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A Brief Introduction to Business Writing in Tourism
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PARE—HTE, @RFEmBRmes, HEAEU
HAE., EXS5EHMNRENBRIHETES . BELAMIE
HHEEFENHZHSOBP TR L. BEHRTEN
TR FHRERERT —R2 . Kk, HEEWNATS 2 HEH
BARE R DER.

REBEGEPNRAR, BXBEABAFEBERLR
(Business Letter of Official Correspondence) 1 A A 351§
(Private Letter) Py RE. SHMxBHELBEHANEERSE
SreH % 1. {54 (Heading ) 2. {5 itk (Inside Address) 3.%%
FE( Salutation) 4.1F X (Body)S5. 45 R (1% (Complimentary close)
6. %4 (Signature) . X BEES LHYE. £4. k%
%, EAERIER, DHTENITHER. BARE TR
B, EFFEAMEE. FRBEEH MY (Enclosure) FE3
(Postscript) PSIAZ:, MAGERME. —MKUR, HE
RIgRE B R H s, BRI ARRSE AL THEZ.

HILHI R BEENE =M 5% (Blocked Style) .
451t (Indented Style) FVEA 3 (Modified Style) . {FEHH
BEEAGE L. ERNER SR, B LA Mg PR
Ko REANIMERAFLR, BE TEEHPRF; FEADL
AMEBRMEN, WE—ATERAASER. FHORREYT
ISR RA SR 8.

RFREBER TS EEUE, FTEAFREFR
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(Passport ) FMIZUE (Visa) BIBRMF. REFHRIEESOELEH
5. ATHE RSOV S HE . BUTHRITHLE. #BE. ZENE
. WERFSERIITEEBOFR R RYBEREL.
HHE. EibtfE. SURERNEEFTHTENAR.

EHiFEy B R F BEREBRE S ERRMER, A

& H4y. HUIREAH K5, REERRIES RN E
M, HEMASE N EERR, AN ThARERTES
o

H LB RUE SO 55 BAEE E GRS Sl BURITEZ
REEE, SERENTHENAXESS5AERE. Fliln,
WERBN ER. FWERSEE, 75 RSN EEE
TRXE WA X TREARBEE XBROEH, RIENAL
i R EAE, FRE LEERER RN HE.

FRATAL3E 3O 45 5 T B AERATAL S EZ MKIEE.
FRAT L 8 BRI VT 55 (M DA R IR AT AL S5 30 7 R AT AL B R e bR
WRIAXFENEN. RTHESREZ HNEHNEEEER
MeiFERLR. HAHM. TETH. HEAE. Baird 5k
PRI, RAT 1 BRI VT 55 8015 4 B 148 B RT3 e £y 4
% Mk, mRILHI. B, FEFERNF MU RITH
1) st e pe e A O S B R A R e LR

MR E BRI AT RS RN FENE. S5,
B CBEHR. JLRS) FXEE. WRBUTERIER TN
WER, WRHANELESITEEZ, BhES.
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%, ESFM. WEBRE BTG T 505 AR R R ]
BATHE, AREHRFERANESR. IEHFENBIFEAHEE
KR FEE, BNHOBRER, LEER.

REBCE KRG, FRARKEE. BEBEEHRNE
M. #—, BEESPARENK B, FEEPHAEED, K
FRIEFXR. Hit. BlGEHERREA, 2B, 5EE
. WEEELERGHE—RFILRE, k—BHESXHAR
MEHmE. FEMER, BEELARMTE, & B HELEE
REHIEE.

EZRREELE. BlOLRREREE, NARNSES
xRS, BB ENEHARRNE, AEL TR, 8d
FT&ES

PREMARERTE, AIKTE, aTER, tharbldE
EX. EREATUREERERZE. SUREREFENAER
I WRMRITEEAREEYERGE S SR AR, K
WfEE, MENEE, IR,

NBEPIANBEMERNTAEHREMN. T EEIEALRE
EHHEBAE: BENMHEANET. MEHEEHEN. HEF
FKAFHL. NMEEL LR —INERG, Hilk, ENZRBEAN -
BRI R R BT ER AR . T BE TIEEFEH
BN BAH

EMRE RS, —HEFERHMTS IS NAB S
BEM-BEM: BT (Cleamness) ; fi& (Conciseness) ; il
$7 (Courtesy) ; /M (Character) ; 584 (Completeness) ;
IE# (Correctness) ; #HZ& (Candor) .
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1. BRIEPRINZE R H
Passport And Visa

(1) HiFF A E R
5.
The Passport Office
Dear Sir,

I have completed and enclose a form of application for issue
of the People's Republic of China passport. Also enclosed are
passport photographs and a copy of my Identity Card.

