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Chapter 1 Layout of Business Letter
HMEERTE

@ ZhzhF Try Yourself

Translate the following envelope. Zi¥ THEH S £

SHES|
GREIE 4288 96 5
Fsf 1 2 Y T8 ]

Chapter 2 Business Letters Writing
HEEEEE

@ ZhzhF Try Yourself

Translate the following letter into Chinese. 1% TTHEHRS EiF K B 3L

R
7H 11 HRGE . BIVRES A AL KR
ARIGAR T EESR, 55 27 7 Bl ih 1 AR i B AR A B e SO XA AT  f
SUfE FIE. TR TR A TR 55 B9 TE Z AR B0, BA TRES 4R T [0 2%
L

@ zhzhF Try Yourself
1. B5HEZA:

IR BN EE A L R — (08 20 v B R 2 T R
Expoca EXPO ANHUI CHINA



’—I Part One Key to the Exercises of the Text 3

JTTATTON

EXPO 20XX

Open Innovation Cooperation Success

AUl CHINa

Inside of the invitation:

o \\
vpdon. 20X X i frifiE A= [N

T PR INVITATION
TO INVESTMENT AND TRADE EXPO 20 x x
ZET20x x4FE5 H18 HES5 A 29 H | ANHUI CHINA

TEL R PR 2 02800 20 x x 4R Hp [ [F Requests the pleasure of your attendance at
PR R o Anhui Exhibition & Conference Center from
HOE ! May 18th to May 29th, 20 x x
A E s N R BUF The People’s Government of Anhui Province
ok ADD:

2. ORF T TR SRR 2 AR 3
REMA SE A

&9 A 6 HERIEHIE. JEETA A B O E 3 S Hea B g, B
et ANTFHET 10 H 2 H TJER KA TRC BB R R 3 5 25 ERRs ™ il il st A W
IRASWMILTTH 6 THERL. MREZHETARRE M IRIERR, BUEHRAE . EVEIRESZA G2
ARAFIRM G A R A SR, AR A R 255 - Rtz MR & -

@ #hzhF Try Yourself
5 {£%: =] Writing Exercise

Reference Key 52532
ADCO INDONESIA LTD
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JL. Lombok 44
Jakarta
INDONISIA
Tel (62) 21 353420/Fax (62) 21 353368
December 18, 2011
John Marshall Jones & CO.
94 Jefferson Street
New York 3, N.Y.
Gentlemen,
Subject: Delayed delivery
I am sorry to say that we are greatly inconvenienced by the fact that your goods are
frequently sent to our receiving department after 5: 00 p. m. Furthermore, your deliveries
have very often arrived well after the time specified in our letter of May 12. Unless we get
better co-operation from you in the future we shall have to follow the strict terms of our
contract and cancel all further orders.
Sincerely yours
Edward Chan

Assistant Manager

@ zhzhF Try Yourself

IEE THEKEAEK Fill in the application form.
Reference Keys

Resume

Name in full: Chen Chen

Sex: Male

Date of birth: August 2, 1982

Place of birth: Shanghai, PRC

Nationality: Chinese

Marital status: single

Health: excellent

Tel No: 68027450

Present address: 4 Song Jiang Road, Shanghai
Objective:

To work as a secretary at an enterprise with foreign investment

Educational Records:
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Sept. 2000 — present student of Shanghai Industrial & Commercial Foreign Languages
College
July 1997 — June 2000 student of Qibao Senior Middle School

Working Experience
Jan. 2003 — March 2003 part-time job as a secretary for ABC Import & Export Company

Language Proficiency:

College English Test Band Six

Reference:
Mr. Zhang Hua
Dean of Business Department

Shanghai Industrial & Commercial Foreign Languages College

Mr. Henry Smith
Manager of ABC Import & Export Company

Chapter 3 Practical Writing ( for Office Purpose)
SARESE(DPAEEARAEE)

@ zhzhF Try Yourself

Write a business card in English according to the information given below. Some
parts of it have been done for you.

REUTHAHERS—KBR,. BIRNBELE.

Director Human Resources Department

Address: 1245 yan’an Road West, Shanghai

Tel: 021 —78236533 Postal code: 200335

Fax: 021 -78236544 E-mail: marytang@ yahoo. com. cn

@ ZhzhF Try Yourself

Write a memo according to the information given in Chinese. Some parts have been
done for you.

RIBUTHAHNEEENEER . BN BTELD

All Departmental Managers
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Sales Manager

March 4th, 20 x x

Annual Sales Report

The Annual Sales Reports are required to be sent to the Personnel Office by April 1st.

Please inform me.

@ zhzhF Try Yourself

1. Write a note asking for leave with the information given below. Some parts of it
have been done for you.

RIFBUTEHNERS —KIERSE, BIABTESRT.

Friday

Dear Manager,

apply for a day leave

grant me the leave

make it up at weekends

Yours faithfully,

Michael

2. Write a note with the information given below.

RIBUTEAERS —KER

27th June

Dear Andrea,

I have to go to Shanghai tomorrow for emergency. Could we postpone our meeting to
next week? I'm really sorry for such inconvenience.

