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Chapter 1

Layout of Business Letters
HEEEEETR

Z WA Learning Content

r——

B 43 E B A

1. B4 P10 s

2. A5 0K

3. A5 PREEHNBE (X5 EEFR

................................................................................................................................................................................................................................................................

EPE/ Brief Introduction

r——

BA5 RIAT IS A RN A8 — A AR — A6 B A5 RADR B 45
T BLAEAL 5] — 49 2 A A9 T2 3 Ak 69 36 e AT e 605k 5
AT RS B — AT TR XML A ERE G EEN SR, LARER
DG R ) e X B R R X T M e A S
AT BRI TISE BT By B AT S 515 0 A T B A5
AR P 5B EHG B EE NS

...................................................................................................................................................................................................................................................

A TF 5] Detailed Study

r——

—. BEBERAEMERS ( Parts of Business Letter)
FRUERI RS 55 115 A Sk 5 SO R = A dl k. IS5 LB B R 4053 LA



2 BSRIBESE(E =) "

A LM 23 -

(—) A A% (Seven Standard Parts)

1. {53 (Heading)

(EPSIZEPNIUL AN i T S WS /Al R /S | WA S E R AW == /AN i B ]
WA HC GBI R fEAE .

{5 R AHERAF N A R AR AL B3R AL S TEM S . SR ARGE
B HH

2. HH (Date)

R 55 o L HRE T4 B A ARRI(36X)  wrld A B VARRI0R( 650 6
H. gkt ek G0, — HE —f SR, g iz T s 23— 80 A 2B

ARG N SE A L (F140: 2012 4E R 5 R 2012 AR ZES ) 12) 3 A BOZ I 9eERoR
ANREHECFARAE (Ban: TLA B May , A S 5 05) 5 HBIARESE S ( BIINARES 1L
“12,7,127) B H 107 FH A0 5507 B0 3R

DL JURR H I 5 B TE AR Y -

December 5, 2012 December 5th, 2012

5 December, 2012 5th December, 2012

3. HAZFRFOHE ( Inside Name and Address)

IR WUE AN 424 FIRVET LA K 28w (A BRI T i bl (45 1) RS 7 44 I e ik
o/ B2 R R S R 45) o

PETEHLHE S 22 M S A PR /N B, HEFIIGU S TR A% — 138 44 FR— 3l Tl 44
M 148 % — R IX S — [ 4 o

BN HEES B 515 E BIE NS PRI AR ], & — RS EEAE M A By AT H
IR

il

General Manager

The International Trading Company

No.5 Avenue, New York, NY 10017

U.S.A.

4. FREE ( Salutation)

FRIF 246 505 AR AN B — ML SR B R IE - i an “Mr. " (JE4) « "Murs. 7 (R
N Miss” (/MH) 8CMs™ (k) o BDAE TP RIFRIP S8 A 1 P AR — A, 5 T
SRR Gl 24 42 PR o

40 A AR B AE A N A4 BRI 44 BRI, 7T To whom it concerns/To whom
it may concern.

UAHIE LA TSI, ] “Ms” o WUROR A W fE AR 51, K1 A" Dear
Sir or Madam" o FRIF M ZEih TS 556, A7 T-H N HAELL T -

PRI R R — M FHIZ 5 50 B 5  ABFRIE S A IS S5 IR C ok 2 .
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5. {ERIEX (Body)

fE I IESCRAF SR K, B B8 Y S50 B Y @Bk . S0 s =
EHEE E AR 48 ARST , #0270 Sk Rl i X Bk Z N BCR AR THE , Bk 2
[ SR FH LA THE

6. ZEEHUIE ( Complimentary Close)

FISHRIGRIG R RHEEILA . N RAGE A Yours faithfully, Yours
truly, Yours sincerely %, FRIEJ Dear Mr. /Mrs. /Miss/Ms. -+ mt, 45 BB % Yours
sincerely o FRFEA Dear Sir/Sirs or Madam /Sir B}, 45 B % ] Yours faithfully . %5 EHUE S
HEIZ'5 o {7 sRda A BUE NI BRI 44 i, 3305 35 805 1% R I, 45 R s 2 1
Sincerely yours BY, Yours sincerely o

