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Fundamentals of Writing English

Business lL.etters
RX B GEHRSITFREARIR

1.1 Introduction (fj4T)

FAN RT3 R TE SR 208 T BRER AR K I, T Aoll 5 S0 57 17 9 38 T R
MBS EREX. HSERMAR T EZ, TUHTIEER. TR
WIORR . HERY . RENRS. EEERS T, XHEWER. sRZIT
K BB A R 7 ROk HEAT I, RIS IR R BB B SO, B, M
ERBIARELAMUER, HEEREHRE, MUBENAFRREHRES, W
APTRAMKBEREFHRR, MR, MRERELARE, HaskRiRe,
HATRESI A TG, EWE TR

BEEIHSERIFES S, PMUFRERSMXAL S MR, @5 kil
FE BRG], BN B FHLERE S ER, ABHFEREBEE AT EKR,
B, %I FIEAR R 505 R B R EA U 23 2,

1.2 Requirements for Writing Business Letters ( (%5515 pRIY Y

oK)

BER -HRNWEFER, BEATERLSU T &M

(1) ¥\E31E (Good command of English) ,

(2) RSP HAIIL LS (Knowledge of business theory and practice) ,,
(3) HEEARIE (Knowledge of technical terms)

(4) #EBEAMNLHE (Knowledge of psychology) o

(5) AERHEHZ A (Skills in salesmanship)

1.3 Seven Guidelines of Writing English Business Letters (3t
SCHET 35 AR 1 L))

A TREESERETAEN B, LR THIHFEREHFEXES



[—2— ShBE

fEeRAY RN, S NGEF AR “7C RN, BWERE . Wi, Eah. Bk
LB, iR

1. ¥%E (Clarity)

WS ERNHEEE —H TR, RAWRMEESRE S - E RS2, 1E#E
THEBMANEE, SRS AZMOEANFE, WEER. AU
BB TERIGRE I RIE BB, Bl A A B R AR ia .
T, ALAE RG] 35 DL R AR TE R A B TR AR T,

2. faiiE (Conciseness)

Fri G, SRR S MR R AR R AW ER, R X F B
R ERAALS ., ERBE R R SE R, EEFIBEPRIBRARIAE, S5
W T, B B ALEMFEAMITKE 7, REAR. MEVFEIEE, 8
e EEMEE2IMAEXTT .

3. IE# (Correctness)

BB RLMERIES, EAEERSIX T WIRFML S, mMEELRRE
W BB FEIE . IEBMI R S5 (5 R IUEBLU IR Y . AT SR HE IE
#, EERBGRIER . REMFLMBFELR, SERIRE. B2 HEY
PA R AR B IE B

4. E{f& (Concreteness)

WA ERLAEEEsh . BARRBARG, Bk R A . KA AR5 a1
HHEA, AEWFEREREY, M EZEHBROFLART, ¥ ESR
) BE o REAR PT R  F Fm) ), — B 32 B SRR IR N2 o

5. LR (Courtesy)

HSRIER SR A AR M EE N, — LRGSR LK S H
HIZ P55 R, WA B TFAZHNFKE. /S ERNE fEd R,
RINRASZE . HAh, TS 55 R, NGB TR . HENTT
WEBFEGES, BR FERAESER PN L, HEA TR EEME R,
eI RER N

6. {&ig ( Consideration)

PR A AG AFSUE N Z B R FS 3 — PR R 2 X EE . RE AN AT REM
WAE AR SE IR 5 SRR, 743 6 7 £ U] BRARAE B R 5 mh |, Rt HIr s
EWNGER. B, R EEMBI AT A EMR, BETXF, EARZE E
IR TT . MeAh, HRIEREERFHEEMIEETENSE,

7. 5E$8 ( Completeness)

A5G RB AR R, BAIEEE AR B RUE A B — D) 1%
oL, BURRIZRGHIZEMSEEMER, —HEBNESERAMUTRES
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Unit 1 Fundamentals of Writing English Business lellers XS RBIFHBEALTIR —

HRFUMLSER, Bl EBEFHRS KR
1.4 Addressing Envelopes (f5#151)

TEAFAEESME R R E b, U AFIIE Ak LR 6 A A3 (5 A sk
MBEAE, SRR TEAGHNSE, WE -1, HERFUTEA:

General Trading Co. Stamp
28 North Road
Beijing 100020
P. R. China

Overseas Trading Co.