Line
@ zhzhF Try Yourself

Write an e-mail according to the information given below.
RIBUTEGE RS — S B FHR.

sw347@ cam. ac. uk

johnaburruzi@ hotmail. com

marywang @ yahoo. com. cn

reply to meeting summary

( Mon, Aug 11th, 2011 08: 30: 45)

Dear John,

Got it. Thanks. I have no questions about the summary.

In the past two days I"ve been thinking about the promotion plan. Although it sounds
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good, the plan, as I mentioned at the meeting, is far from perfect. Probably it’s better for us
to have a marketing research before we carry the plan out.
With best regards,

Snow

@ zhzhF Try Yourself

Write a notice in English according to the following information.
RIBEU TG ERS —HER.
There will be a seminar on Thursday, 12 November in the conference room, starting at

7:30 pm, on the topic of investment opportunities in Thailand.

SEMINAR
Investment Opportunities in Thailand
In Conference Room
Thursday, 12 November,2011
7:30 p. m.

@ ZhzhF Try Yourself

Write an invitation letter in English with the information given below.

I THAME 85 —$hiE S .

On the opening of the Chinese Export Commodities Fair
China Furniture Import & Export Corporation
Requests the honor of your presence
At a reception in Aolin Hotel
On the 15th May,2011
From 7:00 to 8:00 p. m.

@ zhzhF Try Yourself

Fill in the fax in English according to the information given below.

RIELTHREERES—MEE-

Michael Bush, Sales Executive, sent a fax to Mr. Deng Dong, 34 Suihu Road,
Sichuan, about the Annual Trade Fair. Mr. Deng’s fax number is 24567888. Mr. Bush’s fax
number is 27869990. The fax has only one page.
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Reference Keys:
To: Mr. Deng Dong, 34 Suihu Road, Sichuan Fax: 24567888
From: H. G. Enterprises Co. Ltd. Industrial Building, Beijing Fax: 27869990
Date: September 30th, 2011 Page(s): 1
Dear Mr. Deng,
Welcome to our Annual Trade Fair.
Yours sincerely,

Michael Bush

@ zhzhF Try Yourself

Write an English Schedule for Tom according to the information given below in

Chinese.
RIBUTHEHXEEE —MENERRAR.
writing business report discussing business report with General Manager
having sales meeting meeting sales representatives
meeting John at 9:30 a. m. flying to Chongqing at 4:40 p. m.
attending conference at 10 a. m. meeting leaders of suppliers at 2: 00 p. m.

surveying the market in Chongqing flying to Shanghai at 2:45 p. m.

Chapter 4 Short Business Report Writing
HEFSHREEE

@ zhzhF Try Yourself

Fill in a report according to the following information in English.
RIFBUTEERESTIHE .
The plan to buy computers and video cameras

In order to improve the experiment result, we advise to buy 10 computers and 5 video cameras.

Chapter 6 Documents and Forms

BRSRE

@ ZhzhF Try Yourself

1. Fill in the following contracts with the particulars given in Chinese.

RIFFEPXEREERE.
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(1)
CONTRACT NO. AC4789
Seller: Beijing Light Industrial Products Import and Export Corporation
Buyer: General Trading Company, New York
The undersigned Seller and Buyer have agreed to close the following transaction according to
the terms and conditions stipulated below:
Commodity ‘Forever” Brand Bicycles
Specifications: Model MB28
Quantity: 1, 000 Pieces
Unit Price: At US $70 each CIF New York
Total Value: US $ 70, 000( Say US Dollars Seventy Thousand Only)
Packing: In wooden cases
Shipping Mark: At Seller’s option
Insurance: To be covered by the Seller for 110% of the invoice value against All Risks and
War Risk as per CIC dated 1st January, 2011.

Time of shipment: To be effected not later than 31st March, 2011,

allowing partial shipments and transshipment.
Port of Shipment: China Port
Port of Destination: New York
Terms of Payment: By irrevocable L./C at sight to reach the Seller a month prior to the time

of shipment and remain valid for negotiation in China

until the 15th day after the final date of shipment.
Done and signed in Beijing on this 11th day of October, 2011.

(2)
CONTRACT NO. 99/1234

Seller: Guangzhou Garments Imp. /Exp. Corp.
Buyer: Messrs. J. Handerson & Co., New York City, USA
This Contract is made by and between the Buyer and the Seller, whereby the Buyer agrees to
buy and the Seller agrees to sell the under-mentioned commodity according to the terms and
conditions stipulated below:
Commodity: Silk Blouses
Specifications: pink, blue and yellow equally assorted
Quantity: 1,000 dozen
Unit Price: At US $52.50 per dozen CIF3% New York
Total Value: US $ 52, 500( Say US Dollars Fifty-two Thousand Five Hundred Only)
Packing: In cartons
Shipping Mark: At Seller’s option
Insurance: To be covered by the Seller



