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LESSON ONE

Layout of a Busimess Letter
EFNLE R, AT R, BRIES

(1) 153k (Heading)

ZEAFRREANLE LN, Mk, BIRES (B
SH) . KERM AWNASHESH (KX4HS ) %F. Fk
HRMFHNY, REHEESHESHMEHNE, EBUSES
BRHUTRE,

a) March 23,1981; b)23(rd) March, 1981; Erh a) th
b) By

) =y (Inside Address)

HWE AL AR, AR ETLRN_E Messrs
—%F, EIURTUANGALEHNES, HRBT LRIEA
LRAMEATEN, ATE—R e d@ the, RyHEm
Messrs, i:

The London Export Corporation

The Universal Trading Company

(3) #IE (Salutation)

— & Dear Sirs, 47} Gentlemen, F&HEH, R
SREER S —REES, NEE. ME kS E
M, ¥ Gentlemen ZEHE S,



(4) ¥REE (Caption)

Emizi, ETEE, ENF—FRAERNAER
KT 2B, FENE-MEIREZHAHE-IFEEKX
B, EREEAAR “Re:”, &H B, 7, BT
3, AR regarding IR,

(5) F73k1E (Opening Sentence)

FERSEARAKBXN I RE (B) . ANEEAE
BHRNE, HEEAASEMER.

(6) {5 TF (Body of the Letter)

FREGEANEL, BHEHIEE,

(7) &84E (Closing Sentence)

—BRAXERFERGEREBER,

(8) R &£ 1R (Complimentary Ciose)

BEAELBRENEREEERILMN, RERLKNE Yours
faithfully & Yours truly 2, B0 {E B8 “EEAE
L7 . GREEENE-PRARA—NEREKRE, BEA
&5,

(9) &4 (Signature)

5 Lfi4, HBAFAET, ANEWHRE, NEHE,
%,

(10) Bt (Enclosure)

s EN A, WNEEZTAER Encl. & Enc, B
Enclosure 45, -

A BE—RBE LR TR, HPEL 2, 3, 6,
8. OWREEIL, FERELD . 4, 5. 7, 10T R4EE
PREEMA.
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A Specimen Letter

) H.G. Wilkinson Company, Limited
245 Lombart Street
Lagos, Nigeria
Cable Address: Our Ref. No. FFC/JK—112
“WILKINSON” LAGOS Your Ref. No.
Date: March 23, 1981
(2) The China National Light Industrial
Products Import & Export Corporation,
Shanghai Branch,
128 Huchiu Road,
Shanghai, China.
(3) Dear Sirs,
@ Re: Electric Fan

(5) We are one of the leading importers of electric
goods in this city and shall be pleased to establish busi-
ness relations with your corporation.

{6) At present we are interested in your electric fan,
details as per our Enquiry Note No. 1345 attached, and
shall be glad to receive your lowest quotation as ' n
as possible.

We would like to mention that if your price is at-
tractive and delivery date acceptable, we shall place
our order with you immediately.



@) We look forward to your carly reply.

3) Very truly yours,

{9) H.G. Wilkinson Company, Ltd.
(Signed) ...cocnvnnnene

Manager
(10) Encl. As stated

WORD LIST

Cable Address HRES

Ref. No. = Reference No. KX 55

electric fan H, R

importer [im'pa:to] »n #HOKF

establish [is'tzblif] v. &1

corporation [ko:pd'reifon] n. 2AH]

Enquiry Note [in'kwaiori] n. J{}3 (note HWHEHEE)
attached [o'ta@tft] a. BTHIEY

quotation [kwou'teifen] n. 4r

ttractive ['trektiv] a. BRIUAE (B EE)
delivery ([di'liveri] n. R1]]

NOTES
. Lagos {'leigas] #r Bf #7, #§ dE /2 H M ¥ Nigeria [nai-

“dzioria] HIH .
. to be interested F§ AfEZ:1E, FENE in, HHEZER

Pk

[39]



BHF EREERGEAER,
#Fltn. We are interested in all kinds of electric fans
We are interested in buying all kinds of bicycles.
We are interested to buy most of the items men-
tioned in (on) the price list.

3. leading importer: & ARMIEDOR, # largest importer
ZEAE, “#H0A7 WA Ry import,
4. We shall be glad to receive vour lowest quotation.
-’11 be pleased/glad/happy to do stg. WRTF GHH) -
f5ifn, We shall be pleased to meet you at the fair ( % 5
£).
We'll be glad to place an order with you.
5. as per: 2B (/MWREIE ), WEREREER,
#4n. We are interested in chemicals, details as per the
list attached. (EiE)
We advise you, as per our letter of Marci 1, that we
would send you quotaticns by air mail. ( ifE

6. We would like to mention that... F{IHIB—TT
would like to do stg.
#in1:. We would like to add that we can make immediate
shipment. FATEAIEHH—T, K AI8E B L
.
7. to placc an order with sby. for stg. -+ TR e
Hign: We decided to place an order for 100 pieces Ra-
leigh Bicycles. AT ZITMI00HRKMETTE.

