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Zhejiang Cereals, Oils and Foodstuffs Imp. & Exp. Corp.
115 Jianguo Road,
Hangzhou ,P. R. China
Telephone ; 86 —571 — 6526 — 8888
Fax: 86 —571 —6527 — 6028

E-mail: carl@ cofco. com. ecn

Our Ref. : 038/te
Your Ref. ; QYT/zcs
Date: 15th November,2011

Messrs H. Ronald & Co.
556 Eastcheap
London, E. C. 3, England

Attention: Import Dept.

Dear Sirs,

Re ; Aquatic Products

We thank you for your inquiry of 5 November.
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In compliance with your request, we are sending you herewith a copy of our illustrated catalogue and a

quotation sheet for your reference.

All prices are subject to our confirmation for our aquatic products that have been selling well this

season. Therefore ,we would suggest that you advise us by a fax in case of interest.

We await your early favorable reply.

Yours truly,

Zhejiang National Cereals, Oils and Foodstuffs Imp. & Exp. Corp.
Sig.

QS/AN

Enclosures

Cc our Shanghai Branch Office

P.S. We require payment by L/C for a total value not exceeding USD500,000.

£L | memse
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1) {3k ( Letterhead)

2) %i5 (Reference) Fi1 H #f ( Date)
3) {Z N Hi sk (Inside Address)

4) FRWPE( Salutation)

5) 1E 3L (Body of the Letter)
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6) 45 B H1E ( Complimentary Closure)

7) % 4 (Signature)

8) & Jp A (Attention Line)

9) #7#&%( Caption Line;Subject Line)

10) &S /1A HE{L S ( Reference Notation)

11) B4 ( Enclosure/Encl. )

12) #b3% (Carbon Copy/Copy Notation/C. C. )
13) M5 (Postseript/P. S. )

& zamr

1. Letterhead
A letterhead, always pre-printed, includes the sender’s name and address, postcode, telephone
number , telex and fax number and e-mail address,etc. It is usually printed on the top center or typed on
the right side of the paper. In some cases, a letterhead includes the business scope of the sender, the
president’s name and title,etc.
e. g
= LA R R o B
Hutik : WOVLAUM T Y& F I KK
3% : (0571) 86731000
E-mail : zjfe@ zjfc. edu. cn
= Sinochem Jiangsu Import and Export Corporation
Jiangsu International Business Mansion,
50 zhonghua Road, Nanjing,
210001, China
2. Reference and date
The reference usually includes a file number,department code or the initials of the signer followed by
that of the typist of the letter. They are marked “Our ref. :” and “Your ref. :” to avoid confusion. They are
typed below the letterhead.
e.g.
= Your ref. ; 038/te
= Our ref. ; QYT/zcs
The date should be written in the standard form, for example, September 10,2011. All number
form (10/9/2011) should not be used. It can be placed at left or right margin below the letterhead
according to the format the writer chooses.

The following information are for your reference :

sl ca

.0
.
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American Style British Style
M/D/Y D/M/Y
September 21st,2011 2nd May,2011
September 21,2011 2 May,2011

3. Inside name and address

Generally ,the inside name and address should include some or all parts of the following; the
receiver’s name and title ,company name ,street address, city, state/province , postcode , country.

It appears on the left margin and usually starts two to four lines below the last line of the
letterhead.

1) Inside name

Generally ,if you know the name of the receiver of your letter,you should write Mr. in front of the
name of the man and Miss/Mrs. /Ms. for woman.

If the receiver is a name of the company,you need write the name of the company accordingly.
e. g
= Mr. Smith, Ms. White
r= Qigiang Company
r= Messers John Brothers & Co.

2) Inside address

It usually includes details of the receiver’s address including name of the street or road, postcode,
city, country.

4. Salutation

Two lines below the inside name and address of a letter is the salutation.

The customary formal greeting in a business letter is “ Dear Sir” or “Dear Madam” used for

addressing one person; and “Dear Sirs” | “Dear Madams” or “Gentlemen” for addressing two or more

people.
If the receiver is known to the writer personally,a warmer greeting such as “Dear Mr. Smith” is
preferred.
You don’t know the name of the person to whom you send the letter.

Salutation Meaning

Dear Sir; Dear Madam is used to address a man or a woman either single or married

Dear Sir or Madam; Dear Sir/Madam a person of whom you know neither the name nor the gender

Dear Sirs; Dear Sirs or Mmes The plural form of sir or madam

You know the name of the receiver:

Dear+the person’s surname/family name/last name

e. g. Dear Mr. Johnson/Dear Jacky

Bt B SREXH B



5. Letter body

This is the most important part of a letter. It expresses the writer’s idea, opinion, purpose and
wishes , ete. It usually begins one or two lines below the salutation. Lines within a paragraph should be
single-spaced and double-spaced between paragraphs.

