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Unit 1

Fundamentals of Writing English

Business l_etters
RX BB ERSIEREARIDR

1.1 Introduction (fajf})

BRI AR S RN TR RIS, Tl 5540 ot 7 Y R P i 5 o
B MESERMAR T Z, TURATEAFER, TWRY . mIOa%., HERY. R
BEMR%E, EERRAS T, ZHWER . SRMZITRZRELRE RN ZRETH, W
B R EA BRI, Hik, NEXBINARMLAMUAER. B ERERLE, AML
BEAARBREHES, WA TREMRBSEFHXR. K, NRERASEE, Ha
FlEiRE, HATRESIRFE, BEREFHIREK,

EEFRFERIESSE, MUGTERSMXH SRR, &R 55k E B 6,
BN AAHEMIES R, RABHFERNBERAMTIER. Bk, #IMEEFFE
REENERNRREEILALE,

1.2 Requirements for Writing Business Letters ( 55515 pR1 5 /E 22K )

EER—HRNWEXHFER, BEEATERLELUT RN

(1) ¥5EZHIE (Good command of English) .

(2) JEBESPAFISAISLS (Knowledge of business theory and practice)
(3) HEBEARIE (Knowledge of technical terms) ,

(4) @EBEAM.LF (Knowledge of psychology) o

(5) BBHEHZA (Skills in salesmanship) ,

1.3 Seven Guidelines of Writing English Business Letters ( 5% 3 5 55{5 pA
VR )

AT XRFELFRHFTERENERN, ALET B ERE TR IR 5 E R EN,
XECJFNGEE AR “TC JN”, BPvERE. fAivE. B8, B4k, L%, Hifixs.

1. 7% (Clarity)

BFERMNEEE B TR, BAMBEEERAS =HREZL., FEHETHESHA
e, REGARARE, 2B OELRIEE, WERB., A8 FmEEREEmRAE
1, eSS A B R ORI, A RE, nILAMERRER . #E &H A
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BB A BT B R K

4, As to the steamers sailing from Shanghai to San Francisco, we have bimonthly direct
services. AL bimonthly A] PAJ& twice a month (— H PiykHh) {7 once every two months ([
HHb), FE7EE X, WA : We have two direct sailings every month from Shanghai to San Fran-
cisco. 3¢ We have semimonthly direct sailing from Shanghai to San Francisco.

2. faiil (Conciseness)

P, MERESERERMREFTHERENER, RN XTEH T H1E K 528 il
o EBGRICHSERN, EIRFTIRLERIHA DA, BEIREY 7. S L AnE
MR AR A, REBAR. PSS EER, ST EEENE R RIS XI5,

B4, ¥ We need to act on the suggestions that our customers offer us/We wish to acknowl-
edge receipt of your letter. . . /Enclosed herewith please find four copies of . . . /a draft in the amount
of $21,000 244 We need to act on customer suggestions/ We appreciate your letter. . . /We enclose
four copies of. . . /a draft for $21, 000 FEfHEIE T o

3. IE#f (Correctness)

1 5515 R AN S 1 8, PR R LA 9 B X007 AR R LS5, T L8 2 v b B 40 1 58
HEo IEBIRIR 55 BRAURIUMIEE Y | AR a5 AAIEHFE E6, BEREUAIER ., #
LA LRBCF TR . BERSNE . 258 e S AR R AR E ER

N, My visit with the outside sales rep showed me that your schedule can change quickly.
IHAb your schedule AR FHE—E HEEE 1) schedule, AW A : My visit with the outside sales
rep showed that schedules can change quickly.

N, The goods supplied are exactly equal to the samples i 2 4 The goods supplied are sim-
ilar in quality to the sample, XFERE AT #EA0AE BT B A RE ;= A M R T 2 4y, HE A8 Be
YITCIkE S — R —FE

4. H/JA (Concreteness)

B R MU A ST ES . BRI, SRR AEN . KRR M GRS, 76
HRSERER T, MU EGE BRI, wEERmME, — R ahiEsk
BRiRNA

#ilan, ¥ The financial advantage of owning this equipment instead of leasing it is 10% after
taxes/Selection of a program should be based on the client’s needs 2 & Owning this equipment rath-
er than leasing it will save us 10% after taxes/Select the program that best fits the client’s needs #f
BARES, WIEmEA

5. #L%% ( Courtesy)

ALERAE R 5515 eR h A AR BRI = R R . —FHALSR 15 o T LU 5 B BT& 7 Ik 55
KEZ, WHBTAZHHLSKE. FERFERNEELRS, KRR ZE. o, &
PG RS E RN, PO TR . EX T EREUER, B BRI RS
Marsg b, FIBBEN I R R, B A,

filfn, Thank you for your corporation & i F L &% FJ&, WH T FEX E el AFLE.
P10, To start the scheduling process, please describe your availability for meetings during the sec-

ond week of the month H{ A4l Could you let me know what times you’ d be free for a meeting the
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second week of the month EfE£L5% .

