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UNIT ONE

Layout of a Business Letter

1. The Envelope ({F¥})

ﬁﬁ;&ﬁkﬂﬁﬁkﬂﬂﬂﬂ§E§Wﬁﬁﬁ= HRA K.
*ﬂ* (Block FJ).‘rm)

Albert Thompson
Hotel Schlosslandon
43 Mauerback Strasse S
Vienna
AUSTRIA
Mr George B. Shelby
The Tranco Company
Registered 45 Fifth Avenue
New York, NY 10012
U. S. A.
#3543 (Indented Form)
Liu Yingfong
99 Taishan Road
West District Stamp
' Beijing, China
Mr John Polin
Messrs L. Smith & Co.
123 Hilltop Rd.
Airmail Charlottesville, Va. 22903
U. S. A.
XTFREHEBENRHA.

1. ERHNPRAMAS LREARS. BWEAMELRT—M LA, URILEME

B, XFRAREOA, BXEELZNE LML (R M), Ms. (R Mrs), R Ms. (FMs),

Ms. ARRBERE. mE— M ARENATEXGH, 6 UNEERARAMNRE. #im, R

JE®BL, 5 L The manager, The General Secretary %, iBE| XX FF 4, MEJLFEFEM “Jr.”
1



(Junior), #M: Mr. John Evans, Jr.; 1 “Sr. (Senior) N|3ECZE.

2. WEAMBEA THEHSWE AR, Mt 2R /pBIK, AfH =, =, M, ffT, R
KETiE. MEEAF, KEAANEK, RAEEITMSH. MELK, BESRR. MR
EHE AR RERE SRS (zip code) . TS SR8 % 4 A “No. ”. Road, Styeet, Avenue Ffl Boule-
_vard A[LL43 FI4ERE R “Rd. ”, “St.”, “Ave.” f1 “Blvd”; BEJ/G, n “.” HAME “.” #
AT, filn, 4RAEH A LIS E Oxford St. IREZAHRBEAAI 4G, M—TERNSEX LKA
Bt AT LA4ERE . B 40 , New York ¥E 73— R, L AIE H L%, MEA - MERATLUE/ENY,
EXEMHEM ML A SEE X, 1 Pa. 5 Penn. 3K Pennsylvania, Cal. f{% California, X
FEHMAMERHELERS LK, MBKFILL Vie. 3R Victoria M, INE KA Oue. R
- % Quebec . MREEHAEHFH (window envelope), MFH AL FEHA. ik, H%4
jE{5%8 LAY inside address B7ESME , FHEHGHGEFXIEEAFORTT .

WEREFHERRABRERG. XERALMSBE, W MHFRRMNRT, R
- AMBFRAIRX., SHEREEMEET. Fim.

Mr. James Allen, Executive Secretary
and Assistant to the President
Martin &. Simmons, Inc.
2140 Commonwealth Avenue
Boston, Mass. 02109
U. S. A.
B Wb, LT HR B SR RS ik & . Bt .
Mrs. Barbara Coulson
12 Park Street
Roseville
New South Wales 2030
Australia
RERHMNEMNERBAEACHRE. Hlm.
Miss Nancy Lee,
4 Oxford St. ,
London, SW6, 6DB,
U. K.
3. MALBEMS, WEANEAMMILERNH T 7 =FEs.
() BH-ADAFHA
Mrs Joyce A. Cavitt
President, C & A Realty
246 Dover Drive
Springfield, Ohio 44903
U. S. A.
(2) BRI —NAMALZNEERA
The Traffic Manager



Benton Bolt Company
344 Rue Company
Chicégo 39, Illinois
U. S. A.

) KEE5
Messrs. Haruno & Bros.
Room 411, Osaka Bldg.
I Soze —cho, Kita —ku
Osaka, Japan

E: —MAANEERLAF LY, AIEMLE “Messrs”, $%HAG##J"§]%WW A X — R

FEiE.

. .ﬁ%AB@&%ﬂﬂﬁﬁtEE%ﬁZﬁLﬁo MARFHEA, EEMERAIEEFHEE=
AEMOREL. FEAREHEL, Ak, FHEALEHRGFEHEY. EEATFRFAM
WE AR MIER, BITEEAR RS, FRAHMARX (closed form); HRAH, MF X
(open form), FEE A —MAARA.

