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FIERIIEE (Business Letter Writing) «-eceoreesersecsensmmcrnia. (1)
@ 7k 5% % (Establishment of Business Relations) +reereeeeeenrerenacaiannee. 9)
(BRG] (Status Enquiry) oeeeeeseeesreeeermeitie (21)
{E4Y (Sales Promotion) — +eeeevesresenseeserinieniin., e ——— (28)
W EZE (Enquiries & Replies)  coererorrrerersiminn .. (42)
AL 58t (Offer & Counter-offer) «----o-eseesrerestsnertmmiiimii, (52)
TR ( Bargaining)  ceeerecesereersiiesnitietiiii (65)
TTHE (Orders)  ---eeermersressmmmmmne ettt e (73)
L3 ( AQENCY ) revseseeres et (86)
BrJ] (CONLIAC)  +reversssssnsmmesnnnesterii ettt ettt (103)
FATH . (Terms of Payment)  +recerrrererierienmeaiamireiiiaraenen, (131)
fREs (INSUTANCE)  +=verrrsserrsrerenuserteusertut ittt ittt sttt (145)
FIBE (Packing)  -oeeerererrererrmne (164)
BB (Shipment)  soreerererrermens (177)
LA (Bill of Lading) ceeecererrstesiaimiiiiiii (191)
R (Arbitration) «eeeeeseeeeeeremrrrni (198)
BRIE (Claims)  cveeerrerrrmsnnnsnne et (206)
HARHELL (Technology Transfer) — «oeeessseerrvrrmessnamneeeniiiii. (218)
e . T, (232)
Bl BRI TAPHEFIREE  ovvreeevmreemrnmn s (251)
BV BB B FASTE  coeeevrreeee s (261)
BB B S B S S FAL & IR L coeveeereermmmmemeemmn (263)
B FHBEDLIEIAD wovvvvreerrmmerrormrem ettt (265)
R B HLTE 2 JTRIE o vveeeroenr e oo e (280)



F—3 WlkERnRs
( Business Letter Writing)

- EERRESXET, FEXBEEFEFERNEMN, EEHEXFRI-EXHHMR
W HFEXBMEXRE, HO%, H$BE, MEEHERBE, £, EAHKENR,
W%, BT,

ERG S, EREAHT A TR EHRASER L F XK, BT
X 7 BRI R . RS TRAMEER S, REBRES, HK, A
TRPMERMERERMREERM AR, EEM—HLFERMN, YhicUT “=C”
IGYUE

(1) 7% (Clearness) : FlME XM, g, IBRAEABT M. NREHERNF
Eo Bilan:

B R :q R
understand comprehend leave depart
house residence unpleasant offensive
city metropolis cancel abrogate
stop cease recall circumvent
distribute disseminate improvement edification
give up forfeit varied heterogeneous
repay indemnify begin initiate
least minimal mistake misapprehension
for for the purpose of during during the years of
because due to the fact that since for the reason that

(2) il (Conciseness): Al F. B EMA . B E, YIRATIIK., BRBK,
BEEEFHATE . SR,
e gl

A. Will you please return the enclosed card and arrange a convenient time for an
interview? (H)

At this time I am writing to you to enclose the postpaid appointment card for the purpose of
arranging a convenient time when we might get together for a personal interview. (AH)
e g2

I am calculating the annual turnover of the refrigerators imported to find out the possible

1



profit before 1 leave for Tokyo. (‘E)

1 am doing calculation in regard to the annual turnover of the refrigerators imported in
order to find out the possible profit in advance of my departure for Tokyo. (AH)

(3) 1L3 (Courtesy) : IS FH, LAY, RWNEEXMFEH, NBEIEA.
HEHXEERAFE, FSrEss.
e gl

Please enclose the price-list and the literature concerned, so that we can decide whether
we are to place the order with you or not earlier. ('H)

~ We must receive your price-list and the literature concerned before we can decide whether

we are to place the order with you or not earlier. (ANH)
e g2

Congratulations to you on what profit you have made in the first quarter. (’H)

I want to send my congratulations to you on what profit you have made in the first quarter.
(RF)
e g3 _

As mentioned in the fax of July 23 to you, you may find our offer for the belt. (H|)

Apparently you have forgotten what I wrote in the fax of July 23 to you, in which you can
surely find our offer for the belt. (AH)

—. BAki5 FHH_sE (Layout of a Business Letter)

A BR— A LA T JLAH 2L -

1. {53 (Heading)

EHTRLERAEST L - BRBCHEHNELAINLTR, ik, BIESH,
EESHS, Mk, ik, EEANEELNALARNEENENT AR o
RETHES, MNBREANSIR. MIFTEGEERA LA, .

