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Unit1

Business Letter-Writing

I . &EB{EH :

R FERME R EHET. ERPEMNES. XIAZERFEE, HBHEN.
F R EIT RS R E L & B 7 AT

BHRSERAEENHRE. —BHE, Aﬂ%E%iﬂﬁﬁﬁB’é&E%ZF‘ﬁﬁzw
WRBEITH, YRUAE —EEFRRET Y E S RATRZ SN, ERFFZHR RS
B, MG RARARBRBUUR, MHA—EX 5 ELRK, UEHMITHANA R+
ARPEFELE. MRFERESN, BRAEMELUMNZRNFE, I ROES R
kiR, BAERYRFREFEEXAFAMNFARGN, EFESTWEERE. FY, X
SR Z l&%@éﬁ?k%ﬁ-’é‘%ﬁl&ﬁ%i#o MEXRBIRE, #B?DTX]“E:&?:NLEBT% -3
EEW,

R L2 I Y 3o 5’#@AJ’E§E%EHE%W?@J%E ERIMFE ESRLF T, ETS
SHEHRER, DAKKEREERARYREA REDTHNE ey, TN, ARER, &
B RRB, BRAERE, RAEHEEFT . '

EHSAREEREERE, XRFTEAMHERY . EYS iR, ﬁﬁﬂ@ﬁ‘ﬁ%?ﬁaﬁ
R ERER A ERNELIEY. HERE, ﬁﬁbﬁ})’\ﬂk)\ﬁiﬁ MERM TR TS
R, BRSNS R B‘J;EZISIJJZ~

I.EH¥SFIMNIXEFRH
—H RN R G, NRIXANER B REEX A, B Lﬁ@ﬁl‘ﬁﬁﬁ\
RBRAL ZRER WHAENER. EMIIX—S43ESE, b?'ﬁﬁﬁkﬁ-éu T
A
1. % B8 %18 (Good Commea.ad of Enghsh);
2. BB % (Knowledge of Business Theory & Practice)
3. B BEARE (Knowledge of Technical Terms);
4. B AR UHE (Knowledge of Psychology);
5. NEHEB LR (Skill in Salesmanship)
N REREIGER BN ARER, FREF S,
- R, R R, NER THAER:
¥ (Completeness), BI{EHINASIRTE, @nghk%‘%(&f*kf’ﬁﬂifﬁ*&ﬁ
. 1 .



#— R R, SR EERE R YRR EENER, Y—-HESHE, EHAEX
HFREEER? WTHS MW RRE—T. FHF 5 MW, EU W ITL A
5 Who, What , Where, When 1 Why, A Bt 2% How, Completness 5 H M “C” RH A
BREM, —HAHHAEENE, BRKTETE "W,

2. B4k (Concretness) . BP0 4 3 (Vivid) « B (Specific) & B 8% (Definite) ., X R

Xt 77 1F B R R B4, BRE R 07 4R R R SRR A {5, RV S BER (Vague) . — &
(General) % (Abstract)o %%, FIFIA R AL FHIE—RER A, HHH T S 28,
KT R e Bk, DA BRI EEAE T E .

3. 75 # (Clearness), X% & 5 Correctness, Conciseness, Completeness A % Con-
cretness ¥ EHAE, HAHBE. BEREREBEABTEEALRBRERBEAREREY
B, AR UA—E TR, BERIEEEZ 4 (Free from Ambiguity), HWHE T REG L
Hrabhs, AR EEWEARS, B Rl R E CRHRMREL, TR
HIEH —2 BB ME R, SARIGE R A RENEEE M. ERYEE.

