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Lesson One

Make-up of a Business Letter

C(EXHLFAZ M R)

PRl BEMTEERT, MERE, BRFBEARTT—
B ALEE LA TR LI

1. Heading (&L, #33k)

TEAABRBEBANAFLR, ik, FESH (8ES
)., REWEY, AREHESHESH (AXHES) %, Fk—
BEREBREN R, AN IFHELSHESEMAS. .

(1)

China National Textiles
Import & Export Corporation
Wuzhou Branch
20 Dongti Road, Wuzhou 543000
Guangxi, China
January 28, 19--

Cable Address: TEXTILE GXWUZHOU

Our Ref. : A1324

Your Ref. : cy6780



(2)

Jameson & Sons Ltd.
34 Madison Square
Melbourne E. C. 2, Australia
February 22, 19--
Cable Add. :
Our Ref. : SFL/CEN 1110
Your Ref. : M. 306/0038

(3)

M. D. Ewart & Co. Ltd.
36 Tower Street
Toronto 4, Canada
August 2, 19--
Our Ref. : No SWE/18
Your Ref. : No M. 306/0038
2. Inside Address (3pyitiiit)
XRWEAMA R Z ML, MREUAZIERIESH,
BIENT BRI L Messrs (Messrs & Mister WEH); AT
ZHFEANBWBHRENES, B —BAERER The, A
Messrs, :
(1) Messrs Williams & Werner
36 Tower Street
Toronto 4, Canada
(2) Messrs J. Brown & Co.
143 Eastcheap
London, England



(3) China National Arts & Crafts
Import & Export Corporation
Jiangmen Branch
96 Shengli Road, Jiangmen 529000
Guangdong, China
(4) Richard Thomas & Baidwins Ltd.
151 Cower Street
London, SC7 6DY, England
(5) Richard Thomas & Baidwins Ltd.
151 Cower Street
London, SC7 6DY, England
Attention: Mr Cave
MBEAM T LN, FRREHERERZMIANE,
PIEMUE N B FR ik FHEIAN Attention (B Attention of) ZE547],
3. Salutation (FRFE)
ERBEANBE AR, —BSEH ALK T &S5
1, % Dear Sirs, #.7] [ Gentlemen, FRFEJE M HIbF &5 — A
BY, HXE. MEXEEMKEPHRA Gentlemen FHAE
5“7 K,
4. Subject Heading & Caption (R )
fEPindr (R¥Ed) BRATERH, S FREAR—BEE
HMBREONBTRXTHAEN, NTIRERAEXEHA, TR
WIESERERESMAE A BRTHAMA, ELFEN., FREX
Harls, XAUWERENE, SioHMRERREN LR
HyE. wEERANE, RARANLRK. JE. FAERE
RIS HBEMal, &HARBAMRe 89 (BPHEd), Re BRI T X
“RKFe” WER. Fh (B8 BEKRMETHT, —BE
kil 1 EA
3



Re: Electric Fan
Re: Sending Proforma Invoice

WHAE Re: B, E—-RERLT, FHAEREH,

5. Opening Sentences (FFki%)

FERE FERE G ABRRWEIX a5 k) Rix
GRS RIETBENE, (X S B S R R A —
M, MRRETEGKER, SMATFLEEREERNE, I
PEEASGIHER SR, ARE--RESEHEST, Bl—
W, HFHICERIEW T

(1) We thank you for your letter of Jan. 10 and shall be glad

to enter into business relations with your firm.

(2) We are in receipt of your letter of Aug. 22 offering us 50
tons of soybean on the usual terms.

(3) We acknowledge receipt of your letter dated the 25th July,
from which we note that you wish to have an offer from us for 50
tons of Bitter Apricot Kernels, 19--crop, for shipment to Odense.

6. Body of the Letter ({§R9IESC)

X RENEER, FREGANERL. EXMIEEEHE
FRER T E, REARFLR S8 TERE.

7. Closing Sentence (Z53KiE)

GRERTESA R ET, REMEREANREE
K, BEFEREKRAIE, EHARRECENFRS, 20
BEEXSEREAR—BR, RANERES:

Awaiting your good news.

Looking forward to your early reply.

Looking forward (o receiving your shipping advice.

We await your good news.

We hope to receive your early reply.



We look forward to your shipping advice.

8. Complimentary Close (Z£REEEIE)

PR BE SR E B ERH WA Yours faithfully,
Faithfully yours, Yours truly, Very truly yours, Yours sincerely,
Sincerely yours, MBI THXH “REAEL” 28, KEEE
FELRETR—1T, EPRALAAEE, $—MANE 478
BHKE, FHHES.

9. Signature (%¥4%)

EEEETE, —REFTHEKARBITE, kA
%o MTEATAMBE, RERHN, HENH T HEL AN
2\ WL, — A FRITFILETH

10. Enclosure (i)

WfE PR A M, WA T M EY End. 5 Enc.  (Enc
J& Enclosure 45 ) ,

P fE — M E Bk 10 D E N, HE 1, 2, 3,
6, 8, 9WURFEZMIMAAERA, W4, 5, 7, 10 500w 442
Fbti B A LfEHER postseript (P.S.) BIHE (FE,
X&), RXIEXHFTE, H—B 6,

L TR E BB ER,



(1)

China National Machinery Import
And Export Corporation
Guangdong Branch 510011
439 The People’s Road
Guangzhou, China
April 15, 19--

Our Ref. : No 154276

Your Ref.: No cy03812

Clarke & Sims Ltd.

Walker Road, Ellingham

Suffold, Canada

Dear Sirs

Re: Electric Fan

We thank you for your enquiry of March 28. We are glad to
say that we can help you.

We are pleased to send you our catalogue and price-list asked
for. Also enclosed you will find details of our conditions of sale and
term of payment.

We look forward to receiving your order soon.

Yours faithfully,
Encl. As stated



(2)

Bond and Suttle Ltd.
4 Hungerford Court
Manchester 8
London, England
July 23, 19--
Cable Address:
Our Ref. :
Your Ref. :
China National Native Produce and
Animal By-products Import & Export Corp.
82 Tung An Men Street
Beijing, China
Dear Sirs,
Re: Groundnuts & Walnut meat
Thank you for your L/C No 1234 for the amount of £ ---.
The total quantity and value for this contract should be-:---

....................................................................................

We look forward to your early reply.
Yours truly,
Sale Manager
X X X X

Mr. Howell Brown



