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£ 5% BESL Y50

— HBEXWEE

ATRE E % # 3 (English for International Trade) * HHE & » e
BEBERBEERRIEN > ith BRg¥ X » ( Business English,Commercial
English ) o PH3ERIMERG N » EEREFERRAR > BEFEE
REF > WA DUBRER AL REE o

HREHE > HRN—RITFEREEN > FEETH L » &
s SB'H 5§ Commercial English, Commercial Correspondence BY Cominercial
Letter; i#EE B » % 2| Business English, Business CorrespondencesX, Business
Letter 44 © Commercial S Business & # {1 » B AR [ AR S0
k() EXHWEBRE - ABEARA » BEALTLUHRLTE
BB LREEANELERSRE -

ERFERBE > TRHANN > BramSEREEMNERL - M
HELLE £33 QR STY VAT Taloh E Ze QP ik 5y S P-4 =8-Rgiaf:oF
BER WRTER > Bt BEALTRERHINSES S 50
NERESBEE AN RENEE o _

TR - IRAT AR R K B ) W AN
CEER o WM s ZREAES BB RBEERE T
R Rt ARENWERL RS 0 K— R MM s
’ t%@ﬁﬁgﬁﬁ ’ fﬁr%K&%lﬂ%ﬁ%ﬁﬁ > Bkdt BAF Business-
like HIZE o REMARE BRI » I8l BERL o

ZHBRETNAS

R H BN ESERE - EREL - TR EXHABL R




2

Mo RS IEERSSE RS EN BRI fovs) » ABRETT
(Foreign Exchange and Banking) » & @§3HK& ( Warehousing and irans-
portation)@ﬁ";&ﬁ)ﬂ (International Financing) @gﬁiﬁ? ( International
Marketing) » }ﬁﬁ% (Advertising) > @%}ymckagﬁng)’ ﬁ_[—_ﬁ':\ﬁﬁ/uarine In-
surance)s [l M 8 %5 AWeights and Measures) % 354 BR o

AR EEBWA R > EREHE > \HEATT -

I HAEBENRERER

B tRBfEHEEEITB K - HIEGHRER LN FRATY
EETHER > UL AR EHIME » TERE KEBE-

FH—HHEEE > BUNKE—EHHE (Salesman) > BREANERHE
P KGR A (Addressee) RIFEISRA » BN HE » BHAEE o filL0
A HMBRCE > Al EXFWERSE > DARERS
GF 16C] WSk e (HFAHNIMNE) o BE AEZRTHMALE
Fo— & B8 BMRET o BUARE A M E BFH E¥E o
2 HHRESEBNEGESE

BT HA H B BRI P8 SHRUREwEBES >
MG E o UK A BGA T o A KPR =515 -

H—151K 080 5 M0E # BH% (Business Announcement) > FHIREZF
(Looking for Clients)s & FHFZE (Credit Inquiry) » #3884 55 (Trade Proposal)
o M R 2 ST (Agency Arrangement) s S (Inquiry) » A (Offer)
» EHL (Order) > IR Z 58 (Confirmation) » SHERH ( Trade
Contract) 7 A% o

KB B L E R E 5 OEE AR (Letter of Credity,Z B%S
> $iE S B L (Issuance, Acceptance, and Amendment) » FEARFEIKEZK
(Clause, Terms and Condition) 2 i ¥ » ¥ - & & (Marine Transportation) »
L2 INAT (Collection and Payment) » i 3 4 (Shipping DocumentyZ f¢
A5 LUK (Claim) #4521 1415 o

3 HI4 (Cable, Telex)



BB REREBOERZ—  AREENEE > K#EN
AESHBEER > BTEAEH > BRALBEER > (FERZ
BERE > M%) R ARK R — @S KB HWET > BRI
1B 4E Cableld RTelexHIBE D °
L BBE

2 BB EE (Open Tender) R¥RMERFEZ— » BAAHESZHT

o HERRSERANK S » HEENH S B IMABBRAR
@ HEHE  HHHEE  LIRME o
5 3ol ’
- BEBBLK (Employment Application) BB AR AT 2 T 5 iy &
fBEX-
BFIHRRER S THWRKZ— > B > & —$E
s BRI MR o F—HRHNE FERRE—EHE - T
BATHE.
PESRTEED » MENGATLAS - AERERE B > OFHeE > wyint
KRR EE o

