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BrEARRBRESM R R M = E BT BAXBE—RAERR
REFIAAEN, RATEARREAE = T EHHN EHRRE
MRS — BB B R KA TSR Z AL, B s 5 R
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Business Correspondence / Business Communication / Communica-

ting in International Business /
AR 2, , 51 B o v B A WP - e SR W7
O B5E, SN A R A HMRE S U FRIE,
@ HWK I ARBTE T AHAE FERNEER,
@ &S5 K BRMAE SR F LB,
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UE=MESHRRITS G LRI ER, FIENT¥FZXTR
BAKRSHH. FERMELRY R — A0l FUEERKSE
NMEFRLIN T

' BHERES — 9855 ok i A H 4 9 KU A A

R 15— HL, =/ HT, LPATTERA B 2 BT (jargon) , i

B EERAROAGS, FHE KB

i We are in the market for silk blouses and should be pleased if

: you kindly quote us your keenest prices for the goods listed below;

_ KEKE, RARURRIX 24— HEEE, XBRF HERINERHA

| M LR SRR AR T . A BEATLUE A R
BIAZE ME—FEZ, RN OERRNENE, XM A H
°R R AR U , I B E TR s R E 2 ALSK  Fi o
ZIRUERRTS  BR T X 2RI R R EI5 B R IEXA R
BRETEGHE; LR A RS AT R, IKAEMREX A E
I ; Wi B BBIBEA BB XA LE A R EFER M AR A, A
I1E AR, R AT %%, A8 4, X i B A B9 X B 52 1 R 3
REZ= o158 1!

LR, RITEA T KB E0 AR L E L5 52 Hl i
BRSO, bR A IESALER 5 b R 45 1 B R e 9 J e RS L R
AEWREXA T AMBZAR? KEEE LB, EEX
A]iE—TFF A EE L We are in the market for silk blouses, X5 & —7]
HBMAFAN R RIE, Z X A0, RE AR FRIIFAX 4
UL, H B RIFEE , XAERA]E % X # U : Our company wants to
buy some. .. /] ik H —4]3% “ should be pleased if you kindly
quote us your keenest prices... ” H #9, “ quote us your keenest
prices” "] LA{i 2 — @] L UM AR RSP R AE, RE AN H Rh
{5/, B il # B ATTA A quote 53X 1iA], T3 tell us your prices,

BERNMNEAT TR RBTHARBNERE HS
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W —4hH ek B F RSN A AR TE BB 1R , FEHARE—— 52,
X fEy b i — T JLAS HEE AR, LT 614 5 89 quote——iR A,
A 4 inquiry, # & offer, 5¢ #& firm offer, fgg #%
——non-firm offer, if £ ——counter-offer , & I claim , 3X $5 4R
RAMARBOBIT  FEA Y LASE, ket EkzEn B
S %S5 RMLRL T W8 % , 5 FE—L/C, A RB i #t— i
CIF, —fig %4k CIF f, T i S i B R M R A Z 0, BB R4 Bl
AERE, BrLL 1990 3@ A T CFR,BR T CIF/CFR 5t,3&
& FOB——Free on Board,FAS Free Alongside Ship, X & &

WA AR A SR R B AR B

FBMAERN+=MASRE, RIEEREAPEN,
TEMHAHARE:
(1)EXW——Ex Works TJ &%
(2)FAC——Free Carrier 35 7&iE A
(3) FAS——Free Alongside Ship #Eih3e4}
(4)FOB—Free on Board #} & 1%
(5)CFR Cost and Freight A3 %%
(6) CIF——Cost Insurance and Freight AR INE
(7) CPT—Carriage Paid to {1 %E---

