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Chapter 1  Business Correspondence

B—E HHEH

FEHERRERRSPEARN  EHERKATFRZ —. BEERRZRAIENN
HREDNH R BSEHENEERURAKA T BREE.

SO TAEFE BB SRS B A0 RO R ARES,
HRERVERHARTAR JELRE H 2R 551 8RR 9 B L % XU i s F
B ER—BERL, NTTHTEAEIE. B, SEREHMRFLTER . H% (clarity) ;
YEH (correctness) ; & & (conciseness) ; EL{& (concreteness) ; 52 % (completeness) P & LR B
& (courtesy) , , )

1. % BEELTEREVUTHRIACHER. UGN T RLER. 88285
7= A i CRRIE B T B8 34 /R AB R 3K . " Let me know before the end of this month the
number of children attending the classes”. B, REE"Let me know the number of children
attending the classes before the end of this month”.

2. B FHEYTIXERERERNEOFRERREARR, AN EAERENA LM
B P LR, B AR A HEWZF . 4] 20 .7 While studying the report, the telephone rang. ”
X —A A B4R R , I 7E” Studying” B AN _E"T was” :

3. i MERFEENAREBIMAARKRBEEMILRMNIES RELER. REMEAN
IERR, BB B R, S AR, B0 & RIEEEFE R, \TE#U" T am happy to tell
you that your loan request has been granted”. ZF R IR N S B F UL R REF L BEEEH
A IE® :"One of the major reasons for business failure is being financially overextended. " iX
BB HZEWA ) FF35 T " Your loan application has been turned down. " g 3% 8.,

4. Bk ZRHE RENBETERT YHEBREE . BEBERRMNEE. L
it : " Please submit this report by the close of business on Wednesday, June 5. " #¢2 " Please
submit this report as soon as possible. ” B4, RIZE B T L2 MAE B EE, S ZE{UH .
“RAR”E R EBE S, AR, :

5 2 —HELEALFACESEGANAREREMNGER BRATFARTE, W
BEHBRR, XEREFEAMABEAZ,H0:.” Would you please send me a copy of the report
that we discussed last month during the sales meeting. ” § /11" Would you please send me a
copy of the sales report for microprocessor sales in the New England region. ” £ H &%,

6. ALEBMAE —HIFWHLEFN I - NBEEFIRELRAL. KEBAIRT
MECHBEEKRER, Rk H DR A OHE B E R, 165 S R 7 84 f BE 2 18 ]
BLBEEAB/PERNTRRRI. RITREE—T FTHMHE:



1) Thank you for your lettér regarding the problem you have had with our hand - held pow-
er tool. We have turned this information over to our engineering staff and currently are
making changes to eliminate this problem, We hope to have an even better power tool devel-
oped by the end of the year.
2) Thank you, Mr. Anderson,for your letter reéarding the problem you had with our hand
- held power tool. One of the best ways to improve our products is by getting feedback from
people like you who use the unit. Your detailed description of the problem is proving very
helpful to our engineers, who are working to eliminate it. Thank you for writing to us, Mr.
Anderson. We appreciated hearing from you and would like you to have the enclosed elec-
tronic calculator as a sign of our appreciation. _

LEFEBRBERGEFRAFGFE, HEEEBREEUTR, J5E —HRIEEEANT
HERATHRI Y, 3 LI 2 RBMX HHER. :

. | |

1) We were pleased to receive your order for 1000 Model A color televisions. We will
be shipping them in two weeks and estimate that they will be seven days in transit.

2) Thank you for your order of 1000 Model A color trlrvisions. You will be receiving
them a'pproxima"cely three weeks from today.

FIB DIRIA We 5B 2)IRIA” You” , BRI H M RBT AT

55t B E ML B E ALE IRAE AT B BB v T R B S R X BT BRF
HEE BERNENBRESSSE B2 ALEGHNBEERMEZ A, 2B T A
TR, BN — S L 3T T T &5 '

TERMNTBRIECHE WA FREW R R %5 5oLl R .

Section 1 Layout and Style of Business Letters

B—Y BEEENERRESIER
‘ 1. & #

—HREXHALEHF—BRIFRE T HUTANTEIRER : BEL . Py ik BRIE, (58
ESCHRALAEZE. ARBTFLIREE, AHNE .20 ABE FE, 2252 B
. BT DERERS . ARSHRITL 251 ER,

(1) 153k (Letter Heading)

FELHREANLZHRUANEEHBHAR.