. 4.fi7 (Conciseness), BIF BB F AT T{TRANTE R, EXXHR T HENTE
(Completeness) FlFLEH (Courtesy). EREH, BIRF —HEKIHA T W AE, EMIH G,
—RFLUATBRBERNEREHE, DBARATFRMSENTR AT ES A 7RI R

REOFE-HER. FUFITRILKIFEGH . ERERERZ R B0, FH 45

REEER G BRBEEFEARS N, —F—BREN—F T,

5. IE# (Correctness) . BALFEULAERIEH, @ﬁﬁﬁ@?ﬂéﬁxﬂ%ﬂﬁ%ﬂﬂ X
% FEXRS, BERAFRH L SIENKE, ERUBERUGEEEEE FESER
HHEIEM. 3G, REBRELCRIN OEH ERMES KT ORAREER, QB FE
1E#; @Eﬁﬁiﬂﬁgﬁk_ﬁﬁﬁikﬂw%,@ﬁ—r@%m%‘ﬁ OBENSEETSE, URER
12 A H A LA C,

6. #L8 (Courtesy) » #LERZERT L %fnq’ FHERMEENAR. EEFEFSMER
AHEX, BEFH, BFENENZ — B R—RX J51L% 2 B (Punctuality is the
King of the Courtesy), i, EEEE B, ERTRMEEFE LT L VMIBESEA &
SHEMOR. FAREMR, “EB-U-S-1-N-E~-S-S(#l AEE WS )XAFEG,
B UM IFE,HUBELZH, LEANFICENEN."XE U Y youl iR)EF. SEMRH
SLRENREFEXMTHRE FREEE, M FREEEE A, HLU T EREUIRE 5

4 7 B, B2 A R R LB, ZE AR B L b g e e, B BB A SN TR

e, B 758 5 AR T &, ﬁ%’(ﬁ/\o
UENBTRERBHEER, X641C @ﬁT’E#?ﬁ% HElBEHES XL
MCHAWRFHARALHAWEE, BHANREE, EHRSEE, 82, ®1]
ERBEIR RN NEASE N ZAEE R BB RERL G, EABERILS
I b, BTG AP BRI, B4 EE AR R, U RERSEA,
Hoh, BE R LA B REDT, B TR 8, ASHE. EHEREN, B4R
B B O, RECRRE B X3, 2 IR R, B @ M e R, EE 53 T8 Ray B4l
55 [0, AR — e AL R O ik R A i i v A 7%%%&41 AEBTEM, — B WK
HEDL, RIEEH :
. 2 .
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BESA BRI, E—REE TRIFR—F . SREAAHNTREFLEETHE, &
REBELANRE, MHAMNTHERFRLS ., —F—-FTURSAEFY, EEIYE&E%
Fa, WfEF %8, B TFER.

WIBES RIER BRI, JE %‘ﬂ@#ﬁ’)“‘%’?“z&&&kﬁﬁko NEHEERE, BT
- RWHFIRE SR T AR A S R T, T R B b TR A, X A E
RIEET o

&k LRTIR, E%’ﬁi‘&#l«l)‘ ’@{EM%E’W—%,%E‘E‘E@@%U’F@E:

1 fERGRERER? - '

2.HERBIEWH? RN SREIER?

3. HAERTRL?
4. F WAL “You” Attitude b3 &, XT?‘I‘&QH-:.F&E%E%E%"%’L:AE‘J%E"
5. V‘]eﬁﬁm% YR VR ALSY ‘
ERRTIEY BT ETHR?
ﬁn%tﬁél%@é@ﬁﬁiﬁﬁﬁéﬁlﬁ ﬁﬁ{EﬁtAfiéﬁ%B’Jﬂ% U\fn%éejb HEFH R

P -

Im. LIIEE.I!’J?ﬂlﬂ?,"‘lﬁi~

BE A B FE BTSN T . B K15 4% S B9 3T SEEN R, #ﬁﬁﬁﬁﬁtﬁﬂ
BER. X—BAFEHRRETTE YN I BEHAREL .

RSB E P AEA MR FERS L RRE LR BEMH MRS, SEWE
EWSHELNHEHRE: OFF % (Letterhead) ; @ H i (Date) ; @ WefE A 4 H bt (Inside
Name & Address) ; @ #RIE1E (Salutation) ; ® 4~ (Body of the Letter) ; ® % B#IiE (Compll-
mentary Close) ; D% 4 (Signature) . 5 #5 32FR 55 B T 8 N #9 %6 4> (Miscellaneous Matters)
H:®@3% %%(Reference Number ) ; @%# 52 %I (Attention or Particular Address) ; Ok 5 «
F B (Subject) ; DIRBHE S, B 3% A 5 144 88— F# (Identification Marks or Initials) ; @
. {4(Enclosures) ; @}D%(Carbon Copy Notation or C.C.); @khiR. ﬁlB(Postscrlpt or P S.)e
ﬁﬁﬁf“%k%%ﬁ?\]ﬁﬂfTﬂ@%ﬁFﬂ

