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General Introduction

m Business Knowledge W iR

1.1 Structure and Layout of a Business Letter

1. Traditional letters

X BPRA TS —EHE R IS 5515 BRI S AT R ER
D China National Cereals, Oils and Foodstuffs Imp & Exp Corp.
8 Jianguomen Nei Dajie

Beijing 10005, China

Telephone: 86-10-6526-8888

Fax: 86-10-6527-6028

E-mail: carl@cofco.com.cn

@ Our Ref.

Your Ref.

Date: 15th November, 20 x x

@ Messrs H. Ronald & Co.

556 Eastcheap

London, E.C. 3, England
@ Attention: Import Dept.
® Dear Sirs,




A B R AR

® Aguatic Products
(D We thank you for your enquiry of 5 November.

In compliance with your request, we are sending you herewith a copy of our illustrated catalogue

and a quotation sheet for your reference.

All prices are subject to our confirmation for our aquatic products have been selling well this

season. Therefore, we would suggest that you advise us by a fax in case of interest.

%O

We await your early favorable reply.
Yours truly,
© China National Cereals, Oils and Foodstuffs Imp & Exp Corp.

Sig.

(Manager)

1M QS/AN

@ Enclosures

@ cc our Shanghai Branch Office

@@ P.S. We require payment by L/C for a total value not exceeding USD50,000.

(1) Heading {53k

Rk R BAE P & E AR A& (5 i B 4%,

EHEERT, AFESEIINHWARE LGSR, QFEEANLES . k. Bif. £
HHANHREEG G, 7T AE B X A A 4K,

HRICARAT . WMWK, WHBEAAR., B3 ZFREL, it T, itk

Ja/he BEiE: AFRAEL, HWMETET, #uhbde/NE K,

4N Air Environmental Mechanical
Equipment Limited

2076  West Main Street

"Devon, EX14 0RA

U.K
(2) Reference number and date 45271 H 1

XN RN T HES IEE SR .
XEFHB, JEEAFMEEAA SRR ESTH,
K TR L ANUE AL Rtk 2 [a]

e EHEEBUS AL R AL T

Bk HATLASTk, thAaTAsEA

xX: A—H—

%X H—H—E

e “Af BAFHSCE, .

@ 2nd May, 20 x x

@ 2 May, 20 x x
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@ 2May 20 x x (Comma can be omitted)

@ September 21st, 20 X X

® September 21,20 x x

o R H BT, 0.

11/12/2010

(3) Inside address F}pyHifik

XEIBBUE AL fHl, — S EEENZE LT . BUE AR FRHHE s Ak A X
AHE, (ERFHERE ANNIEEL—HE . B, MBRARTZLEAFMMBELER, HFCENLD
HI KR IR B A AR A E IR, TR AT SR THEA
B8y, BTLAA] DIAEE S A Hihl

(4) Attention ZJp A

ZIN NSNS T BRI EAN . AL BEAERE AL Z T k%L, Sz
thy BN R EZ,

RS> B FR R AR IMAE ) BARA ANZGERTT, RaARTEWT

Attention: Mr. H. A. Donnan, Export Manager

Attention of Mr. Cave

To the attention of Mr. Liu Ming
(5) Salutation FRIF

XA N —FPFRIE . 358 {4 A 9F Dear Sirs, Dear Madam, Dear Mr. xx, Gentlemen, #RF-
JEEMRR R, —REHES . RIFRPE - NFHEKRE,

(6) Subject/caption ZHi

FHUMERNEF N EE, TUEESAGHFNES, IEARBESEA THIGEHN
o UFHESHEAIEE, KA BAERTAIECZE; Fk0EL, SuEd; BT
%,

HARRTEA :

Re: Your Order No.463 for 1,000 Wide-screen TV Sets

SHEEP WOOL
(7) Contents of letter &3¢

XRS5 BRI 4K, IS iB R IE SO AR o

Ft3ki# (opening sentence ) A —MkE, (0271 e & ME S 7 %51 H
W, FERERANBIMULZERER, X —H TRXEEEW—BREM . RS s,
WA AR TR B RN E, HRAEMER, iR SIESCHTF, Al—T, &
SKIGTRET

IEXC (body ) RS BEMZL, MR WEHKENERN AN 5. —EEH0hE, 52
PERE ISR, RITSTEG MRS B VERT 5515 R A — S TR

(8) Closing sentence 45 1%

BERTE— TR B85 SCA BRI, SRl ARESR, 0 “FERAERRITIR” , “%&




SRR G

" %, BAMUEHIn I EENES. EXERE, AR-BE4%REiH.

(9) Complimentary closing and signature %5 #1554 4

GEFUBERITE K, RS RN —F &L, WARGRSOE, NIZ 5 R0 WFREFRER . B0
“Sincerely,” . “Best Regards,” 3 “Yours Truly,” . &HGEEHELERBIE FR—17, RAHNF
BKE, FHNZS.

