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Lesson One

«» The Structure and Form
of a Business Letter

< Task

What are we going to learn
in this lesson?

ARZEFIHFLBEHEH ( structure ) F= 4% X,
(form), HLELHRER - FEAKRYHLEH, —H4F
ML FEREEELR WA AR RALHE BT E
BRERLERTLE AL Email F4 T BRI 5
1% R ,L@ﬁ?ﬂkﬁ&%ii&éﬁﬁéé&ﬁii—o
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Read the following letter carefully
and find out what parts a business
letter usually consists of. -

CBA Trading Company, Ltd

No. 16, Hui Xin East Street

Chao Yang District

Beijing 100029

_China

Telephone number; (010) 64496024

Fax number: 64496255
November 10, 2004

John Smith, President

ABC & Brother Shirt Trading Company
No. 88, XXX Street

NYXXX111

New York, USA

%
* Dear Mr. John Smith,

We got your name and address in a trade magazine and we learn that you are one of the leading
companies in the line of textiles in your area. We have the pleasure of writing to you for the
establishment of business relations with you. ‘

Our company has the experience of specializing in shirts in China for more than 10 years and our
2




products enjoy a good market. At present, we are in the hope of enlarging our business in your
area and we believe that our cooperation will promote both business and friendship between us.

We are looking forward to your favorable reply.

Yours sincerely;

CBA TRADING COMPANY ,LTD.
( Signatute)

Zhang Tao

General Manager

What is your answer?
Let's check together.

— R FEEE AL MR (the standard parts)

1. {&3k (the Letterhead) .
RKIENA T4 FR(CBA Trading Company, Ltd) . #i4k ( No. 16, Hui Xin East Street, Chao
Yang District, Beijing 100029, China) . B i ( Telephone number; (010) 64496024 ) 5%.{& H-5
% ( Fax number; 64496255)

2. 51{= H # (the date)
FFAEHH .H .4 (November 10, 2004) ,EHK, %A H . A .4E(10 November, 2004) ,

3. #PHihE( the inside address)
{5 A\ ik 4 (John Smith, President) . ¥ {g A 2 & 4 # ( ABC & Brother Shirt- Trading
Company ) Fi# it (No. 88, XXX Street, NYXXX111,New York, USA),

4. FRWE(the salutation) ‘
St f A A9 FR(Dear Mr. John Smith) , 55 F 5 —BRAMIRIEH :

Dear sirs, XR7EHE ¥ AR, br 84 SHES, AHE S, SR, FoEsme A
3



Sirs,
Gentlemen : X2 3¢ B A A0 4 KA HL 32 2 i B BRIE, A7 -‘—iﬁ‘%ﬁ E’ % M?*ﬁ&ﬁi-%ﬁo
FABZLm M A Dear Sir.
RSB ITL K, BB Dear Madam , 5 %I Dear Mesdames.
FRIB L BOZE S A L R AT AL
. IE3 (the body of the letter)
XTI EEGBNEER S, EXHWIFLIE(the opening sentences ) &75 BEM M
EHEE, —BAREE FLRER Tk, 25Ri5 (the closing sentences ) — i 76 1F 3C 4 5t
Je—B, AR sl fs NI ESR s 728, .
1) We are looking forward to your favorable reply.
2) We are waiting for your good news.
. ZERHE (the complimentary close)
ZiRAIE (Yours sincerely ) 244 ARG — R B 2R, R 5 U AURRARA RS R, 0
Dear Sirs, — Yours faithfully, ; Faithfully yours,
Gentlemen: — Yours truly, ; Truly yours,
Dear Mr. John Smith, — Yours sincerely , ; Sincerely yours,
Dear Sir, — Yours respectfully , ,Respectfully yours

. %% (the signature) :
LSS BRI, — AR & 15 4t %?FAB‘J"?@%H?X"??&?T-EH(CBA TRADING

- COMPANY,LTD. ) , M ARALL ., K TEXN T EBEFRE, ﬁﬁﬁ%ﬁ FEATH &
2 N B4 FER {3 ( Zhang Tao, General Manager)

B e g

The following is another letter.
Read and try to find out what
are the differences between

- the two letters.

CBA Trading Company, Ltd




No. 16, Hui Xin East Street
Chao Yang District
Beijing 100029
China
Telephone number: (010) 64496024
Fax number; 64496255
Your Ref. :
Our Ref. :1234
November 10, 2004

ABC & Brother Shirt Trading Company
No. 88, XXX Street
NYXXX111
New York, USA
Attention; John Smith, President

Dear Mr. John Smith,

RE;SHIRTS

We got your name and address in a trade magazine and we learn that you are one of the
leading companies in the line of textiles in your area. We have the I;Ieasure of writing to you for
the establishment of business relations with you.

Our company has the experience of specializing in shirts in China for more than 10 years and
our products enjoy a good market. At present, we are in the hope of enlarging our business in
your area and we believe that our cooperation will promote both business and friendship between
us. ' .

We are looking forward to your favorable reply.

Yours sincerely,
CBA TRADING COMPANY ,LTD.
( Signature)
Zhang Tao, General Manager
Encl. Price list ‘
C. C. Trade Department
P.S. I am planning a visit to your company. Let’s meet and talk if it suits.



: Have you found the differences? '

. BHRE
ﬁﬂﬂﬁe‘—*i‘fﬁ%%{n BRY G4 LR AR, B HE AN EE I (the optional

parts) , B {5 AT LAARHE SR BT S 4TI o

¥)

2)

2% %55 ( the reference number)
SEMSREBANTEF DI EKTRE S, WABREARSELRTE, —RESEK
H%ﬁ;ﬁﬁlﬁﬂﬁﬂkiﬁo .

Your Ref. .

