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Chapter One English Writing Basic
Introduction to Letters of Foreign Trade

F—a HPRERIEES 1R

y Section1 EFE{ESAN

BEHBR: EAEAFFET, TAFESIHERBEEFHOBX L HE,

EEHEE: SR R0EHRARHT HEHR TG —HD, LRITEH T4
EARB, CALOFHEHBX, BLPET AR, HERL, RAZRBINAG
## (CLEARNESS), ##&% 7 (CONCISENESS), AMi&AL#% (COURTESY),

ShBTREST SCALHE R 55

(1) A48 (Introduction) REFIIELMEBEEITZ —, MEMAELERAX—
R, RAREY RS ZIRERMCRRE,

(2) #F, SRR EENMEY THIXCHEERN “BEE”, BHiin, Dear Sir,
Dear Sirs, Dear Madam, Dear Mesdames, Dear Ladies and Gentlemen, Dear Madam or Sir,
Ladies and Gentlemen, %54, fEARMINAREFHF, HIFREZMEER, HRER
BARSPTE Gentlemen (EE) M Dear Sirs (KERK) Fifh, REYNH XRBRNEY
i, At A4, 40 Dear Mr Stone, 7EiXH, Dear Sirs BiAH Y FH XfEHH “HEH"
ZRIFLTHRE, BAXHERN, ATUREEN “EERELE" . BINEF—I/D
M, MTEESREREIRHAR, CBEESAE “Dear Sis” ZJ5, @BFH .7,
MEEX “Gentlemen” ZJ5, WA “:7,

BRERALE, —REET U HBEMHREES (Greetings), WAl LA FIKIES
(Body Language), i1 # F ( Handshake), #H# ( Embrace), & %k (Nod), B F
(Beckon) %, #BF0f HAEMMEFIEA, BFNEMAOEEES, EEANE LS
ah, —BEBELAEFHMLLETF, BRELLEFEHINHTF, SUEELSBENES.
Fr5x BT, NRARRE-TLIWFHERS. F—HH, WEHSK (Senior)
BRI ALMF, EL/N (Junior) SEMGEMALTHE, BFAHLERTF
E, fTET. BFEFAEHERXN T, MERE. AXGEEEEBIMHIRMA,
—BEELTITHREH ABE, ETRERE. SHREER —S42%AE, 2
FORBEHIT ; X —BE2Z A SRARMHIRE, R3S AT A kB s &,




 ARERESE eesesecc--

(3) EEREEZR, W7 AP EREKN B E—EHFILT (Ceremony) HI
PR g, PEANBHMAR, RRRMER, BXESGRES/D (Junior) B
NBHIES K (Senior) WA, EBAMINBRRLBHA, FAEBATARIE
Ao WRERE, MEBENFLE L L. ENABANFRN, —BFEZRALFEN
i FIERS, AR, R EMERESN, —BNEY, HEERREL, SRE LA
RALESL, BNHE REMR LA RRA,

(4) WENFFHKE[AFLERICN TS, AR KRS, UREE, FH
AN—RARMECHEREA LS, WA AERTH AL EEAR, SX R AL I X
TR HIGDERE A2 ST R 7 4 KPS, X J5 3 BE AT LAfn
WHR, EERMEMEN T RBECRZEANEE, HHIEEENE, REANHE
ZWFSPEANAER, Bl Z7ERT, BER.

(5) FERA, FTHM/RFRBR—LEFEIE (Greetings) , M RIXLEIENE H L ALK
BX, EaTIFRESFEMBLE, MBS RERE, S8 HIS 3R IR #1717
e, WAMRARRERK, HEEAMBEEMUM: First friends, then partners.

(6) EREFIAPIRILHMAE—HFFEAERBE AT HMA A (Business Card), X
RERRR AR S ER T EE KD BE, B E R e, 8% b ESBMRM AR S
B, WFEHA RN, MEBCKRAMMES, X ERZE B, NiXESW
Fhad, IFAFMELB R EHRAL R, Bl s sns, UL H ok L
AEW, MRBETRSITRE, FEHLEFWER, NEBRESTE, HREAY
HARAARE, SMEWn, NZESWNREFRRE N, FEESTHASHARZ
wEF

¢ Section 2 E{E3L AiAC

Corporation ZH
Import and export O
Canton =M
Invite i
Attend R

Fair Rae
Hold ZE I
Details HAER
Look forward to HA#S
Hear from Bk

P.S. = Postscript BE
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Section 3 5p B 15 BRI

CANTON SPORTSHOES IMPORT & EXPORT CORPORATION -«c-cevereereee =3k
CANTON BRANCH

Tianhe Road, Canton 020001

Tel. ; 0086020081002 Fax: 008602155

July 4th, 2011 ceoereeermriiiinii H#A
Our Ref. : July ~004 +-veceereeeerrmmmieiiiiiie it tnenee g%gﬁ%
Your Ref. : AN -020

ABC Corporation +«+tsesssseesortrtsstetataetatitiniiectitaiiittaeronsanan. A HbAE
15 Hollywood Boulevard
L. A. , California 97452

U.S A.

