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B, MR E M AR A R BRI ITRAR, 52
AR I FAT SRR TR A G, ZERRIE HMEE, E4HE 1999
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H 2z 300, w5 AA AR L o [RIBY, #E LS 0 5 A B D ERHH
BRERRIMAE, REAHHEFE B ERENBEZE.
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MTFAZERBIMEVENFTREGRAS FHEOWS HORGR=AR
S WIEE, AR N AT &, B A/ T ER: DERKRAS
PRBRN 247 (DERAS ARSI S O AR BMENFATHE? GMENIE
FEES RRERN S ERENLEHE? NEEAT A BRI ETARE
WX BRI (4)HA S MRk E AL TRIERRINHES?

R, BIERET U ERARERESEES, fIENEE - TRAHER: £
BRMEHCEHRMEXAF, BELEBRSEWELIR? BAEF R &
REAEHTHCHWER? A LERESTHEIRE?

RXEEEMMBMES? IR, M SCRTE RS W 08 B U R
B, BRXMIBREMMXENHAARMEETHEZ T — P AHKER 30%
o, MEARSXEXTHAWCH 500 By, HE2H BTN AR F 0.
AR, RER. B ARE. BEaM., ~BYLEMNT, RIFEABRME
(Idiom Expressing) ; # %t #b, 35 5t RA O Fhiath .8 Fh A Fi i) & (H & 3k
& e A1TR R G 8 b R R HE AT Ok ) AN 2 b (e A, T SCE I AL RN AR B
KR4 =4y (V) EM; (2)UH; (3)Fk.

BeAh , AR £ A s SO RS M RIS SR — A I A TARR R
¥Wzhy, Bl —AHERRFEANEER, ZEMER, EiENEEEEECY one
sample, Z ¥4 two samples; XM SAR A A Z 2, EHBAERE, Fln.
flaE KK 4 KRB Kk, 3 ia #8—k , 215 W 2 5> He comes, He came, He
will come, J& 2517 J B R B0 0 B MBS B Z AR . Bk, e B g a3
BV AT , 0T 4 B 1 2 3EE AN R M 0 00 B RN P U R R AL, O B B anfer g
TEEBE WA TEFHEIAL, DEUAARRE LR, THARENEF
Xk — RS BB, AR a2 v 4 BT Y Chinese English, 40 - “#R 47 "8
B, You say what? “B AT E45 FIIERT At 88 "B 8L We receive L/ C before not
ship the goods, ik ESM & P B/ — K F Ko
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LV
Aux.
Vi

Vit
V-root
(0]
0.C.
5 C
D. O.
LO.
N
Pron.
Ad;.
Adv.
Prep.
Conj.
Art.
Sing.
.
Ph.
CL

o A
PP
V-ing
To + V-root

(Function Verb)
(Linking Verb)
(Auxiliary )
(Intransitive Verb)
(Transitive Verb)
(Root Verb)
(Object)

(Object Complement)

A % 1<
(ABBREVIATIONS)

(Subject)

(Verb)

(Subject Complement)

(Direct Object)
(Indirect Object)
(Noun)

(Pronoun)
(Adjective)
(Adverb)
(Preposition)
(Conjunction)
(Article)
(Singular)
(Plural)

(Phrase)

(Clause)

(Past Tense)
(Past Participle)
(Present Participle)
(Infinitive Phrase)
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5% X 3hiA
A3
Bhzhid]
AR shiA
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4% W% 7% (Abbreviations )

How to Write a Correct Sentence

t/ ] 55 A e AR Y S S0 h) T
]

— BB EERE S (Grammer Review)
—J\EXGRER (R ) REIG

(Basic Sentence Patterns/Simple Sentence)
= .MM EEEE (Yes/No Question & WH Question)
0. BER9kEREY

