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LAE e n

€ munEmms 8

BLEERRE-ALAANGEER, EH—ITABLAHN "R
®", AERIFHGER OBR) REMLEMZMH. UT, k&
RRE A BEHER

% (1) BB ERBREY

A BE RS LT R E AR

(1) B4 L% ( Letterhead ) EERBEANES k#tuik, &
EHMCHHTAAEAFERL

(2) #4527 ( File Reference ) % T EF A, 1T L 2%,
(3) B ( Date Line ) B F %12 H K H#.

(4) WAL, it ( Inside Address ) B EX &S ki
ko

(5) #EUWEA (Special Address ) B ER A EHWH A
2 R,




2 EXHLHRFE AN
(6) #RFF( Salutadon ) —HEMIF W, MY T XK “HU3
%” o

(7) ZE& ( Subject Matter ) BES X — B TRNARTKEE,
(8) &3 (Body ) Hikfs &M EAF

(9) % B8 ( Complimentary Close ) 45 B ) B %, .Flﬁi’l?‘
“m.‘t’, R

(10) ZE&( Signature ) B L RIEREFENHS . B4 KPR,

(11) 12504288 ( Stenographic Reference ) 5 F HEHEH 5
TERBEZHMLK—-NFE,

(12) HBF® ( Encdlosure ) M FY &K, FEH,

(13) ® = ( Carbon Copy Notation ) EF %X F —HNAEN B
BASRMATN, AERAKESHT,
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& (2) Bl BIEASEH

Rl HEAEETH, HFINT:

@) File Reference
@ Date Line
@ Inside Address
(® Special Address
® Salutation
@ Subject Matter
@ Complimentary Close
@ Signature
@ Stenographic Reference
1 Enclosure
@3 Carbon Copy Notation
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% (3) B BEHAERSHFITRTE

THE INTERNATIONAL ELECTRONIC CO. , LTD.
Code Used: 54 Tun-Hwa South Rd. Cable Address:

O Bentley Taipei, Taiwan TAIWAN TIE
Business Line: Telex: TY3685

Electronic Goods

® Reference: No. 123
® May 3, 19 —

West Coast Stationery, Inc.
@ 339 Caselli Ave.
San Francisco, CA94114
U.S. A

® Attention: Mr. Robert Moore, Import Manager
©® Gentlemen:

@ Offer of New Product

We are pleased to offer you our newly developed Elec-
tronic Calculator Model 83. This model is of higher effi-
ciency and of better workmanship than its predecessor Model
82. It is so compact in size that you can carry it easily in

your pocket wherever you go and can use it any time you

<| like. The design is also quite attractive.




B EHRbEENELNR 5

Enclosed is our illustrated catalog for this model to-
gether with our price list. Orders are now rushing in for
this calculator from all over the world and we are busily
engaged in manufacturing it.

Your early order will be very much appreciated.

© Yours very truly,
The International Electronic Co. , Ltd
@ Thomas Chao
Thomas Chao
Export Manager

@ TC/na
@ Enclosure: Catalog and price list
@ cc: Eastern Stationery, Inc.

®(4) B BEHENXSERA

BlBEFEUTEEK,

B Block Style( %3k )
BT Letterhead( F4Ek%) EAR TARIE AGFRK
Tidw, HA&TNEF THEEN LS.

B Indented Style( HFAR )
Inside Address.Signature, JJ ZA X Z &N B & HE
k4t, BERMAEA

B Modified Block Style( HE= )
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Inside Address. Body. Stenograph Reference. Enclosure % #§
51 F %%, Date. Complimentary Close. Signature W% .
B Modified Style with Indented Paragraphs
(h&E, BEHAR)
AXPHEBRERLLLE AL, KA S Modified Block
Style # [/ o

7S, BB 1E KR A% B S N Open Punctuation &
Closed Punctuation B # , Open Punctuation %t £ Inside Address
# & 47K, LR Salutation, Complimentary Close Z J& #8 7 i {£
il #5 & o T Closed Punctuation W & 7£ Inside Address # % 47 K
i Comma & & , & J§ — 47K M Period A1 § , M40, Salutation
Z J5 4 il Comma 58 /5 5% Colon H 2, Complimentary Close
Ja 3T £ Comma 8 R, H&H R &L L& HF Punctuation,
% Inside Address #T J Open, ¥ Salutation % Complimentary
Close #T B Closed # Mixed Punctuation ¥ & ,

Z 4 LU LM Style X Punctuation, H W H & v # 15 @

THAWHUMHELXES .