(8) CIP~——Carriage and Insurance Paid to... & %{%i 1T

(9) DAF—Delivered at Frontier #13E38 4%

(10) DES—Delivered Ex Ship [ (i I 2545

(11)DEQ Delivered Ex Quay(duty paid) HARJ#EELIE
%

(12) DDU——-Delivered Duty Unpaid R5ZRE3ZHK
(13) DDP——Delivered Duty Paid 5285385
PA_E Brif B0 7 AR R 4R 0815 , WA 4 B8 4885, B at7Ee
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FHA4E 5. W CIF Shanghai JLNF—5 , EEAREH AR
stk g E R CIF 4y, T L33 Cost Insurance and Freight &3
Fihok, EAR AR L Cost J A | Insurance Jg{R [ | Freight 2712
DO RBIARESIEINUE S — TRk AP MBS R, REREE
DR E R A0S, Mk R R A FIAS 5, BT
% | XTI A G ER R LI FR T iR S S, LR B L REE
: i R RUHDR B B E H MR B TR IBSNE R TR
OB R B F BN T A, AR SR IR R CFE
Gl FORBOR B R, 8 10 NFA— A RE, B — N R
W 7 10 DERUR R 20 TR R T IR fg
WIS TEIHA 9, B F e AAFT FHLR S — R B i, By
THBEXRENEEEASES R, AL AN ERRE -1 E
ELLE% & s NfIE], {1l ASAP = as soon as possible, PP = on be-
half of  {HE Tt B H A BB, 5 i0RH — & B8 UM 2
B AR T X SR, Bl Bk R th e RN A1 ST 3
HARH L, Aol SRR, BESA A MU M A AR sE A R R 248
B BADIXTTRBHENZ SRRt KRR E B X HH
BIFR, ARE D B o
THEAE A AMBEREE—YLIL/IIRVD KEXHF
EXT B AR T AR BB KRN XRMTAE
B B E—-RERE X BHEXPIE 10 MEF, -
AERFEIT, AR F 00, TEEEX R F R
BEZ& T “We have received your letter of Nov 11th” Ak ZH & EHX—
KBEXFRBME B EZBIH B %R a0 R38R R %
£ AR E SRS I AX T FRE—MRIFHE B, B
XFAPI A, AR REZEEHEE T TRARE¥S, E
X B E L H, YL = your letter, 11/11 = November 11,RVD
= received, E ARWERASTHK, TR, KEBEHX A
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R, PrREE A s, BN MERFRESE TG  #egi

BRI AR,
THEDRE SN S R e 058 =M AL R 5N R S BRI Y

X — BTN ARBHNEY RBS AN S, RES RN E |
MR OE PSR, X — S B R RS TR, MHAR |
PRIFE 5 R L R B X BB ZE L, B, — M R BR SR
k%5 B SRR S immediate shipment B, 7] BERLE T F S |
“ITBPEE A" A4 immediate = at once, shipment = make ship- :
ment , {8 {7 7] BE R AR BUAR A SR KB 7E B BRAR B ST B2 |
B30 KA. WHRFEE AMEE, immediate shipment |

RIS 10 RS, #ad X ALE B IR, 5 2 i 48 5 24 4R
EHBAREX AEN— T RAE, XBERSNF 557K # [ &
WR— M RAEEKFHFEE, FHit, RATHES A ek X ]iR
REXH R RAEX P 7 EARREA TRl

G5 EFTR AR HEBEIE S, AL RIS i I H A — B IR
HRIFIAR S SR 3V 250 R E i S I 5 i B
HIABE GR35 LR VIH K

o  NRETH TP ERE, AN H R EREEE TR
8. RSP, LLIFELEERER, B A% R K#H o
KRR, BT LHT KR RIE, KRB E—RBAR, 2k
MRS, e BECIE RAKEE B ARBF R B EA R, BT LA A
ZHFRERA A ISR B E— . B, BWUARFEFX
FTERER , NEIRH RS2 R S [ A 5X 07 [ AR, b 7E R
TR B AT NS IT BUR B, B & RIE A WTO, 4 &
Rl R AT R A B b 308 , R 25 0 T A4 R RV H S R B
FRBATTE

MERE X L3, S0 B e B LA S RE VIR E IR, B
REVN B RERMZUER RSN R IE IR G SRk, TURE
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4. Business letter-writing

i 4 -1 Business letter-writing is an essential part of business.