(Indirect Question & Negative Sentence)
A J2E/ MENRBARN A (Phrase & Clause)
NEE8 /849 (Compound/Complex Sentence)
T EEFRDA/MIBRBERES (Parts of Speech)
J\EXOBESESE 5B RIS (Mistake Checking)
N EBFERLCZ (Useful Vocabulary)

i? Bl RfGEHEE
& Letter Form & Envelop
—BiEBR

—[BHSE
= BSHRITBDA

14

24
30

33
42
48
84
89

98

99
103
104



i? FAE GRS B SR AR AR IR v
& Effective Writing Skill of Business Letter & Examples
— PESYERIT (Grammer Review) 106
— XEGBIANREA 111
ﬁ% [LE: .3 S ESTTS n
# Business English Letter
— #E8Y58 (Sales /Promotion Letter) 118
M — & XA 4 #R ok (Product List) 122
M — /A8 8 /-4 A& (Company Profile) 126
M= W b1 B 4RO A (Trade Weekly) 127
M4 5 % 3 9% FF A (Trade Sources) 128
— 98K (Inquiry Letter) 154
= BN R OE K (Quotation & Reply) 179
M — AR A A (Price List) 184
M= B &4 &K (Price List) 185
M= WA K ZE A A (Proforma Invoice) 186
ATHNAMER (Bargain/ Negotiation Letter) 206
A FEF ERABHRIAR 230
(Sampling or Specification Approval Letter)
M AR & Z AR (Invoice) 232
7~ B /4R (Follow Up Letter) 242
+ (TR 12854 (Sales/ Promotion Letter) 255
M4 — 3T # 4 K (Purchase Order) 260
W= 4% %A $ ¥ A (Sales Confirmation) 261
WA= AKX E# A (Proforma Invoice) 262
J\ SR R EATRFHITNER 283
(L/C & Other Payment Terms Discussion Letter)
NGBS/ 7=/ HER /BR IO 309

(Packing / Production/ Shipment / Inspection/ Letter)



Y 1 —
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% % ) 4 #¥ & (Inspection Report)
AQL H1 5 K # &

+ BERBRRAPIC 44 (Shipping Advice & Shipping Documents)
+— WA E R (Collection & Commission Letter)

FE 4 —
M —
4=

LYK K % 4% & (Debit Note)
S2 AF #k 2 A A (Credit Note)
Xt K #4 A (Staement)

+— BBIREAMNER (Complaints & Adjustment Letter)
+=HREBREXN (Agency & Agreement)

Ht 2 —
i ;e
M =
Pt 4 g
M4 B
Ff 75

M+

4 € & 4+ &K (Sales Agreement)
X # 4 4 F &K (Agent Agreement)
fl 4 4 % # A (Commission Agreement)
¥ /A 41 4 A& (Quality Agreement)
1+ # & 4 7 & (Payment Agreement)
RE AL
(Non-Disclosure and Confidentiality Agreement)
+ F| W A il & %) (Patent/Royalty Agreement)

*5 Hds 5 RS L iR (5 e
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Miscellaneous Letters

— BAFEDH KOS (Notice of Visit)

— 858 (Invitation Letter)

= T #H @R (Notice of Removal)

00 GS8IIHT DA 8@ A (Notice of New Branch Office)

A ARBE N ERH ABERE (Notice of New Employee)

7N GBR IR RUE R4k DENER (Hotel Reservation)

+ WMWENZPIEANAIR (Reconfirmation for the Flight Ticket)

327
330
336
342
350
351
352
355
386
389
393
395
397
401
403

406

426

428
432
435
437
438
440
442
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Recommendation Letter/ Application Letter & Resume

[ElF551 5 5 B &

Appendix

— ErRZERERESER

(Noun Phrases Abbreviations for International Trade)

— ErR SR ALES (Abbreviations )
= RKiERR/ BrRIGRER/ BEEER
BEREESEMEATRRSRITNSBE
h EEZINNBRES
NHEREERZERD

T PERERFEWMHRN SRR

(English Names and Codes of the Main Cities in China and
Global Countries)

J\\PNHBERSEHBNRE
NJNEEFRR S (International Trade Business)

+ . BiRR ZHEEE R EPeERTI

-i—_

(Supply Chain in Trade Business)
B8R 2MASE 5, (International Trade Conventions )

+_— ERRSRERERHBORER

(Flow Chart of International Trade)

+= BRFH HERN . BRPERBHERL TR

(Additional Remarks of Quality Terms, Quantity Units,
Packing Methods & Shipping Mark)

HIGHBORRISIERRE
+RGEOHEERREET
A BORERREE N

e &

443

466

468

470
475
476
477
479
480

487
488
490

492
495

503

509
o1
512

313
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How to Write a Correct Sentence




2 ARBFELEH

— BB EE LG E S (Grammar Review)
EHEH - MEBEMNERF, -8 T H%:

1. EXAGFTRBIUD
(1) 14 B4) / # 4 41) % (Simple Sentence/Basic Sentence Pattern)

(2) & 4 7] (Compound Sentence)
(3)% %) (Complex Sentence)
(4)% 4 & 2%/ (Compound Complex Sentence)

2. BB EAME, BFR “4i5ES " (Spoken Language), £ M T &k
SERBLEREEL, BAREERA TETWE, —RER U sERE
FiE R R B m) ok Rik . BEAMB RA R, SHWT:

(1)S+FV

(2)S +FV + Adv. or Adv. Ph.