Layout of the Business Letter

FdL B R
7 % » LETTERHEAD
H - ‘ » Date
BERS Reference
ik Inside Address-+--*-
FrEZEA Attention:

w5 Salutation:



A Subject -
E X
. ceseeseree e Body of the Lettersooeeerererreerae

ZERYIE " Complimentary Close,

AFER ' COMPANY’S NAME

% rA . - Writer’s Signature

EZ T Writer’s Typed Name

' Tite

RIES Initials(35 ¥ 42)

M Enclosures

EIES i3 c.C. . .

Rt el sreens snenen saees e POSESCEIPE vreerr sreees weriee susens

AR BEER
PAN AMERICAN ELECTRONIC CORPORATION

Telephones 155 Park Avenue ' . Telex

953 - 6500 New York, NY10017 . 222536
Reference - Your Ref:

. Our Ref:JB3/67
Date _ : : April 29,19 -
Inside - Marusho Company, Ltd. ‘
Address ' Central P.O.Box 801
Tokyo, Japan ‘
Attention Attention:Mr. Jiro Tanaka, Manager ‘
Machinery Department Il

Salutation Gentlemen: ,
Subject , * Agency Agreement

Enclosed you will find a copy of our today’s letter to your
New York office concerning the subject agreement, which we
hope will be self-explanatory.

The writer or Mr. Shafp or both are planning to visit
Tokyo in the near future as the various points on the terms and
conditions will be settled more speedily at a meeting.

We discussed this with Mr. Takeuchi of your New York of-



fice and will cable you in advance of our arrival so that you can
make hotel reservatidns and appointments with the top officials -
of your company. T

Without going into further particulars for the present, we
look forward to the pleasure of a successful cooperation. ‘

Complimentary Close ’ ' Very truly yours,
PAN AMERICAN ELECTRONIC CORPORATION -
Signature Rokert B. Srdge (Signed)
o , ~ Robert B.Lodge (Typed)
Title _ Vice President
Initials ~ RBL'es | g |
Enclosure Encl.
.C.C. C.C. Marusho — New York ‘ /
Postscript - P.S.in anticipation of your kind reply, an international postal
coupon is enclosed. R.B. % (Signed)

N . XiBHB I HIFR

1. {83k (Letterhead)

FELEFEEEAF MR I @.ﬂﬁi% R BASESE, RENRILKREA—F
BRAEZERE ML, ANTTRETHEFHSE, G IR S — MG E L,
LB BRIE R — B R R B ENAFE L B A, B GRS RO R AR T 4R

EHFRE EH .
2. H#A(Date) T .
aﬁugﬁm%maxﬁ%ﬁ%ﬁmﬁﬁmﬁgﬁﬁrﬁ BB EAFERER:
3 June 3,1994 ¥ :3rd June, 1994 ‘ '

TREAR . EXBR, EH ﬁ}‘:‘;H%Zlfﬂ%‘M g, fﬁﬁﬁwﬁ?mw@ihn_tx_%o HBIME
BEBN—AREZEEBAMHEXTEMRZUKBRAM RN, BHHEE BEH
MV EEBUTILE:

W)EBBFRLTE H, WA o4 85 1994;

(2) BB AR XSS, FREMEHEER, ERTUARERS A6

(3) B ¥ART LB F30A (30 1st, 2nd, 3rd, 4th, etc. ), AT I EEGAI (40 1, 2,3, 4, -+ )
WESEHHRBINES; '

(5) HRYI R HMARFEXRE,

3. W fE A By 4 fi b ik (Inside Name&Address) ‘

XERSY I AT A B4 (BATR) ML, WA S5 15 340 ). & — e I 1
T.EBEESHELY. EHE-TEREANELRAF LK, HEETRE AR
KR BERARFM RS, B CFhitEN RE= WA, EWENEITETEH
48, BERFRE/MEAGEREM, HEMMT:



(1)Machester Trading Co.,Ltd.,
© 16— 18 Worsly Road,

Swinton Manchester,
England (Indented Form, close Punctuation)
H:Ltd. 2 Limited WS, BABRBARAF, EREHH. REEZA Inc. (Incorporated)
- (2)Messrs W.Schulhof & Co.
65 Rue Veydt
Brussels 5, Belgium (Block form, Open Punctuation)
¥ :Messrs H Mr. MM, (WATFATNTE, BKA AL AN ELRR, 3F BAR B AL Ly 5B
WA, M AU ESKERB L. W Messrs J.Harvey & Co. ; Messrs Green, Smith & Brown
Co. ;Messrs Green & Sons Co. ;Messrs Green Bros. (##k R H A H) S s
' %ﬁﬁﬂﬁf&ﬁﬁgﬂjﬁf*}\%ﬁ%ﬁﬂﬂﬁ’ﬁ BT BERE 2. ERFRAK AT
HE—T. EREBRK, ks, WESRK BEARILS, ﬂ#ﬁﬂ})ﬂﬂﬂﬁﬂ‘F :

(1)Mr F. Lawrence President (2)Mr.F. Hemingway
Wholesale Supplies Co.Ltd. ' Vice President & Manager
481 Uhiversity Ave. (3)The Manager '
Toronto 2, Canada _ The Bank of Bombay, Ltd. ,
(Ave. 2§ Avenue ) . (BfF %@Eﬁﬁ W AN—EEE The Manager)

( 4)Messrs Haruno & Bros.
TEH P HE 1 45X — R4, ﬁ'@%"?’fﬂ’ﬁﬁﬁﬂiﬁ ﬂﬁ*ﬁﬁﬂ—F

(1)Mr. = Mister, “Fe 4" 3 — R BH BHHEFR, ,

(2)Esq. = Esquire, ZE3EE X — A B M0 B B AR E%@ﬁ“%@ﬂﬂl‘ﬁ%ﬁ%%l‘ﬁ%
S, MEE, T, TS E2E Mr. BREBEHNHE., EERERFEL
Bf, H Mr., Esq. ALl Esq. BT HA)E, FAESHE SHLRBTF, 0 Mr. John
Brown; &L John Brown, Esq. JEE WA AEH L. :

(3)Messrs 5 Mr. ME ¥, ﬂ??‘%)uﬁ'fﬁﬂ‘]?fﬁ

(4)Mrs. X ERELTHRIE,

(5)Miss Xt R F R FRIF, ,

(6)Mesdames(Mmes. ) 5 Messrs fI 45, BB A A Hiﬁ’i‘j%‘/‘u_tﬂ‘]ﬁﬂﬁ‘%g m:
Mmes. Meads & Martine.

(7)Doctor(Dr. )3 H L3k %7 8 A E K, ﬁﬂﬁlﬁﬁﬁﬂ:%ﬁ’ M.D.s XN Litt.D.

%,
EHEF, FHRXBAFATEHREA, ﬁM"Tﬁﬁ‘ARM%@ﬁ’T% RFE:
B ¥ EK: Chairman of the Board of Directors :
B & President/Director and President
BIE2H: - Vice President /Deputy President
HEES: Executive Managing Director /Senior Managing Director

[

HO#&LE:  Export Manager
2% Accounting (Finance) Manager
.6 .



BEam: General Affairs Manager/Administrative Manager

ANHEHE: Personnel Manager
A2 Sales Manager/Marketing Manager/Business Manager
SFAFLH:  Branch Manager B % Section Chief/Section Head

e K Factory Manager £ #:  .Representative
EfETHIF:  Chief Engineer : '