5. EfFHETHL, HIAE LE#HT XM BLHHE . Registered 5 Reg. 51, By (Via)
Air Mail (8 PAR AVION) fi%%, Express {R{5, Immediate (Urgent) {4, Printed Matter E[1}
54, Sample Post £: 5L fiE{4, Photo Enclosed N7 B8 /i, With Parcel 5 [fff3 3, Book Post &3 HE
¥, Confidential HJL %, Secret H{F., XA EAHAR WA SR L AMRE TE. JEAE T o]
PAn—RE, LASIRERE. 555, mIERSE, FHEmAEBYE—%, HAWAERT.

MAGHAETREZINGXHEBAITRE, FHERLAAEAKRKH D, FHEHD
RbHEBH : Please lift here to inspect content, X716 BHE % REDEEH LRy, AR HEELR,
KRG, FERLEMA, W, Via Hong Kong, WM& &%, AEMHELAE. If not
delivered, please return to-s-««- 8% If not delivéred within ten days, please return to-«-+-+ . THEH
!, mMREARLY, IEFULAEEGEHTE.

6. ﬁﬂ%f'ﬁ:ﬁ?%% FHXWEAN, WEKRGEAES TEEAEZALES, FHFERLTE
BN C/O (care of), B: “HliFWss” W9ER. ﬁﬂltu

Mr. W. H. Jones

C/O0 Dr George Shelby

81 Fifth Street

New York, NY 10012

U. S. A.

FIE AN L 10012 BRIXE K& 81 5

rif « MR R BT i i
W. H. B4

LFFAFERE AT p kB AW E ket af AFEfEH LIER “To Await
Arrival”, B BRHFWAE A FER G SR G R

7. ARIEAERZH ARG, ARG, WEGHHATA, WEAKL TiE, 0.
Introducing Mr. A.; Recommending Mr. A., #{ To introduce Mr. A.. ERNBEANEE,

3



BAWZHE, WAEKE AL THEE Kindness of, Favour of, Courtesy of, By Politeness
of & Favoured by %, BE LRIEAZHES. HiW:

Mr. John Anderson
Kindness of Dr. Henry Albert
R R TERZRREE
ERAEHHEAESL, RERFABLAE: Please Forward, #iin.

Please Forward

Mr Grover Beard

WHTHRT H - WRBEEK
BAEFIM, BAWIHFEFEAFD, AodO, IHEFUBFAE.
A5, RREHLENT, BARALE.

I. The Letter ()

TER-HXEHULEFHOBLER.

{83k (Heading)

RIS %S (Our Ref. No.)
R SESHE (Your Ref. .No. ) HE (Date)
$Fpy st (Inside Address)

BRI _(Salutation)
Xl (Subject)
iE X (Body of the Letter)

4R EE (Complimentary Close)
% 4 (Signature)

2 FF L F 8 (Initials)

B4 (Enclosure)
M= P. S.

REBEA—ENEN, REXRS ARG, HEHBEHBEXAR 8. FEME
REEM, NHBRGHERTE. WMNETREAKBARNTFIARMTE, m. BEREKL
(C. C.), BrER{EN CAttention) %,

4



BRAGIN ARSI EFRELFT —ENMUE, HELHMT.

China National Light Industrial Products
Import & Export Corporation
82 Dong An Men Street
Beijing, China

Cable Address )

English; INDUSTRY BELJING

Chinese; 4102
Your Ref. No. EC89/7406 -
Our Ref. No. 98102

. Date; Aug. 3, 1989

Johnson Supply Corporation
376 Sutton Street
San. Francisco, California
U. S. A.
Attention; Mr J. L. Hudson

Gentlemen ;

Agreeing to Establish Trade Relations

We are glad to learn from your letter of July 27,1989 that you are interested in establishing trade
relations with a Chinese corporation for the purpose of selling light industrial products of your
country. .

We invite you to send us details and prices of your products, and we shall gladly study the sales
possibilities in our market.

We shall always be very happy to hear from you and will carefuMy consider any proposals likely
to lead to business between us.

Sincerely yours,
" (Signature)
(Mr) Li Yingmao
Sales Manager
LYM/sj |

AHEBLFFHEPINERRSAEEROFALEWT -

1. {&3L The Heading

FEAWAEETH: REAMEMEFEN. BRSO FEL—RDEFE LRGP
5