(3)S+FV+0

(4)S+FV+1.0. +D.0O. or S+V +D. O. +Prep. +1. O.

(5)S+FV+0+0.C.

(6)S+LV +S.C.

(7)There + Be + S(N) + Adv.

(8)It +be + N/Adj. /Adv. /Prep. Ph.

Bl i A TR ERE—NMA—EBEREFEES), BRI EEZAD

i (FV/LV), 3115 i F €15 (0) =i #ME (S. C. /0. C. ). 1eoh, 5
(2)F1 (7)) i /) ) R | B e SO 78 B 3 (G I ) U 0 ) o

3. 54M . BRAMESERMKN “EEiES" (Written Language), %
AFEfEL, ARLEEHE LBSEER, BREAES HAIEIX
2paE HFHEE. UK. EEHENKDT, EHESERK
¥, HpUEASEHEARBHIED. MLEELE, —IMERORS
H1~2MEWAEE, FAEEBAKRKESR.

EEl . U = A T B R A B R b R s 4 A B A L A
SEIERNA], PR IE AR AT R B o R I T 4 5 RN ) £ o 2




F1E Wi TBERTEEIHRGELHTF 3

5RENMNEREANTH, A GBS EMmGEREIENARDR) .
NI, - BRG + FF(and/or ) + HRG =560

=)0
AN - BRY + BEE (ME/MY =BRD
elg

4. TRRAIBIGEHZ )G , 12 > 6 ) 778 i m) A, B2 R A R B : Yes/
No [a] 4] #1 WH [a] 4] (X # Information [7] 4] ) .

(1)Yes/No @985 A
¥ 4] R 1) Be hial s B A B Bh 3hiA] (Aux. :can, could, may, might, will,
would, shall, should, have, has, had, etc. )# | ¥ i& (S)fj M,/ F R
%A Be 1Al B3 , W RAEZE )& hn |k Do, Does, Did H—
BE3Sl: A7 A LBl a93a , ok Do, Does, Did J I i) 3l i@ 22 i IR
A (V-root) .

AT “Be + S + SIS

Aux. + S + V-root
Do
Does + S + V-root
Did

(2)WH @985 &
A)E Je i WH 5% How i &€ 7] 3] , T8 4 F 19 Be 3l i) 5Bl 3 i) #2118
B, 37 £iBRi# | Do, Does, Did, #5 2 , BIFE Yes/No [l & Hii il _E
—4~ WH 3, How X ¥ Y B€ [A] 7]



4 ARBHFEXLEH

WH #7d R & N4 : Who, Whom, Whose ([ A) , When ([IEf[H]) |,
Where ([a]# ) , Which (ExE#) , Why ([aJfE) , What (ft4) ,
wmr s

AR . Who +Be +S. +8.C, (Il A )
Whom +Aux. +S + V-root
Whose + N +do
does } +S + V-root

did
When ([] B i) )
Where (] b 2)
Which( +N) (fEE#)
Why (/s = )
What( +N) (ft&)

How WA & , % WA T5-LH:

/A5,. How many +N + Be +S+S.C. (4)
How much ( +N) +Aux.  +S + V-root (£4)
How often do (ZH)
How long +does | +S + V-root (ZA)
How far did (Ziz)
How about + N/ V-ing (anfar)

How + Be + S (Ja) )

5. B#085% (Indirect Question )
7E WH [5] /4] i i — 4~ 4 F 5% Yes/No [a) 4] , WH 1 J5 1 ) Be 3l 5] 1 3 30 7]
W lE 8 S 1 , AR A {Efl Do, Does, Did ) Bhzhia , A F -

A3t . (1)YES/NO fa)4) + WH i + Ei& (S) +Be 3hid /B 3117 (Aux. )
(2)%] F (Sentence) + WH id] + Ei& (S) +Be 3hia /B 317 (Aux. )



