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Chapter One Writing Principles of Business Letters «1-

Chapter One
Wiriting Principles of Business Letters

Section One

The Structure and Layout of a Business Letter

—BIEERL B ENGEH TR

(—){a3k( The Letterhead)

BEhEREARMAL TR G BASHEIE L,

—RERT , 5 HEEMEPAF L (Letterhead) , BIFRFEAR K
% Ml MbE B FER . EESE AREEER. BEEHATEHIRE
(Date Line) HHE HHIRET ,

BPATHIILAEL:

1) June 5,2012

2)1st October,2012

3)30 Nov. ,2012(30 November,2012)

4) November 30th,2012

BARKREN, —NRABEFELNES, AAE G, 28R
FEAHEE R B —HEEL LA (BE BHNALE L5) B F:

(a)136 Tower Street,

Toronto 4, Canada.
May 17,2012
(b)P. 0. Box 1079
Beijing, China
Jan. 15,2012

(=) # ikt ( The Inside Address)

WAE A4 ik 55— RN FER M A B BEBRZ T IRAER
MEER, HAHl5ES Bt E%RMAER,

s AR X 5 E LB, B EE—HEH 8



e 2. SR EE RS

BHRWT I (EEBL, ERTEFEHNEMNBMEEXS) :

(a)Messrs Hawker Sideley International Lid. ,

32 Duke Street,
St. James, London,SW5 IDY
(b)Mr. C. E. Eckersley
¢/0 Messrs Longmans Green & Company
6 & 7 Clifford Street
London SW7 2DY England

BB : (b) ZEA R BEREIBTE D ¢/ 0( care of) , AR HF 3, Wil
AER—-HRAGEHEASRH, BREARER.

( =) #RFE( The Salutation)

XREEAXBAE N —FRRIE, AL B A S bk T E 2 3
11,4 52%%, BESMABES—BEANKEFES -

HI L ofi {4 FHf Dear Sirs( 3 E ) , NREHL A Sirs, Gentlemen A fE
iLCE, &

AR Dear Sir( 3 —BHLEEERR T ABH) ,Sir( BN R &
BREM) . W, AFFKMHERT LA To those who may be concerned 3
KT,

R KT ENEAE N FREKRE,{H My dear Mr. xx B dear [
APKE,

(9 ) % ( The Subject Heading =, Caption)

HHEBEHEESE, NEERFE FTERT, —REEFEES
EHALE, B L ERRAERRR SR, Re:(RTX),BRE“RT”, 1
B“Zd”, HERREIEX referring 5, regarding %S (WAERMF, Letter 1),

( &) FF k1% ( The Opening Sentences)

FIEBA G — R, BEI B ERAEEERRIREIN 7Bk
EHRHBE HERES . EFEARMENAMUGEERR, X F—B TR
XHEREEH—HREN, FLE-RESFEHEXSF, BB—T,
XFEMEAT

7<) {&#YIE 3 ( The Body of the Letter)

RERPEHER, RERBEANER. GHRLEZL2EREXER
IR, EXHALE BB LENTH. REP.ORETREE, 85—
LEBEN—B BREHE.
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WR(E AR, — LA T = P ok SRR T, AR T |
SRS A B, B3 8, FREITR IS,

(€) &EiE ( The Closing Sentences)

HRIE— Rk BEA SR, RS BUE ANER, FE
SRREITR EE MR L REL B A, 7 MM — R R
BS. EMMNBEEXERZE, AE—K,

ZRENFAMEE:

(a) A FAAREEFHE, B0 .

Awaiting your good news,we are,

Looking forward to receiving your shipping advice , we remain,

R MKAES , A AAS,

(b)) FHZEATH,HI0:

We await your good news.

We look forward to your shipping advice.

(\) &EB%Lid ( The Complimentary Close)

S RALAGMEHIE , RES R B —MEE, BO S E KR
AR R

Bian

A% PR 14 F Yours faithfully, Faithfully yours, Very truly yours, Yours
truly, Yours very truly, Sincerely yours, (£ E @7 # A FHALET)

A 14 A Respectfully yours, Yours respectfully,

e/ X)) bR {8 A Sincerely yours, Very sincerely yours, Yours sincerely,
Yours very sincerely,

HE: RESE—AFHKAE,FEMES ; A Yours TIASEA Your, 5
Yours 3% FIf)—ERW ly WEIH,

(1) # % ( The Signature)

EEFENTES LEIT ELERFANEF. BFHNTEH,ZBEHE

R ABR AR R B B 2 R HERANT
Yours Faithfully,

( Signature)
T. M. White

Manager
THE NATIONAL TRANSPORT CO.



od . X EHE

WE SMNERAEBLA B R RAEESES, AR R R ZGEHIEER
AFERH, REEREME , ARAEMR,
(+) P44 ( Enclosure)
W5 A MR, NEAEA T A TEBA Encl. 3 Enc. (455) . MR
1E—{%, WA 2 Encls. 5% 3 Encls. %, s{ 45T
Encls:2 Invoices( K2 k)
Enc. ;1 B/Lading( #£§1—3K)
1 Photo (B iy —5k)
1 Certificate (VEBHH—3%)
(+—) /3 ( Postscripts)
FEZE MREEAFEENEEN, TUERFKM P.S.
(Postscripts 4EE ) , 5l I #MUMIE, AR ARG AZZEAREL S
(& A 884 6945 —A~FHF, 30 Park Davis, H& P.D. ),

SRR S BIEEHWT

(1) {g3% Heading
535515 Ref. No.
H % Date

(2) & Pysihit Inside Address

(3) #XIE Salutation

(4) $RB Caption
(5) 3k iE Opening Sentence
(6) IEXC Body of the Letter

................................................................................................
......................................................................................................

