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Chapter One Business Letters - A

Chapter One
Business Letters

Section One

The Structure and Layout of a Business Letter

— I E R BE NG BT

(—) {53k ( The Heading)

HEPRGEANMAERMEGFEHHBERAEL. BREFHEZEA
—ERAER B AL e ETEERSE,

SANAB S E A 15 K (Letter Head ) , 3% & 5 A 1tk 4 i
HEMAE B FEME R BESH . AETH (R REa R
F) AEEZEEMEAAMARE(K F RS FELR—IFNER
S b ATfEM R 1E H 4K (Date Line) FHE AL T . A %Gk
B REAFERARSMES FEN FEENERHREGSH, DEER
JEAE

FHENA 15 3k BIE A8 4T M L 15 L 38 2 BRAE 6 € R A2 9T b B I 5h3E ]
PITEE XS (MRS ES%). THHEEFETI& A

1LLERNZELE N, NEHES (15) k£ (2015),

2 AMEERXAR ARAKFRAE. 0(3/79/99) FAGELEIE
XA PER.

3.AMARE A4S, I Aug. £ August, Oct. {8 # October, {H
May, June,July A B fR& , A MY T .

4. AAERA1,2,3,4,5,-+,11,12,---,21,22,23,24 ,--- 31 %
i A 1st,2nd,3rd,4th,5th, -+, 11th,12th, -+ ,21st,22nd,23rd,24th---,31st
%o S HEEH T BRAR, A — e .

H¥IE FHLAS .

1) June 5,2015

2)1st October,2015



‘D Sh FEiEE b

3)30 Nov. ,2015(30 November,2015)
4 ) November 30th,2015
HEE A A H 1 2Z 62 A R R TF S Z AT A ATE S5 T
KX GG, ERAAREXBEART
AR O, — A RA B B E R E A, IO RS 50, 40 &
fE AHbhk e B — 356G EA (RS H SR E i) A&
(a)136 Tower Street,
Toronto 4, Canada.
May 17,2015
(b)P. 0. Box No. 1752
London, England.
Jan. 15,2015
(¢)6 and 7 Clifford Street
London,SW7 2DY , England
Jan. 15,2015
(d)P. 0. Box 1079
Beijing , China
Jan. 15,2015

L}
1) (a) (b) RRGIAT R, 47 045 T Ak AR = 46 2 £ (o) (d) 2
Tk, BTG

2)(a) (D) BIAARARENS & —fTHAS HAHES HHF
AARHBERS () () BTZEAABARS. ETEITZAMZH
P s, ) M A7 AT 20— AR

3)— M, TS 58 2 Z A REES ST, [Hik i 4 M E 4 Z
] 2 5 8 T o 3T 4 JE A R B 8 % (W1 London, SW7 2DY)
SR AR XS o AR DX, T R R 215, DR UEAE R 5% .

4)(b)P. 0. Box No. 1752 J& Post Office Box 1752 455 , B &5 1752
{54 :(d)P. 0. Box 1079 24 1079 S{544.

(=) & A4t ( The Inside Address)

ZOBAN G A FE— R EFNEFSEHE L, EREGRZT,
WATGHA G R, Bt 58 At Sk E . FAE%E A2 Kb
HEMM THEAER., dEEANS EREHL:—RRERTSES



Chapter One  Business Letters « 3

HoRERHEL IR B AR BN R A 2R R KGR ME T HESHER, (E
FUEER, MlfE A, @A A — 2 G A E, kR
{5 B 22 FRAE -5 B 22 FR AL AF , 7T LLRLIE 2 A (5 BB R A 65 1R
frik [l — R WE e fE s S 05 iR o B R R R s e 8 T &
WefE A\ 2 Bk B9 4% X 515 Sk i S R B A0 2 —IF 5 Ll
WA WT LA (L E L, 7R3 T 44 5K 5 S M 2 FIHEX S )
(a)Messrs Hawker Sideley International Ltd. ,
32 Duke Street,
St. James, London,SW5 3DY
(b)Messrs Williams & Werner
36 Tower Street
Toronto 4 , Canada
(¢)China National Machinery Import & Export Corp.
Erth Li  Kou,Hsi Chiao
Beijing, People’s Republic of China
(d)Mr. C. E. Eckersley
c/0o Messrs Longmans Green & Company
6 & 7 Clifford Street
London SW7 2DY England
BB : (d) 7220 W] & PRI HT AN o/ o care of ) , 3 B & B HLH 38 , Ud
AfER—HRBAG, Ed A A H, BBCEAESR, A EHESMNE AR
7 [0 R B ik LARI , o — g5 Hk 15 1 B 3l A F 3% 38, T AR TF,
PIfiRe . MFEMX T2 N, FRERER SHERELZ D ABA,
AT LLAE 32 {5 A48 FRAE I F 1T 804 710 Attention B Attention of 45 4%, 5
73 Il
(a)Biddle ,Sawyer & Co. ,Ltd.
Hadden House
Fitzroy Street
London ,SW8 25DY , England
Attention: Mr. H. A. Donnan, Export Manager
(b) Biddle,Sawyer & Co. ,Ltd.
Hadden House
Fitzroy Street



