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(SRBEFER)BRAINFERET . BRRS B FTHS THEH . &8
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B, WA EROBENMER? HERWT H—, BATEE . B FER 4
R RARHIR 5 2 0 55 15 SRR DA B R s T MR i 77 A% 36 1 22 10, T X 7
PRIk 4 7 R TEMR R LR R RRER . 55 =, BRFEE oy T BR 4 0 18
2B E R 55 3R AE MR F— 2R KBS E BV LS R R o E#47F
o HB= RERMNTAHMH LR T RRMERESFR AT LEENHS
ERATUERIT XML HIA, Hl, S RO BEEE - R RAEENE
* o

FHERESHIEERRTEIEL , NHES, BEES L S0k E MR E
WA THEE L. ERBRNEEN—BAERRETRERRS KM &M%
HEBX(IFFIRN BARFIX AR BRERE) SHEBNSEREER
BT ERRSORERRITR, €21 HEHSR, ATTEKHIAKE AR
BIBTES —f, R —BAENESFIES BSFEFRNBEREEARAEES 44
ERRS AR, KENTEREHERGF, HEEES AR KRS0k R
Bl TR B B R, AR A R IR B R 2 B B R
#O M EERIES . R, TR S SR ERTIL, BUE — & K7 E IR
FlREBTAEMBRNEEER BEES SEFRSMBRAITRE B 2T M
L3

—. EFBEEANEXER

1. About the Writer (X E {5 AMER)
HHEFEREXRBHBEMH BN, EHEALHEE.

1) a good command of standard English (i BSA5#EDEIE) ;

2) knowledge of business theory and practice (3@ BEHIEILSE) ;
3) knowledge of technical terms (3@ &\ ARiE) ;
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4) knowledge of psychology (G BEXT .U ) ;

5) skill in salesmanship GEBEHEHZAR)

2. Some Rules of Good Writing (BB &5 KM JLEMN)

M FBEEATS, B B 28N o 40, B RE, THJLEMNM T
DAEW:

1) studying your reader’s interest ( T f# X} 77 MR ) ;

2) adoptihg the right tone (IESfEHE M) ;

3) writing naturally and sincerely (BEEBRBE);

4) writing clearly to the point (E SR AREH);

5) being courteous and considerate ({ABLALEIELL) ;

6) avoiding wordiness (GBHRF A R¥E);

7) avoiding old commercial jargon (FWBEMREARIE) ;

8) planning your letter and writing effectively (A ZHFEE) o

3. Principles of Business Letter Writing (B &5 R BIERHE)

EERERSERN , RITBLAFELEANEER PMMEEEREHRIML
A“C”

Completeness, Concreteness, Clearness, Conciseness, Courtesy, Consideration,
Correctness

1) Completeness( 52 )

—HBEEER, REYCHRETHELENGRE A BRE—HZBN . R
B AREER. M- EERERT TR, ALELEY—HIRY, URIEFT
AFZITHHETNHES R FARNEHE/INEE., —HAZENE, FULE
B ARILRITHN, EELFBRRBEAMNRAFA=ETFHENR, WRIH
AT BREFFHNEBEEREMAE T HROBERRANE, A4t
W FRERS .

2) Concreteness( B{F)

BEERMNSERLETELZ. —BFERP,UFAEEIMERT B E
BE#HTRSRA BUEATFNHAREGRLEXHMH 2 B8, Bk, EE5% K
KERSBRBEARMFE. RHENBEFEMENIEENGESR, Flm M40
MG &GE, AEREESAEREN. MTRAKBERSHFEER? A F5JL
245 5 R W) ( Guidelines) ;

(1) FRAHB/ELMEEIEFE.

(2) AshAERT R EER, ERF AR, FRHEHESMAERED

B
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(3) EHBR JERHIFL.

(4) AHEEEAF  ZBEBHHIE,

BR FEEFFHERT A5 FERIPLAREE T , 4 6B — SR THR
B B, RERBEROBERBFR, RTUBE — S AoHTRR”
MEREEATURBTLITEENFEL, Sl FRE-MUTLETF, YL~
Ligm, RERGSHLBEARNT Z=REEER MBS, KRTEJLREH
BRI, R M AR AR, XM BRABKAE, TUERE—
s .