........................................................................

(1) 45 RiE Closing Sentence

(8) &5 4LiA Complimentary Close
(9) %4 Signature

(10) M4 Enclosure
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FEHARL B ET, LTI, BIE— B T AT A a2 -
Rk B P sht R ERIESC S RALIA BB . MRS SLhRRZE mi
e W R 2P AES B ESHSERS DX,

MAE R4

1. 45472 (Indented Style)

(1) China National Light Industrial Products
Import & Export Corporation
82 Tung An Men Street
Beijing, China
January 30,2012

Our Ref. No. ..

Your Ref. No. . .

(2)The Pakistan Trading Company

15, Broad Street
Karachi , Pakistan

(3) Gentlemen ;

(4) Re;Chinese Light Industrial Products

(5) We thank you for your letter of January 10 and shall be glad to enter

into business relations with your firm.

(6) As you know, it is our policy to trade with the people of all countries
on the basis of equality and mutual benefit. We believe we shall be able, by
joint efforts,to promote friendship as well as business.

We are sending you 5 pamphlets and a price list covering part of our
exporis.

Please advise what articles you are interested in at present.

(7) Your early reply will be highly appreciated.

(8) Yours faithfully,

(9) CHINA NATIONAL LIGHT INDUSTRIAL

PRODUCTS IMPORT & EXPORT CORP.

(Signed). ..

(10)Encl.

[ —]gf7:: H Pt LR/ E ST T 85 —17, BHLET—
T4 R =M FHIED, §— BT B — T8 SR E T (—& S
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PRPER —F X FF) o
2. ¥k 3K, (Block Style)

SEL A XT3, (Full or Extreme Block Style)
EL Mar Trading Company

12 Main Street

Fresno
Our Ref. KMP/DE California, U. S. A.
Your Ref. Tel;3-235678
Date :20 January 20. .. Hutp.//...

China National Cereals, Qils and Foodstuffs
Import & Export Corporation

82 Tung An Men Street

Beijing

the People’s Republic of China

Gentlemen ;

Re: Chinese Fruits & Nuts

We have made inquires to the Liaison Office of the People’s Republic of China
in Washington D. C. and they have asked that we contact your office for the
supply of the above commodity.

We are importers, packers and exporters of all types of dried fruits and nuts.

We have been in this line for almost fifty years and sell both bulk packs and
consumer packs here in the United States and abroad. We enclose a list
showing our business activities.

We are interested to discuss with your representative about the types of dried
fruits and nuts which you have available for export to the U. S.. In this regard
we would like to visit the Guangzhou Trade Fair. I would be the only
representative from our firm who would travel to the Fair.

From the information we have been able to gather,I believe that we could do a
large import business in Chinese fruits and nuts, for both bulk and consumer
package trade.

Kindly let us hear from you concerning the possibility of our attending the
Trade Fair. For information concerning our firm, you may contact the U. S.



Chapter One Writing Principles of Business Letters -7

Department of Agriculture,the California Dried Fruit Association of the Fresno
Chamber of Commerce. They are well acquainted with our firm.
Yours sincerely,
( Signature )
Encl. as stated

[BIZ]FER: LRRAITEIIT LEME-TF, GF (ZL2R4E
LK) BRI #ta  EaMERALA, BENEANZ AL
TR,

3. Bt B 3k, (Modified Block Style)
Jameson & Sons Lid.

34 Madison Square
Melborne B. C. 2, Australia
22 January,20. ..

Our Ref. SEL/CEN/JVD/Z. 1119

Your Ref. M. 306/0038

China National Machinery Import & Export Corporation

P. O. Box 49

Beijing

the People’s Republic of China

Gentlemen:
Re : Compressors
We thank you for your letter of 10th January acknowledging the receipt of
catalogues dealing with compressors manufactured by Messrs Peter
Brotherhood Limited.
In accordance with the request contained in the last sentence of your letter, we
are having the pleasure of sending to you under separate cover three copies of
catalogue dealing with the compressors produced by Messrs Fullerton, Hodgart
& Barday Limited.
We trust these will be of interest to you. Further compressor catalogues will be
forwarded to you as soon as possible.

Yours faithfully,

( Signature)



-8 O €3 54

S. F. Lover
Managing Director
JAMESON & SONS LTD.
[(FI=] Pk (R XA/, B B S RALAME 25
aoh, BA A BT AR S £h S & B
4. B4 (Semiblock Style with Indented Paragraphs)
M. D. Ewart & Co. ,Lid.
36 Tower Street
Toronto 4, Canada
August 22 ,20. . .
Our Ref. No. SWE/119
Your Ref. No. M. 306/0038
China National Metals & Minerals
Import & Export Corporation
P. O. Box No. 65
Beijing
the People’s Republic of China

Dear Sirs,
Re:Heating Supplies

We are wholesale distributors of plumbing and heating supplies and are
interested in the products you showed in the China Foreign Trade No. 2
of 2012.

We would like to hear from you with reference to importing merchandise
from China. If we can work together to our mutual benefit, arrangements can
be made for one of our representatives to make the trip to China and contact
your office in person.

We are herewith enclosing our latest catalogue showing the items we
carry at the present time.

Please let us know whether you can manufacture items as per Canadian
patterns.

Kindly send us your complete catalogue and price list quoting the best
discount for quantity buying.



