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Part I Background and Partten

Unit 1 R3S usmRnigst

L #5%

HAEXBHEEUATHABBAR.
{3k (Letterhead)
H#i (Date)
FHESHS (Reference)
{# A Hulk (Inside address)
FRIF (Salutation)
B sk i (Subject line)
IEX (Body) _
ZEHRHE (Complimentary close)
. £4 (Signature)

10. Ft{F (Enclosure)

k1 2. 4.5 7.8 9. WA AARESFEE PR

LSRRG, RERNIRBEFET MG . Wb MRREAF
B3 Rat B R &0 A F Jat, o] 7€ {5 P9 ik f R 0f 2z e n b
Attention/Attn. (B NHEZ)  MEFTEREFD XL HF LRI
AR BRA TWRIT L C.C,REIT LW fF R d B8 mERE
EXELEREER, TEFRBZNM P. S. (Posteript) , RE 5|
HERME.

‘°9°7“?’S":“9°!\"."
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HEHBRBO I BFMREF PO EEEEM S Unit 1
BROG%GH, 2%,

1. {53 (Letterhead)

FERREFAQRANEH, LT HERG LB ARLAAHTR
BEAHAERLNEE. QBT ZARAM SRR, FHEHEA
HLIE B %, f?ﬁ%ﬁ%%gﬁf/‘jﬁﬂ'%_l‘ﬁ KB LT A
AFIMLETA.

BELRERT —ALHMNTE.FUENMWRITLEEAIF
E# ESEFE, FREXMALR -, AHLEFER &7
B, A—BEBTRAGR.

FELHUE—BEFEN LR IR, EHEALELERER
R EELEESG LA, HITFAR.

ERERESH
HiEL, X 4
Wrli 2 RO
A

2. SIAE S (Reference)

FESH—BAEFHT: ZFE 5B (Our Ref ) MEHF S
(Your Ref:), BREABANT BT AL RFIEARS, Rt
BREEMN T EENIEHREGERS EER.

3. B¥ (Date)
BRIMEBEE =
(1) 10th March,1992
(2) March 10th,1992
(3) March 10,1992

EHMNEER, £ BNEZRNAEESHIT, AREHE
Wk, FERSEFER. B, 8/9/90, XHFEELRHABLE
A88LR8HIST.
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4. {5t (Inside address)

fFP AR EAE AR A B 2 RRes b, (1 F 2 L 5 L F B
W2 E . 5P HERE S kO S B f Al ]— 8. HaX 9%
EREZRZEWEATEEH AR, U aitdh. MEREGES
BHLH . BENTELE, T H&E.

5. F¥iUE (Salutation) 7

B TFEPLIE TERT RS ZF L EREAGARME
i

Dear Sir(s) [# ]85 Gentlemen[ 3]

e EE R — N RERET, WE - REAEEL AR
Gentleman, MAGFFAR AT HEMATH (My) Dear Mr..
¥ M Dear Madam. .

6. B (Subject lme)
HEMTHREITHRREG, ¥ ARERWRLZERXUR
BH. A -BERRAS FREHEXAXESA. 4]
—BEAEHHEE,ANELEREF BB ITRERSHESE.
i BN IIBG, BASRBEPEH RS, R AAF
x.
7. IEX (Body)

IE 34 =A% 4+ 7 3k (Opening ) , &% 3 (Message) f1 45 B
(Closing),

Fh—BRMEMNEEE AEAVUENEE, M. FZAM,
BANAS FXF—BTR LRGP ONE . BR—B. &
BRTH AL EFXRNEFR, WHERSH,. £HBER
X5, MR BT,

8. G R¥i& (Complimentary close)

HRERAEH 2RBRERABRAE Yours faithfully/

sincerely/truly, - Yours /5 1 & 5 o AR £, I Sincerely
3



yours, X B AlG BiAH — I FHEKRE,HE/NE,FHHES,
ELHE—T, 5ERHUEXF .
9. &£ (Signature)
TERNAELERMETELABER . BENGTITLEGFAD
HE.REREEK LEFE, 54RBHEMF. SREEAR
&5, WEAF ZFRAETELL By/Per/For #1FH, M.
' Yours sincerely,
For Far East Co. Ltd.
10. P} (Enclosure) |
SARBEEERFHEEFL WRMTPERR XRES. MM
FEKLET A, AABE ENCLE ENORR,EHE S, REEH
M2 Py, m
ENCL; 1 check ENC; one B/L
I 9pBERR
HHBER LAERE Z# . FEX M4 ER Block form &.
Indented form). HPLUTFLRBAEZR  XFHERFTHPEN
F. AT A% E Y ik BhRGREE. FrUELEH
FITFREE BB IEHE.
FHERERELFAMEUERSZGERTHREEA ST
3—5 MERHME, EX SRS 510 78, HEWOGHH
IR BB TAY, BhER, ERYGEATH RS D E X E
FRAMERERSE D HB, R SRIBERT &, FIET
FEHRA T E AT,
RERAKXELELARAMAFARAZBMETEL FEE
hfE] , ERMIBERPA. FHEXSBRIFHHBRARET. XRHER
BB T L RAEH R RS EETFTFE EROHES LR
BB, BARHH.
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L A BEEEER

