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 Fundamentals of Writing Eng[ish
Business Letters

RX BB ERHSENR KR
1.1 Introducﬁon (féﬁj,\) | |

RN B R AR TR RFCAR, Tl 55 R a N R A R
BROER. BEHEERHERTAI B, TUHTEREE. iTHRY. Hiias,
Y, RENKS, £ERNS T, X5 NER. 4R 0NEITAERELERY
FRKHEFTH, FHERREAEESCINHE, EHit, ABERBARRLINUE
Mo WHERSEE, FMEBRATREHES, GHPFRANRBRSE S HER.
MR, MBERARAE, RETBRS, HTHIIRFE, ERE WAL,

EERHSERAESE, FUBELLHLNLS M, EERTH SRR R
BB, ERASHLCWESER, BEBSEENBERINGXER, Hit, %
IR & E R E R A MR B AR L E,

1.2 Requirements for Writing Business Letters (#4515 R G IEZSK)

- EER—-HEIMEHE S ER, BEARERSUT M.
(1) ¥EIEIE (Good command of English)
(2) ﬁ%ﬁl‘ﬁﬂrﬁ*ﬂﬁk% (Knowledge of business theory and practlce) o
(3) EBARIE (Knowledge of technical terms) .
(4) FEEAK.LHE (Knowledge of psychology) o
(5) BB LA (Skills in salesmanship)

1.3 'Seven Guidelines of Writing English Business Letters (3355
 EREEEEN) ’

HTRBEHEEHTEREN B, ALET RSB HS 55 B EN. .

1 <¢<€<
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RBFNGER SRR “7C ", BNERE. fiE. ER. Bk, 38 tiicRises,

1. ¥ (Clarity)

HHERNERE—-H TR, RAMERERAE-HBLZM, ZRETHE
BEWARRG, SEEANE. BB OELKRE, WERR. ARNOFMEREX
AL B, Bam AR A X REREIAT, W, WM.
R LA R AR A B T RSB AT,

B4, As to the steamers sailing from Shanghai to San Francisco, we have bimonthly di-
rect services. (4L bimonthly ] DL J& twice a month (— 8 Wik #h) 5 # once two month
(RAM), HEK X, ME¥l: We have two direct sailings every month from Shanghai to

San Francisce. B We have semimonthly direct sailing from Shanghai to San Francisco.
2. &% (Conciseness)

FRRET, REEEEHERLRERENER, RN ERTHEN e
. EHEICORFEEN, BRFIMLHEEMELAE, BEGEET . BT ERNE
HAMTTRTDT, REAK. RENELER, RUTEREEEEEHAY,

- #4n, ¥ We rieed to act on the suggestions that our customers offer us/We wish to ac-
knowledge receipt of your letter. . . /Enclosed herewith please find four coples of ... /adraft in
the amount of $21, 000 B} We need to act on customer suggestions/We appreclate your let-
ter. . . /We enclose four copies of. .. /a draft for $21 000 de[‘,fﬁ?ﬁTo o :

3. IE# (Correctness) :

HHfRROAEHER, ﬂ%ﬁ@ﬁ@]ﬂ?‘iﬂ‘]ﬁﬂ*ﬂx% T LB b B
MSEIE, ERMMAEEREANERANBERE Y., BAKSMIALHEER, FERN
RIEH ., REHBFEIMPFLR. EEBIME. B52RRYUREIARETH.

$ilfn, My visit with the outside sales rep showed me that your schedule can change
quickly. AP your schedule i?ﬁ#ﬂfi—-ﬁigﬁﬁm schedule,, Zﬁu’j&’ﬂg’ My visit with the
outside sales rep showed that schedules can change qulckly o )

PN, The goods supplied are exactly equal to the samples i 3 34 The goods supplied

are similar in quality to the sample, ﬁ#ﬁjﬁﬁﬁﬁﬁ_fﬁﬁi‘”ét%ﬁﬁﬁm%m% B
BN SEG—E—E,

4. Ei& (Concreteness)

HHERLMER/ES . REMAR, EBARAEN. KEMBRNEZENE
. EERFFERHERS, NMERZARMMHELIRT, EFERMNIETRAR
Frel i, —BEREIESKRERNE.
« . 8, ¥ The financial advantage of owning this equipment instead of leasing it is 10%

303 2



after taxes/Selection of a program should be based on the client’s needs B & Owning this e-
quipment rather than leasing it will save us 10% after taxes/Select the program that best fits
the client’s needs SRR 843, AT ESHE.

