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LESSON 1
Letter-heads

(1) We have studied the different parts of a friendly
[frénd/1i] letter, and we shall now study the business
letter. (2) A business letter has the same parts as a
friendly letter; but the address of a business man or a
business house is usually printed [prin’tid], and this part
is called the letter-head [1ét'ahed]. (3) We shall study
below two typical [tip/ikl] letter-heads.

I
Cable Address THE GREAT CHINA CO. Codes Used:
TACHUNGHWA Importers, Exporters, & A.B.C. 6th Editions

SHANGHAI Commission Agents Acme, and Private
EXPORT DEPT 34 The Bund
Shanghai, China

Reference No‘u—-———a---—-—--«-—— R R A e 9 194......_0

IT
WORKS The Hwa Shang Can Co. Telegraphic Address

gﬁgg{]ﬁf%tﬁ‘ﬁ‘ (Manufacturers of Cansg 08829 Hankow
of All Shapes & Sizes)

SALES OFFICE CODES USED:

7 Chungshan Road SALES OFFICE Bentley and
Hankow, China Private
& =
1. friendly [frénd’1i]: FENY, 38 busincss [Liz/nis]: FH¥E, B8,
B, L0 —riendly letter: ——buginess letter: FERS1EHL,

A EafE, B & 15 605048~ 2 busiacss man: A, K%
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business house: Filko
print [print J: EDAI,
letter-head [181/0h8d]: #1558
B2 S,

3. typical [tip/ikl], =% tip/ikell:
T SARE o [$85780):

It 7¢ (LTl e, m 1, 4 %,3%

(1) cable [ka’bl]: #EIEmEY 6
=" fy,——cable address: T
BSR4k, [(4&:3)

(4) export [8ks/pori]: kM, O,
department [dipai'tment]:
By, 88, (MEE dept.) —
ez rort department: [H ¥R,

(6) reference [rdf’rons, _ff e
%] BB ——Refcrence No.
i R E

i1 (1) Co.=company 2,

(2) importer [Impdi/to]: #& AT,
A OB, [H O,
exporter [Skspé¥/to]: ¥k HiH,

(3> commission [kemish’an]: Z&

%

FE RN AERS
agent [a/jont]: ALFE A o~
commission agent: (SZHEITMIR
WA AREEA

# (1) code [kod]: BB

(2) A.B.C.[a’be/s8']: mBHEEHo
edition [idish’/an]: HWETHR.

(8) acme [dk/mi]: [, %cm; (LB
iR —HEHEE NS,
private [pri/vit]: £.Fn9; (I
RIR) B BERNE S [ Wk

I: 7: (1) works [wéTks]: T.3y,T.

(4) sales office: &t IR, B,

¥ (1) can [kdn]: {#5H. (%4a1)

(2) manufacturer [mdan/afdak’-
chars, 5% -fik/chra]: Bk,

(8) shape [shap]: R,

#i (1) telegraphic [t81/igraf’ik].
B CEERT Y telegraphic
address: PER R AL

(4) Bentley [bsnt/li]: A4; (Bt
LDkt T RN

%

(A) BHRFFRHTPMHHAT WZRE, GIANA NESEIA TT2)R

e HITAEL B BT FERBED 112,

(B) SHEIRIS B R E AR, WABUR 24 B XS A WY M 195k
B BRIE IR B EULEE, ARSI LA R n e B, TR BRI, 2

T L, DU AR B A,

(C) Codes Used=Codes which are used= “Fi BIYHL"s

(D) v ) 194... SE--fTRMRE WL L NI,
" z
(GRS EN B % 5
print printed printed
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L B HO¥ O
department departments reference references
importer importers exporter exporters
code codes size gizes
manufacturer manufacturers shape shapes
letter-head letter-heads can cans
edition. editions agent agents

4] RUSSRSET el
(1) pardon, (2) puton, (3)spend, (4)sweep, (5)try.

LESSON 2

Announcing the Establishment of a Firm

Proprietor WANG Al-LI EXPORT CQ. OCable Address:
% 13 Kiukiang Road WALEX, or 11696
Manager st hai Obd Shanghai
WANG AL-LI angiad, Lilus Codes Used:
A B C. 6th Ed.
Ref. No. AW. 1 and Private

July 1, 194,
Messrs. Winkle Import & Export Corp.,
246, East 47th Street,
New York, N.Y., U.8.A.

DEAR SIRS:

(1) I have the honour [6n’e] to write you about the
establishment [ist&b/lishment] of my own [6nl} export
house in this city.
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(2) I have been connected, for years, with the Chinese
American Import & Export Co., first as a buyer, then
as the head of their buying department. (3) Since the
beginning of this year, when that Company failed, T have
been investigating [invés/tigating] the conditions here;
and, after due [du] consideration [kensid/oera’shen] T
have established [istab/lisht] an export house of my own.

(4) As you were an old customer of the Chinese Amer-
ican Import & Export Co., it is not necessary [nés/asori]
for me to tell you about the good connections T have at this
end. (5) However, I may assure [sshoor’] you that you
will receive the same satisfactory [s&t/isfak’teri] service-
[sér'vis] from me as you had from the old company.