4. FF IR R 15 (Salutation) ‘ ‘ _

B3 SR T LR P8, S TP XRMNBEE". REXMES M AH 15 H Dear
Sir, Dear Mr—; 5452\ F] i Gentlemen, HEXMEH M AMBEHARSEEMA:E
#5,>FI0Y Al Dear Sirso HMBMES A TE 2 - 347, BFELER, #éiﬂﬁ%ﬁuTi

iV

K A ¥ K o . Salutation
Mr. Mr.E.Hemingway Dear Sir,
% # # | Esq. Howard Anderson, Esq.
Dr. Dr.R.P.Watson : Dear Mr. -+,
M '
: Dear Sirs,
- & ¢ Messrs. | Messrs. Wilson & Co. ear Sirs
_ Gentlemen,
KEEHK | Miss Miss Janet Parker Dear Madam,
' " | Dear Ladies,
v KEE ¥ | Misses Misses Lucy and Bessy Smith car Ladies
%k , A : : Dear Mesdames,
M| EEEHE | Mrs. Mrs. Lucy wood v Dear Madam,
" ' | Dear Ladies,
EEEH | Mmes Mmes Lucy Coleand Jane Bennet car Ladies
; o Dear Mesdames,

5. {5 W 1E 3C (Body of the Letter) - '

RS HEHA, WRBEENTS . EEXTSNAR, UTWJ‘ES\T{#%%‘

(1) B X #HE HfTrE?

()i s EHAE?

HREHEHNRERER. ERER, MEE“6Cs Emﬂo 7£ F 4517 & (Indented -Form)
B, ENBEAF LU MEAERES5~7 A?ﬂ:ﬂ:ﬂo F W3k K (Block Form) B, B Z2 31 ¢
FHFR, R, B8, 5 Double Space A £, BT REFARITHHFRFE -
FM—EHLK L, 288K 0 8iFgnt, —ERERFR AT IRMUS B, BETEYIE,
B —KEXET—#1E, @%‘ﬁﬁt—‘?ﬁ,M%:Eﬁﬁﬁ%%*%*ﬂﬁ%@&ﬁﬁ%%ﬁ
9, ERLERCTREAMNBES TIHRE A, HETH:



Messrs. R. P. Blackmur & Co. -2~ : May 5,1994
E—HENRE—RELEE 2~3TIEXHE, R R E 4 B#MiE (Complimentary
Close )f1% 4 (Signature) o % F & %25 H (Margin) P8 4% LA T B0 < K 35 (Bottom ) B R, B
KT (Top), Piili(Side) 8%, HEFARET 3/4 F, IBSI M EHLERRE, BZEHE
EEAZKJU!‘J{:%EO KT ERSERY, F%i?EH%?Eﬁﬁf#ﬂﬁo
45 BHE (Complimentary Close)
JXW%%%FE‘J%@ Y F R B R E L, BEENES. HETH:

£ R #E K
Yours very truly, - Yours faithfully,
'Very truly yours, ‘ Faithfully yours,

Yours truly,
Truly yours, .

FE R R B A B At (L2 H B4 F ) : Yours respectfully, Respectfully yours,

FRFEER (EXHEHER): Cordially yours, Yours sincerely, Sincerely yours,

EEZERYEN, FE— REEE R 75%—‘4‘$ﬂ}?ﬁj<§o

7. % 2 (Signature)

BERRNEXPEERAREZE, IHILBE, FLEXREE LRHRMGHFE. W
REUATLXEE, NFIT EXBHA T L, -ﬁﬁi"ﬁ&ﬂﬂ@&%)\&@ REBITL
BEENES, RTHEITLRE &5, flm:

GENERAL TRADING CO.LTD.
A . Woamen, (Signed)
A.A.Weaven (Typed)
Sales Manager
FAFRBAUMLE, NEZ Iﬁ‘fﬁffﬁfg BT 0 By & Per, RIEAF LA L For 5

P.P. (Per Procuration),

% :GENERAL TRADING CO.LTD. For GENERAL TRADING CO.LTD.
By David Wamg - A Dawid, Wang
David Wang ‘ David Wang

8. 2% %5 (Reference Number)
WS RREBHE TR SRR L MG R RER, FHERMERAEARTAY
BAFHR, EHFBELT, —BREEH Ref No. AL, BE—REFBLTH, f P33tk (In-
side Address)Hy 177, ATHEE8I T 72 0 LK B P hn LA 422, fm: ’
Your ref:B- 1756 Your ref:MA - 108
Our ref:A - 3450 Our ref:Rs - 285
9. ¥§ € PRIF eI 3 A £ & (Attention or Particular Address) A
X—EENERARBBRE — N0, FELAR B IRR A, %G FEKTEE
. (Salutation) B PIFT4T i, TEH PIMUAERY T IE, _J'E:Hn*%,i%‘ﬁmﬂﬁiﬂﬂ"-;&o m:
(1)The Secretary )
The General Trading Co. ‘
« 8 .