Attention; Mr Stone Smith cccecceerrrectretosietiiiieiiiiiotiiieteciecassiiennes gé, N A
Dear Mr/Ms, cteoermertommaieiiteci ittt tet ittt ctit s aaneas ﬁ;ugz
Subject; TNVILATION  =cvctrverrernrertotetataenecrtatseienneesesesnsessnrsasnsesssasssanns EE@

We would like to invite you to attend the 2011 Canton Import and Export Fair which
will be held from August 18th to September 8th at Canton, China. Full details on the
2011 Canton Fair will be sent to you within a week. — ++eeeereeereenniiiinni. EXX

We're looking forward to hearing from you in the near future, and hope that you will

be able to attend.

Yours faithfully, «rocrorerrereniiiiin %ﬁﬁg
Amy Wells  covcreremmmeni s /A

Marketing Department Manager

B. C. /E. N. «tceveseeseeeseeummuunteeseeseemmssmseseeeeeenmnnnesasssesessennns EPALE
Enclosure: A copy of 2011 Canton Fair Introduction  «-+eceeesmrseanmnninnnn. gt
CC: Marketing SUpErviSOr «++++++sssssesersereetreanniiaeinereninnisinissssssneernnnn, ot
P.S. : T will pick you up at the Baiyun Airport if you can come.  +--cveeeeree BB
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X5 - ol SV g
#ATEERAFSMAA+/ABRAANBERET MEEIpE 2011 £ MBEHE A
HAXHE, XTRBLWHAER, RIOVET-ARNFLE. FEARABKEEN
k5, HHMBEERSM,
i,

Section 4 iR

ShER 5 eR R 254

—E PR MERISN R G e8, EHE H{EE (Envelope) . {3k (The Letterhead) . 15 iR 48
= (Reference Number) . HHH (Date). {5 W H#uk (Inside Address) . 2270 A (The
Attention Line) , FRPFE (Salutation), FE B (Subject) . {88 I1E3L (Body of the Letter) .
R K E1E (Complimentary Close ), %5 4% ( Signature ). [ff 4+ ( Enclosure ). 5 1%
(Carbon Copy Notation) FIfffE (Postseript) A, H{Hf. /5%, HEA. [FAH4L,
FRME. RRIEX ., BRZFEFMEZRLFT WA, HAERD ATARE A 7 57
15 PR B R N A B

(1) fFH, BEHHEAERRE -EBEEHHEMHES, AEMIUEABILNTE
% EwEeARn, FARESXENBLSREMAERAR, KXEHECELE AT LEF
FARZFMN (XREXEAEE, REXABEEERFEASTFAMNLEEGH
WAETHA) . ERFHESTE FREARNSFMiAL, FE&FMbhHFIRTF L, 2%
HREANES, FAEAMNTTES . B4, H=17E ML PR H X B HE
HRE, BNTEERER. HHIEEENE, TEHEEAREEINEME, IREE
IIMERG— Wb RGFH . HERR, FHHEASREARL, TUEFFEALL,
BEANBINTERXDE, FEABSIGKRELZAXXHEN, HUYHPXHE,

Bl an

RXEHEARLRE (EER):

THE TENTH NATIONAL BANK (Stamp)
101 Wall Street, NEW YORK 5. N. Y. ,
U. S. A. via air mail
Mr Stone,
No. 11, Tianhe Road,
Canton, 020001
China
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[#3C])
020001 (W5 HREE)

RESTH KR 115
FrdEedE (%)

EEANTBEIK - 4K 101 B 10 HREA (%)

(2) f5%, MFFAREZT. BUAMEFEAY, @Y%, FLAEEGFNE LA, &
EaFEANgTHm (5GH EEER—8), BEEFHEH. HUASEEFEKIE LT
ELAR., ERELFERINFEENRE, 5N, EXoFEELENEERREY
FikIJMW, 2011 45 A2 H, #HEEIJMER, MWERFN “2nd May, 20117 FEEJIH,
MERX “May2nd , 20117,

(3) BfE AR, DHEFEH ERWEALE—3, —REEGFRNELE LA,

(4) ReF, MY THIXHEN “BUBEE

(5) EX, XR—HEERBELHS». —MERBBAEAS “C7, MIEH
(Correctness) , 523 ( Completeness), #L%% ( Courtesy), f&ji& ( Conciseness) FIHH [
(Clarity) , IERRIZHEHERFEBMN.