v



EXERCISES

I. Answer the following questions:
1. #BERBWILAHIARN? EERHS R
2.7
2. EXEWHBEEPXELEEORREFTART?
II. Complete the following sentences in English:
| {a%%ﬁﬁﬁM$ﬁﬁﬁﬁ$.
1. We are interested < b FRARIB T WHREZA,
¢ %%%&ﬂ%%k%%m%ﬁ

a B EUEIRT BITERRIGR

#.
. 2. We'll be pleased y gy o s apgiv e,
¢ BELHMITE,

a2 BAFIRERRAF
ITH100 B T4,

3. We would like to mention J b “‘;‘;;gﬁ%’ fgg

BB,

¢ RINEKSINBEINF
REGH % WY B,

a FHEBGRHEHS.
b R BT EMRMEBR.
c IRTIMEFH &,
III. Translate the following into Chinese:
1. They used to import machines from Britain, but
now they wish to establish business relations with us.

4. We leck forward to

o



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

. We expect that you will send us your lowest quo-
tation for Forever Brand Bicycles soon.

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

. Will you kindly send us all the details about the
Tungfeng Brand Tractors?

. Can you supply us with tractors within three
months, details as per our Enquiry Note No. 4987?
. 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 quo-
tation for electric fans is far more attractive than
yours.



LESSON TWO

Welcoming a Visitor

May 7, 1981
Dear Mr. Young,

It was a pleasure to receive your letter of 2nd May
and to learn that you are making plans for your Mr.
Chadwick to visit this country next July. We shall be very
happy to welcome him and to do all we can to make his
visit both enjoyable and successful.

1 gather that this will be Mr. Chadwick’s first visit
to Beijing, in which case he will, no doubt, wish to see some
of our principal piaces of interest. A suitable programme
is something we can discuss when he arrives. If he so wi-
shes we can also intreduce him to some of our sister cor-
porations with whom you may like to do business.

Wh=n thz date of Mr. Chadwick’s visit is settled, please
let us know the time of his arrival here. I will than
arrange to meet him at the airport and drive him to his
hotel. You may be sure he will have a warm welcome.

Yours sincerely,



WORD LIST

enjoyable [in’d3oidbl] a. IR
settle ['setl] v.r. Yo, ok

NOTES

1. pleasure [plezdl n. fHitk, FF
Itisa pleasure to do stg. #X4T P E AR I ‘TR =
Hyeor oo Y X R-BREEE, BEAETEER.

2. 1o learn, {EX B {E “KB”, “EBH7 I FE
7 . ﬁ’ﬁﬂ#jﬁjﬁ% to learn that / wheahor. .. BT
5@ of R, B#E&R,

Fil, We have not iearned yoi whether he arrived
safely.
I learned of his departure only yesterday.

3. 1o gather ['g®dd] v... Hidf, to gather that...

#lin. We gather that the buyers are temporizing. R f{]
0 3K 05 1E E g 4 B R G4 2E ( 57 )
We gather from what you say that you are intere-
sted in Chinese leather shoes. A {REyIEH, Ff)
R AR E R E XN,
What did you gather from his statement ? ¢R#EH
mIEREmEERN 4



4. in which case EHMBERT, EEAE—KERIFHE.

10

. programme ['prougram] n. AiEXRRBAZALR

ERMES R R ELIRNHRE,
places of interest #¥3E& W RM R EEH,

. sister corporation YLEAT], FEEZRIRK ke

A7

. I will then arrange to meet him at the airport and drive

him to his hotel. FK¥§Z2HEZE BIYLZH MBI 24 b Bk
o

. You may be sure that ... FFIRECL-

You may be sure that we can make immediate ship-

ment. FIRFELRATELEPEERY.

I Ee:. We are sure that we can ship the goods this week.
BNRERTERBREH, '
They were not sure whether thzy could come or
not.

A aETRE R ERER
EXERCISES

Complete the following in English:
a. IREEILTERENA.
b. fRE AR —ERILTKHAE .
C. IRIIBAMNBEUXERZLE.
{a- FIRE BB JeLE.
2. Itisapleasure < b. {FREIRMIBIII.
c. BHIRARIX4EHIRESR.

1. We gather




3. Mr Chadwick will stay here for two weeks, in
which case,

(&%ﬂufﬁﬁ$%rﬁm-

’Jb@ﬂuﬁﬂiﬁﬁsﬁm%gﬁ%&ﬂ%%
W55

lf.Emﬁ%EﬁMﬂuﬁ%ﬂ¢%§m5E§
HE -

II. Translate the following into English:
1LARERRABEEBEITEWBER,
2 RN IRER A B WIS R WA B ST A,
3. HERA P AA B TIRE,
4 BIRBL, RHTES X T BXEIRKEA,
5. R SRR B AR SE TR T W B B e
6. RENKZHH LA EEN B AR EL2E S,
TRHFEZHHEBREZRERRARR, AXS¥,
8. ML AN KL BRI KT,
9 BAVKE R — I WY RS 5 fib BRI 5 R R 3
10 KW UERE, NIRERNKEZTNG, RBIE

THE .

1



