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Lesson 1
Layout of a Business Letter (1)

AL FENREE-SEFMRELIES. RELE. B
& R E-mail EFH-FHREZER HLERNREE
BHRETAZ - MBERMKEFTANETHEECREET
fFeh. B BNLIAEMFRALBENEE. B DM
FHARENEEESHEA.

— BLEEREHES
1. BRHERR >
-H AP, RIS T LB NE:
U &k (Letter Head) . @IER{EAAFHA B AL,
FRERBESH.
2)E{E B P(Date Line) . BIEME. A H.
3) 34 Hi ik (Tnside Address): Wi A A £k
k.
4)HRIE (Salutation) : XTHC{E ARIE K,
531F X (Body of the Letter)
6) &5 B HiE (Complimentary Close) ; F{g45 RITHITL
WHE.
7) %% (Signature) . B{E AN EE.
2. F5 R4 (5 {F R RAE RAR 1 AL 00



R

FEN-ERMELERG ML HHER ETERALE

aXif # (Enclosure) ; 7 U B 03 BF B RO 8 5 B 80 10
HER%.

bYEE R (Postseript) . (B ki MBMELETEMW
PN A AT AR M P, S, Bl AR aE,

¢ )75 A & ¥R (Attention Line). 7 Hi (S @S85
WA,

&) el AR (Subject Line) B {ERHERNAERHD

-H T,
)% 4 B (Reference Number) s A 7 {@-F g4
T 446 6 55

£34h 1% (Carbon Copy. 5 X C/CY . BB AL
IOk

ZEEBEEETRABANAE AEREXERE

L bR AR S
1142 3 (Letter Head)
HEdrg s AR eSS R AEL RERE

A

&, Mk HBHEENE:

(a) 36 Tower Street, y #Eirak, BT ik
Toronto 4, Canada,{ WEL 2—3 MEE,
May 16,2000. BITRAHETS.

¢h) P.O. Box 1756, | Bt AR A
! v e
Beifing . China, U R AR EWA
fan, 21,2000 | AFREESAZE.

[



{c) P. (), Box 1079
London, England

Jan, 23,2000 FAR L, FI T A
(d) 6 and 7 Clifford ITRERTETS, &

Street I T B/ Z AR

London, W. 1, H, A .

England

Jan, 17.2000

2 )45 7 # Bk (Inside Address)

BN ML AR # (T ) 5 (3 UAEAR TR | B
Ml ~HRTE(S &P O BITRLT t—6 174, WGHRINZE EE
e, AR @ ST AR b BB R
T

{a) Mcssrs. William & Werner,
36, Tower Street
Toronto 4.
Canada.
(b) Mr. C.E. Eckersley
¢ /o Messrs. Longmans Green & Co.
6 and 7 Clifford Street
London, W. 1. England
3) ¥ (Salutation or Greeting )

Frob s (2 AR AR 5 AATER0E, B 8 TR B Atk g
e AR o 34T, Tk SR E o — Al R
AR

R R



Dear Sirs-igﬁﬁﬁ@ﬁm%ﬁmyoﬁiﬁﬁ%mﬁ%,
A HBS Colon) . LAIER, RNEEh (¥
H Sirs.
Gentlemen: ;X R E8 A fITE A R E8E B,
HATSHES NERBEHER., AL
Bt DU A} Dear Sir.

MEWATRBEBLOLEEN, R Dear Madam &
Madam , ¥ B Dear Mesdames,

43 {§AYIE 3 (The Body of the Letter)

BHIEXRES T/ RELFAGELRESLEE
SRR GO EE N B,

WM EXHE —TERE B WA X8 (The
Opening Sentences), kiAW EME S, HEIR
FRAFEEEERRN FRENEY. AERES . EERK
MENAENUSGRE FHF—HTAXEFREEH—
HH MERS - VGEE . U AR AL EELENBE R
4, ARV EHNER., B FNMLEE HBRE XA
N L DR CICTIN

H{Z {25 B 1E (The Closing Sentences ) — i F ¥ B &5 &
SCRFRAT B R A S A ER, A ERAE A F R
Bl FERFELENFENE ENEEEMELHRE—
B. #im.

(a) We await your good news.
{b) We hope to receive your early reply.
5345 % #,i8 (Complimentary Close)
FALR RS WA —RHEE ML P PP i



BT —RBMEEE. EN S RAFEEEEN 0.

Siry, — Yours respectfully.; Respectfully yours,

Dear Sirs — Yours faithfully,; Faithfully yours,

Gentlemen: — Yours (very) truly,; Truly yours,

Dear Mr. Smith,—Yours sincerely,; Sincerely yours,

)% % (The Signature)

TG RALIA T, ~ R S iE AN AR KH 52
KEITETTRFABERT HFAHARAEL B IES
HRBBE AR AENSE FUBEES TEITHNERA
i3k 4% FUELGL, DA R 7 T .

