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Layout of Business E-mails

T8 55 HL T 1 X

1 [E PR 4 16 sh b A5 R R R 55 IR RS BB S KRN FE R Z —.
7 45 v, 1 S P 5 4 o AR — B R 7C U, BV clarity (7 B7) , conciseness ( &7 i) ,
courtesy (7 #L.5% ) , consideration ({415 ) , completeness ( N %5 5¢ %5 ) , concreteness ( EL{K ) |
correctness ({5 5L M8 5 1) o BRA, Bl 20— BH 80 B 5515 SR IMTE i ke 35 A S K
FUEA . &PMA MBS R A AR IR —HIZ,

B, T BB (ks A R RO s AR R AN ], AR B E B 8. K AATEAC
REHRA, AFEEEMERBESAMREEAESET, IHRES NSO
receiver’s e-mail address ( Y {4 A HL FHE{F ik ) , subject( 3 #51) , carbon copy ( #/3% ) , body
( FEAKFRAY) , attachment (FiHF) 5

R 14 7=
i:fg:l:?:m} '1 L:é‘sc;@ﬁj Oraft autosaved at 3:07 PR {0 minutes ago)}
To: wen yatex‘@ﬁn{ail! com
Ce: ;t.sstine;iau@hotmavi com
Bee!
Subject: Purchase Contract
& ¥ Purchase Contract doc (apphication/msword) 728,00K

Adtach another file
B LY FAg D s S EE E S E L sPanTed

Dear JH

Please find attached the Purchase Contract Mo A106 and let me know whether you think it OK

Best regards
Susan

1) To: BEAZ BB W A+ WRAF bk

2) From: BtA% SRR & 1F A 2 FR K v MR- i

3) Date; it B30 B A TE,

4)“Ce” Fl “Bee” , AR AR NAE L IO AR i (5 I 0 A 45 1 50 =0, B
BN, BIAE Co Ji BMBEAD 2 A v 7 5 4 b 1l oy 450 4503 5 i SRS AR LR
PR NS X 3HE $P % 45, WIAE Bee(blind carbon copy ) 4RI S #7038 A fy et 7 iig
PR, X SRS PP IE . AN



2 SRR RIE s

a. Cc;marketing department@ hotmail. com BH 1% 45717 3758
b. Bcc: mr. william carter@ hotmail. com K545i£ 4% William Carter 4G54

5) Subject: 7, BIZMRAFSE H aibr . BRUHRH AFESTH B SRR, B 5%
BEIRITE NN B3, BEHYIE S -4 R EAN EE B RS TENE AE
WH T EFTIFXER, 5 R 5 | AR R AR A, A LU R py SCin i
BH R B A B Tl B, P _A AR R S . BRI T A SR, Biln:

a. Item No. 178 packing &F 178 5 7= 5, i3 2 o] f5

b. Urgent!!! E& !

c. Please Amend L/C No. 190 ASAP . Important !!! FFE 5 B % 190 S5 HE,

HE!I

ER - HES R

jiiife

TIHIEE

i
4

6) Attachment: FfHf4, AT ZERR A HoBOCCHE B A% BEAERIBHAROIE FE . #i4n.
a. Agreement No. 200811 5 100811 Sl F

b. Picture for sample No. 101 %5 101 SFE SRR H

7) Body of the e-mail: B FHE#E A F IS, 545 1E o

a. Salutation FRIFF

B4/ FIMAE , — R Dear Sirs, NIRRT M4 A F0 38 B4R R4 A, gk of e i 44
A BERE R AT, M0 . Dear Mr. William; Dear Rick,

b. Body of the Letter {5 A

S50 B25 H1 TGS B2 RS Blook Style(5¥3k) & Modified Block Style (i
BF%k0) . Block Style BMFERMBAMIRE , Ag ik, Bikzb=E—EHiT, a2
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TAT P BAN SR A —MAEELHRRBRE. HTEMR A KR Modified Block Style, B T 4%
RAGERE LRI, R B WIS AT, XM —F A LA T, 55— mn]
Dy AEWOHR P A B AR PR o LA 43 31 R 3 A 2 1 £ oS 1

Block Style

Dear Sirs,

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. We will inform you as soon as the new supplies come in.

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.

Best regards,
Johnson & Johnson
Doris Fergoson

Doris Fergoson

( Manager)

Modified Block Style

[;ear Sirs,

Re. Our Offer for PDA Type III-H
Thank you for your interest in our latest Personal Digital Assistant Type II[-H.