E—#/ A EEER AEHERNEFZE, MHEBHRBE,
AFH@E. FURTEREFERETFRBROLEANIANERE
e, PEERIABHEHUTIHA

1. R TE (Completeness)
2. FAIFIE# (Correctness®

3. CFMHE (Conaier oo

4. #L# (Courtesy)

5. 75 B BUPL (Constructiveness)

M ERBEE ST LA C Ik, #iefRZ  5C IR . EFERB
HATEEERMYERRRSE D, THSS,



Unit 2 BIHSHXFR

L AMREH#HTEOLS  BABEZRHRIRE I
A W BLASG KRR ATREXEZRATE,ML
Fift. BAREXEZNMEERABEE TN LR, AR
AW e s kit RB—MANFARREZ W55
WilL<, '

FRAMBELEINZ SR RWITTERUTILH:
. HR B E#ES EHIESMRTHEE
. HEESMELE (R4, MR 1A 4R
. FEERT AR AETEES
. FIEATFRATHEITH
. BAANEEFENE;
. TS RIAWINSE R IR R
BREZIN T USMEXNRASER S, BT AR
HAFET TS AEREXEESHERBREGFERY
REXAWE T
ERSESNEAARRILLS KR, BEWER
DAL, BARZXRANERENEEUTHE:
. 1. BLEIE B, PE W R {8 B X U 2 Al B9 & PR A
kY 5
2. RENBEATFNEWVERMNSENLR;
3. WHEEM BN, HAFEEX T ERWHEL.X
5 &%
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4. {EXLAFAWEREANCGERRBT

5. R RGN FEEXRANBEFHFRET,

MABBIFBENMS R RMEA, AENFF. B
{FIE R ERR B BHEX kK H I BN, RE4
MRBBERETENEL. MERAR, MEXF LT
L RAAR AR ERE, FEURRYFERE AR M ™
F BRI UK B &M%, BIGRR & ERIIE R
S AL IR 5 AR 4R SR PR A B0 TR W R X O Lk 5 R R HY
BEn, WNEXFEEY; mE 7B R R, WA U
HMZAREN AR A 32555, BE F A K
] BB TP R ik 55 9 B SF BLIR s 20 2R 3R BB A BB AT P IR 19 L
% B8 A2 5] 4 b 55 9 E B, 0 B 35 B R, SR8
i IR J7 SRR, RBHE R & 1B AT IR,

I oi

1. to owe/have one’s name and address to/from...
K. BARANES Rt
We have your name from the Hong Kong Chamber of Com-
mmerce as a leading exporter of chemicals
RN EERLBARATNR-FEEAI=RHOW.
UM ESREELER:
.Wé are indebted to...for your name and address.
We come to know the name and address of your firm

through. ..
Through the courtesy of ... we got your name. ..



Your firm was recommended to us by...
2. We are... R{fi1R...
HRNMBHREELE
We write to introduce ourselves as ... {1 R &E...
We take the liberty of doing sth. B BkHh i 8
We wish to inform you that... ZFH4&H
We wish to introduce ourselves as one of the leading gar-
ment exporters in China.
RIOTRPEFERRHOTZ—.
3. To establish/enter into business relations with. ..
... BIHHRE
We are desirous of entering into business relations with
you. '
RMNFEESRFIBIAZLFXE.
4. To fall within the scope of... J&.. HJLH
As the lines fall within the scope of our business, We should

like to establish direct relations with you.

&?%ﬁ%ﬁ&ﬂé%ME&Mﬁﬁﬁﬁﬁﬁ@iﬁﬁﬁ

HX%.
5. to be transferred to ... for attention. ¥32...40H
Your letter of May 1 has been transferred to our agent for

immediate attention.

RERA— B%%hﬂ%ﬁ&ﬁ&ﬂ&ﬁﬂﬂ,
6. to look forward to doing sth. BATHIEE
We look forward to receiving your early reply.

RIPBFEBAIBRTEE.



1L {5

Dear Sirs,
Your company has been recommended to us by..., with whom
we have done business for many years. We specialized in...
trade,but we have no contact with your company. As being inter-
ested in selling. .. , we address this letter to you in order to enter
into direct business relations with you at an early date, We are
looking forward to receiving your details and prices of various
kinds of. .. you would be interested in selling, and shall gladly
study the sales possibilities in our market,
On the other hand, please favor us with a list of those articles
you are interested in obtaining from here,so that we might give
you all the necessary information regarding supply possiblities.
We look forward to your early reply.