T RARMEEREREFEH#ITLFER, BEA
AEFEEAEARD, FURITRBERRE RE WSS P
B— P DEH I

4 -2 The letter is often an evidence of an arrangement or a con-

tract, and must therefore be written with care.
R BEEERHIT AR HRE T A R OKE, Bk
PUEHERE
4 -3 The aim of a letter is to secure the interest of the reader and
his/her cooperation.
B B RETREE ARSNGB ERB M/ 1S
4 -4 The motto in business letter-writing is: remember the 7C’s.
¢ Consideration
Prepare every message with the reader in mind and try to put
yourself in his/her place.
WAL EE NE R, T R B R AR R X
e Courtesy
It is not mere politeness. The courteous writer should be sin-
cere and tactful, thoughtful and appreciative.
SRR B AR S —, B ETAEEILE, BT
PEEHFH#, BIERALEZADE” 6 Ytz AL RIEH
ARETT SRR TS , T A B T RS S A B3R Kbt ElfE
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RARMER, RZ , BB E LB R
o Clarity

The writer must try to express himself clearly so that the
reader will understand. To achieve this, he/she should keep in
mind the purpose of his/her letter and use appropriate words in
correct sentence structure and convey his/her meaning.

EERAERE, BERENARR. FILEERE RE
EFER B K, 3 A I iR E BRI Sk R
ik, fTF . TELERREE W B,

o Conciseness

Conciseness means saying things in the fewest possible
words. To achieve this, try to avoid wordiness or redundancy.

BT, MITEA B E AR L 6 E £ ITK BE , T
EETRE XA KA TR R BRI

o Concreteness

Concreteness means making the message specific, definite
and vivid.

R A ERG S, MR E AR BIERNES,
HERBEE. ﬁﬁiﬁmi{%mﬂ‘@,@IEJKE%,M,N%@U&
fE AR BE— SR B 2 iR,

o Completeness

A business communication should include all the necessary
information. It is essential to check the message carefully before it
is sent out.

RN AT, SHTE,

o Correctness
Correctness means appropriate and grammatically correct lan-

guage, factual information and accurate reliable figures (such as

.......
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names of articles, specifications, quantity, price and units, etc. )

EXREEN— N, —HEPEENESNRAES A4,
RUREPT LA SR F A R R AT IR 3. BR T A A IEMSL,
EEMEIER, FANELARE GFRARSH AR5 T/
HA/NE MBI, B EFIERT  HI M B AR EH
1EH.

A letter is personal contact. The exchange of information is bas-
ic to business. Letters should be easy to read and easy to under-

stand; they must be friendly and courteous. Business letters should
develop goodwill.

REM LB UE SR ARRBRIRE, ME A4
TR R IE SRR, B, FANER5S XS, MR FL
o BLEHER 2 R RAGH.

Hilk, ZERERARE ~EMBHFKF HEXKE, E£EBRH
ML, BRAHRIE, EBA —EHOHEEMNR, ERB—E
FIRFIE TS, Bk BIE R — PR A —FB R H

5. The Layout of a Business Letter

B, BREBEEOIE, — SRR Bl B {55 WL 8853 4
B, AR — T ARKERSG : — ROFES; R AR HIRT .
5 -1 Standard Parts

Standard Parts Bt — £ #flk H 15 24 7 B H B AR, — &
Rl BEER T HAP M —I0, ARy — e ARG ; F
B, X6 B R 58 S R B A S

A standard business letter consists of seven parts: (1) the let-
terhead, (2) the inside address, (3) the date, (4) the salutation,
(5) the body of the letter, (6) the complimentary close, and

o g
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(7) the signature.
(1) The Letterhead {&3k

It includes the essential particulars about the writer’'s name,

postal address and zip-code, telephone and facsimile numbers. i

R B, 1 3K 0 T — B 5 TP Sk A4, B BT AR
SIS 4T |

{535 W REIRUT O FE (FRHIREHT E S EMRRR, 4 |
FCEMRIET 815k , — AR ALER AR, BE R K ESHEL g
FREARIE s TG AT b oS a5 k— A T Ege s b, 1is il
BRI EE R — ¥ -