5. L8 (Courtesy)

FHARTE R S5 R A HASH T E A, di‘]’*LﬁH‘JFE—IUﬂWE 5 EE?!ZF’
RS KR, WA BN TAHF ML, ERFFRNEELRS, RNELEY
Ho Wi, EREWSFERN, MBatAmhn, HENFNETHRIES, EF
EERARHERFNSE L, XRANGHERNER, MAEEER,

B8, Thank you for your corporation ;& FiF L% F /&, WAT FREM L AIZRAIL
o FUN, To start the scheduling process, please describe your availability for meetings dur-
ing the second week of the month BEA4N Could you let me know what times you’ d be free for
a meeting the second week of the month ﬂéiéifl,iﬂo o

6. {&ig (Consideration) .

RO A5 AN FE A 22 ) (73— —BRREXEE. REAMN RT%M&FA
Wi%%%ﬁ@@ EﬁﬁﬁﬁAMHﬂﬁFamgmt %@ﬁﬁmﬁwrao
BL, ERBREMBI X ER, BIETXF, Ekﬁﬁﬁhﬁﬁﬁﬁﬁoﬁﬁ,
R R B R TR A

W, 5 We are shlppmg your order of September 21 this afternoon #f1t, The two doz-
'én Commg Wa.re starter séts you ordered will be shipped this, aftemoon and should reach you by
September 28 £ %4 7 4R HL T 7 %?E‘JE{ZML B, S8tMEEs . 3

PN, & We are happy to extend you a credit line of $ 35,000 4 H_’, You can now
charge up to $5, 000 on your American Expression card 8BS 3] 7 Xt H B K

7. 528 (Completeness)

BWH R RDI NIRRT, BAKESEAFBUE AR LB —ER, &%
%EK%F%E&%@%H@ﬂ%*OHﬁx§Mﬁ%F&$aT%A%%m%m%
R, RGBT REFIFOESER, o

A4, Our product has won several prizes {218 AN 5EH, i Our Hair Washing Ma-
chine has won first prizes in four national contests within the past three years mﬂ%ﬁ#—rﬂ-ﬁiﬁg
e, BENEE, BENREMEE, %ﬁﬁﬁﬁ%?%ﬁ?mﬁ%m%%#
B, Mﬁ'ﬁ%’ﬁﬁﬁﬁiﬂﬁﬁ BHE é\ o ‘

1.4 Addressing Envelopes (F%TE’J fﬁ/ii)

FEFEEIMSmEH L, %hkﬁ%ﬁkﬂﬂu&ﬁﬁAﬂﬁﬁkﬁﬁ%#ﬁ

& B M8 K K doif

&
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L, BARTFERMEHNEE, WE 11, XU T

General Trading Co.
28 North Road
Beijing 100020

P. R. China

Stamp

Overseas Trading Co.
*52 Hooigracht Street
Amsterdam, the Netherlands

11 HEEMEENEHS®

(1) FEABLZ N EEEHNE L4, E%M\'ﬁﬁmi&ﬂtﬁz%ﬁﬁ%rﬁt
dﬁo

(2) t&ﬁkﬂ@%ﬂﬂﬁﬂt’%ﬂzf*ﬁqﬁﬁﬁﬂﬁuﬁ llﬁtf“ABﬂ!@aZ%ﬂ@z’ﬂié}ﬁ#%o

(3) %f‘k%ﬂ&h)\ﬂﬁ!@kﬁ%ﬂﬂﬁmﬂﬁ%’%‘ﬂlﬁ%% %ﬁ!@fZF"%’i&hho Huhtk g
BRB/NER, BEIMLHK, FRKE M. &8, i)iiﬁi )H/ﬁmhmzﬁﬁg %F
FEEHEL,

(4) XTFEMH%K5, &ﬁﬁiﬁ&ﬁf&%@iﬁﬁ% , EE%ﬁEiﬂ%féAiﬂﬁtT, =
BELET M. MPSERAFBERZBIEA, AZEfEE B T#459: IF UNDELIVERED
PLEASE RETURN TO x x x, Bl ks, Wil x x x,

