4 7,

R T E AN

B 3. The senator, who comes from New York, gave a speech that was long and
tedious. (poor)

%l 4. The senator from New York gave a long,tedious speech. (better)

5) #L# (Courtesy)

TERI 515 bR, AL S0 28 A UG I A 285 1 S AT S ES R . LS R
FH A TFINBKRC AN S LR, B DETHHESFXR. EWHIES ALBEKA
THA—EBERELRNESE. BB TR R IRE AR, T & MRS
FHiEB S E,

(L EALABE N E 2 EREMS

@) RN K HREWIES; '

(3) Mﬂ%ﬂﬂ%%Aé%,’—:}A&Zﬁ%ﬁ%ﬁiﬁkﬁﬁﬁﬁﬁﬁ;

4 EEERH., MEEEEHRERT PRI G R B FE 4y VT AR G S

FEKIE) 5 AABRE, TT6 6 405 .,

%1 5. Unfortunately we cannot fill your order because you failed to send your check.




5 0F 2F RS B R

Bl 6. We shall be glad to fill your order as soon as we receive your check.

6) 41 (Consideration)

—EHEMREBARNEAESTRANENRRERFE IS T, X HEWEARE
ERWRBEART. BERAX -HR ERSERNESHE S S L (youattitude) f—
MEFEERAFEN, XMFUAEERR. BECEBEREARRE L, 2R THE
BB A%, SPARTBERAREZL, FH% B — SR AR F AT T
BN TR BT 82 B SR BB T4 4 52 R4 A B A ‘ERELRENAEBTRABRTENR
67 » 2 3#E 5 XI5 B A1k .

CEPEETEEN , AR B A “you” R “your” B e “T7 8 “ we” » B R A 2
BEARN LA, TN WEERNE, AFFERARRIERS AHR0ES, &
VRXF 7 REARAE 4, & WUR AR LA Bl T kw77 3R T IR FIEI R M. AT I B9 91 F
PRI R E

%l 7. Apparently you misunderstood our order. Anyway you shipped the wrong
thing. (poor)

Bl 8. Apparently our instructions are not clear, with the result that the wrong
article was shipped. (better) .

ERE P AL AR E— BB, AEERERENS" 5 RS B E &
FRIPE BER T FHEEK, AT ESHEMRGFE. FEEBKREC AN
AR s KR AR A B R %, FHBFHRBESE TR, BBER TR, MR,

Bl 9. Please accept our deepest apologies for the thoughtless error we made in your
November 14 order when you had sent us your check two weeks earlier,

Our accounting department is extremely embarrassed and sorry, as are all of us
here. We need your business,and we hope you will forgive us this time. From now on
we are delicate to serving you better,and you can be sure that we will carefully check all
records before billing you again in the future,

7) IE# (Correctness)

iﬁ%fﬁ‘@ﬂ*fﬁiﬂﬁ,Eﬂﬂ‘%?&iﬂ%ﬁ*ﬂﬁ?ﬁ%q:)\ﬁ%?ﬁE@iﬁkﬁﬁﬂﬁﬂl‘ﬁa (i3
AR HETEM SRS M. AR P, EE, BN B3 5 ST AR R AE
MR ERBEEEEEY,

IEWA B TR LR B0 S SRR RO EAER, — i mEM
ST L BV AL 1Y B SE S R B AR O . A B 2
EBAYE 845 4 BEEAE LA F LA .

CL AU FH RS 480 B0 35 9 R 2 YRETAER N 38 5 R B FAT B — e T,

(2) BB, BEATT Yo sk , SUR AT B8 4% B SRR




(3) HRMMNAKTHIES . EXIRHBES D, AT A, AR REITFE,
(O FHRBEFENBERT B 74HC7. BAHBHRMAERKNIEESN.

—.BsEELEHEN

7 ACCT S K XS AL SR AE N — 45 R .

AR B FLERFE AR — Lt AR MAT R AIE . e “ALAEER X T FES N
MR, XEAEOHLSTBETREAS AZBRROEE S5, HERARA, 2
BEE. BEERPHILGEAEFRARAZHM . “Thank you for ...” ,“I'm sorry that ...”,
“We appreciate you ...” , %%, REHH AU KT BROER, BEXEILBHEZ
Ah, — BN BT LLE B S EENEED . XEALHENE . RFEAEN . SHigE
MFIAEF 17— BN .