(6) ZEREE, REEEXKRIEHNEERTE, REEXRE—THT—
TRE—FTHE. FHAMNEEIER: Yours faithfuly (£ELH), Yours truly (#RE M
1), Yours sincerely (#EWHI) F. ATERIFRIFEA RNV E FHERNEH
t, WiZH Yours most cordially (#EEIRAY) B Yours respectfully ( 56 £,

(7) 2%, BESEAEBFHRBE LN ABFRAFA LR, ERAEHE
B, ZRAEFRELZENT, B-OTERAELARER, 2REAKRS; FTATA
ANEF, BFERAZR, VATHE; BZATERTELANLAE,

{ b Section 5 SEERAIEIF¥—R=

(X A RRRNE B FANA O ERH, EELBOW )
1. We would like to. ..

We would like to invite you for dinner tonight.

We would like to establish business relations with you.
We would like to place an order.
2. ... will be held...
The meeting will be held next week.
The wedding will be held next month.
The Olympics will be held in London, U. K.

A



J\EAEEHESE eeesess..-.

3. ... will be sent to you.
The price list will be sent to you.
The catalog will be sent to you.
The contract draft will be sent to you.
4. We’re looking forward to. ..
We’re looking forward to seeing you again soon.
We're looking forward to being your vendor.

We're looking forward to meeting you at the fair.

TREh IR

i Lo LA LR R VG EL R
1. REBHEEK '
As for the order we placed on 11th July, 2011, we would like to. ..
2. IR
Thank you so much for your letter dated 11th July, 2011, ...
3. EAHEE
We are glad to notify you that. ..
4. gl RR
We have obtained your name and address from . .. and we are writin
business relations with you.
5. mlE
- In reply to your letter dated 11th July, 2011, ...
6. FANHH
We are delighted to . . .
7. Frii
We regret to. ..

8. FRHIA

g to establish the

Referring to your letter of 11th July, 2011, we would like to confirm. ..

W A5 B ek B AR YA Y
1. #ifFEIE
We are looking forward to your reply.
2. FoRRH
Thanks a million in advance for your kind attention.
3. RHE
We regret that we are unable to. . .
4. EHITY

We hope you will understand our position.
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5. BRALHE)

Please feel free 1o contact us if you need any help.

6. Mt

Enclosed please find . . .

7. MEE
We expect your further order in the near future.

D Section 6 S IIESNREHSELE S
431, BEAZTFEAIR, SEFEXHEERES —-HEZE,
3] 2. MIBPAZTIEAR, HEXHEEREE —HEMHE,
433, BW\AFFEAR, SEXHBEEE—-HRRE.

Section7 HJ|iERE

1. Jack’s Answer
The teacher is asking an arithmetic question: “Jack, if you found three dollars in your
right pocket and two dollars in your left pocket, what would you have?”  “I must have

somebody else’s pants on. ”

RENER
EIREFER—EEARS: “AN5, MERERAAOLBERIAT 3 #x, A%
BERT 2 %7T, K—HALPR?" “REERFENANETF.”

2. Money Refunded

A couple took their three-year-old son to the movies with them. On the way, the usher
said they’d have to leave if the baby cried. “But we’ll refund you money,” he added.

After watching the movie for half an hour, the husband turned to his wife. “Well, what
do you think?” he asked.

“It’s the worst thing I've ever seen!” the wife replied.

“Me too,” he agreed, “shake little Tom. ”

B

—XRIFHFEMAT=N A KILF EFBE, EHAKBER, FERENERIL
REGH, MITLFEIT, “AARINISHEEREARNG,” SIRBEEHR, XXRHE
B/, LRERMET, B B, RESXTEEELRY ETEEH.
“‘REREIBZHN I “BE,” LRMAEHR, “B/NEBEE,”

|
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3. I Don’t Want to Be the First One
Boby: Dad, I'm too tired to do my homework.
Dad: Now, my boy, hard work never killed anyone yet.
Boby: Well, I don’t want to run the risk of being the first.
ErEHE—1
Wtk. &8, RIET! AEHEHR.
BE: BT, ZEFEIRERCIAY
Hitk. 8, BRATAEERHEE T A

4. What’s Going to Be?
Neighbor; What’s your daughter going to be when she graduates?
Mother: An old lady!
T4
M58 RLILRERVEEMSTA?
3. BRE,

¢ Section 8 ZEE/NG

BAATEEY, BRINEETHRGERESEMRR SR, REREMS: W
H#E# (CLEARNESS), %% T (CONCISENESS), HiEsL%$i (COURTESY), Hig
SPRGRNBELSH, HE RS R G RE R BEE (Envelope) . f§3% (The
Letterhead) . 15 8 4% 5 ( Reference Number). H H§ (Date). {& N #1 #it ( Inside
Address) , #4p A (The Attention Line) , ¥ P (Salutation), FEEI (Subject) . {FHIE
X (Body of the Letter) . Z5EB & E1E (Complimentary Close) . %44 (Signature) . B4
(Enclosure) ., ##i% (Carbon Copy Notation) FUfff55 (Postscript) i, M ERLFRE
GtEEE, BN LA K=, ¥ LaORARSEMDES,