=0

3) Clearness({5%)

BEHRARFHFRERERE, UR5IEN T R#E, &5%, RMEMESBENE
WAE-TREMEE. RALRERNFERRERE. AREENREILAE
RARERE, HiL, BUAS RN RHEES BEEANERKT, EAESRT
WAEMETHER S, RATTLL:

(1) PEERBB T BIANC , X AN R %M 8 A D84k,

(2) FRABRNATFMEE., EEEOFHOFYKER 17 £20 M, &&
HMEBEEAB TN HREES. B¥ -HENETREREL 1017,

) FRERAREE ERAE, EARERNRRL,

HBETHMHENF,HF B AT AEEEAK:

A. We have your remittance of January 30 in the amount of $300, and wish at

this time to thank you for it.

B. Thank you for your remittance of January 30 for $300.

4) Conciseness( {3 &)

AEERSOANRREENRE RN, ERYEEFEAZBE AN K
B, MHENERR . EFARETE REAAKNITRT , HRBELHNESHS R
iR, TAWHEFEUNEBEE:

(1) MEBFEBRSER

(2) B R E BRI

(3) AL BB AHRNEL,

(4) AREIEIRKHE,

HHRETIEF:

A. The senator, who comes from New York, gave a speech that was long and

tedious. ( poor)

B. The senator from New York gave a long, tedious speech. (better)

5) Courtesy(FL%%)
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TR FEET ALBEA AR AR, M m S SR 2 M. #5R
AL, AR T MBI RENTE S XR, BTUEEBIFNE S LR, M
BE ALRITCH A~ EBRELROSE. LB TR F EL W,
EANEY, TENRUTABRAILENNSS.

(1) BB, EED, EHRITMN.

(2) ERAMAKF BRASIES,

(3) MEMBEBRAEK GEMNFREBBRABBRIEL,

(4) BIRERAE, MRAEAERHERT , FOFTAETS TUEROES,

THEE AGEFEHSE, T B A0 EEAsLE .

A. Unfortunately we cannot fill your order because you failed to send your
check.

B. We shall be glad to fill your order as soon as we receive your check.

6) Consideration ( {&if)

—HEMRETHUEAE T RLAG N REEREHIT b, B2 X EH
MERARRERSHRBERART. EXIX -8R . ERSFFENBEF T E
£7(You-Attitude) B — " FHEEZM RN, XMFEMR ¥ B SEEREADN
NEBELE EFZEMHTHTFE PE MBS, SMABTRHREIREZL, £
xR EIX — R BR AR AR SE A st FRAR A A, AT B BT 48 1 O SR BE B 4] & 52
RS AR, “ZPEL"RUAHFRAHARTNRE, 235 R 571
&,

“EPEETEHEM, A OURE R you” B your” BB T R we” , B
FEMRTERFANSE. B0 Bt EFEHERATRRET. S AR
L, E VX TR 4, B R IR A B T ik %t 7 3R TE R A FENR W
Ro ATHBBAFHATUBEEMEY:

A. Apparently you misunderstood our order. Anyway you shipped the wrong

thing. ( poor)

B. Apparently our instructions are not clear, with the result that the wrong

article was shipped. (better)

ERERUNS ALBEMERRE-BEN. BER HERENE" SRR
ENMBEI A NAE, ERTE FHREER, AT EEHIZRBFE. AE
REFRACHMARAMAR, XELAGRNERFRALENRE. FTHMAFHH
BRATHRE  BBEE T, AMRERZH:

Please accept our deepest apologies for the thoughtless error we made in your

November 14 order when you had sent us your check two weeks earlier. Qur
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accounting department is extremely embarrassed and sorry, as are all of us here. We
need your business, and we hope you will forgive us this time. From now on we are
delicate to serving you better, and you can be sure that we will carefully check all
records before billing you again in the future.

7) Correctness{ IE# )

BHERUGHER, FUNLBREANRR. BFERERETEHSRED
RSSO, AR VU, Bk, BATE R RS WO AU A4, X s U ok
ERAREEM.

ERFUNEEEE FAURREAMNHELH, ILFRERAEE, —HE
RAEELEG FRUFRTEEN, BANBRENARRBENSE., NIRIEH
FIERNIERE, EREAMCETELNES

(1) UERMBRNFL GDCHRF. KIAEANRSRENGTENER
—EEFRE.