HEMEREZFEA—BEMZEREMLE STHEY, FEEEALEHSE,

BEHRAF WS —RMEHDEELNES ELX - REEAF, . HEMUERK. M
W ERES . BEES BIEE5RS,

RAEEELANERER, REESEHABERNWTE LS FAMRT T . A NS E
FEFUTHF.

__2__



1) March 23,199 -

2) 23(rd) March, 199 - _

HP DR OBGEE, FHMABEREE N, MAER 94 0% 1994, Jan 0%
January.

(2) #HAH AL (Inside Address)

S P AL ELIE (5AUREA (A AL RUMLEE , 5185 B3 ARIIEE (A A 4)
HRER A EREH A EERH ke, KEFRSH KR . fln.

Mr Zhao Hua FEEEERE 655
65 Nanjing Road A

Shanghai

China

' (&) ﬁ(U?(Salutatlon or Greeting)
PRIPRAE S (5 AXUE AMFHITE RPN ED T LA ER, EEMRTH bk fng: 4
TEZFTMAE, G — fﬁﬂil.‘%%ﬁﬂﬁﬁ?% SR A5 — Al A B A B XA F R
. .

Dear Sirs GEERD

Gentlemen (EER)
EFEH AR, WA

Dear Mr. Black (8

Dear Ms. Black (&

B E A2 AR A] B DT PR
Dear Sir &, Dear Madam . -
(4) {EBIE3C Body of the Letter)
FHEXREHER REABEANER. BFLE. E X EHEHR.
FREBEEEREGEARBARIIN I EE R EREEAEEBRN B, FHERHEE
BHEN.
EXREFEAMFRAT B EHAER, B EE,
GREB-MARRFIFEABRETER,
Aot TR, SRETHERESENPLH E‘
(8) &% #Li7] (Compilmentary Close )
FFALARERE M —FEE, SRR % EN MMEEAEREAZEXE
T 5E . BERIFEM—. WHRIFEM Dear Smith 45 H LA T B Sincerely (JEIER) ; BT
# F Ladies and Gentlemen % % #Li8 7] § Yours very truly GE) 7% REE—-MFERL
HRILAEHES, FERXMEREEITEHNAE  Yours trujy, Truly yours, Very truly
yours, Yours faithfully, Faithfully yours, % ;3EIF # #97 :Sincerely yours, Yours sincere-
ly, Cordially yours, Cordially, % , 5 R ALA BT E X ZFTH AL E .



(6) & 44 (Signature)

EERLFATE, -BYEEEFEANLSARESEKARBITFITH RAREAR
M HFRARAEEL. BHELEESZNENE, FUEEELTH, HITFIITH
FELANEARET

- fim:
Very truly yours,
H.G. Wilkimson Company, Ltd.
Tom Barnett FEXKEZ 4
Tom Barnett, Manager

ERARANEBEAAFHPUARTT R . LT R RAR 8 3 Fr 7% 2 10 57 3% 0 ay 364> «

(1) %Jp A\ 4 (Attention Line) |

AR ERAFEZEES AR XENNZA S ARSEHIITIE, 7T EH
Pt FIBRERZ BN B AER, B R BT .

Attention, Mr. Zhao Hua, Export Manager
Attertion of Mr Zhao Hua
Attention of Prodution Manager

(2) 3 8478 (Subject or Caption)

BAENETREEHRREGEN EREAEBEXZHMHAXEER . Bh
BEMRTHRE_THYT . FAMNEERBEUTILH.

Subject; Electric Fan -
Re :Electric Fan -
Electric Fan

(3) 2% %5 (Reference Number)

SEGERER/ANTETHASIBLBRBETRNES. RSEKNERLLTRE
&, {81 HTHE S fibit R 5 8T A Our ref (RIT4HS)F Your ref (1’]’
HTwIIFER. Hlam.

@ Our ref, No.
Your ref, No. Date;

4

@ Date:
Our ref, No.
Your ref, No.

(4) M (Enclosure)

A MRS, B 22 T B AE % B T 7 I FATAL DA Encl  Enc. (Enclosure
MRS, miHEE L4, I“i{% 2 Encls, 5 3 Encls, %, #1%% :Encls; 2 Invoices (& B
.,



Enc:1 catalogue (HFHE—3K)

(5) 5 (Postscript)

HHREBEPSHP.S. R¥. FEXZE MEASELFERENIEER, T Encl. T
W_fFabhn P.S. 2 PS,SIHHAMIMTE. REHERAZEFARNEEZZ (FEARENE
—AF4F, I David Park R D.P.). BHEHFREAEBR”, URBEREATESH
ARBEEMER . ERAATR, CFRMG M.

