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(—) B\t A X990 (READER' S POINT OF
VIEW)
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A: Crowd-approach B: You-approach
1) We are pleased when We are grateful for. the
1




we receive such sug-
gestions from our cus-
tomers.

2) This book will help the
readers in writing good
English.

3) We feel sorry when we
find that our custo/mers
are not satisfied with

our merchandise.

suggestions you have

made.

This book will help you in
writing good English.

We are sorry that you are
not satisfied with the elec-
tric kettle you bought from

us.

2R, uﬁﬁﬁ¢w#$§%§ﬁﬁﬁ%ﬂﬁ
T 2 0 43 WL A S 7 4 5 R R 28 % 3 4T 2 X PRI 2 o

RE “BE” B—F 2K, RANFMBERX
BELSRASERN TESAMEKRAR, HER
HWEBRTEZNER, AINTRREA M AERES
DL, BREE—ABE, FU, BEERMNR
RAMEWM BN RS, THERBEEXELEE
¥, EEHFAROIETEERGEE.

(=) #L# (COURTESY)

AHBRBMERSHA, H@%ﬁ@iﬂ‘]ﬁi&?
B Bill, RERGRFHUN, ERALEHELER
R H L. EE%E—‘J%W@JQ&*LQ‘JF&&%&?B‘( !
RE R Bk e, B EREH, ﬁ%ﬁ?ﬁﬁﬂ]
SRIRE R 4R - .

A’ With reference to your application of 14 May
for the post of Assistant Manager in our Sales Depart-

2




ment, you are hereby informed that we are not able to
offer this position to you.

B: Thank you very much for your application of 14
May for the post of an Assistant Manager in our depart-
ment.

We are sorry ‘Lhat at present we are not able to offer
you this position. ,

But we have noted your qualification and experi-
ence and put your application on our files. Should an op-
portunity arise in future, we shall be pleased to consider
you again. We appreciate the interest you have shown in
our organlzatlon

WLAEH, B B8 A BRI, BT RAEZ.

T )5 P AR B A R L AR B P R AL AR
MiE .

Many thanks (8% Thank you very much) for your
letter of 12 September, 1992: ‘

We are glad to note that you are now in a position
to pay our bill.

We appreciate your writing to us so promptly.

We regret to inform you that we cannot meet your
order immediately.

We are sorry that you did not receive the books in
time. o

You "will be pleased to know that we have
despatched the books you ordered in your letter of 16
July, 1992, » co

-
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You state. . .

You are wrong in saying. . .
We find it difficult to believe. . .

Your claim that. . .

We must firmly state. . .

Your complaint that. ..

We cannot accede to your request. . .

We are forced to refuse. . .

We demand. .

B4k, ﬂa%%ﬂ“\,ﬁ ’lﬁ@qﬂﬁﬁ{iﬁﬁﬁwﬂﬁﬁ
HR, TR RERTE, m: ‘

Negative
1) You fail to tell us. ..
2) We cannot help you un-
less. ..
3) We cannot help- you
with, .,
4) We have not heard
from you.
5) You have not cared' to
pay attentl'on to our

complaint.

Positive
Please let us know. ..
We shall be pleased to help
you if. .
We suggest that you. . .

We should

hearing from you.

"appreciated

"Please look into our com-

plaint.

(=) E#&4% (DIRECTNESS AND CONCISENESS)
HTRAALSFED, REMERER, SXELE

4

OB A R R, WA B A Ui R M o T B ol %5,




fth R R ELEREEA TSN, AT R EERW S, FIT R
FRUBRDHEEEEREZMNEE. VIRERTK,
BN R, FARREIEERT AR S,
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In point of fact, it is worth placing on record that a
high proportion of the assignments given to our agricul-
turallgggi celtl trainees in this loca‘lity were performed .
by them in a highly satisfactory manner whether regard-
ed from the point of view of the experience they gained
or the contribution they made to their firms’ productivi-
ty. The only instance of a firm failing to provide the
kind of training positions required was in the case of
Swastika Tractors who expressed their complete inabili-
ty to offer vacancies in connection with project work in
spite of the fact that we had requested no more than two
training places.