(2) BTEBRSE, BEATT SRk, URTT B 4 8%, MBI S 3R 2,

(3) BERMNAKFHIET. EXIRAGEF, BRI EM, AR TEAGR
BIXFF o

(4) FHEREFRANBERLD, BF L C. BRHE & RN IERWNIE
LW,

. ESEENILE AL

LA C B LR A WA B — 2 R

RAKALBENR - BEARG T IRE. KW IBAE ELELT
BETANEMALE. XERENHSTIEETREASAZAXLRANEES
BRI AR (R A E. BHEEPRFLE LR Z B4 . Thank you for . ..
I’ m sorry that ... We appreciate you ... % XS4 A DI KIF MR BB, B
EXEAFREBEB 2SN, B AR BTUEABARSERNEES, XL
BAEME REIEN . ZHAERMNEST BN,

1. SREH#ER

BHORRIEDN T IREZFERFNE —B, SABFRHAEHNARRER
R e, AR EERRE" . RILEE” %R, BIEEX s —%, 15
HIFHE BT SRR, A3 — MR, RJE A 36 A R A M E s oy,
X BRBE AL B T X BRI X F RARAFHEHBR, T EE L6

ER—FIAXAATHEMNHELER EREHHLER Kb —-nE s
ZIUTBRBRELEPITRHKER AXERZH A B —RMNHEE, BP0 0T
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B MAE N ZREWES, XBEFZH B, ibRNFE R REL AT
REPXARE MR MMREN.
Bl1 BHEMER:

On 12th July we ordered 110 cartons of pure cotton fabrics. And we stressed the

importance of package in strong sea-worthy cartons. But when the goods arrived we

found the package did not comply with our requirement.

Please look into the matter at once and let us know the results as soon as possible.

XEFRARTAE, EREAME, B85, BREALET —BENS
ZEWEREIIRET —SEE HENEERBARIEXN FHER. XPE_GH
BEABESTERMEBEN T THGEN, B -BRAFSWERT —1a2a,
EABREBATEFEANAHBEEMUACH RN P OWEERET K. X
FEERRSERBTIRD AT E . ZUNEEMERRSERM TR
(ZF2)BEA MR—BEREBLTHY, AMETHEEHN, E&HEXNF B R
%, UBEmLUEHEIE. Bt EREREELES  EFHMLHEFRENER,
RERELEAHE ARBEHE T HEN . HTRILERNEF A FENER.

Bl2 ARTERER:

Thank you for returning your invoices so promptly. However, we do need your
signature on both pages. Just sign on the second page at the bottom and return it. We
will then be glad to consider your demands.

RREGERAEEATHSARAE MEERESHWNTHMEFLRAT
“SREAER SRR R B R, b However A, lUilE But X, BR B
W = A RN O ER A, Just EEFRWEES TRAGSEINOY,iE
[LEBBRMARBE - HERETERARIFWSESE, K4 then KHEA
LR ERUEEZHHTFAF - REEN . 5 BARME, XHREEREMESR
BAREEFBETX AR L, Tl i B8 X8 AT B R A BN O B
RE, HiAREREFH BREL . EREARKRAL -FILRAFNSE , ERS
A—FBaR . PE EIEHRE,

ABDLFRBI AL AL BE, AXBEANEF9 , AR —F. NhRITE
AUEL BHFREEN-HXHFTR  EEANEREHRIREREN. KE
REMEN B FREBEFREP D —FLEFEEANLRENRBHAEN,

2. ZBEN

TR R A R TR R G R ETERREEE RS AMM .
EARR BARERSABENEE, IRAMNE-STEFHZBEEH
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THRBRAMAUEN —FELHNEFTRETR. W, BFE—-PARH" B E
" (corpulence) BEHL“ " (fat) U H. , ZERFRIBHFERPETHEHABHIE, S
EARTHERAENEES , EAATEERIRF BT, Fln.

13 The L/C will expire on 5th July.

#14 The L/C will be valid until 5th July.

Bla FHMERFIZH —REE M. REELEE, DAHENMEEE
BHRES AT ROEL, HRELERERS THER.

