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—E ¥ W

B8 mAXIMESH

AR (Business English) R—EREMHAEBEHENE
3 (Standard English adapted to specific business purposes) - 4 %
Z 0 FREEIERF AL » EENRBEETBAEERSER
TeoEMPENERAETE - R¥E - B8 X8 HE 8 ERRXY
#> GERTYEHENRTE » BmFR (Interest) ~ #7401 (Discount)
KEHHK (C.O.D) - %R (F.A.S.) ~EAR (Letter of
Credit) & o ARAEMAFENTR » RFRALEETR o BT
BAITTLR » FAXRERE » HNBE—-HLAFHEGRER

RAHRPEMEHAER » XA ELATHERT - HRRAR
RN > ERENTFHBAR - BEMERAEL » X
fEXREANT—# - RAXNEENEME - W8 - HHRAE
- TREANELHY  FERRMHBEEGTE - BOERIKE
ABEFER BABCE 3B 89 REFT7E » SRBIW -

Ho0 RHBERERRARL

EER "R BEERERAXI" DR RMEREEHmEE
RNAELAOMUMERE - BRTRESLIN  XRARE » —F
FEREFEEGER  BARNBLUXRFERED - KRB
% ETERREBPMHNK o REXXHEBRELKE2 #

1



ReFIUREXCE—HEB/EERBEN - ERABREHRERS »
¥-BERAERERBEXY - FHOBARNERBGEARE  BRA
REX QEMEE « BR - BRNVEFENEFEMNEBREHAR
& BHAERELBORRE - EXBHHAGER -~ B - B
¥ BEBL R R WURLRE o

BPSERZEERE » BRERER  BRTXFUN i T 4
B ALHEERGRE - REHRGFERIEFIREIRT - HEX
BERFH LEMKS -

ERFNVEBRERETRL  HRAXXERB— =B %Y
RE o FUBEAR » BAXHE “©8ME" (Dollars-and-cents
Value) » [REBEGHRY EFEEF‘Q*%‘J@ BAE A LR B RF
HEY -

BRAAKR - BEAREY TURGRFTIFOBE - 4%
TEREM - AT EHOEBTS  BOUREMERAELY

B BEINY  EFEAREX - aﬁ"lﬂ#&#ﬁ_&‘ﬂxiiﬂﬁﬁ
FRBBATHRE -

B BRI ERLE

ERREREFEAEIE? R T REFHETERTI » BRER
PR BR LTS o LT RN R A X A Ee

(1)#% (Clearness)

(248 (Conciseness)

(IE# (Correctness)

(49 AH (Concreteness)

5tk (Cheerfulness)

@5 (Courtesy)



()44 35 (Consideration)

(8)E: 1 (Character)

H [EE] - EREAEE > RMEELEMAED » AEERLY
RTE?EETHERY  REBHER - KXRREHERFTRY »
HEHTEREE  AHRAERESLEN  EREEERN  RIFYH
B

OR—IREE—-EER

Ot & DEAMGETEEER  EHY R RERRER - 518
PREAIEH o

ORBEMERG,ABRR

ftER TMsE) B ? RERECARAEIHR » FRGX

F o BEHRMK o Fiomit » SROEME o Wit o MR

mit ﬂ!m"FﬁE@—-ﬁE » RPFTLAA+AEFERBO+EF
(86:7)

Your letter of September 5 in which you informed us that the
goods did mot arrive on time, and that three of #e desks were
damaged beyond repair has been carefully noted.

It is not necessary for us to tell you how much we regret this
matter, and we assure you that we shall send you tl;ree desks to
replace those damaged in shipment.

Thank you for calling this to our attention and hope we may
have your f’urthet orders in near future, we remain,

' Yours truly,
| (42)

In‘ your letter of September 5 we are sorry to learn that our

shipment did not arrive on time.

Three desks are being shippeu immediately to replace those

3



damaged in transit.
Thank you for calling this matter to our attention.