52 Hooigracht Street

Amsterdam, the Netherlands

H11 FEEIMSENEHSE

(1) ZHE NGB N STEFEH WA LM, B o458 iR m
Prs b —E

(2) WEAGEZMMIEEGFEHP TREAMAE, S AR 2 E 2 5
ST HE

(3) %ﬂ’f{‘“}\%ﬂﬂﬂ*kﬂdi&Z%ﬂi&ﬂLm%'ﬁIW%;E EEUAEE AL, H
W BERE/NEXR, EEVMEFR, FIKKEM. #E. |l . M8 &RIp
s, REPEEA.

(4) KTFEMEMN . $od X LA F UL, 57 (E B At 315 Atk
T, REIEAT M. WMMBEFEAFREECEIEAN, AIEGEHER FlidRiH: IF UN-
DELIVERED PLEASE RETURN TO x x x, Bl nEE:E, EE3 x x x,

1.5 Parts of English Business Letters (2301 5515 bR 1 20 SR
J1)

1. %3k (Letter head)

RN fERENL, MFFEALRAR, Mbhk, HiEESH, E-mail HihkM
(R A R D SN S VA 1 1 o

2. H#Y (Date)

HERRE S ER P 2 XEEN—H0. HREE—TERETAER, i



HL-»ﬁ@%

FREHIT, KARBOAARES, AN, WEHFERPRARREIEH A,
AU EEERN AR AL, BEEL3 ~417. BEHER, NMEBUT
JLs:

(1) FHemeisE

(2) ArEdrMsscedt, AREM%HE,

(3) H#InI LA BOR s E0R

(4) FHATEMEZS,

(5) B R2AKTFER.

3. {45 (Reference number)

BIERRSRA THETERBEHFREMER, —BKM Your Ref. (fR75
45 ) B Our Ref. (RIS ). 15K S8 H ML HK H S HBT 5%
ZEMALE, FTED B RFAE:

Your Ref. .

Our Ref. ;

4. fZA#uhl (Inside address)

ARG, EEERE A M TENAE(S b, R AT AR R R 1
M5EE, HETHEME. FHNBIEEHEEUE NS, kb, BuAR, B
ekl DA . R A PR R B GRS . MRS AR i At ik R (S B
HHFE, FNMIE—REFERA FAKRT B . BENF RS /NEAE
KRB, FIHNAERMETT. Fln.

Mr. Francis Lawrence

Vice President

Swinton Co.

87 Unico Avenue

Toronto, ST 9878

Canada

5. FRAE (Salutation) _

FRIFE £E {5 bt T 28 BT TAL .

I IESXFRFEA . Dear Mr. Smith, Dear Mrs. Smith, Dear Miss Brown,
Dear Ms. White, Ms. i TAHERESEBH L THAZH . WRFRIFE B4,
WTEMEZ AT Mr. BE B Messts, Mrs. IAEZHIER, WRFRMELAN LM,
M 7E 2 R Mmes. , #1: Mmes. White and Gray,

B4 %R, # % A Dear Sirs, W8] LAY Centlemen (EEAZH# H
Gentlemen) . FRIF/EHE SHEE S50, BRTH BB FEIERX (Gentlemen J5 %

==
r@'i o



Unit | Fundamentals of Writing English Business Letlers RXB SR STEHRSRIIR —

6. Il (Subject)

Hb RN FTEREFEECURXNEHNFEE. NEBE—1TTH, WET
FiCIR A, B

Subject: Men’s Bicycles

Re: Sales Confirmation No. 2536

Your Order No. ;°

Reference :

HHEAERFE T, FHhEME, FhTFEYT UL, BTUARZ,
BT 2HAREFE, Hh, Re BH “XTF. X", EXEME “Hb” #%,

7. {5ERIESC (Body of the letter)

RERIEXCRBSERTREENHS. GBS ERMBARNELRER, S
Hit, ZEE “TCHEN" . EXX-BEEZBERNKRR. F-BR—BREIAF
b, SR BUEATIE, BRSSO R, MR T AR E R,
B R—BRBE AP ER, TRASEZNERN, Eii—RE—1THaD
5 I to be continued, ZETUNRFIAHG L Mf54E, BB A LR, FIEM
HH#8, .