It usually includes the following parts;

» Introduction; Usually wants to give some background information, so the reader understands the
reason for the letter. Usually it refers to the previous telephone conversation, fax,date of last letter,
or meeting.

» Purpose: Usually shows details on the purpose of the letter,i. e. ,what the letter is for.

» Action: You'll find what the writer is asking for. It may be what he will do or what he would like
you to do.

» Closing: More information is offered and the reader is thanked. In some cases a reference is made to
the next time the writer will meet or communicate with the reader.

Meanwhile , you need to follow the principle below :

» Courtesy: Even in asking the addressee to pay back the debts, refusing his demands or lodging a
claim to him,your letter should be mild and tactful. Your attitude and immediate replying should be
sincere.

e. g. To judge the following translation and give the answer which one is better.

= AR 5 S RATH AL B RS W, BRI T IT
You may be satisfied with our arrangement and place orders again.

We trust that the arrangement we have made will satisfy you and look forward to receiving your
future orders.

= R R 7 TR A R BT B K
We can not comply with your request.

We are afraid that we can not comply with your request.

» Clarity: Express the meaning in a simple and direct way. Avoid using the words which have
different understanding or unclear meanings. Paragraph carefully and properly, one paragraph for
each point.

» Conciseness: Using a word instead of phrases or sentences. Using simple sentences instead of
complex ones. Avoiding unnecessary repetition. Using Subject Line flexibly and properly.

e. g. To judge the following translation and give the answer which one is better.

= B BT 4 A 6 AR ITEELIPLAY A .

Thank you for your inquiry on April 6,in which you request information about our Sewing Machine.
Thank you for your inquiry on April 6, requesting information about our Sewing Machine.

= BOTA K 21 MM R L HERE .

Please be advised that your order for twenty-one barrels of commercial grade oil has been received
and duly noted and shipment has been arranged for the immediate future.

Your order for twenty-one barrels of commercial grade oil has been received and immediate

8 ¥ 5



shipment has been arranged for the future.

Immediate shipment of your order for twenty-one barrels of commercial grade oil has been arranged.

» Consideration; Keep the receiver’s request,need,desire and feelings in mind. Plan the best way to

present the message.

» Completeness: All the necessary information should be included in a business letter. All the

questions asked or implied in the incoming letter should be answered in the replying.

» Concreteness: Make the message specific and definite.

» Correctness: Correctness refers not only to the correct usage of grammar, punctuation and spelling,
but also to standard language, proper statement, and accurate figures, conform with policies and

decrees as well as the correct understanding of commercial jargons.

6. Complimentary closure

The complimentary closure ends a letter in a polite way. The choice depends on the writer's

preference. It is usually placed two lines below the last line of the body of a letter.

Occasion

Salutation

Closure

Standard and formal closure

Dear Sir(s)

Dear Sirs or Madams ( Mmes)

Yours faithfully,
Faithfully yours,
Yours respectfully,

Respectfully yours,

Used by American

Gentlemen

Ladies and Gentlemen

Yours (very) truly,
Very truly yours,

Less formal and between person

known to each other

Dear Mr. Malone

Yours sincerely,
Sincerely yours,
Sincerely ,

Cordially,

Best wishes, (U. K. )
Best regards, (U.S. )
Regards, (U. S. )

Yours,

7. Signature

The writer’s signature consists of handwritten signature and typewritten signature. When typing a
letter, leave three blank lines below the complimentary closure and type the signature identification and

title on the fourth line. The writer’s signature should be placed between the complimentary closure and

the typed signature.

8. Attention line

The attention line is used to name the specific individual who the letter is addressed to. It is

usually placed between the inside address and the salutation or within the inside address and centered

over the body of a letter in the indented style.

6 ShRAER R




9. Subject line/Caption

The subject line is the general idea of a letter. It is usually placed one or two lines below the
salutation and centered over the body of a letter in the indented style.

10. Reference notation/Identification mark

The initials of the person who types the letter should appear in business letters. If the dictator’s
name is not typed in the signature area,the reference notation shows the initials of both the dictator and
the typist. It is placed two or three lines below the signature.

11. Enclosure/Encl.

If something is enclosed , note it below the reference notation.

12. Carbon copy/Copy Notation/C. C.

If copies of a letter are sent to other parties,type C. C. below the enclosure.

13. Postseript /P. S.

If the writer wishes to add something he or she forgets or for emphasis, he or she may usually add

the postscript two lines below the carbon copy notation.