6. {&iit ( Consideration)

PRint st & A5 ARG A Z R R P BR R EXREE . KGNS AT REMIE ALY
e IR, TESHTN S RS B AL |, REEHITRENGER. Bz, Aaut
SEEMEIAX T ER, B TX T, TEAMZE FRMMXS T o A, PR 2R
HEMAEEERWAE,

4, 5 We are shipping your order of September 21 this afternoon #H k., The two dozen
Corning Ware starter sets you ordered will be shipped this afternoon and should reach you by Sep-
tember 28 Z5Xf {4t T AR LM EMKG R, BE o EEx .

PN, 5 We are happy to extend you a credit line of $5,000 #Htt, You can now chage up
to $5,000 on your American Expression card HJii 5 2| 17 X 77 45 &

7. 5¢%% (Completeness)

R 55 (5 R SR 6%, BEAAEE 5 A Ay BISUE AR AW R I i — U0 E 00, 0 1%
Hefi BT th i AR AN ZER . — o8 B IR 5515 B AU AT RE A R B I 45 2%, BT et
SRR KR

41, Our product has won several prizes 15N &EASEH, il Our Hair Washing Machine
has won first prizes in four national contests within the past three years W[$2{it T BAA M) = & K,
Bkt BARMZTREE, S0 REX TR HENTENGEL, NESEEA
YR ST HIE B

1.4 Addressing Envelopes ({gZH1457:)

P 11 BER, AERFEEEAMABRAO TS b, (AR At LA B A0 AR (3 A0
HEWBSE, HARTENESOE®

General Trading Co. Stamp
28 North Road
Beijing 100020
P. R. China

Overseas Trading Co.
52 Hooigracht Street

Amsterdam, the Netherlands

E11 FEEMSEHNEHEZ

HERAUTHRA:

(1) FEANEA RN GEEE A B, H505E A 7ER bR A E—3

(2) WENEA AL S7EEE T TRAGHMAE, WEANEEMELSNMTES.

(3) FREAFMBSEARBEL R BET & : LWL ES bk, MikfH5 5
H/NER, SEEIMARR, FIRKSIIM, i, i, MN/A REBHRS, BEBEEA.

(4) KRTEMERR ., Bod Tl AR HMMFTBEY, BEGHANFE AT, RE%E
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LT fa. REElEFRe B X E A, AI7Ef5 H & Fi2ids8: IF UNDELIVERED PLEASE
RETURN TO x x x, Bfl. ks, EiR3E x x x,

1.5 Parts of English Business Letters ( 5 3R %15 BRI AR 47)

1. {3k (Letter head)

fak iR AfEERL, HFFEALFLAMR, ik, BIESH, E-mail bk ff% EH R,
(EES NS EE N a

2. HH#§ (Date)

HYURBE S ERTEXREEN T, HHREE - EFREEER, ITHREGNT,
W EROARF. Fik, MEFERPRARBRRSIES . BHTGASEGERN AN
i, BEEEL3~417. BEHBN, MESUTILA:

(1) FhmeiREH .

(2) Atnscdr A8, AMERgg K,

(3) B LA giom) el 5 .

(4) FRHETEMIEZS

(5) HEAUIRE&TMARTFER.

3. (%5 (Reference number)

HERGTRN TETERBERFRMAER, —MBRA Your Ref. (KRG HST) =
Our Ref. (I %'T). 5k SHEBAEHPK LTRSS BBV FREANAE, FTE0 L
TFHE:

Your Ref. :

Qur Ref. .

4. {EAH#HE (Inside address)

ARG, BEHEACEUE AL I TENESS b, XFEAT MR R R 525, JFfE
THM . [FHBIEEAEE AR S . kAT, BAARR. Bkt IR . ER AR
FERBUZR TS . WG AN R4 Fistbak LA G S BN AR, {5l —BIEFRAL EAKT
HSIM# T . BEFZEH/NEAEKBAL, AR T, filin.

Mr. Francis Lawrence

Vice President

Swinton Co.

87 Unico Avenue

Toronto, ST 9878

Canada

5. ®RPE (Salutation)

FRIFEFE(R Wbk B 2 A T4

WILH IEXFREA : Dear Mr. Smith, Dear Mrs. Smith, Dear Miss Brown, Dear Ms.
White, Ms. I TAMBRCL BN L FHAZHET. WRKFEZAB M, WAEESRTH Mr
IR BOE K Messts, Mrs. WA EZHOER, WRRIFZA L, WAL FTH Mmes. , 0.
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Mmes. White and Gray,

BlE4—FK N alnt, 1@ % Dear Sirs, H17] LI Gentlemen (3£E A2 % A Gentlemen) ,,
PG e S80E 530, HETE BHEEERX (Gentlemen FHHES) .

