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F—E RLBEHRES

(Business Letter Writing)

ERERBXES, FRLRREEYRENFA, €
HEXED—EXHMRK. FEZRN TR E. £O%.
RHW, NEEEABES. E2, CREER, Wit &
&5,

ER BB, 3R R TR B A o DR
S ERF, WHF ARG LANE. KBS
. RAGREEERE. BURES, Hik, 7R
BB BRI ERGEA, EEL 0K IFEN, b
BUTF “=C” . .

1. % (Clearness): Rl ¥id. &g, %ﬁﬁﬁrg,
ME AN, KRR,

2. fiii& (Conciseness): MMM A&, WFiiiE. ¥
BEELRH, PEFR. BE. FIIK.

3. 3L# (Courtesy), IS FH, LHANF, BAER
FEE, NREHGSHS.

THA#RE, —HRAMME, 5H- Hﬁ@!ﬁ]ﬂﬂ%[ﬁ!
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August 18, 1993
Dear Sirs,
One of our customers is interested in your bicycles,
particularly Model No. PA—10.
Please send us a copy of your illustrated catalogue,
quoting your prices FOB Shanghai if possible. Meanwhile,

please indicate the time of delivery you usually offer.
. Yours {faithfully,

August 25, 1993
Dear Sirs,

Thank you for your letter of August 18, 1993 inquiring
for our bicycles.

As requested. we enclose a price list and a copy of our
catalogue for your consideration. All prices are quoted FOB
Shanghai, subject to our final confirmation. Generally,
delivery can be made in two months from receipt of an

order.

We look forward to hearing from you again.

Faithfully yours,
Encl.



—. HlFEERX

(Layout of a Business Letter)

BB E—-BREUT I EBSEA

1. {3t (Heading)

ERTHLARNESELF - BBERADELAMN
AFF. Mibt, RIESE, ERES. BERB. BB,
REHHESANEAGHNSENZNTR K. WERS
BfE%E, MHBREAK AR, it EESna LA, .

1> AMERICAN EXPRESS INTERNATIONAL
BANKING CORPORATION 102 HSU CHANG STREET,
HONGKONG

TEL: 5—715271 CABLE: 2596 TELEX: 11349

2) THE - AUSTRALIAN TELEPHONE &
TELEGRAPH COMPANY 96 JEPHON STREET,
TOOWONG, QTD. 4066 AUSTRALIA

TEL: (07) 371 9033 CABLE. 2804 TELEX. 41225

2. BH¥ (Date)

HITEGLTH SEATHAERL. EHKFEER “H.,
A& “A. H. &7, #R ‘H” sRFZRAERFH
AFYiERR. Q.

1st December, 1993 & 1 December, 1993

February 15th, 1993 & February 15, 1993 .

EEMSMFLEESF. “E R B 2RHARNEERER. 1.

9/2/1993 :

HTREMNEZL B IBAR, Frll Bl B
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Hwmiy19934 2 A9H (HE) s 199349 H 2 H (&
B, Kk, hTREFEIN. AOBFHAXEXERR, A
REBEXTH. FEASE,
3. {EAMLt (nside Address)
{ER A RBEEAN (O RFEMpLt, TERY
FTrAMmiTMALL, A,
a) 2 EERsE W A
by {18%, B (B %
c) Wil
d) B, M (&) B, BBSH;
e) HEZ.,
MALAFHEHRAANELAESTR, ERLEEK
ZHIIm E Messrs. . DURMHE, M.
Messrs. John Smith &. Co.
Messrs. Black & White Co.
MPB ARG B LR~ nf, STERFART
B h Mr. , Doctor B Miss, Mrs, Ms.,
FRBUEIT AR . BAXNFAR. W,
1) Allen Incorporation
1470 St. Louis Street
Los Angeles, CA 90015
U. 8. A.
2) The Manager,
Bank of China,
- 8/10, Mansion House Place,
London, ECANSBL
BB AR B R0 X BOH LT =N .



A. BERATAEHE—TA, W,
a) Mr. John J. Wiley
Ajax Oil Company
246 Broadway
Oklahoma city 5, Okla
b) Mr. Charles Snow
Robinson & Co.
701 Grand Street
I.ondon, United Kingdom
B. BH—UAAENREA, W,
a) The Traffic Manager
Benton Bolt Company
344 Rue Road
Chicago 39, IIL.
b) The Sales Manager
H. G. Wilkinson Company, Limited
245 Lombart Street
Lagos, Nigeria
C. BRAFIES, WM.
a) Peter J. Rowe Hat Co.
33 Lafayette Street
Tampico. Fla
b) The Universal Trading Company
66 Cambridge Street
‘London, W. 27
4. X (Salution)

PRRETZE (T PR T H W4T &b R ASLA AT . K
5



HR—FILE, BTFEXFLHE. FHNE.

a) Dear Sir 3 Dear Madam (E#% 4 A)

b) Dear Sirs 8 Gentlemen (B2 8))

¢) Dear Mr. Harrison %,

BWerE A ES ZEA) XBS (XEF.

5 IEX (Body)

BAERE, —TMHE-BR. ERMBREZENEZTEHN
1, GRTHNAESMETHTFEA.

HEFLIED (B0 EHB-BRE) VAZANGE
HEPHEENE. WREHE, WER— T EE0H 8.
MEMEENE.

ERYREHERAPIIRARGANER, FEF, &
AATER, RAMTEEER, NFEESLEHRPEY
A. . |

We hope to receive your early reply.

