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The Layout of a Business Letter

@Key Words

Layout Structures Principles Business letter

m Knowledge Objectives

® Know the parts of a business letter;
® Know the layout of a business letter;
® Learn the principles of business-letter writing.

m Skill Objectives

@ Be able to write the letter with correct structures;

@ Be able to write a letter according to the principles of business-letter writing;
@ Be able to write a business letter in e-mail;

@ Be able to write a business letter in right style.

Structures of a Business Letter

RERENERFA SIS ERREAMR G R, EATERS RIS — R
BREUT-ENBSAE, BRYBEHEREDEL RIS

(1) letterhead &3k
(2) date line H#
(3) inside address =Bkl
(4) salutation FROF
(5) body of the letter fRHIIEXC
(6) complimentary close S RHOE
(7) signature B4

AEBHEFRERERE FHMHES, HRE R 5T R 25
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(8) enclosure / Encl. / Enc. B4
(9) attention line LZTIYN
(10) subject line / caption HH
(11) reference number / initials SE RS
(12) copy notation / carbon copy / c.c. PhI% i BH
(13) postscript / P.S. E
Example
5515 BR ALY 13 T BB 53
1 Chaoyang Chemicals Company

23 Renmin Road, Haidian, Beijing, 100015, P. R. China
Tel: 010-66668888 Email: xy(@ccc.com.cn
Your Re: 08/cnl
2 | February 25,2008
3 | Brtish Bearing Company
Victor House, 45 Peterson Street
London CK4 8EW, UK
Attention: Import Department
4 | Dear Sirs,
10 | Epoxy Resins
5 | Thank you for your letter of February 19.
As requested, we are sending you a copy of our latest price list on epoxy resins.
Our prices are on CIF European Main Ports basis, subject to our final confirmation.
We are looking forward to your early reply.
Sincerely yours,
7 LiKeqin
Export Manager
11 Encl. Price List
12 c.c. our Branch Office
13 P. 8. T"ll call you early next week.
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1. letterhead({E3)

E kN AEERL. REAMYE, BEFEEHER WK FMEE,
— SRR AT BRHWPELRER. FLAIEARGFEREHEKEAL BN
LR bk, BR4R. BG5S, FESH. Mik. BEEfkal. O5%EXFE, LUK
AHEbRE. BLEEIERERE.

fEkBEMTREMD EFRAN. EEELMER, LDAEFEWNF, —
BOAABILIR. MBS, $HELK. BT, d6, BEAIERER.

MBAE RS ERFERAE L, EEEEH LHITMAR LR, BEHL.
iG-S, BRIt E.

#1140 For example:

(1) ABC Company (a1 2BFF)
10 Broadway Street (MK, #iE)
New York AT 2 )
US.A. (ExR4H)

Tel: (1—212)41965253
Fax: (1—212)41965364
(2) New Color Textiles IMP&EXP Corporation (2 7] 4 #K)

7F 160 Youyi Road (MK, #7E)
Shanghai CRT 2K
PR.C (BERZK)

2. date line( B &A)

HHEN R —3H5 FXCRTbRE 4. A. H. XANHPETURLFRERFKIT—
K, A LLERERHERAHEE.

RERASVSEERPHBRBESIGEFERAIHE. JUEBE—RIEH
WMEARRNEE; MEEERMEHWNESESWEHIE. ZERMIEXY,
AeT %GR, AMERRELR, UREEEAMKEEZEMESHE, &
H—HMHEK, FEEE. FlwATH 03 £5 3 A, BAH “Nov.”
“November”; FH1 2008 £, RABERK “08”,

HERRR AR, PGE. KERE. RENGERFEXF], & BYHFHENEE
FiigER. UTFBFHANERFREEERFHLEBITHERRR R . FEREF.
I ME] 2 A . BRI RO PR A O 5 N F

18 August, 2008
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August 18, 2008

18" August 2008

Monday, August 18, 2008

HEHREXNHEEEERD, THEHE 7 HRBEAX AR XA

5/4/08: 3-26/03; 4/7/2008; 11-3-08; 8.9.2008; Sep.23,2008: Dec.12/08

FHIEES BN S K REFER, F-HHTRE. A. HRF, HER
BEZRIAWFEANE R, MRREEAREREBERK, iExEXK “H.
H. &7 H5), mEARXEAGREETRALMBER, THEEAW “A. H.
E” KIRFHES.

3. inside address({5 A biit)

R bt AR sk, RIBREARNZES. AR AR, SHftat. HAt
H—REEFENE LA, ATHHRTEMN=ATE. FAMILER MMEBITRE .
BB (S R A LA Hha o D0 5 BB AE ok, (ERBATER—HM.

T MR R PUE R AL A B iE AR —#F . R BB FRE/NEDK . FESIIF 2 -
IS, FHEAR. BHL. NEL. XS, BL, 23 “A/FKX” MiE
ZHEEN, BRARGHIIELGFHHRRE.

4. salutation(¥RFF)

FRIE X U6 L R IR R, RIEB MR ANKGEARNKIE, FH—REE
R KERESE 22K,

MRIEFMNENTIE R, SEFABIETEDOET. RN RE—BRERES
HES, BENNFEAFSHEESRRESE .