(1)Block Style, Open Punctuation
(2 ) Indented Style, Closed Punctuation



F—F EFRLBENELER 7
(3 ) Modified Block Style, Mixed Punctuation
(4) Modified Block Style with Indented Paragraphs, Mixed

Punctuation

“HBULHFHHRBEHASHARE b, EHHBEERU
Modified Block Style with Indented Paragraphs, Mixed Punctuation
HER(UTES—FEN “HEHEA TR ).

€ EUBENSERS &

%(1) ERIAERE

WU BERAAMAGRKEMSE, HE, FEEFRAR—ME
RBIBMER, MRE, YREAAFRH “A” . A TR
MER, THREHEE. BERNEH. £F, BEEIN—TERS
T {5 B2 (to whom), K% (what), B & (for what), fnsh7r
REHATER. HSTTHRNESR, B, THME, BLRE.
BB, REAEEEMTH, REUEAGXN FIRBE HRE,

%R (2) EX5EH4

7 4 £5 £ 1 B 8 % 4 ( Opening Paragraph ). & # # 4
(Transitional Paragraph ) % % B # 4 ( Closing Paragraph ) # i.# .
N A RS, R, BRI — B, 4N
BLBBR, SRR, UTHEHSAEEMBN,
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(1] m@Essy
$FEL%ETE—-HTR.

(2] &zEiHs
HREEEN, ENEER,TUSR-ABEES, BFF@
RENFBEENE,

(3] HEZS
fiid, REBEBE%E, FEHAEER.,

&% (3) BALBI5AY Five C’s
Bk 15 B7 26 21 L 75 85 19 (Clear) . # (Concise) . EH B
(Correct), H & (Concrete) . ¥ EHY (Coum:ous)ﬁiﬁ £5,

NEABAERLR, FEHE. BTHER, RN FE
i LkE. ANBKREAL, RENEEARF SR, EF
EEHRUEERBEFHR, KRR, WEANFEWLERE, B
WRERMHBE, IAM BT EREKER, HERBMEHEANE
¥, B0 at the end of this month(X 4~ A JE), BMEA on May 31
GABLH)RBERTK. &4, AL BELABERSE, A7
HRRE, TMREFRILRY. U EFRORERE L B8 Five
C’s,

% (4) B BIEAIIES( Tone )

Rl 515 AT AR M R B, 1B B ( Situation ) T B R A 49 B
Ho HREXRWEF, AREBRAREIL HMARERWEE, T
FHERBHEF RTUAREN AENESXE. AREAEHN
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B, REAFAMEF, AAFAMES, THKIBFHRR.
gim, UTHW 8 aF, RER—HE, ARABEKNHAT.
(D Please give us a 5% discount on this article.

XMRBEERTRIBSZEMTM,
w ZAGEBAER 2, FEFR B RE,

@ We should be obliged if you would give us a 5% discount

on this article.
HEXMBEERITELTESZIMATTM, WA R
B EFEELENGT HEF TS EREATFHRAERGH
AN, ARATFREGNE S L,

® We wonder if you would give us a 5% discount on this
article. X F®& , AARFTEELTFEFZHAMITM?
w FWeitk, AN FERE ELEREGE, PRETRAZ P2 W
RS
@ Would you be good enough to give us a 5% discount on

this article? XF R RFERTBEFRIBLZHEEIT,
W BXLEREF L, A EETHE ROVZAHE— 2,

® We appreciate your giving us a 5% discount on this article.
MXFER, RTBATRIFESZIAATN, WRELR,
w % open #iih e, EFXETHREAARFTERN,

©® We would appreciate it if you would give us a 5% discount on
this article. 4
M EBERRRTETFESZHNTN, WEZHE,
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» ZOUEMEMOYAE, EEME .