We look forward to your confirmation at your earliest
convenience.

We await your further instructions.

Hoping to receive your early reply,

Looking forward to your confirmation at your earliest
convenience, |

Awaiting your further instructions,

EXEHMER A FERN, ’EJ?“EEEJE’EJ% Wﬁfﬂﬁ}ﬁ]
HiERRN, NFRBEEHES.

6. #5438 (Complimentary Close)

XA TFHEERN—HEE  EFRE T 2.2
FTESEELITE, &ﬁb&&iﬂﬂﬁﬂ‘lo HRAOH:
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Yours faithfully, Yours sincerely, Yours truly,

Paithfully yours, Sincerely yours. Truly yours, %,

BRALFB-MANEFEHTERE, BREHES.

7. ¥4 (Signature)

ZRTE (MREZERLYE, BREEITFHLFZWM
L Mrs., Miss B Ms. , T EHEAHITH Mr. ), REB&T
TRITFHITH G FMRE . EFEANZRAFEATEN
AERTEA. MBEATARELH . Wl hERNERAR
%, (B 8 FB5 L per pro(per procurationem) & p. pro.
Hp. p.,» BARRE, HEFA for {# per pro, W.

per. pro. Alfred Johnson

per. pro. South Philadelphia Hat Company :

HREBR LA E-E 85 40, A REE AT M S — ey 2F .
BlApE, WS,

(1) @i#$Fi% (Carbon Copy).

ML F BB BEFE Bo— ARBRAE, 0
EZERLETHITEC. C. RBl&EEHEARLLAFL. 1.

C. C. China National Light Industrial Products Imp &
Exp. Corp. :

- C. C. Prof. C. Y. Cheng Hongkong Chinese University

(2) B4 (Enclosure)

ol A MFAT, R T A1 Encl. 8 Enc. , )5
IR, (RO R, .

a) Encl. Order form No. 512

b) Enc.: (3) 1. B/L

2. Invoice

3. Certificate



mRMEHWH L. WIT.

Encl. Under separate cover.

MREERBFEEFTHEE, WIT.

Encl. As stated. &% Encl. ;. a/s

(3) B ABE (Attention, xxx/Attention of xxx)

WMFHEEW LI AR T ALE, WEFAMIERK
o2 Bl | |

Attention; Mr. David Jones. Business Manager

Attention of Mr. J. Nida

fE4T Attention of ... &}, BHHEEJLIEFEIT.

(4) %M (Subject Heading 3 Caption)

TTEEXEEFHEXFTITRE, BTFERERN I
(RPAE. IREMIT L Subj: R Re., BN “%TF, 3&'9’& ¥
B”, Re AR TiH, M,

Subj: Your Order No. GICL /503 for Sugar

Subj: Zephyr Silk |

Re: X'mas Decorative Objects

Re; American Raw Cotton

mMUEF X ELANEEN . FhNTES,
. ERARESR

M K
SMERNAT RS HENNS2 =M, FSH
AL TRREH— %47, TTENESE, TLTHNS
RN kF L.
2 MK
8




LR KA, E K KA EHPEFLHESE,
HEKER. R~ BasN58 kM. B KESEL
SEP--KES LA, REEETHESHR EEAEN
T Ll AR, PRET “2” 3 “Page 27, HiAITHH.

EE_KESLELONFEFZAEXXF, VIeRES"
KEBEITEREHFEALAMESL. WP HIXHERTLH
PR TR, —REFERHMNFHNRE Y, TERE
RNEFETH, Tﬁ&ﬁ@ﬁ%&:ﬁﬁﬁf@%f“%

(3) XF

AEE M E AN,

(4) BRSE

AT MR/ D ERBREAE K KEPIIE,

=, fZ#H# R (Superscription)

fFH bl AREFABRS . RSx5S ERR
sEa--#, RAHNLSKAEL, FHUEEEUTILA
£ .

(D) ZEMERE AWML, —B#HC FEEDH.

(2) FEBWAT AR 2 it , ﬁﬁZJ—‘TEJﬁﬁﬁ
75, FARERBE—F,

(3) au%%mzmmmﬁw;—ﬁ ‘IEEL%M?&LT
¥ B4 VIA AIR MAIL 5 SPECIAL DELIVERY . {H 152 H
MRMZEE, MAUMmEE,

(O EWEARYE, itsy Es, U TFHREA.

a) PRINTED MATTER EpRI &

b) SAMPLE : &



¢) COMMERCIAL PAPER Wi
-G BEETATEBRUTAHA |
a) Kindness of Mr. ... FERILEEH R

b) Private *5

¢) Personal AT

d) Urgent a2

e) Confidential &k

f) Please forward WA
g) Poste Restante HFNR R
h) REGISTERED 5

Exercises

Ex. 1. Plan the layout according to the following particulars;

Sender;

Receiver.

Date :

Remarks;

Johnson Supply Corporation, 376 Sutton Street,
San Francisco, California, U.S. A.

Tel: (02) 463 5674, Cable: 9753, Telex: 75468
Mr. George B. Shelby, the Tranco Company, 45
Fifth Avenue, New York, NY 10012. U.S. A.
Thirty of April, 1992

This letter is to be signed by a staff member on
behalfof the firm.

Ex.ll. Address an envelope based on the following
addresses;
‘Sender: China National Light Industrial Products Import &

Export Corporation, 82 Dong An Men Street,
Beijing, PR China

Receiver;

10

John Simmon &. Co. , Fernhall Drive, Redbridge
London E.C.1, England