Fernhall Drive
- Redbridge, Essex 1G4 5BN
England
' For the attention of Mr. T.Waterhouse
Dear Sirs: .
(2)Wholesale Supplies Co., Ltd.
481 University Ave.
Torando 2, Canada
Attention: Sales Department
Dear Sirs,
10. 47 (Subject) 2% % & (Caption) '
WERERETEXTREARENEEHEN—~BE TR ELFMEEE, iEA— _
BT HBZENEEANEMEN, t.EEWU?%(SaIutatmn)Tﬁﬁﬁ‘&bﬁ‘ﬁ:ﬂ*%*n
OB, HER T —HBL, B Re, Subject B‘J?# i

Dear Sirs:
Re: Your Order No.1005

11. 3R 5325 (Identification Marks or Initials)

Eh%ﬁﬁ.tﬂ\%kﬁU&ﬂ?ﬁﬁfg # B — 1 F uiﬂ‘ﬁﬁi?%%ﬁ?%o
Initials BEBERFET F. M%AE‘JE% TF RS, t:EK/SM; EK ~ SM, ek/sm,
EK'!sm,

12. Mt 4 (Enclosures) :

M B 7E Initials T, R M BBRPIIZ, YMHE R & —2-6t, 9 Encl. Bpwf;
— 4L LB, MR Enclos. 40:
Encl. :Catalog 1 Enclos: Catalog 3

Price-List 2

13. #3% (Carbon Copy Notation)

REANERITRGFLRLH LBAIMNE, T4 Encl. W FHFESZETHITE C.C., R
JEIT E¥PIR AL ZFR, 10 :C.C. : the Bank of China

14. %38 (Postscript)

B SR M PN E B, Exﬁﬁ*l‘ﬂﬁ %U?‘“chf‘“i:‘%ﬁf‘]‘.?o EBT#QFEE%‘?
TERFEHE L, MEREFIEIEN FWEE. EREC.C. TH. EXP.S. 25, ﬁ

EEFANBELHNE N FRMERE. W
P.S. We've just received a cable from our clients stating “QUOTE 5001 - BAND TRANSIS'

TOR SHIPT JULY”.Please send us-your quotation urgently.NT.

5

V . K 89483 (Styles of the Letter) o
AR ZH, MEERT S, T4 % =35 B 447 2 (Indented Form), T 3R
(Block Form) % #7 &2 (Modified Block Form), Fi 484720}, £ Py # it # 4 (Inside Name &
. . 9 .



Address) BFTEAH T, EXHREEHEAAR 5~10 FFRFT, EEBSOBTKA
o TR B4 BT, EUREEN. FARAUAFHALE. #8TH:

«E_CT:)
—® — —_—
@ —® —®
—— & —&
® ® - ®
o p— U o

“ Biock - Form Modified Block Form
Bk - HFEKX

(DLetterhead @Date. @)Inside Address @Salutation
®Body ®Complimentary (?)Signature

Indented Form

LI RE:N

3EE NZ KA Indented Form, HIL K BB EMWA T, BT FHERF. REAZE
KA Block Form, R RREFITF, £ 5 . BRAZME, I EK (Modified Block
Form, or Mixed Form, or Semi-Block Form) M7 EB H MR S B T EXEAEFTRY
b, AL, KR —FE B,

B5bh, B4R A 5 (Punctuation) T &, 2 X H 15 Tﬁ?@ﬂ‘ﬁfl‘ﬁﬁ 5 5 (Open
Punctuation) #13f A 4% S #F5 (Close Punctuation) i fft, #MHARIFAFSRIREHH.
W%A%ﬁiﬁgﬂﬁﬂtvn%ﬁf{%ﬁiﬂﬁﬁ@&ﬂ{%ﬁﬂﬂl_% ER BG5S B RiR REFFRU
EZFAE BER R BES R NAR S5, ¥ A Open Punctuation H Close Pupctuanon

EABE. BEATH

Messrs. Wilson & Co. ,
16 - 18 Pearl Road,
Swinton, Machester,
England

Yours faithfully,

. Sophen
S. Stephen,

Manager

General Trading Co.,

1st May 1990.

