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Chapter One Business Letters S A

Chapter One
Business Letters

Section One

The Structure and Layout of a Business Letter

—RIE L B E NG LRl 53 A

( —) 153k ( The Heading)

BAERRE AR Z G B SERNEL. BRETEZEFEA—
BIEIEZ AT SThE fTE EFEENSE

SRS WA ERENA 15 3k (Letter Head ) , 36 &5 AW YES  Hiht
RIHE TR CEIRES BAES HIESH £FTH(FaAMERE
RIS A R TR A A E () B BB TR—IEED
TEf53k b, 37158 A F5 76 H 14X (Date Line) FE H BB 7, ALES
FLEEANTHGRSRES A E A ZEr a s HIRE S5, DIEE R

FHENA {5 R REEE TS 5 R R AE 48 R SR 4T b B SR AT LA
T ERICS (GRS ES%) . ITHREEETIISA:

1 AR R 525 1, ARRERT(00) k484 (2000) .

2. AR EBECLAR  ARABRFRAE . 11(3/9/99) FAREARIEX
SR

3. A B FRAT 4RSS , i Aug. {0 August, Oct. f{& October,{H May,
June , July A< B 1R% , AR FBESE T,

4. H¥9ARIA1,2,3,4,5,--+,11,12,+-+,21,22,23,24 ,--- 31 %5 Bt
Fi 1st,2nd 3rd,4th 5th,--- 11th,12th,--+,21st,22nd,23rd ,24th---,31st. H#}
B RERE AT

HEIA IR

1) June 5,2000

2) 1st October,2000

3)30 Nov. ,2000(30 November,2000)

4) November 30th,2000

TERG AR B B R R EE FAR s 8, SR Z AT BURE S ST, H



2. S EERE

WETH 1,2,3,4, 50 1st,2nd,3rd 4th  (B& EH & I BRRE , Rel—#E e .

BEX S INE, B NEIAR,XBERRT .

BA RGO, — I RABEFE R MEE, HaREERN, SRR E
Akt X B —HEES LA S B HOAE Biw) AARXWF .

(a)136 Tower Street,

Toronto 4, Canada.
May 17,1999
(b)P. O. Box No. 1752
London, England.
Jan. 15,1999
(¢)6 and 7 Cilfford Street
London, SW4631Y, England
Jan. 15,1999
(d)P. O. Box 1079
Beijing, China
Jan. 15,1999

BB :

1) (a) (b) 41T, BATHA B EH ZRBEMENL; () (d) BF
X, BT

2) (a) (b)Y BATRB RS, &5 — 1T, HRAEA BHRAA
AR AT (o) () BT ZHAMGGEANS . 2T ZHNMIZHERA
AT TS — R A

3)—fid, (15 54 Z B A RES ST, BT 4 fE 4 2
DA AE S R, Wl A S R 88 % (10 Toronto London,
SW4631Y ) AT HIHRX 5, EBHERIX , (8 T-8E st , PRUEHERT8GE

4)(b) (d)P. O. Box 1752 & Post Office Box 1752 J45 5 , Bi4E 1752 &
{Z%6;P. 0. Box 1079 &% 1079 B4,

(=) # ittt ( The Inside Address)

Z A N M % — R R VIIER M A B G R 2ZF WA T
KEE. SR 5ES I TEME. [FHNERE AL FRaEE Bx T
YEREER, XEGEANT S, ERA W R — &G0 7] 515 5 Hhb A 5%t
B RESRIA GRS R AR 2R R AEEE THEs IR, E T &,
MPYAE AT F BRI AA A — RS NEER, iR R E AR a5
BN A FRUHEARFF, 7T LLVRLE B BOAME B 00 R A SR, R Bl — 2 ikfs
JEUMEH SERDE, RETRR R TR ETEN,
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A5 N PRk s 515 3k AR AR (EA0K 45— B Gl
AT LR (EE MR, IR ARG RS M EFHRX S )
(a)Messrs Hawker Sideley International Ltd. ,
32 Duke Street,
St. James, London, SW5 IDY
(b) Messrs Williams & Werner
36 Tower Street
Toronto 4 , Canada
(c¢) China National Machinery Import & Export Corp.
Erh Li Kou, Hsi Chiao
Beijing, People’s Republic of China
(d)Mr. C. E. Eckersley
¢/0 Messrs Longmans Green & Company
6 & 7 Clifford Street
London SW7 2DY England
PR : (d) FES A A FRIGRT I o/ 0( care of ) , B /B2 B HLHE 3, IR A
FR—HBAMSERARARH, BCEAAER . BEBIEHACRKREY
[ A B A LUHT , o — s Gk, (F 1% h #iE A s 28, T AERYE, DGR
£ WFTEBRF LI A BBUET TR ERE LI NI EE, AT LR
HAAFRAEHE T T BA A Attention BY Attention of S5 7HE, HIAMIT
(a)Biddle, Sawyer & Co. , Ltd.
Hadden House
Fitzroy Street
London, SW8 25DY, England
Attention; Mr. H. A. Donnan, Export Manager
(b) Biddles, Sawyer & Co. , Ltd.
Hadden House
Fitzroy Street
London, SW8 25DY, England
Attention of Mr. H. A. Donnan
(¢) Richard Thomas & Baldwins Lid.
151 Gower Street
London, SC7 6DY, England
Attention Mr. Cave
(d) John Morris & Co. Inc.



