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Lesson One Business Letter Writing
F—iR BULBENERS

— VIR G A TR B, A ERE LS FEXRAHEE. FEX
BROFTAAZMH AOL BHEBE, APEN S, —MEFBEE B BE S
KRBT, EPERARKER, B R GrEH, 2 HEBL . BHaT3
EELHEH, BMAZHRERRS TG, BRRETMBY, M2 HALR
BRAR TR BRI, RN ERZRMER, REIFRIEREEIEH
WHEHEXEE,

REUFFERERZ —RRFHFEERM. BEEANKEEER, 228
BBRARBHHTT, T HEIEA-BRAASIHENEK,

BEHFUFEER, MEE=ZDC"F, B 1. 1% (Cleamess); 2. fi 1%
(Conciseness) ;3. #L.4% ( Courtesy) .

1A rEERE MEFESEYA. MREA—BRNESEATEERX
MR, LBARXTER R (FPRE W B o] K77, B, BEREE .
MBI, IBERMN AR T M, WA tuy” {48 “endeavour” , “use” 18 ¥
“utilise” H¥F, MEBILEEELBR P, B EBof AL K27 (big words)

2. - BRARTHLM X FREAE L. HIXAEEAFOTERS XA
o RUE#E%WR BERITKMAL, B0 RELKAME, B5¥AR
o BRGNS 40 B S0 M F AT — MR AT BUE R 20 MBI 25 A
BT, (EEE B THM . &6 F KK, RITTE AT %00, fimn.

Through years of business dealing, our company has formed the practice that shirts
which are exported to Furopean countries be packed either in bales lined with polythene,
each containing 50 pieces in one pattern or in plastic-lined, waterproof cartons, reinforced
with metal straps.

AR =4 .
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Through years of business dealing, our company has formed the following two packing
practices for shiris exported to European countries. First, pack them in bales lined with
polythene, each containing 50 pieces in one pattern. Second, pack them in plastic-lined,
water-proof cartons, reinforced with metal straps.

FEREAIRE], NI X, B R B LB , A 5 A AN, B
M—HERETETNE, TRARTBEEE. (LGN

3.ALB A A HEER, RITWINERHERERAREM S T LR
MLOEFERA, AEUMASMIBEISNHEE, . ELE BB, IR you
attitude”  BIANFREE XM EF, FHIE _AERE—-RNESLT .

(1)We insist on a prompt answer to our letter.

(2)We would appreciate your answering this letter promptly.

Rl OB R X kA, RS Rt RALRZ —,
Layout of A Business Letter

Rl 5 A% =X — L & T 51 L4

1. {53k (Letter Head) : &3k —REBRF R, EXRRRBEANATHFE4
PRRsust . WAMEFT AR IE S B S % G (Code) G HEM
RGBT ERE . ArEEAE AR AT ANSE RRSERK, &L TH
IR ATENH 4 S (Reference No. ), W5 XA 3R H R SR T H S, Bk bk
EVEIRTT S AR T HE 45 5 DR 435 BT AT (LG 7 “ B /N ) , SRZEAS O TRk 2
HM T RAGHI IS o XAERT X775 F2EXT , SRR M5 RE % EARFTE LB

2. HWi(Date) : HHAMTERE (S % S BE AL . BATRBIME, A B — T 2603 &
T4 EATATREWITELZ Ef. BBEE A E BT HE, BT #
“ALHVETHRFHE B T AR BT B RCE . W

3rd November,20. . B 3 November,20. .
7

November 3rd, 20. . 8 November 3,20. .

