HE LS4 AR

INTERNATIONAL BUSINESS CORRESPONDENCE

SHC TERY = HHIE  HHIE = mgtHE

i

& TRADE

NTERNATIONAL
ECONOMY

|



B

s

Skt




BHEMSE (C1P) #iE

Ebrri%E L / #h5, REBEH. — kX 0 AR
MR R AR AL, 2017, 4

2L % K E B2 5 5 R 5 R

ISBN 978-7-115-44697-8

1. Q- 1. @ Q- T OFEPrHRH —5%
B — it o — S — iR — M V. OF740

b [H@ iR A BB IECIP B % - (2017) 550082455

HNAEREZE

SRk 14 A BIE, WREE. K. M. ITRART. RKE. SXEREZSILEHT,
HALKE TR, . B RN SRS RYERY . R ER AR R, WHERE,
B MR N ST B A o R SR A T T R DR SR, AN TR B 5 R R
RiE. RS 3 E WD ANEE AGHAT T AR IR T E2 MpIR, TR — P EERIC
B, WBhiEE RIE R AL . A RIE A T & T BRI R RIE, WA
REFMRBOR. SERBGERS MG T & 570 38K IS HEANE 5 U IS E R R %5
HAMER R, TUEEENESEREOMSRAEEEL, REMSRABEERD. Mx
WAEET BAERTSHARE. BEIOE. HAMSREIT. ¥R AR S A 4 % .

ABAMERBERREH R HEEWHARE K MBA. BT A EMEMER, thalfEAdEs
FRHHKEEE, EFRE S AR RAERANRKEENSHE .

¢ £ Hwm W F =m I
B E m O
TAEgmE XA R
TALEDH] MM
o NERUFHHBAHBAET  ERTEGXRAEFE 115

HE4% 100164 TR 315@ptpress.com.cn
R4l http://www.ptpress.com.cn

JEx E-F A EERRI BNk

& JF4..787x1092 1/16
Eidk: 115 20174 4 A% 1R
LM 287 TF 2017 48 4 HALEE 1 IRENR)
FEAfr: 35.00 JC

EEARS L (010)81055256 ENZEFREMZ: (010) 81055316
RBRRALZ: (010) 81055315



Pl s 2335 B 1 2 PR 1 M ZA0E R AU BRI T . FEDMATH RS — KRB E . KR

rRE SRR 5| TR E S B  E E, HhEME SR HMER (X ) VRS
. REwER . ARSITHEAT SR Hit, PAROEPR R %k S e EPRRS
FIMIA ADBTRSHE ERREZ — “THGEHRS, WIRER", ABREBITHEX—
K, FH AR EERRRE S AA B R0 S

2454k 14 Nge, EEHMRESE], R, EHREA . SEENSS] 5 o am, &
ooy N TR LA E R, (T B CUERRR 55 e HL O SEBrRp FHRE J1. AR A SE
. £, EsE. mik, BEEK, MW, MiEhs, APEEL TS

(1) R EFRT B EEEE . &0 N AES Y A PR SRS, R ERR
4 55 VA FR PR R SR

(2) GEKANIE, ABEMESHE. BR. Wil ARRBWRAELENADSES.

(3) FEFEFUBUN. BN PR 55 SR ERH I S BT ATEBIRIEIN,  FRfE By 92k
W GRS >, SRR, '

(4) RHFEEIH. APBRSSRPEN T KRIERR SRR E, i)
TR R Bo

ABGRE5 T F: FhJ5E3E 7 Unit 1 ~Unit 5, Unit 7, Unit 9 #1 Unit 12 045 T8, ¥
TTRRGREL, B T4 BAE. RN T Unit 6, Unit 8, Unit 13 FIERSMIRMNRS TIE,
X B BN AT 1AM ; EBEARIH 1 Unit 10, Unit 11 FIERSMERORSE TIE, HE5
T BREOR