Yours truly,

Best > —H R E R — A SO B ER R
BR—4®  EETREEADRERHHEREN  ERENEDRE
REFEAEE - LBRBETR » SHEGRELTEEBREKH=S
2t BRRER - Mo REBABENE nRESH - MEENH
Mt B PENE D HEERARE—HER -

R ME] YARERIZNHRER » THEATRERTER
HHERTY o

FRXIIMB =GR TEM] - FIRIERE - BiECHHHER
EARAE » 30 ~ Bk ~ MEFTERENR - TAEESGENE
FHIIERE o IRHE 805 TTRR 850 5T » I962EMIERR 3762 £+ K
LB AR ARGPIRR 893 PR 389 Bt » BNEE > EMTEMEMER -
R E A AL B RBE LR » FAIES » BEMRER -

FR (RR > GRHEEEABER - AERAF : -8
WEBA—THEE] - EHEHE  DEARKREN¥EHRE
Mo TE®EE—BEAT :

(e (ARBRE
Our asparagus soup is most delicious. Our asparagus soup has a matchless
flavor with a richness you’'ll like
better than ever --- the richness
of luscious, specially grown aspa-
ragus blended with fine table

butter and delicious seasonings.

R » EAER—ERERARST -



TIRGR] ATDVHRAGE ~ 248 ~ I8) ~ MWl - MR EE R LR
FERRORR > FHIARZ® - BEFR - EEERMERRR
RERHTGTHAY » REFEEBEAG—VHM » AREEKBRBHTR
o

ERREEE  REEOREN M) 7 - —B38%k > BEQ
BEAT 3% 1 (Please) FI [ (Thank you) o EIfii7E{ c/x 3kakiE
BERGER  KRBERTRETHBRE > ABFEEYER - 75 —BHR
RBEERHTTORE - BRERERREE - MRAR—RTEESH
¥ wEEMEADE - ROTMELIGGEH o

ERB-LBEES (W] RRBAMEREEFAERIEE » 3
Figit  RUFGFIRER  UPNEW - AMERBHRE » HAE
M WHKPERERBRIE » 61 ERE? fImEEMERD
B ANMEURVBEEZRTEEERZH® » TLBIIFIMRITR - )
EEMBGER  DERRERARIE  HATHATHRNE - Hit
TR BRELHGHFSRUBRE o ERRARBIKEAGF
B REBAEHEMG -

BRD M) - HRMBS  DAMSTRENAE - HRBE
BRE BEAEERRGERET - MGG o BERMH
ER BRERER EREE-

D EMABES  AREXBFHE—EFREL “C" FLIR
BRBAXIZHONEC - BRFEATLES » RHAAIERY
REWET o

e REAMERMEEED

BRI RGBS SR T U ERERE
RIXHFOA > BERRARPIERE) » TRBABMFVEGES - B9

5



=R EETR-BREHALEHET ? TEOAMED » RTE
By

()M EiEE 7 (A Keen imagination)

@B (A sense of humor) '

Q)M A (An understanding of human nature)

(4)2IBi#ES (A good judgement)

(G)EEHES (A good command of English)

@)K G (Business ethics)

HMEEGEIHA » THRBHEBBHES » 5IAAR - LEFT
BEmEEy FAS] » REAREERGEHBATRERH « MLl
BROER  HOR—EEEORE  B5INFHER

ERRREE  ARBEEURGES  ENTETEREND
R WA ST A MRk o EEBRRTEE » hE
BEATR » KR - FEEKTERERY (FOXE) » FER
ARKEERY (AMAAE) o £REGRE » LAXKRENTOHR
B URHE -

FRRMARE] RSTS Mg A M85 WEESEY - BED
A DAEEEHERBEENSBY  TREREECHERTT
¥ HRMAKRENBA  BERAUMSHES  BERNTRLR
WA BERNSEEE  EEENERNE  ERANBKEAL
i o '

SN HE T b R R AR RHEL AT o EERTER MBS » 290
RERRT » FIRGRGRA > R BN o SUmA 8K T A %
WMERFES ? ABREDHALTATURBEE ? 8T EELR
$ 7 BEBEENBBAGREHN