X —FAIRERNT

(a) Yours faithfully,

THE NATIONAL TRANSPORT CO. ,
(Signature)
Kao Ting-wen
Manager
(h) Yours very truly,
THE INTERNATIONAL TRADING COMPANY
(Signature)
Charles Smith
Managing Director
2. RIS GRB LR BT MATHS)
D% (Enclosure)

mizpAHMER,REL FATE Encl. # Enc. (B! En-
closure BIHEE ). WIHEFRIE—F, R FEH 2 Encls. 8 3 En-
cls, 25 W R T IHR ST

5



(a) Encls: 2 Invotces (% SEW§4)

(b) Enc. : 1 B/Lading (£ /- -40)
1 Photo (B 5 —3K)
t Certificate GiEBE B — %)
2) 51 (Postseript )
HEAR - MREERAFEEMNHER, WEFRM
P. 8. B PSSl Postscript BI4F T, T #h A0S RIS K
HAEBAAREER P AEEZHNE—PF &, 11 Park
Davis HEP. DY FEMNEEF, -RIAP.S. . THAE—
B,
V5 A F1(Particular Address B Attention Line)
R IFAFBEEH S HRERERRL N ANE
Sp A0 PR L 6T DA AP e i R BReE 2 Bl R 2 0 A4 L 1R
fu -
(a) Biddle, Sawyer & Co., Ltd. .
Hadden House,
Fitzroy Street,
London. SW§ 25DY, England.
Attention : Mr. H. A, Donnan. Export Manuger

(b> Biddle, Sawyer & Co.,Ltd.
Hadden House
Fitzroy Street
London, SW8 25DY, England
Attention of Mr. H. A, Donnan



) H ) (Subject Heading or Caption)
FhEEFRFTEAEITL. BREFEESPEYLE.M
FLAMNEEIENETE, T Ha0 HrE TEGHF R
AGRERGELG I A, B, B O REHIEE  FA—
ARAEZEHERANFTREY. FH—RFEERIT IR
2.0,
Your Order of July 14,2000

Price Reductions

g Re . Your Order of Julv 14,2000

Price Reductions

Re BRI T X BEEXT". T aiF R Fd",
MEEEHA CE B AR HEEN EE, TULE
.
Dear Sirs.
We thank vou for your letter of August 14, with your
order for 50 Box Cameras,
5y ZrE-ak £ 85 45 (Reference Number)
HENEZRSBREBANTHTAES RS T,
FHETTF 0 E T HE RS E S )W — 5 E a6, SRS
FiE R T G L E . TEE S L 0 T RHE s ik b
TENA -
Our Ref.
Your Ref. .
DU b E XTSRS HRT . FELN . ARREGE L
7



BEHEA LA, BEFHAXHE - BRPREAGT XSS,
BT &, W

Dear Sirs,
We refer to your letter of December 2,2000, ref. 519/

57300, and are pleased to learn fram the last paragraph that
your corporation is quite willing to continue and develop the

friendly trade relationship, which has already existed so

many years between us.

Gentlemen :
Thank you for your letter of February 28 under your

reference 513/0240 regarding the Asia Pacific Production
Conference.
6)351% (Carbon Copy Notation)

RENNMEEERRFED RS H LR UAE, TEER
B9 T #2837 & C. C. (Bf Carbon Copy #1485 ), RJE1T L
g AR YR

C.C. : The Bank of Osaka. }.1d. , Kobe

The Osaka Chamber of Commerce & Industry



HBI=HEB) Specimen Letter
Block Style {(Open Punctuation)

12THE EASTERN SEABOART CORPORATION
350 Park Avenue
New York. New York 10017
Telephone (No. » 225---2780 e)Your Reference;
Telex Call No. 222711 (RCA?} COur Reference; 3456
2)April 12,1999

3YKanto Mercantile Carperation

2-1,Nihonbashi 3-chome, Chuo-ku

Tokyo 101

JAPAN

c) Artention: Mr. Maki Abe, Export Manager
13Gentlemnen;

d) Re: U.S. Products’ New Price List

3)Enclosed is a new price list of U. 8. Produets, Inc. indicating a

full range of their products.

We can quote on all of these items . except a few items that are

shipped from Europe or Australia, If you are interested in re-

ceiving CIF quotaticns on any of these items, please let us

know and we shall be glad to send them to you.

We await good news from you.

§)Very truly vours.
THE EASTERN SEABOUARD CORP.
7)(Signature}
James Parrington
Vice President

8? Encl. Price List

f) cc; Mr John Hayward, San Francisco




