


XHBREEND

MBI EEFESELE

oo o

Mordern Commercia English & Trade Practice

5 % ¥ Rnx
Bruce S. Stewar K]

B FEEHEYEEH
Bgi)  EHEEHALRG



4

EFEF 045 '
BTN 6B T AL, SR R T
RRCH: 1 AR o AL A2 R H AL KB M R AT

BEHERERE CcIP) #iE

BRELEEELF/ EXRRE.
— M THRBEERM, 1995.9

ISBN 7-5359-1523-X

1. B

[, &

1. Q- EFEQARIE-HKIF

N.H31

e s ICAR H MR
HIRRAT EEAT KB gt
B MR B AR R A G
Fl: BRATERNT
¥. 850X 1168 1/32 10 Ep3K F¥ 220 F
W 19954E 9 B 1R :
1995 % 9 A% 1 IKE R
¥ . 0001—20000
S B N 7-5359-1523-X
s XK 5. H-38
% . ffr: 16.50 7T
FH{EE RS, 16826202

B FREH

FERaRELD
B 19-1995-023 5




RS

RECHAFRBENLFBR 10 ZEK, SF CERR, MHAHRE
ShEHIEEC: BUORS . ML ERM. MoitEml s . SARRERTT.
REMBEERIRSFEDH EME, XWX HT/EEFREXT LT
EERHETERNER, |

SHAEN, BRITAEEITEERLHAER, BTk, ARE
MEAMEAKBAL. IMEX—FE, RONAEABBUEIXE “LAH
HEEAE" BB, HERETEE, 2EABCEUT 10 £4:

1. Al EFESES 2. B FERIE
3. FRGHEEN 4. EXHILBEA
5. BXRULANAAIT . 6. REFBITHRE
7. O EHHEE 8. BrikiESE

9. FIEMEEKIE 10. B PR IRIEE
EEMABHUTIL A

1 AR, 2R B AN N, MR R T AR ok B
f. AT RIEFRELRENT, #RUPIHEEL, FEEELS
THERETET, FUBA.

2. MAHEMGLA. 2BUEANER, UELTR, AFRHE
RIEERE S R BT A o |

3. EH NS, BEF EMTFNTEXUARNE, FERE
2 IMER.

4. BWAREFS. G AL A £ L R X% E AR,
Bt BEFA, BAEBSFRANE, EREFIALRFERIMLA.

RIFEEBEBHBY, BHREERIHAENEE, IERLANR
B, FEEERHEROEL. |

IR H MR M
THEEHANEN
1995 ¥ 9 R



WERE

X EXAGELAT —H, 8. V. %, BB HL
BT H, LEE U, Flt R4, RIM shall
will, THIURBET —RL kBN, AHEEH L4, — 505
AR, ARAHDABRINR, LA TRAIANHERYG T4
£, RBEAHE, A—TRIATRHRERETNYHL, FERL
NEAKMFEE I LRGSR,

F M EEML, BRARHERELSXHF) LEEAN
AT HOHHBGRERE, 2iELEL, URTFIRATA
HHLRE SEBRBTHABGEBERA B, 25H6 X
o 1. AR ELEHIR; 2. XHKXAE; 3. EX4F,; 4. X%
RGG KT 5 ITHFFR; 6. eRELt, ¥ 2XFHNE
Ao, M¥, ANENRRGEZEFN, ARPTARAHE
HEHEmRL, EERRHRETRET HSRE, LAY
%, BB CEF,

A FRFTHARIT, wHKE, ZERTIMNIFMHE,




] ES

PART 1 WY EEME IR
PrefiTingrs

BIEBEMULERLE
Preliminary Arrangement
FoBEESHL2MNE
Explanation of Each Part
£ 8 BiEmrl

Styles of the Letter -- -

£48 EHHEE

Enpelope Addressing-------

o8 HpEL

O lher Remarks -«--:-=-xor

PART 1 THXR
Business Relations
I S EHSEA

.................................

.................................

...............................

...............................

...............................

Establishment of Business Relaliong:--+-:::cccoe:

BoE® FAAR

Credit IMQuUiry - wrwwecsmseeeseressesmmneiinaie

EI®AHRE
Trade Proms“l .............
&1 & N EL AR R]

...............................

Printed Malerials introducing the company -----

Response to Proposal -



B R 4

Agreement .o
PART m KRWY
Sales Contract
%1 W ¥5EH
Trade IMQuiry «-------cooocerrerereriminianiei,
%28 EEEY
Response to IRGEUIrY - ---rreeveiremnna,
E3W M
OFFfer --ceeeererrrsaaeniiarainin, PN
%48 BB
Reply to OFffer--cc-oroeoemiiiiiiiiiiinin,
EFIT W
OFder ---v--voeie i e
Eo® BHITR
Reply to Order -+ -ovvoveniiiinn i
PART v RRBHNMT

Execution of Sales Contract

$£18 GHIE

Letter of Credit .......................................