7. %% ( Signature)

W TER 55 BESRAGE T2 47T ESEATERN AR AR fEAFAPRT B
SHUMEHESEY . SEANEATREARNES , WAl ARA TS REERMAZEL T
JH pp( B per pro 483) fA&F fore AEREANILRNERLA A RELEL T HAL AU
BATED ko SRR T NATENI S 2 kA5 . il

OVERSEAS COMPANY

Charles Smith ( signed name)

Charles Smith ( typed name)

President

(=) XAMELE % (Seven Optional Parts)

1. 71445 S ( Reference Number)

WA R EAF AR, WTE IR S 5, 3 T LT (8 8 A5 AR IO 1945 1420 5 VA 1Y
DA e Atr B , 05 (685 5 N B0 75 1l e 5 DIEAR PRI Rk - 4

Your Reference No. : Our Reference No. :

8¢ Your Ref. No.: Our Ref. No.:

2. Z7n A\ ( Attention Line)

LT P HHERFRIE Z ), T A i 2 w) R W A B M sS an FA BAk
ZIPNEGR T i

Attention: John Smith, Export Manager

8§, For the attention of Import Department

3. EHZARA ( Subject)

i i bR RN —F i E X B HE S5 A . Wl E SRR 5 IESCZ IR . fihn:

Re: Our Offer of May 22

An: Re: Men’s Leather Shoes

4. Ftf% ( Enclosure)

B 5 VR ISAR AT B A 53 9 2R 7 (S 0 — 2 T B, DO 2 A 1Y
72 FA4T L “Enclosure ”8{ B 455 “Encl. 8¢ “Enc. ” .

il n:

Enclosure: Price list



Enclosures: 1 B/L
1 Photo
Encl. As stated

5. Z7 AR S ( Reference Notation)

ZIP NS A E R AT B 2 5 AR A AT, A 25853 -

HiA: HW /XL HW: XL HW: XL HW /x1

6. BfS (Postscript)

Pl AR PR B B BT (485 0 PLS.) SRS RO B N A AME S I, R T
PEP RN S TR AR RS A TERE.. ARSI, —RA
FABE A, fcdf H a5 42 3

7. $bix ( Carbon Copy)

WERAEWUE N Z A0 AF OBt ELR T A0 iR 55 = 0 3l 5 1 “ec” 8RR, 724 44 S MHF
TUSTHZENLRAT | “cc "8 “C. C. 7, FEAT FAP2E X G 09 4 FRED AT

i

cc: Lee Wan Ling
cc: Shanghai Branch Office

“cc”B “Carbon copy” ( EHEIA o ‘“cc”ZJFRTLIINE S, ] LIAAN, “cc”i8 AT LA
PR

R AR AL WAS N RIE {5 RSt B APk 8 A, 8 H] “bee™ (blind carbon
copy JLfE Sk BIAR) AU “cc” ARIEERZENIFRY T 7 o

—. B5%HERER( Forms of Business Letter)

P =500 4% 2 F A F 3k X ( Blocked Form) | 4 17 3 ( Indented Form) FIiE & =X
( Modified/Mixed Form) =F# .

1. F3.5X ( Blocked Form)

XA AR AT K UE A hE S B9 BRI ESC( G BOR I A (45 R HOE &
BRI YT R XSS AT R AR S R EME IO E AT AR . A A R SR R AR T
BT k.

f4m:

General Manager

The International Trading Company

No.5 Avenue, New York, NY 10017

U.S.A.

May 3rd, 2012

Messrs. J. Brown & Co.
143 Eastcheap
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London, E.C.3.
U. K.

Attention: Import Dept.

Dear Sirs,

PHARMACEUTICALS

We thank you for your letter of 21 April.

In compliance with your request, we are sending you herewith a copy of our latest price

list for your reference.

All prices are understood to be CIF European Main Ports, subject to our final

confirmation.