I propose to leave China on 18th July and shall be glad if you
will ensure that the passport is prepared and sent to me in good
time to enable me to obtain the necessary visas.

#F e

KOIRZHRIHEMR PN RN B BRRE—10, 2B
BRp b, FRAE(R P B3R DR BB A DR S A IE B BN .

FRTTRAIBHEFHE, Runa iz g ZEK,
AMERELEMZIETFS, REREIFEN.

(2) HEEIEMIER R
The Visa Officer
Dear Sir,

We enclose the completed application form for an entry visa
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to enable Mr. Chen Jie, the Marketing Manager of the Corporation,
to visit Thailand.

Mr. Chen will be leaving Beijing on 5th August for a business
tour of the Southeastern Asia and ,subject to issue of the necessary
visa, proposes to arrive in Bangkok on August 7th or 8th and to
stay for about fourteen days, and then he will leave for Singapore.
His address in Bangkok will be the Natai Hotel.

The purpose of Mr. Chen's visit to Thailand is to gain some
information about recent developments in agriculture-business ‘in
order to explore possibilities of increasing trade between our two
countries. Our corporation would guarantee Mr. Chen's financial
security during his stay in Thailand and payment of all expenses he
may incur.

1 enclose the following supporting documents:

(1) Mr. Chen's passport.

(2) A check for the visa fee of .

(3) A registered stz;mped, addressed envelope for return of

the passport.

Should you require any further information, and if you will let

me know, I shall be happy to supply it.

Yours faithfully
(Signature)
FL:
FPRADA:

% EEEZME AR TS HEERA LR ERANSE ST
HIFRE— .

RAEERTSASHEABTILRBIFREE, WHERFELE
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iE, fATET7HRSHEXES, FEMAKE, FBEEFHm
o MTERBHERTEAERE .

MroeEBIRE K B RS X AR B K RIFA
—HeBk, I KIMEREE TG R AN THeN. PRoedrER
EE B A, oA RIEBEST M, §EE—TIIF 3

EASE IR

(1) PRIGAERT,

(2) SATZAERE XE—K

(3) W ESIEHGiFataifFEHE—1, ftFEF R
ZHo

MRIFCRAMEEZHEDR, EBE, BATLEATRE.

CAABE)

2. MRiRIE R ESHIE
Tourist Hotel Correspondence

April 17th, 1999
Dear Sir,

I am planing to spend my holiday at Los Angeles and I should
very much like to spend some days at your hotel.

Would you please send me a copy of your brochure and
details of your terms for a single room with bath, also of your terms
for bed and breakfast only, in case (D I may wish to be out during
the day. I should be glad of a reply by airmail.

Yours very truly
# L
K HELBEIER, FEERERRE MELER.
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EHBRMNF - RRRER/PR T, HEREXEHEN
BE), DLRAETE KAV 8 (MEREARBSMEE K
&®. BEANZEER.

Dear Miss Chen,

Thank you for your letter of April 17th. We are pleased that
you want to spend your holidays at our hotel. As requested, I
enclose a copy of our brochure in which you will find full details
of our charges. As we are now entering the busy season and as
bookings for this period are likely to be heavy, we would
recommend you to make your reservation without delay.

We are looking forward to® welcoming you to our hotel.

Yours faithfully

F L

AR1THRGWE, Wi, BEREERMNEELIRE,
BAVRE N MBEREK, BEEK LRER/MEF, &L
M T RBANGUEME T H R BT E#RARES, X
BAT AT REMR 25, RIS BATTEE U R AR TRAT

RNV E R CIRERE.

3. IRITH AU SHE
Correspondence Of Travel Agencies

Dear Sirs,

Would you please proceed with land arrangements in
Philippines for the group, according to ®the itinerary enclosed
and the following items:
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1. Members: Fourteen (14) paying members and one free
tour conductor.

2. Rooms required: Seven (7) double rooms and one single room,
each with private bath.

3. Hotels: Manila-Holiday Inn

4. TR./SS: By an air-conditioned motorcoach for transfers
and sightseeing

5. Meals: As given in the itinerary.

6. Airport tax: Not included.

We look forward to receiving your confirmation for the group
at your earliest convenience.@

Yours sincerely
e &

WO O RR L T, EIERERIEHE
ZH:
1. B RARIAN, REEEALA,

2. WERFE: WABTRE, BAKE, BEXREAHRH
=,

3. BE: BN —BRBIRE

4. TRTHE: AZRENSEE, FTZHEHIML.

5 R Wkl HRERZH.

6. MBI FERHEEN.

ST MEHAIA .