1.5 Parts of English Business Letters (%iﬁ%fgﬁmi’ﬂﬁﬁiﬁé})

1. {,:, (Letter head) ‘

RRERAEERL, BFFEALALRK., sk, M S, E-mail fuht % K
MR, 153%EH M FERNER L,

2. HA (Date) :

HBERE S ERTEXEEN— iﬁﬁo Hﬂy&ﬁiﬁ‘* @Eﬁﬂif&, ITRRER
PAT, BRBRRFEASE. Bit, HEERTRARRRIREEAH. ANTHEE
REMZEARGY, BEBEL3 ~417. BE YN, RHERUTILA:

(1) FHemePEd.

(2) ABBIFRZEIEY, ARERSHR,

(3) H#9r AR P n s B 0

¥ 4



(4) FRETEIES,

(5) HHUIREBMARFEFR.

3. {E84R5 (Reference number) : L

BIERRBERITEFERBENTFEFER, —MRH Your Ref.  (FRFHS)
Bf Our Ref. (RAHS), FE%%@#’HEE%B‘JK?X‘?H%@IP?F@EB‘JﬁE T
21 oy (1R 1 . , ;

Your Ref. :

Our Ref. ; o

4. {5 HLHE (Ins1de address) -

BRAEDILAFS, ﬁﬁ’?ﬂ%ﬁAﬁ@*ﬂﬂﬁhﬁﬂ'Eﬂ&’fnt ﬁ#TU\{%ﬁ@ﬁ:H‘Jmﬁ
HETER LS. FPRBILEFRBREANES - K64, SO Bl it R
ERARMEEBRG . QS AL AESE L AEHEA. BRtit—BERE
& FART MY . BEBFEH/NBBIRN, STAELMET. fin.

Mr. Francis Lawrence

Vice President

Swinton Co.

87 Unico Avenue

Toronto, ST 9878

Canada

5. FREE (Salutation)

FRAF B 7E(5 Pl T E S PTT4L . :

H B ERFRIEA : Dear Mr, Smith, Dear Mrs. Smith, Dear Miss Brown, Dear Ms.
White, Ms. FITAMETCEBN L THEZAT. MRKRFSAFE, MAEREL A
Mr. BB BIER Messrs, Mrs. MEEHH X, MBRKES ALtk MEKSAFA
Mmes. , #1: Mmes. White and Gray

Bi54—xK A, EH A Dear Sirs, tﬁ_ﬂ«l}ﬁ Gentlemen - (%@A‘é’#’ F Gentle-
men) , FRIFSGAESRESHT, HITEBEEER (GCentlemen FHHEE).

6. Bl (Subject)

B e Rt 5 7E B (5 B IESTARTX {F B‘Jiﬂ P’\]@ﬁ—‘/\Tﬁ ’d!.ffﬂ:ﬁ‘ﬂ}ﬂ
B, Fam: :

Subject: Men’ s Bicycles

Re: Sales Confirmation No. 2536

Your Order No. :

& B At B K foift

&

Unit 1 Fundamentals of Writing English Business Letters 3 L8 413

5 ¢€<<<



22227

ot

i
4

Reference :

HOEAERTFTE. FRPEME, FhT e UER, ﬂlﬁflfl*@i‘% %’WT
2WAKREFE, Hh, Re BN “XLTF, 759% Eﬁ%ﬂf ‘gfh" ﬂo o

7. {5BBIESC (Body of the letter) - )

FREXREFERPREENTES. ﬁ%rﬁﬁgﬁﬂg%f?ﬁﬁﬁo E#EJW
THE “TCHEN" . EX—BEE=BA MR, F—-BE—BETIATE, $ B
Mitie, BEBUBEHRBIORE RS, HRWITURIENE., RFE—BEEk—
MER. FHHERESHERN, HEi—HBE—THANLS L to be contmued B
RERFAARHERHELR, HEPWREALRK. TEM A, .

