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Unit 1 Business Letter Writing( &t BIESERERX)

er Structure &l & R4

SR BEVERET, AR S AR RN R SE T L.

O f&3 (letterhead)

O #%ES%1 A (reference and date)
O f§ Mt (inside address)
O #7p A (attention)

© FrFE( salutation)

O Fih (474%) (subject)

O IE3r(body)

O #5417 (complimentary)
O %% (signature)

O M4 (enclosure)

O #i%(ccto x x x)

O M= (postscript)

(VA BB FEHA)
Modern Shoes Fashions e
78 Via appia,Rome,Italy} ek
Moda Shoes
Boulevard Haussman
Paris  France f& Pyt
Attn. Sales Manager
Aug. 17,2005 A 34
Dear Sir or Madam, PR
Re . Inquiry of shoes Hiy

We have obtained your name and address from Aristo Shoes,Milan,and we
are writing to enquire whether you would be willing to establish business rel-
ations with us.

We have been importers of shoes for many years. At present,we are interested
in extending our range and would appreciate your catalogues and quotations.

EX

If your price are competitive,we would expect to transact a significant volume
of business.
We look forward to your early reply. )
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Yours faithfully, 4 RS
Sharwin Huang } , i 22 4
Deputy General Manager R4

1. Letterhead ({5:3k)

SRS IEES , — IRERENE fa 2k , BB R BN A FR HuhE | B iE B85 5 B S K E-mail
FFHE 2 A SR ool — e T E BT E (MR LA S NGk g— IRk L. &
B2 ARG (5300 W ITEEE P REA 7.

2. Reference and Date (4 SF1HHA)
) B2 NETHFHSER SEERENERESES, R RIRE, BIFR Your ref./
Our ref:, i
Rk LB RS, EEAS B8 W IF 2 H/ R/, MEENEHEREA
/B/%, FTLA:
A. ERRISEES H, — AR 04" fRE“2004"
B. HWEBH AR, ARAKFRAE, ETUHSES
C. HABIFRAERTF.

3. Inside Address ({5 Hithilk)

s AN 45 FsE — RS ZEEENAE LT B ETUALE R, {5 ik 5 {E it
B, (5AITEIE AL FRibhEE B TAEER st RGNS, EHE Z—RRENT
Sfﬁﬁﬂthtiﬁﬁm‘,i'ﬁ,ﬁﬁaﬂz/\fﬁﬁﬂa‘ﬁiﬁﬁ;:ﬁﬁfﬁ“}éﬁ?&ﬁﬂﬂﬁ,{E?u}éﬁéﬂzo
Xﬂ‘l&fﬁ“)\ﬁ'ﬁ%‘ﬁ%ﬂtﬁﬁ:;~%I&%Ai§fﬁﬁi,ﬁn7ﬁmﬁﬁz%i@.ﬂt—'ﬁﬁﬁi%%ﬂiﬂ:%ﬁ,ﬁI
DA R A S BT & AR K FR RIS E IS S E R, AR R R e
FHEM.

4. Attention (Z7r\)
AR I 2 I, A B E A A BRI BBk AN IER, AT AZE (R P tdt
F Eifin Attention =§ Attention of , il :
Richard Thomas & Baldwins Ltd. ,
151 Gower Street
London,SC7 6DY ,England
Attention Mr. Cave
or Attention of Purchasing Manager

5. Salutation ( #RFF)
SRE AT E A B —FIRRIE BB RS At b T 2T, B RS SAE—
fi 3 R O BRIFIE A - E s ‘
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Dear Sir,Dear Madam, Dear Sirs, Dear Mesdames, Gentlemen ( R §E F§ 5. %() , Dear
Mr. x x x,

PRI JE T AT R, — B ALE B RS, EEE. g AE P 3kfE+ Gentlemen J5
BES.

6. Subject ( B HERE)

H i RATE B 7ERRIRIE T ERAT, —REEFETELE @Y AAERE-TFERE
R FEL KR, R EEAE, HAR S AR R EAIESRE RSST, fElEA—
BERAEFEHNE.