(6) My terms of payment [térmz_ov pd’ment] is also
the same as that of the old company

(7) Tam,
Yours very truly [troe/li],
Wang Ai-li Export Co.
Wang Ai-li

per
(Manager)

(8) WA/BKT

<3

7: (1) proprietor [propri/eta]: B}
£i#, A M T8k

i (1) cxport company: N AR
Messrs. (= Messieurs 2,
B Mr. ;288 [més/az]: B304
%ﬂi-ﬁ%o
Winkle [wing’kl]: Ao
import [{mn/pért]: #&A, N,
(&50)

&

corporation [kd&X/paril.
shon]: 257l (METE corp.)
(10) New York [nd’yor’k]: §t#,
(N.Y. = New York)
U.S.A. (= United Slates of
America): SEli4 5B KM,
1. honour [dn’o, h 4:5]: £,
establishment [istab/lish
moent, 8s-J: [Hik. (#4F)
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own [on]: ({eBif KR4 AR esory, SIS =A97CF o Wi
RAFZE) HEM. -sri R ] MER,

2. for years: YiE, 5% at this end: (F£3EWR), #3825,
head [h&d]: =1%o b. assure [eshcor’]: [ ~ #ES
buying department: {EI, RV

8. investigate [invos/tigat]: 7 satisfactory [sat/Isfdk/tori,
o B -tril: & AT
due [da]: w81, service [327/vis]: fi¥5,
consideration [kensid/ara- 6. terms [téTmz]: &k,
shon]: H¥, kG =) payment [ pa/ment]: 4k o ——
establish [istab/{ish]: BHER terms of payment: {F5kiy¥o

4. necessary [nds’iseri, sk nés’ 7. truly [troo/li]: @3k,

oa &

(A) messieurs £ monsieur ZHiK, monsieur=my sir=Mr.;
messieurs=my sirs, monsieur i [mosyéT’]; messicurs Y [mas'yérz],
=% [ma/sy&i]; Messrs. ) messienrs ;2 i, figH [més/oz], = [mis/yoz],

(B) “fa0" BRIk 4, X2E 4, BIDERGS R RINESE hUTE M, 50
85 New York, m¢ New York Cily, &G0 & 2,

(C) SHERAA 28 0o, AR AT 3, WIARE 48 — A1 110 SR

(D) connect $& connection FT4GR WP EBAFEE LIS, be
connected with X company Hi “f£ X company i#"; = conneclion %
AP 20 HEE .

(E) Yours very truly, J3RARET X BARAR NIRRT, |

(F) At Yoors very truly, 2 FHiAl 15t Wang Ai-l, SEARFE FEH)
S, per & B MWEE,

(G) WA/BKY RI&ESMEH WA (E5A) @ HAs BKY (fbaysiny
FRMA WS —ETREIT. PSSR HERA T ENSIFR A, T4
W E (R SR IT v, DR SR B

& g
(BE) mERMK & 2w i H S|
investigate investigated investigated
establish established established

assure assured assured
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HOM 87 ¥ k4 B
proprietor proprietors  corporation corporations
Mr Messrs., establishment establishmenis
service services consideration considerations
honour honours payment payments
commission agent commission agents
import (export) house import (export) houses
export (import) company  export (import) companies
business house business houses
business man business men

(ER) =R HBAER ] Sink:
(1) teach, (2) understand, (3) want, (4) write,
(b) receive.

LESSON 3
Making Inquiry
Cable Address: THE WINKLE IMPORT AND Codes Used:
WINKLECORP EXPORT CORP. A.B.C. bth Ed.,

N B l 5
New York 246, East 47th Street  popugry
New York, U.S.A.

Reference No. WA/1 July 25, 194 .

Mr. Wang Ai-li,

Messrs. Wang Ai-li Export Co.,
13 Kivkiang Road,

Shanghai, China.

DEAR MRr: WANG:
(1) Your favour [fa’ve] of the 1st, inst. [in’stant],
has had our best attention, and, before we speak of
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business, allow [elow/] us to congratulate [kongriit/alat]
you on the establishment of your own business.

(2) Asregards [cigd¥’dz] business, our present situa-
tion [sit’tia’shon] is as follows. (3) Since the failure
[fa'lys] of the Chinese American Import and Export
Co., we have been doing business with Messrs. Foch,
Shaw, & Co. of your port [port]. (4) Their prices are
considerably [kensid/erobli] lower than that of your
old company, as the enclosed [inklo/zd] statistics [stotis’-
tiks] will show. (5) However, we have to open letter of
credit [kréd’it] to them, instead of payment against de-
livery [diliv’eri] as was the terms of your old company.

(6) Since you are ready to grant [grahnt] us the same
terms as your old company, we shall be glad to place our
orders with you, if you can meet us on the question of
price. (7) Please write us your offers [6f/ez]. (8) If satise
factory, we shall then place a trial [tri’s1] order with you.

