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Lesson 1

Layout of a
Business Letter (1)

Al BEHEERE-—MEANE LGS, RERE . B fFEK Email S8 78
METZEH . B FERNREERNKE X2 — MEXMRESXWRELRE
WREFHER. Hilt, RNLFARNSHERL BERHER. 5%, LAFFRENS
5K,

—. Bl EFHENES

1. SRR

— 3 BE, MEBUTILERSNE:

1) 53k (Letter Head) : I Z(EA AT MR Mot (& B8 (& B sk THRA L
hk,

2) {5 B#(Date Line) : {5894 . H .H,

3) Pk (Inside Address) : {5 A2 Fl 2 FRF L,

4) FRAE(Salutation) . XTH(E AN KIEFR,

5) IE3X(Body of the Letter) : 5T, A EFENMEENE,

6) Z5E#IE (Complimentary Close) : H{545RATHIALEL G

7) %4 (Signature) : 55 AIWE &

2. FRIFRRA (E{Ent iR HE B AE s E)

a) P4 (Enclosure ) : T B BE 1S BT B RO 5 E SRS B 2%

b) FJd (Postscript) : 55 7% /a , MRHELE ERNEERSBRAR — &, THEE
K P.S., 5l HARIIE.

c) 4In AZFR(Attention Line) : FHFERWEH SHEHEL LMW TRARDE,

d) F M FFE(Subject Line) : FIEMEEANFTEZHN—H TR,

e) Z% 455 (Reference Number) : 24 T B FHRAE I RMEHME .
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f) #3% (Carbon Copy,fH 5K CC) MR RELFH RXIITHINRE,
g) BATHHE (Name Initials) A EFEAMTF ROBELATHEE

L REHLEESARBSNNE AERAXEEER
L pRAEER S
1) {3k (Letter Head)
BEFREANBIENRE KR IEL, HENREZEA-FRANERE®RE
firsd A7 A S, ETZEAEGENSE, it X BPEEMNT
i, BiTmALL R ED 2 ~3 ANFE, RS TR EARRES AR
BENRRR RS, Bl
(a) 36 Tower Street,
Toronto 4, Canada.
May 16, 2008
(b) P.O. Box 1756,
Beijing, China.
Jan. 21, 2008
PR REFRF LR, BT . BITRARR SRS, ETEITZARMIEAREN, T
BER. #ln:
(¢) P. 0. Box 1079
London, England
Jan 23 2008
(d) 6 and 7 Clifford Street
London, W. 1
England
Jan 17 2008
2) H A HhE (Inside Address)
H Pt R ZE AR (S4748) , SiEHak iR, &paat —BEES P EH
fILUT 4 ~6 174, ME R AT AL E R, SUR% T (0 a) , BAFE LK (I b) .
HESHEAT:
(a) Messrs. William & Werner
36 Tower Street
Toronto 4

Canada
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(b) Mr. C.E. Eckersley
¢/0 Messrs. Longmans Green & Co.
6 and 7 Clifford Street
London, W. 1, England
3) FRPFE( Salutation)
PRI RIEEE AN ZE AN, A BEH AR —1T T2 2 ~3 17,3 5=
ko SAABEPAEFNFIEESR

L ek H

Dear Sirs,

XRAEXREHWRT e SHES AHES, DHER, FREBIMEH Sirs,
Gentlemen .

XREREAMMERARBEARFRF AR SHE S, REREARI. FEK
it U A Dear Sir,
ARAITR B ER LB K, 40T Dear Madam 5, Madam , 5 3 F| Dear Mesdames,
4) {589 1F3C(The Body of a Letter) ,
EHEXRFEREE, RERFEANEL, BFP.0 BB REE, 8—FP 0B8R
—8, B EHIESCHEE— 4B B — B, R A FF 3k & ( The Opening Sentences) , FFk
BEAEMMENERE, BEIR ERAZEBRLERB FRENHE . HERES.
FELMBANTMUSEEER, FXF—B TRAXHEEEEB 50, mREE—
RS, WA IR EELEN B RN A, RV ENER, B, AORLEE N
BUAS R0 FF SR B ] o

F{% %5 B (The Closing Sentences) — AR BMAA XHHRHINE , SRITZEA
MER, A BRZENRRECRRIT R, SRV ENFRS, HUBRENATHE
JE—B. #im.

(a) We await your good news.

(b) We hope to receive your early reply.

5) 4% %17 ( Complimentary Close)

HRALARS KB —REEE, MY TPXPHEL” B —RkNEE
T, B N5 A PR ARG R , A0

Sir, — Yours respectfully, Respectfully yours,

Dear Sirs, — Yours faithfully, Faithfully yours,

Gentlemen: — Yours (very) truly, Truly yours,

Dear Mr. Smith,—Yours sincerely, Sincerely yours,
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6) %44 (The Signature)

FEERALIA T E, — MK B E AN AR RESBHRAREITFEITH (RARER
1), HIERRASEL, BASEZEERERE, AESAEHE, TUEEZLTHIT
EN% 2 AW 2k MG, LUEXT 7 T #% .

