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Unit One
The Structure and Layout of
a Business Letter

(RS RIH R AN R)

I w3 51 tot ak

I —BER L BRI RAT 4 4

DES BB R T BRI TS, A

(@) fEF¥k(Letter Head 8 Heading)

— IR TR S5, L ZENARE, A5
ITRAR. it BiESBRARRESS, SREALK.
ML, WRSEATAEIT. WA B IR AN
BR. MU ITAEE MG .

) REEY  REEP—BRESSHNSA LA W

B AFAXNNEELE L. ¥RHWENEES:
D  23rd May, 1981

@ May 23rd, 1981
® May 23, 1981

SHYMNER: FHLATETE, R 81RM
B 1981. HXEMEX LK. HYWHFRERERA.
. 3 .




TEFEHBZAEMES. THAE2BRABFRER, WO
6/10 /1982, [R¥EEIJMAR, HEEIB|ABKFHER
198246 H 10 H, MFERJBN:A 1982410 5 6 H, &
Hral iR, .

() {5WHshk (Inside Address)

HINHAEEERRE AR 2R, Hiak. HAERTIF R A&
BHREAEASEITE, REHE—T IS HIKE T
F—1TiM 4 (S EEXS) HETML. WiE AL
HAN, WHEEZET. R$EH RE L Mr, Mrs, Miss 5%
Ms. WNAREEE. M—BREIT LK WEHDHEA
#4# . WELL Messrs. i # 11 Bank of China, The People’s
Insurance Company of China, 5 # 1 Messrs. Keats &
White. .

15 LR T P Fh:

Messrs. Hawker Siddeley International Ltd.,
32 Duke Street,
St. James’, London, S.W.1L

® Fxkat
The Manager,
Bank of China,
8 /10, Mansion House Place,
London, EC4NSBL.

(d) #RMF (Salutation or Greeting)
. 4 .




PRIFRIEE 15 ANl (5 A B FRIE, ﬁﬁﬂ@ﬁ* B
LN — M #R Dear Sir, (Dear Madam), %4 4475, WA
Dear Sirs, (JEEAWH. KEEHES. THES) K
(%mmMm(%@Amm.fﬁﬁmav,ﬁmﬁ%h

(e) 1M IF 3 (The Body of the Letter) {;B’]JE)‘C ,?_
I E BN, WIZRHE PO B REE, hl
N

BEARMIESCHE G E B, BRI E. I8

FCEEEN ERG A ARGA. R &5 45, Wit
TRAGH R SRS M ENE, H—Maisdg—TF. 4
R —HTRREX T REEB—BE0. 4R, XL
PEYERI LA, AR BDILA BRI AR R X 175 1

MRAEMIESURK, — AR RT3 H B s i Wi Ll -
s SOV HEMAT Sk (G 4G M E AR 5 — A
TN AT R 82 FT” (to be cont’d), - TiRMNA T,
FAAS HiEAn 352 Fit” (continued).,

i #9452 ih (Closing Sentences) —fiit FH 6 .25 BFik N
%,%mMWhAM§* MABEBAENER S %, H
VB 25 1 E SR B IS — B

— R A N

We hope to receive your early reply.
We look forward to your confirmation at your
carliest convenience.

We await your further instruction.

WARBA, A MRS, Flim:




Hoping to receive your early reply, (we are,)

Looking forward to your confirmation at your
earliest convenience, (we remain,)

Awaiting your further instructions, (we are,)

() %534l (Complimentary Close)
ERALARSREBHNA—HEE, HATIEPHN
BT —RNEEE. EEL E—BE:
Yours truly, (Yours very truly,)
Your faithfully,
Truly yours,
Faithfully yours,

E£EH AR EER A Sincerely yours,

SRILAEFWERE-BR TR .. =f7. ERdmEs
HERE. fiLf wABELLN. SRLANSE —TF1
B-AFRAKE, BE—ATREMES.

(&) %% (Signature) EHFILATEH. N¥ERE
ARAFRIRHES 2T, FEARAESL. BNELAFHER
WE, FTUAREZS THITHES ANESMRAST L
“ Authorized Signatuer(s)” Z# R EZ AR ERNEFH. f#l
e

Yours faithfully, Y ours faithfully

The National For Bank of
Transport Co. China, London

.6.




(Signature) (Signature)
Kao Ting—wen Authorized
Manager signature(s)

‘for EXERERELZARNRCBEPERST. A
] /i perpro
2. MELIFEMIEMAE T
(a) B4 (Enclosure)
mE A, MTEA T AR Encl 5 Enc. 10k}
A IE—14, WiEB 2 Encls. 5% 3 Encls, M4 2 #REH
3085,
Enc. 1. B/L
2. Invoice
3. Certificate

(b) THJg (postscript)

XRRGEAERETE, WA BHETEIT M L
. —RELTHRMPS. K Ps/E. B LAFWiE Hh
BEREARE. XENREF. NEEHps, EAE—fE.

(¢) £ A% (Attention Line)

WS EARERERSBRGFEHEALE, —IT‘:‘fn P
BEFNERPE 2 ) f L

Attention: Mr. David Jones, Business Manager.