Our Ref. ,1234

November 10, 2004

2295 N\ 45 Fr (the attention line)

AT, B\ B4 FHE R B AR BB TN, (R T LA A
B GEATRIE (B —HE) , W LIES A Hbat FpRrE 2 (f i L& A4, 1.
ABC & Brother Shirt Trading Company

No. 88, XXX Street

- NYXXX111

3)

New York, USA

Attention; John Svmith, President( 503 Attention of John Smith, President)
44 ( the enclosure)

WE AR, BFEA T AES, REE T ILAER

a) Encl. Order No. 123

"b) Enc.

¢) Encls. 3
d) Encl. As stated
e) Encls.



4) F [ #8(the subject line) 3
i HERE T EPTAL, LR IR, A —BR A XS EAN AR E N, —
A MAT T RIL, 0.

a) Shirts
8% Re: Shirts

b) Your order No. 237
B8 'Re: Your order No. 237

5) $#bi% (the carbon copy)

EEANMRBELRGEDRAEREMRIA, TEEKNRFEITE C C (Bp
carbon Copy 455 ), %F?TJ:%%$LLJV‘)\B‘J»’8FK an.
C.C. Mr. Right

~ The Foreign Trade Depanment

6) BitE (the postscript)

FE5E, R A A E B MIEER, 7SN P. S. B PS( B Postscript 455 ) 5|
HAMERIE , R REAS B AN ELESL, — B4 0 28, m Zhang Tao %
Z.T.. EXMEHESAHP.S. ,BIFHE —t,

o

F AR AR 1 2, R R AR AR R T, 15 % A P — IR
HRMor W RH BN,

2. &3 (form) RE;
S —2HE RS 2 57 3k REF 3L 2 (blocked form) ﬁ:ﬁMEﬂﬁth‘*Ex?? EI=PNET
W R,

R 0 4547 K (indented form) ,Té%%ﬂﬁmfﬂwﬁﬁéﬁﬁﬂiT~ﬁ§ t
ETEAGEE 2 -3 NFRIONE, §—BNE RN ERELEEE -5 MERR
WE, EEAEFHHAXAHR,

SOCHEE R A B AE R,

i ﬂ%i ~

< Exercise

Arrange the followmg both in a blocked form and indented form as they should be set out in
a letter. :

1. R1§ A%&# (sender’s name) ; China ABC Company, Ltd

2. &f5 A\Huhl(sender’s address) :No. 5 South Road, Chao Yang District, Beijing 100029, China

3. Hfg H#A(date) ; April 28, 2005
7
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Have you grasped the main points
of this lesson? Let me test you.

H{EER( subject‘}ne) :your order No. 123

B FR (salutation) : Dear Sirs

WefE N4 #R (receiver’s name) : EFG Computer Co.

Yefg A Hstik (receiver’s address) ;5 Clifford Street, London, England

1E 3C (body of the letter ) ; We have accepted your Order No. 123 for 1000 TCL Brand
computers and are sending you our Sales Contract No. 112 in triplicate. Please sign and return

one copy to us for our file.

. B3 455 (reference number) ; Our Ref. .28
10.
11.
12.
13.
14,

F 5 (postscript) : Maybe there will be a visit to your company recently.
45 R A% (complimentary close) : Yours faithfully

% 4 (signature ) ; Wang Gang

FfH14 (enclosure) : Sales Contract No. 112 in triplicate

#53% (carbon copy )' : the Foreign Trade Department

H R +

< Supplement

What else should you know
about this lesson?




EHENX

CBA Trading Company, Ltd

stamp

No. 16, Hui Xin East Street
Chao Yang District

Beijing 100029

China

John Smith, President

ABC & Brother Shirt Trading Company
No. 88, XXX Street

NYXXX111

New York, USA

L W A8 it B 75 & 3 h T 8, UG NEZHTAT S TO, R “ 87

2. FEAPHEE BUTUAE , AR UBEGHE LA ETUBEEHEE. FEALESL
B AT hn From, ®oR“HH "

3. BRENSEES HA, i =5k, 7S H B iE.

4. “fpizE (Air Mail) ", “ -5 (Registered) 7, “ {5 (Express) " &, B H 22 T A SR E
X ARG FRALS MR WA BT Ef. 244 (Urgent) ", “ # {4 ( Confidential ) 7 ,
“EJJRI| &% ( Printed matter)” ,“ 345 88 A~ (Photo only)” , “/Ra]$74% ( Do not fold)” ZEE (S
HE T



Lesson Two

Esiablishment of Busi-
ness Relations

= ok —

What are we going. to learn
in this lesson?

% férj‘ Ak %% % (establishment of business relations) A%
Y FEHHERTRZ —, HRIH TABLHT AT |
) TRATHANRER, A BLFED T RIT AR,
) ARRBFI BRI VE£EAGER,

10




<& Words and Expressions

What words.and expressions can we
use to establish business relations?

1. to come to know your name and address through ... M:---- BHIB/A T ZFRFIRbAE
We came to know your name and address through ABC company.

A5 ABC 4 A& FI Bt Al A PR AL .

We came to know your name and address in a trade magazine,
RATRM—ARA 5 Fe& L BRI A FRAMAL K
2. to have the pleasure of doing ... JEHFEM -

We have the pleasure of writing to you for the establishment of business relations with you.

EHREEFHRIRT  HEBEIF KR

I have the pleasure of visiting your country.

o AREREESWRNIT .

3. to establish business relations with sb. 5------ Bl E£ER
BRI RIE T A «
enter into business / trade relations with sb
make business contact with sb.
We wish to establish business relations with you.
BMNFEESERMNBILAZ KR :
Establishing business relations between us will be of mutual benefit to us.
A1 Z IRV T 5 R RS XU F o

4. in the field(line) of ... FE+---- 7= H4HIER,

11