JEHEI N INE 2 A B R BR , BHE 2 MR FIRITTIR A, IR A 4R
R TIERAMERHEED. RN, B 50 T A5 MR DA Bt 2 B A s Ak
2 R R A2 13 o

SR BYRAEF IR EHH. ALz, EE R, B, BRMERGR, Sa5%
FKIEEAZRIE,

g H
2017 %2 H




B st

Unit1 BASICS OF BUSINESS CORRESPONDENCE

The Importance of Business Correspondence Writing
Challenges Faced by Business People Who Use English as a

Second Language 2
Things to be Noted by Business People Who Use English

as a Second Language

Components of Business Letters

Components of Business Emails

Unit2 ENQUIRIES AND REQUESTS 16
1. Making an Enquiry 17
2. Responding to Customer’s Interest 17 ‘
3. Sending a Price List 18 |
4. Request for the Catalogue and Samples 18 ‘
5. Reply to the Above Enquiry 18
6. Asking for Quotations 19
7. Reply to an Enquiry on a Specific Model 19
8. Enquiry about Air-Conditioning Service 20
9. Reply to the Enquiry on Air-Conditioning Service 20
10. Looking for Prospective Buyers 20
Unit3 QUOTATIONS AND OFFERS 27
1. Giving a Quotation for Poster Paper 28
2. Giving a Quotation for Medically Used Machines 28
3. Asking about a Requote 29
4. Giving a Price Cut 29
5. Recommending the Purchase 30
6. Offering a Discount for Regular Customers 30
7. Declining an Offer 30
8. Declining the Buyer’s Request 31
9. Making a Counter-Offer 31
10. Declining a Counter-Offer 32




" Unit4 PLACING ORDERS

1. A Purchase Order

2. Enclosing an Order Form

3. Placing an Order

4. Declining an Order

5. Acknowledgement of an Order
-6. Confirming a Repeat Order

7. Confirming an Order
i 8. Offering an Alternative Product
9. Final Confirmation of an Order
10. Confirming Order Details

Unit5 SALES LETTERS

; 1. Promote a New Product Range
| 2. Sales Recommendation Letter
3. After-sales Follow-up
4. Sustaining a Business Relationship
5. Strengthening Customer Relationships
| 6. Contacting Customers with Inactive Accounts
| 7. Follow-up after a Sales Demonstration
8. Follow-up on a Sales Exhibition
; 9. Letter to Win back a Lost Customer
| 10. A Sales Letter of Hotel Service

Unit6 CREDIT AND PAYMENT

1. Inquiry about Credit Information

2. A Favorable Reply to the Above

3. An Unfavorable Reply to the Above

4. Request for a Line of Commercial Credit
5. Request to Open an L/C

6. Request to Amend an L/C

7. Request to Extend an L/C

8. Reminding an Overdue Payment

9. Reply to a Reminder Letter

10. Request to Make an Overdue Payment

38

39
39
40
40
40
41
41
42
42
42

49

50
50
50
51
51
52
52
52
53
53

60

61
61
61
62
62
62

63
63
63
64



Unit7 PACKING AND SHIPPING

1. Stating Marking Requirements
2. Modifying Marking Requirements
3. Inquiry about Flower Pot Packaging
4. Describing Export Carton Instructions
5. Requesting Earlier Shipment
6. Responding to a Shipment Request
7. Requesting Shipping Documents
8. Shipping Advice
9. Shipper Authorization
10. Describing a Container Service
~ Unit8 COMPLAINTS AND CLAIMS 82
1. Complaining about a Faulty Products 83
2. Responding to the Complaint 83
3. Declining a Claim 84
4. Complaining about Poor Quality 84
5. Responding to a Claim on Poor Quality 85
6. Claim for Short Weight 85
7. Reply to the Claim on Short Weight 85
8. Complaining about Late Delivery 86
9. Responding to the Complaint about Late Delivery 86
10. Claim on Replacements for Damaged Products 86
- Unit9 CONTRACTS AND AGREEMENTS 93
1. On Sales Agreement 94
2. On Purchase Agreement 94
3. On Sales Representative Agreement - 94
4. Amendments to the Sales Representative Agreement 95
5. On Consortium Agreement 95
6. On Service Agreement 96
7. Contract Renewal 96
8. On Terms of a Proposed Contract 97
9. Suggesting a Change in a Contract 97
10. Extension of a Contract : 97




