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1 What should we pay attention to when we write business letters?
2 What terms and conditions should we discuss in business
negotiations?



Useful Sentences

1 We have received your letter of May 16, 2002, for which we thank you."

WeBIR A 2002455 F 16 H iR, W%,

2. Please let us know your business terms and conditions.

s RR N B8 &k,

3 Thank you for your letter dated August 20th, informing us of the opening

date of the fair,

Ui 8 F1 20 RoAeER, SMRBHSIFRAN, B, B,

4 . Having obtained your name and address from China Daily, we are writing
__ toyou for the establishment of business relations with you.

| OPRERERBNA SRR, SREURETEFXE,
5 Youare kindly introduced to us by The A.B.C. Company, New York, as an

’ ,";:'rxmportam buyer of textiles.

‘*%wmmmﬂwwﬁMﬂ%,ﬁﬁﬁ%ﬁﬁ@k%fe

' 6 Weare one of the leading firms in the country and have much experience in

o me frade.
O BRNRRE-FAXE, BTV LSS ESR.

’7 If you are interested in the arricle, please let us know as soon as possible.

“)mmmﬁ@ . WS

8 ‘We look forward to receiving your early reply.

. mes,

. 9 Vo early reply would be much appreciated.
%‘ﬁ@ﬁ, PHERE

: 'm We hope to hear from you soon.
. . BERESEER.
11 Thank you in advance for your cooperation.

X G S B R R,

112 We do business with merchants all over the world:

%m@ﬂtﬁﬁmﬁ)\ffﬁ'ﬂiﬁo

E 13 Your goods sell well in our market.

L RMAERN L,

14 We have done import and export business for years.

RATCHEH LR B4,

laprilieitid/ o M .

/kardifon/ n. &M

finfoum/ vtggm .

/ab'tein/ Vﬁ% .

ffom/ n. 2

ratikl/ n fely

Imoitfond A

llmpot/ nﬁﬂ
Mekspot/ n HiET '



1 Writing of the [etters

Stvles of the | etter

a The Full Blocked ¥Form

Smith & Evans Ltd

Registered No.596183 England Tel: 01-36562341/2
123 Upper Thames Street Fax:987-42-883907
London EC4V Banker:Westminster Bank

E-mail:SmithEvans@co.com
VAT No. SL114533535

Your ref: Our ref: MMB/334-02

Sept. 2, 2002

Wongsheng & Co.
Rm 509-511 Tongle Bldg
Shennan Rd, Shenzhen China

Dear Sirs,

Re:Autumn — 2002 Guangzhou Fair

We shall visit your Autumn — 2002 Chinese Export Commodities Fair.
Kindly let us have the following information:

1 Your Hall Number and Room Number at the fair.
2 Can you furnish us with some sample toys for free distribution?
3 The date on which we will visit your head office in Shanghai.

We await your reply with keen interest,

Yours faithfully,

For Smith & Evans Ltd
(signed)

J:B.Anderson

EL /JA.:



UNET 1+ BUSINESS LETTERS

Styles of the Letter
b The Indented Form

_ Heilongjiang Light Industral Products :
Import & Export Corporation

_ Establishedini9s2
hongshan Road, Nangang District ,




Styles of the Letter
¢ The Maodified Form

Wongsheng & Co.

Room 509-511 Tongle Bldg Shennan Rd, Shenzen (518044), China
Tel: (0755) 5576183 Fax: (0755) 5576183
E-mail: chinawong @ public. Sztt. Net. cn

Date: Jan. 15, 2002

Huamao Agencies
625 Aljunied Road
Singapore 389836

Dear Mr Walters
This letter is an example of the style used as standard for Wongsheng & Co.

The date is typed on the second line below the bottom of the printed heading, so that it ends at the
right margin. The inside address is written in block form.

Paragraphs are also blocked (not indented). Except for periods to mark abbreviations, no punctuation
is used after the line of the inside name and address.

The salutation is typed at the left margin two lines below the inside address. The salutation is typed
at the left margin, one line below the inside name and address and is followed by a comma.

The complimentary close is begun slightly to the right of the center of the page on the second line below
the message. It is followed by a comma. The name of the writer is typed four spaces below the
complimentary close and his title or his department designation is placed immediately below his name,

Dictator’s and typist’s initials are placed at the left-hand margin, two spaces below the titfe.

