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Chapter One
F—F

Functions, Components and Styles

CEZCE LR85 V250

Functions of English Business Letters

B &5 RRThRE

G RFTH S TR W A —Fck. SX,REL
B iy g2 R B AR T 6 e A0 IR 8 O SRR AR B (B, PR XA
B ERTHET LRI REAZBANHTR, FHBRER
HEEEAFER, T ARRA —EWAXRER, A TAF
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Components of English Business Letters

BHERNEEER

M BiE BB EHE, HYRERERAEAANERABE
FREEREME , AT X LB R IME N FEE , AN EX F E
“BUET”, BN ST FZRF kAL,

HEBIEHUTERERAR:

1. {53k (Letter Head) : {5k HRHIBE, R R R EARAH
LR, EREERESH BRES . FHABE(Code).
HEMEESHEUREELFEES, ARNESEETARRA
FTANES RSFBK, 5k T E0EPAENF %S (Reference
No. )

2. H#(Date) : H 5ERMHB =217,

TR AR TIA EA PR RUELE EMA
R RCH A A7, B“A (B E”, JFETHERTFRFHR
=, 10

2nd March, 2002 = 2 March, 2002

March 2nd, 2002 EB{ March 2, 2002

FEH A AREERBF UL ER, 0 2/32002, %H
JmH A XEIHAA CH 4,

3. HPaiht (Inside Address) : 8 BUE A K #E 2 Fisbak, 76
EMANS A FITZE, AN BURHLA R K EMERER
T



© sz mrrpa

EXE R FE T3 4 34

IS (384 ;

YT ;

B M (E) B FHBBER#5 (Post Code or Zipcode) ;

E . ,

AFFEL, B H Mr. "5 “Esq. ", & i “Miss” . “Mrs. ” B,
“Ms.”s “Mr."BTHAZE, T “Esq. "WERAZ)E, HME
5,80 :Mr. H. Jackson;H Jackson, Esq. , {E“Esq. "Z#EEEHR
ATREAN, M %RE, M KES, 0 IBRAEKZ, @ Dr.
Smith; Prof. Brown, “Miss” #§ R #& &, “Mrs.” #§ E 1§ %,
“Ms. " NEIEE A

WEA TR B A B2 A AR, W 7T B “Messrs” —FE N
X 2wl B EARAN

Messrs. David Brown & Co.

Messrs. Green & Yellow Co.

THUBIS , B Messrs:

BowElhREAR, 1

Wilson & Co.

Mr. S. Hampshire;

AR AR BIR, 10

China Foods Import & Export Corp. ;

AR BHPEEHRA, 0.

Dr. Tom Brown & Co. ;

AT BERBIAE “The” 5, 10:

The Pacific Insurance Company.
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| mEmuscsis

4. TR W ( Salutation): 3 . K “Dear Sirs”, £ X N
“Gentlemen”, M UL #§ £ X} F5 #E 51 6] A “Dear Madam or Sir”,
A B R KA~ AN John Jackson 4% 4, M ®] A “Dear Mr.
Jackson”

5. IE3X (Message) : IEXCHfE R 46, NEHEEE. EHEH
b 45 R B B B BRI o , BT AR, KB Bk, I & (R
W%, BN LT NER =R U8 /&AL

6. 2R 1E (Complimentary Close) : BBl B REH4E R, 3
E 2 H“ Yours faithfully”, 38 B | & “ Yours truly” B “Sincerely
yours” 5

7. %4 (Signature) : 7%, R, BEFFHITLEEFA
Wk RFUREH, RASKAA AR AREITEE . &
AT , 445 (power of attorney) FIIEM . F—RHER
EEZZPE TS E, 3L per procuration; per pro; P. pro.
B P P PInAAHEE, .

per pro: Guangzhou Trading Company

Rl “for” Fara] AU E P. P.

UL bRk % R BT A AT A i & A BB 43, AR T A .45 F 31—
LR

(1)&p A4 (For the attention of Mr... ): MEFEAF
HEZEHRESNLHARIITR A BRBIZGE, WA EEH Aspat
MR N & AL (B TP RINKL) o

(2)47%8 (Heading 5}, Caption) : \k. %5 86— — R W iF, AT 1E
BRI T 7 P47 A R TR IR 2R, X 2 AR . (R
EAEZEM H BT NATARRE ) 0 — R ¥ B, M & R/ &



B SReEE BRRAR

B, THBRBEITLBEBLUREE,. BEKE NS . 89 .8
5. B TIIE.

Subject: Short-weight claim, 2000 M/T Aliette

Re: Short-weight claim, 2000 M/T Aliette
Short-weight claim, 2000 M/T Aliette

(3) %5 (Reference Number) : XEBFAN THEFHE T
RS, ATEFIREPERSPTHEXOERABT
SAER, B AL BT SE Pbht b ERE TR

Our Ref. :

Your Ref. :

(4)BIZ&$P 3% (Carbon Copy) : IR AT KA KPR H X
ABBAR AR AE FHITE . o FHFEWADEBEAD.

c. ¢. Bank of America, Washington

Washington Chamber of Commerce

(5) B (Enclosure ) - B A5 Q04 M4 5] 3%, 00 0 76 “ B A 4
2”90 F A BAMHEEROFP 2 A%, 0 Endl. , , Enc. , 2 Encls. , 3
Encls. , 33BIE0TF :

(a) Encls: 4 Invoices

(b) Enc. : 1 B/L

3 Photoes

(6)iA B2 (Identification Mark) : X & F LARFIE ek #9 1
RABBRITFZRHRES , BHELANE—NFRAR. W
HINBR S P EE R B E SEAL S I, I RI/WN, IiTEE
FTIEE=fTEFTAL L. AHHSHEIRS.

(7) B4 (Postscript) : {5 B BT & A& 2, W ol F{FK 0 P.
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REEWXHKR2

S. FH,RIGHEL BEEHEAE FEAERE—F/, R
£—m, RN E,

(8)5% — W (Second Page) : t— {5 &5 AR M HKE—R
FHFEMNAE “FF4E” (to be continued) FHE, 5 — W 5 3 B
AR B A, BT EBLK, HAE R B H
B,

Styles of English Business Letters

B %55 BRER

BEEREERALT 6 #fsX:
1. 25% 3k (The Complete Block Form)

2 AREAREN R BERAERL (BEEL A8,
{5 Pysbhl BRPF IESCA B S B AGE B A B BEEE) 2
kLN, XABAETITE, WEHE, BT TREL
B BEEEREVE MRAARKER, XHEXBE/RZXR
Ho

A1) : (FL— B EREFTERE EiREPSA LA, BTL
P —EAE,) ‘
July 7, 2002

Miss Office Secretary
New York Trading Company
310 Broadway