ZHREEFRPH—MERNOAERRARE  AORE—-FHEMNEH . TR
BENSERE ARRELSCATENOEY N, REBH,MHH TFESZ, #2
1 E9 then BLRIXFp A B

A —MEAREREAE . TERE, EEAEESHNEYRARSHRANT
BERIKH K,

#15 We would have answered you sooner, but your fax was addressed to the
wrong office.

#1 6 We would have answered you sooner, but your fax just now arrived from

other office.

3. EEAT—BORN

BORTASN. FETAMEBTHHEFE. X -EUNATERS
e , AN INFERA SN EE FERBE A NERANGH, IX— &
ERGHERTERBELKYL FXARGER,

Bl 7

Dear Sirs,

Thank you for your letter of 11th October regarding the wrongly dispatched container
which reached you yesterday.

The correct container has been sent to you today by CAAC flight 934 this morning,
and we’ re arranging for our office in Bern to telephone you regarding the collection of

the wrongly dispatched container at a time suitable for you.

Please accept our sincere apologies for this mistakes.

EXRERP  ERABREMASE TR, EXMELT . XP—-FHLERF
ABERUABAHEBESTRATHCHNHFEXNRENSERBRM. BBFERF
ABRT AR BB F R A BOT A B REE, TUE L, SEAEIRERS
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%t 75 A At B AR T 55 1, JLAS B ELAR 3 (yesterday , today, this moming) SE4F
HREBHTX—H, XHERFT-BENPHE . BE—BR. ERARMT
B AR —BRITRIT AEER, AABREARAZHER. SREABRSEREEESR
LAV, AAHEF RALHFHEL SR BRI — B0, 4 SHERET
RIAZ, B RAEERX R, A A TRERE FANERK.

S BSERNEHNER

1. BHRRHEH

—HHHFEEEHE TIILNHHER:

1) Letterhead( {f§3k)

BEXRMERAERAD ETREABINGATLER, UREBRMERFEALH
WENS, BEBHSERN, —MEEHEAELAFGELNESE. —1TBRBES
(Printed Letterhead) ZE/EEE(FH AR ML bk, & T LAA BB 4RI B TE
BN BESE AESHE . BRES BFHRAmE, EARLEREAE %
HATHRE. EXOETHREARE  AWBERETE N PE, A 59N Ep
TELEN. MEARGRE—KSAKLBERITH, FRBUNTETHALES
it

2) Reference Number( &% X %5 )

EXHESNBTHN CEXETHRLITRFTT. RXESEFTERE,
ERERER, EUEETEMABR E2THRITHART AL,

RXHSAE AXE HIRERGEHELEEENEFER . GRITTR
HEMEFE,RTH:

A. BT —+ K E (in an incoming letter) , L X CHE WM T -

Your ref:
Our ref; 234GW/gp
B. /A FIXI K K B & (in the reply to the incoming letter) , H. & SC 4 5 W0
T
Your ref: 234GW/gp
Our ref; 456]JS/1b

3) Date( HH#H)

SHERLATHABY EXTRE —-HRWEPNGER. BHHMESE
RXBMEWTH,BR—T.ZTREERRRA BRTHRANGRER, 7
RAEERIMEFFIX, BN TEE, MEL , ERAFKXLREX, AFPNET
ALEF
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HUPEEAWRAHAEB TR :

March 2, 2006—— £ =,

2nd March 2006—— 32 1,

BAGMBPHA-BBEFRSREAARZE  BAHEHER. WinFE#F
Ak 2006 4 8 A 13 H,INE K :13/8/2006 & 8/13/2006, 3% 3L Al BE & 7= 4
BEEAIXR EWEREBMANBFEARM (X B/A/F;%: A/8/
F)o MRBHBFMESY IRMSEEFAEETENRFEEN, BPREIME
MEZXEE B, BFRIEEHPHARAFEEE L,

4) Inside Name and Address( &N 4 FR A HLHE)

WEANZHFRABIETNEIRRTE(ZEPRFHET)NEDL, ENREES
FEH EMBREL—BC.2TRE ., I TETHRENIESE, 05 LIRS
B(R)RMBXS(H),

HABIFREZBAI L Mr. , Ms. ,Dr. , Professor 8818, i fg At
HE-EWRS BTUEEEEEETH T UEEL T A E—1TEH, 6
.

