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Fundamentals of Writing English
Business letter

B3O 55 15 PR S TR JE AR TR

— . Learning Objectives (%3] H#R)

> Ability’s objectives .

1. Can write an envelope of the English Business letter correctly.

2. Can write the letter with the correct formats and structure of English Business
letters.

> Knowledge objectives .

1. Be familiar with the envelope formats of an English Business letter.

2. Be familiar with the formats and structure of English Business letters.

3. Be familiar with the basic principles for English Business letter writing.

— . Work Task 1 ( T/EES—)

MR —-EEREE (B 0-1), ERIEIZESE, Sl FPAMES .
1. 48 HWE— bk R UE AN 4% S Hhk 7 WE—A 235 A k4 5 bk 2
2. YA S HIER BB = A7

ABC Trading Co.
168 Zhongshan Road
Beijing 100020

P. R. China

Stamp

Overseas Trading Co.

88 Hooigracht street

Amsterdam, the Netherlands

Bo-1 FEEMEEMEHTX

=. Learning Connection (&IiH4§%#)

1. ZHE AR F I STEE R 2 B, HS 05 EE N 7EE R
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Frmi B —3,

2. WUAF AN 4a Atk 5 7E 5 B b S AT BOAL L, WOfE I Bk 4 A 44 0
HHTHS -

3. AHE ANFSE AR 22 Fid ik i S P 2. S5 A5 S sk, Hink
MBS H/NER, BESHIMARK, FHMRKREITMS | B, 8o, H/a Rk
MR ECZAY, 55 E4

4. WRAF M A, SRS N4 Fidhl, 40 F. Johnson J¢
A 563845 ). E. Henry IS TEIUE N4 F 55 I C/0 F. Johnson,

B Mr. J. E. Henry

C/0 Mr. F. Johnson (C/0=Care Of)

7. Example Transactions (#/ERTE)

1. WS AR A SHbhE . Overseas Trading Co.

88 Hooigracht street
Amsterdam, the Netherlands
TR S5Hi4k . ABC Trading Co.
168 Zhongshan Road
Beijing 100020
P. R. China
2. PR SR B E T . BB A JEE ik, Hakg 455 B/
2R, BSESHMAR, FRKKRE TS, HiE, Wi, MN/8 L mis, &
JFEE%,

. ABC Trading Co. UNGIE 7
168 I
Zhongshan Road #iE
Beijing ]
100020 HIR I 2t %5
P. R. China [E 44

F . Work Task 2 ( TEES ")

TR B PSCRLAE R, ISR MESF
1. 458 HzfE sk R LR 3 4
2. fRHIZAE R T A2k



Fundamentals of Writing English Business Letter
RNHSERSIENELMR

NANJING SICO TEXTILE GARMENT CO. , LTD.
NO. 168 BELJING EAST ROAD
NANJING 210008
CHINA
TEL: 0086-25-88010168
FAX. 0086-25-88010169

November 8th, 2015

CANADIAN FASHION TRADE CO. , LTD.
P. O. BOX 8935 NEW TERMINAL, ALTA
VISTA OTTAWA

CANADA

TEL: 001-613-4563508

FAX: 001-613-4562421

Dear Sir or Madam,

We have learned your name and address from the Guangzhou Commodity Trade Fair on
Nov. 3, 2015. At that time, you showed great interest in our cotton blazer. We are now

writing to you with a view of entering into business relations with you.

Our company was established in 1992. We specialize in all kinds of garments, such as
cotton blazer. We are both manufacturer and exporter of garment. Our products command

a large market around the world, such as America, Canada and Japan.

The quality of our cotton blazer is superior and the price is also favorable. The enclosed
is our catalogue and prospectus for your reference. In order to give you a general idea of
our products, we will send you our price list and sample as soon as we receive your

specific inquiry.

We are looking forward to receiving your early reply.

Yours faithfully,
Victor

003
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7~. Learning Connection (1iH%84#E)

(—) —HESHELERETEQREL S

{53k (Letterhead)

Hi (Date)

{5 HhE (Inside Address)
FRIF (Salutation)

1E3C (The Body of The Letter)
ZE91E  (Complimentary Close)
%4 (Signature)

(Z) BEGERESSAUTANTBINELANBIHERD:

2:%"%5 (Reference Number)

FH AR (Subject Line)

Z I NS (Reference Notation )
M4 (Enclosure)

#5i% (Carbon Copy)

. B5  (Postscript)

PA—EH 48 DL B A=A 095 R, 2 .

1) 412k (Letterhead)

fERUHEERL, HFHEALALHK, Hillk, BIE5, E-mail FifEEH
P S Tk VAR R EE N Sl s

2) %% % (Reference Number)

BRSE 52 R T Tk 1515 B A7 R4 A0 2 b M08 1, — MR Your
Ref. (#RF74*5) X Our Ref. (g5 ) M=, 15 e 585 e H Y -
TS HWPF SRR A A S, ST EAT R4

Your Ref. .

Our Ref. :

3) B (Date)

HRH S ERTh B REEN 35, HdEE a2 EER, iTH
AT, WEERCAR, 5%, B, FSERP ARG RECE R H B,
HI A B7E(E AN A s, 55 Hm, MEZLLTILA .

(1) FriaiBE i,

(2) A Myescesr, AEM g,

S oy s e

N



Fundamentals of Writing English Business Letter

KX B EERSENEERMIR

(3) HIAT LA Fe Hhoin) s R 2500]

(4) FHRTEZ S,

(5) HMUIREMAEBTERR, W5/6/2016, XFERG LN TR#,

4) 12 Wik (Inside Address)

RN ARAE A4 | SR, BRALAAK . Btk DL | R E g
TFIE R AFR, WE A4 bk i s 3t B AT, {5 8 k5 /e H A
TR, BWEIFE RN B KA, BRI A BT, .

Mr. Francis Lawrence

Vice President

Swinton Co.

88 Unico Avenue

Toronto, ST 9878

Canada

5) #&k*F (Salutation)

FRIF 5 45 P HLhE B 1 28 B TAL .

WA IEZSFREA . Dear Mr. Smith, Dear Mrs. Smith, Dear Miss Brown, Dear
Ms. White, Ms. [T AR R ESEN L TS ZAT, WRFRIFZAF4E, WA
A HTH Mr. IR BUE A Messrs, Mis. WA ZEIEK,

6) FwArA (Subject Line)

F R IR R B R ESCARTXHME A . WA — T, W T
WCIHRS R, ]4n. Subject: Men’s shirts

Re: Sales Confirmation No. 1234

Your Order No. ; JT-8888

BRI, FHhRaE, Sl Tma img, Wl IAm, A
A2 HARE TR, K, Re EHh “XT, AX”, FEXHEE “Fh" i,

7) iEX (The Body of The Letter)

R BRIE SR R S5 A R P iR AT, BISF R ek H YRR E B, EhE
Bf, ZLEfE <7C” JRN, BP. 3EZ (clarity) . {5 (conciseness) . IEHf (correct-
ness) . E /K (concreteness) . L4 ( courtesy) . 1A ( consideration) FI5¢ %%
(completeness) , 1ESCHZ— Ml = BaUmkg X, 8 —B— el A8, &
ZBOREAINE, B SRS B BORSE RS, R AT AR SR, Bl
BRI R, T TECE ZREAR, ER— R - AILE b
be continued, ZEU N R AW G R (E 48, IEEIE A2 PR, TUECH H B,
4. Mr. John Smith/Page 2/June 10,2016,

8) # %i& (Complimentary Close)

FRAHIE LI, R4 ARG R IERX T, Kb seEwmdm
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B, MAL” S, W MBI A . Sincerely, Sincerely yours, Yours sincerely, Best
regards; HEY]— B9 A ;. Cordially, Cordially yours; 5 1FE—28094 . Yours
truly, Respectfully yours, Yours faithfully, &, RAH—DFHRE, —BITED
FEIESC R A —174Ab

9) %% (Signature)

BAHGREGRIETEME =ATHMNE, E4TRAARNEE, —KE
5. AFAK, BEREANTEZS, SHEANITEHES, BHEANKE, AN,
WA ARG A A 45K, Bl

Yours truly,

General Trading Co.

( Signature)

John Smith

Sales Manager

MRS ANFITEN AR R —D A, BAEFhRR Tk, BEESELT
%S ESEAMITEE R AN AT E S, flin: 25 A2 John
Smith, #7758 ¥ A5 4 A A J& Tina Edward, B4 %5 Ty 7845 it 2.
JS/TE,

10) £ # A4S (Reference Notation)

SIS RBFEENER R, EToENENZH, 2 A H
FEOREMBBW AT FRAR, HE S8R S 5IF, "THEUT I
FH.