PRI 545 BAGE B XT R E R
Salutation Close Occasion

Dear Sirs Yours faithfully

Standard and formal
Dear Sir or Madam(Mmes) Faithfully yours
Gentlemen Yours (very) truly .

By American
Ladies/Gentlemen Very truly yours

Yours sincerely/sincerely
Dear Mr. Malone Best wishes(UK)
Best regards/Regards(US)

TELSHGEM T, £ EEFANET . WREEENGENE, SREABREESS, FHAME
B, WIIZGEAHEAANEALH, REERTE, AAAER. E40TE, BFE LR
15 NHIHRLL

(10) Identification FEJp A

XIMNA EERA TR ARG FRTER, SEETRAXR., B MERIEE00 TR
NFHAE R4 T4 T4 A FEHTE R, IR S E S, Flin, HAP/DGS PAH.LP,

(11) Enclosure B4

WRA MRS &, NAEZ T AEH Encl. 3 Enc..

filan .

Encls: 2 Invoices

Enc.: 1 B/Lading

(12) Carbon copy #/i%

QN 2R R A3 A B, R X th il EEb Rt A By, WTLAEMHEZ T, SEA
X F+RikFbi%

i .

Bi¥5: cc  Marketing Department

m5¥P. bec  Mr. Simpson

(13) Postscripts FHf3 /5 3

EEERE, MREEEAEEWIETEMI, TUERRM PSSIHAMUNAZ, Rehk
RABBANTESEY (HAEHL—AFEE, W Park Davis, ATLIA P.D.) . BREENE
R NEEARERE R, — BN BN A

Less formal and between persons

known to each other
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2. E-mail

RFTJEED, TR (E-mail) JUn4-FRA MR 7 55 G Bl i — B R T B, AL TR
PHE B, (5B mE Rk, HAEN A RA . (BRA TR EIH AR —HRESHF
. BHGE, Y —-HB TS EE, RBEREAEL, M LULasAsiE]l. Biik, 1
KR, LHERE - FHIENNEREEMSE, FA—BaE TRERE, SEhTREL
ekl T

B T ATFRARE HL T R4 KUK T LA MU B R 1 . A AR — sl (HRAEIX A2
BEIKK, BMERBHE TR, BT RRIEASE, FrLlERRHIEX R A, SRS —
KRS AR, IENMR 5515 RAE B 44X 7 JE W Lok AYEP S

,/.

From sar032@aol.cam (Shirley Taylor)

Date  Monday, May 26, 2003 n n

Time 4:30:27 GMT

To susan.lin@pearsoned-eam.com ! n

Subject A-Z of Business Communications n
Dear Mrs. Lin, n
| wrote to you on 23 May describing our new Gro-More range and enclosing —— B

our latest catalogue. | have not received a reply from you and wonder if you
actually received nmy letter?

| will be very happy to answer any questions you may have about out
Gro-More range and explain the unique features and benefits to you.
Alternatively | would be pleased to arrange for one of our representativesto
visit you and bring some samples to show you.

Your custom is very valuable to us. Ifthere is any way | can help you,
please do not hesitate to write to me.

Sincerely,

Shirley

Shirley Taylor
Manager of Sales Department

Koffit Trade Co., Lid.

Add: 15 Western Avenue, Shanghai, China

Tel. +86 021 88654987

Fax: +86 D21 88654988

Email: abccompany @alihaba.com

Product Catalog: Http:fiabccompany.alihaba.com

. J
| 1 [N
| 2 PIINCIIeEre

| 3 EIEBE




: e SR TR G

HHN, EEELFILA:
a. P EEEE, ANREA 03 4 2003;
b. BWESHF AT, PREFRTRMAE, 131/3/03 AREEEXMEFHHB. ERATL

SRS, WA Aug AR August.

XS NEFETE, AFEEFEAES . WAL, AAARUBKRE (k. Bib, 25,
WA . PIHE) o BHHERIEER: MOk, (TS MEESFRZEAE S G, ERi45K
MERARZIE—EZES . R LUE A C IR R hEelor— MR, BREHERER
AR, FiF2 AR RXENE,

1.2 Language Requirements

BRI 515 R A BRI R IR . FrA R 2, MR RANCHIES,
ik A CER, Il LEER R TR A BISEX—A, THEAS TIL5mE
N

71540

B—HERIER, MRIREREABILZ BN —IK3S . ABRRBYER, FTUMRREAER
oR AR BBAME I — T, ARTITAR 22 NERA —FhiRfE, LU BYER 55 RN % — Rk “4 8
BE” , FRAE—H AR NOZ R AT AT 15 A B SRR ML SUTTT. 1T ES “Your letter has
been received” , “Your complaint is being looked into” il A2 “I have received your letter” B, # “We
are looking into your complaint” . JSZIRATRE FHORHRE— T, SRS RSB IR X  #k
77 —RERG? JORRIAGRMARS B T e . ZH—f Al T 6iEs, HIk/RN
R, XEEARRLEIRNAE REGERANE, i, BMERF A ZERIEIEER . AR,
Nl

