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Unit One International Business Correspondence

& e

AR &, RXRAERABE. EEERES KR
FREREEEAEN . FEOR M REH tE k2
FIEM.

FEEFRE S ES, &I THER, SRNEIT. B
frR 2@ R BB Z0RETH. MERABRHYRE, &
W RBAHUE, EEXHNERARTIGAR K. EX
SRR G R, REREEAERM AN,

EEPR B RARAES RS, KB rREFEE. HX
VEER A AE B oK X — LR, A BB HIE 5 SOt E 3k 45 3 7
AT 5 B A XALA i AR BB B . RiA Ak, &
HRERT, MABERRE, BERKR . AXPECLR,
SRR R E R R X LR,




O % %8 iR

(| =3 0 A T

EREEE R, TR A Soh i E B i
B,

(1) BEMBIARE (subject heading) . TEANF W HFIEXAE
B, SREANMEEEMECNEZ-BETH, FERIFENE
T, URSERXEHREXNES. HET - E0ERMES
FRtax—RRER . BEASRERGHERE, o
BEEHRMNAERANUER. EEEIEP, thins
EREHEHRRAR . B H % K 1 " Heading is the little
thing that does the big thing. ” Bl “sREf &/, VEAHBK.”

(2 EEFROE-HEUN, —FERESEFXHE
BHE. BEENLHERSEMEY.

(3) A1F. B HE (brief), —fRBE, BEWE—
BOAAFEERE, kL, E#RYVZHNELES, SaELA
THREFTELRMIOEABEZRE LEBBRAKZ®RMNAE.
XI5 BERT, L “—BRH—B” N EREEASFE subject
heading B I, FLAD B ALREBFSEE, FREF.

W B FRPEANESBIEERES ., AW, HE.
HiEfb. ZHAREMEMNIFES (plain language) RRERE
REE., BLh, HRATHRNEETRELEE. TEHEE.
NGFEENEERFERE REE, —REH L&, f8” 8
W, YR, AR TG X ERXBEEM, Y, Wi
F— “REE” §iF. AR, BERERRATHRBEES




OMPIEHHAHR
BRI A AH R Bk, REmE,. IHMBEES
WIFRIEE, BRAEXARK; HERESNEZRENIE, EHi
M KA R HE. XHHRKRERTRE. B
BH TR B ORI BB EERR TRERANEE, A
T8 B 7 i ant el REmME, XBFREHMER. X
MEETHE “EEER”,

5 BEMAILPEERE. X—FHUNEERA “BE AL
T OHREEIR., BT “Cs” TR GE B 5 ISR oF
FTABIEEIE T, NI “DUR” MR .

(a) Clearness, Ny [ HiZEENERHTRENHER, &
M E LR . W

(b) Completeness., i T ibi%E&E T AT A MHEE B BER
FIKH WA LBEE .

(c) Conciseness, % Fi%fg A— S MREIC, B E 57,
15 L ARIE 5

(d) Courtesy, ZERWERT, FHMERRBT “HHE” &K,
ARIR “WHE” 8, FEX. KBS, EREXES RN
REE R, HEEANSERRLAREILAY. MEBEIIAHN.
WREBFWE AN HFBREIF, BiE AR LH BRI
UN:E E R

(e) Correctness , 7E O LIF R, AL M F RN Z N
b . AMARERFETAATE. AR, BFE. HE
FHHPIE R, ML RXFERLIRERTGIRN.