. Mr. John Smith, Page 2, 3une 3,.2005.
8. {§RB%%EiE (Complimentary close)
RRREERMILE, %@ﬁrgﬂﬁﬁﬁﬁﬁ %M’F)‘Cfﬁ’&*ﬂ‘] lﬂ:ﬁ( K

AL, BRENAE. Sincerely, Sincerely yours, Yours sincerely, Best regards; BE3E4]—

MM : Cordially, Cordially yours; FIER —2 % : Yours truly, Respectfully yours,
Yours faithfully, ¥&, RAEHE -ITFEKXE, —ﬂﬁHEpEIEjC_Fﬁ}’—*ﬁﬁo

9. &4 (Signature) '

BABEEGREEETZ=E2AHMUE. EE2TRARNREE, -—“ﬂi@‘ﬁf 2\ H]
. BEANFELZL. BEEANITEHSES. BEANLE. A, &—IHK'E}/\
B &R, Hlan.

Yours truly,

General Trading Co.

" (Signature)

John Smith
" ~Sales Maniager

WmRESL BQJ\*HTTEI]T“@%AZ:EH—‘AA §¥Efa‘|’§7l\‘ﬂfuﬂ€o ﬁﬁ’ﬂﬁﬁ?
HEEE LEEANITHFERASFHWEFEIRE, REFHAR John Siith, ?T$
REREMAM AR Tina Edward, AR FETHEFHETRE: IS/TE, ' '

10. 220 AMLE (Reference notation)

B ARESEREGEHFENGERESN, ETLERENZA. “éﬁl\}\ﬁ%ﬁﬂfn

HFoEERRBNEEEFE4AR, AESEMERSOIT, TﬁuFﬁﬁ#}’% v

FCM/HL, FCM: HL, FCM/hl, fcm: hl

11. W4 (Enclosure)

BN Hf BRE 4050 i B A s, Tu&f‘uﬁﬁ%%}#ﬁ}&iﬁnﬂwo E=RUEE S

>»»>>» 6



A 14, B Dncloowe 5% Encl. WOWT3 —HFL LR, B EHES, UHAEAT
;au P Enclosures: 181, #im: - - - - S
Enclosures 3 ; & - - '
1. Birth Certificate
2. Visa
3. Letter of Reference ~ - - - - - -
12. #3i% (Carbon copy/C. C. ) s
- RAFAE TR AR PR G H KB, TEW#‘F)‘J‘WEEW‘%H J:C C RIETT
L@ﬁiﬁﬂ@ﬂ% Bian . o
C.C. : The Bank of China .- - « - -
Copies to: Directors '
-Ce to: CEO.
Copy to; Sales Manager.
- 13, B% (Postscript/ P..S..) . -
#E 55 R A S B B, ﬁ%*i‘ﬁi EXQSM:FEFJ'CE*E@WE:O ﬁﬂﬁ?‘ﬂEEf
4@¢T§Bﬁ$ﬁ?l*_t TRD T HES RN T HER. Fﬁ%ﬁﬁtﬁﬁﬁ_ﬁ‘ﬁo EE{
5 P.S. ZJE, HRMBSFARANE FRETHERS. |

1.6 The Opening and Conclusion of English Business Letters (3&3C -
' %%%@%%%ﬂﬁ%) - T

L. %)‘CP&T%F &E‘J}F%
. ERMTTLANKEALE, ERRER. REREHRERE &B‘JEB‘JRFJ BT'%—
B RFIRY: —RRERES; B—-RREFHGHTRE. :
© MTFEEEE, TRALTHRIL:
(D) R RIR S - -

We thank you for

i yo.;f‘,r e

Wo spprociate . o  your letter (inquiry, ‘elex,e"‘mlmac)"f- e

. We were pleased to receive

& B Ve K K iR

=
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(2) XFRAEHATEE,

We are pleased to reply to

In answer to

In response to

In reply to

your letter (inquiry, telex, e-mail, fax etc. ) of...

(3) EIEREHIAE XD,

With reference to :

In reference to

Referring to

We refer to

your letter (inquiry, telex, e-mail, fax etc. ) of ..

(4) EERAEHRYNERKIER

As requested

. As required

As instructed

According to

In accordance with the request/

In compliance with instruction

In conformity with

in your letter of. . .

(5) FEWRAIKE.

We were gratified

We were glad

It was a pleasure

to Jearn from your letter of . . . that...

(6) FRBMMEARL

| We regret

Wo were sorry

| We were surprised

' Atqleamfxpmyouxlct‘terqf...ihgm.

ST RN TR RS E, WU TRk,