F28 EHMER

Skipment Advice -------errriereiimi

BIWME B

CUEERE -+ weevnnemmeeemetrnosenimmectensaereroaasatneennaens

L4WBE B

Adjustment ---ooiciieimenei

%5 | KRR

(8%

ACCM" Set’lemenl ....................................



PART v ARHEER

Miscellaneous in Foreien Trade
B ER, MEMiwe

Circulars , Report & Social Message - ------

®E2W A{MER

Introduction & Recommendation «---+ei-veev-o.

®3W EEKL

Employment Application .- ivoroeeeeinenee

BB &

Adverti Sement -1 vvriieri e anes

PART v BRSBHE

Telearam & Telex
F1W BEHREE

Tele gram Qutline ---ccooerreeonsiriiiiiiies

£ 2 W BME

Telegraphe8e --------c-oetorereraaiicamecreneen.

3@ w E

$ 4 W HEUA

TeleXxe8e ----+rrreeeeremrriitiniiecaiieiaiassonnanas






—25 1) ﬁ——\ ,
ﬁrﬂgﬂﬁ%ﬁiﬂz

Prell-lnary Arra-ge-e-t

ﬁghﬁﬁ ERAMEMITEROR, SARFOE—TR, XER
SREFRBIR, FHE—EENN, CRRREBBRRR,

f_ua,\

A ft ‘4% Paper
B AR — R A RERHE (American Size) Q‘Jﬂ?ﬂﬁ 85"x11"

(455 21. 6cm, B 27 9cm) , 1685 7 45,36 1 4 00 O AE fr?ﬁ;&urﬁm
MITPENE, ORAKUS N A MRS BIRFAHH, &5 0~6-Ba5#.
SHMK (A RN 841X1189mm, B ffi% 1030X 1456mm) , SHMK, #
RN, K =1 V2 WHHUIN. FRARH T, 1N T VY,
BWEMA. RREEOFE (0 memo %) MER half size AT .



TR TRy kR TR VBT

!ll]ZEE’ s
AL, Bl K:®=1: v2 AMEHIm’

2
ALBzﬁ=ﬁ=i¥;1 B R }. 5m’,

BEAEEYIN
ORI % 3
A4, Bt “o
A5, B5 ' ’
A6, B§

r 3 48
% [68] s
vz 18 ki
28
o0&
L
T~ 3 -

RGN (D Letterhesd) SAHATAST, KERLZ B3E, W
5 RMERBEABIR, FAFER. |

1. Firm Name

2 Address

3. Cable Address

4. Codes Used

5. Line of Business
6. Bankers

7. Telephone

8 Telex
9.P.0.Box

10. Trade Mark

1. Year of E.stablishment

B Parts of the Letter

KALE

ik

RS

EWE

CELFE

X 5RTT

i B A

ISR

FHSH Com e
iR Cope T
BISLAEH ; ~

RS 2 8 L A 5 R B A A TUL . SRR

RZEBEE. MFRTE.



DEHEELE -
{l)Letterhead ({§3L) -
(@Date (RIGHMD L
1(3) Inside Address ( MEAKSL ) ,
(4)Salutation (IF L FRIER) !
(5YBody of the Letter ( X% ) |
(6) Complimentary Close (&5 i¥#%)
(M) Signature  (E4)
HHRABELE
(8)Reference Number (£S5, £2)
(9) Particular Address (§§E# )
’:"('10 Letter Subject (iilf; *8)
(D Identification Marks (3% E A&%%—’i‘?ﬂ '#’5‘]18@') '
(12 Enclosure Directions (MH#F3C{%i%8H) :
13 Postscript ( P.S. ) (?I‘iﬁ;‘iﬁla)
AN FREETURRETIIREH.

(1) Letterhead

(8) Reference Number

(2) Date

[ @ Inside Address |
Lo Particular Address ]
[ (4) Salutation ]
| (0 Letter Subject |

" {5) Body of the Letter

g

IR RER IR TR g 21 0¥ IS gL



N e i Ll L e el Y A ]

r(6) Complimentary CloseJ
[ (7) Signature 1
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(13 Postscript

EhRBEMT:

THE GENERAL TRADING CO., LTD

Cable Address: I & . Branches :
mporters Exporters

GENERAL TAIPEI 0 Taipei
6 Nanking East Road,

Telex : London
Taipei, Taiwan

GENERAL TP 3628 New York

Codes Used :

Acme ; Private

April 1, 19—
Hong Kong Chamber of Commerce ‘
International Trade Bldg.