O B Fr il % 8 iR,

= RALfE R AR
R B

AR LERY, BRFEEEAUTILA: 15 det-
ters), HR (telegrams), B {E (telexes), {5H (faxes), HF
W14 (E-mails), ZERERAUEHBE, FAAIRL. BET
FIM%:

(1) Sender’s address (at the top or in the top right-hand

‘corner): (fFk: HfG ARAFRA#at)
Cambridge University Press
Shaftesbury Road
Cambridge CB2 2RU

(2) Date (on the right but could be after Receiver’s

address): (H#) '
7 May 19— — .
(3) Receiver’s name and address (on the left) . (Bt{E AR
#E R ak)
A. Reader
Unit 1

International Business English
" Page 00

(4) Salutation: (ﬁ“\'@iﬁi)

Dear Mr. or Ms. Reader,
(5) Body of letter: (iE3)
@t :




OM LFEHHARR T AR ERY

TELEX. (Hif§)

A telex is very quick, and readers often overlook some errors
of spelling and grammar. Abbreviations such as TKS(Thanks)
are common in telexes. The sender knows when each telex has
been transmitted and received. A telex can be a legally binding
document.

LETTER: (H

In a letter, the emphasis is on a high quali{'y appearance. lLet-
ters have to be typed accurately with a smart, clear layout.
Letters are slow and,once posted, dependent on each ecuntry’s
mail service. Important documents or valuable items can be
sent by registered mail.

FAX: (f5H)

A fax (telefax) is a facsimile copy of a document transmitted
by normal telephone lines to another fax machine. Fax is be-
coming very common in busir;ess; in Japén and the USA, there
are more fax machines than telex machines. A fax is not nor-
mally a legally binding document.

COMPUTERS: (H TR

E —matl (and Teletex, mainly in Europe) is a way of sending
messages between computers. There are more computers link-
ed to E—mail in the UK than there are telex machines.
MEMOS.; ( )

Internal mail. within a company or between branches of the

same firm is usually in the form of memos: these may be brief




OERR &R

handwritten notes or longer, word-processed letters. The style
depends on the practice within the company and on the rela-
tionship betweeﬁ the people involved.

(6) Complimentary close: (%BEE)

Yours sincerely,

(7) Signature; - (B4)

Leo Jones and Richard Alexander, Authors

ME@S, RAAUES: BB LVEREE7MEE
For M AR T BT FS . TERESESAEES
AT, BHEERNT.

1. BERY 7 H~FE B84 (the seven main parts),

BREMTAEERSNLAETRRY: k. BH. HNy
AFrHbat. RIS, B3, SEBUEREA.

(1) {3k (etterhead),

LTEA A TR EF A R TR
EEERRTEFANTS. BiE. B, Bik%. RitgE
MELRERDREARMES, HEAEEE THHEE.

(2) H¥ (date),

R0 — 6] 2 ) S A 5 KER B AL BE A 5 s B 4. ik’
MIEFA, ERMEFEAME, HPMEXEAST WM. £
HirfFfEES, SHEHAE0HES. A BEANEN. &
FXH, HEE B P, 199545 9 A 3 B, W[ 54E:

Septermber 30, 1995 8% 30 September, 1995,

£ HRN, HEE: AGARBHETERE, HERXEX




OW L {FRMARL R ZEBRBLHRHA
BRRE; ERALBMES. EEEP, AHTETHEY
HEd, SREL.,

(3) #HA AL (the inside name & address),

The inside name & address B:IEWE AW A kit &
FLFEXT AR XS R A FRIE . At i AT L b BT 2 w4 PR Rtk .
HETHI: '

Mr. David L. Grosshans, President

Grosshands Furniture Company

1746 Laurel Road

Ogden, Utah, 84401

Messrs W. Smithof &. Co.

65 Rue \}eydt

Brussels 5, Belgium (Jf: Messrs 4 Mr. (R ¥ERX, H
F w7 BRIl [ Messts B0 7], RATANEARER, H
SR HEAU EHBHEAR. AU ESKAR. .
Messrs J. Smith & Co. ; Messrs Clinton & Sons Co. ; Messrs
Lopes & Bros. ),

Manila Shipping Co. , Inc.

P. O. Box 107, Manila

Philippines (¥ : Inc. 4 Incorporated 455 ; Co. X
Company 4555 ; Co., Inc. BHERAED

John Wilkinson, Esq.

4 King Street

Machester, 2, England (3#: Esq. =Esquire. #FZ#H, =4
S — AR BRI AOPR; 7ERE Mr. BARE AR, Esq.




