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Chapter One
Writing Principles of Business Letters

Section One

The Structure and Layout of a Business Letter

— M SEIE R 5 BE NG ERT 4 R

(—) {5k (Heading)

Bl RE A EER B SR RIE L.

—IER T S B{EEEED A {5 3k (Letterhead) , {135 K {5 A B9
% bt MHE B FEA BESE AESEE. SENATEA MK
(Date Line) 305 HBE T .

HMATHILAE .

1. June 5,2018

2. 1st October,2018

3.30 Nov.,2018(30 November,2018)

4. November 30th,2018

BARKEL, —NEABDNFELNFEE HAKEFR, 08K
EAMNR B —HEEL LAME SO ME Fw) &R0 .

a.136 Tower Street,

Toronto 4, Canada.
May 17,2018

b.P.0.Box 1079

Beijing, China

Jan.15,2018

(=) & A it tik (Inside Address)

A5 AR it 4 s it 25 — RS E RS A L EERZ T AR
NERGR, BAHASEE IS EHEE .
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W {5 AN 2 it bk 988 X515 L R AR B L — IS 8
WA LR (€ FE b hE , E W T2 RS RS M Z AR XS )

a.Messrs Hawker Sideley International Ltd.,

32 Duke Street,
St.James, London,SW5 IDY

b.Mr.C.E.Eckersley

c/o Messrs Longmans Green & Company

6 & 7 Clifford Street

London SW7 2DY England

Wt B - (b) 7E 2 W) 25 FREG AT I I c/o( care of) , B B R i H 22, A4
fFR—HABAGREHAR AR, BREAES.

(=) #RF¥ (Salutation)

XS {E AR Z 05 A8 —FARIE A7 8 R 78 5 N bk 9 F = #
f1.0F52Fk. BHErsh 5515 b — ol H R E A

9 b e& 4 FH Dear Sirs( S8 £ ) , A GE 800 H Sirs, Gentlemen A fE H
L% g8

2 54 pRi 14 F Dear Sir( X — et 3¢ A 44 f7 55 A ) |, Sic( X BURF 85 2%
BRAMEM) . A, AT k£ ] LA To those who may be concerned 5§,
To whom it may concern 3 3 75 FRIF .

HEE AR B AR5 — N F KRS | {H My dear Mr.xx B # dear | A
WBKRE,

()= 3 (Subject Heading 5 Caption)

Fh B BA 0 E bR, NS ERIFE T E P T, —RETEFAE T E
iE L ENHATERGE, Re:(PrT30), BEE KT MEPFH".
{HEARIE XL referring o regarding 455 (WAEZ(F , Letter 1),

(F ) FF k& (Opening Sentences)

FkiBERA G — M, HE T3] LR HEER LR BRIk
FEOHY RERES FEAMENFMUSZEPR, EXH—H TR
XEHFEREEM -HEEN . FLE—-RESFEOESIF, AR,
XFEBENAT .

(75 )45 89 1E 32 ( Body of the Letter)

XRBEHEER, RERFANEL. FHRERELEFEXER
SR IE XN B REEF BN TE., REDOCBESREE §—F
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LEEN B LEREHE.
W RAF B9 A SCAR A, — DUARAS 08 FH 1T 75 0 o i 5 ok K T, 7 BB T |
it v WS N8 PR L H B DR, AR SE AT 48 1F 3
(£ )% Ei& (Closing Sentences)
ZiRE— B AR BEE PR IR Y FE I R AN ZEAMER , A
K R AL AL VT 5T B A R BAE A B R RS B A 55 AL B — se ek A B B
MiES. ENMVEEEXSRZE, AR—K,
GRS B
a. 4 F 20 1A LR T 4R 9, il an
Awaiting your good news, we are,
Looking forward to receiving your shipping advice , we remain,
FRE:ARMES  AHAS,
b. A 528 AT/, Bl
We await your good news.
We look forward to your shipping advice.
(\) & E %L (Complimentary Close)
45 R AL 1] 2 75 45 TR ok (4 ) ) — Fh B, B 5 I D 694 0 P A P
Bil4n -
Ak %5 & 1 FH Yours faithfully, Faithfully yours, Very truly yours, Yours
truly, Yours very truly,Sincerely yours(f 2 EEHFTHEH TR SEH).
A 55 oK 4 FH Respectfully yours, Yours respectfully,
A0 L B R 4 Sincerely yours, Very sincerely yours, Yours
sincerely, Yours very sincerely,
FE:RAE—TFEHKE, FEMES ; H Yours i A fEH Your, 5
Yours 7% F ) — &2 &4 ly A9 &l 3 .
(/1) % & (Signature)
ELEREN THE LHITEEFEANSET. BFHTH, EEHE
(EPANGOR ARV B AN DRE R AR S s w1 A
Yours Faithfully,
(Signature )
T.M.White
Manager
THE NATIONAL TRANSPORT CO.
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TE R AN E R A B L 20 TR TR AR E S A R BB 5 3R A
AFALGH RE#ERATDS , A MAEH,