Mr. John Smith, Page 2, June 3, 2005

8. {FR%EEIE (Complimentary close)

RREEIERR IS, RERGEENER TR, Kb ERPr “H
B, WAL %, WHIMA: Sincerely, Sincerely yours, Yours sincerely, Best re-
gards; BEOEY]— &4 Cordially, Cordially yours; FEiF 3 —B6A94 . Yours tru-
ly, Respectfully yours, Yours faithfully, &%, RESE I FRFAE, — R FITENTE
IEX T HE —174b,

9. &4 (Signature)

ZHEAHRERREEETE =S/THME. S8 TRARRSE, —BRaE.
KEER. BREANFESES . SEANITNES . S=EAMNLE. G0, W
UAREA® B8R, Flin:

Yours truly,

General Trading Co.

( Signature)

John Smith

Sales Manager

MREAMAFITEE R AARRR—PA, BEEPEFZHR, BE%E
EATHERELSEAMTHNEREAZTNEFERE, WELEFWAL
John Smith, FTFHEFEEH AR Tina Edward, ABF THE FREEHE .



,L SRR

JS/TE,

10. £ A5 (Reference notation)

ZI NS RBBE G AN E RN, EFoEEx . 250 AR
BhEGOEEMBBNE A FRAR, AT SRBRS ST, ATHUT I
XHE:

FCM/HL, FCM. HL, FCM/hl, fem. hl

11. Fif{4 ( Enclosure)

5 a0 B P B A 4K 40 o B A Ho A S, AT RAFESE R T B R B R R 2
MR R A —fERT, 1B Enclosure 5f Encl. BI®]; —{4LL EAY, Zm b gafd,
PAMEWE ARSI, F Enclosures. #¢8. iin:

Enclosures 3

1. Birth Certificate

2. Visa

3. Letter of Reference

12. #51% (Carbon copy/C. C. )

RIEANETICWE R A H RLAN, AIERET HFEMELTwWITEC C,
RIGHT LIk AL 2 FR, Hln.

C. C. ; The Bank of China

Copies to; Directors

Cc to; CEO

Copy to: Sales Manager

13. % (Postscript/ P. S. )

HESEEEERTMmMT HE, TR, IEMTFHFEFHONE. A6
FHEREKRETEMSEFH L, AN THESIEXNITHNER. MESRED
ETFFH. 57T P.S 2, ABEEFAANEF RS MIERS.

1.6 The Opening and Conclusion of English Business Letters
(W G R R FES )

1. IR 55 (5 s I3k

fRRIFFL N ZEA T, ZEesR. REBSASHEFRNERNAR,
TFk—r AR —REEEEN; H—FKEEIHEHTRKR,

T EE G, RAUT Ak

(1) JERafx 7 Bkef



Unit I Fundamentals of Writing English Business Letters #XBA S ERSTESHRAIIR  —

We thank you for

Thank you for

We appreciate your letter (inquiry, telex, e-mail, fax etc. ) of. ..

We were pleased to receive

Please accept our thanks for

(2) MAAFHEATEIE

We are pleased to reply to

In answer to

your letter (inquiry, telex, e-mail, fax etc. ) of...
In response to

In reply to

(3) IR KM

With reference to

In reference to

your letter (inquiry, telex, e-mail, fax etc. ) of. ..
Referring to

We refer to

(4) A TP B oS T

As requested

As required

As instructed

According to in your letter of. . .

In accordance with the request/

In compliance with instruction

In conformity with

(5) FIKWERKE

We were gratified

We were glad to learn from your letter of . . . that. . .

It was a pleasure

(6) FiKBEMEIA



