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Lesson 1

Layout of a
Business Letter (1)

ol BRI RS R —TUEA R LSS, RERE ., Bl A ESE TRFSFE
WX ZMH, Wl fFRIMARRERENRE T L —, HEHEAMERE T8RS
FEEBRETER. Fi, ROTLIAENFRDLBERSE, &5, ROTLHFE
BlE L 5#

—. BlRERENEN

1. FRAEERSY

—H B BE AR TR HE

1) {53k (Letterhead) : W RKGEAA R M AFR, Hibk. BAESH ., 15 E S HEFHE
FEHb AL

2) HEffH# (Date Line) : 5{F5M4. A. H.

3) Nkl (Inside Address) : Wfg A/A R B FRAIHLAE

4) FREF (Salutation) : XFefE AR

5) IE3C (Body of the Letter) : {5 FEM, FUAE(F HMFEANE,

6) Z5FH#IA (Complimentary Close) : 43545 AT #ALE A1 .

7) %% (Signature): HEAMNES,

2. ¥Ry (EER ATARSE LS B )

1) B4 (Enclosure) : 1FBHBESS FTBAORES, . A ERHT H B0 5%,

2) #J3 (Postscript) : [FE 5%/, WREEALH EENFEERSAERARE —&, 7
FEEARMP. S, |, 5lHENARRTE,

3) &I N4 FR (Attention Line) : A EIE 5 K5 A LI T8N I EE

4) FHli, $58 (Subject Line) : HfFHREANERHK—H TR,

5) 2%%i'5 (Reference Number) : J T FAAR4 50 KM 55



2 ——HEAEXERE (FHEK)

6) $hi% (Carbon Copy, 5% CC): Wbk KT THRIE,
7) WATFHHE (Name Initials) . RBIE 5 AFIHTF B0 EE4 B FRAS o

. REHULEESMEBINANE. ARRAEXEESEM

L. ARiERR s

1) {fZ3k (Letterhead)

Blarh &G AR N E L, HARREREA—FRAEZER AL, T
HEH, ETFREARERS%, bk BIEENT .

© #fr, BATmAILEED 2 ~3 ANMFEREE R, bR E 1T AR, HARHE
A BUERA ARG SRS, Fln:

a. 36 Tower Street,

Toronto 4, Canada.

b. P. O. Box 1756,

Beijing, China.

@ FRAHFRF LK, BTN, BITRERAMS, ETETZARMIZRR
W, 2. - filn

c. P.O. Box 1079

London, England
d. 6 and 7 Clifford Street
London, W. 1
England
2) 5{ZHH#{ (Date Line)
%i. May 16, 2011
21 Jan. 2011 =f 21st Jan. 2011

3) ¥tk (Inside Address)

BN RWE S (HAT74), SEEBIEMRE, &Nk —B7EE kT
HIAFTUAT 4 ~6 174, NERMATMMALE R, stH4178 (na), SHFLK
(Inb),

a. Messrs. William & Werner

36 Tower Street
Toronto 4

Canada
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b. Mr. C. E. Eckersley
c/o Messrs. Longmans Green & Co.
6 and 7 Clifford Street
London, W. 1, England
4) FRWE (Salutation)
PRIF IR E 5 AR WS ARFRIE, HALEFES Nt & E 1T =2 ~3 17, JF5
Z ko ShRABE T — OB R FRIES

il pR 4

Dear Sirs,

OBV E R, fREfFsHhES, AHES. DO0ER, AREF Ml Sirs,
Gentlemen :

RO EAFMER A B ZM PR, Rt S HlE S, WA, H®
Bt ) ] Dear Sir,

WRBEATEHR B L L EM, B EH Dear Madam sz Madam, % #{ W] A Dear
Mesdames,

5) {§MJIEX (The Body of a Letter)

ERIESCRER ER, REEFEAREL, R0 RBE, F—hOoBA8
H—B, BRI IESCH S — A 855 — B, R IFkif (The Opening Sentences)
TFLEBRA R ERN G, B0 EHFER SR IRGER B, %' 5id
5. EEEFEBRNEMULEERGR, X —H TARXEFREEW —HEN, R
H—-YaEfE, Wel AT LIEELENARNSA, HRWBRMER, HERT, AK
FOLAE AR LiE .

FE45 i (The Closing Sentences) —f&HIKELA CHTIREINZ, #aRXTIL
HARESR, A BBE N RREORITEE, BEIIELEMFIE, KO8R ERA
e — B, il

(a) We await your good news.

(b) We hope to receive your early reply.

6) Z5EH#iE (Complimentary Close)

LSRR RATR R R BT, MY TR ERT . BURT —KW
HER, ENSHE PRGN, 0.