X— A EE T

(a) Yours faithfully,

THE NATIONAL TRANSPORT CO.
( Signature )
Kao Tingwen
Manager

(b) Yours very truly,

THE INTERNATIONAL TRADING COMPANY
( Signature )

Charles Smith

Managing Director

2. BRI (AR BB PR E A A FR4T)

a) M4 ( Enclosure)

405 A MRS , BIAEZ T A HEBA Encl. 5 Enc. (BJ Enclosure FI4E ) . HEHEAR R
—{% , BL¥ERA 2 Encls. 2% 3 Encls. %, BTN T

(a) Encls; 2 Invoices( X E® i)

(b) Enc. : 1 B/L(Bill of Lading) (328 —4})

1 Photo( BB r—9K)
1 Certificate (JIF B H5—14})

b) FJ3 (Postscript)

FERG, WREEEHEEREWIEENR, WS K MP. S. 5 PS (B Postscript f) 45
5,5 W SEE AR R EAZES AR EL R (FABLHE—4FF, I Pak
Davis % P.D. ) ; NEHRMG, —M AR P.S. , TR BE—#,

c) ZJp AE4 (Attention Line)

A, RIEARBRER SHRERAL A LI ARSI HE, 7T LI7ES Hyak
FRRIEZ AN k29 N4 , BN .

(a) Biddle, Sawyer & Co. , Ltd.

Hadden House
Fitzroy Street
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London, SW8 25DY, England
Attention: Mr. H. A. Donnan, Export Manager
(b) Biddle, Sawyer & Co. ,Ltd.
Hadden House
Fitzroy Street
London, SW8 25DY, England
Attention of Mr. H. A. Donnan
d) 5 (Subject or Caption)
FHEERT TEMTL, —BEEFEPEKNNCE, BFLRNNETELRE
. SHEHENETEMTREARREFEBLLIIAR, Hik, Edh00EHEE,
FA—-BRAERGENERANSTS HE . Hh—RREERTTIL, .
Your Order of July 14, 2008

Price Reductions

17 Re: Your Order of July 14, 2008

Price Reductions

Re RALT I, BER“ KT, BXTHERHH",
WAEFERAR IR — B O B 5 0 88, T LR B 3, Bl
Dear Sirs,
We thank you for your letter of August 14, with your order for 50 Box Cameras.
e) BE5 8,5 % %5 (Reference Number)
BERSERESREBARNTETHEEILXTHRN S, H HBET0E T HE ks
E ST —HHEH %, I e RE R B A K1, 755 L B TR aE st it
ErEiR .
Our Ref. ;
Your Ref. :
LIEHE AR BESERE, FELE. ANSKREES LRAENE LRFR B
FERENAXHE B REARFS ETH AN, 0.
Dear Sirs,
We refer to your letter of December 2,2008, ref. 519/57300,and are pleased to learn
from the last paragraph that your corporation is quite willing to continue and develop the
friendly trade relationship, which has already existed so many years between us.
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Gentlemen ;

Thank you for your letter of February 28 under your reference 513/0240 regarding the
Asia Pacific Production Conference.

f) #b3% (Carbon Copy Notation)

RENMRTFEEHAED R EA XBAIHE, TEFRR THARIT E C.C. (B
Carbon Copy HI4ES ) , R Ia 1T Lk MO A9 ZFR, I

C.C. ; The Bank of Osaka, Ltd. , Kobe
The Osaka Chamber of Commerce & Industry

g) WA FHEYS (Name Initials)

BRMEEHNE ERLGERS— X850, BN T ERE6H B
AZF. ZEMH T ERATERNBEZFENSRES , Y REAMITZEAR—AR,
W E WX EAr. 0. BS/mo, B, BS:mo, 3 BS + mo (BS — Black Smith, mo — Mary
Owen)

BEEANSEFANBEFERENKREEE, —REERNHE, 7TFRBEBITAK T4
FHESWINEFR, —REESH,

B {E# 5] Specimen Letter
Full Block Style (Open Punctuation )

1) THE EASTERN SEABOARD CORPORATION
350 Park Avenue
New York, 10017

Telephone (No. ) 225—2780 e) Your Reference;

Telex Call No.222711 (RCA) Our Reference: 3456

Email: * % * % % * % * Fax number: * * % x % % % x
April 12,2008

2) Kanto Mercantile Corporation

2 —1,Nihonbashi 3-Chome, Chuo-Ku

Tokyo 101

JAPAN 1
c) Attention: Mr. Maki Abe, Export Manager
3) Gentlemen




Lesson 1 Layout of a Business Letter (1) ——e& 7

d) Re; U. S. Products’ New Price List

4) Enclosed is a new price list of U. S. Products Inc. indicating a full range of their
products.
We can quote on all of these items, except a few items that are shipped from Europe
or Australia. If you are interested in receiving CIF quotations on any of these items,
please let us know and we shall be glad to send them to you.
We await good news from you.