—AMER B BEAR RS FRNEE AL
(BFENRSR) o BRILZSM R I LB iESH FESH BT E
Rk LUE TUE ASRE R TR BREREE LA EL
SE . REFE QB E EMEG SEHEEEAE HE
BA B LR A AR A E R A KE P REE,

&L BEHERA =4

(—) B E A—BREE AT LB H R 5 AR 2 PRk, TR
EEANERGZHA N OEES, B R EMRITRENER
L1]1: 48

(DfERBETUEAER GRS i, WREHEX,H
E BT RLAR 2 DA i 9 GBI R A B RGEWES L BATE, LA
EHERSHER A TERMLBRE

(E)VfEkmRBEREM. Fim EmEArieaEs Fk
SHE EMEGRENAENE L, HRRAXENENE., B
HSH M AFARBESAERFEHFEHLFR, T UEA—
BRI MESR AR SRR A R LA R RIZ A B LR 55 B
 AmMBAHEEM.

Bk BRI ik HEFI R /DB

\ o



(2) The Date H#j
The date should be placed two or four spaces below the letter-

head to the right for indented style or the left for the blocked style.
The date should be written in full and not abbreviated. The preferred
order of the parts that make up the date is; the day of the month, the
i month, the year.
: A — B TERRA DR ERE, 5E k2 HERY
P 2~317, HEINBEIERITHRER A 45,
: (3) The Inside Address Pt
It consists of the correspondent’s name and address. It appears

exactly the same way as on the envelope. It should be placed two
spaces below the date.

HAMALEITES ERRE AR SRS A S E
AERNE L, AWRZEWFSRIBEREH LEA THREAR
AL, AT ATEER B R EY— R B UX A 2 i ak
B BUE RAE AR, SRR Z M 2007 1, HAht E D
AUTILMFAE: (—) RGN AT ARG S Eisbhb xR, D&
KEFEIEES A QFNGEEA TS B ArNEHE R, i)
fE NEYRE I AT LB S Pt SE X —TF , RS,
BALEFREE T XBHR AL FF TS MW ES HE AR NER
BLiR T, AT LURBCHRI T, (Z)A T A, EEHBHR,
RHRBE BT ; R E M g5 R mE R EN, S HRA TR
EEBEAF P, (E)ANERGHREFRIA,F T HNAM
i, RIEANEREATAT IMEXHFEHFBIT AT T, UET
AR, (I9) XS ARUE, B T 3 sk, B85 S b3
BT GRS, BT AR, XREEXR,ITHH At
AR—MERNERE IS, L ERAELE, B AR LR
FTREXRE P, BITEEH BB |, BErhR 3 A
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HEEASE, IR MR BT E AT LA 2IUE A ROHIAE T, sk R 7R (S &
FHBREARMIET A EFAR XA N EN, B At
RERFEI . — R A R AR B REE RRREAL T, X
BHEWANER, (—) B TR E, RO T4 YR B EE |
I Z) BME A T A AR RS AR Ik FRAA S
B A ST i BT A RE R AL ERAE B A B M AR AR, X |
FEFIATT LA EVE R AL B, (HINRBEREZTIEAREAM, W
BEBEHNE bR S, AB PR 1T L TARAKZ L |
HakAGE N FERNZ L, A0 T RMEI=/TrmEE, |

(4) The Salutation FRIF

The salutation is the polite greetings with which a letter begins.

The customary formal greeting in a business letter is “ Dear Sirs” or
“Gentlemen”. It should be placed two spaces below the inside ad-
dress.

B{5 AXBE NRIFROE . BIA B R H st T\ s mieT,
HEEHAMALF L, ERFEER(—) AFXTAF, RO BAL
A LA Dear Sirs,Gentlemen: F3CFA“ZIBE” “HSE” “HF
S (Z)MRBERENBEAE AN, EAMAFRFER? W0
X T 25 ¥, A LI Dear Sir, 1R %4 05 & & t, 7T LA A} Dear
Madam, ;X % 2 IR IEEBE G GRFIRS F A TSR, W/ AT
PA'E 4 #4 fn : Dear Mr Bush, Dear Miss Smith, i EHRX
AN AREFEREHBRAH ARHREE L.