- 38 Kowloon, Hong Kong

Dear Sirs,

Established in 1940, we have been expanding our busi-
ness operations around the world as a leading general ex=
porter and importer in Taiwan.. l*

As we are now planning to incorporate our business ac-

5




tivities in your market as general base in Asia, we will be
much obliged for your introduction to a most reliable im-
porter handling sundries and textile goods.

Concerning our financial status and refmtation, please
direct all enquiries to Bank of Taiwan, Taipei and The In-
ternational Trading Co,, Ltd. in Taipei,

Thank you very much for your co-operation, We hope to

hear {from you soon.

Yours faithfully;
THE GENERAL TRADING CO., LTD.
David Wang
David Wang
President
DW/ ht
Enc. Pamphlet 1
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Explanation of Each Part
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A. {E3L Letterhead

Letterhead BIA A A1 %55, Mt . MIIGS. HUME . 85, QSR
TELEX S, £l M. MTFHR:

[ a
[ THE MAO YUAN ELECTRIC CO.,LTD,
Code Used : 552 Tun Hwa North Road, Cable Address: .
Bentley's ; Taipei, Taiwan TAIWANTAIPEI
Private Telex: TY3658
Business Line : Established in 1940 Telephone:

Electric Appliances TAIPEI941-2019




FEXEIRZ Letterhead B, EAEITF 44 E H T |k Sender’s Address
(RIFAMRID.
1. 22-20 Tun Hwa North Road,
Taipei , Taiwan (Indented Form, Close Punctuation)
" 2. 18 Railroad Ave.
Pearl River, New York, N.Y. 10016
U.S.A. (Block Form, Open Punctuation)

[iEAY 1 BRI SHZERHTES.

2. BITRAEERS, BIE—1TRKHA R AFH Close Punctuation . &4
KB HIES R4 SR Y Open Punctuation, AmEEEHH
3% Block Form, Z& ¥4 M1 | #% % Indented Form, 2EXTIER
Fi Block Form & Open Punctuation, ¥ E X £ A Indented
Form 45 Close Punctuation (G¥ R E=%),

3. Ave. £ Avenue WHEE, BERFAFR/ITAA.

4. N. Y. 10016 BRXEMHREX S, EERLE London E. C. 4
ZRHMEREX S,

B. R{EHB M Date
K Letterhead ffE4%, AMIEEAR L ¥, B Letterhead WG E
Sender’s Address f§1E T 77 » 4 M1 B 7E Letterhead FIr ), HUEER
EHEIREAEE. _
EF:N E5:N
June 3, 1986 3rd June, 1986
A Close Punctuation $ 5K, FAARHERZER/ME LoH, F8%
AFKH 1st, 2nd , 3rd, 15Sth Ek, FeEXFER, FSRFTHLB 0
EES. A3xhE A A0 RS A e, LH8ERFEREm LR, o the
15th, BFXRERSERTLEE, HAE Ist. 2nd. BAXMH.
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C. W{EA ¥-&til Inside Address

Inside Address SE—TTHRREAR AR A ALK, FRHEAITURE
ABH, XAGBKTEELS, ErEuit AT, KEEEM
AWTHRZ LR, HTRe. APERFEER/PREFIRERL, BRE
%, WEARST 8.
1. Manchester Trading Co., Ltd.,

16-18 Worsley Road,
Swinton, Manchester,
E ngland. (Indented Form, Close Punctuation)

2. Messrs, W, Schulhof & Co.,
65 Rue Veydt
Brusseils 5, Belgium (Block Form, QOpen Punctuation)

Lid. & Limited 5, BHRBERAE, EXREFEH. XEEE
JH Inc. (Incorporated), EE M ZIP code /& Zone Improvement Plan Num-
ber Z B, MK B E i RS 8, H HAEF M New York,N. Y. 10016,
BN HEEHAAREAKKE, DTFHACEARBEME, BERiEN
4 i} Postal Zone Number, B WML FEF /M E. C.  (Eastern
Central) #RNAKEKR, UTFTHRFX> HE/PMY 30 MK, HE—ER
RAfE. .
A A EFRFE Mr. . Mrs. . Miss %, MEEARIEHZEHELA
25t ) Messrs. , A AN BRRH 28R a0, d 2 5 B FRPE AR A the,
BAARHEAR, EAGRAKRNENENAES, BRELAKRVETAZ
Z2E.
. FE S Sl AR RIRFRET, IRRBEREZE. FRHEEN
EFF—17. ERERLEMER L, BEBRNEH, 2EBEAA K.
3. Mr. F. Lawrence, President

Wholesale Supplies Co,, Ltd,