- 4. ENE 3T A

O’Sullivan Building

Baltimore, Maryland, 10026

U.S.A.

Attention of Purchasing Manager
(e)fE AT AW LS , BUUPRBET
(f) The Ministry of Building Construction

P. O. Box 816 Beijing, China

1 « 35 R AR > 88 7 2k 4% Bl 7 DL “ Messrs” — 5% ( Messrs & Mr ) K,
YR 1 EL3C Messieurs ) KR & o Messrs — i3 % R LU 4 8 44 B 22
7], 25 PR A M 5B 19 2 Bk (impersonal nature ) 15 A 28 44 9, WIS A 9 45
M SCHUE, W42 RS ATEA “ The” , 0] LAAIN“ The” 40 :

The Universal Trading Company

London Export Corporation

The Standard Oil Company

China National---Corp.

TR FE—BACHT R AR AL o, B R B nF 2 U8 B {5 A (40 Dear
Mr. Liu) — R 0] R85 H bk .

{ =) #RF¥E ( The Salutation)

XRGE AR ZE AR —FFRIE, oA B R 7E S bk B9 T 2 31T,
522k, HESMABED—BEHORITEES .

Rk R4 Dear Sirs (I3 Z ) , A EE S A Sirs, Gentlemen R fE H
PR

A F R Dear Sir( X —BALEHEE RS AEH) ,Sir(MBUF REE
FERD) . A, AFE K 4ER 0T DL AT To those who may be concerned 3 R
PRIE

2L F e ] Dear Mr. x x , My Dear Mr. x x (X} A RMERH S,
] F“ Dear Sir,” 244k, W “ Dear Madam” 5(“ Madam” ) ,

PR S I AR, —RERE S (L), AHE S (O35 ()  HERE
NG R EF ARG, Gentlemen J5HE A HE 5 () 9, HIEE, FRIFH
RS — A FEEKRE {H My dear Mr. x x B ) dear MIRAH KRG,

(@) % 1 ( The Subject Heading 5% Caption)

FHh BERMFE FEMAT, -REEFE P EMALE , B KGN b 22
BTG R, SRR X R A BB 1B Al VAL B 4y 2 )
I, ALERFEEE TP EMNAREEE . Mk SFRENHA R, XM
AT LAY AR ], B C AR AR Bt BRI o oy 1] P, U
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AR BOE E RIS A R ST, HREIEM L Re: (BT 30),
BERXRT”, Wl “Fh” . HEARII referring 5 regarding IS (1L
HAUE, Letter 1) . BOEHA A “Re:" B8, A AADLET b, WENAE
fETep, S — M RERKE, TAHEH ., E—RELT . EHAEL®E,

{ &) FF3Li%& ( The Opening Sentences)

kBB G — AR B E T B E R ZFEIE SRR EIx 75 8k F
MEM GRS RES FEAERANEMULEEEER, X —B TRIXH
HFREEH—H RGN . MREBE—VGEMR, Wl LR AL BEELE R
HERNE IRV ERER, FLE -RESFEWEXSIF, BR—T,3X
TEEEHT . BAAEELE, IR, ¥ AHXFETEIT kE.