|
|

“Unit 10 INVITATIONS AND INTRODUCTIONS

1. Invitation to Attend an Exhibition

2. Invitation to a Car Expo

3. Accepting an Invitation to an Event

4. Accepting an Invitation to a Meeting

5. Postponing an Invitation to a Factory Tour
6. Follow-up to an Invitation

7. Self-Introduction Business Letter

8. A Business Introduction Letter

9. Introducing a New Catalog

10. Introducing a New Product

Unit11 THANK-YOU AND WELCOME

. Thanks for Arrangements

. Meeting Thank-you Note

. Thanks for Payment

. Referral Thank-you Note

. Sales Thank-you Letter

. Welcome Letter to a New Account
.Welcome Letter on the Website

. Welcome Letter to an Expo

. Welcome Letter to a Trade Show

10. Welcome Letter to a New Shareholder

O 00 0 & U B W N —

Unit 12 ANNOUNCEMENTS AND NOTIFICATIONS

1. Announcing a Change of Policy

2. Announcing a Change of Business Address

3. Announcing a Holiday Closing

4. Announcing a Change of Email Address

5. Announcing a New Product

6. Announcing a Rate Increase

7. Notifying a Shipper of an Incorrect Order

8. Informing Customers of a Misprint

9. Announcing a New Website

10. Informing a Customer of an Incorrect Payment Amount

11. Announcing a Business Takeover

105

106
106
106
107
107
107
108
108
109
109

115

116/ |

116
116
117
117
117
118
118
118
119

126

127
127
127
128
128
128
129
129
129
130
130



Unit 13 ACKNOWLEDGEMENTS AND CONFIRMATIONS

1. Acknowledging an Order

2. Acknowledging the Return of an Item

3. Acknowledging a Payment

4. Acknowledging a Job Application

5. Acknowledging a Compensation Request
6. Confirming an Oral Agreement

7. Confirming a Meeting

8. Confirming a Promotion

9. Confirming the Receipt of a Bid

10. Confirming a Travel Arrangement

Unit 14 OTHER BUSINESS CORRESPONDENCE

. Leasing Terms

. Rental and Cash Deposit

. Invitation to Bid

. Declining a Bid

. Producing with Supplied Drawings
. Requesting Open Cover Insurance

NN N R W=

. Claritying Insurance Terms

8. Seeking Distributors

9. Buyer’s Request for Goods on Consignment
10. Seller’s Acceptance of the Above

~ APPENDICES

!

A. International Trade Terms

B. Plain English

C. Positive Vocabulary for Business Writing
D. Common Marks of Punctuation

E. Abbreviations for Business Vocabulary
F. Main Ports

' G. Currencies of the World

References

136 .
157" N
137
137
138
138
138
139
139
139
140

146

147
147
148
148
149
149
150
150
151
151

158

158
162
164
167
168
169
171

173




BASICS OF BUSINESS
CORRESPONDENCE



BERBTE |

The Importance of Business Correspondence Writing

PR BOREFT 7 55 \ L REBCESEHY 5t R R A SR A B SS, A T T 758 A R EL
WD, TEOEASER T HRe: . ARIRS,, LR . HAZGHAE RIS TR TR 5.
I LR S A LS 5RIR SR SRR, FESMIRSFTERKR, MEPRE 5@ E
BRIEEA R BHARIMEEF & ERMEE. Bit, ME3SFENESAERRTRERMS A i
FEE LIEAR, AR ETHEEANR.

ReT-E BB IARIAR 21 e, AT RRIE BB, fERSRAER, Ka% 1
PR AATREAR N PR . 5 B Rt pl Ak pARAL I T K, & P iR fE R )
2, Bt AR I, Rl Ok P RIS TR IR A T HLTAIR B, ok
HEARI R AR IE RS F I, B RAR S ER R E M.

Challenges Faced by Business People Who Use English as a Second Language

ALK, ATk B O ERA MR B ABA AR RE ROPR. LA RIS
AR B TR EARIPk, ST R, MR WSS T A R T R e el
AR MEEE T ERAM R T B AEnNE.

