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BB JUER A A SRS

(The Structure and Layout of a Business Letter)

R L A
— R RE R B E AL 4N
1. S EIE— BN T A A 84 BE
(—) {53k (Letter Head)
() #H bk (Inside Address)
(=) ¥ (Salutation or Greeting)
(9> {ZHIEX (Body of the Letter)
() %58 ALiA (Complimentary Close)
() % 4 (Signature) .
2. BELREFEmMMMY o, 0%
(a) FH{8 (Enclosure), i85 Encl. & Enc.
(b) B (Postscript), @5 P.S.
(c) £7p Atk 2 (Particular Address or Attention Line)
(d) 1 (Subject Heading or Caption)
(e) ST SE S (Reference Number)
(f) #3% (Carbon Copy Notation),fai 5 c.c.

HZHEB] Specimen Letter
Block Style (Open Punctuation)

(—)YTHE EASTERN SEABOARD CORPORATION
350 Park Avenue
New York, New York 10017
Telephone (No. ) 225-—2780 {e) Your Reference:
Cable Address: “EASTSEA” QOur Reference:3456
Telex Calt No. 222711 (RCA)D
April 12, 1995
() Kanto Mercantile Corporation
2-1, Nihonbashi 3-chome, Chuo-ku
Tokyo 101
JAPAN
(¢) Attention: Mr. Maki Abe, Export Manager




(Z) Gentlemen:
(d) Re: U.S. Products’ New Price List
(P4) Enclosed is a new price list of U.S. Products, 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 receiving CIF quotations
on any of these items, please let us know and we shall be glad to send
them to you.
We await gaod news from you.
() Very truly yours,
THE EASTERN SEABOARD CORP.
(75) (Signature)
James Parrington
Vice President
(2) Encl. Price List
(f) cc: Mr John Hayward, San Francisco

L BIER LB E A SR 8
WA R R REEFM

[

(—) fF 3k (Lettér Head)
HEFREAGHEMEED B RN EX HEMREZFEA—FRH
BEEXRE AL, MHEH . ETZEANEGHESE.
SEMFHBES-REES ERAGX QB IHESTWT 4 Atk Bk
HE hERDS AESR.SEWH QIS L. SERE L EEREF.
R E 49 4\ B 5 8 (the Company Act), ZEEWE R 5] (a limited
company) b AEFS LN EEE N ES, X —BBHAE LAREZT.A
A T A B B A R R
55 % %55 (Reference Line), MEBE, ~MMEMEFHE, K
Hty, -RETREAGSAY, —_EAFEMFEGHEARGRS UEE
R E A
B ELMEESE, AEEHENRUE L ARRT T WAL ES
AT B R R/ RRERT .
B A, — B RN BIE RS A B (4K B AR B F I RO R 1E
AR AMEEEENE L. DEERARATLETL WEELE L
fa., MR AWEENT:

A g 8 e e



(a) 36 Tower Street, . -
@i BRI E S

2-3 P, BT RER
RS EE TR,

B R IR A AR
A EAS.

Toronto 4, Canada,
May 16, 1995.
(b) P.O. Box 1756,
Beijing, China,
Jan. 21, 1995.

(c) P.0O. Box 1079
London, England
Jan. 23, 1995 . L o
, T, BITRF. BITK
(d) 6 and 7 Clifford B L
Strect EHEFES . EFETZIA
NZRA SR BAER.
London, W, 1,
England
Jan. 17, 1995

BEAM—REGFKHE LA EYBEEARTEFLARNEL L
. WRMAMEEE:

(a) 24th March, 1995 CEEAE M)

(b) March 24th, 1995 (ZEAZH)

(c) March 24, 1995

HEHNETLE:

(1) FEHLMERE M, R 05 RAE 1995,

() AMBEREXLH, EHHEHELRALZBEAANRE:
January (Jan.),February (Feb.),March (Mar. ), April (Apr. ),May, June,
July, August (Aug.), September (Sept.), October (Oct.), November
(Nov. },December (Dec. ). #HiEH May,June #l July FEERS .

(3) HBTTL A FE#id (Ordinal Numbers) %1 1st, 2nd, 3rd, 4th,. ..
11th, 12th, 13th,... 21st, 22nd, 23rd,. .. 31st; 1L B L F % ¥ id (Cardinal
Numbers)#1 1,2,3,4,...11,12,13,...21,22,23,...31,

(4) TEE{HIE & M A ES (comma), B H {37 EI?ZIEJT“EEF}
Rt

(5) HEREEeWAHKES, 6. 10.1995 H 6/10/1995. XHEFHH
BlRIEL . L E T EX R FRR 1995 4 6 A 10 A, T R E 3 BUUE
19954 10 H 6 H.

5 — R T, B BERHE the &5 of W, {HE KB T the A
of I3, Il May 15th ;& 4E May the fifteenth; 25th July & 4E the twenty-
fifth of July.

4



(=) &Ptk (Inside Address)

H AL R (B AN SR (TR, SEHMAAR . H it —R7ER
AP HPGTUT 46T, MEEMAEIKXER RBEETA (W a f1 b,
HHFEARX@W M d), KBERAWT:

(a) Messrs. Hawker Siddeley International Ltd. ,

32 Duke Street,
St. James’, London, S. W. 1.

(b) Messrs. William & Werner,
36, Tower Street,
Toronto 4,
Canada.