6. FH i (Subject)

2R X T 7E B PR A IESCLARGXE 9 28 . AR —A T, LMETEICAR A
B Bilan.

Subject: Men’ s Bicycles

Re: Sales Confirmation No. 2536

Your Order No. :

Reference :

HMBERY ME ., FRPEAE, i FmayEE, Bl IREZL, A5 2
KREFR, Hf, Re BA “XT, AX", EXBEM “FHH” #.

7. {5eRIESC (Body of the letter)

fE R IESCR R 55 R BRE RNy, WA ERNERNRERER. EREN, ZAME
“TC N . EX— B E =B, BB -BEIIALE, FoBiFEMTE, £=
BV BB BORG R HAWAT UM B, RiFE—BEE-NER. THREE
LGN, ERT—TRE—1THA NS | to be continued, £E T R F A4 5 k 15 4K,
WG ANLFR . TOBATH B, Flan.

Mr. John Smith, Page 2, June 3, 2005

8. [FEREEIE (Complimentary close)

FREEER ML, BERMGERMIEXTK, BUPSCERSTHE “HE, HEL”
%o WH WA Sincerely, Sincerely yours, Yours sincerely, Best regards, 34— &S M A
Cordially, Cordially yours, FF1EZ—25f4 : Yours truly, Respectfully yours, Yours faithfully,
R, RAS1NFERE, —BRITEEEFEZE 174,

9. %4 (Signature)

BLEFTEFREER TESATNME. BATTRAANAER, —RafE: AFAL4K. 5
BANTEESL . BREAWITENSS . BEANLE. A, WIUAEAFLHK. Filin.

Yours truly,

General Trading Co.

( Signature)

John Smith

Sales Manager

MRZEZMAFITEMERIARRF —MAN, BERFGRER K., EFELEL T REE
HESEANITEERAZFHEFEREES ., WREFHAR John Smith, ITFHEEEH
HAJZ Tina Edward, ARA%F FHEEFEHESHE: JS/TE,

10. Z2Jp A5 (Reference notation)

SIS RBEEHENGEEYE, ETLENEMZH. 2PARSHEHFOR
HIRBHEA EFEAR, HESHEMNLSHIF, THAUTHFRBE:

FCM/HL, FCM: HL, FCM/hl, fem: hl
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11. M4 (Enclosure)

BAN{E 5t PIBR (S 4RO 1 M FEAb SO, 7T ATESS Ut IR O A . B R —
if, 7B Enclosure 8f Encl. BIR[; —{4LA B, 20 b4, LABEYE ARG, H Enclo-

sures YLBH . 4N :
Enclosures 3 ;
1. Birth Certificate
2. Visa
3. Letter of Reference
12. ##i% (Carbon copy/C. C. )

RIGANETACH G RGH RN, ATERAF T EMEA PwmiT L C.C, REIT LD

REALATR, B0
C. C. : The Bank of China
Copies to: Directors
Cc to: CEO
Copy to: Sales Manager
13. fft% (Postscript/ P. S.)

EHEEEFEEFMIMIERN, SFEME, XEUTHXEFHRE. ARHFERERS
THREEH L, MENTHEIENTHEE. MEZREDRE T . #EZP.S. Z

G, ARBESET ALK ETHHE WERE .

1.6 The Opening and Conclusion of English Business Letters (3 3CRj 4%

{r RISk 4 )

1. BESCRIF R Rk

fRRITFRNIR EAEM, B, RIEEERFERNERARR, JFk—BaRh

PIRE: —REERGEN; A REFEIENFTEKR.

XFFEEFEM, ARAL TRk

(1) R I7 B o

We‘thymk'yau for

Thank you for

- We appreciate

We were pleased to receive

~ Please accept our thanks for

(2) XRAFPEATEIR
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(3) BEIERAE

H A KA

With reference to

In reference to

Referring to

We refer to

your letter (inquiry, telex, e-mail, fax etc. ) of. ..

(4) BEIEKMF

HR Y BESREE R

As requested

As required

As instructed

According to

In accordance with

the request/

In compliance with

instruction

In conformity with

in your letter of. . .

(5) REWE

FIFRE o

We were gratified

We were glad

It was a pleasure

to learn from your letter of . . . that. . .

(6) FBBBEAT

We regret

We were sorry

We were surprised

to learn from your letter of . . . that. . .

XTSI TR MRS ER, TR 0Tk

(1) @A

B T REIXTT

Your company has been

recommended to us by. ..

We have learnt from . . .

that. . .

The name of your reputable firm has come to us through. . .

We have had your name and address given to us by. ..

(2) XFLARIE

PR R AP FE BRI

Further to our letter of. .

; MR FHA R H W EERA T
With further reference to our letter of. . .
Confirming our letter/ conversation of . . . BAFAFEAFHHER/ SR
We confirm that out letter of .. . and . .. RAEFAFEH BRI

With further reference to. . .

Xifeeeee-FE— R FEINT