NTFIGEAERERIR 5 AR, o S5 e L 7 i SERRI Bk, RUAESrd i,

SR FIBRERAT AR, A0 ANBERERN T S/NOEEL R, IMSENRFNLES
HHSR B SCACHT B 2 ANRF B 2 ST 95 B8 LR £l o SRS 95 00 AL SCAR O S5 2 Toi AT 58U 15 6.5
SR 5RO TUR AN R ESh, FIRER NS 7 S5 nlIC IERARO RO S, SN 55 ek HL
BT E .

Things to be Noted by Business People Who Use English
as a Second Language

1. Structure messages logically 15 P& 45 # ZHER 24

(1) Opening FFk

B—BHRARSESRMANERE, FEAR. SAEDRE, REA—RNEEFEZR, ES]
AR EDHER

[ Example]

(a) Thank you for your email of March 14.

(b) Meeting you and the other members of the product selection team last Friday was a pleasure.

(2) Body part IE3

bR FHL PR LE SIS AR BB A TR T IR A 15 B DA B AR EER X 75 %Eﬁiﬁﬁﬁﬂ’ﬂ* Eo &
ofE BT B, TR R A

[Example]

(a) We have shipped a replacement case of Humus Chips today at no charge. You should receive
them within two days. There’s no need to return the damaged product. You may dispose of the crushed
chips anyway you wish.

(b) Being a new company with a new product, we want you to know that we value your business

and will do everything we can to make sure this doesn’t happen again.



(c) In addition, I am crediting $155 to your account to reflect a 20% discount off your original

order.
- (3) Conclusion (action or response) 45i£ ({TEhEk B )

IXER FR A WS AR MATED, AT DL EFERR RT3 .

[Example]

(a) Visit our website at www.xyz.com or call us at X X X to request a free quote. You’ll find daily
specials on our website and pictures of our latest offerings.

(b) Attached is our pro forma invoice. Please stamp and sign back soon.

(4) Close &R

1 AU R — P RE . H R

[Example]

(a) Looking forward to hearing from you.

(b) Please call me or email me if you have any questions.

2. Write for a positive effect 1SRRI EIERN R

7 55 R LB B E H R ERE R, WS RRRSORTETEW . shoh, B %kl SORhE
B A AR RSP SR RER, Ml — 5 53 BT R ZE AR BHERIE,
XT3k B A BRI SEBCR R TR IR, OB ARERRE T AR

(1) Use positive language FRIRHIES

AT A S B AR AL 3 HH A B IS R 28, A REE X FBRIELE, than supportive,
appreciate, helpful; £k EEH AR FAMMNIES, L failure, neglect, regret, 4
AR SR PR ATEFKONBOETERR, BN 2, A=z, BlREEN
BEAA TR KANBE KR,

BRI, 76 7 550l FLSOAS HRUR ke 9 17 T O 20 , EE 2 problem, error, damage, destroy, failure,
neglect, 4%k, tWARGEN ARG, AAEHERERIIHNEE, WEFRERE S E
A TR XA AR o

[Example 1]

(a) I regret to inform you that we cannot refund your deposit unless you return the goods within a week.

(@Y RHA R regrer {5338 H FTHINGAS, ILSh, unless.. [XVEIESE S 618 . BUMITIES.
BRI A A AR R B Bl FEREI X, EABRXTREL
ERRER B 2., BRERBIKR.

(b) You will be able to receive a full refund of deposit if you return the goods within a week.

[Example 2]

(a) This is the third time that you have made deliveries to our dissatisfaction.

()R ARG I AR BRI 0T, R SFE M TERERIFRINGSE, REAT,
WEREIEF A BAERAT KT F KR, RS ERNAEES, HBm TR, SR80
HENFEBCHES, MRNT— BRI AR SR, R k.

(b) This is the third time that deliveries have been made in error. Is there anything wrong?

(2) Use a conversational style £i&{k

7 35 bl FL HR 68 RSB R T 2R TH M BEAERORBCR . FrBI R M BRI R BERRE S A

AONAANOISTIIO0D SSANISNE 40 SOISVE [ Hun l




(H L I S A D

a

BB R, BEOHMEE, w0 et T OB, UG T O ki .