{ 75) 45 R91E 32 ( The Body of the Letter)

XREPBENEER,REZFEANER, FHNSTE2EBIEXE /I
W, EXHN B BREAETLENTHE., BETOERESREE, 808
HA—B&,JBEEEFE,

NSRS A SCAR K, — TUERAN 5 R T 75 19 o o R BT, I8 7 B O o
RS AL B U8, BT IE S, XA T#AE —TAE
CTHOESAELAENEE. AREEREAOEFELNER, XK
ARERE AT

—Page 2 The Universal Trading Co. , Ltd. Jan.7,2000

() &5 Ei% ( The Closing Sentences)

gERIE—R SR BEA SUTRM I, SRR 25 AMER , tnf 8k
PRE R IRIT R A B W s E L BRI IS, 53 S i — R HERE
K. EMMBEEXERZE, AE—B.

ZREBENFMEE.

(a) A R AEIE TR, Bl

Awaiting your good news, we are,

Looking forward to your early reply, we remain,

Looking forward to receiving your shipping advice, we remain,

R AKAHES A RS,

(b) &A1, Bl

We await your good news.

We hope to receive your early reply.

We look forward to your shipping advice.

RFXFMEE, RAS _MRE , WA MIANHERER. &F
W A4rialaaiE , 4 5 “ we are,” B “we remain,” §, {HE{F & : we remain
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B TR —UGEE .

(J\) &3 i& ( The Complimentary Close)

LERIERTEG R R0 B — R &, BN AT T PR ARIE Y

Bilan

WV %5 oA {4 A Yours faithfully, Faithfully yours, Very truly yours, Yours
truly, Yours very truly, Sincerely yours, (#7263 [T H ¥ H T RLET),

N R4 Al Respectfully yours, Yours respectfully,

A/ F R F Sincerely yours, Very sincerely yours, Yours sincerely,
Yours very sincerely,

RIS LS RIE TR T, P A E SR , Sl ta 5 AN
ENER, fERRY — BT Yours BU7ERT I , {H 3% FIERNRICERT . AL
HMEAEH INK we remain(are) CFRIH, &AM

BE:AEE-NFRKE, GEMNES; A Yours Wi ARGEA Your, 5
Yours % F#)— & &4 ly RIEA .

( /1) % 4% ( The Signature)

HHRIENTE, T SHNEARAXBITE, D ARAES, EH4
BT RN T T RS S ANNEL B, AT AT F N, BAE TR EMR
W ARAS NP, % 40 “ Managing Director” ( 228 ) | “ Manager”
(&8) (HYTLAK) , BRAEARS, AT

Yours Faithfully,
( Signature)
T. M. White
Manager
THE NATIONAL TRANSPORT CO. ,
Yours very truly,
( Signature )
Charles Smith
Managing Director
THE INTERNATIONAL TRADING COMPANY
Yours faithfully,
( Signature )
B. R. Jones
P. P. THE NATIONAL TRADING CO.



Chapter One Business Letters 7 -

Per Pro. &5 P. P. ( Per Procuration ) ZE/A BT 5 Z ¥R Z BTN P. P. 8% Per
Pro. LS Z NREXRBAR , ARUNNAFNES . RELFAEBHRZ
BN For 7, iRARKR A AIZEZRARREARTES .

SPEEH RO RTARES S, AREBHAZEHIEANEA
S8, RE@EEmD , AAAEMR,

{ +) ¥4 ( Enclosure )

WE BT, N AEZ T A Encl. & Enc. (455 ) . MHHEAS L
—{4, B # 2 Encls. 5 3 Encls. %, 3 FEHFBINT

Encls:2 Invoices( K= 5Kk)

Enc. :1 B/Lading( 8 —3K)

1 Photo( B8 i —3k)
1 Certificate (UEREF—5§)

(+—) B3 (Postscripts)

FEXZE MRBELFEEMIEEYR, TUE[F KM P. S
(Postscripts FIZEE ) , 51 A LAIE , ARG ARG AEZERARESE S (K
A& B8 — 1 FHF, i Park Davis, & P. D. ), MEM KA, —BAH
P.S. AN ERMIEEREARN ZER, ANEBTZGE, BIMLAML, © %
ANEREADERBERE,

