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Pre-study

A Terms to Learn
1. Business Correspon-

dence

5 55 PR R

2. Business Letters

1 95 1515

3. Letter Writing

P

4. lLayout of Business

Letters

A A e A S

5. Letter Head

fiisk

TS 55 DR R AR SIE S0 (R AT b 55 4 i ) F T R A S R 55 1
& AL EURI TR A . B E TR AR B & R R E R
PR S H AR AR T AEAS A R Hh e e DL 380 B AT ] I 5
UNGE g AL B

1EE BRBE 5 v, 15 551 R — B E 2l XL, BB T A
O AR A A BRSSO L BOE 5 5 . T I 4h
H=4C”: 15 2 (clearness) , fij 2 (conciseness) » L5 (courte-
sy) .

EERmES DiEK 25, AEE don’t,can’t, haven't, we're
W3 T 285 i, do not, can not,we are., 48 5 5 R FIH H
W2, 27 2T PR 51 5 55 55 AL BR 57 50 U 27 4 15 55 oR L 1) o
HTHERFZ—.

WS AR S

{53k Letter Head %5 Reference

H Hf Date 22 H Attention Line
NG FR AL Inside Name  FR8H Subject

and Address [t Enclosure
FEIE Salution 5% Carbon Copy
{53 Letter Body [f}2E Postscript

25018 Complimentary Close 2705 Reference Notation
# 44 Signature

BT A S AR EAEREN A USSR o 15 S BR A F 44
FIHLIESD o ib A0 45 i 35 560 A% B A | PR R M 1 A
o AEEE R IR AR A WS AR I AN AR T
FUERAT RIS (ELBE A%

ABCAZYR BN R T SO RO S T A . AR
SIEREAE b R T R JG 8 AE T .
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6. Date
H 19

7. Inside Name and Ad-
dress
BN A FRAHLHE

8. Salution

i

9. Subject Headings or
Caption

i

10. Letter Body
fri
11. Complimentary

Close

SRR

H AR ] B S04, A RSO RS HoAth BB 2
5. 2012 RAERE 12, 76T BURGEEE, “3 575 R
3,398k the 3. L5 BUIBFIE 2 A8 2L MUt —FIE Y
. AR H B S SE PR .

Mar. 3,2012 (Fz)

3 Mar. 2012 (20

BN A FR R EE 5y 3~5 717 kAT, BAT AT B fE
AR R . AR IR B kA5 RS B A Tl AU
e IDI

XFUSCAE AR 1 X, BTG 0 5 P AR AT

Dear Sirs, (B A~ LR #EB RS 7k, AREEIH Sirs, 682 5 5
AIbr . EEFR ARG HE 5. ERCHUS & BN
Gentlemen: CE[EH H, ANEHINE. JGHEE 5. PERCEA
il ™

Dear Sir/Madam (i #7 AN GEAA & B A5 #7002 95 Lk & 4 1%)
To whom it may concern ({45 X A H1)

FERRNE R ET AT — b 55 AFE SR W A X 5% . BEA B
FORUE LS Bt 32 25 VI WA N s 1] A 1) A i
AR EE LA bR eSS A S EENE—H

TR, KAGIE T, bRl 47 Re P46 JGiEE 5 B oh
itk AR IMESZL LA H .

Re:2000 MT Brown Sugar H i :2000 Mz

Re: Indent No. 1708 Fih 58 1708 ST

[./C No. SB20089/03 %5 SB20089/03 S-{= FHilE

& SORAEM ER . SR T2 OA8 0 R, 150
R ALE . RSB ETE RO T T

TE 15 5515 R b i RS A -

Yours faithfully (3£3) .Faithfully yours

Yours truly (Z£3), Truly yours

Yours sincerely.Sincerely yours fF X 5 2 24519 A Z 8]
MR IEA

Cordially yours. Yours ever fF B 72 A 2Z (6] (¥ {5 .
QERE: RSN FERE M E a8 )E . IR S
I AR G W s QARFRIE S BTAE L A0 S AN i

=)



12. Signature
B4

13. Reference

=l=R
7

14. Attention Line
S8t

15. Carbon Copy
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MM EEIEMGENES R . 24 T TENES . iR AT 2
L MFTHA S SRR
Eastern African Trading Corporation for MacDonald &. Evans

(signed) (Signed)
John Davis (Miss)Helen S. Patrick
Executive Manager Secretary to Mr G. Davis

for AL TN G2 i a] ] per procurationem 8Y per pro.
AT p. pro. 5 p. p. 44 XZ&F . .
per pro. The Asian Trading Co. ,Ltd.
(Signed)
i B RE TR A S Se i & 05 eRIE R R L O D) S
FEBVIWAE NSGRT ). VP25 R AR A G 5 25 0.
Your ref. (W5 %i'5)
Our ref. ( I T 4'5)
WERAE SR WA B i S5 00 I8 A ' STV B A — B
—¥haY
Dear Sir
Thank you for your letter, reference AHE/GS,of 18" April.
SE G A A R AR
Dear Sir
Your Ref: AHE/GS
Thank you for your letter of 18" April.

