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#FE#M (Michel Eyguem de Montaigne EREESR
YR [BEAR—4FENSE , LLFBEAFHHE
¥ ELFRMNBARATS , BEFXNEEEN
AER, BV —ERBRIEINTERZ—, REMHD
FERF B MORE - MALARGERBEXRGEEKX
AAZE , BARETERRFERANSETR , BX
HABLRSELSE , HEVHUERERNER . HAT
THBHNEMGS , 95% HERBRMEER , ARER
BELEEXCEE, BHERRRL, XTERER -
AEBREEAEHENN , cLNEE X2 ARA
RERAREBEOE XS , BEERERD W RS HEE
o AWBMA B ZES, ALK EEEIEREH . ®A
AR UM AMEMERFMERREZATER 2R
o
AW R 2B S, RERBENZERE , ¥
RERSRBEEERYBRALBYT . GEEARES
BEAEAZRATHEMAR . HEATZ RNER , &
AUNENBABRERAHRRE . GERAZYE . 4
, HREHEE , ABRE , DX XHMYIS &S, &2
ARR , ADEFEAEZHXARERTSY -
REEWRL , HMURZFR—EB2EEH , X8
RERG4 , BURA% ABAIBEE SRR 1970 £RZ
SHENERXERRZBRFEERERE - EEEERHH
BRER , B ERB AR Telex RE 2@ EH o
ABTRREZMH, HELUBANEZER. £S5
SR EE AR 28T, YR MES Z A
KB B ZHRARRRBEAZRABAZEATESR .
AREHABRAEXEZRLC , ESREMEALET
. BEHLNARKAARAERRREBTHZE LB
ALBABABRE HZERABZRACERRIRD ZEH o
BUME HEFABHRSURIFEXEEEERE
MBEHE . AHNKXBETFEE , WILEH o

Michel Eyquem de Montaigne once wro.e that
no writing could involve greater effort than the com-
position of letters—but that no other effort could
offer greater promise of success. In business, the
challenge is quite different. One indication of an exec-
utive's ability is his knack of conveying and solic-
iting information. Yet there exists one crucial differ-
ence between private letters and business corre-
spondence. The former deals with situations which
cannot be cast into specific molds, whereas business
letters, however varied, conform to patterns which
occur again and again. Ninety-five percent of all
mail leaving an office can be computerized. When
dealing with correspondence in various foreign lan-
guages, however, the cost of using computers be-
comes prohibitive

In the "Encyclopedia of Business Letters in

.Four Languages”. computerization is left to the

human brain to devise an infinite variety of letters
appropriate to every conceivable business situation
and written in the informal style of the required
language. The book's precise and detailed index
quickly provides the executive with accurate infor-
mation which, if translated, would consume a great
deal of time and could still ignore essential details.

The concerted efforts of many senior managers.
experienced in all facets of business. resulted in the
selection of the standard sentences, paragraphs, and
form letters which they themselves had been using in
daily correspondence. Their accumulated experience
can assist both the writer and recipient of business
letters. In addition, the variety of material, the wide
scope of ideas, and the succinctness of the examples
provided are certain to enliven and stimulate business
correspondence even when translations are not
required.

In contrast to existing manuals which often use
obsolete phrases and archaic terminology,
“Encyclopedia of Business Letters in Four
Languages” is concerned with modern usage and
modes of expression reflecting the thinking and style
of the seventies. Maximum emphasis has been placed
on clarity and simplicity with special attention to the
ever-expanding use of Telex.

Like the dictionary which this work will augment

-] and—in many instances—replace, “"Encyclopedia of

Business Letters in Four Languages™ will represent
a continous and ever-changing process. Eventually
other languages will follow. Moreover, future editions
will continue updating the terminology as well as
enlarging the book's scope in order to embrace new
fields as they develop.

The teamwork which produced this volume is
continuing. Meanwhile, we would like to express
sincere gratitude to all our collaborators for their
indefatigable efforts as well as for the quality and orig-
inality of their contributions. To our readers, we
offer thanks for their confidence with the assurance
that this book will add immeasurably to the smooth-
ness and efficiency of their business coérrespondence.
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ABFIRARALS  BHTE EEARTESNES
TWBHERE , BAA BRBEEHIREABEIIA , TR
ABEE R , RS E % PRSI RS SR 2R
A o Rk EEH AR T RARER SEBRASNE BE
, TEXFMNR , AEEAEYBRBHHRANAESE
A2RE, ENFEFRHH Telex HABLZHUELE
% HRBY ; X LUSAR B39* USRS SRR , IR ,
ENRBEM , £EAE , HRRE DS XEREE
TAERZE ~ 3k~ P~ 8~ HEENB, LAIULIRE  hik
P« ch il R AR IR , 48 BRI B , &
B | BLOOEA ER | 3 6K A RIBAT B SRR
A WA o AER AL RO HE 2 T RS 5
288 R {2 8 Tfech TR M .
BABERSASHMTRESES
1. B—ASEEXNRBHE .
2. —f BABAFT#EBN E S EE P AR BRR
NEEERYE,

3. MREABESIAFRE , ESER Telex #E ,
T 2

4. DUBKHOR IR T ARAH . 1h5 , CRA
#Encyclopedia ( B2 8 ) WHEH , AEKE
BERA , TR FSEARNOK .

ERRSE  REABGERSE , TABRIES
Nz, ARAERLEL , ARBRERS GEAK , XY
FERTEREN BN, BHZCERE , EEHBES
Feetlz 8 =R MHTIHS = R S R R R
—fl , ABRFEENBIAEASEE L, CRUEAR
HRAFHEE . RESVEARASBBE 24 , 55
AERBEAREBRAR , ERN SR A BEE , mus
B EAZLRE . ANKNERZEEGTHA
BHFERNBAREBETERABRR , IHEERSER
s Eilt, MAIRES , EARERES , AREENE .,
BRI MEEE Telex (L RE , B8 X TLlHRAR
BMEZTN , LEBORKREE , THU—REE , FE
TR , R A £ K RRE RS
MERBEER , REABRBEI 2R , BANRES
BEZIRTE , bERBSALES , ABEEHELEXR
LIRS , BMNERRRIHMAR , TREEEE
HRBARANARKHT o