(1) AMERICAN EXPRESS INTERNATIONAL BANKING CORPORATION

102 HSU CHANG STREET, HONGKONG

TEL: 57152713 FAX: 27113491

(2) THE AUSTRALIAN TELEPHONE & TELEGRAPH COMPANY

96 JEPHON STREET, TOOWONG, QTD. 4066 AUSTRALIA

TEL: (07) 23719033 FAX. 23741225

2. BHA (Date)

HEIFTEERT s A Ak, ERERER “H. A & R “A. B &
ROCRT BRCFERRBOR SRR R . W

1st December, 2003 & 1 December, 2003

February 15th, 2004 &, February 15, 2004



EESR G, “F. . H” 2T RR. W

9/2/2004

HFEEMERE B IBARE, AL LE B8P AHEAME R 2004 552 A 9 H
(FE) 20049 A2 H (EE). Hik, ATHEFEEM, AMBIFRIEIE
~, MHSMREXFE, FER#E.

3. {Eist (Inside Address)

st RIBAE AR (AF]) SFMshk, FTEBH TN AnL, eah:

a. WA BHEIEERFAN

b. TS . 1 () %£;

c. Wii4;

d. B. M (&) %. WREHG;

e. H&,

MBENFMEHREMANEZHET R, EERAABHRZHETM b Messts. , PR
HE, .

Messrs. John Smith & Co.
Messrs. Black & White Co.
R A R— B B — e B, W FERUE A4S FRIM M., Doctor B Miss,
Mrs. , Ms. %,
AT R F R AFIAIEFIA
(1) Allen Incorporation ‘
1470 St. Louis Street
Los Angeles, CA 90015
U.S. A
(2) The Manager
Bank of China
8/10, Mansion House Place
London, EC4N8BL
WAE AR it 4 At it R BOR PUT =/ 0L -
A. BEHRAFEHE—TA, W
a. Mr. John J. Wiley
Ajax Oil Company
246 Broadway
Oklahoma City 5, Okla
b. Mr. Charles Snow
Robinson & Co.
701 Grand Street



London, United Kingdom
B. BA—-MIAFAMBG, .
a. The Traffic Manager
Benton Bolt Company
344 Rue Road
Chicago 39, 1.
b. The Sales Manager
H. G. Wilkinson Company, Limited
245 Lombart Street
Lagos, Nigeria
C. BHAFAAL, W:
a. Peter J. Rowe Hat Co.
33 Lafayette Street
Tampico. Fla
b. The Universal Trading Company
66 Cambridge Street
London, W. 27
4. FRFE (Salutation)
FRVEITAES Nt T T RATAL, BRANDERIT. FRIPR—MIH, ATIE
CHkHT. WA
a. Dear Sir B} Dear Madam (B4 AN)
b. Dear Sirs 5 Gentlemen (B#Z/AF])
c. Dear Mr. Harrison %,
FIPEAAE S (EER) HES (REHX)
5. IE3C (Body)
BNAAE, —ANE—B, ERABEZRNZERNTT, HRTEMA %N
T FATEA
FEFFLiE] (BE—AERE —BRE%) NAFFHOLEREPRNERNE. ML
HiE, MER—TFXFRENWHB ., BEMERENK,
HENBEERENTRVEEANER, #8%, A TRR, SR
EHRR, MEHEERLERPEEMH. W:
We hope to receive your early reply.
We look forward to your confirmation at your earliest convenience.
We await your further instructions.
Hoping to receive your early reply,

Looking forward to your confirmation at your earliest convenience,,



Awaiting your further instructions,

EEBHERAMT IR, §TREAAS, A HEERRN, TRRE
RiEs,

6. Z5%%LiA ( Complimentary Close)

RRATHERERN—FEE, MERE-TTHFZ, Z7EPSBEGLITE,
WA MEDITRER . ¥ KA.

Yours faithfully, Yours sincerely, Yours truly, Faithfully yours, Sincerely yours, Truly
yours, %§

ZRALAE - HANETHERS, BEHES.

7. %4 (Signature) :

ZHTE (MRELZEFERLE, BEFEITFHAFHMNE Mrs. , Miss B Ms. , -]
BHARER M), REHET I HTRAITFIITHAT . BEMLREFK. EFARNK
RAEAEABRROLART A, MEARATAAELA, W dBEUNERARE, H
RTE% FHiE L per pro. (per procurationem) & p. pro. B p. p. , #HEE, FHAH
for {X# per pro. , f0:

per pro. Alfred Johnson

per pro. South Philadelphia Hat Company

8. Hft

R eRBRLL LA BRAsh, BETE RN s — N ZE, WRIATE, BHS.

