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Chapter One Business Letters (& ${5 )

[#3EXREE4]

1. Help students know about the significance of learning the course.

2. Help students leam the structure of business letters.

3. Help students learn and master the often — used words, phrases and sentence pattems in the

business letters.

[515%H1]

Through the courtesy of the Chamber of Commerce in Tokyo, Japan, we have leamed that you have
been supplying the best quality foods all over the world,and we are sure that there is a large demand
for various foreign foods in our country. We are writing to you in the hope of establishing business
relations with you.

We are the largest food trade company in Japan, and have offices or representatives in all major
cities and towns in Japan.We are already importing a number of foods from Europe and the U.S. A.
and consider, therefore, that we have considerable experience in this field.

We foresee a bright prospect for your products in our market. We look forward to hearing from you

and assure you of our close cooperation at all the fimes.
Yours faithfully,

1.1 Introduction

How to write a business correspondence, you need to pay more attention to 5Cs, which is
conciseness , clarity , correctness , completeness and courtesy and embody them in business letter writing.
You also have to pay more attention to the structure and components of a business correspondence .

A business correspondence is generally made up of stationery and letter/return address, date line,
inside address, salutation, subject line, body, complimentary closings, signature, reference initials,

enclosure and postscript .
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1.1.1 Envelope Addressing

BENMEBEL WEAGEET, FHEHERAE—, RS AL R 5 1K
W PR

()X WS A B PRI ZRAT 4

(2) 7% %3 o fs A2 FR itk ZE ¥ X 5F o

1. A% X2 Bl

CIEPE Eilb b

MESSRS WILLIAM & SONS
76 Lancaster House

Manchester
England
Mr. Wang Kai-ming
CHINA NATIONAL TRANSPORT CO.
120 Nanjing Road
Shanghai, China

s A4 BR stk -
BITHYE

Registered

2. 55 % A 25

i AR AL
CHINA NATIONAL CEREALS,0ILS AND FOODSTUFFS IMP& EXP CORP.

11th Floor,Jingxin Bldg.2A Dong San Huan Beilu stamp |

Beijing, People’s Republic of China

EL MAR PACKING COMPANY
12 MAIN STREET, FRESNO
CALIFORNIA, USA

Befs A48 FR k-
RS

Confidential
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1.1.2 Structure of Business Letters

1.Date line is the date you send the letter, not the date when you type or write it.

2.Body is just on one side of stationery, seldom on both sides. If one page is not enough for your
writing , then there are three lines on the second page at least. It is not allowed that just a signature is on the
second page without body. Letterhead is not necessary on the second page,but the quality of it is the same
as the first one. The first line on the second page should be made up of name of receiver, page numbers and
date, for example: The Oversea Trading Co. , Lid,—2 - February 23,2000.On the right bottom of the first
page, “to be continued” should be written and better another paragraph will be started.

1. {5 B R 2 7 B

1. China National Cereals, Oils and Foodstuffs Imp & Exp Corp.
8 Jianguomen Nei Dajie
Beijing 100005, China
Telephone : 86 — 10 — 6526 — 8888
Fax:86 - 10 - 6527 — 6028
E-mail : carl @ cofco. com. cn
10. Our Ref.
Your Ref.
2.Date: 15th November,20—
3.Messrs H. Ronald & Co.
556 Eastcheap

London, E. C.3, England
8. Attention ; Import Dept.

4. Dear Sirs,
9. Aquatic Products

5.We thank you for your enquiry of 5 November.

In compliance with your request, we are sending you herewith a copy of our illustrated catalogue
and a quotation sheet for your reference.

All prices are subject to our confirmation for our aquatic products, which have being sold well
this season. Therefore,

We await your early favorable reply.

6. Yours truly,

7.China National Cereals, Oils and Foodstuffs Imp & Exp Corp.
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(Manager)
10.QS/AN
11. Enclosures
12. ce our Shanghai Branch Office
13.P.S.We require payment by L/C for a total value not exceeding USD50,000.

215 RALBER 4 7 TUR B

1.China National Cereals, Oils & Foodstuffs Imp & Exp Corp.
8 Jianguomen Nei Dajie
Beijing 100005, China
Telephone : 86 — 10 — 6526 — 8888
Fax:86 — 10 — 6527 — 6028

E-mail ; carl @ cofco. com. cn

Our Ref.
Your Ref.
2. Date: 15th November,20—

3.Messrs H. Ronald & Co. !

:. 556 Eastcheap '\/C wfs Az#ﬁniﬂ@

London, E.C.3,England

s
[}
[
¥
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5.We thank you for your enquiry of 5 November.
In compliance with your request, we are sending you herewith a copy of our illustrated catalogue
and a quotation sheet for your reference.
All prices are subject to our confirmation for our aquatic products, which have being sold well
this season. Therefore, we would suggest that you advise us by a fax in case of interest.
We await your early favorable reply.
6. Yours truly,
7. China National Cereals, Oils and
Foodstuffs Imp & Exp Corp.
Sig.

(Manager)

QS/AN | -

cc our Shanghai Branch Office

Enclosures

s

P.S. Werequire payment by L/C for atotal value not exceeding USD50,000.

T
il
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1.2 Letters for Example

1.2.1 Letter One

& The Electrohux Group

St Gangsgatan 143 S tockholm, 10 45 Sweden
Telex: 53892 SHELEC SS Our Reference No. H/W—T008
Tel:46 — 8 — 738 — 6000 Your Reference No.
E-mail ; hwlee @ electrolux . com
Date: 30th March,20—
Messrs. William & Warner
105 Roller Road
Sydney , Australia
Attention: Mr. Donnason, Marketing Dept.

