’
un E e :
o] 3 o IEE
BUSINESS ENGLISH:,..... ».

5




m BT

(% =)

¥R Y

AU 2 x % 4
STk



EEERSKE (CIP) ¥iE

BRIIE R, —2 . — T M R E TR,
2002.7
ISBN 7 - 5623 - 0832 - 2

I. #- NO. - . @Wlk-3E V. H319.4

BO& 1T R T RER R
(UMIILEEET RS 17 5, B4 510640)
RATERERIE: 020-87113487 87111048 (f5H)
E-mail: scut202@scut. edu.cn
http: //www2.scut.edu. cn/press

RERE: BEE T &

ED Rl & liiEEEpRl A RA

: 850x 1168 1/32 ENK: 13.5 =F#Y: 340

2 2002 2 7 F155 2 BREE 3 IRENR

15 001~20 000 #}

: 22.00 7T

O &F H
S & H M

WA AR5



¥

MAHZREFREHLKRT N, EFHRBEXRGER L
AotER ATHAEFRAZERKANKBRIRFTES B R
THEHRWEF, BAMBERRA, BENRENSEFAT
SGAERRATE, RLAHEHNEFEERETH TR, K
BEFBWAERAL

(R AE) ERE-—RY TRAIBELEFNLGEAL
WIEBRHA. BB, €& LA NN TELSF M),
MEEBUALER -EHEENHE,

P REHESFEHFLRERWELE, CARAUTIAH
B

B, AL, 2W. BEEATAEIFTHEFF LHIHT
B, FENKERFLES. HRRAFE, WES ZHAX,
XFRHME AL LBHEER, TR, BFF P EAHRME
B, T —ABGHEAREHEFUENTES, eBEAFITH
RUETHFE-MIATHEHFALFNEETMRN, AAERAIH
THEHERBETRANTE.

g, ERES . LHABE, BFRANETERH FEA
AT EENRARXEEERLZURAERL BT M ERNE
Fo CERATAESHEF TEGELHRAR, SARLFHFAR
¥, WTANFEEFEEENA L LENBRWHFAF,
HABoNBALTRT L E#HEF" MR HHM



=, FWEL, vk, ARERRY, FEREATAE
SRS HEHE, BHEFET okkA ) RRASTHEN
EEHE

MERBEREN ANEATHEERAT L L FENR 4
Ko

HEE



MEREBREFHG A AEANEFERNRELE, H5
AWAWTO B, REWASNEFH ZHEET KA. HTERK
PWEFE, HFES . EHNNTAEFERRIRAL, BXF¥
ERSFAE MR, %%M%%ﬁ?ﬁi%%TL$?m
WRH (AR EE) #H.

AEMUFEL W FERNERTHFNE, BMAT AT
TUREWE R BT EAL, wERT - LHT SO L
R, HHNAUEWAT THEFEFE Y —F T — % Hal,

KEMEMTZ, LAUE, MITEERENRE, 24
HAXGEBENLRMFNENATUR-REANT G H Ay, £
AEAAET P,

KEMW G —Fnk, EADFETHAEEENT ISR
WBEARFE T &, BOTENER, GHBFERFIFES+
WHkRhiE . PEMARXAEILERBLABFRAF
pRFxEE, ALAEEHEE, WHAEXERLE, THiE
%5,

mTHEAFHR, REFEERPTIRZL, HHFEHR
HHE,



B B BEREES (1)
%:ﬁ T B FR e (11)
=% f%ﬂi@}ﬁ] ................................................... (29)
F N1 = D (40)
%fﬁ.ﬁ ;ﬁjﬁ:&%i’gj ................................................ (61)
O R - DY - S (76 )
FBLEE PR (97)
%/\Jﬁ- B T T P P (110)
BEILEE fUHvererereereereerreenmnirnirre s e (130)
%-I—ié— % 1] coetsnerrmararetuisnrasrecentresrnscorannsnsnernsersssnnns (157)
%+_§ iﬁ-ﬁﬁ ................................................ (199)
%«i—:ﬁ ﬁld}ﬁ ...................................................... (221)
%+E$ @‘% ...................................................... (249)
- O |~ (269)
%+£§ %i ...................................................... (290)
%+f<i§° ﬁ-'fﬁ ...................................................... (301)
%4—,{:% ?JQ% ...................................................... (313)
%+/\$ ﬁ;ki_fgﬂ: ................................................ (332)
B T G EgR e (353)
GRS N L P E ST SO (383)
I}ﬁ%m Eﬁﬂﬂ%iﬁﬁﬁjgiﬁ ....................................... (398)
MRV BEE LA B S B & SRS e (400)

BV B BTE LI v eeeerenrereeeersmsnreneesnannnenes (403)



F—2E WLBENRS
(Business Letter Writing)

EEFEASZET, FRXHREFEYEENEM, THE
KEAF -ELGWHBM. FRLHENFRBL, Kok, K
H, MEEFEABE . BE, E8FEESR. FE%

RS, 15 RBEn] FFifinxt B ¥4 15 ol s ol
FRF, WA AT HEX R S . SREs . T
FUEUEW . BEREE, Fik, b7 X3RS HRE R
REERMBA, EEE—mSFEERN, Yl “=C K
L

(1) ¥E% (Clearness): FIAIEE. 4, BXEE 7Y,
PSS, BRM,

(2) faji (Conciseness): FWIIEAR, #F%E, Vg
HEAE., wEE 58, ATk

(3) LB (Courtesy): B/, tLFE A, RETEEXT
FiEH, VIBERAGSE

THEHAMEE, —HEANME, H—-HEEZANMELE,

August 18, 2001
Dear Sirs,
One of our customers is interested in your bicycles, particularly
Model No. PA-10.