1. KRR

KA HER B AR RIE DT I RKFEZ T ERFANIE B BARBAMIEINARKREZRF
LA AR R ERBRE” . AILE R R, BGIEX T8 — %, W BiE it
R XUTT B3 B 5 45 % O — T, SR B AU R R AR R PR B . R BRBE LAALSR
BT B RAIF A AL AT . THEEANLH .

FEF—ZI R ml TAER P AL RAHD L & R, P — B Z TR
HEFSITRILER EXBRZHR A; B—WHR, FP0,iTRL>, IR LR EH
i, X EFRZ N B, 1ERATEBERR R BA R 75 % 5 XA _E A TR A 3k 1

%] 10. BITERI{E .

On 12th July we ordered 110 cartons of pure cotton fabrics. And we stressed the
importance of package in strong sea-worthy cartons. But when the goods arrived we
found the package did not comply with our requirement.

Please look into the matter at once and let us know the results as soon as possible.

SRR ML AT, B8 BRI ST, BEH T — % 3/4 WA IEF
BT —SH L, HAMEIERMISIEN T MR, XHE _AME =AERBNFE T
KM FTETHRHREITRUREE —BARESMERT — S, ik A RS T
REMAHEEMUE DR P OMRBEMBE TR, LHELE, EERAS S RABER
WAREF.HTEZNEFSMHERBESERN TR BL, R —2TE T, R
BEFHEITH, B HENTHEE  UZETEWMUEHSE. Bk, E#EEEFTEd, 5
FHABERKES, RERECEARE ARESH BN, BTRIERINES A
B HIAE b

8111, A FFEREE:

Thank you for returning your invoices so promptly. However, we do need your




B EFRIERHM

signature on both pages. Just sign on the second page at the bottom and return it. We
will then be glad to consider your demands.

AR BB T AL T ELE RS 245 M 0 22 HE OB L R T — S 3w
9P ¥ 3R B Sk PIATSEHE T R R 7 o “ 56 U WS 7 9 WS 22 P However B,
Wi But R, B BHEM; H = HKER B Bk LU SR BB X 7, Just f96F FIIRE T B A
wAEYIM Oy, EK B A0 AR, BE—MERATREERTSENSE, b
then B FISCRR BRI R BN T R B—KIREN . 5 BAR,, XRAEMESARE
BN Iy W9 45R b, T 7E AT e [ I =4 AT RE R S B0 07 ISR, R R
B HRZR B ERRE SR T AR JERBA—FHR PE A ERRE,

Hfta AWl %8s 1 B B NG F B RSN —BE . NPRAITETUE
H o B 55 B A — R TR, R BB I35 b w1

2. Rman

TP, A I Ee S L GER TR E TR IR P S AL A
AR FARERS AB T, ﬁ%Aﬂ]Eﬁ:‘%fEﬁ*ﬁﬁiﬂﬁ%ﬁﬁﬁ%ﬁﬁﬁﬂ
EN—FMEYHNESEEAFRX. W, A& —A AR, “E ¥ (corpulence) Bt H, “fk”
Ha -, fE# 4I5S TETHEARGE, AR T2 MR, EHEMNTFE
YEBBRIHAT . Bdn.

%l 12. The L/C will expire on 5th, July,

%1 13. The L/C will be valid until 5th July,

B 13 {8 F B R 2 03 B9 — P A 2 BT B3 B AR R B A 56 A TR 86 4 AR
‘H&B‘Ji%,ﬁﬁéﬁttmﬁﬁﬁﬁ%%&,E'uﬂ:ﬁif%;”%u
, §1¢Ei§2§2f§é§*%*Wﬁﬂ%ﬂi&%ﬁﬁﬂé&,mﬁ%~ﬁfgﬂ§§&‘%’ﬁﬁil&ﬁ@%’ﬁé

E,mﬂéﬁﬁé\AK‘Bﬁﬁﬁ$%HﬂJ&ﬁ'ﬁ%ﬁy"ﬁ%‘%?ﬁﬁa B 11 BHAY then B Xl B,

A —F R, TR, R A EE S WE Y RS ks T B A 3k

%l 14. We would have answered you sooner, but your fax was addressed to the
wrong office.

Bl 15. We would have answered you .sooner, but your fax just now arrived from
other office.