HANREE, B L &R, FEGFRA T A Encl. Z 1,
1 £ E I AR S (1dentification mark) , LMEF H G EX X E— B AER,
BT ABICHTF, — BN EEEEERA FHiCAWBEEWE - FEELE
FTH, B & Z i —4&H] , 510 HAP/DGS 5 PAH.DGS, X#EHE RR N T X
FRTHCEMNZA, SREAXREAK, MEEHFEDREMA XKLL,
[e2] e 6t 7t S T 2 4036 LAt B (07 BT ZEAS AR RUE M &8 T A “ CC to x
x "8 “CCx x x”, CC & carbon copy _FHIRE,

SRR F BIESMINT
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(1)4i53k Heading

5{iE5 55 Ref. No.
H 1 Date

(2) B AL Inside Address
(3) FRIE Salutation

(4) bR Caption
(5) JF3k15 Opening Sentence
(6)1EXC Body of the letter

(7) 45215 Closing Sentence

(8) 45 E4LiA] Complimentary close
(9) % 4 Signature

(10) B4 Enclosure

FEHAE A BT, FHIWT, BE—BER T AR fF
% E AL PRI (EIESC S RALIA B4 . TR SERR T Em e
o Y R S AEE Fh BESESERS P,
Mg BRI 43R
1. 45473 (Indented Style)
(1) China National Light Industrial Products
Import & Export Corporation
82 Tung An Men Street
Beijing, China
January 30,2000
Our Ref. No---
Your Ref. No---
(2) The Pakistan Trading Company
15,Broad Street
Karachi, Pakistan
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(3) Gentlemen ;
(4)Re;Chinese Light Industrial Products
(5)We thank you for your letter of January 10 and shall be glad to enter

into business relations with your firm.

(6) As you know, it is our policy to trade with the people of all countries
on the basis of equality and mutual benefit. We believe we shall be able, by
joint efforts, to promote friendship as well as business.

We are sending you 5 pamphlets and a price list covering part of our
exports.

Please advise what articles you are interested in at present.

(7) Your early reply will be highly appreciated.

(8) Yours faithfully,

(9) CHINA NATIONAL LIGHT INDUSTRIAL

(10) PRODUCTS IMPORT & EXPORT CORP.

(Signed) -+

(11)Enecl.

(Bl— 145470 . BNt MEFESATRHITRE 17, BER—17
ZEik AR EIIES, BB R — T8 HE T (— R S5HKF
R—FHEF) o

2. 333 (Block Style)

FEL 845 3L, (Full or Extreme Block Style)

EL Mar Trading Company
12 Main Street

Fresno
Our ref. KMP/DE California, U. S. A.
Your ref. Tel:3-235678
Date :20 January 20--- Http.// -

China National Cereals, Oils and Foodstuffs
Import & Export Corporation
82 Tung An Men Street
Beijing
People’s Republic of China

Gentlemen ;
Re: Chinese Fruits & Nuts
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We have made inquiry to the Liaison Office of the People’s Republic of China in
Washington, D. C. and they have asked that we contact your office for the supply
of the above commodity.
We are importers, packers and exporters of all types of dried fruits and nuts.
We have been in this line for almost fifty years and sell both bulk packs and
consumer packs here in United States and abroad. We enclose a list showing our
business activities.
We are interested to discuss with your representative the types of dried fruits and
nuts which you have available for export to the U. S. ,In this regard we would
like to visit the Guangzhou Trade Fair. I would be the only representative from
our firm who would travel to the Fair.
From the information we have been able to gather, 1 believe that we could do a
large import business in Chinese fruits and nuts, for both bulk and consumer
package trade.
Kindly let us hear from you concerning the possibility of our attending the Trade
Fair. For information concerning our firm, you may contact the U. S. Department
of Agriculture, the California Dried Fruit Association of the Fresno Chamber of
Commerce. They are well acquainted with our firm.
Yours sincerely,
( Signature )
Encl. as stated
[ =) FkK: LERITFENIT L EME—TF, 815 (E2BEX
FARX) B HAba. FHEAGELRA BRENELANZEA
HATE.
3. tt B ¥ 3L ( Modified Block Style)
Jameson & Sons Ltd.
34 Madison Square
Melborne B. C. 2, Australia
22 January, 20---
Our Ref: SEL/CEN/JVD/Z.1119
Your Ref: M. 306/0038
China National Machinery Import & Export Corporation
P. O. Box 49
Beijing
People’s Republic of China.



