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(Introduction)
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(@A) (Business English, Commercial English) #2ZHEH
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D/A 2 B/L %, (BEFEICERERHE, (MR AMAMLHE
WA

THBFHREYL, MA

1. EE BIFREAER: NREBETE, REKFHEFORAE
o BrLh, ARBMFEEMER, HEHER MBI SORE H BRM
R MR AR

2. EURBEAAEME: AL TR A 4 A S AR 02 U RRAY
0 M BT ETS L 4 ENE DEERTFHNEL.

3. EmEmERGRES HFRFEHOEFAEEERTRRS
s BEMOESE, Hit, ARZHOEET RLADEHRED
WERE S, HETHERARKY TRSHEANEARI,

4, EAMAYAFREOMEMAELS BITERGYGERE (ex-
pressions) A, LIEEARTRBHEHE R
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' 1. #MBE (Business Letters)

H 532 (Foreign Trade Contract)
15 HE# (Foreign Trade Documents)
1% BEHAE (Insurance and Shipping)
$8{7H4LE (Banking and Foreign Exchange Business)
BHAEBHZTH (Cable and Telex)
T %Rt 7215 (Social Letters in Business)

sEyFusRkE (Employment)

9. JUfL (Others): #iEpathild, RERHBEES.
ﬁfﬁ@fﬂﬁ. RESETF 7 & ’
|58 (Looking for Customers)

Bi#% 5 (Trade Proposal)

‘#13 (Credit Inguiry)

"#f8 (Trade Inquiry)
%M #E (Response to Inguiry)

I (Offer) .

% (Acceptance)

HsHEET (Sales Promotion an¢ Follow-up)
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Wi B4t s (Collection and Payment)
#IEHLAR (Claim and Adjustment)
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2
Fird ¥ —= Doar Sir:

| SR — t: Fiow to Type A Businsss Lett
H ﬁ—_f_ﬂ{[ﬁ&: }( )Jac jsinsss letter
R This 1s an exsmple of the semi-block atyls of

[Letm. . Many companies prefer this styls bscsuss it com-
bizes an attractivs appearance with utility, I om anelnning
three alwets from cur Corrwopondence Hamual that describe
tha othnr ?T in which you are interested.

3

X. Tha first line of each paragraph is idonted
E = ‘[( five or ten apaces.
(1yFz st 2)
e 7, As in #11 letters, there is & double cpmos 1EE)——
betwean paragraphs,.
fia

Tre dats line is flush with the right sargin, two
or four spaces below the letterhead. Tha cooplimentary clos
begina slightly to the right of the center of the page. All
linss of the signature are aligned with the complimentary
close. Mixed punctuation is lu?g in this lettar.

‘zgﬁ}{ ik {—-Y- Very truly juurs, )
TEANAL SRR e ADRTEMA, INC.
OB (F'ﬂ'"r‘“llﬁh—{ﬁ ¥
43 e J. M, Sedth
't#i . —+ Directer
4 (2}
Ao Jns
g ' T(z}‘
LB Ens. ?
2)
Bk~ 5 cot Mp, Ralph P. Bdwarda
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(The Structure of an English Business Letter)

—HEAERXERNEZL (the letter) H{E# (the envelope) #H
=)=

F—tr BARICEHHERTS

= BRXEXEMRAES
A BESUE YR AT, AT R AR ACER 1 SR I o

L #AW: ER—EHEFWHIROEERS Main parts), EE
B aE:

(1) Letterhead =33

(2) Date BWEOH
(3) Inside Address Eryshit
(4) Salutation E

(5) Body of the Letter &%, EX
(6) Complimentary Close EERFEE
(7) Signature BENEE

2. BPniRs: —HERLERERBS 2N, TERFEHNERTEHD
B0 BIANTF M 670 #8706 A 308 R B AYE In g R
(1) Reference Number Xk, BEH
(2) Attention o HrEgEA, BHA