3. ETAF—5 AN

%"‘ﬁ"ﬁ‘*ﬁl@ﬂlﬂ%?&ﬁﬁiﬁm‘%‘iﬁﬁﬁfﬂﬁﬁﬁiiﬁﬂﬁ‘%n HEIX —ME N A
R AR, LB N5 B A 2 p AT 4 ERRBRAE PN EREER AN, Tix—
b= ERGENFETEI KPS LE AR

Bl 16.

Dear Sirs,




Thank you for your letter of 11th October regarding the wrongly dispatched
container which reached you yesterday,

The correct container has been sent to you today by CAAC flight 934 this morning,
and we're arranging for our office in Bern to telephone you regarding the collection of
the wrongly dispatched container at a time suitable for you.

Please accept our sincere apologies for this mistakes.

ERXREERT  REEERATHER TH. EXFHELT, CHE SR EEyt
DALSET RAT A MR AENSERFRN, S BEBEZNAT HLTHR
BB R 0BT S B B4 B T LA oh, BB MR A R R A X W A B B AR T R
J1, JLASBF AR 15 (yesterday , today , this morning) RIFHL LI TiIX — K., X4 = AT
—EH AR e, Beja— B B E r 0 O Bk, A AT — BT R AT M VE BB, 8 AR
AZHM, HRABPEFRATERTERERIE, RA L% R L IRER S R

TR B — B A SR B 00 L LA RN IR, A T R SR AR 2 A
=, BEREEMmEX

1. % %1% & #5 # (the Structure of a Business Letter)

—H R S5 E b LA T84 418

1) 4% 3k (Letterhead)

&L MVERB B RIS WAT 4L B3k, UEEBRMNBEEATANIR, BEHSK
17 BRI A, — B B {3 T B A 2 4 Sk M55 . — 1 EIBL #9153k (printed letterhead) 204
FEEEEATLR Mk, 7 0] LA B %55 . RIESH BEEE AHEEE . AiRES .,
WY IR A, S5, H I EREGE— A  H, R MR AR AR .
AMENFE— RS E NPT, AN EEL . IR RGBT 7 — T 25 4K RS B 4T
ENEIE , s it U B T A 2 B2 b

2) X X %% (Reference Number)

RIS ETHIN A EFELTRET. RIXREREF IR, sk
B, EWRBETFENXR, &4 FRITHARZ (4.

o3& L=k Eﬁf%‘%Kl‘]ﬁ@rﬁfgf#%@%lﬁﬁ?ﬂﬁﬂﬁﬂiﬁ CES: N YR

B 17. 37\ BB —+f 3K % (in an incoming letter) yTHEXHSITF .

Your ref,;

Our ref: 234GW/gp

B 18. %24 7 %3k o 1% 1 & (in the reply to the incoming letter) Y HEXHEWT,

Your ref: 234GW/gp




55 5 17 2 3% R 56 @ B bt

Qur ref; 456JS/1b

3) B #(Date)

BHEHMOTEREY, AR R —HAFEYNEE. ABNEEELE RS
MTE, AR—1T, ETREARREA BRTHRAMSEER. EENRESTERF
X, HHINTRE, ML SEAERAREBESR, HHNETFE .

HMAREEMMARNTR:

March 2,2010—# R

2nd March 2010—3& =

WROGAFABEEER T EH A RRERREE 22, HAAS 3 £IBHE, Hean
RIFEAR RIS 2010 4 8 A 13 H, B &L 13/8/2010, 5h & 8/13/2010, XBEARF B T, A N
R EWEFBERRMACGNUFRARK. GE: BH/H/4%; %, A/H/4%). SRR A
B ERMEREMACTETENEE, AN ERtEXE s, B IE , B 47 R B
WABAFEEL,

4) 3 A & #kFo b3k (Inside Name and Address)

WA A B A PR RIS HE 3T EDE H T T B (E DR W4T (223 ERRE S5EH Es
E—H: BARE  BMUALKT . B TETHAGIMZE, BAS b 1A ()R
MR X5 (35,

BN R Z BRI A0 E Mr. . M. \Dr. Professor Z#1§. WiE AR HT—
FEHUIRS5 BT LAZE 86 44 55 R S04 80 B, 4T B 42 T B — 470 B8 4

& 19,

Ms. Linda Skeat,Director
Sales Department .
Cowbell, Inc.