Ms. Linda Skeat, Director

Sales Department

Cowbell, Inc.

2395 Constitution Avenue

Seattle, Washington 98014

U.S. A,

Mr. Otto Pride
Vice President
Hisonic Co., Lid.
132 Mortimer Street
London WIC 37D
England

MR RAFMERFEANREMAMEESL, AR ERSHEEN Mr. /Ms. 3%
77,6040

Mr. /Ms. Director

Export Division

Times Software, Inc.
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MR--HERERER AR, ELFAERIEEIARR, KREE M

Richard Thomas & Baldwins Ltd.

150 Gower Street

LONDON W. 1.

England

ATTN: Mr. John Smith. The Sales Manager

The Attention Line 3EF#

tHEEE R P ATIN £ ATTENTION § 45 B JE K, & L £ for the
attention of, ERFENHHBEF R, WFEREKNENSAZHIALE, TUE
B AR UL FFRIFEZ B A Attention 5| S B

X—RAMHYETIENER” CRU 28, KT ENEREE

Attention of Marketing Manager

Attention: Mr. ...

Attention Sales Manager

ATTENTION PERSONNEL MANAGER

The Confidential Line R &£

MFRNTFENFREVNHSEER, TUEHANLGLE EFER—-TLAS L
K E K PERSONAL = CONFIDENTIAL F#, IR F— EH8F.

5) The Salutation ( F#R#FE)

FEREGARREN —HEFLHILERREE, FIEHANERXBRRTE
BFASKEBEAZEBXR, EEMEE L, ERETHEBENE R, X0
RN IS PR L EM A — B

AEFERABMHER, RFLRAT 17, EEHNGMTF, 5SHEAR 17T,
T IT B . 3 B 7E Dear Sirs FAES“,” ,7E Gentlemen FHES“:",

R RARMKREARNEBE AN Z, T B Dear Director B, Dear Manager
FRIF o ‘

6) The Subject Line(BFH£%)

FHEETHRFETHAT. BEETOTEERT S, MR FIRTHERANE
Ko FHERMNGERNENEEMRSE, —BRE 10 MEUAN, BREFABEBT —17,
FRBEA—REEIEFNER, SHELAFAREMESHENTHRIFEZEGE
Ref,FHERERE T . HACTHEHESAREAGHIEAS, FEAK,
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BZEBA XSGR “Re.” 3" Subject: " FHWA , BLFEHAGFH L. WRER
A5 SHE, BTUAME . TEXR . 2XEFRE, LM -BRAERFNE
B, .

(1) Re: Sewing Machines

(2) Subject: Our Contract No. 2345. Your L/C No. 23456

(3) Sewing Machine

(4) In re;: Invoice No. 2221-6

(5) ACCOUNT No. 222

7) The Body of the Letter( {5 IF 3C)

EXREFFEEREREENIRD, XM A B LW AIRMIEERS A
HEIFEMINMELERENSETE, BHERENEEX,

FREXSEHERMET, MREAFHE, NED SHFERBT. B0
IE O AUFHEERR, s B B R AR RETE M ERER, MEBRN Y K&
KEZE 5 BRI, oAb BB N — B — 1SR

ERSERMNECTREN, BR2 R EENEERESTERETAEE
Mo

TREEXHE RN, BABEEXMN T HIE, 7£RE—H{5EN, X7k
R HPME X RS MR R

Thank you for your letter 234GW/gp of September 18, 2006.

Your letter of the 10th August has been received with thanks.

HH—-FARER(MERG) N, RXEE ERT HmWAGHES:

We have begun a new system of manufacture which we feel may be of interest to
you ...

You were recommended to our company by the Bank of China, New York

Branch and we wish to . ..
RBEEER-NHEBAEREENILRER, RBHEN /G, Aot
EEFEAMBGEAMER, .
INRAR A B WE A IR SR SR B 529, AR TT LA

We look forward to hearing from you soon.

MARREARBBYER, HHEMRRATS), TR RR .

Please do not hesitate to contact us. . .

The Following Page £ET1
BRT MRS, BHFEREF R A -NKE, BUF-RAERTHIER,



