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Lesson One

Make-up of a Business Letter

(3 7 A H5 4249 4 %)
BRI BEORBR;T.HERE, BHEIEEEBS
— R EFELATF LI .

1. Heading({Z3k,353L)

 IERBOEREANATAE R, SESBOLE
SW), EEGEY, ANEAIHES B (EXE DS (&%
— RS RTINS B A REE FAES BA AR,

(—>

China National Textiles /
Import, &‘vExpogt_ Corporation
Wauzhou ‘Branch
o - 20 Dongti Road, Wuzhou 543000
o Guangxi,, China:
' January 28,19:--



Cable Address: TEXTILE GXWUZHOU
Our Ref; A1324
Your Ref; cy6780

(=)

Jameson. &. Sons. Ltd.
34 Madison Square
‘ \Melbourne E C. 2, Auatraha

| ‘Febfuary 22nd 19
Cable Add. s . e

Our Ref; SFL/CEN 1110
Your Ref; M. 306/0038

Yot Ly e T T LT ML D Ewart & Ca, Ltd.
36 Tower Street ol
Toronto 4, Canada
- % August 2nd, 19+
Our Ref; No. SWE/18

Your Ref; NO. M.: 306/0038 ..
2. Inside Address(ﬁmi&nt )

o BRI AL BT AR MRRUAEBEHES
By, BEAEL F) B B IR L Messers (Messers & Mister ) 5 ¥0) In
P 7 AR T A B B R AR S RS, BT — AT SE SR The

2



R ¥ 30 Messers. 1 :
(1)Messrs Williams & Werner
36 Tower Street
Toronto 4, Canada
(2)Messte J. Brown &. Co.
143 Eastcheap
London, England
(3)China National Arts & Crafts
Import &. Export Corporation
Jiangmen Branch
96 Shengli Road, Jiangmen 529000
Guangdong, China
(1)Richard Thomas & Baldwins Ltd.
151 Cower Street
London, Sc7 6DY. England
(5)Richard Thomas & Baidwins Ltd.
151 Cower Street
London, SC7 6Dy, England
“Attention ; Mr Cave e - :
MBE AN B LA FBREH SR TL2 A DR,
AIYATEBUE A BFFHENE T B0 Attention (3 Attention of Y25

3. Salutation (#’lﬂ:)
EEBEANREANER, —REEH LY THE
ZEWIT, £ Dear Sirs, W[ [l Gentlemen, FRUFJSE M 47 A

—HRAES, EEE.INEXEE K HE R HE Gentlemen
3



FEAES:"H.
4. Subject Heading Y Caétioﬁ(ﬁ;%ﬁ‘iﬁ$‘é-) ‘ ‘ '

FEPRINREEFEHOZEATRE, SRR AN~
ﬁﬂﬁ%%ﬁﬁ%i?ﬁA%MsMﬁﬂﬂ%%ﬁi@ﬁ
A MARLIEEEHEBAETRBEHBAN, LLEH
o, FREKMAFS, XFUHSERSHE, BidiIEs
B EENO BRI E, REERRE, BRI 4
MR CERHIEREESBSRE . HLEMEH N Re EF(E%
HH R T KT "HEE, aamafm)mm R R
1T, —REFETRGE.

Re. Electric Fan

Re. Sending Proforma Invoice -
g NE Re. B £— ﬂx%ﬁ? $FBT§€:BI§

5. Opening Sentences(ﬂ::k'%) o

ﬁ%lﬁi%%'ﬂ*)\IizFail{SIflJ%Tﬁﬁﬂ»?MﬁHp )
Binisims S RIAE A, A gy 32 B0 HVE I R B fhiny
W—E{E, MRAREREERRSH AR FERRHN
BB G, F B AT RGN ERE. 3?%1%*%%1"9’133
XHFF, BT FEXEMERT.
(1)We thank you for your letter of Jan. 10 and shall be glad
to enter into business relations with your flrm e .
(2)We are in receipt of your letter of Aug 22 offermg us 50
etric: tons of soyabenTon the ustdbterms. 1 Sty
. (3) We acknowledge roceipt-of your. letter dated -the 25th
July , from which -‘we note that yeu ‘wish'ta have an offer from us
4