(1) BlAfpbi% (Carbon Copy). WF L I HEHABIEFH T Ib— ANHBAN
o, MESZAATHITEC C RAIABEFARAFSZ. W:

C. C. China National Light Industrial Products Imp. & Exp. Corp.

C. C. Prof. C. Y. Cheng Hongkong Chinese University

(2) M4 (Enclosure) , WMEHA MM, MN7ZEA T fEH Encl. 5 Enc. , A58
WM 2R BRI, .

a. Encl. : Order form No. 512

b. Enc. : (3) 1. B/L

2. Invoice
3. Certificate

INSEBHHE 53 MR AR i, AT

Encl. : Under separate cover.

WRMENECEERRE, W4T:

Encl. : As stated. 8{ Encl. : a/s

(3) #Ip AE4 (Attention: xxx/Attention of xxx) , FFFEHFHMF AT EA
Ab¥E, A 7E(E P HERBRIE 2 [E) 0 B AR 3CF

Attention: Mr. David Jones, Business Manager



Attention of Mr. J. Nida

fE4T Attention of ... BY, BAFHEKILFEFHT,

(4) ¥#EE (Subject Heading B Caption) , #J#EIESCIE E 7 FFECT F#I8i%k, AT
BB T ERNE . FRERTHT L Subj: B Re:, BH “KTF, HX, FlH", Re &
AP T A, 4

Subj: Your Order No. GICL/503 for Sugar

Subj: Zephyr Silk

Re: X'mas Decorative Objects

Re: American Raw Cotion

WME T L B S AR T, Wl g,
Z. EREEEM

(1) KB, BMERNNBEARNBITEEN 34 ME, FENML ETHREZL
— sl ¥y, WERN%Y%, EOTHREMMAT BN,

(2) T, Y—(EHEABHN, £ KEAEHDEERNFESE, EHER.
Rt Biasn 58—k, £8 %ES FHEE - KES EAEN, BRES
—HESHE P E AT EWE AR, PIEIET 27 B( “Page2”, HAITHM.

T HES L EORA SAEXXT, MR RAS KEE ETHERERLA
FES . ELBXRERT AR RGE, ——EERENAHETIERE L&,
“REFERNEFAHA . AERODEKASEHENHES.

(3) XF. NRERIRE FESHET

(4) HREE, AT /N E B R SR — ok K T BURSR

=. {EH#3X (Superscription)

(EH AR EANES . ik 5% SEAaE e —F, WTAMFIRR
HkRo EHMWEEA LT ILRAN .

(1) EbMREEANGEZBYE, —BAC IR,

(2) RS A MRS R, ST EAERRARS, IAREARLE—F.

(3) WERAZ IR S TR, A LAMSL T HEEH VIA AIR MAIL
SPECIAL DELIVERY ., BInRMAMBYIAFEE, MASSMEHR.

(4) TEMUEALER . HubkA) EOvAL, FTEEHIBUT NA

a. PRINTED MATTER B R i

b. SAMPLE B i

c. COMMERCIAL PAPER b S

(5) A TFATEHLTHNA:

a. Kindness of Mr. ... RN



b. Private i

c. Personal EoNES]

d. Urgent att

e. Confidential w4

f. Please forward R 3N
g. Poste Restante BAFHR)R
h. REGISTERED #H5

M, BFEifF (E - mail)

PEERE, TR BRI ASE . RENBEEEN . FABFIRE RSN E
R SEHERE RSB REARENR, HBEERA. FrAESMMEILL.
FRMPE A, B AR S SUIAR ESRIRTMEEE . H T R — 0 5 LA
TILFHN

(1) RFENEREAEBET—b,

(2) WA, MEEMAFEES, MEAANSENURERE

(3) Anff R w4 e,

HL, B BRI A N

1. {53k (Heading)

REAFTRE—TRE Y, ST RN F MR, =17 RN
AR FAE IR L, HT R RENER, WEAIAPXREE, RRE “Fd” 8
E—17.

g AR, BTSN B IR A R EUE RN TR, IR
e AGRBAE B T AL FR sR PR RO e . SRMIER, SURAF, sREDASEIRR, SCERHRE. AT
W, —MEHEE., EREEEENREEXEE,

B, IR 2 0 8 A 3% B 3 B ) A o A2 38 ) ek 4 T e R ik

2. FRME ( Salutation)

—AMEBRRIFRIER T B K2, M R ANBFRMER. &3
T A F G R FRIE—4E

3. IE3X (Body)
RIS —RE, AEERNRE FIARRELRRE, —SylEBUREm R
AN i T IR 5

4., #EFRIiFE5ZEHZ (Complimentary Close & Signature)
{7 R N —H
Example :