(5) The Body of the Letter {g i 1F 3

This part contains the actual message of the letter.

BEREXRENER, EEANBEEHEXRIRS HE
MIEE S R AXER A IR F 1. FETF S B R B S B ek B i = A
FEm AR R B, TS ERITSE LRI E S, X
MAZHT .

¥ o
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(6) The Complimentary Close ZE&45%4 AL iA]
The complimentary close is mere a polite way of ending a let-

ter. It should match the form of the salutation. The most commonly
sets of salutation and complimentary close are:
i Formal .
Dear Sirs, Yours faithfully,
Gentlemen: Yours truly,
. FEGFALAGE-MEER MY TP XEEREN &L
POHEERT, EBMUTHEMEXZTRIRA T . BEWRALIEM
| RS A—-EEESAGLIE AR RIICR, R I Yours faithful-
ly, Dear Sirs, Truly yours, Gentlemen: , — B E XA H
BB, EREE— N REANSE - FRRS, i BEE
—FBEHES, CEFEME Y TRA LR FAAG AR
T ARTEREHEFANZFEL R LA R Yours respectful-
ly,”s
(7) The Signature &2
A letter should be signed by hand, and in ink. Because many

hand-written signatures are illegible, the name of the signer is usual-
ly typed below the signature and followed by his job title or position.
B4 —BIEFESFALFER T 5%, MEAWB =17, BN
ARKEFRHERARMNER AEREATEESR, ERTEHE
ME. L%, 5 T HEA B i, AN |] B O (8 i RO 22 B 3, iR
ERAHE, 40T L ERTFIIT S E AR 4 R
%, MBEHRHATRAOE, BMBEHEC AR ITEHN, /T LIE
LR P P"E“for” R RBPORE WAFH,
5 -2 Optional Parts
The optional parts of a letter are (8) the references, (9) the
attention line, (10) the subject line, (11) the enclosure, (12) the

o g




- W= @

carbon copy notation, and (13) the identification line. These parts
may be chosen or not as the writer wishes.

(8) The References ZE 4S5

The references may include a file number, departmental code or

the initials of the signer of the writer. They are marked “Our ref, 7 !
(R3S )“Your ref. ” (35 )to avoid confusion. They may be

placed immediately below the letterhead.

X—MEEEANTETHMD KRS I EX—Tk

BRERN—F5r. AAVARKELEEN L Our ref. Your ref.

BIZE#E , Our ref. No( &R X5 ), Your ref. No(l X5,k XS), !

SHHGHE &L AEHE BTN ERAZHT ., BE—A N
TIRER MRS, BATEE G E SRS 5, Hlan, £33 75
{E Our ref. No. 1234 B LA RANIEE SR E S HK Your ref.
No. 1234, XRA 5 MK —T,

(9) The Attention Line 2Jp A4/ {LE

The attention line is used to direct the letter to a specific indi-
vidual or section of the firm. It generally followed the inside ad-
dress.

XERL AR NERENREE. BAERXERE 1S
& %R, i Export Manager &, {5 — R[4 RN Export Depart-
ment, # A —ERE LR - AKBEZ,

—EHEN A AR X —T, B R BAA A KELA.
— AR R A G B Attention Line 2 )5, S EHILERA S
INNEREINERT], NI A BB AT B4 L NP R
IABEMAEATRERFRETE2HR? FEZ-REERF
ANBEWHARGE R AR TANES , HREAGE FIRSKER, &
BREEX—REHARLBEE R REE; AREFEANRE
EEX—PRFuRALE M TREES EWITHEHK. REZ
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/}\

z i
£
iE |
4 7 B
£ |
i |
1
|
H

'
1
]
1
I
]
]
1
'
.
[}
'
i
t
'

.......

\ o