7. Body(IEXX)

XEBENER, FEEEANEL, 7E5 K7 I 3kiF (Opening Sentences) , B ik
—%5 FE I B bR AEEE S IREIX T HRAEH B RS R R RN AL ES0E,
i — B TRIEEREEW—H REN. WRRE—YEHE T AR R B ELER
AETH.

TE(5 0% R — IR 45 21 ( Closing Sentences) , —fi FSR B 454 USRI, S 3
FAEAMER, A BB AT ELARARELERFAE, HE—B. WM.

We hope to receive your early reply.

8. Complimentary ( 45 B# %)

AR —FRERIE, TR SHTEORIEAERL, — & A A, AR SFRA XK
EATEHE R RIESE, BENES . W:

e Dear Sir(s) , Yours faithfully,or Faithfully yours,

e Gentlemen . Truly yours,or Yours truly,

e Dear Mr, Yours sincerely,or Sincerely yours,

9. Signature ( £ )

GEENTE, EATNEHRAREITHREZE AARAREHIANES, ELHWTH
KRt )y TS NRER BRAGL, AT AT

AR HAEAZEELSL, AIRERIBZEHERAEALH, REER, FAA
Hillo

MESMALS , BEELELZHE LR “for”,“pp” ,or"per-pro”, .

Yours faithfully,

PP Director

10. Enclosure ( fif4)
“ N FA AR T RS — R A . A MR, BIZE4E R T 1B Encl. 5 Enc.
MR (E— R 7E A 2 Encls or 3 Encls, B4R RN T

o Encls .2 Invoices
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eEnc.1 B/L
1 Photo
1 Certificate

11. CC to xxx{ #p3%)

R R EE R KB, F]m‘ﬁi(ﬁ:“m%ﬂ BE S EMEN, THEEHRENET
FTEBH“CC to xxx” or “CC xxx” .

12. Postscript( i =)

EERE, MREREEEEMWER, T UAERN P. S. 5[ HAUHIE, RIFHEZEA
HEBANHEER (FNBERE—NTR) . “WENRAEER.

1. Semi-block Style with Indented Paragraphs (JB&73)

{5 P FRRIP R AL (A 2 AT ) , HAt B0 R 4R 1T X (B B3R
— IS TA) FhES, B SR REAE T HEWA NAE,

Koppermann GmbH

Schubert strasse 16 ,K-2618 ,Hamburg, Germany
Tel.141610000 Fax.041610001

2 April 2005

No123 Huaihai Road .
Shanghai 200233
China

Dear Sirs,

Your letter of December 6 addressed to our sister corporation in Nanjing has been pas-
sed on to us for attention and reply, as the export of Electric Mixers is exclusively handled
by us.

A

However,we regret that we can’ t supply you with the products direct, as we are al-
ready represented by Messrs Bill Jones & Co. 346 Broad Street, Thailand, for the sales of
this commodity in your district. They have been in close business relations with us for the
past 10 years and you may be assured of the perfect reliability of their service. We would,
therefore , advise you to get in touch with them for your requirements.
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If you are interested in other products, please let us know and we shall be pleased to
do business with you directly.

Yours sincerely,
H. Koppermann
Managing Director

2. Full Block Style ( F3L5()

B—1TF , A1 B 5 A sbht 2 i A B kA, AR R NS S BT X
R AFFHE AR SRS B Z EaTAHE, (FRAF A SR B EAMmIE Fh,
HRWAMEZEERRMTS.)

China National Machinery Import & Export Corporation
Shanghai Branch
No123,Huaihai Road Shanghai 200233

Apr. 10,2005

Modern Shoes Fashions
78 Via appia,

Rome,

taly

Dear Sirs,

We learnt from the Commercial Counselor’ s Office of our embassy in your country that
you are a large buyer of table-cloths. As articles of this kind fall within the scope of our busi-
ness activities ,we take this opportunity to express our wish to enter into business relations
with you.

Chinese table-cloths are known for their good quality , attractive designs and fine work-
manship. They have enjoyed great popularity in the European market. We believe that
through our joint efforts they will also meet with a favorable reception in your country.