EBRAEFEHAG FEWE . H AR GAIRFELRR, W0 3/11/2. ., X #
oM. FAREIBRER A FRFESTH 5. B 3/11/20. . 8k %



RNA3ZH;MEREIREELEA B . FRFEIT.BHX—HHBANR 3 A
11 H,
3. #4748 FHbik (Inside Name and Address) : iX WS A 474 Mt , —
MSLRE B MIAT ST . (BANBURYMET & ENEFEKNE T 5%
P AF Rt — AR AL & T 5 I ER 4
(a) [T SHEAE(3) 2
(b) Sk
() M ()28 B HEB4AS (Post Code B, Zip Code)
() E%
RSB MG, U REREREX LRGN, AINAERRES.
B (SR 2 F B Bl — N KRR, B — & FREIR T AT BB 37 LA, B fili
“London” X B R ASRTT R E AR, — X EH, —FEME X, Bu4m EE% .
AR
R HEARALY EMRPRE, — iRk AL EEH M. "8 “Esq. ",
B EHER Miss” “Mrs. "B“Ms. ", S “Mr. "I, “Mr.” BUBCZERE 4 2 8, Wil
H“Esq. " i, MIBFERE 2 2 /5, 0 —1E 5, 0 Mr. Black; Black, Esq. » fH“Esq.”iX
FEXERARFREEALEH, AT B KES, HBEATBRFREIE, K
SLALBFRFRIE , 4 : Dr. White, Prof. Becker %, “Miss” i F R I§ & F, “Mrs. " Fi F
Bt “Ms."FE—%K. EEK, HLL -+ AEIRE“Miss” 5 “Mrs. " K FKIF
i1
“Messrs™ 2 “Mr. "R BOB R, FERALAE BB . Messrs” —FHE Ry 3t 20 7] B R,
PRI o BRI R TE A BB FR el A R4 B AL, ARG , 4«
Messrs. John Smith & Co.
Messrs. Black & White Co.
BEETHIFBLT , B2 5] 4 B 1 A B 1 4% BT 2H A, th R 7 B “ Messrs. ™ «
() BH A AR ABE
Mr. Charles Snow
Robinson & Co.
(b)IEAFRBY 2 7] B FR
China Chemicals Co.
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()AFBIRPC AR

Dr. Haris & Co.
(d) > A FRETA € 717 “ The”
The Wells Machinery Co.

4. FRUF (Salutation ) : 8 3V 55 15 ok JF 3k 0 A BROF . — & B A O R 9% K “ Dear
Sirs” ,{H 58 B A\ I “ Gentlemen” B Xy {6 . ¥ B R AR R A “Sis”, W A REH
“Gentlemen” ) A3, #7 K 5NN REH € Bl AE A& 5 18 B 4, W AT A “ Dear Madam or
Sit", HRERBRRKFE N A, 105 45 “ Graystone” 564, W] AT F “ Dear Mr.
Graystone” .

5. IE30(Message) : (EMIEXRARERERH K BE BN R EETS, L I0A
HBRMFIEE. — Bl SERNE— BRI K& EWREGESE, 3 LS8R a5
B—TMEFERNE, B5—BNRESFEEAGER, FREETRRM %
ETF T T EHE 8RN EIERTE BT = C"F .

6. TR B K45 (Complimentary Close) : iIX N J 18, REIBFE RN — R
K, EBRERNER, EHE, — KA Yous faithfully” , 7& 38 B — M £ F “ Yours
truly” 8% “Sincerely yours”, {5 F)%% B th B[R] FRIF T AT, B .

PRIFF “4R
Dear Sirs Yours faithfully
Gentlemen Sincerely yours

7. %% (Signature) : FEM BRI LE R T —17. b T AR B R, URBZE R
Nl TR RS REHHATAEL . BLNHTE, e HEE, 4T
BEZLE/IHERE, MAESEZ T ERITFHEITEFANES KRS, M
Wik, RESAAHRBAEBITEER ., HAENEARESBNAREAR.E
EABEALF (power of attorey) AL -~ A F KB HI & 2. 7EXFER T, MMNE + per
procurationem B, per pro. &, p.pro. EZE RE p.p. , EHERMENE, .

per pro. The Asian Trading Co.

BEHMEH for B p.p.- B,

AECHD RAM W HFERLATDHK - o FERABEET
B — A B LA ER 4

1. 3 A E (For the attention of Mr. ...): i Bt & {5 AFBIR(ER L Al
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BRI RSB, MARTEZ ESHITEIT, BT PRIM— KK URME
H., ARaitx - AiESHTEEH A2 THE Ef.