[ Example 1]

(a) I shall be most pleased to avail myself of your kind suggestion when and if prices decline.

(@) TPRHATRIA avail ..of FRIER, M TR FRESER S, L TG R MIEXERE,
MIAERDERUT IR . WECBE P CHEARRY TR R k.

(b) I will be happy to follow your suggestions if the price falls.

[Example 2]

(a) We would like to draw your attention to the fact that we have closed the account specified as
requested. 3

()RR FEIAE N AR AERIER, RAKETUK, AWdsCy RSB
I W

(b) Please note that we have closed the account specified as you asked.

(3) Use a you-view point “LIX 7 A%" MESE

“PAXE T3 95" (you attitude, you view ) [ 74118 /5 2 HFALAE THECHE RO HE RN H C A2 2k

Fo ATEENFENBFAPORMER L, RMAERSRESED, BUZERN 1R We
R, WURSHA TR SR AL SRR, ABREEHR TR RO sl R o, AR TR0 A, Ak
PEAE R YRR . fl4n: You will receive your coupon(s) by email 72 hours after your order has
been shipped. ESCEEZFKIIEIMNS |, LFATLIEBXAER “LANT " RET R, B
BAEBUE AT B 2., oA B Ottt 2. AR you K0 RZUHERE “ LT
FRAE", B KR BRI Ba i MR . R P& A Rk 8UR

[Example 1]

(a) You will be happy to hear that your scholarship has been renewed.

(b) Congratulations! Your scholarship has been renewed.

B, (a)fJf you-attitude S ifi AT Em(E L, (O)YRAIZ W MIT K EHAA.

[Example 2]

(a) You failed to sign your check.

(b) Your check was not signed.

FEHBIR @A RIENARES, O)DHABEAAHIA, RSN, mEiesH.
3. Keep messages concise R¥#F A &) i

(1) Use simple vocabulary #iC B97E5&

T o LA S RERAR, JOadEREE S [ SORRIESCREEE . BB, facilitate shipment 1)
facilitate P VARV E ARSI RN speed Kk, FEEU, show Lt demonstrate 2 i

[Example]

(a) Maintaining non-technical vocabulary simplification is not always a facile principle to pursue.

(AR IR HERA R T SRR AR . B RIA R A 50k -

(b) Keeping non-technical words simple is not always an easy thing to do.

(2) Reduce wordy phrases Tt 1¢i714A B9l

TUR AR ESE T (5 SRR EE, R NNV AR BUR , A FH S8 i Tk R il ek

FE 4 for the reason that, due to the fact that, owing to the fact that, considering the fact that, on the



grounds that X 25T ALE R S MER S ER BT DL because, since 5t % that A EE, 4EiE as regards,
in reference to, with regard to A A B 225U A1 517 about, —2b & ial{ki A4l RIEERISSIE T {5
B2 s @i, BshiE e PAE sk

[Example]

(a)The stability and quality of our financial performance will be developed through the profitable

execution of our existing business, as well as the acquisition or development of new businesses.

(a)frh PA-tion Fil-ment 25210 2 ik 5 A9 (14 RO R MR, AF T/ 554 B RRsif£ 138,
R

(b) We will improve our financial performance not only by executing our existing business more
profitably but by acquiring or developing new businesses.

(b)Y BN G54 BRI T L (5

(3) Keep sentences short f]FHIfE 5

KASHEA R TR, FEEERAERNERS, MAS TSRk, TR MR
1, ERROA ARSI AERSESED, BT S SRS RS — SO
B, @WHR— R RO, XFHR AT AN R 1.

[Example]

(a) The best thing to do in this situation is to remember not to input more data, which can cause the
data already entered to be lost and can result in your having to re-enter the data, and possibly you may
need to re-enter the data from the previous entries that could have been corrupted.

(@)ad o AR SRR, MmyitvammeR . PR AYIR LANME A,
— Mg, S B, WKEEBBSUERAT.