As requested, we offer you 500 sets of PDA at USD140 per set FOB Inchon for shipment
in February, 2008. We require payment by L/C.

Because there is an increasing demand for this product, our price is non-negotiable. We
look forward to your reply.

Best regards,

Samsung Electronics

Lavis Kim

(Manager)
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C. Complimentary Close %5 &% &g
— RS 45 B, F R R A : Best regards, Y Best wishes,,

D. Sender’s Name and Contact Method, or company’s Name, Address and Telephone

Number & {5 A {43 FHK R J7 1% 80 R 2 8K Sk RT3 51

(@) EXERCISES

I. Form an English business e-mail according to the following information.
T3 e 8BS — B i THRF
BEN2E REACEL ONEHE, A AW E FOFE L.
WA B BRI TR . S5 AR A C M RAR AL
=2 1 : Porcelain and Jade Carving
HE:-B5E4H
EHINA:
We learned at the Guangzhou Fair held in April this year that you are a large buyer of
Porcelain and Jade Carving. As we have been handling these items for many years, we
wish to take this opportunity to establish business relations with you.
Chinese Handicrafts are famous for their superior quality, excellent workmanship and
modern pattern. In order to give you a general idea of our goods, we are enclosing a
brochure and a catalogue for your reference.

We are looking forward to your favorable reply.



Part One

Introduction 4} 48

Lesson 1 An Inquiry 5

RPN S AR —REED R AR BT UR R AR
o WAL, FRMT RIS T T B R 07 o T ¥4 W sl 8 0T i 5, TG 1 % 7 R 4 26 F
A5 AR BRI o T SRS, LT IR A — IR LIRSS 5 1 LB R X & 4
HRARBELGERT VAN LR DR SNES, BN ZM, TsE
B MG RIHR K R, ORI 978 5 S i R4 ST B o I B W 57 7 368 i O 45 2K 4
EaR, SHENHITRANGSE.

g A chenjun@ knitshow. com

MGEHGRE | BnEbat | g

FH Inquiry for Baby’s Wear

BEARBRAE | DA ROA f B 4

Dear Sirs,

We are glad to learn from www. alibaba. com that you are one of the leading exporters of
baby’s wear in China. Now we are writing to inquire whether you are willing to cooperate
with us in OEM.

We are a large dealer of baby’s wear, having many years’ experience and extensive
connections in this particular line of business. Our brand “Angel” enjoys great popularity
in Europe and North America.

If you're interested, we would like to start with 1,000 rompers as a trial. Kindly let us
have your lowest quotations, terms of payment and delivery time. Details as to the

drawings, sizes and fabrics will be sent to you after we sign the agreement on intellectual




6 ShRRER 2T ")

property. If you need any information regarding our financial standing, please let us

know. We are looking forward to your early reply.

Best regards,

Sophie Clinton

Lark Trading Company Limited

2010 Middlemarch Business Park

Siskin Drive,Coventry , West Midlands CV3 4F]

Tel: x x x Fax:. x x x

1. inquiry ( = enquiry) : n. ; inquire ( =enquire) v. W&, W, 0 ; 0], 2E i)
Thank you for your inquiry of Jan. 10 for our Arts and Crafts.
R T — R+ BX R L,
Quotations and sample books will be airmailed to you upon receipt of your specific
inquiry.
— WL EMR T W B A, B A SRR A
We will make an inquiry into this matter before we can give you an explanation.
B SERE TG ELIRITRRE,

2. www. alibaba. com P B 0 0, R AR 55 M , S BREFSEHY B2B TR B3
R =g

3. exporter: n. I E importer: n. #F @Y
We usually get 3% discount from the European exporters.
FATIE H AERH I O AR AR R 3% Hdrd.
After the USA, Japan is the second biggest importer of oil.
HARMKEZEHE ROam#taE,

4. OEM: Original Equipment Manufacturer F948°5 | Bl R 45 10 25 i 185 7% , 78 6 Ak
FEEE BRRC MR

5. dealer: n. A, 28
We are major dealers in the line of textiles.
ENRGE AT EELB

6. connection: 5K, M 51EN ;£ BAIKA
The company has wide connections in North America.