2395 Constitution Avenue
Seattle, Washington 98014 -
U.S. A

WS B 4 A . 98014
XEERFME R E VRS EE A 2395 Z
MARMNDHEEHEE
WA - HrEREL+

i 20.

Mr. Otto Pride
Vice President




Hisonie Co. ,Ltd.

132 Mortimer Street
London WIC 37D

England

¥ X 5. WIC 37D
FKERKEAEAH 132 5
WFINEE AR

Rt - ML L

R R AEBAE ARG AL, REER S WA E i Mr. /Ms. AT, fm .
B 21.

Mr. /Ms. Director
Export Division
Times Software, Inc.

R A D

MR —BERAE I R A AT N ERABERAEIAES BB .
Bl 22,

Richard Thomas & Baldwins, Ltd.

150 Gower Street

LONDON W, 1,

England

ATTN: Mr, John Smith. The Sales Manager

(1) 38 #£ (the Attention Line) . FPHBEREA+HK ATTN £ ATTENTION {45
BIE R, & X For the attention of, HREVWHEEESR, MEFEEKHESAR
BTt B AT LAZE S 9 4% B FUBR PR 2 16 B Attention 5] 536780

RN Y FOEN B Bl &, BHEAERIEEREAZ Y o5,
HM A ENEREE

Attention of Marketing Manager

Attention; Mr, ...

Attention Sales Manager

ATTENTION PERSONNEL MANAGER




B AL R 2;’—{5%‘.‘ RO SH M

(2) ¥ 1 (the Confidential Line) , Xt F4¢ FI 7 X H R B WA 5515 o8, 7T LIFESH
WAL B RIE 745 L K5 i) PERSONAL X CONFIDENTIAL 4, DL{RRE XS /7
—ERE,

5) R (the Salutation)

FRIF R EFARRIER —EHEFF LML 4, BRI E R B T B EASWE
AZFERRR, EREFMBE L, BRE T &BHEN TR, X B S 4 HET/E L, Wi
_Aﬁn

T b B IR RS B R B — 17, B AR A R AL T 7, SR R — 4T, TR
WY . 3 HFE Dear Sirs J5 HES,”; 7E Gentlemen JEH B 82“; 7.

WRRMEWSEAWIRF A4, 7 . Dear Director 5 Dear Manager
RIF ,

6) F i #% (the Subject Line)

HEEETHRETHT ELBTFAEERET T, B TR RS, ThEE
X R P9I R BE MR, — FRAE 10 A LA, BedF AR — AT, B DR 4 % — HR B BB T
FHER. YHERAAREHSHRAEHE TS REAERN, BHERFESIE T . HE
MHEEMAGEFNEENS. BHRABFEEY. ZEEA X3 S/ “Re: "5
“Subject: "FHH T, HOFEWFH FE. WER T SE RS, 07T R RE, TR
L, &REHRE UMY —-BRAOEREFERNEE. W,

A. Re: Sewing Machines

B. Subject: Our contract No. 2345, Your L/C No. 23456

C. Sewing Machine

D. In re: Invoice No. 2221-6

E. ACCOUNT No. 222

7) 15 B 1E 3L (the Body of the Letter)

IEXRES R BREENIS, MESFNAC S AR MBER A, A EE T 4
FHHANBEREENEE, GHERBISEE,

FHEXSFMRERMEAT, MERAE R, W E D SRIERFAT. (58 ECUBFF
AR S F B HERAIRR AT E R RER, BB RA KNS B, i
W T —BE— G,

EREFENFIERREN, # o2k 2 ENEERBEFEE TR,

TSRS ESCHH B, WA B ML B RAE . 7E [ol  — S o B X RS 8 B B
MBEAS(RXRD)IRZER KL .

% 23.

Thank you for your letter 234GW/gp of September 18,2010 .




Bl 24,

Your letter of the 10th, August has been received with thanks.
L —HAREFEERG R ERE EET Y EABHNEE .
@il 25,

We have begun a new system of manufacture which we feel may be of interest to you...
) 26.

You were recommended to our company by the Bank of China, New York Branch
and we wish to ...

REHEWER—HARALENLEHIRER, BEESEH/E, At ha s Bes
xf M5 B BESR . fln.
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“We look forward to hearing from you soon. ”
MR EA RSB, 5 B RBUTE, 7 RUXAE
i 28.

“Please do not hesitate to contact us...”
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