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English Correspondence Basics
for International Business
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1. B ERNSIET A
AT S5 JeTEAR BR, ATAT SR — {5, LIt iR aL . RN S B —
BRI, (A paragraph for each point is a good general rule. )

RGN BT S EsE BMEE
FRp Sl 4 R A A W2 B
TS 1| kS 1 BRI 1. B
Ex2 | ARABRRAA 2'§§iﬁﬁﬁﬁﬁiﬁﬂwa2.%%ﬂ$ﬁ%%ﬂ$
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2. WA ERIE/ERN

AR R (Writing Prin ciples) COAAJEKR 3 4> “C” (Conciseness, Cl earness,
Courtesy) K JEZI H {1 7 4 “C”:

Clarity (JF#%), Consideration (1£15), Courtesy (#.3), Completeness (55%#%),
Conciseness ([i/#]), Concreteness (LK), Correctness (iE-#f)»

(1) ¥ #(Clarity)

T A R B Th N T SO LB SR AL A5 SC BN R L R R W] AR,
HANENHASM, CBEEMNA. ST PREIESER S . A TRIEGE, G
B BYaml. . BOREE. . “bimonthly” —ia] A MRS S, —HAE “— AW
Ry Gyl B H —IR”, DRl 3k Al FH X 2 HA X 5 S 3]

(2) A5 (Consideration)

iR, BEZ KT/ B KR (you-attitude), ERAFIFARRN T IFE R B, &dE, &
FIE . e R ) R, S o A E A TR

(3) 4LF(Courtesy)

E RS SN AR B ARG AALATT S ARATTERL . RIETT AN Z 0. B,
I B2 O 1 SR Al R OE TR s 1E KRG 2 M7 AL R IE AL .
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(4) 584%(Completeness)

FESES 7 05 St pR LN, JRATTI SR N A58 B o 18 55 ke v s e 1) e B R e e K
G5 SC AR IR 7 A N A BSOS AN AR R S . B — DI O S [l B, s [ 38 0 g R A
S A f i) 2K . ANAEARAE T, W EEI R Uk, BT E R Ao U5

(5) f#H(Conciseness)

] W P 2 ] e i RS B 1) S A M R IE AR TG BERIE I A 2, T X AR 58
B FARRIALII o &P 55 BRI 24 710 o o5 ol o 20k 3R 1 455 JEL R Bt 38 55 T i
Y, HOEF AR, B W, BT AP IA R R ARE PR
HMEV RN 1), B S IR T ] R A4 ] o 0 8 R 7 P A e A BN, A
A %o

(6) HAK(Concreteness)

RIS SCHN SRR, W, TB%, @RS, 252 % FEIR T W
W PRI B 0] I R SR e ) 4 o, U A B ek Bk . el 2 &1l Bl
WEN. T AT R BRI WA S AR, e BIESEIE RN,
ST AR S S . e Ashin A b, 248 SO i

(7) 1Effi(Correctness)

FRBIEG, JFIRERTEL . Ar pUNNa O PF S IR AR SR . 145 30BN AR (g sk
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B4 DRSS & — AR I IES) . JE . AT rifh . RS
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(1) 755 it 5 1 4t

A, FEFy

— BRSO AFELLT L A

@O 153k (Letterhead): XHA “fFEIAK7. “RAGNMIE", (FLPEEAE BOHE
RAGNAFIAFR, bk, B3, Bl o, UAAFRE. BOdEESCaE g

“company” 5 MR ANY,  BISESE A R i AT i 25 K £ R T A — ANk, i
WaEE N “Co.”. AMNIEERAHBATAAMH NS ANREZ A GIRND .
“Corporation” ;&4 BURZE & 2R GISLI— ML, ZE& AV T IR, E5
WA, NgaE—f. EES T anl- @R, BRI AT AT
FBVRIA S AR SENH . WHEAS R “Corp.”. {EIL3E, “Corporation” BY,
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“incorporated ¢ orporation” JEFEH R ITEA . “LTD(Limited)” X4 5 0 A BR 54T -
AR BIAE — AN BAR B B BOR R L T, A r A . T E A w B B2 E
B A AR NS A RSHT AR 2.

@ HfEHM (Date): S{EMHE. H. He.

@ FH AL (Inside Address): WF NI &) A FRFI AL

@ FREE (Salutation): NFUfE A FIEFRR .