XEBIERT 100 £id, BEAMITERUT A
BRDAERMNTHESFSRERBLARE: 2)
MNEBTELEHZXETIT) MERE 3)HE
SwastikaTractor |~ B3R AT BRI WM GHL &, T
L TE4, WATH 40 240688 EABBE—-H TR

A large number of assignments given to our trainees
were perfarmed by them satisfactorily. They gained ex-
perience and contributed to the firm’s productivity. On-
ly Swastika Tractors were unable to provide the two

training places we had requested them for this project.

BHELUTILH AB A, BHERXKAGE




HEEET. - |
i 1. A) We wish to acknowledge receipt of your letter
of October 20, with the check of $ 12, 000
enclosed and wish to thank you for same. \
B) We appreciate your letter of October 20 en-
closing a check for $ 12,000.
1 2. A) By this letter we would ask you to consider our
proposal.
B) Please consider our proposal.
£ 3. A) Whenever there is any way in which we can be
of assistance, please feel free to contact us.
B) Please let us know whenever we can be
helpful. N
95 LR Y6 S5 A (U BL e A 36 9 1R 45, T B
RERFHERMAY. EELARESFEEWHER
T, ERFEFERDFEZHRLH lﬁ)ﬁ%%ﬁf&?ﬂﬁ%
MY H ¥ REE AR,
HRRBHE © o BARRAE
1) As advised in our com- As stated in our letter
munication
2) At all times Always
3) As per your instructions As instructed
4) At the time of writing At present; Now
5) Attachéd herewith Attached
6) Attached please find Attached is )
7) At your earliest conve- As soon as you can; Soon

nience

6.

4




8) Beg to acknowledge

9) By reason of the fact
that

10) Enclosed pleased find

11) For the month of July

12) For the purpose of

13) In a satisfactory man-
ner

14) In compliance with
your request

15) In the case of

16) In early course

17) In view of the fact
that

-18) In the event of this

occurrence

19) In the event that

20) In the nature of

21) In the majority of in-
stances

22) In pd'mt of fact

23) It is desired that we

’ receive

24) Make necessary ad-
justment

25) On a few occasions

26) Should prove of inter-

) Acknowledge

Because

Enclosed

For July

For
Satisfactorily

As requested

u

Soon-
Because of

1

- If this happen taking place

It
Like

Usually

In fact

We want

Adjust

9 Occasionally

Should: interest you




est to you

27) Taken into considera- Considered

tion .
28) This is to thank you ~ Thank you
29) Wish to thank Thank

o, —BBETE B AR E DR HE
K, wEm:
Assuring you of our prompt services always. ..
Trusting you will find this information satisfactory. . .

Hoping to hear from you at your earliest convenience. . ,

(D) #:85% % (PRECISION AND CLARITY) _

BERBEFETS, LAERERE LRI
BEENGER, EEEHS®. HaS PR, RER
S PR PTRT 0T13, LA e R E S,
AT %51 R R R R D B A 6 BRI L%
IR, HHER TR T

A. We will leave this matter to the company, the
details of which are unknown to us. .

B. We will leave to the company this letter, the

details of which are unknown to us. )

A. He needs a policy for his car that would cost
him $ 50 every year.
B. For his car, he needs a policy that would cost
him $ 50 every.year.
8’

N




A. We shall be able to supply 10 cases of the item
only. '
B. We shall be able to supply 10 cases only of the

item.

B, BEL A ERERERE,

= BEEENER
{LAYOUT OF A BUSINESS LETTER)

(—) €3 (THE ENVELOPE} :
B ERMUEHEEERE=: ?Eﬁﬁ(ACCURA '
CY). -#% (LEGIBILITY). ﬁEB(GOOD APPEAR-
ANCE), RHE gﬁﬁf
1. (g A& Fruht - ;
EDhAEREEIENS K, EHESFVHHE .
LAl 3 R NG FFJB#E%?IE!EF‘#J:, o
FlEHGPRBRE. NEKE ﬁﬂﬂr |
A. BHERFEIRA, m:
Mr. James Ma
C & O, President
Virokey Banking Co. , Ltd.
246 Dover Drive »
Springfield, Ohio 44809
U.S.A. -
B. 5‘%’\‘] &K%ﬂ@é‘lﬂﬁ m:




