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The Format and Structure of Trade Correspondence

(R B s ehnaks X S ahk)

—.The Format of Trade Correspondence ( B8 5 & Hf#&L)

B 515 R A B #NA Blocked Style (*F- 3k ) Indented Style (4517 3X) 1 Semi-blocked
Style (IB&0) =%,

1. Blocked Style( F3L3t)
PR & TR 35 B B A b aE S i g BALIA, BAT I A S A s Bl &
B,

2. Indented Style (4&1T=)
NHREER, SRR E ST Z ARG T, BB AT — T S = 1R
(4 IE 3, 45 — B () I HR AR 48 i 4 T4

3. Semi-blocked Style (B&=X)
XS — i A 2, N L hE ANRRIE SR E Sk R (N EA M AA & ITR ), IEX
WoaRASTR, B FEIBEMEL NFEILFERG S RIoFF BT LR
MEAEXMRE, UK RIEER,

—.The Structure of Trade Correspondence ( 5 5 & B 454 )
RS BEHANEERHR .

Letterhead and Date ({53 5 H #)
Inside Address (P9 Hiht)
Salutation (FKIF)

Body ({5 HJ1E3X)

Complimentary Close (% £Eif)
Signature (% %)

1. Letterhead and Date ({535 HHA)
CELRIREV—F AR MARK i, AN R EERESE BIRES FASEL
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Rz BN 54, R B BRI 015 S 8 e A AR AT ED 52 8 i ok
HME & AZEABF, a5 RBiERMF, Fin“12 06 2006™, 15 5 E 45 1 2 “2006
FeH 128", MAEFEENE “2006 4 12 H 6 H”, HHFEM “June 12, 2006”5
“Dec. 6, 2006”, T Z{EBERRE, A B EH KRS FEIT L BAK H A 000378 17 5
17 B th .rd .nd B0 st.

Inside Address (¥t P itiit)

H AR IEWE AW AR AR AR, BN HEE TERM AL HA IER L H B
PLF ZHAT,

Salutation (FRFE)

PRIFAL T H bt T R T4, 540 ST HESE . R — BB EKE, AFHERD,
A X IF “Dear Bill,” 2% “Dear Mr. White,” /A Al > A 2 F 1), i % A “Dear Sir,” 5
“Dear Madam,” ,

Body (fSRJIEX)

FHEXRRAS BEHEEENH S HheEdbhoFGE ., BIEXZH, HAEH
B, SEOERREMTA? FRRAG AR REMITERT 47 @B
HE2Z BT,

Complimentary Close (ZE£ig)

BEEAEXRE B THITA, B LRXNEEENAEF AR, &G LK
EhEEgEATE R, ZFEENE - NMIKE  HRAKE I “Yours faithfully,”
“Sincerely yours,”

Signature (%£4)

BEAERBKEREMEEREENTH, B4R EA, REZNZREL
AHATAER , ARUMNANZLEL, WTEEL T AT E “For” 3% “Per pro” F#f
REZANBEARIIEXTHEM,

BT LR EBERART AN, —HAGBELETRBLRTE, WNEkS
(Reference)af % B (Subject) #8471 .

. Reference (<)

AR LA SR 5, 7T LUK H 5 2Z 1 6915 1R 5K Z R o, (] B 0 O [0 45 K2 i b3k 3k 1E #
BIWAE A . S EHCE BT 77, WA AT AL EJ7, .

Our Ref: (T HES)
Your Ref.: (IR T %)

Subject ()
HHAUAHBENES, LEZE—-B TR, —BRETHRIFET HEROD R, MR
3k M S 2R TUAHESY . FHFHERE S, XBIANEFRRE, T
A]E Lk, .

Subject: Adjustment for Package
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Sample Letters

(B By ek REsl)

R ERNIER , EZRERWREE R R AL IR 55 30 8 A 50 3 B U IR 4% 1 a0
1. R ERNAETER:  ARYE B A BARR], AT 5. BIIA oA 1R bR B S eR TSR BRI R
AR, IWEMAE AR, Xk AR R T 50 R R R BGHR BT
PR,

ATEHR G WWE NRRASEH A RE SRR WA W& L8 BT
T BN AR RRERTHRASFERINEE, N TRIBIESXNE, WERR, AHTHE
Bl LA FEFRIT | IE 3C BB TE = A MR HE L

Sample 1 Establishing Business Relationship (Bl &%k R)
Dear Sir,

We have been told by Mr. John Smith, the importing manager of ABC Company, that
your corporation specializes in the export of various light industrial products, and that you
are keen to extend your overseas trade. We are, therefore, contacting you with a view to in-

troducing some of your products into our market.

We have been in the import and export business for over twenty years and have exten-
sive contacts throughout Southern China. It appears that demand for light industrial prod-
ucts is now increasing and we believe that there is a possibility that your corporation could

do considerable business in this area.
At the moment, we are particularly interested in bicycles, and we would appreciate it
very much if you could send us your latest catalogues for these items, as well as price lists

for the various lines and your terms and conditions of sales.

Yours sincerely,
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Brief Analysis (B Z447)

AGRFEXGHM LR LRIV S XF, BL LV FXR AT LRI FEANE, v H
2 B MR BBBHAAIAMA BT HERE, EHBEE G, FHHEFHT U
B FEE  EoPUEBERTEE R, AERKMNFEG EFTEF, FTNFELEHT AR
FLTRNE R, FENTRE,

R EEANERE AT RIS X AN GEE EAE P BEAN T EANRIE, T A
NEEGERRBEILEXANTAR, REERNA T EREATENEL, B L NEH
KRB BREE, BT,

Sample 2 Enquiry (i§#)
Dear Sirs,

* Subject; Ladies and Children’s Shoes

’ We have heard fmm the Smgapore Trade Comnussmner that you manufacture shoes for
‘export to Europe and the Umted States. We would therefore be grateful if you could send us
detalls of the ladies’ and children’s shoes in leather and P.V.C. that you are able to supply
together with your cunent price list.

We are wholééalé distrifiutors of shoes in the United Kingdom and have a large number
of retail outlets throughout the country. It is therefore very likely that if your products are
up to standard, there will be a very considerable demand for them here and that we will
therefore be able to place substantial orders with you. We would like to point out, however,
that as there is already a wide rénge of “budget-priced” shoes from Eastern Europe and

Hong Kong in this country, it is essential that you quote competitive prices.
 We also hope that you will be able to allow discount facilities on substantial orders
_ and, therefore, would be grateful if you could let us know what special terms you can allow
for orders of over three thousand pairs.
Please also bear in mind that as prices are far from constant here, it will be important
that you are able to deliver conmgnments soon after receiving the relevant orders. Please al-
so let us know how long you normally take to ship consignments.

We look forward to hearing from you in the near future.

Yours faithfully,
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Brief Analysis (BIZ44T)
WEZERZTRENE AZELREAXBANGEE, —REFTOZHF R A BHSE,
BERA T AU E R ATRN, REREFRNEXEFRL, —BEE PN AELEY
BOABARAESNARIABAA, HEF N OERNEN LR EH,
HHECHAFLEINELEE NEAEEH B W RERN T REF DS —HFR, T
EXM7HFRBEX AR BRERAANEX,UBRECEERER RAEBELKHA,
ZHEAHEEOENEARSZ (KA A RALFEF WS EE )R AKEK E (3000
BMUE), HABELEHERA T REELHME(RRTE) AHER(METRAE), B
THBAL ,HT KA,

Sample 3 Offer and Response (& 5EHE)
Dear Ms. Xie,

We thank you for your enquiry of November 10th for mountain bicycles of Great Earth
Brand.

We are exporting bicycles of various brands among which Five Rams Brand and Great
Earth Brand are the most famous ones. They are in great demand abroad and our stocks are
running down quickly. They are popular not only for their'lighf weight, but also for the rea-
sonable prices.

Based on your requirement, we are quoting as follows:

Great Earth Bicycles:

20" Men'’s Style at US$ 28.00 per set
20” Women’s Style at US$ 30.00 per set
26” Men’s Style at US$ 30.00 per set
26” Women's Style at US$ 32.00 per set

Payment terms: by L/C at sight to be opened through a bank to be approved by the
sellers.

Shipment: January/February, 2005, provided the covering L/C reaches the sellers by
the end of September 2004.

The above prices are understood to be on CIF London basis. Please note that we do not
allow any commission on our bicycles, but a discount of 5% may be allowed if the quantity
for each specification is more than 1,000 sets.
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" Theabove quotahonls made without ehgagémém and is subject to our final confirma-
Meanwhlle, we would llke to take thie: opportumty of mtroducmg to you our Five Rams
, Brand bmycles wluch enjoy the same populamy as Great Earth. Enclosed please find a copy

‘,’of our lﬂustranve catalogue whlch will give you all the detaﬂs We hope you will find them
mteresung and let us have your Drders ‘

.*,‘We, 1}oakfforward‘tp y'our early reply.
S e Yours faithfully,

Brief Analysis (B E 4 47)

