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LESSON ONE

FEATURES AND PRINCIPLES
OF BUSINESS LETTERS

A% EERMEREREL

RS EERESFEDIPLU SV 2 MEEFEEWNEET
R, BEBEF —RE R, RN X ESR R L& s —5%
RV, RS by 95 15 o i DU 0 200 78553 1 8 [ B v ML T Bh A R ik
H,EEAUHARSZERERE S ENMIBRERSFEEPH—
WM, WA EENTR LRI LR BIHY R “Five C’s
Principles”, RIFFERI“H C JEN”, Bk 8t B+ Correct (1E
), Clear(¥E % ), Concise ( fi] i ), Complete (5€ %), Courteous( %L
$). MaIRWMT .

(—) Correct{ IE%)

—HER RS ERNZES T HARERN, HP B,
EEVEFBE S ANIERASEIE. SR HER U S ER
MITHIRE, RECZHFTHIMUG, RSN AR MR =EARR
B, H E oA w MR IME R, BT E R ERZEG T .

1. B BRI .

£51% : Dear sirs,

1E#4 ; Dear Sirs,

#41%:No. 213, Mayland Road, London, U.K.

1E#:213 Mayland Road, London, U.K.

£51R : Yours faithfully

IE#: Yours faithfully,



2. FR BRI
#1% . This goods is high.
IE®A : This article(item)is high in price.
R AR R
£%1{R% . We are satisfied with the quality of the goods you shipped
to us.
1B . We are satisfied with the quality of your shipment.
7 X 5 KB I AR R ER BT A
#51R . We shall deduct this amount from your account.
1EBf : We shall debit your account with this amount.
A E LTI AL Jale el ik <.
3. RE LRI .
#51% ; Please remit the net amount to our account at the Bank of
England, London.

JE# : Please remit the net amount to our account with the Bank
of England, London.
TR RFICARIT BT ZITHIR P
£51%: The bank established an irrevocable L/C for the im-
porter. .
IE# : The bank established an irrevocable L/C for the account
of the importer.
WA ORI T A MBI E R,
£51% : Payment will be made when you presented the shipping
documents. ]
IEH : Payment will be made against your presentation of ship-
ping documents.
LR ITRE BB FEZEHE.
(Z)Clear( %)
R 55 (5 BR P TR B LA 0 1 2B B B, R RRE AT 1R 1R, )
. 2 .



FARAL X, FN &R ERETEMMA., £L5TES, &
& MR Syt R AEER, BLAEE WA RBE B TR M T
BEBE . We have accepted your proposal in your last letter.
RITCEBZ TR EEER PR,
15%E . We have accepted your proposal in your letter dated May 3.
BRACLEZTHAS A3 HREAFHEL,
BEBE . We are glad to tell you that we have shipped your order.
BAREMHGEHST T, RMNCEKET SHTHTH,

{EHE . We are glad to tell you that we have shipped the goods as
per your order No.231.

RBRE NGB T T, R CERAE 231 SITER
2T RiTRY.

BEBE : The credit will remain valid until the end of this month.

ZAE FIER T4 A REA.
1% . The credit will remain valid until May 31, 1999.
S IR T 1999 48 5 A 31 HE,

(=)Concise( &)

WEEERAREN ZEE T4 WHEE, FEHTE
fo, BRI, XHEAEE - ESE A —HREHE K,
WFEREUE AN B ERE S RERRE, B ARE
HEETRMIERSEANEE, HilEemT.

PZ W% . We are sure that after reading our letter and the enclosed
quotation, you will see that we, in view of our long and friendly
business relations, seriously considered your counter offer and agreed
to accept your proposal to lower our price by USD 5.00 per piece.
This is an expression of our good will and sincereness to further de-
velop the friendly business relationship between us.

RAAREERNTE T RINAEEMBERT RN B2,
HITE ELEBET, ERE T RN Z HRKARF 5K
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