PERAG U — A FAALI Ay B 1B 58 25 KA~ LA I Dok I
L, BIp NAEF N HHE T 2 BIATAL B A5 0 v e, K, )
MR R

Haier Group Co.

Haier Rd,Qingdao

China

For the attention of Mr. Liu Dafa
Dear Sir.
o FF L ATED

Attention: Mr. Li Ping 28253 e Ip it

For the attention of Mr. Smith #& %5 54 S B

SR pR A PP % oA PAASE L vl FE de ) A2 B MiE] C. C BCC Jit
Blind Carbon Copy W48 5 , 3 0 “ B3 0367 i AJEAH
i
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16. Reference Notation
ZIpics

17. Enclosure

BHF

18. Postscript

*hik

19. Business Letter
Style
i %5 R X

A I TR A T8, A Pl d T 0 TER . QiR A
B RAE T2 R IR TERD K At i 1k 24 1R U - BRI T 2 44
TR LG TR AR Ok, B AT AT BN S T IR 22T i, A
THEAR. M4l 7RHE SR . W:AS/hu AS:hu
G T2 AN WE 2 A T2 F i TER ok, i AT 7 0L 44 IR
M doRiik., Wirs,Rs,RS

PR PR 27 R M R, fE /S R LIS Bl 4T | Enclosure
SCE A Encl. 5 Enc. o QRBHFAS (h—0r o W05 7 W RRAF
. .

Enclosure:(‘alalogué B - H 5

Enclosures: Two copies of price list  [fH{4:4 434 H A
Enclosures: 2 Invoices  FfH4: & SZH gk

Enc:Contract No. 2895-053-05  [ff4-: 2ff 2895-053-05 5[]

IR BRAE DA H G — AT . PR i i B S A
FOEHIEAT SOZF AR T E,

P.S. Please send us some samples.

NI IRAT2F LG FE K

TIHb  IRAEAT R — A R 58 80 AN RAT A2 38t e » £ FEL L
BEUUIIE . B NECAR A #hR T 4858 4 0T LA R
B BUERANATG LLOR B AEAE T (DR TINRER L, i
P h i A0 AT BRAR T I8 SR AE AN IR s () FEHT4F
TG EARZRBET-#NA LR EY) . .

P. S. to see you at the Autumn Guangzhou Commodities Fair
MK AERK M Shae 5 S FE 2.

P. S. T understand the special entertainment is great.

X A B T 2 E AR .

(D45 E:L (Indented Letter Style) : 35F PN 44 FR Huhl FFR % FH
kAo (R IM TS 0 5 —A 7 AR LT —1 748 E A% i =
s A5 1 E S B — B T U — A AR 4n 4 4% .
(2)573k 3 (Blocked Letter Style) : £ 47 S F I AE A2 TSk 5T
Ell. #BEZ M EH] double space BL4rBE.
(3G 30 (Modified Style) : I N 44 B b bl AR IR, 2 4 BE 7%
K-S0 HIAFERT S A7 T o, H MG — P REE e A
NG b RAGE LS AR A
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20. Letter Paper and {58 #F4MEMFIR FAA R B A B, HEE L OGO LT Gt)

layout ZE AR KN SIRR . IR — KA 8 L 6 AR — 9K 4K
AR LA i, EARE SCR LT CF BB T —TUES L& AR A S

OB T, W AP AAALIR. BRI k LR (S
4R, E A R FEFERES ABFRYENSL .

21. Envelop SOEEHE RSP UEHEEMR 2 o RE NA R L. A
EE=) T E NBFRAE . (EEBEESITE, 7k imga it X,
A A S O A SO O O S O S O A S AN A A A A A NN NN N N
# From:
East African Trading Co.
P. O. Box 3689

Dar es Salaam

To:
Qingdao Yuwang Bed Industvy Co., Ltd.
22-D Hangzhou Rd, Qingdao
China

NN NS N NN "N "N """ " ““““"““"T" T \awaww

PASSANNNSNNNNNNNY
AN SRS NNRNRRRNY

B Useful Sentences

1. We have received your letter of June 15,2010, for which we thank you.
WeEIWRF 2010 4F 6 H 15 H &, B

2. Please let us know your business terms and conditions.
WS HR T3 5 K

3. Thank you for your letter dated September 25", informing us of the opening date of
the fair.
P9 H 25 HXReR, &5 H3C 5 2T H 1, C i, 6.