As there is a heavy demand for our products, we would suggest that you advise us by

fax in case of interest.

We are looking forward to your early reply.

Yours faithfully,

X X X

2. 45177 ( Indented Form)

XA R AR Sk AR Ak XA AT AR i — 28, — R4 ik 2 - 3 DI SCFRE, AL
BB . IESCRBOT IR, — 4ot S DSy . B Brz 1Al 18 # R FH AR AT HE .
BRI HE S BRI S22 R ATRE o A5 B9 1E SCAY D B SR — A7 E AR kI A28
o 4 FEAIE RN 25 44 4T A v 1) = i A B2

foiltn:

MARIWANG PTE, LTD.
402 Orchard Road, Delfi Orchard, Singapore
Tel: (65) =735 -0131 Fax: (65) —735-0132
Our Reference No.: BG /2468 Your Reference No.: CT/SH

May 3rd, 2012

Messrs. J. Brown & Co.
143 Eastcheap



London, E. C. 3.
U. K.

Attention: Import Dept.

Dear Sirs,
PHARMACEUTICALS
We thank you for your letter of 21 April.

In compliance with your request, we are sending you herewith a copy of our latest price
list for your reference.
All prices are understood to be CIF European Main Ports, subject to our final
confirmation.
As there is a heavy demand for our products, we would suggest that you advise us by
fax in case of interest.
We are looking forward to your early reply.
Yours faithfully,
MARIWANG PTE, LTD.
Joseph Ng( Signature)
Director
NQ/SC
Encl.
C. C. Branch Offices
P.S. Your letter of 22 April has just come to hand. As requested, we will airmail you

two packets of samples tomorrow.

3. JE& 3 ( Modified/Mixed Form)

R ERWAIE ARG N . XFIEAME S B L H LSS R AGE R
BEAE KRB G700, R REA R F R0 )5 0. feR 45 i H I 5 530
X5, 4 RAOE FI 2 44 BT B O R R TR AL T A2 3, 5 A R
7. filhn:

MARIWANG PTE, LTD.
402 Orchard Road, Delfi Orchard, Singapore
Tel: (65)735 -0131 Fax: (65) —735-0132
Our Reference No.: BG /2468 Your Reference No.: CT/SH
May 3rd, 2012

Messrs. J. Brown & Co.
143 Eastcheap
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London, E.C.3.
U. K.

Attention: Import Dept.

Dear Sirs,
PHARMACEUTICALS
We thank you for your letter of 21 April.

In compliance with your request, we are sending you herewith a copy of our latest
price list for your reference.

All prices are understood to be CIF European Main Ports, subject to our final
confirmation.

As there is a heavy demand for our products, we would suggest that you advise us
by fax in case of interest.

We are looking forward to your early reply.

Yours faithfully,

MARIWANG PTE, LTD.

( signature)

Joseph Ng

Director

NQ/SC

Encl.

C. C. our Branch Offices

P.S. Your letter of the 22 April has just come to hand. As requested, we will

airmail you two packets of samples tomorrow.
= EHNEZEEXRSEEEM

P FEA G EARFE EE . OATEXUT AR E AL , S EE R RS
TR —EN G . (R B S IERATEN A RS 0 T (REI S %S5 E N
HER) S 4, w] DU 44T NP3k X (B2 S B N b R T RORS XN —3 S8EEE S
DUREESIE XA

L i i TR AR 4 ik S5 7 A B 9 o ) slRs A7 I, S8 %5 1 A itk
Z S e N (e B A SRER)

2. AR ESMAE pR AP RE T DUES H E 2%, 7 ST sk A4 1

3. [Al—SiBAA FR T T REA A, B LA B {5 B 27 245 BT, A 0 2005 3 A M
AR £ T T A U MR ), LA R = 2341 i

4. v BRSO % ph 7SS BT, S FE R B AR S PR A Post Code, i L2 L%



8 BSRIBESE(E =) "

TR 2 G T, 36 AR B R 5 PR A Zip Code, H TR ZH AL ML 4w ik £E
[l 44 2Z 17, HuhkA% S N s R AR 491