5) Sincerely yours,

b) P.S. Please make confirmation by the end of this month,
THE EASTERN SEABOARD CORP.

6) (Signature)
James Parrington
Vice President

a) Encl. Price List

g) JP/mf

f) cc; Mr. John Hayward, San Francisco

L XEFRANERBAAT2TAX, IMERERINE—THRRAAXNST, B—FH
K, FERBHRAEABHAFRBSHETNEER, LEHCPH THEL(F—
W4, XA RLHAE S B AE B B B 1 AL E(E L34

2. FRBIES S B AR U8 SE PR AR R ME, HAL B K HH S 2B E A%, M. CC(HiEH
7)) AR SRR 4 Z /0, X AR MR TE .

3. BN EEREHZRERE B WTHER. XBRABEBARER EH#TT H®%,

salutation [ s@ljus'teifon] n. (42 R k84 Fhopis
complimentary [ (kompli'mentori ] adj. By ; FEAS
enclosure [ in'klouzs] n. ({1 F80) R4, ENH

postscript [ 'poustskript ] n. (o) ME, LR BT
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carbon [ 'karban] n. B (RABHRPAY) AL, LELX
respectfully [ ris'pektfali ] ad. AT ER

faithfully [ feiOfuli ] ad. B R, KK

caption [ 'keepfon] n. WML, HB;F g

reference [ 'reforans ] n. P X 8|

notation [ nou'teifan ] n. TR, &5

initial [i'nifal] n. (#2869 AFH

c/0: care of &, in care of g oerees R

1. Enclosed is a new price list of U. S. Products Inc. indicating a full range of their products.

A.

waRE—MEER, REaTHEEKHEHREERE, B LEREEREZ G, et
FRERR, Xm:
Assisting the advertisers are the advertising agencies that plan, create, and prepare
advertising campaigns and materials for them. J~45{CFR A UrBh T 45 A M08 81 .
AN, 3 BN TR S B AT S AR AR

. indicating a full range of their products.
a...range of. .. IERE;E. #ln.
The student has a wide range of interests. R 2EARIMBIERT .

There is a wide range of prices for books.  FARMHEMEFER K,

2. to be interested FHAAETIE, IGiEAA in, A AS S A1 el SRl AR, Fln:
We are interested in all kinds of air conditioners.
We are interested in buying all kinds of cameras.

We are interested to buy most of the items mentioned in(on) the price list.
3. We shall be glad to send them to you.

to be glad/pleased/happy to do sth. SKF(FE26Hh) MEE, Him.

We shall be pleased to meet you at the fair. (Z5H%),

We’ll be glad to place an order with you.

4. We await good news from you.

await & R hiA, & EEE IR E ; wait B R Yzhia), FEAA for, BEEE. Fln.

We are awaiting our customers’ confirmation to the order.

We are waiting for our customers’ confirmation to the order.
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I . Complete the following sentences in English:

1.

2.

3.

We are interested

a. MERARMAAMBITE,

b. FRAFEM LS KR,

c. FMBER. B REBAHBEAR IO,
Well be glad

a. B FWEWRT BT ERRERM
b. WRMRIT R HBEIT R,

c. BERITHITHE,

We await

a. BHWEMRT RS,

b. 7 e R AR R A o

c. RITHIEFHE .

. Translate the“following sentences into Chinese ;
1.

They used to import machines from Britain but now they wish to establish business
relations with us.

. We are sorry that your quotation is unacceptable to us.
. We expect that you will send us your lowest quotation for Little Swan brand washing

machines soon.

. We are interested in all kinds of men’s shirts.

Will you kindly send us all the details about the Chunlan brand air-conditioners?

. Can you supply us with tractors within three months, details as per our Enquiry Note

No. 49877

. We shall place a large order for men’s shirts with you, if the time of delivery is

acceptable to us.

We should like to mention that the Japanese quotation for Colour TV sets is far more
attractive than yours.
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Layout of a
Business Letter (2)

—. Bl EiFEREER

1. 45473 (Indented style)

TG B

(1) 153LME A bt AT, T —TE K LT E%8E#" 2 ~3 M FEBHAE;
(2) AWIMAERERNE L, B2BETRREA T H;

(3) B—-BME—TEN LN HNEEEEH 3 -5 M FEHME;

(4) B%E2ZBIES 1 ~2 17,05 1.

E1

Messrs. William & Sons
58 Lancastor House
Manchester, England
March 20, 2008

QOur ref. No.

Your ref. No.

The National Transport Co.

120 Broadway Street
Rangoon, Burma
Dear Sirs,

Re:. Lab Instruments

Your firm has been recommended to us by Messrs. Charles Evans Ltd. , Birmingham as
a leading supplier of lab instruments.