4, Having obtained your name and address from China Daily ,we are writing to you for
the establishment of business relations with you.
MCHE H 2 ) E IR 512 ) 48 R AL L 25 B0eR LUK 55 X &

5. You are kindly introduced to us by The A. B. C. Company, New York,as an impor-
tant buyer of textile,
M2 ABC 22w AT 5L ml 29580 KK .

6. We are one of the leading firms in the country and have much experience in the trade.
ANAERE KA EZIT 4K FE5E.

7. If you are interested in the article, please let us know as soon as possible.
R ST ROGER TR L.

8. We look forward to receiving your early reply.

WA
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9. Your early reply would be much appreciated.
o A A I
10. We hope to hear from you soon.
W H IR ITTH S
11. Thank you in advance for your cooperation.
R I A e e R .
12. We do busdiness with merchants all over the world.

A1 A% R ABEE.

13. Your goods sell well in our market.

R AR i F g
14. We have done import and export business for years.

KA C AU AR Z AR

1. Writing of the Letters

Styles of the Letter

a. The Blocked Form

MacDonald & Evans Ltd.

Registered No. 695833 England Tel:01-26574321
8 John Street Fax:529-32-778903
I.ondon WCIN 2HY Banker: Westminster Bank

E-mail: MacDonaldEvans@co. com
Our ref:wb/288-03
Your ref:
July 8, 2010
Miss Wang Xiuhua
Rm. 708 Dafa Bldg.
Xianggang Rd. , Qingdao
China

Dear Miss Wang

Re:Blocked Letter Style

This letter-style is very modern. It is now being increasingly adopted in Britain and is

popular in the United States. Its main feature is that all typing lines,including those

for the date, the inside name and address, the salution, the subject heading and the

complimentary close, begin at the left-hand margin.
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For this letter the open style of punctuation has been adopted. For example,a com-
plete absence of punctuation marks from the date, the salution, the complimentary
close, and from the ends of lines forming the inside name and address, except of

course the full-stops to mark abbreviations.

Some people who use this style prefer to place the date in its usual position on the
right, because it helps to give the letter a more balanced appearance. It also makes it

easier to find particular letters in the files.

Yours faithfully

for MacDonald &. Evans Ltd.
E. A. Smith

Sales Manager

b. The Indented Form

MacDonald & Evans Ltd.

Registered No. 65883 Tel:529-32718903
8 John Street Fax:529-32778903
LL.ondon WCIN Banker: Westminster Bank

E-mail: MacDonald & Evans@co. com
Our ref: EAS/FD

Your ref;
Date July 8, 2010

Miss Nola Nevins

100 South Street
PURLEY, Surrey CR2 4T]
England

Dear Miss Nevins,

Indented Letter Style

This letter is typed in the traditional indented style. The inside name and ad-
dress is typed in block form, but the paragraphs forming the body of the letter are all
indented several spaces. Some typists prefer a deeper indention and may use as many

as ten spaces,though six are sufficient to show the separation of paragraphs clearly.
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Left-hand and right-hand margins of 1. 25 inches have been adopted. The date
appears above the inside name and address, but in most letters typed in this style it
appears on the right-hand side, being so placed that the last figure serves as a guide
for the right-hand margin.

The letter is of course typed in single line-spacing. The subject heading is cen-
tred two line-spacings below the salution, which in turn begins three line-spacing be-
low the inside name and address.

The complimentary close is typed to fall evenly across the centre of the typing
line, with the designation similarly centred. Some typists using this style prefer to

place the complementary close to the right of centre rather than in the centre.

Yours sincerely,
for MacDonald &. Evans Ltd.
(signed)
G. B. Davis
Managing Director

c. Modified Letter Style

Shandong Light Industrial Products
Import & Export Corporation
118 Zhongshan Rd. , Qingdao, China

Tel:0532-89576799 Qur ref: DF/1.02-3001
Fax:0532-3958266 Your ref;
E-mail: shanlight@163. com Date:July 9,2010

S. M Trading Co. Ltd.
Post Box:8631
Karachi, Pakistan

Attention: Mr M. Yasin Marlic
Dear Sirs

Re:Modified Letter Style

This letter is an example of the style used as standard for our corporation.
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All typing lines, including those for the head, the date are all indented one to two
spaces from previous separately. The paragraphs forming the body of the letter are
all typed in block form. The salution is typed at the left margin two lines below the

inside address.

The complimentary close is begun slightly to the right of the centre of the page on
the second line below the message. The name of the writer is typed two spaces below
the complimentary and his title or his department designation is placed immediately

below his name.

Dictator’s and typist’s initials are placed at the left-hand margin, two spaces below

the title.
Very truly yours
(signed)
Robert F. Park
Assistant Manager
RFP.ms

1. FFERECERFD 2. Rk 3. 4tk