HEERPHFANILTERERERE, RERARERSEANRE AR
RI5E

WMEREANSHRECHIA, WHEXREVZINER —EMFI, AJLAFE Dear
EHEMHL, EEASERPWMATLL, Hli: Dear Jack 3 Dear Mark %; {8
RURZETREEFEXELR, REFRHVER THEAT AWER, WHHR
K F IE R IFRE o

WRNEN HFEERE ALK, HNNEEUNKNSBEAB RS AT,
A A Dear J58 Mr. N H# KR, W Dear Mr. Williams; Dear Ms. Sullivan
%. Mr., Mrs., Miss, Ms.NREEZEZ AT, W1 EARBIF. Miss HFRE LM, Mrs.
HATolit, MsUIARIEBEERTFEH. AaEEARNBRREE, F Ms L
2%,
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nRAEIBERE N2, WTEEEM N Dear Sir 8 Dear Sirs 8 Dear Madam,
ATt Gentlemen. WRERE ANRMEFILEZEFE, TLLKA Dear Sir or
Madam FIFER .

MBEEFAR—FRAIH THEXR, JURHAZHERRKRE, WM. Dear
Clients, Dear Users %% .

MR CEHEARBRS . RSB LERN, WERETELIAR,
#ATLLR BB & SRER AR R AR OE X 5, ERSGSERERAR R IE — I, 40 President
Lawrence, Dear Export Manager % .

5. body of the letter(ZE3Z)

EXRERIESE, BEREENES, BTRABSFHENNEERNER
M
EXH—RELEEBRNA, MEUABEREK. mRUNCEFEIRE,
Nb %15 B (K28 — B Rl B IRl , VB 5 AR S 2B EBX T KsRFE%E R,
FF UG RE QO RER — TR E N A,

hE—B S THERNEERE, AN mRERaSK—%, RURSRITH
EAFEREINEESEL. BEFE—BXHAGRE, RESFHSANER, W
HREEEERNE, REHEFAFERARBIEENEE. EXERAERR
B, KHEER.

BESBREERBEFUEHONKE, RE-BAH—HTHER—AE
XK.

EXHE B Y S AR R S A AR — S RYIRIEE . 3R] 26 Y R 4%
BAEROKERR AL, HHMETURKRLT, FHERTURR &, &
2, LUE R T B RBOR O R I

6. complimentary close(4:E#1E)

HRBTE XIS L RIE, RENERIRE.

% F M4 B#GE—RE Yours faithfully, Yours truly, Yours sincerely, Sincerely
yours, Very truly yours, Yours very truly, Faithfully yours %, B3 —mJLH
A LLF Sincerely,, Sincerely yours, Cordially, Cordially yours . fENV95{5 &+
REFE{HH Best wishes , Regards, Have a nice weekend R FHiE.

—HERA—MEREE. GRHMIEMEMYE—IT, BERZELMNF. &R
BENE—NEFREXRE, KEMES.

BEERNSREE—RERGRWENMRPAHERR, SHRAHRE Dear
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Sirs, Dear Madams, Gentlemen RRIFNNRIIFRIFRS, SR LR IERBIE
HEHEAT— 4. FRBLEFVE ANREAE R, BRFEFERTRILIAR, B
Dear John, Dear Mr. Hilton % F 3k i, 45 R #8(iE AT H Sincerely yours, Yours sincerely
FEIERHEL R

7. signature(F &)

BLERBREANNEFZHES, ZHBERTRBIAINATAN, LEIMERT
EWEA. KEEENFR—REFERINIEH. T4 - REEERHENT
1Hi

BRBBANBHIREZHANEES . PEAMEAERESHZFERN, EENY
FRMERE. FlmE AL “SKEK”, BAtEFRELAMENTETLRZLL
THMERZ—:

(1) ZHANG Guoging

Export Manager
(2) Export Manager: ZHANG Guoqing
(3) ZHANG Guoqing Export Manager
(4) Export Manager

ZHANG Guogqing

MREFANERF, ATLMEARFHEESITRIFNZERE. T2 AREZE
FAERRE, BEERAEEEERE, BB ATTRRERN. NEWFHER,
AT UHBREAIAE RS RFEANESL, NEAEFEEELAN T, BITHRETFA
HEEH. ERERENBSERT, TEHRNELNRSN SFEHRE.

SEFRERETR, REANLIEEREE. B2ANNEE LHIRZHITRAIT
Bk, EHGEMZZITEHZ MEREFHRME, BEEE LREHMERAN
BF. BT RAZLE S HAMATRESKTER G, BrLESTENE R R 2%
FRZFHENEBHTER. HTHMABRFEERNELEE—T. XK £
VA EETED

FAREREREFERN, EEXTHEFEERMER. —R&EAFAE
MEL, BEXNHEGNLEELEIAN: ZRNET ZHREE W E]
HAA

RIBEL—MERFEFTE, BHATANES: SRR SR
SR MET R M EAEEL . MARENRAFTMIEMA, NiXEHTEBHL
BIMER, REFEL, RS ERE Hibk#. BEREFLEERINAGEERS
fERF5, BRBEMHBMIBS, NREBFERERAARBHRIENER. XA