BE—T, R TIREMEN R AR FIRA KRR IKER, REEADL? AR
ZxUt “1 am sorry we cannot deliver the goods today” . FESRTEHLIEPRSIXEEDL, It ATEE
FHUR “It is regretted that goods cannot be delivered today” ? JAFEXFIATIEM “A B M, iR
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MG ARRIEARRE T . AR AMEfL.

B A5

RS 15 REsA H B b, BT s TR ARIES. BREMZFEZEN. £5Z
RIS R P FEIE— T, BiXEHE R AR — MM afEit Bi? B E A —FER
SRNE? RECGER . AEPER 7 R . FORMEM . X 5E 4T LUE (R eR P IR R DR
E32 18

FiR,

AERAFE PR RAEE EaE, iR RE R AR EHERN, I LAVRI(R st a2

RESEFESMA BRI Hil. AEUUT A, MERFHRE L. LEHOEREERE 8, FiRm
SRR X 75 EAE R T SRS, fh—RE BRI BRI AR AL

HiE

BRAR—E, RISV RESE R KRR . T, [GR—EE 5,
BEAVERR, DIhEA. WRARFE EEECE XHE R H ARRE A RS NE, IEZAR T E
FEMT FXENENUAREMEAC @Y, KMSBERYT, AEEARRELLEE R, Rifis
LEAATT= A U

#LIT

BALX BT vamsLen, HAR R A —Le4 L5 A 40 your kind inquiry . your esteemed order
ERRRT LA o TR BRI —F A S, ARG O S A RS . AN SRA 3 X R A
ERBIAZEH, BLMEIRXRIEL T X ESR, WASEAEXMIA, FEERSES
fEfIbLE: .

FeAlEHERE, ST ARG, AT BB B E X W . ARy SO
B HSEXRAFETAL TR, HRA— FRORES, TR AS, SR, HEE
BPFALALS, e B ERES .

EERME— A, PEAGEUME SRAR” o EEE, —Bid Tk, MERTALT
AR Tk, FTRES RPN AR FGE Tk, WK ELME, FrLLER G R B R
W CBET, AREIAFIHUHAIRCR

(RS

BRI, RSN RE S RBE R, RIS RIS, E, 555
fifo PR WA, R AEMREPEE M0 RE, —NRET RS, AEHNY ., £HE
&), NEAERS B, R “and” . “but” . “however” . “consequently” iX#&il4] 75
FRICK B o 7E[R]—3HE pR B, ARE 2N R & B9 88), 6140, B S T “goods have been
sent” , FRJE IR B (4 FET RN Z I ABAIT N “forward” . “dispatch” %, PHAXFEE
SR P T 7% X A 2 [ R A & L.




5
W BRI S B E B, R L A, AL 1RSSR, RTREMGEIRGTE . SRR
WM P AT INERE, A BT IREFES R,

Stk

WEEMR AN E X AR, SETEE L R A4 F o SRR S 7 i X
BRI TR A, TiARIRFRER @R, MITZRA A ER . 45K, R ICER I
{2 A&, IREAEFRIE—FEBE “Dear Sirs” 5%, “Dear Sir or Madam” .

BT A5

R HAT ST, P45 (s PR T ZE AN (el A) . ARV 7 i T8, AT S PR R G A e
TANSETE R o BT S IRATIRVE 5 AT RIS i@, B R e A nia s . Han“we
look forward to a bright and glorious future of cooperation”, AU E 45 i “We hope to have the
opportunity to work together with you in the future.”, XFEAEIFFAE P H ABES J1H.

= & itk & B

YRR, T B, FOASEZGEE RERCWRIMLE L, N gEaE
(PR R . QNSRRI [ A8 B, ST RE PR R AR BISEHLIT 26 2RI HL.