Very truly yours
(singed)
Robert F. Park
Assistant Manager

RFP:ms



LINIT 1+ BUSENESS LETTERS

L 900 OF 950 R FUTN 3 AKX
Blocked Style Indented Style Modified Style

Writing of Envelops

S.M. Trading Co.
P.O.Box6041
Karachi Pakistan

I 3% (RAG A % Pridzat)

Wongsheng & Co.

Rm 509-511 Tongle Bldg

Shenzhen China

518004  (igfa A 4 Fsizhl)
Registered

Zhongxing Trading Coporation

106 Dacheng Street 2. gk

Harbin China
150001

The Secretary
Percy Astins & Co Ltd
18--22 King’s Avenue
London E.C.4

Confidential




UNET 1 BUSINESS LETTERS

New Words

fax /feks/ n (BH

commodity /ke'moditi/ n. ¥ &

furnish /fomil/ v #88%
distribution {distribjuijon/ n. Vi
await /o'weil/ v. B f '
manager /menidse/ n. f’.éﬂ . .
airport feopot/ n kMl

VAT SR

fair feal n RS

sample /'samopl/ BER

head office. 244 ]

with keep interest B bihE
assistanit /o'sistont/ n. BIF
airlines i AAl

salable /seilobl/ a. 4 Hil Y

Notes

Loias BAe
Vo B W R 53
{5 J; Letter Head
[118] Date
BN # Brfa i bl Inside Name and Address
1 ¢ Letter Body
£% ¢4 Complimentary Close

(=B

14505 o vl RS AR L ARE A B 3 S 5 3k
iy SRR AR RO R, AT o T A 2
BB %
WS

AVERAC BB Ry S0 R R S

Wil AE I~

- freifing,

W PLE R 1, Ist ok the 1st,

B A 1S 2
% '3 Reference
<& H1 Attention Line
ki Subject
[ff £ Enclosure

£ Ip il + Reference Notation
R vl % B F AL b, (LGB R {0
DO TEWHE R, AL R

TEAEPR 7 SO (e e b, 3% 75 o 5

o SURUR TR A cE B G IR IR AR, 2002
VR Ly Bl AR L B RS

HH#3

PUBPT A O 0 PSR, BB B 35 S0 BE f5e5
AELLHS 02, FIfy ol LA S i), 237
Wl hi PP . 0 H L HDBUF A S ERR AL,

Feb. 3,2002 (British way)
3rd Feb.,2002 (American way)

&Ryt
Ef W #BR ik 85 S8 LT 4T EL,
i HAERDIEBE (R AS BB BE, P fs AR ae st
X H
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LINIT 1 BLISINESS LETTERS

Attention; Miss Wang Diandian 4 WL R PR

For the attention of Mr. Smith o8 s o b
FRAE

AR ZRASPE R H A il 5 2 va WIS AR X, LIS W RIFRAE &
Dear Sirs, (M’l‘"f"»ln]ﬁU\ k. AR S A bR, ERESREME S, B
WoaET. CHEERT D
Gentlemen: ()& H Y5, BREAEN], Rt
Dear Sir / Madam
To whom it may concern (B X% A bL)
kR
IR BHG AT b, BRBREAE W I AP IZ IS B NA -0 TR, KIS aTLLIR S bR, Hr
N AT Re “F R, eV S oA, R MR DIRE HL

Re: 5000 MT Sunflowersceds i 5000 23 mfisE {E g
Re: Indent No.3057 e 83057 ST
L/C No SB30054/02 o SB30054/02 345 Hliik
B
{5 SCRAGT AR, 150 N BRI 10 % /D HE 7 Oy PRI A B,
HREHIE
ENVEMC AT AR, (R 5545 D B N X SGE M. Yours faithfully (3 A0). Yours
truly (X)), Faithfully yours f1 Truly yours ({F#., LUR AFRERY AR, IR

WENTIHRE S, SN S QBRI B, B )G A )

Yours faithfully
Yours truly Standard practice
Very truly yours
Fallhfully yours

Smcerely yours

Yours smcerely To a person you know

Cord|ally yours

Yours ever To your friend

M B TR ofREME RS Y NTRE# L el RE I F FIC RS R SRR S, TS BT ) PUs ik
. AT, 'éi‘)]lh*]’ﬂn%uk MFE

South African Trading Corporation for Hudson & Jones Ltd
( Signed ) (Signed)
John Davis (Miss) Helen S. Patrick
Executive Manager Secretary to Mr G. Davis