Please send us a copy of your illustrated catalogue, quoting

1



your prices FOB Shanghai if possible. Meanwhile, please indicate

the time of delivery you usually offer.
Yours faithfully,

August 25, 2001
Dear Sirs,

Thank you for your letter of August 18, 2001 inquiring for our
bicycles.

As requested, we enclose a price list and a copy of our
catalogue for your consideration. All prices are quoted FOB
Shanghai, subject to our final confirmation. Generally, delivery
can be made in two months from receipt of an order.

We look forward to hearing from you again.

Faithfully yours,
Encl.

—. BUEREX
(Layout of a Business Letter)

Rl 15 — e AR JLAER A

1. {53k (Heading)

TEHTHRLERAGESE T BT ELEA AR NAZ
PR, desit . BIESE . FESEE, REAWEERNEARER
SENAENTREF. MRESORFSE, WEABEAKARK., H
HESEFTEREMN A .

(1) AMERICAN EXPRESS INTERNATIONAL BANKING

2



CORPORATION

102 HSU CHANG STREET, HONGKONG

TEL: 5-27152715 FAX: 27113491

(2) THE AUSTRALIAN TELEPHONE & TELEGRAPH
COMPANY

96 JEPHON STREET, TOOWONG, QTD. 4066
AUSTRALIA

TEL: (07) 23719033 FAX: 23741225

2. BH (Date)

AHFTAEGL T F = EATHAEAL, ERXRTFE “H.
AOHE" & “A. B, &7, £ “H” WETFSHHAELG A
JFEORIRR, 0.

1st December, 2001 8% 1 December, 2001

February 15th, 2001 % February 15, 2001

EESME G, “4E A, BT 2ARERR, .

9/2/2001

W T REMWERE H B TIRAR, Brelll b B3] DR
200142 A9H (E) H200149A2H (KH), Ei,
T ERFER R, AmERFRRICER, mHSMRE T
&, RNEMAHE,

3. =AMt (Inside Address)

fE b AW E AR (AF]) ZFMmihl, FTEEH T
MITH AL, e

a. AHZFREE EWEA;

b. 'S, H (88 %4;

c. Wi

d. B. M (&) %&. HEEGED;

e. H#,



MEAFMATERAMBELAS TR, BEEARIARZ
BifnE Messrs., IR HE, .
Messrs. John Smith & Co.
Messrs. Black & White Co.
MR A R—f B s ad, AR A TR
Mr., Doctor B, Miss, Mrs., Ms.o
EPHHATIEA BIR . B3I ﬂl]
(1) Allen Incorporation
1470 St. Louis Street
Los Angeles, CA 90015
USA
(2) The Manager
Bank of China
8/10, Mansion House Place
London, EC4N8BL
Wi A Bt 4 F it KB LUF =FiHE O
A. BRAEEME-TA, W
a. Mr. John J. Wiley
Ajax Oil Company
246 Broadway
Oklahoma City 5, Okla
b. Mr. Charles Snow
Robinson & Co.
701 Grand Street
London, United Kingdom
B. BHA—IAMARERG, W
a. The Traffic Manager
Benton Bolt Company



344 Rue Road
Chicago 39, 1.
b. The Sales Manager
H. G. Wilkinson Company, Limited
245 Lombart Street
Lagos, Nigeria
C. BHRAFAARE, .
a. Peter J. Rowe Hat Co.
33 Lafayette Street
Tampico. Fla
b. The Universal Trading Company
66 Cambridge Street
London, W. 27
4. FRFE (Salution)
PRIFAT e (5 Nl T O BTt , BRANHBRIT. R
B—filiR, AT ECHkET. ®HAMNE:
a. Dear Sir 8, Dear Madam (5231~ AN)
b. Dear Sirs B{ Gentlemen (B4 H])
c¢. Dear Mr. Harrison %,
BerE Rl AE S (RENX) HES (REI.

5. IE3X (Body)
AR, —THAE—B. ZERNBEZRNIZT WTT,
R THNE EBHH T ATES.

FEFFLIET B —MEsE—BURE) I RY G E W E
TRHEENE, MWEERE, MER—TXIREREH . 55
ERANA

FEARIBE BT RYIME ANER, FE%, SN
FFR, SMSREIERR, MEEERMLFERTERH, M.
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We hope to receive your early reply.

We look forward to your confirmation at your earliest
convenience.

We await your further instructions.

Hoping to receive your early reply.