AR AR

X — SRR R . IR 2 ANERA EIRE, L L, MR ERR
HEM NS, IREIIERERZE AT T 15— A EN R R B AU T o ISR NEE, B
AR K B R E TS, RZ L5 EHMIBR . WX FERARE “How are you?” , “Can we
work together?” , E AL “Proposal: Bright Ideas Imports— Zhejiang Textile’s Partnership
Opportunity” 3%# “Introduction: Our Product Offerings for Bright Ideas Imports.” X#—3, HEH:
RIS,

Bxt

H5EZ)a, —EEAE . BAEANRERDFE FERIES, RE10HA — PRI,
BARFRAA . SO, RIMELESE R BA — MM RIR, AT RE S B RLE I 38 J T Y 7T
fRBE, FHEAXHRFBI A BB T RSERRIBIR o

1.3 Envelop Addressing

FOCBEREHTRERGHEATEL, BREATET o REIRE AL FribhE (S 5 PR X
o Zrgal: WUE AN FRHLIEZE T A 46
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MESSRS WILLIAM & SONS

Stamp
76 Lancaster House
Manchester
England
Mr Wang Qi-ming
CHINA NATIONAL TRANSPORT Co
121 Nanjing Road
Shanghai, China
Registered

F3ka: Wfd A4 FR it il 7 3 % 5%

CHINA NATIONAL CEARALS, OILS AND

FOODSTUFFS IMP. & EXP. CORP. Stamp

13th Floor, Jingxin Bldg, 2 A Dong san Huan BeiLu
Beijing, People’s Republic of China

EL MAR PACKING COMPANY

12 MAIN STREET, FRESNO

CALIFORNIA, USA
Confidential

Par Avion

fREZE T AREUL T (5 R SRR 7=, % IR B T .
iR 2 75 X

Via Air Mail ( By Airmail, or Par Avion) fiiZs{5
Registered 5

Parcel Post Hiff

Express ‘FRi%

Samples Post £

Private FAAAE

Personal ™ Af§

Confidential HL&(F

Urgent ZE2fE

LR RE IR, MRS, BIRAS, arfefsst Fdn R,
Mr. Charles Wood
Kindness of Mr. J. W. Smith




AEEEEE

XA EMEH Mr. J. W. Smith #43244 Mr. Charles Wood. FEA#53C(5 418 7T LA By Politeness
of, Through the Courtesy of, Per/By Kindness of, Forwarded by, Per/By Favor of, Favored by, PN
i b E N4 BT

WS R R R A = F R UE N, WEERGE RS THSHERZANLES, HE
AT N /o ( care of H------ xR, .

Mr. Park Davis

c¢/o Mr. Harold Wood

316 Doswell Avenue

Fort Atkinson, Wisconsin

The United States of America

TE28: 3] TR AZ PR ARG, BATRE — 1T

Dear Sirs,

Your message has been received. Thank you.

It is difficult to understand your inquiry of 56mmx80mm waterproof speaker which can handle
102db, because through our vast experience, it is almost impossible in technology. Can you supply us
with your sample? If so, it would be big help to this project.

Hope we could work together.

Yours faithfully,

REAR, XEWAFAREBEL, BRIETDRMR, ERN “ERE 2T, Ik
ML, & . B IR S PTRDR SR A T it s, TERAREIR, REREEBR, AL,
FIXX AR, BATHRE—T A — A,

Dear Mr. Jones,

Thank you for your inquiry dated April 9.

Regarding the product you are looking for, currently our factory doesn’t have the exact
specification as you mentioned. We would appreciate it if you could supply us more details about the
product you need, such as usage, product structure, material, working condition and so on. That will

help us to see if we are able to meet your specifications.

Please take a moment to review some similar products in the enclosed catalog. They are all of

high quality and have been exported to many countries worldwide.

Thanks again and we are looking forward to establishing a business relationship with your

company in the near future.

10
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Any of your early comments will be highly appreciated.
Best regards,

Chen Rong

Director, International Marketing

Zhejiang Golden Textiles

BTEWARGF 2 TR BIEEX U RERE 2 XS 7 (R, NIRRT ERG Y, R n] DLOR B A v
TEEEMNLE . ARME, FREMREXAESR.

ER¥] specimen Letters il

1.4 Block Style *F=3LA/FF %A

XA, TTE ERNE 177, SEEM, Bathl, FhmsEER, MHEN
Ul S Ul S0
(1)

go&mmquoﬁmwn

1 J&J Plaza New Brunswick,
NJ 089333 U.S.A.
Tel: 732-524-0400
Fax: 732-525-0622
E-mail: carrie@jnj.com
Date: 22nd July, 20--

Soft Health Care Product Corp.
Room 2301 Yili BLD,

35 Nanjing Road,

Shanghai, China

Attention: Mr. Wang . Import Dept.

Dear Sir,

Re: SHAMPOO

We’ve received your letter of July 10th enquiring about our JOHNSON'S™ Baby Shampoo

With Natural Lavender, but unfortunately, the stock of this product is running low due to the
heavy demand. But we will inform you as soon as the new supplies come up.

We sell a wide variety of Baby’s Shampoo. All of them are made of the NO MORE TEARS
formula. For your reference, we enclose an illustrated catalogue of our shampoos and we hope
you will find it interesting.

We hope that we can close business to our mutual advantage in the future.
Yours faithfully,

Johnson & Johnson
Donce Fengocon

Doris Fergoson
(Manager)

11