FCM/HL

FCM: HL

FCM/hl

Fem: hl

11) M4 (Enclosure)

fERANE = P BRAF ARSI it A o S, mT ATEAR o Ul WA B BRI N 25 24
Mt R —FEf, 1 Enclosure B{ Encl. Biv], —{FLL E, o Egmas, LR
5 N, it

Enclosures 3.

(1) Commercial invoice

(2) /B

(3) Bill of exchange

12) #i% (Carbon Copy/C. C.)

RAG NG L MAZTIY & 45 A L, AT FERHE T 5 BIME 22 FomdT | C.C.
IRIGAT APk B A4 R, 40
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AXAEERBENERFMIR | 007

C. C. ; Bank of China

Copies to: Directors

Ce to; CEO

Copy to: Sales Manager

13) M= (Postscript)

5 SER A B i, R ANE, XEAT R SCE RS . AR
FEIERKE THERFRA L, M8 TEES XN IR, M &8ssk T
Ji. E5EP.S. ZJa, ARWBET NS E FRA S MER)E .

(Z) RXHHRFEREAEK

R 555 BRI B R AF AR AR, — )y MRS 1A A ) F B, 5
— TS LS PG A RO AR R X, SRS 5505 oR 32 24 WD F A RS =X
573k (The block form) F14E4T2; (The indented form) ,

1. %3k (The block form)
WE 0-2 s, F5k2UE R E—ATEN AT AR IHRS , RiTHAS B 254K

Letterhead {53k

Our Ref. No. :
Your Ref. No. ;

Date H 1

Inside address 15 P4 i hi:

Salutation FRIF
Subject line 3% F A7 8
Message 1F3C

Complimentary Close %% #iF
Signature 2544

Enclosure ffHf
Carbon Copy (FIAYi%)
Postscript ( Fff5)

0-2 FAAXEHENX
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2. 447X (The indented form)

WE 0-3 iz, #itr=N(EeRm HiAT . S5 RE BT | 1EE A Tk AR AT
AT A AL BT RS, ATt BB AT N e = 54
BRI B IR, HAAATENZEh TSRS

Letterhead 153k

Our Ref. No. :
Your Ref. No. :

Date H 1]

Inside address {5 P #uhik

Salutation FRI
Subject line 55 1 F5 i

Message 1F 3

Complimentary Close 45 #15
Signature G- A

Enclosure Ffi{f
Carbon Copy (FIA4bi%)
Postscript ( i)

0-3 HITXEHER
-+ . Example Transactions (I{ERTE)

NANJING SICO TEXTILE GARMENT CO. , LTD.
NO. 168 BEILJING EAST ROAD
NANJING 210008
CHINA
TEL: 0086—25-88010168
FAX: 0086-25-88010169 {3k (letterhead)



Fundamentals of Writing English Business Letter
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November 8th, 2015 H (Date)

CANADIAN FASHION TRADE CO., LTD
P. O. BOX 8935 NEW TERMINAL, ALTA
VISTA OTTAWA

CANADA

TEL: 001-613-4563508

FAX: 001-613-4562421 fE ML (Inside address)
Dear Sir or Madam , FRIF ( Salutation )

We have learned your name and address from the Guangzhou Commodity Trade Fair on
Nov. 3, 2015. At that time, you showed great interest in our cotton blazer. We are now

writing to you with a view of entering into business relations with you.

Our company was established in 1992. We specialize in all kinds of garments, such as
cotton blazer. We are both manufacturer and exporter of garment. Our products command

a large market around the world, such as America, Canada and Japan.

The quality of our cotton blazer is superior and the price is also favorable. The enclosed
is our catalogue and prospectus for your reference. In order to give you a general idea of
our products, we will send you our price list and sample as soon as we receive your

specific inquiry.
We are looking forward to receiving your early reply. 1E3C (The body of the letter)

Yours faithfully, Z5HE  (Complimentary close )
Victor &4 (Signature)

J\. Competence Practice ( B&J7ill%)

I. Arrange the Following in Proper Form as They Should Be Set Out
in a Letter.
(1) Sender’s Name: Guangzhou International Trading Corp.
(2) Sender’s Address: 198 Yueken Road, Tianhe District, Guangzhou, China
(3) Sender’s Telephone: 020-88880168