Sir, —Yours respectfully, Respectfully yours,

Dear Sirs, —Yours faithfully, Faithfully yours,

Gentlemen: —Yours (very) truly, Truly yours,



4 o—— AR BE (EDM)

Dear Mr. Smith, —Yours sincerely, Sincerely yours,
7) %4 (The Signature)

L RHGE N, —BRIAEEEANARSESEFRHKRE (FAAREARTT), Jf
HMATRAZEY . HAELWERERE, AESINE, FTUEEZS T RITENES A1k
LFHAGL, DAMEXS H7 T o

X— R EIAE A

(a) Yours faithfully,

THE NATIONAL TRANSPORT CO.
( Signature )
Kao Tingwen
Manager

(b) Yours very truly,

THE INTERNATIONAL TRADING COMPANY
( Signature)

Charles Smith

Managing Director

2. ﬁ%%%(ﬁ%kﬁm%ﬁwm%%ﬁ)

A. [ft4 (Enclosure)

nfE A B, RFEZE T A 1ER Encl. 87 Enc.  (EJ) Enclosure I4H5 ) o 4nfi {4
ANH—{4, NTEM 2 Encls. 53 Encls. 5, S(FE405BI0F .

(a) Encls: 2 Invoices ( ZZZHi{5)

(b) Enc. : 1 B/L (Bill of Lading) (&8 —1{)

1 Photo (FB ) —7K)
1 Certificate (JEBHH—1%)

B. )3 (Postscript)

BE%E, MREELAEENTEEDR, AIEFAMP. S. 5 PS (H] Postscript {4
), 5lH#aiE, R AGEASZRAANTESSL (KAELWE-NFE, W
Park Davis R4 P. D. ) ; XFEM RS, —BAMP.S., NAE—H,

C. &p N4 (Attention Line)

A, RIEABBRER S EERELLEIDASEIETIINE, 7T LUFEE A
HEFIFRIFZ B E &I N4, Biltn .

(a) Biddle, Sawyer & Co. , Ltd.

Hadden House
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Fitzroy Street
London, SW8 25DY, England
Attention: Mr. H. A. Donnan, Export Manager
(b) Biddle, Sawyer & Co. , Ltd.

Hadden House

Fitzroy Street

London, SW8 25DY, England

Attention of Mr. H. A. Donnan

D. 3 (Subject or Caption)

HHEERY FEMITL, —REEGETEAAMLE, EFLWNEmEFILS
o BHEHMHNETEXNTBRANRREELZIINR, Hitk, SFhnifsiis,
AN —FBRAE X EEANER R, FhH—REREENAT TRk, .

Your Order of July 14, 2008

Price Reductions

a, Re: Your Order of July 14, 2008

Price Reductions

Re J2Hi T3¢, BREUR “XT7, PCAIFEN “HhH”,
UNTEAR A SCEE — BR AR GBI B i 28, ATLAARS S, fildn.
Dear Sirs,
We thank you for your letter of August 14, with your order for 50 Box Cameras.
E. ¥458Z%% 5 (Reference Number)
RIS SER S RRE AN TETIHRKMRN S, AR T ETREEIE S
WF—EHEA G, sy RERER B A5, 7EfR5E B TR sk Pt b7 EAT
Our Ref. .
Your Ref. .
MBI EA XSRS HE RS, ITETE, ARNRRERE LEAEA LRFH,
HAEAE A SCHY S —Brh R A K 's, TR &EX, 0.
Dear Sirs,
We refer to your letter of December 2, 2008, ref. 519/57300, and are pleased to learn
from the last paragraph that your corporation is quite willing to continue and develop the

friendly trade relationship, which has already existed so many years between us.
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Gentlemen ;

Thank you for your letter of February 28 under your reference 513/0240 regarding the
Asia Pacific Production Conference.

F. #pi% (Carbon Copy Notation)

RAENIMRTEIBAZI R A A RO HE, WIEFRME FiART ECC
(Bfl Carbon Copy H4i5 ) , MRJ/G1T bk B4 FR, .

C. C. : The Bank of Osaka, Ltd. , Kobe
The Osaka Chamber of Commerce & Industry

G WAFHE4E (Name Initials)

BARMEEHERE , (ERAE R — R AR — 385, FH MR TGS A
MAZTF. ZEA TEEAMTFRNEZFENSS, S8R5 AFMITFEAR R —A
A, A REIX S, W: BS/mo, #; BS: mo, # BS * mo (BS—Black Smith, mo—M
ary Owen) ,

HEAREFANEERTFEREAREFR, —RETERTH, 77508 F7 A Mk
AFEHENNEFEE, ~REERE,

H{S#EH) Specimen Letter
Full Block Style (Open Punctuation )

1) THE EASTERN SEABOARD CORPORATION
350 Park Avenue
New York, 10017 USA

Telephone (No. ) 225—2780 e) Your Reference:

Telex Call No. 222711 (RCA) Our Reference: 3456

Email: * % % % % % % x Fax number: * % % % % % % *
April 12, 2008

2) Kanto Mercantile Corporation
2 -1, Nihonbashi 3-Chome, Chuo-Ku
Tokyo 101
JAPAN
c) Attention; Mr. Maki Abe, Export Manager
3) Gentlemen:
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d) Re: U. S. Products’ New Price List

4) Enclosed is a new price list of U. S. Products Inc. indicating a full range of their
products.
We can quote on all of these items, except a few items that are shipped from Europe
or Australia. If you are interested in receiving CIF quotations on any of these items,
please let us know and we shall be glad to send them to you.
We await good news from you.