2. ¥R (Heading B Caption) : — R LK , I % 15 o LI —F — R R 8F, B ARIR
MERTERRPMARLE, H—-HERBEI—4F RRERF TESHT
Ay RGBTV, FF N IR . X— AR E £4788 . 78 EAnB )5 AR b4y
5. B —#Y RBULGE KRNI GHE RS, EERNTHREIT TR
L RRNZBMNE . SBRERAKEE ., G5 . B S8l S.

3. BA4P3% (Carbon Copy) : MNIZ(EA BIAH 4 M AU HAB SR, MAES 2 T 89
BT .o TR, AR AL,

4. 4 (Enclosure) : 54 BEAS B35 2 , Wy 72 “ B A 4535 " T 1 BA B4 49 43
BT,

5. WIS (1dentification Mark) : A5 A LARBIE s B R A FOBE 4T
TR, —BHEEZNE - FERAR. ERAABRRSH PR, EFHE S8
ST Blan,IS/m, BITHES L TEME=ITENNZE L, ARHABRNRSH
HE RIS

6. FH%E (Postscript) : SR/ & R MBS REE FFE U, 7T LATEfE 4K b “ bt
B (REANEAP.S. FR)MRBENEHEN, SRNEHEGASEHES
HE—F i, ERRERTABAFERHE”, BAXXABHFEAMXA.,

7. 1% (Margin) (5 FAN & —ME 3 EXRTH, ATEEHHK/MLEHR
KETE. KIGHUFKTAEL, GEMITRL, SZEFEEROBREM, K3
HE.

8. %8 W1 : (Second Page) : R —H{E T E M KRB KK, WAL — M1
T IMGEIT“T#4E” (to be continued) , 38 — T _E—FF IR FEBIMIE AR, B33, U3,
BoTEEAHBA G LG, BHER Rt B ER 5% — MR,

EHFZX
{EH BB AMI B®TE—H, TRETRART LR, FHERBEE

B ERMEN. WEH LB AFE, TERHNATAEN, “HS 5K
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Mr. Stephen Douglas
357 John Smith Road, Stamp
Toronto C6S, Ontanrio
Canada
Mr. George Carter
1607 Lncoln Avenue
New Berlin WI53146
USA

Registered

i

Mr. Brian Howard
2001 Theurer Blvd. Stamp

Paris, France

Ms. Rose Carlton
3300 Kinnick Parkway
Milwauk WI 53215
USA

Private

5 & &R

ok 5 E R AR A B A =R, BT RS ALK
ek —MERFE(R A Lo i him) B WA ENEEfE B N ZE L BUE Ly,
AT BRI R AT RGBT AR LR — 1T R O . S IE U B
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F g e 00 . EBF —HHE P REEBIIR R — , B 3 BRI 3%, —
#4618 o
VAR B ITHRNELAZNF I, — B %, BfEkArdTEFR,
BB 228 E WY, IR B
Ba R Bl R MR E TR R AL, FHEXKSBITH
T G5 1 BORE
R R AT 4 stk 7] B 77 AR 25 2 (open punctuation ) B8 F} 3 AR £ 3 (closed
punctuation) . HIEBRIERT F/am— 0550, HA—BRER A BEENEST
ZEm—E&% , Bf5 A—AS4W,
TP
Allen Incorporation
1470 St. Louis Street
Los Angeles, CA 90015
U.S.A.

Ref. No.
March 15,20. .
China National Import & . Export Corp.
Shanghai Branch
Shanghai
China

Gentlemen

Order No.789 for Tools
This is to inform you that Mr. E. Edwards, president of Poula Inc. resigned from that
company and established a new company under the name of Allen Inc. We are pleased to
place with you our first trial order as enclosed, which,we hope would lead to good business
relations between our two companies.
Please fax your sales confirmation with net prices on CIF Los Angeles basis.




