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Unit 001
R EIESERL A7

[_ —. BRERBERTR j

BEATTE: | € 153k (Letterhead ) & HFNHBHE (Inside Address )
& Hi (Date) & FE ( Salutation or Greeting )

® {SHYIESC (Body of the Letter ) & 4EEHGE (Complimentary Close )
& %4 (Signature ) FAER

EHithot=. | € I (Enclosure, [8]5Enc.) € HE ( Postscript, fi] 5P.S. )
& S N2, ( Attention Line ) & Firy ( Subject, Heading )
& 5B EES (Reference No. ) € ¥ ( Carbon Copy, fEECC.)

( —. BBEREhER® J

—H EENESERAREELL T A
@ Lcterhead 53k
BEREGEPANFREARSE, RAUARVEFLF,
@O Date 11
BMTH A8 (o 3rdof Dec, 2016) 5% X, (4v: Dec. 3rd, 2016) .
© Address Hilil ‘
Wi Bk XAMR, RAEK, BpARE. AriE. K. K. BER.
@ Reference =il
Bkt ZME), FAIENFHELNE—B THA; & LA SubjectfrRegarding £
AT
@ Saluation FRIE
$if 3T A 45, 7 JADear Mr./Mrs./Ms./Miss ... &; Fid szt F 4, T fDear
Sir or Madam
® Body IF ¢
NELE. FME. wEHE, AR, EH.
@ Complimentary Close #5E801E
Yoursik —TZQ‘T'smccrelvfé 2, sincerelyif f - 4% A truly.
© Signature Block %44



BRANFELEELLAMEITRHRL. Rikford L L.

@ l‘.ll\. J =
HEnclosure®) 4 5 , &AL S # Encl. & Attachment,
@ P.S. [fifjE
APostscriptty 45 5, T /L5 AHP.S. KPS,
HERITAGE FINANCE LIMITED
5 D
22 The Close Hanworth Middlesex TW13 STB ot 8 L
Tel: 081 899 3642 Fax:081 899 3644 o i
January 29, 2016 @
Mr.R James - Y BMTH AR (d: 3rd of
Dec., 2016) 5% X, (4v: Dec.
T F Consultancy 3rd, 2016) .
29 Lower Village Rd. [ ©
b dk 65 k5 SR, A
London SE17 2ST e Ao
F. BF.

Reference: Financial Consultancy Contract @ Reference i

% B M E, § AR F b
EXLAHE—B TR, ETAA
SubjectfeRegarding & A T .

Deal" Mr- James, e Saluation ERIE
i % H 4 5, T M Dear Mr./

We would be grateful if you could send us a Mrs./Ms./Miss... & F; Fdoid st
quotation for the above-mentioned contract.
Since the work is due to start in December, we

would appreciate a reply at your earliest convenience. @ —
METR. ME. KRDE, A
#AL%. JEH.

F¥ 4, T A Dear Sir or Madam.,

Yours sincerely @ ———— [T
Yoursi® 7T 4 Fsincerely /& il ,
\ L\OM-S FAJ sincerely i fit, 43 A eruly
Thomas Fry (3] Siggnature Block 241
¥ BAEAGFLEL LML
Corporate Finance Manager W4k 2. BAEFaN G Bk,
Enc. ©
HEnclosure® % 5, L5 A
Encl. &Atrachment,
PS. Details of the contract are attached. ps. [
#Postscriptti 45 5, L5 H
P.S. KPS,



Unit 002
R BEHIRIS

[ SIS 7CEN }

FEGZRRT

ERTTENIRE S EsIT, S EREEENHNREHT AR EE
MZF. D ERSERNESMBARE "2 —FL. E5EIETEE
fECRER], BivEHRE (Clarity ) | ¥ ( Conciseness ) . FEff ( Concreteness) .
#H ( Correctness ) . fLL ( Courtesy ) . % ( Completeness ) & F|
( Considerateness ) , tAU{ERSEIERN7CEHNI.,

{5 T Clarity
BHARARGGLE RS AR, AR T 6945 & TREL W R AR, B,
LIRRE AT REM R, 2RAMNE. FANGELEEY TAKE L.