(d) = (Subject Heading or Caption)

i R WA ARG E RRREEWASR B
B R 2H8. FHEEHFFTEHRTLEEE PR, B

. 7 -




SAMMERTALER. W
Your L/ C 1234 Our B/ P 5678
Re: Defective Documents Under Your L / C 5679

QA5 B AR OB — B W1 o U 9 45 0 R S, m] AR
$ih.

(e) 3% (Carbon Copy Notation)

RAGN MR BIRGI - A A K, TEERNR T
LA AT 1 C.C. (Bl Carbon Copy W45 E)R 5 3T L3k sl
&R,

C.C. China National Light Industrial Products Imp. & Exp.
Shanghai Corp..
Bank of Tokyo, Tokyo,

O, B FEssk

AT RAE RS BB TR LA TR AR

1. %5473 (Indented Style) B A R

(@) fEkAfERMA B ERITH, F—FFH F—/74
TR 23 F 8,

() H—REFBHE 1T, BALHTENRER
FH—EROE, —BR4EHE 3-8 N, %?%%*ﬁﬁ
48 B R % B

(c) Wi"ﬁ"%lﬂ%’élﬂﬁo

2 7R ERRSE. ARBITEIIT EEmE
~|%:@ﬁﬁ% {5 Wi etk $mﬂﬂﬁﬂﬂﬂ%Mfﬂ

N EITR.




R X F R BT LR AR, BMEM A SCR @ TY
L R TLL

b 75 S AR iR B R AT S R A
S . ATE RIS TR RS KT
M HFALAG W HREARS, MEEHRE® T,




Unit Two
Outward Remittance

GCHITHE)
L EHERHECER, ERER—4

Our M / T 1240 dated 8th March 1980
With reference to the above—mentioned remiitance, we

wish to advise you that this remittance is a repetition of our
Mail Transfer Ref. No. 1236 dated 6th March 1980. Please
inform us whether this payment has been effected. If not,

please cancel this remittance and return it to us. If payment
has been effected, you are requested to obtain a refund from
the beneficiary and credit the same to our account under
your advice to us. 4

We apologize for the inconvenience caused to you.

2. BERARMBENCH, #E

Our M /T No. 73 / 32229 dd. 20.6.79 for
RMB¥2,332.83
We refer you to our letter of 22nd August, 1973, Ref.




MT=73 / 32229 inquiring about the above Mail Transfer, to
which we do not appear to have received your reply.

Now the payees have notified the remitters again that
they are still awaiting the above remittance.

You are therefore requested to inquire of your corre-
spondent again about the fate of the above remittance, and
let. us know the result.

3. HICERMBEEIE - ERIAUNBUE

Re. Qur M / T 6987 for RMB ¥ 120.21
We are in receipt of your Letter Ref. of Oc-

tober 7, 1975 together with two photostatic copies, contents
of which have been noted. _

In reply, we regret to inform you that owing to our
oversight the amount of our above—mentioned Mail Trans-
fer was wrongly typed as RMBY 120.21, which should have
been £ 120.21.

You are therefore requested to correct it on our behalf
and pay to the beneficiary the amount of £120.21, which we
have today instructed our London Office to credit to your
account as per copy of our Advice No. attached.

Meanwhile, please give us your authorization to debit
your Renminbi Account with our Head Office. Peking with
the amount of RMB ¥ 120.21 we previously paid to you.

We apologize for the inconvenience caused you in this

.11.




respect.

4. BRUSCENS P RESOLE

Our “Please Debit Advices No. D / D 390181 -9
We refer to the captioned nine Advices wherein you are
requested to pay to the deb1t of our Head Office, Peking ac-

count with you to the relative banks the total amount of Fr.
6,789.90, the copies of which are now attached hereto for
your easy reference.

However, we do not appear to have received from you
any information in respect of these items, and our Head Of.
fice also inform us that they cannot trace the relative debit
entries in your Statement to them up to the date of 15th Feb-
ruary, 1973.

Please investigate the maiter and inform us of the pres-
:ut status of these payments. If the captioned Advices have
not reached you, kindly act on strength of this letter and the
attached nine copies.

Your prompt attention to ihe matter and your early re-
ply will be much appreciated.

Useful Expressions

1. Our principal informs us that the beneficiary claims that
he has not yet received the amount. Please staie if and
. 12 .




when the amount was paid.

B, R AR AR TR R
EANZ &z H .

If you have not already done so, please execute the order
now, taking care to avoid duplication of payment.
URT I ARSAT, 5 RI-T- A B JF 39T 00 AL A A
We cancel our afore—said payment order and request
your authorization to debit your account less your
charges if any (request you to credit the amount less
vour charges, if any, back into our account with vou.
under advice to us.)

BATREH LRI a4 GER), WBRRIT MG
(WA SRR, GRERAE TSR,
BRI A7)
According to our records we have not yet been debited
with the relative sum for the above payment order.
RIEEATICR, L% GBRD LA K15
(88340
The above mentioned item has been entered on your ac
count in error, and we have now reversed it with the
same value date and ask vou to accept our apologies.
PRI AR B C sy, KA TC &Rl — &8 H e, Ty
We do not appear to have received your reply to our
above—mentioned letter. a copy of which is attacned for
your easy reference.

13.