(¢) China National Machinery Import & Export Corporation
Er Li Gou
Xi Jiao
Beijing
People’s Republic of China

(d) Mr. C.E.Eckersley
c/o Messrs. Longmans Green & Co.
6 and 7 Clifford Street
London, W. 1, England
FEFERM T BREUAL AT BB LA ZHAE U “Messrs. ”—F (Mr.
By EBD I BRI @ F A (b) . [B7EAE A (Impersonal Nature) FHEH
B RN RIT R ET L IR EI Messrs. ", W0 LR B (O EXFFR T
78 R0A B “the”, 0 ;
The Universal Trading Company
The London Export Corporation
The Standard Oil Company
B8 R n“che” ¥ BB HK — 1 B, o TR A B BB R EH “the”.
HEETH AR, T EREIGFSE SEOER . BRCH SR
Bt
(1) HEEZREAWBLHITS;
() [THABEEETZHEARBEAE—T.EEINHSEERA. K
SOYLE A SHRAE I8 B 4 1 A2 B (Comma) &F .



36,Leadenhall Street
55 Fifth Avenue
274 West 103rd Street
3 HMNMESNMEERE . ARE—TERTE MARKSHE L, ¥
ErLEL . BEAIMNE. W
(a) London, E.C. 14
(b) Bristol, 6
(¢) Sheffield, 11
(d) Cobhan,
Surrey,
(e) Northwood,
Middlesex,
({) Pittsburg,
Pennsylvania,
#“EEMAREE, - TEE LML EXEA 12 ML Boston) , H
18 I B 9 WK (Brocklyn) , & 24 4~ Bl (Washington) ,
bR g B Ak 1 () HR H —%F ¢ /o Messrs. Longmans Green & Co. . c/o
B care of WIIE ,EH#THWEE., X —fTRER“H Longmans Green &. Co. 8
fE56 %545 C. E. Eckersley. "B X 2 —~HAANE, BEAAXHREAETA
st A u AP E B ARRE Vi ERBEPEZWE AN AR R
BARRT., B, EEHERE /o FHE, BE+4ER, RERRF, UL
BIRE,
(=) #RPE(Salutation or Greeting)
P RIS AN EEAMKE ENEEHN R —fTT=2-3
17,52 Fk, SAABEP—REAYHEESE .
T\ bR 14
Dear Sirs, X REXE ¥ ANKE. RAFERES. FHES
(Colon), WARFER, FFEEMME A Sirs.
Gentlemen; XEZEAMMERXALREAHHT HAFTHE S,
HFEREEHRY . FARLE A Dear Sir.
o T B i e B Y, B MU Dear Madam B Madam, & ¥ H
Dear Mesdames.
AFRMGH
Dear Sir, Cif —@#L%. HEHRANER.)
Sir, GIBUFRRE AEMH )
e NS Y N R



Dear Mr. X X X
My dear Mr. X X X (7% & dear REEKE.)
Dear Mrs. (E Miss) X X X
My dear Mrs. (8] Miss) X X X (£ & dear AR KE D
(W) {FH1E3C(The Body of the Letter)
FHEXRENEE. REREANERL HEFLBESREE. 5
FOBEN B,
BEGHEXME—AIERE — KR, A F L iE (The Opening
Sentences)., FFLIBREFRHEMENE k. HEIR LEHEEE LK RAIX
TREHHP HELES TERRERNT UGS RE . X7 —BTR
BHEREEW—HEN MREB—KEGE . WA UMAFLEFLENH
HAEIFRPENER, B, FHNELEE LT AR LB,
WRFM AR, - TRAE M B RRBORBEILF - B =N
""" AEROAFELNER LAAR ELRENAZFEANTE. BH.H
¥, BEEEITEC HEMT

() -Page 2-
a The Universal Trading Co. » Ltd. , Jan. 7,1995
(b) Mr. T.R. Green —2— April 20, 1995

Mr. T.R. Green (or: Mr. T.R.G.)
(e Page 2

April 20, 1995

Mr. T.R. Green April 20, 1995 Page 2
(d)

(or: P.2)

F {5 &5 B1E (The Closing Sentences) — it fi ¥ 545 & TR N & 18
TR EEANER, A EREARRIRBITR, FHRELBEHFEHE.
HUBEREMNEXHRE—B&.
ZREAFMREX.
(1) RAZEE T 5m.
We await your good news.

We hope to receive your early reply.

e A I g



‘We look forward to your confirmation at your earliest convenience.

(2) BT S W , Bt

Awaiting your good news., we are,

Hoping to receive your early reply, we remain,

Looking forward to your confirmation at your earliest convenience,
we remain,

VR EE S ORGEL . OWHE RASEEIE. T we are &
we remain . HHRIMEEEAABEROBRIHMER.TERH, B
BT EE SR EPDHEART 2 BERENR.

(F) £ FL1A (Complimentary Close)

AL R E RGN —MEE MY TR g R s K
% BTN ST A SR ISR 1

Sir, — Yours respectfully, ; Respectfully yours,
Dear Sirs — Yours faithfully, ;Faithfully yours,
Gentlemen: -— Yours (very) truly,;Truly yours,
Dear Mr. Smith, — Yours sincerely,; Sincerely yours,

SRALA BRI R AR S AU T =X,

(1 BALEF:

Yours truly, (Yours very truly,)

Yours faithfully, (Yours very faithfully,)
Faithiully yours,

Very truly yours,

(B4 Ho 2 H B 17 % A Sincerely yours, fE L RILA.

2y NERHH
Yours respectfully, (Yours very respectfully,)
Respectfully yours, (Very respectfully yours,)
(3) FoEHNEHA
Yours sincerely, (Yours very sincerely,)
Sincerely yours, (Very Sincerely yours,)

ERIAE SN RE—BE TR S S ENHEBEEES R HRFR,
BEMNERNREENERN GERILANE - FNE—HTEAE B —
A J5 T E S (Comma),

(7%) % 4 (The Signature)

G RALIATE, — RS EAMAA SRS BHAREITFHE
ANEEFI AR RRAEL. BNELEHREE REHRMFHE
MBS R FE AT REL AWML UEST T #.
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