® Ff1. bl (Subject Line ): /EMIAE T RIMERIFEANKFSH K, HERNE
73k o

i “Hdihy” fEbpE b e, WERT R AR A N iER Ik

Dear Sir or Madam,

RE: Contract No. CZ-567-300 Gauss Meters

With reference to the 300 Gauss Meters under our Sales Confirmation N 0.CZ-567, we
would draw your attention to the fact ...

TR — B Sl oA — A= O, IS — R B 46 A« With reference to

the a bove-mentioned ¢ ontract, w e w ould like to...5} Referring to the cap tioned go ods, we

would like to....
® 1E3X (Body of the Letter): i 545 1) H A1 3= 2Py 2%
@ Ziahis (Complimentary Close): 55 45 RMALIIH T, H H 45 A0E L “Best
Regards”
Signature): HiE A& 4.
Enclosure): JEWIBHAE IR A ZE, Wikedolt. Hr H Hag.
EH 5y CE A I AT AR FLAARR 50 5 980
45 (Reference Number): 4 Tl TR0 2 dm 5
2 I NAFE (Attention Line): Ay BAE 1 S5 AL M 102
@ %72 A5 (The R eference Not ation): LM H i & difa] N T/, i Al
%
@ #5i% (Carbon Copy Notation), &5 4(C/C): FHFIPIELA I TIIFRIC
i (Postseript): F55¢)E, WERARIEA ZEMGEUL, WAEEAR M P.S.,5
HANA 1
(2) 755 et P45 A X
A. 4173 (Indented Style)
AT 25 BRI R A
O 15 KA N HHERREHATI, N ATEL B AT G 2-3 DN RERALE
@ HIBAA R AR A B, 284408000 AT B 77 s
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@ Bk E2 1247,
B. 5% 3kalEF-3kaL (Block Style)
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HL S A ) 25

@O 153k (Letterhead): BIEHAE A KGN HYL #biX, fHf.

@ IEX (Body of the Letter): 1] 73 J4ggii . 5%k,

(3) fFEE%

EAEEM A EELORZIEM . FIE M. (5550 E N ik 5k 58—
P, THAAT AL “AREE 7 FRERTTBE /e T iy, AR T8O R4S AN B IR i o

K ey to Exercises

I. Write out the following.

1. China National Chemicals Imp/Exp Corp.

2. China National Packaging Imp/Exp Corp.

3. China National Aero-Technology Imp/Exp Corp.
4. Electrical Equipment & Supplies

5. Gifts & Crafts

I1. Arrange the following in proper form as they should be set out in a letter.

ikl B aBeit, RS, ARIE,

HEZL DDA E]

China National Textile Imp.& Exp. Company
123 Hubin Road, Fuzhou, China

TEL: 0591-87543210 Your Ref: JH/nb

FAX: 0591-87654321 Our Ref: SM/L02-0031

E-mail:senda@hotmail.com W  ebsite:http://www.chinanational textile.com
Date: June 23, 2010

To:

Muhib ULLAH Co., Ltd.

=




63 Tunis Hse, Harford St.,
London E1, 4PR
UK

Dear Sirs,
Re: 5000 dozen Table Cloth
We thank you for your letter of March 16 enquiring for the captioned goods.

The enclosed booklet contains details of all our Table Cloth and will enable you to make a

suitable selection.

We look forward to receiving your specific enquiry with keen interest.

Best regards,
Ch ina National Textile Imp.& Exp. Company
Signature

C.C: our branch office

Encl.
PS.

I11. Address an envelope for the above letter.

China National Textile Imp.& Exp. Company
123 Hubin Road
Fuzhou, China (Stamp)

Muhib ULLAH Co., Ltd.
63 Tunis Hse, Harford St.,
London E1, 4PR
UK
(Registered)
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Establishing Business Relations

About Us

. About the Lesson

“About us” is not an e-mail but an introduction of a company/factory posted on websites
which includes a company’s profi les, his tory an d basic i nformation. Th e w ebsite is nicely
organized; pr oducts are w ell pres ented and sh ow t he pri de of ownership. W ith rap id

development of E-commerce, businessmen tend to get information from internet.

Il. Additional Notes

1. OEM (Original Equipment Manufacturer) 754 “ UG & HIERT 7, BIMGRUIN T, nri%
FEMOIN T BCO7TN T REVIN T RENERE XM EET A, &6 EEENA B M
L) 228 1 B 22 AEAT M R 50 R ) B8 4 . ODM (Original Design Manufacturer) & A “ i
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