Looking forward to your confirmation at your earliest
convenience.

Awaiting your further instructions.

BEBMERATFRRN, AFRKBAAS, mAMEE
R, HFRBEMES,

6. &R %L#@ (Complimentary Close)

XEMTERERY -MEE, BT . =7
IERE AT, BAENERITEK. ¥ LKA .

Yours faithfully, Yours sincerely, Yours truly, Faithfully
yours, Sincerely yours, Truly yours, %,

AL - MEANEFRERE, REMES.

7. &4 (Signature)

ZHTE (MRELER G, B ET TR TR L
Mrs., Miss 8 Ms., MBHEAREHE Mr.), RIGHEATFHEIT
FHITHAF RIS, BFAMZREEAEANBRILE RS
Ao WRZEGATAANTEAT, WA B H R A, (BJi44
FHIS L per pro. (per procurationem) 2 p.pro. 3 p.p., FER
R, HBIATH for ££5 per pro., M:

per pro. Alfred Johnson

per pro. South Philadelphia Hat Company

8. Hfts

fRERBRLL EEAER 40, BRHEATHHN A S —s 2, nE)
bk . BHES%,
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(1) RIA#E (Carbon Copy)o

WMEFEXTT WEHEBIAFL RIS ABBAIT, W%
BRETFHITEC. C. REIREGEANSAFL, W:

C. C. China National Light Industrial Products Imp. & Exp.
Corp.

C. C. Prof. C. Y. Cheng Hongkong Chinese University

(2) M4 (Enclosure),

WMEAE M, RFEAT HAE W Encl. B Enc., REH
AR . (B AR, .

a. Encl.: Order form No. 512

b. Enc.: (3) 1. B/L

2. Invoice
3. Certificate

I RBH S R, AT

Encl. : Under separate cover.

WRRANECEETRE, WAT:

Encl.: As stated. B, Encl.: a/s

(3) Z29p A4 (Attention: xxx/Attention of xxx) o

WATHFEHR ENF AT ALE, AI7E(E N sk FFRIE 2
B B R 30

Attention: Mr. David Jones, Business Manager

Attention of Mr. J. Nida :

TE3T Attention of ... B, BEHEHEILNFHET,

(4) #REE (Subject Heading 8% Caption) .

TTHEESCE E A FFECFE MTHE, ATHEHES R T EER
W&, PERIT L Subj: B Re:, BHR “XTF, X, HH",
Re M7, U0:

Subj: Your Order No. GICL /503 for Sugar




Subj: Zephyr Silk
Re: X’mas Decorative Objects
Re: American Raw Cotton

IMEHT LR Bm ERR, N4,
. FERERED

(1) KE.

HBANERNEAN B FENEFZ ZAE, RENWEL
T RES R, mHNZYE, BT RSN AT
L,

(2) fnyg,

H—RIGAMAEA, £ kR AEFPEELMES, H
HEm ., RoF G 58—k, 7558 kEE Rk
—IKfEAE FNART, KBAS KESNE FEADTT i
W42, PEFT “27 B “Page 2”, HAHITHH,

TEE REE EEDNAE SATIEXCE, VB RAS KE
B HTERERFLIAINE L o 05 B FE B 0T A B R b B3
W, —REERMNAEHSRE -8, —REERNE T2
W, AEERIENAZAHABEMNEEE

(3) XF,

ARER S F 4R T

(4) HRZE,

RGN TET FN R v Sy

=. {5#1&3X (Superscription)

fEs BB ARRIE AR . kB3 S E Pt 5E 4
—H, ATRBIIAEAM LR FHIEEA LT ILEHN

(1) ZEAREGEARES MM, —RES H LT,

8




(2) FHEREZBRGEAMEL I, BiTZE RS FfRA4
5, TS Pt —#E |

(3) INFERMEEEE R L#, WEA FAREL FEE
B VIA AIR MAIL 5 SPECIAL DELIVERY, {8118 fift ERi2s
5%, WAL IER, .

(4) T R A . #iabio Bk, BRI F A,

a. PRINTED MATTER Rl

b. SAMPLE F i

c. COMMERCIAL PAPER R S

(5) EETHERUTHE:

a. Kindness of Mr. ... FERER AL

b. Private EI=

c. Personal N

d. Urgent a4

e. Confidential FiF

f. Please forward HHR

g. Poste Restante AFHR )

h. REGISTERED #5
Exercises

I . Plan the layout according to the following particulars;

Sender:  Johnson Supply Corporation, 376 Sutton Street, San
Francisco, California, USA
Tel: (02) 2463 5674, Fax: (02) 24675468

Receiver: Mr. George B. Shelby, the Tranco Company, 45 Fifth
Avenue, New York, NY 10012. USA

Date: Thirty of April, 2000

Remarks: This letter is to be signed by a staff member on behalf of
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the firm.
I. Address an envelope based on the following addresses:
Sender: China National Light Industrial Products Import & Export
Corporation, 82 Dong An Men Street, Beijing, PR China
Receiver: John Simon & Co.,, Fernhall Drive, Redbridge London
E.C.1, England
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