= BBEN MR

R EEMRE > BELEREY > AINMRBEEHAER » H
AE (M~~~ ¥~ | BER > EEBAFRE > 5 624 615
HIAXETFH » FT AN —REEHE - RXESEBEHL R -
FEEZARRBSHEOH TR > HEBE > MEER > ot
(Outmoded Expression)ﬁﬁmﬁz\‘fﬁ ’ &fﬁﬁit Gt (ngigﬁﬂ‘ll%ﬁ
FRXEREEREEREY » REGEHB RN —EE ) K2
REERAEITR > DS BFE > REKRE  @BEG > Stk
MRz — o

HER KB —E RN AN » RSB EXAHTRAE - 854
& RTIAE] > SRS T~ &~ 9 %ngﬁ(méﬁié

&@ 4 ii%rgﬁﬁz



Aratits 6C) o ERNERIE > AT ~ L4 B Bl B o o

S 3 o S A B P 30 3 B 15 4 R FL & R B 85 A8 (Beginnings )
Ko FE F i (Endings) > RIEFR G > AEERPXENESR > K1
B N ESS o B LUBRLUT ZUay XA BAS -

P2  BEKRRAR BAFDFLEXBEEE > MEEE
 BEAH] %% o

£5R TR SRS SRR B - GIITRR SRR %48 o
LRI A > B s

I We are pleased to inform you that. ..

2 We are sending you. . .
3. This is to confirm.. .
4

Thank you for your. ..

S

BRI AR SUREH B OB ES AN LA
Very truly yours, 3 Faithfully yours, % M B AL B K B (Complimentary
Close) (A0 :

1. Your attention ta thjs matter will be appreciated.

Very truly yours,

2. We hope to hear from you soon.

Faithfully yours,



Bl E e 2 R

—EE WO B (Make-up) AT FE 4K (Letter Puper) X & H (Envelope )

R 0 AR A
8 15

—HENEMBRERDT
1. Letterhead (Heading)
2. Date

3. Inside Address

4.. Salutations

5. Body (of letter}

6.  Complimentary Close

7. Signature A

D EREARER (R4
LUR BN > sk mie o
8. Rcferénce Number

9. Purticular Address

10, Letter Subject

1. ldentification Murks
(Identification [nitials)

12. Enclosure Remarks

13. Larbon Copy Notatiog.

. P S (Postseript)

18

X (Letter Papen)
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Kt L& ARSI

— ~ Letterhead

Letterhead ZE{E L Lo » BAHE > UMNERBETIIERA

a. Firm’s Name UNEGIEY
b.  Address H o HE
e. Cable Address EWH
d. Telex No. “ ﬁ&%ﬁ » ﬁ%
e. Codes Used HRZEE fia:
All Codes Used, Western Union, Bentley’s, Acme, Commodity etc.
f.  Line of Business TN

Importers, Exporters, Manufacturers, Agents,
Buying (Purchasing) Agents, Selling Agents, Sole Agents,
Wholesalers, Detailers, Representative, Dealers,

Commission Merchants &5

g.  Capital BAH

h. Year of Establishment i34 (3}

i.  Bankers ERELT

J. Telephone ‘ TR E SRS

k. P. 0. Box 15 RIS

L Trade Mark: G-
—. v Date

Ry H B E SR BER Letterhead RfTHOA T HA R HBE
Marginal Line B o HHINWEGEE &
() EEBRX  15th August, 1972,
(2) EBA  August 15, 1972,
HERRBAETE A s, 2nd, 3ed, 1SthEEFE o EABT - AR 2
BB EERE > ARG CRRA R DR > BHRAFE - XM



i » 1 the 15th.

o4 S RE MR > B AMFREmR LIE » 375 B AUENE —
AR » B Taipei, ... ,19 ... o MIME HE KB A FIMHehE » RIFE
B A0 RO > TEARDA T o ZEF i L B REERAS5) 8 73
R > MR RERREANARAALH » R EAKRARN
Rik o HHRA > ERES - AMFEAHWELHHPEMK o