(+ ) Bt 44 (Enclosure)

WAE A MR, B AE 22 F M Encl. % Enc. (485 ) . W PR A 1E
— A, 2 Encls. 8% 3 Encls. %, 80 PE4R A BN F .

Encls.: 2 Invoices( & & —4k)

Enc.:1 B/Lading($& 8 —35K )

I Photo( f& i —5k)

1 Certificate (jIE B 45— 5K )

(+—) B B (Postscripts)

FEZR . MREELEFEZNOEHEER, 7 LLFEF AR I P.S.
(Postscripts W45 ) , 51 #MUE R E M AGAZZBARARMELE L (K
Nk & ) B — A F B, @ Park Davis, R4 P.D.),

AR S BESHMT .

(1) 1% 3k Heading

511555 Ref.No.
H #] Date

(2) &9 Huhk Inside Address
(3) FRIFF Salutation

(4) 7 Caption
(5) FF3ki% Opening Sentences
(6) 1E 3 Body of the Letter

(7) %52 1i% Closing Sentences

(8) %5 4LiA Complimentary Close

(9) % 4 Signature
(10) F1F Enclosure

TEHALRT %5 BAR P, T35, BIAE— et o F Al B> B9 78 o 2 -
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CfEsk FH AL BRI FA0ESC S RALE B4 . TR 3R S PR A 4
Ao L1 B S AR Fh ASHSERS DX,
MR ERT 4R .
1. 45 473X (Indented Style)
(1)China National Light Industrial Products
Import & Export Corporation
82 Tung An Men Street
Beijing, China, Zip code
January 30,2018

Our Ref.No....

Your Ref.No....

(2)The Pakistan Trading Company

15, Broad Street
Karachi, Pakistan

(3)Gentlemen:

(4)Re:Chinese Light Industrial Products

(5) We thank you for your letter of January 10 and shall be glad to enter
into business relations with your firm.

(6) As you know, it is our policy to trade with the people of all countries
on the basis of equality and mutual benefit. We believe we shall be able, by
joint efforts , to promote friendship as well as business.

We are sending you 5 pamphlets and a price list covering part of our
exports.

Please advise what articles you are interested in at present.

(7)Your early reply will be highly appreciated.

(8) Yours faithfully,

(9)(Signed)...

(10)Encl.

(0l — 1447 =X« 3 P9 bk F0 L7522 5047 9 5 B9 )5 — 47 BB L AT — 47
FHMANFVR=EADFNFEWE, BB 78455 T8
(— 8 5 FRIFR —FHERT 55 )

2. 3k 3 (Block Style)

5¢ 42 B4 X -3k 30 (Full or Extreme Block Style)
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EL Mar Trading Company
12 Main Street

Fresno

Http://...
Our Ref. KMP/DE California, U.S.A.
Your Ref. Tel:3-235678

Date:20 January,2018

China National Cereals, Oils and Foodstuffs
Import & Export Corporation

82 Tung An Men Street

Beijing

The People’s Republic of China

Gentlemen:

Re:Chinese Fruits & Nuts

We have made inquiries to the Liaison Office of the People’s Republic of
China in Washington, D.C.and they have asked that we contact your office for
the supply of the above commodity.

We are importers, packers and exporters of all types of dried fruits and nuts.
We have been in this line for almost fifty years and sell both bulk packs and
consumer packs here in the United States and abroad. We enclose a list

showing our business activities.

We are interested to discuss with your representative about the types of dried
fruits and nuts which you have available for export to the U.S.. In this regard
we would like to visit the Guangzhou Trade Fair. 1 would be the only

representative from our firm who would travel to the Fair.

From the information we have been able to gather, I believe that we could do a
large import business in Chinese fruits and nuts, for both bulk and consumer

package trade.



