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F—H8BZ AS-4HTE Business Letters

—  HiEH LB EMMHK The Structure and Layout of an English
Business Letter

BEREBEA NN, BB LBRAR -8 BHARR S M— B ABEMT
XHREEA T RARN, BB KW E:

1. 15 3% (Letter Head/Letterhead /Heading)

2. Ak (R fE At ) (Inside Address)

3. FRI¥ (Salutation)

4. IEX(Body of the Letter)

5. B E %1% (Complimentary Close)

6. % 2 (Signature)

MRz s, AR R R AR L KRR R, B W LU T S LS

1) B4 (Enclosure, 81 5 5 Encl. /Enc. )

2) B 5 (Postscript, W5 X P.S.)

3) % #p A\ 4 (Particular Address or Attention Line)

4) %788 (Subject or Caption)

5) 2 18 (Reference Number , 485 4 Ref. No. )

6)#38 (Care of , 455 H c/0)

7)#» % (Carbon Copy notation, 485 X C.C.)

EEANBLHESFF(BFLHNE—NF8)(Initials)

BT

" %
1.16%
THE NATIONAL TRANSPORT COMPANY
120 Park Avenue
New York,New York 10017
Telephone (No. )2—7276543
Cable Address: NA TRANS NEW YORK
Telex Call No,222711(RCA)
2. ¥ Ak S5)ERS
China Stone Company Your Reference:
12 Qinghua Donglu, Haidian Our Reference:6233



Beijing

China August 12,1998

Nah Atz

Attention: Mr. Ma Baozhong , Export Manager

3. PR

Gentlemen:

4)Fr
Re:U.S.Products’ New Price List

4.1EX

Enclosed herewith 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 Aus-
tralia. 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. R EHSE
Very truly yours,
THE NATIONAL TRANSPORT COMPANY

6. %4
John Hamilton
Vice President
1) B4
Encl:Price List
%

cc:Mr. John Hayward, San Francisco

L |
[B11E Hs ik (Return Address)
THE NATIONAL TRANSPORT COMPANY
120 Park A HR 2 (Stamp)
ark Avenue 175 (Ajmail)

New York, New York 10017
U.S.A

e suak (Bef5 Adpdt ) (Envelope Address)
China Stone Company

12 Qinghua Donglu, Haidian
Beijing , China



I

( Attention[ Attention of ) : John Hamilton, Vice President)

D & W N

Notes

.cable ('keibl)n. B v. X(FH)EB#H

(DI’ ve sent him a cable this morning.

(@The mother cabled her daughter to come back home immediately after receiving the
cable.

@1 told Tom that I would cable him some money.
cable address L RS

. telex (call) B f&

. RCA —— Radio Corporation of America 3 B J4& #1227
.Re— regarding XF,HFH

. enclose(in'klouz) vt . HE SR fff I, BE{E &5k , (7E L

(DPlease enclose a check with your order.

@1 enclose herewith a receipt for your £ 2 sent me this moming.
® The store enclosd an itemized bill with her purchase.
@Enclosed was a cheque for §76.

enclosure (n. ) F

.indicate( 'indiket ) vt . KB, LB ; T’ AR

DA loss of temperature indicates a loss of heat energy.
@Everything indicates that the day’s work is over.

indication(n. )&% , %8 , kA

. range(reinds)n . Bl (L3 - B HFIFH S, T LA R KB F)

a range of prices from 35 cents to 25 US dollars
M5 E4B 25 EITTZIE &R AR

a wide range of colours ZHHEHKHE

a full range of products SE(FPRELH) >

@ The shop keeps a wide range of goods.

(@ The company puts out a large range of products.

.quote (kwaut)vt. 5| SRR TR, RN

(DThe author frequently quoted Shakespeare.

@ The driving instructor quoted the statistics on accidents to his pupil.

® What price would you quote me for that painting?

@ The shares are quoted on the Stock Exchange at 13s(thirteen shillings) iE %38 5 FF A 16
X s MM R T 2582

quote on sth. X+ 34, -+ K41

Of course, the sales manager can quote on the full range of goods his company deals in.