P.S. The invitation will be mailed to you tomorrow.

(6) #b3% (Copy Notation)

EREAMRBELELGEDRGH XA RNANE, TEFREYR TRENITEC.C
(BPY Carbon Copy M4 E) , RIFIT LIHR BN AN EFK. 0.

C.C. John Smith
/ C.C. Messrs Freeman &. Brothers CO. ,Ltd,

Dar - es -~ Salaam, Tanzania.

2. EXHEBEHER

EXHLBEHEREZH AN ERE LY =FRR.

(1) 5825k (Full Block Style)

(2) BHFLR  (Modified Block Style ) .

3 RBRER (Semiblock Style with Indented Paragraphs)

(1) E2FLK: (Full Block Style) :

RX R, LRATFIIT L2877, 8 A . S tuht, B, &AL
WHEL, BRNLEBTEITE.

XFEXRAFBRRGEFS, P A G ESEHZ ME S L0, it §—5
RBBERSHS RPN FALAS AR ST SE0. 82, EENEXUS BIER
A BT SRS, L BB R GBI ) SRR A SN, R TR S S

(2) BEFLR:

BREM.SEILANESERMN HERISAFARSENZHBEEF.

- @ RER '

BERXXHHFRARSTBAEF LR IRENEXNSIBENE—TERER
Rt HERWY 5HEFLRAER.

UTRZFAHIBAN T BEUR ST SRR L8 GEXH).



(::B)) R AE2

Full Block Style 5247 L% Modified Block Style 257 3L 2
LETTER HEAD f&sL LETTEKRHEAD
CHHD : (8 —— (B8
%D |
LT TS (AP
(FRFE) . (BRI )
(Fdp ()
ik
. X
(ERILAREE) ' : (GREERESE)
B D = B D
(H 3
Semi - block Style with Indented Paragraphs
BER
LETTER HEAD
kw5 — (H$D
(€2975::5: 1)
(FRPE)
(FHfH)
1k
i .
——(ERILASEE)
QLN UE N )




fE & E R E D LB (LT LD

Western Shoe Company Ltd.
fak—— Yeovil, Somerset S19 3AF,

England
Date: February 12,19—
WS HH Our ref;: H/f150 Your ref: JR/ph
Fournier et Cie SA
Avenue Rvigny 14
Slebts Paris XV
France
PRPE—Dear Sirs
$ EH —Re:
(QE3CHE) —

L 8 —Faithfully yours

__ S.Granvill (FF1k)
S. Granvll, Sales Manager

B4
Bt {4 —FEnc.
Bl & —=€C.

M5 —P.S




‘ | 3. EHMEZX

EXEHBREREENEHNEERR .

FHEEIYESE, REAHBHRBLE LT EEEHNE LA 0E A2 FRAE T
ERFEAMIBU T EHPEMRENAE. T 5" Registered” , ST HR” Air mail” BLHLE”

Confidential” FFHNEBETFHEHATA.
FEHEAXFEARTEHRNEEGNAAEFEEE , N REFEEMEEF, FHEA

Wit FEBRREE AN REBSTHFXHEE.

Zhao Hua Stamp

65 Nanjing Road

SHANGHAI

CHINA
Mr. John Black
The Jameson Constrution Co. Ltd
Harbour Road
MELBOURNE 6 ‘
AUSTRALIA

By Air Mail




Section 2 Types of Business English Letters with Examples

BV BFEHHERXH

‘ DATF 324675 45 7 3 R R 800 T W I E 1 &8RS  mS M H . S
Byt B BRI R G G IR LSBT X B AR5 105 5 o LAZE 3L 8

1. ANERHEE

(1) #Yr {8 (Letters of Inquiry)

EERRBHEFF, —RERNXGEREST LR ZRESHRER, R
RAERF, EUXFT AN EIHAHEANERIR LT 7 L7 #8737 5, i # S1E
GHE, B TXH RIS RRNTR, PEHER —ENHT.

F—HAMENEEUTHE:

O BRI RRMABIBER T L. REEERERTHR X _
ERERE SR FARE L5 A LBOM Y BT RS B THRN
A, AR LSRRI, '

@ MEFRR KA FHXT = FHTRRO .