FREEEN , AR &EE AR ASEI LAY EETH
REBETE N ERLE , ERTER S EEEN THERE
B ARREARENRE , BRI 2eERA TR
—3, HREBRNET A HA , BB NE BT R

WRHELEFREGES , o . BEAEBNESS
EX AR AEH F—40 Thank you for - , fE{8 B —40
Sincerly yoursgi#7 , MiAS BOMA X EZ 2EFME L
 MHERZEERAR  MAXHEEERS A —AREE,
ERUARSHANMES . DRRE “HERS—H "
ZHEMBEBRE 2% , ABN - FRNAE A RERRS E
B, TURHS+EIANESR , STHLBEEE
Telex (LR S , BRE W th—@ MG , BI Y H—ENE

% , RBA—ERTH H BN BERE ; SR
Arfns , RERARH T HHER , B —ERTFH
BEEANREE , 5 AT EEE SN , RFERLERNR
PEF AR AN BRELRERBNRF

BB R representative , representation £ agent ,agency
SFEE , HEURAEEB AT EHEEZERAR
HHOEY , ARBEA RAEABHEEREER  ABRS R
EREAENR, ABFRAR  EXFRIAERER
B Sy Z ik , BB @B 1R agent , agency FrEtBRAH
M fRBEA , selesman FEBHM ANERE , TAE
R T R o RSB TR —2 0 , B
K,

Hah , BEEVERR , BTIEXY FIE, BXA
S5 AIREX 2R NERY  EREILEE S
B, AFXEFHNER , AFSUTARBY , BERE

BEAZABHNORRENBRERZEGATEY

, ERZAEBH RNF ACHREEEREMEOE, 6
FOVE SO BB RO REB T B RE 00 B 0, (8 SR MEF H #E
#, HBEAEKNEE , JIAREN G 3% th 4 47 B
T o

W
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3.14,80-92 e 192 3.141.7-9 Acceptance “as per instructions” 195
3.14.93-99 BoEE 1] 193 3.141.10-13 Acceptance repeating quantities 5
- and items 195
8.14.100-106 PRIBRZER 193 3.141.14-17 Acceptance with changes 196
3.14.107-114 ERBRER 194 3.1421-3 Rejection oforderwithoutexplanation 196
3.141.1-6 ERBE 194 3.142.4-13 Rejection of order with explanation 197
3.141.7-9 AEHNHHE 195
3.141.10-13 [ZER ¢ PA-TE 195
3.141.14-17 BEERE 196
3.142.1-3 AR ERE 8 196
3.142.4-13 RURFEBER 197
. Correspondence during normal
3 s 1 5 EHIRFE B2 ®(E 199 3 = 1 5 pr ing of an order ;33
3 3.151.1-3 Notice of beginning of production
3.151.1-3 SR M 200 3.1511.14 Notice of completion of production 200
3.1511.1-4 HETRZEA 200 3.152.1-4 Ready to be picked up 200
» ’ = 3.152.5-6 Ready for shipment 201
3.132.1-4 SERMME T 260 3.152.7-14 Notice of shipment 201
3.152.5-6 b3 b 201 3.153.1-6 Invoicing 202
3.152.7-14 e 0 7] 201 3.1531.1-12 Sentences to accompany invoices 202°
- 2 — 3.154.1-8 Confirmation of receipt of '
3.153.1-6 BRE (FERME) 202 merchandise 203
'3.1531.1-12 BREK 4 XH 202 3.155.1-11 Confirmation of receipt of payment 203
3.154.1-8 KR 2BE 203
3.155.1-11 WeH ks BE 203
Discrepancies and disruptions
3 u 1 6 EREBREARY 205 3 [ 1 6 in an order 205
3.16001.1-9 ERBEZ B 206 3.16001.1-9 Notice of delay in ordering 206
3.16002.1-13 Withdrawal of offer 206
3.16002.1-13 NRENE 206 3.16011.1-7 Delay in delivery 207
1 1- > 3.16011.8-16  Deadline for delayed delivery 207
810013 1= XRE 207 3.16011.17-25 Threat to claim damages 207
3.16011.8-16 TRPBZER 207 3.16012.1-9 Cancellation of order 208
3.16011.17-25 EREEEEZEE 207 3.16013.1-8 Compensatory purchasing and
claiming of damages 208
3.16012.1-9 BRER 208 3.1602 Delay in payment 209
3.16013.1-8 fils SRR B B R (K 208 3.1602.1-9 First reminder 209
y 3.1602.10-16 Second reminder 209
3.1602 et 3K 209 3.1602.17-24  Thirdreminderandsettingofdeadiine 209
3.1602.1-2 B—XEHE 209 3.1602.25-30 Final reminder and threat of legal 21
_ action
3.1602.10-16 BoKAEHE 209 3.1602.31-36 Matter turned over to a lawyer 210:
3.1602.17-24 BERBHERIJEHR 209 3.1603 Notice of deficiencies 2110
- Y 3.16031.1-16 Variation in quantity 211
3.1602.25-30 &&ﬂﬂﬁizmﬁﬂgﬁ% 210 3.16032.1-7 Quality variation from sample Z.ll
3.1602.31-36 FERAE 210
3.1603 A 211
3.16031.1-16 M g3 211
3.16032.1-7 mERRA AR 211