ERMBRL  BEET  ERERARKRTOE - LEHMSG



TEFTEEH: » BERICKEE - FURMSE—-FRHE » £XRFH
A+ BB AR -

BRESTIMEER LRAER  RRHMEXHBA  BHERY
& BETH - MEEENROHNRRERTE » HHEREE?
EIEB > ST RE LET o RFGEME » ERIREBEX TR
B o ERFERIEE  FEAKEEERM

EAE MRAREHEE

PR BERE - BBKH - CRIRGEBE - BRWRS
BREBOBRARE - LEBMR » BAEXWETIZATES
WBLERELEEY » A2 TREBHEMLARR o HEKEK
& mAEELE

(e RBE

QrERER

G 305

W RBE

G 3 w5

@)rg FERk 2T 3 2

(T RBRAHER

EHEBER XASBTII+%:

(DL E S MR (Establishment of trade relations)

Q@M KM (Enquiry)

(3)#{® (Quotation)

@He#H (Sales)

GG~ MBE - RUBE (Samples, price list, catalogs,

etc.)



@)FEK (Order)

()% & (Shipment)

@®)ff 3k (Payment)

@K (Claim)

(0fB& (Insurance)

W& # (Consignment)

(2% (Banking)

Dtk £ 508 MR EAFEREHRA - LKRESE -

() BAFCMFBXLHFTA ?
() BAMRTREFRERTRHAI?
(S R REXRE/NE “C*?
() BRI R o



o 3 ES

EABE KK AFCRRANRBNBRELERFEL S
MEX « ARRRNESE » #RATELEEE » HF0RH > bl
509 o

B8 DABEE

MERRGES » BAXXEARGOFE » 05 TRSEM
- FEBLEXAREHBABTRNE » EARBEEAE - BHRM
EREHRER  TEEABEHRBEEY - TERAIEHAT

(DAnswering, Thanking you Y)EZE&wHSE—THE MBES

78] (Present participle) - W3S “We answer”, “We thank
you” o

@Advise F)E&EHEB o WIYD “tell” B “inform” B -

(3)And oblige RALEHEES » BERERM o

(4)As per MEFA] “According to” o fiim “As per our telephone

conversation” Wgkfy "According to our telephone conver-
sation”

(9)At all times W[/ “always” ZKAE o

(B)At this time T3 “now” o

(1)Beg to inform you HMWEBEARA o "3t “We are

pleased to inform you”

(8)By return mail WHENHZ & » B “immediately” g “at

once”



10

(9)Duly received BRIKEIER > duly —FA[HH o

(0Favor MiRk{EEN » PIEBEM “letter” o fNfREH » WEHEM
“order” o “favor” —FBNEE o

()Has come to hand wJatH “received” o

@In due course, in due time FERIIHE - RHEAKR L EHERE
BIA » NEEEERR TEIEER] -

(13Inst. R (A F ] (instant B5HER) o MERE A BB EIEH -
SImARRMA » REERY “September” o

(14Of the above date FERS HIRIRH » RaT{F “above date” o

(90ur records show "I “We find” o

(e)Permit me to say RBKE A - BEXRH o

(7Proximo ¥R ITH. - EMABHAKM - AIMTFAS+=
A REHEME “December” e

(8Recent date FEZEAFEM E I o SN “Your letter of recent
date”, "B “Your letter of May 5” o

 (9Same REFRARE “it” ® “them” fHjim “Your order has been

received. We will ship same today” » AJE “same” £§ “it” o
@dState BIEkHl “say” o ffm “We wish to state” F[gLES “We
wish to say” o
@)Thank you in advance Fi%EEH » AHHHLAREHD
¥ > RATHE o | |
@AThis is to inform you REJRES » FEHHELRMFTERGE o
¢3Ultimo 8 E A o fiin “Your letter of 9th ultimo” » W&
BB “Your letter of July 9”0
MUp to this Writing Ao “till now” o