5. A EIRERACH R RN, — AR R A A BORE AN 1 {5 B ZEfE B B — A i
BfE Nk R RS ARk B 7E 83T ENTEAR N 1 SCH T, 1% I8 — & iU &
fEAC, H PRS2 AR B IS AR BT 78 BSE AN EF stk o Wfi N2 SR As A v i F
IR B2 X B 5 R TSRS

Sample J&41:

Sender’s Name( 347714 4%)
Sender’s Address( 27477 #udih)

Stamp( i85%)

Receiver’s Name( {4 51k 4%)
Receiver’s Address( W4 77 #idil)

Hen’s Garments Inc.

34 Chatley Avenue

Stamp
Seattle, WA 9867
U.S.A.
Fashion Imp. & Exp.
Corp.
96 Jinzai Road
Hefei, Anhui 230026
China
HHF Try Yourself

r——

Translate the following envelope into Chinese. ZJi¥ THEM{EEHEMR P L.
Fashion Imp. & Exp. Corp.

96 Jinzhai Road,

Hefei, Anhui 230026,

China
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Business Letter Writing
HMEEEEE

#>] A Learning Content

R —"

................................................................................................................................................................................................................................................................
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\ qn)
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c

5 .
1. #5 %%£$mr CRIECAb-Y
2. FARBIZENE 5SS A
3. KAk RARILaGE R B E
4. BHHZH 5%

5. #FfEN 5%

6. HIFIZ05E %

7.%ﬁF%ﬁ%

8. MBIEHE

9.*%%%*

..................................................................................................................................................................................................................................................................

R —"

BAEBEHRERFRASEH P +oER. —HEFROHEBERT A EEAZ
5 B AREAE, N TEIAEERDERELER, CRERFEEMEE, 5 AL
HE W &Y ETI s
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BT | ) B Ae s B AR T 5 B A5 2 F 3R 134K ( consideration) | {4 &
( conciseness) . i W7 ( clarity) \FL3%( courtesy) = iE#4 ( correctness) # & C R M. W
BHEAEEH LFAMA A ELLID R, BEARAE

AFHANBASFH T F NG E L LS X FZ A28 P M F R
BRBARRBFRIGERE L X BB EZHIERA R R

...............................................................................................................................................................................................................................................................

2 T1F 3] Detailed Study

T —

—. By A S X ZME K 5 M & (Letter of Establishment of Business
Relations and Its Reply)

V55 5 R EE ST R AL 5y (T I PRS2 ) St o A BR ST L 55 50 R 5 pR s sURTE <
BOES, AT S0 A IR, A LA, AT SR

A BN T 5 G AR AR BR — MR AL 36 LA T L N 2

1 PRyl i A 2 AR ( WAERAT 46 KA I R 95 2L TEEAMN R 23 T
H VT RAT4 % SMEWNINEINGZE S 2 R Y 51 5 R A 1 B 55 77 2X) RIS X 7
438 TR bR LA R AT OGN B0, T BB S A5 1Y 3222 B 19

2. RBIHNT 55 K AR Y B

3. MR FA RISl 3B 55 U DL K i B

4. KA R GX7 8 5 5 & F 1R 1) 55 Ay S W 1 A B o 1 B D) S i A A
RS

5. YRR I7 AT AL TS AR R BEAE RO QRIS T 518 T EB) 5

6. HUEWE ARIE .

Bk

PE A BT R o R R RME R, T B D DO . IR 5/ 8 A O 2wl B 22
R NPEEE, R4 55 B A N A

Sample Letter (I) : Establishment of Business Relations

A1) I LF K RGE S

A Letter from an Exporter

Dear Sirs,

We have learnt from the Commercial Counselor’s Office of our Embassy in England that
you are interested in importing textiles from China. We are approaching you for

establishing business relations with you.

We have been in the line of textiles for more than twenty years, handling the export of

various textiles. Our textiles are very popular with customers in the world market for their