(b) The best thing to do in this situation is to stop inputting data. If you input more data, you may
lose the data you have already entered. That may result in your having to re-enter the data you just
entered and, possibly, the data from the previous entries that could have been corrupted.

(4) Use simple tenses B17ZSA97E &

7 S5 R E BRI AE S B, WAV R, FA0RET A i 55 ek B Il TEmT . BRI
TR A

[Example 1]

(a) Should this trial order prove satisfactory to our customers, we may place repeat orders.

() ERLESE & E R ANt fElEEh, ERERLESERESEN B
LA, BN AURH:

(b) If our customers are happy with this initial order, we may repeat our orders.

(b)) 9 7 5 A A 55 Vi 5 R S o

[Example 2]

(a) We had been aware that the argument could have been less confusing.

@B EE T SR SRR, HIFER SR SORRIER . LB EES .

(b) We knew the aigument was complicated.

(by IR —fad i B R SRR R AR [R], AR T

|

[N
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4. Write Correct English 1 F IE# ) %&

(1) Use words correctly 3L IE i
7 95 oK) FEL PO ERIRY ,  EAfRAE P B A BB AR ) F RO SRR, S
B, HE LA SRENIT BB SR, Hn, affect A effect, personal Al personnel,
principal 1 principle ZH 5T R
Bk, B EASRENACEXBIIR. tbwn, TEFITFHR infer A1 imply, formally Al
formerly B EAEIRIE
[Example1]
(a) I infer from your letter that conditions have improved.
(@)t infer & EJ2 draw the conclusion, FA 1A LA1i Readers and listeners infer.
(b) Do you mean to imply that conditions have improved?
(b)HE imply EEUE hint, FATATLA Speakers and writers imply.
[Example 2]
(a) The award will be formally presented at tomorrow’s convocation.
(b) Tom formerly worked for the department of revenue.
Il (a)t ) formally & /2 in a formal manner.(b)f)H 1) formerly 7 B2 at an earlier time.
FHh, ACRER R EREEGEE RO BN — A BE S EA R ER
BRI, FECh TR Z OB ACE R L A A, mixSeRin 5 GErh o A )
FA—E e, B knowledge 5 1 get, acquire, gain 0 L ARSIUAIE, 1fi A learn
knowledge FiLE T HEiA . '
[Example 3]
(a) In the past the prices of digital products were so expensive that most families could not afford
them.
(a)fJFhE prices AES high, low, moderate FHEEL, fiABES expensive #&HL, expensive
AR A S TR, BERTEABOY:
(b) In the past the prices of digital products were so high that most families could not afford them.
B
(c) In the past digital products were so expensive that most families could not afford them.
(2) Use grammar correctly &% IEH#
1EHfiz B RAEB LR BNEE . mMTARESIEEERRAK, WNIGEARR
BRI R R S IEE R, FARIOEEL B T R TE R
[Example 1]
(a)The Board is pleased to announce the promotion of Jane Doe to Acting Manager.
(b)The Board were split on the need for budget cuts.
Bl RS RN EARNER, SUENBREMER, BEMMH " o)
Board {{R T #HFH AR FAMA, HERZE were"fil &, X2 EH BB EH3GE
5, XA FASHI B BRIAE, i % R S RN AR 2B A



[Example 2]

WA MRS AR

(a)While reading the director’s report, Gibbon’s phone rang.

(a)JHH)IETE RS reading [19:248 3182 Gibbon’s phone, EAAFIFIE . FESUKIEEE
a(b):

(b)While Gibbon was reading the director’s report, the phone rang.

(3) Use punctuations correctly #x &5 5 S IEf#

RIS R EERESERANELE T T, 5. AR ERAHTT
(R AER S5 eR AL VB, IEW S S GRS, thEEZALTWERNKM, BNk
HAMTFS (apostrophe ) FIIEAA{E [, 14 ten years’ experience, two weeks’ notice, today’s schedule
HEFF AT S REB IR IEWAI AL E . {EU the 1920s, yours, ours IXAFH LR AT Z HIFTA
ZERE

JHE 553 Feif7K £ (run-on sentence ) iR SeiBAFRREII SR SIEE R HILNHER. ik
R4 E SR Sk 2 AR ISR BRI ) F X AE SEEE E R AR,

[Example]

(a)Huang is the most diligent employee, I would like him on my team.