iy PN ET LY

London ,SW8 25DY , England
Attention of Mr. H. A. Donnan
(e¢)Richard Thomas & Baldwins Ltd.
151 Gower Street
London,SC7 6DY , England
Attention Mr. Cave
(d)John Morris & Co. Inc.
O’Sullivan Building
Baltimore , Maryland , 10026
U.S. A.
Attention of Purchasing Manager
AR E A 5T AR 4, S FRERE .
(e) The Ministry of Building Construction
P. O. Box 816 Beijing, China
- 35 B KK 2 158 7 Itk 4% B e LA “ Messrs” — ) ( Messrs /& Mr f9 &
2, IR B ¥E3C Messieurs) KR & S o Messrs —fRUIR R AL A B Atk &
925 7], % FIAE A S £ (impersonal nature ) 7 #F i) 4 FR 1 it 44 #4910 iz
P2 M2, 44 R 3Ch AT & A “The” , 8] LA I The™ , 40
The Universal Trading Company
London Export Corporation
The Standard Oil Company
China National:-+Corp.
ER BRI REMRANGE T, B A FREE SIS A (40 Dear
Mr. Liu) , Bt PA— & o] S 2 S P ok
( =) #RFE ( The Salutation)
X EE AN ZAE AR —FhFR 0, HAL B R s hk i T 1 % P
11,3852k, BEISMHAE b — o R PR E A
i 2614 FH Dear Sirs ( S8 £ ) , AN BB 8k i Sirs, Gentlemen A fig
FHEH
A K A Dear Sir( X — AL 36 F 44 7 58 A& A ) |, Sir( 4 BUR 5 %
BRIEM). WA, AFERMHEALT LLAH To those who may be concerned uf
To whom it may concern 3 /R FRIFF ,
AN FL bR 4 B Dear Mr. Brown, My dear Mr. Brown ( X} J7 & 2 %% /&



Chapter One Business Letters + §is

5, 0] i Dear Sir, "t & &, W F “ Dear Madam” & “ Madam” ) , XU
N B 0 2 Tk FI B B, B (8] 82 % 2 9 5 15 8K & Dear Terry Brown,

PRPE SR E bR A, —EHES (), AHES (O ESS () HERE
& K AR EF , Centlemen J5E A HE S ()W, FEE, FRITE
B3 — M FREKRE {0 My dear Mr. Brown B ] dear | A A KE

(M )ZE M ( The Subject Heading 5 Caption)

HHEERFETEMTT, ~BREEGE PR MM E , HFLE0H
AFHWGAER., FHMERRFEXNFHREARE T EH TR %4
SN ADEFEEET LSRN ERERE. ELFRECHAA
L XA LA e A, iR A A SR A kT R
2L UL R SRR B E IR A R S BRI RT . A AT E A0 L Re:
(FTX), BRE“XRT”, B “FHH", HEARRHE X referring 5
regarding FI45 5 (WA (F , Letter 1) . FiA A A “Re." & H A A A
WEEF, WEHNERR,E—-aEREARE, IARSEH., £
HHT , FHAEEE,

( # ) F3kiE ( The Opening Sentences)

Tk ERA G — s, (B 0 L2 & B8 K BRIk
FRHH RS ES ETEERAAEMUEEAR, ExdF—H TR
XEFREEW—EREH ., WREE—KHEE, to] LA I L5
VEKBENA FRAEWER., FLE-RESHFEMEXHIF, BR
—W,XFEEEWH T, BHATALEE, v aEE, ¥ 48X g
kg

(75 ) {SB9IE3C ( The Body of the Letter)

XEBFEMEER, REEGFANEL. UL ELEREXE R
W IE X B BT LEN T E. RE\ESOBESREE, 8+
LEEN B, BREFR.

W SRAR B A SCAR A, — TUARAS 8 FH i 5 9 ke s 250 ok 6 L, 1 ZE B T |
WEMZEALAR BH IR, BUEESEL., XENT BEE— T
MBI B=TIERGFENRE. AKTHAEADPAGELNER, X
AR RESRE T

—Page 2 The Universal Trading Co. ,Ltd. Jan. 7,2010

() 4 Ei5 ( The Closing Sentences)

BERIE — AR B E A SCRT IR F I, IR X 325 ARER, I8
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of BRI Bl HL AT 4R A A i) W) s AR 0 B RS B A, 2y SN B i — SERg A K B
MiES. EMMNEEEXESRZ G, AE—B.

HRIENPREE.

(a) A AT I E a9, Blan .

Awaiting your good news,we are,

Looking forward to your early reply,we remain,

Looking forward to receiving your shipping advice,we remain,

FE:AARMHES AT,

(b) A R 5E % a7 /), Bl an -

We await your good news.

We hope to receive your early reply.

We look forward to your shipping advice.

RFXFAE L, RS -—MEL AT IARHGRIER . &
AR RSl B, B % we are,” B " we remain,” B9, {HE HE F: “we
remain” A F 56— YOETE .

(J\) & E#%Li7 ( The Complimentary Close)

45 RALIE R eSS R B 1) — Fh B, I I T A R I AR 0

Bl 4n

k% bR 4 F Yours faithfully, Faithfully yours, Very truly yours, Yours
truly, Yours very truly, Sincerely yours, ( # %6 3£ B @17t & H F @& olk
&),

/55 R 14 ] Respectfully yours, Yours respectfully,

22 AL oK {4 F Sincerely yours, Very sincerely yours, Yours sincerely,
Yours very sincerely,

HRIBEEEL RBIE TR 17, N IE P aing m £ i 'S & , ok oA 45l
ANMEHGR ., ERN—BEH Yours HLE A 1l , 1H 56 [ 48 &Il 7] 55 7€ /i i o
A ESHNEAEE IR we remain (are) " EFRIH , S A

FEEHAES-ANFEKXE,JFHEMES ; H Yours AR Your, 5
Yours 3% i i) — %€ &4 ly #9&1

(/1) Z 2 ( The Signature)

RGBT ETSNARAKRE T, BAHRTALER, &
ZW T EAMEX T THRERANGES B, AT LT, oA EF
WRME R, AR 5 R 5 PF ik, BT W0 Managing Director” (B2 3 ) |