— 3 —_—



(@Sorry we cannot quote on these items, because they are shipped from Europe.
quotation (kwou'teifan)n. #5|, f5| K — B ; #4T, fr 4%

@D The quotation of very long passages should be avoided

@What is today’s market quotation on wheat?

(®From what author does this quotation come?

®He gave me a quotation for a new house which was too high.
9.CIF cost, insurance and freight 2R H#% : A (PR B B8 N 2 40 4%
10. avenue( '&vinju) n . AREEE , /N BE s (BT ) K

— . KiEH % B{5 85 ik English Business Letter Writing

HEMRBEVHER, BFBEHEABRTE, —HFWARRERRE, BBELR
BRI BBAIEBOR, Bk EME R AR

MO RBEEEENEEERME LB EH ZREE,BF 2, RBHL, AL
W BBE ARRFER, USRI RFHRDBR. BEERE, BF—-F—F, ZH2
XEHFRRBTHEMN . BT LFUAEEIBR, B 5B Tl 5 R A 5 MR R
EBEH TS, E BB RS RIGE B R.

& 2€ &H 98 3% . Writing on a Sheet of Paper

1.5k
BUHEHESENBOAEEX AEEEANARA A ML BRES HOERE
B E#E BESBSGELSE | TR HERAEL"HM), 2EARTS LAY,
HATEELREENS REEAS ITRSRAAS . SIAXEREXT %, FifiXaes
BHEEXTENE LY, BTG, fl:
Our Ref. No.
Your. Ref. No.
H,#&: Your Order No.
¢ Our Contract No.
B®#E: Yours
Ours
October 1,1998

5 RS M AR RS L P ER A0 M bt (Hefnze h BB oh), T R 5 A B 7E B IR
o, BIIELNMREILR, REELE, TUERLINATHIEL
: Shanghai, October 1,19

ABERLBEREREE UATRE . RENFAZBIFENLR, WFREER
ZH
—_ 4 —_—



HEREHER, FEFLUTHR:

July 26,1997(XEEREE)

26(th) July,1997( B F%£)

BRI -MEXAHRTRNES, SEHRNEER.

DEGLHETRE N, R 97 RAHK 1997;

DVAGERAEXER, BT ANSNRES K, 0 January, November, 7] 5 i Jan,
Now. ;

3) H $1 7 LB gL P $0A) (Ordinal Numbers), #l 1st, 2nd. 3rd, 4th, ---11th, 12th, 13th, -
21st,22nd, 23rd,---31st; 7] LA B B 2 $34 (Cardinal Numbers), @ 1,2,3,4,---11,12,13, -
21,22,23,---31,

AHGMBHSHBRAAGZE, AFEES(,), FHULIAES , FREAREMRS
75 =

IR, FTE S : B B ERHE the 5 of AR T EEEN WAL the M of M %,
%0 March 8th $#£4F March the eighth;26 th August $EfE the twenty-sixth of August,

DL Ff 5 ok B i A

9/15/97 15997

9.15.97 15.9.97

9-15-97 15-9-97

15th of September, 1997

the 15th September,1997

September the fifteenth, 1997

2. H Ak

Hpa R EEAAR KA, Wk BEH LW AFMibat, At - REER
kh HEIFTUAT 4~6 140, NMEERNEALRE R, BX BB . BTFK, —BRAHG RN
S

HAat R EFELSPHAR LKL 2 XHE, ARZKABALSMIAZEDR:
BiESHE . BRES A %%)K%EA?IW%&,&X}EA%*‘%%O

BEEAFAERE, —CEELMNE, EXEH 12 ML W (Boston), B 18 MR F Tk
(Brooklyn), & 24 1~# 81§ (Washington)

&k #o bk o A R X 555, H AL AR T B, H0:

(DEL MAR TRADING COMPANY ®China National Light Industrial Products

12 Main Street Import & Export Corporation
Fresno 82 Tung An Men Street
California Beijing 100083

U.S.A. People’ s Republic of China

HNHILEEAREREANSES  NRERE, TUSEARAKRM LE, HEHHELS
&HP\%,&H:
Mzr. James G. Pink ; Manager . The Manager