() WJBE ISR run-on sentence, T ZERARGEREN MBI T ATRMEHBCN T HEI
(), (©), () (e), HFIIBSIEMBEREWTIS, AL NI ()R RmiEr—M k.

(b) Huang is the most diligent employee; ( therefore,)l would like him on my team.

(c) Huang is the most diligent employee. (As a result, )I would like him on my team.

(d) Huang is the most diligent employee, and I would like him on my team.

(e) Because Huang is the most diligent employee, I would like him on my team.

5. Do editing and proof-reading BB LA

LA PR 95 bR FL VAR R, R B R — BRI OB - th 75 22 5 BRI B Sk 8T
B hiE S —RE HE BT R, BHEEE AIGERITH S Wm0, hAEHENENS
fEE R BA LRI TS,

BEENE, BEHE . 5. BEFESHRIMEAAYZAL, TPz IEAEEE 24000
HHEAU BB ESREERETIRE, VIS ArTaeRAr AR,

BEEN A NRFEREEN BN EEONS, RESORNELS, HRBEENNE, G
M E, HEES, SECHESRAEETE. . s, MR,

T EMAS A R FRBIT.

[Example 1]

(a) The featured speaker will address the chemical disposal problem and how his or her company is
handling it.

(b) The featured speaker will address the chemical disposal problem and how to handle it.

IHeBi(a) I H Y speaker X R/ HUAIAE his or her, BUEMFHEREFHEFERLEE, AUESR
FOARTE, (b)yarhie TRk E5H, BT TR, FEBBGFIRON SRR, XFERBHIED:
B ek B S EE 2.

AONIANOISHIYOD SSANISNE 40 SOISVE [ 31U




[Example 2]

(a) Each of the supervisors is qualified to lead his team.

(b) All the supervisors are qualified to lead their teams.

i Al(a)FUrh ) supervisor QLR ER M, F his #EECAHE . (ERAE MERRERAE RIS L4
K, HERXHOMRBMERINES, BAANY . Ol X,

Components of Business Letters

1. Fully blocked style 5843k

5623k (Fully blocked style ) EATAT %5 SCHHE MRS 2. RITXFEA, B —1THRSE
HHES, B RgEs, PREARES, FrENEESNAHRE, WD T 3CFA AR,

2. Main components of a business letter 45154 # 4 Bk

(1) Reference #45, %%

BHEL EHRS (reference ) —42, 24 T EHFERFIREHMAE, LArER2E -
MEFS, AREHRFEENEIGS.

(2) Date A

AREEZ AR SRAR, AekE AE, 2 HBERIF, sifeiEfos,
B, fFlfn: August 18,2017 5k# 18 August, 2017,

(3) Inside address %At

Wt AR e L AN E R 4 A THTEL, AfEE EoHES 3 Bl

Dr. Alicia Lauderman

Department of Accountancy

College of Commerce

Illinois Institute of Trade

Ruston, IL 61272

(4) Salutation or greeting FRIFEE

MR ESHEERA, HIFERIES R/, HEsEt, sFdamik. flan.

Dear Mr Stout ~ Dear Patt  Dear Sue Farrelly  Dear Dr. Sue

TRAFE B AR 2, ATHERSSACES, [E: Dear Sales Manager, 7] VAH] Dear
Sir or Madam. fZFRERAE RAARME A, # S5 EFRIAEEURAE S BRAELL.

(5) Heading #xi

PR RN AR RSN R, @HBEARAE T, PRl —MeE i PRIk, s
B REX BT, #iln:

SUBJECT: OVERDUE BILL FOR JUNE 2016

Subject: Proposed Distribution Arrangement

(6) Complimentary close &R#E

RS ERNGERSE, MTEFEHEHEEESR, WS HRE 2 Yours faithfully, Yours truly,
Yours cordially 2. Yours sincerely 1 Jf1 5 5 W

iy

EHREHSH