BaA LA E) 2R TR AR
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We have received a number of enquiries from our trade connections for your raincoats.
BRI AE A ENF 24 RIRTT TR AL
7. line: n. 47k ; (5XHI8) B, 2R
We have been in this line for years.
BAIIMF AL EHZE,
This is a new line of ready-made suits.
X R RARRAER
8. enjoy popularity: SZWH , ¥4
MR B 1E LA < to sell well, to sell fast, to find a ready market, to command a good
sale, to meet with a warm reception, to be well received, to be popular with
customers %
Cashmere coats always sell well.
FFEPR(FE) RKBE R
We are sure that our garments will find a ready market in your region.
BATEER TR (b X A R R B B o
Digital cameras of good quality and moderate prices command a good sale in our market.
R 47 M M IS A BB AL B AL T S B B AR AT
Our ceramics have met with a warm reception in the US market.
AT B B TE R T 5 AR Z W
This new product of ours is well received in Europe.
A3 — 357 7 i FE BRH AR S0
This brand is very popular with young people in China.
A A T EARSZ AR ARG
9. romper: n. (HEAK)TEE

10. trial: n. {50 ;1A adi. REH), XA
You can buy any of their equipment on trial/ on a trial basis, and if you don’t like it
you can give it back.
AT AT AR B A8 AR BT FT LA KR , SRR A Bk el LGB 52

He was employed for a three-month trial period.
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fhZERH=1TH,
As this is a trial order, we expect to make payment by D/P at 60 days’ sight.
B FXRE—HIRITH, RATAE L 60 KEAM A7 XA,
11. kindly: adv. FRFERER
If you can supply this article, kindly airmail us a few samples.
A REBLRL BT , S HR LR
To avoid delay, kindly address your reply to the buyer directly.
St R BLIR AT ], T E R E LT .
12. quotation; n. i quote: v. RHr
Please make/give us your lowest quotation for Nike basketball shoes.
TR S M EREE R AR .
Our quotation is subject to our final confirmation.
IR IR T IS5 A e
Please quote us your best/lowest/rock-bottom price CIF Liverpool for Art. No.2908.
TS 2908 # B ANz {R 32 FI 40 B R4 o
13. asto XF;EF
There’s no decision as to when the contract might be signed.
KT G R RRE
As to how we’ll pack the goods, we’ll talk about that later.
ZF T ey, BAIUG Hik,
14. fabric: n. HR, R, 44
15. intellectual property : 1iHr=f¢
16. financial standing: #4&4RA:, FIGETHEH
17. look forward to sth. /doing sth. ; 7,
We are looking forward to your early reply.

MR B ERITE R
(=) EXERCISES

I. Translate the following English phrases into Chinese and Chinese phrases into
English. FT5Ei&,
specific inquiry
leading exporters
extensive connections
line of business
financial standing
AEZERE
AL



F_' Part One Introduction 43 9

kAN
T

II. Multiple choice. j%32%T

1. We are a specialized corporation, the export of animal by-products.
A. dealing B. handling C. dealing with D. dealt in
2. It may interest you to know that there is a good demand here for Chinese Black Tea
prices.
A. at moderate B. in cheap C. for low D. on dear
3. We thank you for your letter dated March 18 our silk blouses,
A. enquiring for  B. enquiry for C. enquire for D. enquired for
4. We are pleased your enquiry of July 15 for our baby’s two-pc sets.
A. to receiving B. as received C. receiving D. to have
5. We’d like to inform you that moderately-priced goods of fine quality will a
favorable reception in our market.
A. meet with B. meet C. receive with D. give
6. Kindly us particulars as to your terms and conditions.
A. giving B. gave C. to give D. give
7. We are looking forward to from you soon.
A. hearing B. hear C. heard D. be heard
8. We owe your name and address Italian Commercial Bank who has informed
us that you are in the market table-cloths.
A. from, for B. to, with C. from, with D. to, for
9. We'll appreciate it very much if you can quote us your best prices Sony
Brand Color TV Sets of 24 and 29 inches.
A. in B. to C. for D. with

1. Complete the following sentences in English with the phrases given below. B THER
LHMBESKAF,

to have an enquiry for to welcome one’s enquiry

to be interested in to enjoy popularity

to learn. . . with pleasure to quote/to give(or make). .. your quotation
to be in. .. line line of business

to take the opportunity to as to

1. BATGESR S 4 H 22 HI¥i## and thank you for your interest in our products.
2. One of our customers Xf FAl]AHE LB SO,
3. BATAE #wHr #—4) for 800 dozen silk handkerchiefs.