= » Inside Address

Inside Address ZR#%E B Complimentary Address, ﬁfé AR 4 Bt
i ARRESREANBE  ABABBMELES - ANELIA
AEB ) —~ERPE—17 o Inside Adress HIBEBHBERLBSF
BRESZEE  HKFHER :E'%’_@HEI]T Iltﬁﬁﬁﬁﬁ_tﬂﬁﬂﬁﬁt ’
DAFMAR o B > ALK ] b > B
BRI R %M Inside Address mﬁﬁﬁﬁﬁﬁﬁﬁmﬁﬁ ’ ﬂﬁﬁiﬁﬁ
Marginal Line E%% > MG H G > TEAFTHELRNAT ¢ HEXR

Honkwy » HMRFF B OHER > film

'ABC Trading Co., Ltd.

123 Nathan Road
Kowloon,
Hong Kong

T mE
IRMSCE1235 B
ABC EHAT W -

meE P BEAMERD
BB0E > MIMr., Miss & Messrs. 25 » ZZMQEAﬁB# » IS R » g ¢
"

1. Mr. Charles Peterson
Taiwan Food Stores
123 Wu Chang St. " R

Hong Kong



(=]

Messrs. Wong & Brothess Co.
Messts, Kahn & Co., Ltd. [ BMAA 2t ALK AT)

3. Taiwan Product Corp.

City Bank of Taipei GEL 1)
W B R 4 U » S R AT

4. Mr. C. C. Lu, Manager Miss Maria Maties, Sécretary.

SRR LA EAERE - BB AKER > WLER
BR—17» BHFERIfTo
S. Mr. James A. Lee *
Vice President and Manger

ABC Trading Co., Ltd.
100 Wu Chang St. Sec. 1

ifong Kong

Mr. C. C. Lu, President and
Chairman of the Board

Taiwan Trading Company Ltd.

34 Nanking East Road, Sec. 2

Hong Kong
WA IR E R AT R, R R R -

6. The Manager
ABC Trading Co., Ltd.
100 Wu Chang St. Sec. 1

Hong Kong

P » Particular Address *
TAHEREEEA (RBZEATTEIHMFER » FEEARE
B E LS W > ATLUBE RS ERIE > JE B Particular Address > 7REB At
¢ tention Line I dttention Notation o
Particular Address ' # Inside Address N Jj ( B8 " 4TSpace ) » Bk
e



ABC Food Store
49 Sec. 1, Wu Chang St.

Attention: Mr. A. B. Wong, Manger

Gentlemen:

L Attention Line R EEEM: > NI Inside Address P HIA T LB
bt » ERIR R Addressf— BR(D » HMEZE Inside ‘Address ﬁiSalutanon
2 WMo iﬁ]MTHESalutatwn T ﬁ%ﬁﬁ#’ﬁﬂ HBA7 T R S A
Marginal Line 7% 6<

2 Attention: Mr. ABC JFFIﬁMention of Mr. ABC ¥B A¥H
of WLURE » HEF Attention —F B S » 57 LIBHM:

«ABC, Please (9% 5E HiF¥: o

3 Attention 78 W€ A MG EIBFT - Bl

Attention: Export Department

{  Attention WM

7. ~ Salutation
" Salutation REAANEORBYT > KR—GHHAEE - ¥ANE

HE¥ sir, BHH - Sirs,
Dear Sir, Dear Sirs,
' Gentlemen:

» B > Gentlemen, BIH B ER Ao HE
REBAGCHAHE » JERBEHBEERITE o
Salutation fUER B » 2L A % A Comma fff] ¢ Dear Sirs > ERA KR
Colon_» fffl : Gentlemen:
BHRR Salytation Z B4 819 1B 4% > ) Inside Address MR T & »
tnside Address FILURS B A HARIS > LR - RISK IS B (A ALY
I8 ER ) o X Gentlemen NRBB A LE > B ANEH Gentleman ¢

% irs 51— B8 AR AR o




Salutation B& Mr., Mrs., Ms., Messrs. IR Dr. & %4> AR08 » BT
HAE RS > B2 H—@FR > HEAXR o 11 ¢ Sir, Reader, Friend,