for 50 metric tons of Bitter Apricot Kernels, 19¢--crop, for ship-

ment to Odense.
6. Body of the Lctter(f%'ﬂ’\JIEj[‘)i S

XEIRENER, MATEANER. EXHEE
TIETF BN T A AR AENE R 483 T BI%. ‘

7. Closing Sentence (EFEIFY

 ERAT B A SURREI0, HRBEA L B
TR, SRR YRR IT R, BN S T B
%, HUBGEEXSERIERE B, HMMSIEE.

Awaiting your good news, .

Looking forward to your early reply.

Looking forward to receiving your shipping advice.

We await your good news.

We hope to receive vour early reply.

We Jook forward to your shipping advice.
“- g, Complimentary Close (HEREEE)

HXRUBEHNEREREREANE .
Yours faithfully, . Faithfully. yours, Yours truly, Very truly
yours, Yaurs sincerely, Sincerely yours, 3 F e s A
BL R FERBALIETR—T. EHRAAAER,
F-HANE - FRERE,SHMBES. '

9. Signature (X )

EEEETE, ~REWTHELAHAKREITY, b HiH
5



ANE%, BTFEAEREEE, KHIEHN, ’»‘Jﬁiﬂi‘TﬁEE
BAMEES. B, — B8 BITFIUT S, ' /

10. Enclosure (BfiHf)~ +

ﬁﬂf’hq“ﬂﬁ#”q‘ m’ EZE’FE?_EH}I Encl jEnc (Enc
£ Enclosure I E). : S

Fﬁlﬁﬂn~ﬂiﬁtﬁiﬁ¥c’rﬁ@ﬁm¢;§\,ﬁ% 2,3,
5,8, 9 MELEMPRAGRD, WHEA, 5, 7, 10 FRAR
EERBER A, A U ETH postoript (Ps. )uqﬁ:ms <Fi
B.XX), %XTE)‘C#}%E fﬂﬁé}‘

Exercise -
E TR XAFETIHEH.
e (-‘__.,) : IS | . o -

And Export Corporatxon
" ‘Guangdong Branch 510011

“430Fhe People’ s Rotd™”
S Guiangphod, Clfta
" IBth ApHI 198
Our Ref. ; No. 154/2%16~ * 7 ~ Y
Your Ref. ;: No.cy03812 -

Clarke &. Sims Ltd.
Walker Road,Ellingham -
6



Suffold,Canada
Dear Sirs

We thank you for your enquity of 28th March. We are glad
to say that we can help you.

Wé are pleased to send you our catalogue and price-list asked
for. Also enclosed you will find details of our conditions bf sale
and term of payment.

We look forward to receiving your order soon.

Yours faithfully,
Encl. As stated

()

~Bond and Suttle Ltd.
4 Hungerford Court
Manchester 8
London ,’ England
23rd July, 19---
Cable Address:
Qur Ref. ,
Your Ref. ;
China National Native Produce and
Animal By-products Tmport &. Export Corp.
82 Tung An Men Street
Beijing, China



Dear Sirs, co T R
‘ Re, Groundnuts & Walmutmeat vl
Thank you for your L/C No. 1234'for the amount of f+ss e+

-+ The total quantity and value.for this contract shoUld:BE€ess s

06 168 20 018000 500080000800 000 810 00000000000 008 000200 SEE NS OO NeE SIS ane s0o

AL A R 2 R AL A A A st 1

"We look forward to your eatly reply.
Yours truly. .
" 'Sale Manager
o XXXXX

Mr-Howell Brown



Lesson Two

_E_st—éblish-ing Business Relations

New Words

obtain / eb'tein

obtainable

establish / is'tablif , . -
establishment Ly

L)
relation  / ri'leifon

relative / 'relativ

art

craft / kraft .

present . /.'prezent . .. .

various |/ vearias
appreéiate / o'pri:fieit
catalogue / keetolog
quotation / kwau'teifsn

quote
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