Dear Sir,

Re: Shipping Advice of Freezers

With reference to your order No.F256 of February 5 for 1,000 sets of Freezers, we're pleased
to inform you that the goods have been loaded on board the s/s “Peace” , which is sailing for your
port on April 1st.

We’ve sent a telex to the above effect this moming. Please insure the goods as contracted and
make preparation for taking the delivery. We are now making out the necessary documents for
negotiation.

We assure you that our goods will be found satisfactory upon arrival at your port. We also hope
that we can close more business with you in the future.

Yours faithfully,
The Electrolux Corp.
Foris De Wolley

Hor is De Wolley
(Manager)
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1.2.2 Letter Two

Gohmwon fofmon

1 J&J Plaza New Brunswick,
NJ 089333 U.S.A.
Tel: 732 - 524 - 0400
Fax:732 - 525 - 0622
E-mail: carrie @ jnj. com
Date:22nd July,20—

Soft Health Care Product Corp.
Room 2301 Yili BLD,

35 Naojing Road,

Shanghai, China

Attention: Mr. Wang, Import Dept.

Dear Sir,

Re: SHAMPOO

We've received your letter of July 10th enquiring about our JOHNSON’S® Baby Shampoo with
Natural Lavender, but unfortunately, the stock of this product is running low due to the heavy
demand. But we will inform you as soon as the new supplies come up.

We sell a wide variety of Baby’s Shampoo. All of them are made of the NO MORE TEARS formula.
For your reference,we enclose an illustrated catalogue of our shampoos and we hope you will find it
interesting .

We hope that we can close business to our mutual advantage in the future.
Yours faithfully,

Johnson & Johnson
Dozis Fergoson

Doris Fergoson
(Manager)
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1.2.3 Letter Three

L 1nsueg

neceones  SAMSUNG ELECTRONICS

310 Taepyung-ro 2-ga, Chung-gu
Seoul, 100 —- 102, Korea
Tel:82 -2 -3706- 1114 Our Reference No.ODL-11
E-mail : sl @ samsungacorp . com Your Reference No.

Date:23rd December,20—
Shandong Science & Technology Co. Ltd.
21/F Bright Plaza
138 Jinni Road, Jinan
Shandong, China

Attention ;: Mr. Zhou Jun, Import Dept.

Dear Sir,

Re: Our Offer for PDA Type [lI-H

Thank you for your interest in our latest Personal Digital Assistant Type Il-H.

As requested, we offer you 500 sets of PDA at USD140 per set FOB Inchon for shipment in
February 20— . We require payment by L/C.

Because there is an increasing demand for this product, our price is non-negotiable. We look forward
to your reply.

Yours truly,

Samsung Electronics

Lavis Km
Lavis Kim
(Manager)




|
1
|
|
|

) 5h R B &
ONAL TRADE ENGLISH CORRESPONDENCE

1.2.4 Letter Four

Dear Manager:

You were recommended to our company by the Bank of China, New York Branch, which told us that
you export Chinese textiles and cotton piece goods.

Our company imports general merchandise. We have been in business since 1935, and therefore have
wide experience in all the lines we handle.

Our bankers are Chase Manhattan Bank and the Hong Kong & Shanghai Banking Corporation of
Hong Kong. They can provide you information about our business and finances.

Please inform us of your trade terms and forward samples and product brochures. We look forward to
a productive trade.

Sincerely,

Michael S. Barnwell

Manager
MSB/sh

1.3 Notes

1.3.1 Essential Parts of a Business Letter

1. The letterhead Rk

2.The date line H 84

3.The inside name and address s A 28 BrAn bk
4. The salutation FRIE

5.The body of the letter &3

6.The complimentary close SRR

7. The signature HANET

1.3.2 Optional Parts of a Business Letter

1. The attention line BARKEAN
2.The subject line Hh
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3. The reference notation £5

4.The enclosure (ogGs

5.The carbon copy notation ik

6. The postscript M=
[ Exercises)

1.In the following picture, each numbered section represents a part of an English letter in
indented form. Can you write beside the number what this part is?

U J

2. Can you draw a picture like the one above but showing a letter in blocked form?
3. The following are different parts that form an English business letter. Please lay them out into a
letter in modified indented form.
10 E{E A 7 EFrEE 2 7] (Five Dragons Intemational Toys Company)
Hoyk  IHEHM TG T 8 5
H 4 - 225008
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WBefEA:A & A 4Kidz Inc

Hudk : Beursplein 37,3001 DD Rotterdam, Netherlands
2 1 : Children Toys

H#:20—48H 5 H

EIEYN AR

HR % : Y &84 3 (Export Manager)

RIS

We learn your name and address from International Business Daily, and know that you would like
to import Chinese toys.

We are a toy company with customers from both China and abroad. We not only supply to a
number of big chain stores across China, but also receive substantial orders from many major global
retailers such as Wal — Mart, Carrefour and Sears.

Enclosed is an illustrated catalogue of our products. We are confident that they will be appealing
to you.

If you are interested in any of them, we would be glad to send you some samples for your
consideration.

Your early reply will be appreciated .
T3 8h EAE RS B fE A\ 2 F i3 1 5B (Import Department ) b3

4.Find out what is not acceptable in terms of format(#% =) from the following letter and make

corrections.

Network Foods Limited
42 — 44 Sheehan Road Heidelberg West Victoria, 3081
Australia
ATTN: Mr. Michael Fox
Tianjin Tanggu Foodstaff Company Limited
China, Tianjin, Tanggu District, Hubei Road No.17
Subject : Soy Source
Dear Sirs,
We are very glad to hear from you so soon and learn that you are interested in our soy

source .