Yours truly,

BWAEE.
ROIA. .. RESHE, RRUEARIEFT RAF.
HEL RNEMAE. . HEXAAS . BMNRERABERS
ZE TR, . BNE, HBHE, UREFHERTR
YEBRHHHERR,
RIMUF/RFTEFRENENBHENEF. .. (REHHE
ULHI RS G R TG R I 2 R AL AT S5 T B B 15 A IR L
577 & B2 B AR IT WK 5 AR W R I
‘ 9



BXBHRXWEIIIFR, —HHFR, UERRFERED, MRA
ARE-VRENTH.
BEHBE.
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Unit 3 HHEZTE O

—EERXSNER. A I BELIRAEMNBRH
(Negotiation) , BER— MR (Enquiry) FF 36, RIG B R 4
W5 SR A I 1 5H  B, WTE £ (Counter—offer) ;
#ﬂX‘TiI‘Zﬁ’ﬁ?EﬂEEIUﬁﬂiﬁ(Counter—counter—offer),ﬁi‘i‘
823 (Acceptance) , 3FiE B i (Agreement).

0 15 B 3P AT 4 S — MR (General inquiry ) SLER 1
BR (Specific enquiry). —RMRREFTRIRTT T =t — B %
AR EERRNAEHER. MER L FEIXRRMERNR
HEAQTERLEBARUREFARGEAMER, Bk
BT SRR T REGS, RN ERRTRER.

R R G KM, RIFRZ K" 8 Wi & " (First inquiry).
EHBAABLAGXRFR—H, E%ﬁ’ﬁﬁﬂﬁﬁﬂﬁ]‘fﬂ‘]ﬁ
fTam ik, AEREFHEHMERS.

HMERAZEN . BEMMLREARMENT BRI FRL
MREFYEAMER . [UETE. '

T X TARE S, ﬂjuﬂi"ﬁﬁﬁﬂﬁ@ﬂﬁ-;ﬁﬁlﬂﬂf
V%) 7 B » 10,97 SR W 4 L W £ S K.

it 18R 649 45 38 SV LA 0L 10 S . — LR B B RN X R R B Rl
RIEX AN BRETER M —BAEE EFRFEMNE S ER,
i F S X Rk R B TR Bk, S LG fERLZ AL
£,

giiﬁl&ﬂ%ﬁ%*ﬁﬁl?‘ﬁﬂ‘]"‘ﬁ‘ﬁ‘m%’ﬂﬁﬂﬁf‘ﬁ
ERENT BREE.

BHHANBERZHBRMMXR, ﬁugﬁﬁﬁﬁﬂ%ﬁﬁw,
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REWERKMHER. —BEEREED ERGWM IEE, #R
IR SRR R .

II. )8

- 1. B (Enquiry)

1) to be interested/take interest in... Xf. ..

We are interested in Men’s Shoes.
AT BRI .

2) to be in the market for... ZKME...

We are in the market for portable computers
RAF KA EE R HAL.

3) to enquire for ]

Many of our clients have enquired for Christmas toys.
HEEFRAGERERH.

4) to send us/let us have/inform us of ... HHRF...
Please let us have patterns and prices of your goods.
BEHEAR T RYWHE RMNER.

5) We shall be glad/grateful/obliged if you would...
BEE/W. . HAERH.

We ahall be grateful if you would send us your quotations
for your cotton piece goods.
W R MR RARAT
6) to allow sb. a special discount £ F AR in
Will you please allow us a special discount on an order of
over $8.0007
BEMRT 8000 %xﬂ’]ﬂ'ﬁ“?ﬁﬁﬂﬂ’]iﬁfﬂ”
2) Hif (Reply)
12



1) to thank sb. for... ER#IEAH...
We thank you for your enquiry of May 2 for our products.
BERFAAZBM R = HBHR.
2)inreplyto... BE...
In reply to your enquiry,we have pleasure in enclosing full
details of our products.
PSR B MR, F LR PSR EANE,
3) to have pleasure in/have the pleasure of... K& H#...
We have the pleasure of enclosing a copy of our exportlist
asked for in your letter.
BITEXHF LR REPRBG S D ER—G,
§) Enclosed please find... B#F...
Enclosed please find the samples you requested for.

M#F LTRSS,

5) to offer sb. the following. ..

MBI T
We acknowledge your letter of May 1, and offer you the
following. .. '

RELA—HRBYE FREOT .
6) to find sth. satisfactory. Xf...#&.
We trust you will find our guotation satisfactory and send

us your order soon.

HERTRRT RN —ERIAWBIHFEER.
II1. {561

L. 1R
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