@® 51/ 5Conciseness
BEALE AT Y GEFTRERGILE, —7|, RiZBERERNKS, SHAK
B AFE T H—F @\, BiZE kR E 75,
AR EE—HKE, FHMERRES ALK, #—BEE—NET20 5,

© E.{KConcreteness
BH AR Z AR, W REIZEAWIE, HH A S4EETE9E. BREMA.
AESBZH, ZRZEAARBGFE. BFFnt ) RRA LR,

@ A:FfiCorrectness
EHRGEE REFRHERATFEHRTREARGER, B4, SESLEFRAM.
A e KT Irde. ME. PPl Fo, TRMEE

@ 5 Courtesy
B, ARBEBANE L RE, REEE T ARG F 694 2.
F=, ARERRFAALSEM LML, HEHEERTIEATESEL, 22, BiTR



A MU 6 i AT VAR 2 49k o BL R 24 W5 i R R @ # A

O S Completeness
— 3 W 545 B L% OFEPTA 0954 845 B Ao didE, FiFmibt BB A, EEEE
hHRBGHA RN fe e, FTEGEETREMABALR, FREE, 254
EIa. ok, BHAGLERS, dwifdk. B, HFeF. SEIGERLE LA O
i, —3 8 53R A T
—HESRRATE, FBALA "W k4R, Pp: Who, What, Where, When &
Why:
&2 4B (What you want)
{7 it % % (When you need the goods)
5t 4 & BT HAT AN (to Whom and Where the goods to be sent)
JofT4t 3 (How pa‘yment will be made)
ot st FHERALBGREEEL (iR AE. FRERF) , BdWAEY
(Why)

@ /iF|Considerateness
AHRBEEHELSEE ‘R ARt K ‘KM . kA, KRR W
HhrAFS” HEEMARL “REMAPS" 5. KRz F0 2. £E
*F AL SRR A A, R A SR R S R AT B e A .




Unit 003
1ER1EIRE

[ —. REFAS5HEGE j

B FERAER SE R A AR HEREENREMEE, XFERERE R EHEIR
FRdh . TTHRSAERRER S, —HBSHEERIT L, A LS T HERE.
R REEES -

as regards (&ET, *F) with reference to ( %T)
covering ( X T°) in terms of ( T ) %,
[ Z. BEMREER j

FERSAE R S ERT AT LR B S R, BN EEARRESENAS
FEBIRE BB T ZR 25 B5F

N ANERAE
at your request ( N /REJELK ) for your reference ({fE/R557% )
for your perusal ( (HLURIF1ERE] ) for your information (R ZE%E) %,

{ = ERSRE J

P lfb‘ﬁé%%ﬂﬂ%%)ﬂﬁ:ilﬂﬁ Bl A ARER A —BUE L H L Akt T
HRRRE, XSGR EIEITE . [ARUT. RE, WABOTEFEEMRS, Hits
EREEPERR, H2t ARE.

EURNEEES

besides ( ff----- Z4N) in addition ( FE7h)
furthermore (fnH. ) in other words ( #2AJ1%15%, )
in the same way ( [AFEHE ) similarly ( Z5{UIHD, )

namely (thgts) likewise ( [FEIFEHD ) &5,



PO, RRGE

IXLEEERE A RERBEAS . JNER(E FIEFRAE .

A EETE .
until ( ;Zt:[J ...... 7"9JJ: )
as SOOn as ( ST ;r}yf ......

during ( {F-+++- oA )
at present ( BI7E )

after (£E++++ZJ5)
when ( 24------ Bt
before ({E+++++ ZHl)
meanwhile ( [FJf)

h. RIRESER

FRIRANEZES .
as ([AA)

owing to ( 57T)
result from (#2HET)
RERNERET
on the whole ( 5127)
overall ( A )

since ([1T)
thanks to ( 5T)
for (K5 ) %,

then (P4 )
altogether (1S 2 )

I\ REITSRY

REEITERSEH

on the contrary (#H/% )
nevertheless ( #Xifi] )
yet ({HZ)

while (#Xif7)

on the other hand ( 55— /5TH] )

though (/3% )
much as ( K )
but ({HZ)
however ( A]& )

otherwise ( &I ) &%,

RFHRNERE ARG E . ITHERRE—E, A&

only if ( LA)
it (4ns)
unless (BRIAE) %5,

on condition that ( 215 )
provided (&)



Unit 004

RS ERE WAE LN 488E

.

—. BEERELRE ]

e“

(A b
trade term / price term MG AIE

world / international market price EFRATIZNKE  free on board =

cost and freight FCAEFR
freight &%

landing charges 1177

port dues # C1F7,

import variable duties £ Z /8
return commission [A{f], [E4{]
net price /)

discount / allowance FfT4]

spot price L E{M&

indicative price ZH%{14&

price list T H %

3 BB US AT
1 27 PR INL/ANTS

ALL RISKS —HJié

cost, insurance and freight ZI|F24/r
wharfage {ith3L %%

customs duty FB

import surcharge # LB IR
;onxmjssion (A<

price including commission 2 i/
wholesale price ft&

retail price ZEH)

current price I TINHE/ FHA
customs valuation #E 5 (/1

total value S\

FREE FROM PARTICULAR AVERAGE “FZ47%;

WITH AVERAGE OR WITH PARTICULAR AVERAGE 7Kj#il&

WAR RISK jil4fe

FRESH WATER RAIN DAMAGE %7K fiiEe

RISK OF LEAKAGE Biil%