5) Sincerely yours,

b) P. S. Please make confirmation by the end of this month.
THE EASTERN SEABOARD CORP.

6) (Signature)
James Parrington
Vice President

a) Encl. Price List

g) JP/mf

f) cc: Mr. John Hayward, San Francisco

L TR (5 R X 78 257 36K, B B30 M 5 — 4780 ZE X 5%, —3E
HE, W EREHRAERE A A LH SEHA SHFNFESEK, LRy THEX
(S—8R43) , X A8 %A B M 29 %E A K B A J7 AUAR A K384 o

2. FERIE S DARYE PR ERIG I, HAL B ZHHER 2B EAZ, W: C.C (¥
KFRSY) AR AI B ZERRIEER A Z AT, X AE VERUTT B B RE o

3. JE A R Z [ ZOR B P TR A X B PROARRA R, A% EREA T TR

. WORD LIST
salutation [ selju:'teifon ] n. (fZ &R key) AReFiE
complimentary [ \kompli'mentari ] adj. Baey; P&
enclosure [in'klouza | n. (fF&th) W4, EAD

postscript [ 'poustskript | n. (fz89) WE, L&, HF
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carbon [ 'karban | n. #; (RABHRHRE) K, 4
BA

respectfully [ ris'pektfali | ad. A TFHER

faithfully [ 'feiBfuli ] ad. B E R, W ER

caption [ 'keepfon ] n AR, MA; Fd

reference [ 'reforans ] n BFE KRB

notation [ nou'teifan | n. wEk, &5

initial [i'nifal] n (H2ty) AFF

¢/0: care of 2 in care of 2 EEREE T

S

~ NOTES

1. Enclosed is a new price list of U. S. Products Inc. indicating a full range of their products.

A.

AR —AERAY, AR EIERKEWA SR, BFRIEWEEREZE, Ua
AR EMR, X
Assisting the advertisers are the advertising agencies that plan, create, and prepare
advertising campaigns and materials for them. [ fCHE A PRI 45 AR
B, I H AT 5ER) 5 B AL s AR A

. indicating a full range of their products.
a...range of. ..  WREE; JuRE. fln.
The student has a wide range of interests.  JF/NFE4 Y DGERIEH 12,
There is a wide range of prices for books. A& 125 HITR K,

2. to be interested JHASEEIE, JRHAA in, FHEAFESEIA; talEshid A e Flan.

We are interested in all kinds of air conditioners.

We are interested in buying all kinds of cameras.

We are interested to buy most of the items mentioned in (on) the price list.

3. We shall be glad to send them to you.

to be glad/pleased/happy to do sth. kT (F2%Hh) g, #ildn.
We shall be pleased to meet you at the fair. FX{ 1R & %5 &7 52 Wi,
We’ll be glad to place an order with you.

4. We await good news from you.
await ;£ XY, S5 EEMEE; wait BA KXY EhiE, JEHES A for, R,
fil4n ;
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We are awaiting our customers’ confirmation to the order.

We are waiting for our customers’ confirmation to the order.

[ . Complete the following sentences in English.

1

We are interested ;

a. WSEBARIRAANE BIT%E

b. MBA R EM KR

c. BN W R AR K I BEACHLIE 1 7Y

2. We'll be glad

a. 5 FIEIRTT AT R RARIRA
b. WERIRTT R HL T
c. EEITTHIITH

3. We await

a. R HWKBIWRITZ S
b. ARTr HL R A R A AR A
c. PRITHIEFE

[I. Translate the following sentences into Chinese.

1.

They used to import machines from Britain but now they wish to establish business

relations with us.

2. We are sorry that your quotation is unacceptable to us.

We expect that you will send us your lowest quotation for Little Swan brand washing
machines soon.

4. We are interested in all kinds of men’s shirts.

5. Will you kindly send us all the details about the Chunlan brand air-conditioners?

6. Can you supply us with tractors within three months, details as per our Enquiry Note

No. 49877

We shall place a large order for men’s shirts with you, if the time of delivery is
acceptable to us.

We should like to mention that the Japanese quotation for Colour TV sets is far more
attractive than yours.