(9) Yours faithfully [fa/thfesli],
The Winkle Import and Export Corp.
Fyritz S. Lee

per
(Import Dept.)
(10) FSL/'YM
(11) 1 enclosure [inklo’zha]
% 5
1. favour [fa/vo :(fLFHERE h) = kdn J: B, o
AT e (1% inst.) 2. regard [rizd¥/d]: BRI TRMR.
instant [in/stont]: A F, (R ——as regards: BIRY, Bde
hes had: B2{3%o present [préz/nt]: Z17E,
allfow [elow’]: #:5r, situation [sit/Gi/shenl: {9,

congratulate [kangril’ulat, as follows: M Fo [h5is,
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8. failure [{a/lya 3% fa/lur]: %

follows, 1 it AR ‘“5&H MM WA HHETIALETo
(D) & trial L4, TR

G

NS

$mport and export company: i
Jiign i PN

port [E6Tt]: # M,
considerably [konsid/orsbli,
-drabli, 3 k3n-]: &, Mo
enclose [1nkio/z]: A, Ao
statistics [stotis/tiks]: #kito
credit [krad/it]: 1EM; (ME)

iR ERER e letter of
credit: FEolBRAES AR
Ko

against [0gad/nst]: Hi%,
delivery [diliv/eri, -)iv/ri]:
2R, R ——payment against

i

13,

delivery: A3, I K E Ko
grant [grahnt]: 87,7050
order[ST/do]: 5258, e B8 o—
place an order with you: [EEK
o

meet [mét]: 414 B8R,

offer (3f/a]: fti (BKIS)H IR,
trial [tri/e!]: shfjt,— trial
order: RINTE XH
faithfully [fa’thfooli, sk -fli]:
B o——Yours faithfully,y
SR VSR BOET R T, 3 4 e
LR EEE -

enclosure [inklo’zho]: f g
(FEA )R 4o

(A) favour & “BFE"" A ARMNEHANNE,

(B)

instant Z gy inst., WALREENE LTI,

(C) as regards, as follows, FRMi40, 2 AR as it regards, ag it

S22
araid,

[57s

trial order &AL A R--E%

(E) 1 enclosure, SEBZEA — M TE AR &, B RD B F—"",
(F) statisties RS MHEM GBI “Hitge” fnrrsmg,

& g
5 1 w5 3B 5 b D RS X5/ M T
allow allowed allowed
enclose enclosed enclosed
grant granted granted
meet met met



4. REPLYING THE INQUIRY 9

B OB #/ " H ¥ # B
favour favours situation situations
port ports failure failures
delivery deliveries order orders
offer offers enclosure enclosures
business ~—— statistics (418 ) statistics

4] RIRACIR: I Hk:
(1) affect, (2)agree, (3)apply, (4)assert, (5)awaken.

LESSON 4
Replying the Inquiry

Proprietor WANG AI-LI EXPORT CO., Cable Address:
& T WALEX, or 11696
Manager 13 Klukl:%ng Rfoa'd Bhanghai
WANG AL-LI Shanghai, China Codes Used:
A.B.C. 6th Ed.
and Private
Reference No. AW. 2 Aug. 14, 194 ’

Messrs. Winkle Import & Export Corp.,
246, Bast 47th Street,
New York, N.Y., U.S.A.

DEAR SIR:

(1) T have for acknowledgement [okn8l’ijment] the
receipt [risé/t] of your favour dated [da/tid] the 25th, ult.
[ul’timg]. (2) I wish to thank you for your spirit [spir’-
it] of ccoperation [ko-Gp’ora’shen] and will do my best to
cooperate with you.
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(3) After going over the prices of Messrs Foch, Shaw,
& Co., I found that their prices, although considerably
lower than that of the Chinese American Import & Export
Co., are by no means [ménz] the lowest prices obtainable
[ebta’nabl] in the market a few months ago. (4) On the
average [av"orij], I can allow you a six and half per cent
[pesént/] rebate [riba’t] on their prices. (5) These prices
are subject to a further [fui’/dhe] discount [dis’kownt] of
two per cent, if your order exceeds [1ksé/dz] three thousand
dollars gold.

(6) Let me assure you that they are the lowest prices
obtainable at present. (7) In the future [{i’cha] it may
be a little higher or lower, according to the market con-
ditions. (8) However, be agsured that you will always be
given a fair treatment [tré/tmont].

(9) Hoping to be favoured with an order from you
soon,

I am,
Yours faithfully,
Wang Ai-li Export Co.
per Wang Ai-ls
(Manager)

(10) WA/BKY
3 =

acknowledgement [okndl’ij-
mant]: &2,

receipt [Tis8/t]: £l ke,
date [datl]: &8 H Yo (ZHI)
ultimo [UV/timé]: LA, (MK
spirit [spir/it]: §§#f, Lult.)

cooperation [kod-8p/sraf
shon, 5t -shn]: 41k (45)

means [ménz]: Jik B, —
by nc means: GEMRE), RS,
b N [BI#,
obtainable [obta'nshl]: wrf3



