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B8 ASRGEREIFE
Chapter I Introduction to English Business Letter Witing

1 55 15 BRAE 1 S5 TR N BB 5y, Al d b E M i S S R TR, T RS 1EE
KA T IR FIREE R 55 BARTER A —FME B A3, BRI o 248 51T A RIEE ., —H 5
VEPHA IR 5515 B A BY T35 SIG ShAVIGRI T &

1 55 E B B % 5 SR 2 RUERE, M5 A (letter),
fiz (telegram) | H{% (telex), {% EL (facsimile) F11HL 7~ {4: (e-mail)
%, HT%HE (facsimile), HL-F-HP{: (e-mail), HEkK (internet)
B0 A ko B . WO 8, TR 5 kE i, KA B
KGR 2%, B, NMEENERE, HFEHK, EABKK
&G 5515 AL A KIscZs . "TLALE, fEE., BT
MR kA — 3 F A% EL b Pl i 5 S ABR IS 6R . R, 2247
55 15 B BIEX T R SiEs) BEAREE,

F—T BSHSEROEREME
Section 1 The Structure and Layout
of the English Business Letter

— ik, —HHE R AN EESR {5k (heading), HHYi(date), 1%
b (inside address) . #71f (salutation) , 5 H (subject line) . 1F 3¢ (body).
453 i% (complimentary close), % 4 (signature), [fff4 (enclosure), #h{4:
(carbon copy) 5§, BRILZOP, 5515 BRI ARYE S B A% UL wT iR Ao i AH S5 Y
7, {EMR B —EEk,




E-85 ASREENSEER




-5 BRRBEXSHR
—. &3k (heading)

HlA-, BSERAERAERINGE, EE0EFES Tk, ARRAFRIRER LA
FEABELR, DUBRARIMR, MRS HEAERIGE ., MERERSH, &k 8K
TERSARA L5, BTG 3K e A, B I 0A S RS ANHINLR R 5 &R, Hotik. hi%.
G, fEE. BFPERS, HPibriy b/, —ka LTS,

Example 2

—. HEA (date)

B IR 2515 SRR R A0E A H 3], B A7 B AR (5 Sk iR I B AN E
AT I b, WeldTEEL T . B Shit=—f7, @¥A LS

(HEEBSE%EA. H. 4, 4130 October, 2003,

Q) X(EB#&#H. H. 4, 4nOctober 30, 2003,
EHESSL, AT 037 R “2003”; H@pA Al A%, 4n111/10/2003, XFhEEH S
BIEIRMR, EHEEXA B R4S 2003 45 10 A 11 A, mWifE £ E% L E KA 2003 4 11 A 10
i ‘

Example 3




D = 50 s5msesSER
=. {EA b (inside address)

RIS, WoiE NRORE 2 st 4R B S | —ik, LUMERRLLE. SRkt E 5 EE bk
—3, BEEFKETH ZZMTR, SARKESTEEPOR, mREAAELAF, REA
FoRrE N B2, WIRT7E#AE T b Attention 3 ATTN,

X Example 4

. FRiB (salutation)

Wt NAORRIE B B—1T, S7EMiE AMbhl FREIZS#if74t, — MM Dear Mr. 3 Dear Madam
b, SR AN . AR E S At £ BBV, 7T Dear Sir, Dear Madam SK#R
W, b W] F Dear Sirs, Dear Ladies, Gentlemen ZE3€FRFE, N 1 - 1.

F1-1 —RBEAFRER




== BREBERSERL -

. EH (subjectline)

kR B R S AR R I R A N KD BT, —RRAEMLAT TR, B
TERRIFRO T 75, H Subject 3¢ Re 5.

Example 5

<. IEX (body)

SRR R b b BHRSy , —RFRIE TRATLI RS, mEDRERS il
EEE, mEENRARR b RE, EEEIE, BNEAY, HERE, RIS, &
kA AT, TSR, X RERERE T (5 IR IR R b8 T—A S AR H
RE 3R, HEREMIRIFEIR,

+ . Z£%iE (complimentary close)

B s R RS E SRR, XA TR SCBRE R Bk, R, R — R HEE
EXCkG—FfTh, FRBE—AFRERS, KRMES. HRETESERERH, ] AR
ARAS.

1ER (formal): B 1ER, (less formal): 4EIF3; (informal) :




D = 5» s3msEssE
J\. &4 (signature)

% 2T UAE TR, ERENREABAEERD ., BEERPHERNE
REEN T HTENH S5 AL, FEEFM TR b, E4AUMAL4, W Hkn EXA
SRR, RS AR, BUTERR/MEERRA ., EEATREACEA,
WA EA TS &, BREATEL, WEELWE—TEHATNAR, H—EEER
B FFEASARR L, WIFTFE R AR &4 (MS.), Zn:

Edward Nancy

(Ms.) Jane Bently

BAILAE % 4 TS b A CRIBRRRSCA . 4n:

J.Bentley

Export Manager - ; 1

1. Bt (enclosure)

s EEBER S M, RIEL T Atk &0E F8 TFE—f74HEW Enc., Encl. 5
Enclosure, ZnfftfEAsik—f, RAERAFR. HEFIGF

Example 7




g-= mmsesskar R

+. #b4¥ (carbon copy)

IMEHRNES ‘RN, RIFEEHRY A T imiE 8 C.C.(carbon copy) & Copy to 1 Cop-
iesto, JFEAANHE SR, RESE LRIAKHGENBELRE ], —EEXF, H2E—17. 0
RPEWEIAthAHE, AIEZERIEASFIRIE _E#5IT L C.C/Encl HIFF5,

B 15 R _ LR BRI, LR bR BN T,

Notes

1. reference line {EE%5
ATETAR, "TREFHIDAR, 20 “Ref: L-3217 SiE#RE “L-3217,

2. on-arrival notations 2 Bllj3: B
BFERLZS (AIRMAIL), 5 (REGISTERED), %3# (SPECIAL DELIVERY), #1{4 (CONFI-

DENTIAL) % , —f KB H X 5F.

3. identification initials #Jf§ ASITEN AL EH FH

HEFEHAREERER, EENEAE TRALIT EHRAITF A AR EFE. §FE8N
s Eﬂ%ﬁ EERAELLETE—f7. ~RELZUBANBLEFR(KE), Hilk
ﬂ%ﬁﬁ’]!&t%ﬁ%ﬂ(d\ B), # Al ARHRRRTT . 2015 & HJames Bond{LIfEHY, HBetty Melhtable

TEDRY, WIZT:k:
JB/bm & JB: bm, FHHEEE A CITENMIEEER ¥4

4. postscript X R RIS
CERTRIASGRE, S5 -S5EXLXNNE, BEENRTE, ExtFrdbgEit.
P.S. Don’t forget! July 31 is the deadline.

P.S. I'm looking forward to meeting you!
P.S. If your payment is already in the mail, please accept our thanks and disregard this notice.

5. ERZEES, FRAREMT.

president, chairman B, #EEEK
general manager JSEZ3:] -
deputy general manager ElpsEns:l
executive vice president ’49\,/' ?Eﬂﬁﬁ

managing director, director
senior vice president
deputy manager