Ltd.

Close Punctuation

«+ 10 -

\

_ 1st May 1990
Messrs. Wilson & Co.
16 — 18 Pearl Road’

Swinton, Manchester

Yours truly

England

" General Trading Co., Ltd.
S, Sephan
S. Stephen

Manager

Open Punctuation

PATF 4> % Block Form, Open Punctuation; Indented Form, Close Punctuation 1 Mode-



fied Block Form, Open Punctuation Eﬁ%ﬁ%%ﬁﬁgm, PESFE,
(1)Block Form;Open Punctuation : ‘
Business Machine Co., Ltd.

Cable Address: Importers & Exporters of Branches:

BUSINESS TAIPEI Business Machine Hong Kong
" Telex: TK4328 22 Nanking West Road London

Codes Used: Beijing, China ' New York

Acme: Private -
_ May 13, 1994
Wholesaler Business Machine Co., Inc.
63 Fourth Avenue, New York, N.'Y.10003
Gentlemen:

Printing Machine
Thank you very much for your letter of April 1 offering a proposal to commence negotiation
in the sale of your business machines.
We are now in demand for your machine, rotary offset with high efficier’xcy,qudel ROH-
650. We would like to have a fully detailed pamphlet concerning the above maq_f_;i{ng:.rA!so,
please send us your latest catalog and technical information for the above with pricé list and

possible delivery date as soon as possible. ‘
If your price is reasonable and delivery is superior to other suppliers, we will be pleased to
place an order with you.
' Ve;‘y truly yours,
Business Machine Co., Ltd.
T, wamg
Ted Wang
tw/ht ' L Import Manager

(2)Indented Form:;Close Punctuation
' Business Machine Co., Ltd.

Cable Address: Importers & Exporters of : Branches: -
BUSINESS TAIPEI Business Machine. . Hong Kong
Telex: TK4328 : 22 Nanking West Road London

Codes Used: ~ Beijing, China New York
- Acme;Private ’ ' '
~ 13th May, 1994
Wholesaler Business Machine Co.,Ltd., -
5 Winsley Street, London W1,
England. '
Dear Sirs,
. 11 .



Printing Machine
Thank you very much for letter of April 1 offering a proposal to commence negotiation

in the sale of your business machines. : -

We are now in demand for your machine, rotary offset with high effciency, Model FOH-
650. We would like to have a fully detailed pamphlet concerning the above maching.Also,
please send us your latest catalog and technical information f(_)r the above with price list and
possible delivery date as soon as possible. ' '

If your price is reasonable and delivery is superior to other suppliers, we will be pleased
to place an order with you. ,
Yours faithfully,

Business Machine Co., Ltd.

Tedt, wang
‘ . Ted Wang
TW/RI ! Import Manager
(3)Modified Block Form; Open Punctuation
Business Machine Co.,Ltd. v
Cable Address: Importers & Exporters of Branches:
BUSINESS TAIPEI Business Machine Hong Kong
Telex:TK4328 . 22 Nanking West Road London
* Codes Used: Beijing, China , New York

Acme:Private
May 13,1994
Wholesaler Business Machine Co., Inc.
63 Fourth Avenue, New York, N. Y. 10003
Gentlemen:
Printing Machine
Thank you very much for your letter of April 1 offering 4 proposal to commence ‘negati-

ation in the sale of your business machines.

We are now in demand for your machine, rotary offset with high efficiency, Model ROH
650. We would like to have a fully detailed pamphlet concerning the above machine;Also,
please send us your latest catalog and possibie deiivery date as soon as possiblé.

If your price is reasonable and delivery is superior to other suppliers, we will be pleased
to place an order with you. '

Very truly yours, _
Business Machine Co., Ltd.
Ted, Wang
Ted Wang
TW-HT - Import Manager
. 12 .