Date; February 24, 2004



To: Martin < Martin@ yahoo. com. hk >

From: Phillip < Phillip@ macau. ctm. net >

Cc: Mike < Mike@ mentongegs. vic. edu. au >
Sujbect: Order on the conditions of timely shipment

Dear Mr. Martin,

Thank you for your letter of April 20, 2003, with which you sent us details of your
product BH —35. We have now seen the samples and are prepared to give them a trial order,
provided you can guarantee shipment on or about June 1,

The enclosed order is given strictly on this condition and we deserve the right of
cancellation and refusal of delivery after this date. Upon receipt of your acceptance, we will

open a letter of credit immediately.

Yours faithfully,
Phillip

Exercises

1. Plan the layout according to the following particulars:

Sender: Johnson Supply Corporation, 376 Sutton Street, San Francisco, California, USA

Tel: (01) 2463 5674, Fax; (01) 24675477 '

Receiver: Mr. George B. Shelby, the Tranco Company, 45 Fifth Avenue, New York, NY
10012. USA

Date: April 23, 2003

Remarks: This letter is to be signed by a staff member on behalf of the firm.

. Address an envelope based on the following addresses:

Sender: China National Light Industrial Products Import & Export Corporation, 82 Dong An
Men Street, Beijing, PR China

Receiver: John Simon & Co. , Fernhall Drive, Redbridge London E. C. 1, England

Il. Plan the layout of an E — mail correspondence according to the following:

You are Morris ( Morris@ ehomenet. com) , write to Johnson ( Jatto@ vip. sina. com) on

January 15, 2004, enquiring about the price for plastic shower curtains.



BoE @EIIFRAR

( Establishment of Business Relations)

ATYPRAY, BRAFAMMAE, TPTHEERE, SREAESNN—LRERYN
AEBISFRREBA—FRE], ER—BPRE:

(1) BOE T AFRLFHEL, tnBE, WHEE. SB/ENURIXAF
MEACARRPMNBRES, BTHXEFN, TLUED K —SE17. s,
hEIEAMILE, MIESFRRAL EOMHLR, BT LLES ERRAMAE ERIRA XX
/NG 2o

(2) HT#H—H THFELTERBWXHHER, FXS7EHERERLFRER,
HHIRBAMN T2 6T 4 P 15 BRI, RARITTE SNBSS RANIEE, &
HEMAIE A BRI B BB G, BEARNFACAAN—LHLR, W4,
ATV WHEE. RNE. TSRS R, HE R R 55 B4 X
R RS BE AR, MERS, RG] Xt RBUS G, HEHEZR.
M EE%.

Example Letters

e gl
On Recommendation of Foreign Chamber of Commerce

Dear Sirs,

Through the courtesy of the Chamber of Commerce in Tokyo, Japan, we have learned
that you are one of the leading importers of metals and minerals and interested in doing
business with us. We have been exporting all kinds of metals and minerals for 30 years and
have many customers and friends in over 80 countries and regions.

We are enclosing herewith a catalogue and a price-list for your examination, so that you
may acquaint yourselves with some of the items we handle. If any items you enquire for do not
appear on the list, please let us know. We are certain that business can be consummated
between us.

If you are not interested in taking advantage of the offerings on the list, please be good
enough to forward it to some of your friends or a firm, who may be interested in these items.

We look forward to your early reply.

Yours faithfully,



Self-introduction

Dear Sirs,

We have heard from China Council for the Promotion of International Trade that you are in
the market for silk garments.

We are introducing ourselves as one of the leading exporters of the same line of business.
And we would like to establish business relations with you on the basis of equality, mutual
benefit and the exchange of needed goods.

Our silk garments are made of super pure silk materials and in the traditional skills. They
are magnificent and tasteful and have long enjoyed a great fame both at home and abroad. We
enclose a catalogue for your reference and trust some of these items will be of interest to you.

We would be very much interested in receiving your inquiries, against which we shall
send you our quotations. '

We look forward to your favourable reply.

Yours faithfully,

e g3
Self-introduction

Dear Sirs,

Learning from the Commercial Counsellor’s Office of our Embassy in your country that you
are one of the leading importers of canned foodstuffs, we have the pleasure of introducing
ourselves to you as a state corporation specializing in the export of canned goods, and express
our desire to enter into business relations with you.

In order to give you a general idea of our canned goods, we are sending you by separate
airmail a copy of our latest catalogue. Quotations and samples will be sent to you upon receipt
of your specific enquiries.

We are looking forward with interest to hearing from you.

Yours faithfully,

10