Nt
I . Translate the following letterheads into English.
1) #iiLEXP g A R A
H1 1% :0571-63972840
E-mail; zjhf@ 163. com
itk - T VLA G 22 22 B P R X
2) Wil REREH T OFRAH
sk BT AT g 133 5
HE 4 :310016
3% :0571 — 38405336
£ H 0571 — 38405366
3) AN T R R AT
otk - v E AU T KE RS 384 5
11 :0571 — 86849586
£ H :0571 — 86849585
ik 45 : 310001

II. Put the inside name and address into the correct order.
1) state/province
2) city
3) street address

3 F 7 B



4) company name
5) postcode

6) the receiver’s name and title

7) country

M. Read the following information and give the right sequence.

A — Sea Star Sports Articles 100 Hayward Road,London NW2 4HF tel. /fax: 0171 —886 6789,
19 May,2011

B — Dear Mr. Wilson

C — Mr. J. Wilson Manager Brighton Sports 10 Putney Street Brighton BN3 6FE United Kingdom

D — Yours sincerely ,Mary Bates,Sales Manager

E — Unfortunately, the new catalogue is not yet back from the printers. I will send it to you under
separate cover as soon as possible. Please note our new line of children’s water toys which has been
selling very well.

F — You asked about a quantity discount. We will be happy to discuss this with you if you can
give us some idea of the quantity you are thinking of ordering. Our terms of payment are one month after
receipt of invoice.

G — Thank you for your letter of 3 May,2011 inquiring about our new sales catalogue and price
list. We are pleased to hear of your shop’s interest in stocking our products.

H — Don'’t hesitate to contact us if you have any further questions. I look forward to hearing from

you soon.

i ShR TR 8B
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WiVTLAB H 3 i 0 % PR 2L 7] ( Zhejiang Sunrise Imp. & Exp. Corp. ) J& — 2% i 6y il 4b B 420l , F
1998 4£ 1 A 13 HIEREM BT . AREMFEA 500 Fox AR, 8% 2 500 AT ART, A
7] B 5 H i AL 20 000 k., BRA R T 1000 &N, K &P E%F 80 A

BARIRWATER, ~HEURE N FERERI G ES 47, B €] Tommy & Winne
AR EEE N, EHEE  RE P AMAEESFEZ MK, SR AL G R0~
15 % /04 )LEE N EEH R R, R ANE & L E B FR AR HE R RE R, 100% 47, BH @ X
B RIB A RO RO R R T SO KU B AT AP IR B
B BB B R BTSN R LR R AR M S i R B ERAA, ZA
AR —-FERI A7 HET AR ERES L.

Ho ik - A ATV BN TRk % 118 5

HE 4 : 310000

HL % :0571 — 88123455

f£H .0571 — 88123456

E-mail ; sunrisecorp@ 163. com

[ it : www. sunrisecorp. com

% E$ 7 /A 7 (America Fast-Trade Company ) j21t 3 ¥l #h X f& K i 2 % 3 O 7, F 2000 4F 9
A 11 B EREMSOL, 2 & EM B4 800 J5 35T, B ¥ 3 000 /7 K JT, 24 7 B & i H R 8 000
Tk, A BT 500 R A

e B BN & b B 2 B R AR 5, AR O BB 120 J7 30T, B B I A BRI B
X, mESHAZELBT (NS VELBTMEXABEN) WREFXREZLAFAETS L
AR

bk XEAANANRKES S

HiE 4% : 10025

H1 3% : (800)237 ~ 1662

15 H . (800)123 — 4568

& fit : www. fastradeco. com
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HTTLAR H 2 H E A R 2 ®1R 47 il H %

EEZMA
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LA

TR 24 AR
T . 160 gsm 180 gsm 200 gsm 7] &

100 4T

20 ~25 days

TR : AR AR
A 160 gsm 180 gsm 200 gsm A 3£

100 4T

20 ~ 25 days

HE :100% B8 E
IR RKFHAER
TR G4 wh O A

ffa, 1500

30 days

ik :100% %4555 F
G 78 0 45 %5 1
R G

14 1500

30 days

TE Bl - 100% 4fi 48 2 38 E B 45 320 gsm
BH2~8HMILE

1 1500

30 days

Tk} :100% FL T 4%
HAE.280 g
WHHSEEK

4545 1 500

35 days

wkT/C, L %2

A 5 F0RUNE B A7 T/C 44U
FhF B A 190 ¢ PRIE R (LY ) B
R<t:92 ~116

€8 1500

60 days

ShZE T - 100% AR IR AR

A A 100% ¥ 48

il 7 3 :100% %408 K 5,190 t
. 100% %45 ,170 gsm
JRF:110 ~ 160

1 1500

60 days
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