@ Your 5% discount on this article would be appreciated.
HERTMXFRBETFTESZHBTM, WA R
» ZOHRFY X A ERERER,

You are requested to give us a 5% discount on this article.
ERAMBIFHEBATFESZHMIM,
w BHEH T RBEEFEL, RFBLMEA,

DERATHE FEATRIGHZENTN HER,E
RABEERGKBEMTG R, £FELMAEK, 4R, 84
AW EERE ALEEMEARE—4H,

HREABIEMBEINSE, WAL BEHRREENEZE, B
B NERBE  FEEZERVAREENARTH#HT




B_® wmEXH 1

BiERS

RERUBRERDG AR, B EXHZH, AL ERDIXS
M. BAHMAUTHFRAZBIEZSGMRHEN,

& F BRI

do R FHL%,

& HEE5 AL TAERNBESIMMNCETAE,

& FHLIEARZZ.

& ZHHEHLAEF.

& ML R A SRR,

BEEULHIRERAXGNREZE, ERERLBEZS
BUTFIRWEESEWERE S,
(1] mEBs

ERELLL, BERHKBN THER,

(2] ®=iEBs
a. BRENAESHEXG. FRBRFELRESLHH, RE

BERXFo
b. HEER. MER, FMEHEHXR &M, (FHLOX

5 i)
¢ EWXLFAERAEAL, RIREENXGRIT,

(3] gR#Ms»
PR B YRR I A 01 .



12 EXHELBEAN

5

Sample Letter 1 W

Gentlemen:

We have learned from “The World Traders Directo-
ry” that you are interested in importing Chinese handi-
crafts.

We are one of the leading exporters of Taiwan-made
Handicrafts and we would like to have a business rela-
tion with you. Our goods are well received by people
throughout the world because of their exquisite work-
manship.

Enclosed are illustrated catalog and price list cov-
ering all the products we are handling. Prices in the list
are all on F. O. B. Keelung basis in U. S. dollars.

As for our financial standing, please refer to The
Bank of Taiwan, Taipei Head Office.

We look forward to your early reply.

yours truly, &&
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I

=2

AR “URTHALE b, KX HHtaid
2y EFLER,

AXARGERNF LR EZ otz —, F
ZERNABEX G X R, ANANFE R BAMNKGF
2, HEREMATHRA,

I F AN B MR FAA B R H
BR. B A LA RINLALH A LR
'ﬂro

HAARAQXNEMFEFTANEL, H A E&ERIT
s ESTEW,

B EFBHL,

K . W \

» Gentlemen: 3£ 3 {5 &8 & T A &9 Salutation (3% ), HE, ¥ AR 5HM
BZ & K Complimentary Close(%5 B # # ) & Yours truly,
= catalog Fl catalogue WEE AT A, IXZRATXE, XEBABHEHESE.,
F.0.B. =Free on Board, ff EX %4, WA LUER FOB, fo.b LXK
fob,
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i @ &

1. We have learned your name and
address from the trade magazine,
“ The Business World. ”

2. We have obtained your name
and address from “ The World
Traders Directory ”.

3. We owe your name and address
to The Taiwan Federaton of
Chambers of Commerce.

4. We are indebted for your name
and address to Mr. George
Smith.

5. It has come to our attention
through Kelly’s Directory that
you are large importers of
Home Electrical Appliances.

AAFE RALHR" X
ERHHRE, BERITH
ARG EL

KT mit R AR AL R,
BRNRITHEK LM
ik,

RTEHEBEHSEK
B8, BRARAFRKNEZR
Bt

RTARFFELERZ
B, BBRAFANERE

Hak

R ELHFAEZE, B
MBAFARREM B
RK#EOHE

# Kelly’s Directory of Merchants, Manufacturers and Shippers of the World,
AL HEL MEYAER, A THADRTHEEE,RHREAN

AAREN,
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6. At the recommendation of the RATHTHSHHEE
Chamber of Commerce in your T, EEHRRTREER
city , we are writing to you to XBHOEBEXH,

know if you are interested in

importing Taiwan Stationery.

= stationery ('steifonjori) n. XB; 5%; B4
~ and envelopes 1EH5F#

7. Your firm has been recommen- REBEABRS FLE
ded to us by Mr. John Smith EREET, BRHAAA
as large exporters of Woolen EXEHSHAREOR[,
Goods.

8. We have heard from the Cham- AAFBEAETHIED
ber of Commerce and Industry &, BRAHTELXEETH
in our city that you are in il o

the market for Sporting Goods.

= in the market for (A) B3X; - TREHBEE,

9. Our sales representative covering AAFAHBREEE R
the West Coast region of your X ERRBH, B
country says you are interested EXBHEDOEBXE”
in importing Taiwan Optical At o

Products.