Perhaps you are aware that we always trade with other countries on the basis of equal-
ity and mutual benefit. This policy of ours greatly helps to strengthen economic relations and
promote friendship between the Chinese people and the people of other countries. We are
sure of good business prospects before us.

In order to give you a general idea of our table-cloths,we are sending you under sepa-
rate cover by airmail a copy of the latest catalogue. If you find any of the items interesting,
please let us know as soon as possible. We shall be glad to send you quotations and sam-
ples upon receipt of your specific enquiry. '
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Yours faithfully

China Nationa! Machinery
Import & Export Corporation
Shanghai Branch

( signed)
Manager
velopes ( {2 3t 4it)
(EEag=2uR
FHALHR AL H 3R
Return Address Stamp
el A & 3R & A ik
Mailing Address
BB ¥ o7 K B
Mailing Notation

FBHOITEEZAF LR, RAFBRRGAFS, EFLAANEHERE LT EHES
BR sk, WEARZRR AR ITEEGH M 42— =02 —H TRANNMNE, A LH
H IR R ALE, “ Hias iRFF (BY AIRMAIL) ” S E A A R 7 Bt R FE (R B 2 T 07, 40 :
. Private #A A{E14
. Personal £k
. Confidential #1.8
. Secret
. Top Secret #4585
. Ordinary Mail 3E{g
. Immediate or Urgent 244
. Registered (Reg. ) 5
. Express g
. Via (by) Air Mail iz
. Printed Matter EJIf1 &
. Sample Post 57 fif{4
. Samples of Merchandise ¥
. With Parcel (packet) 5 iifusi
. Re. ERE(Bp X4 ) B XK Hih
. Enclosure(s) ,or Enc. ,or Encl. fi{{F
. P. S. (postscript) or N. B. (note well) & .FHR
. att; (attention) {4 A
. ¢. ¢. { carbon copy) ,or copy to Bz
. ¢/0 (care of) #3¢
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inciples of Business Lettora(

R H1E CYRT FERAEBMER) REFEEWDEMTRFE BN TR, @ ERS
ERHEES), R B CRIBR, R0 HifFR.

B IERIER S RS, KT AR, W52, BERLBERN, i~ TR,
B SERE MU, LA TR TRIE B, IE B

1. Completeness( ¥ )

—HERMPE T —HRENBE, BT RTNEER BB TR MRER
#FXZR T LGRAR THRBEEH (FR) T SEA IR (Lawsuit) o Bk {5 o6 B AL 1E &0
W ST, QT (R L B ] b S S M B F SRR A

—HEEBEEEE, T HIAN W kK%, B

Who ,What, Where ,When J Why (434§ How),

BIANFEIT R S, L HUHBR LA -

“TEf AR &" (What you want) ;

“fAIATEEEE"” (When you need the goods) ;

“ 4% 4 % T {7 Ho 47T A (to Whom and Where the goods to be sent) ;

“y{ar {2k (How payment will be made) , fxd it 7 BSR4k ) 75 5 12 SRS (A BE
REE, AREHRNE ) R ULRA B by

“Hft4” (Why),

2. Consideration ( {&ix )

EEREAE A T AEEEEEHABER MARNEBSHE, B EMEEE
X o

PRI, BRI R A A B ER R RIS TR SO IEE R . XA, BRAT AEBRAT
IR ER T ARGk S e S AR, AEB T XA ERE. RESABEARSE"
(We attitude ) , ZF1“ B {5 AKZSE” (You attitude) , th ik R — I FE RN B [F ABEMAT
e BB L R B B AL TR A, BEE ) LU T -

We attitude You attitude

We allow 2 percent discount for cash pay- You earn 2 percent discount when you pay
ment. cash.

(I BER, |ATE AT (AT B, AT LA

We are pleased to announce that. .. You will be pleased to know that. . .

(RATAISUES ) (PR R E A -)

We want you to do it. You will no doubt do it.

(BRATEARITXRAR) (ETHERE AR )

We follow this policy ,because. .. You will benefit from this policy,because. ..

(AR B, E A ) CHRATIHE A B R3S, B+