@ MR HER, EH, RAEEN FRERS EF 0 ER M AR %K
Wi AR RS,

OERARARFELBL .

THIE-EANEPTRAIINRE T ..

FF3kiE -

(1) Your name has been given us by the British Chamber of Commerce in Hamburg -

(2) The British Embassy in Copenhagen has advised us to get in touch with you concerning

(3) We saw your products demonstrated at the Hanover Fair earlier this year, and would
like to know whether +:+

(4) Messrs Rawlingson and Townsrnd of Bletchley, who we understand have been doing
business with you for some years, inform us that you may be able to supply us with -

(5) We have seen your advertisement in last Sunday’s Observer, and would be grateful if
you would let us have details of --- ’

(6) Your advertisement in this mouth’s issue of ” The Shoemaker” states that you can offer

RARTH T RRE :
(7) There is a brisk demand here for high - quality sports shirts of the type you manufac-
ture.



(8) Demand for this type of machine is not high, but sales this year will probably exceed
£ 25.000.
(9) These fancy goods are in demand during the tourist season (late May to early
September), but for the rest of the year sales are moderate, and often rather low.
(10) There is no market here for articles of this type in the high price ranges, but less ex-
pensive models sell very well throughout the year.
(11) Your can count on a brisk turnover if prices are competitive and deliveries prompt.
ERX T REETOR '
(12) Will you please send us your catalogue and price list for -+ _
(13) Will you please quote prices CIF Amsterdam for the following items in the quantities
stated -
(14) We would be glad to receive specifications of your new SE 11 typewriter, together
. with your current export price list and details of trade discounts,
(15) We are also interested in your terms of payment and in discounts offered for regular
purchases and large orders. ‘ i
(16) If we place orders with you we will have to insist on prompt delivery. Can you guaran-
tee delivery within three weeks of receiving orders?
(17) We would appreciate a sample of each of the terms listed above.
ey
(18) We are looking forward to hearing from you.
(19) We would appreciate a prompt answer.
(20) As our own customers are pressing us for a quotation ,we hope you will be able to make
us an offer within a fortnight from today’s date.
(21) We hope to hear form you shortly. _
(Zi) Since the season will soon be under way, we must ask you to reply by the end of this
month.
SLTH.
1.

Dear sirs

We have seen your advertisement in The Metal Worker, and would be grateful if you would

kindly send us details of your aluminium fittings.
Please quote us for the supply of the items listed on the enclosed enquiry form, giving your

prices CIF Melbourne. Will you please also indicate delivery times, your terms of payment,

and details of discounts for regular purchases and large orders.



Our annual requirements for metal fittings are considerable, and we may be able to place

substantial orders with you if your prices are competitive and your deliveries prompt.
We look forward to receiving your quotation.

Yours faithfully -
- EHANEME-BREERERE ST, BERERRME T ERNE,
BoBREREI AN EERZFREFTBNEL.
BB B LT BT T T S A T ROR O, R AL AR 3 Y T BB A
BE—BHIREAE,

2.  WH{EKEF X (Reply to Enquiry)

EHREANERE, B R FURNBESR, AEERRRAS, BilL, 25598 155
REF R E 8% R B2 5 0 BB, B 1k LS80 488 3 BT 3 45 S 00 440 0 JB 1) e 47 , DA IR 3
WHEHRRE.

—HANEHEF - REEUTAR:

O FR A 894 .

@ RELH MO, MR E R N AR R SE, AW, T X =R R
BhILIRIA. '

@ RULFRRENAEXHHEEER.

@ A—FITHRERE FITRIFFM T RIEH SHITHIRS .

THAEF AN EFHRE T .

FF3LiE:

(1) We are pleased to have your enquiry about -+

(2) Thank you for your enquiry, and are pleased to inform you that we can offer you imme-
diately «--

(3) In reply to irour enquiry of 8 August we are enclosing a copy of our latest illustrated cat-
alogue of electric heaters.

RO IR, I X =R R EHTEY.

(4) Details of our export prices and terms of payment are enclosed ,and we have arranged
for a copy of our catalogue to be sent to you today.

(5) As you have evidently realized, plastic kitchenware is here to stay. Dealers who have
displayed our brightly coloured range have reported good sales.

(6) You mention that you are particularly interested in our newest model » Model F heaters.

Without any increase in electric power consumption it gives out 15% more heat than

earlier models. You will find particulars of our terms printed on the inside front cover of