Customer, Stockholder » -+ o

HKEERESBED ¥ RAWSsautation B YL » FIRMT ¢

ZEAN| g @y - & | Salutation
5 Mr. (Mister) Mr. J. Chapman Dear Mr. ___
L Dr. (Doctor) Dr. E. S. Wilson Dear Dr. ___
Messrs. Messrs. Kahan & Co.| Dear Sirs,
i S 4 (Messieurs) Messrs. Lu and Lee | Gentlemen:
X 1B
1°q B Miss Miss May Smith Dear Miss
x5 Mi Misses Lary and Dear Ladies =
% B i58€8 Betty Ford Dear Mesdames
B (Mrs— Mrs. Margrette Dear Mirs.
B8 B | (Mistress) Wood Dear Madam
#: B2 % | Mmes Mmes. Nancy Black | Dear Ladies
% ¥ Mes) and Maggie Chen Dear Mesdames

# () Madam % E % % Madame, Ma=my, dame-lady *

N0 43¢ : A0

% 7 R Mesdames. Dr. 75

(2} Mistress [5 BMister 2 % ik Mister-ess ° 3 B R Mistris]» Fl&E BT EA
RERBANAERE  BREERK BEXAZE BER
[Misiz}o .
®) Z+#ELE+ER. BYE 98 22 g e 0 | 77 7 A — 8 = M

BE rhmis“‘]‘ RTHNRS EWBRBLHORT - BB A
Miss 8% Mrs. 3053 BIf E46 55 465 » K#ﬂfﬁﬁiﬁﬂ’]ﬂuﬁ‘ﬁ o & Ms.
UF G RO TiMis WEFRETH » E AT LA R
Mrs BED B2 SRL UMM o i 4 5K )% 38 A M,

ERBEFE

73 ™ Body of Letter
3ody of Letter Bll— $HE 9 A » #E H] Block Form Ff > fi— 1T 5



Marginal Line BHSAE R > IR R A Indented Form B » 45 B¥(Paragraph )
OB~ T BRR 5~ 10 7 B2 MESBEM » F¥ B Doudle
Spac] | » R B ch 4 17 [ Single Space 8 7] o (AR 2 LHLEHE » IR
W% M Double Space  B—HERIRE > BR > MAME-

Xch WA Tk SFIMEENE > FAVARBN\ELTF Al
RULL JO MM I 5 » LT 90 BRI = 5= 17 » TSR B 5L
Eff RITF .

Please send your future inquiry direct to the following address:

601 California Street
San Francisco
California 94108

U. S A

Ed

Body TWJEYTF 53 B (Paragraphing ) > R —ERHEH (|
AERHITH ko AR EmME —— TR o

-4 * Complimentary Close
Complimentary Close RRFEANLIHM—NEE » Mol £ X353
B8 > % FI#9 Complimentary Close I :
AR ¢ Yours faithfully,
Fa_lithfully yours,
¥R Yours very truly,
Very truly yours
RTE RIS (AB[)
_Sincerely yours, 8, Yours sincerely,
Cordjally yours, ( IR K 1% )
A 3P0} SUAE-BR Y R T %ﬁi#ﬁm
Yous respecttuly.--

Respectfully yours,

I



Respectfully, —gji_]‘:ﬁg{’—giijﬁ% )

Complimentary Close 5 {§ff Ffj Comma » J14&— il 5 A (i Salutation
AR o HUBEARLE T » BANEE— T2 H# > aERMT
o ( HREZ=AT)
J% ~ Signature

Signatwre BB 0 FRERMEBT ATES ) LHAAK  £A
Y > EE B ER A RETHARF > BB Authorized Signature o
BAWKCE » (R Complimentary Close SR F AR 44 2 o ITHE 2B
@Bli Complimentary Close Z @ E® - WEFROBYT > BLHEIE
HBFEEK L HEHARAANEBRAIETITHE o film:

@ Yours faithfully,

Rl

C. C. Lu
‘Manager

@ Sincerely yours,

RNt

Robert Smith
Assistant Vice President
HARR » BH K Complimentary Close HI/4 & » fHH A8
7 WA ZEE o (B fllDate Line ZE45 #Ceb [ > HBIZRER o
MEE AT BN B > BIHE CHnita US4 R HE
—F %S . FI

Very truly yours,

@ S\g/\,vuﬁ,‘(yz,

Fobed Smith