REEAGABRTREENS R, RALFH. EA—ZHRNWZSEMTXARNE
B NTFEE FTHTEETELREEZF R AT AR, X — SR ERMEEHA LR E)E
BAEUY CHNARAETHHER, FURAARTZARNESE A TRS R RHE,
— A RAERHR IR TUFRER AN LR BT A BE M ERTRA
& K5 R%E,

WA ET A4S M, B RES kA EE st F il A& AT R, SRR A
FHESHAEB RETUEFETA  REFREGEHARTHENARE DR T AL
WA, AEE YA T

GRBEMN AT HAEETRUE, ARV RBEIRAE S RWEN XF &0 K2
A0 MHBREELAG BEARER T  EENVZRENERS BAUASNEAE BERE X
M T RERLAEGTRNER HEAAR,

Sample 4 Counteroffer (E#)

W 7

Dear Mr. Wang,
~ Thank you for your offer of June 25 for “M.M.” brand raincoats.

L Tobe ,frﬁnk, we ‘liic_e yourralncoats, but yoiir pﬁc"esf "éppeam to be on the high side as
‘céﬁipared wﬂh thbse of oihé’r makérs Ttis understood that to accept the prices you quoted
rwmlld leave us little or no margm of profit on our sales As you know, Thailand is not a rich

' country7 and 1ts pnncxpal demand is for amcles in the medmm price range. Besides, pay-
~ ment by L/C WOuld increase our cost S0 we. propose an easier payment.

We appreciate your prompt response to our enquiry and would like to take this oppor-
‘ tumty to conclude some transactions with you. We would, therefore, suggest that you make
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some allowance, say 10% on your quoted prices and payment by half cash and half L/C so
as to enable us to introduce your products to our customers. If, however, you cannot do so,

we shall have no alternative but to leave the business as it is.

We hope you will consider our counteroffer favorably and let us have your acceptance
by E-mail. ' :

Yours sincerely,

Brief Analysis (B2 4 #7)

AHEBRBEARABAAZTZAREMRHEBAXNTEN R T, THEZKE AR
BOEs W REAUREANHMUREFORE, PREBOANER. B . T o KE
(R HRAEFOBZEECIF) % e XM FXN(WALCERETTH) KE WS,
—FTHRBEN T AN R EKS, REFERERBANRE, KEAFBREZZER
B HREXENE, A RFEREE R KRE, b, PREX KWEXFSHLNERERE,
KA THCAEEWRRET A FES T W EARE,

HBERMATRAER  AHFEHN AT RENTHEEZL,FFREEH. MRS
(LB HAFRMETEATE) AR TR A Y(ERAERKERER);MERE B C
WIEHEZENL(EN 10%, THx—F+ARE, —+RAGHIE), BEHEFLE . BEhxr, EEWUH,

Sample 5 Refusal (fE#)
Dear Sirs,
We thank you very much for the order contained in your letter of May 8.
After carefully considering it, however, we have decided that it,wmylld be better for you
to approach another manufacturer in this instance. To produce to the limits required in your
~ specification would require the setting up of special equipments at our works, and' this

would seriously interrupt our normal production.

We are really sorry not to be more helpful, but fhope'that you"Will understand our po-

sition. As soon as we are in a position to supply this line, we’ll get in ‘touch-With"YOu again.

Yours sincerely,
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Brief Analysis (B Z43#T)

EHEM TR ANEL BT ER TS ERNAL, EE RO ELHES
AT HENBAS, SREFAEIEE TR ERAEIAEXZTRER T ot
FRK BERFEE, EREESHAN, FGH 40, dERM T BB, &2 LUEAN
&84,

FREEMMFTITENIE S, AR TERTRS , EELE AR ELNE G (AT
BAETEREITHFERNEFER)  BERRAFLOGLE, B0 ELEH, 42

Sample 6 Order (1T4)

Dear Sirs,

Thank you very much for your letter of September 6 together with patterns and price

lists.

We have chosen four qualities for which we enclose Order No. 465. The goods are ur-
gently required, so prompt delivery will be most appreciated. ;

Order No. 465 , ‘
Messrs. Johnson & Kemp Litd,
78 Madison Street ‘
London, England

. Please supply the followmg goods

~ Quantity . o Adiele o 0 Price ~ Delivery
800doz. = w810 i ok 2perdor . December
500 doz. - S 512 e £ 4 per doz. ' do
A 300 doz . ol 54 e 8 6per doz. ~ do
200 doz.‘ . 51‘6, - £7 per doz. f da

,Packlng Each dozen to be packed in a tm-hned carton, w1th 10 dozen cartons in a

wooden case.
Insurance: W.A. for 10% over the invoice amount.
Marks: As usual with our previous orders.

Payment terms: Draft at sight under an irrevoca.bie 1L/C.




