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N e HEAR KBB4 R A B AL B R AW B TR, I =
TSR FR R RN TR 2 R R BRI R . B, AR E B A P
AT TOEIC % @ % H BB L B AL a5 R RPN T e-mail #5 8, 3
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BEH RSB SR R SO FR e B, LA R — S L R S ) R AR

AFFREREE, TREUPREITRAFNFTEIAN, BELEIHLH
W E, MEWLRSFEIMTBYES BN RN AR I HARE, T
B A7 8BRS 55 9 301 R A RO B Be g, R ACE 2 LR 0 B S BRI 4
DA K 7 R

SR HE SCAR b A BR A w) AR . S I A RSP A ) B A A DG
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Xt FFZER BN AN FE RS S D% RS a =mR
By Y[l , LA SR T i N ZR ATl B A AT, %A T 9 i S 2 (1) B B 52 50 11
WEEHA? QDERAS ARG E O AR BEMEH A THE? G)REIIE M
BE SN TR A MR R E AL NAEEAS A BEFS IR
R BIER? (45 il b W& I TRE RS 455 2

SR, B B2 T LA b A R s A, 7% & v 5o — A B3 Ky TR %6 I o
EHOHHRMEXHF, B LRBTL2ERLIR? BAEF R HES
HEWTHCHWER? fEWHE L RER ST 4187

FCEEE MR ? SRR, FH SCHIE I 450 M T8 B SO [
R, WX IFESHAM X EHHRRBREZ T — P CAMA 30 2/, 4)
RAEXEXTHAMESR 500 ZFh, HEHILEFNN A RE . A
B AERRE AEE Bk, - BVPREAF, R ABHIE (Idiom
Expressing) ; A8 % # , J€ 75 50 R A 9 Frinl ik | 8 Ik A iy o) AU (42 4 8 A 24 )
IR A& B Ut 8 Fif /i) U4 K S o I of ) A 2 Fof ] /), T SCBE ) 4H 40t O R SR 4
=#ar: (D FE-E; ()W ;5 ()41

BEAb , v SCAR 22 18] M I 12 B ) BU G5 K A& SO —#F SO Z T I L R
Bz, Blan. —PremBARES, ZEAHR, 50E N E R R EON one
sample, Z ¥4 two samples; 1 X I B R & A B R Z 5, FRESAHEE, il .
i HE Rk 4 KRB KK, a8 —#f , 915 W 2 43 He comes, He came, He
will come, ¥ %5 18] K &l 18] iy i o7 B A 9L 15 B8 2 RAAE A o BRI L, 76 T Bl e 5 3
TR U B, B A 3 T A5 A 1 L B AT A SO AN TR AL 8L 2 4 s S
g2 2 FEHHSIALR, AFESON\AN A BIR IR R, T 7 AR ZEINE] 3
St— A S B, IRk &5 H FFiE B9 Chinese English, 1l 40 : “R A 47 " B
You say what? “FATKEIE FHIERTA 58" B8 We receive L/ C before not
ship the goods,itE % FEMR —KF K,
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] B e IE R SR T

g How to Write a Correct Sentence

— BB AERES (Grammar Review)
LV \MERO RSN (ER9) REIT

(Basic Sentence Patterns/Simple Sentences)
= WP EEOTHNSA(Yes/No Question & WH Question)
PN B9 kEEINSA

(Indirect Question & Negative Sentence)
T G3E/ MBBNR B RN A (Phrases & Clauses)
269 /87898554 (Compound /Complex Sentences )
T E2WRRDA/MIEIRERES (Parts of Speech)
J\ESOEAEEZ Bt B M E (Mistake Checking)
N EHEC & (Useful Vocabulary)

E - Mail B&/BIEHAREHE

s E-mail Form/Letter Form & Envelop

— E-Mail &,
—PiErk
EREENSHN
NN S = )i

16

26
32

35
44
50
89
94

103

105
106
110

11



"o BAUMHUIK RN
& Effective Writing Skill of Business Letters & Examples
— BESEKRIS 115
— N EBANRER 120
%7 %8 Vel eR S .
7 & Business English Letters he
— HE440R (Sales /Promotion Letters) 128
M — 7 8 2 Bl 4 #R %k (Product List) 132
Mt — A & /- A& (Company Profile) 138
M= % % kIR A& (Trade Sources) 139
— B9 (Inquiry Letters) 165
= BN EOEK (Quotations & Replies) 190
M — 2 A & (Quotation ) 195
Mt — B & A A (Price List) 196
M= WA K FE A A (Proforma Invoice) 197
U0 OHMAN R (Bargain / Negotiation Letters) 218
R FREF B HIEIEAR 242
(Sampling or Specification Approval Letters) -
M — & K ZE A (Invoices) 244
N B/ #E{2 (Ordering and Confirmation Letters) 254
5 I JM K& (Ordering and Confirmation Letters) 267
Mt — 3724 & (Purchase Order) 373
ME— 4 # A 4 F & (Sales Confirmation) 273
W= A& Z 4 &K (Proforma Invoice) 274
J\ B FRIE R E M FRRFH IO 294
(L/C & Other Payment Terms Discussion Letters)
T B/ AT/ HER /UG 318

(Packing /Production/ Shipment/ Inspection Letters)
Mt — 4% 3 4 & #£ A& (Inspection Report) 336



M= AQL ¥ R A A
+ BRS04 (Shipping Advice & Shipping Documents)
+— LR RS 5E (Collection & Commission Letters)
Wit — RO 24 7K (Debit Note)
W= R A MK % AF 4K (Credit Note)
M= XFJK S A4¥ A& (Staement)
+— BRIREANEN (Complaints & Adjustment Letters)
+= REBLES (Agencies & Agreements)
M — 4 €4 %4 A (Sales Agreement)
M= R IE A 4 A (Agent Agreement)
M= 184 & 48 A (Commission Agreement)
M &R A 4 F A (Quality Agreement)
M@ R AT & %444 (Payment Agreement)
MHN REESAHFAR
(Non-Disclosure and Confidentiality Agreement)

WL & F A F 4 4 (Patent/Royalty Agreement)

. 5 A ARG 1IN PR
B

Miscellaneous Letters

— BAEDREOEWIK (Notice of Visit)

— &5 (Invitation Letter)

= W T @R (Notice of Removal)

PO OSTIHF O A T@AR (Notice of New Branch Office)
7 A RIBH RSB ABXK (Notice of New Employee)

IS BRI TIRISE B ARIA DENER (Hotel Reservation)
+ IDENRFHANLIR (Reconfirmation for the Flight Ticket)

339
345
353
360
361
362
364
393
396
400
402
404
408
410

413

433

436
438
441
443
444
446
448



L 6 HELE / WS ek B g i -
# Recommendation Letters/ Application Letters & Resumes |
. [EGASIS) IS B o
" & Appendices
— ErREEREREEEE 476
(Noun Phrases Abbreviations for International Trade)
— ErFRZBIRB %S (Abbreviations ) 478
= ERRZREAREEBHEORER 483
(Flow Chart of International Trade)
00 Eir REEMZB A TR S RIIAIBIE 497
h EEINNBRES 498
INERTEZRZERDS 500
T PEKERE2EHR RN HAE 501
(English Names and Codes of the Main Cities in China and
Global Countries)
J\ONBEHE RBEHENRE 508
N JTNEEFRER S (International Trade Business) 509
1 EfrR ZHEE B AN EIE AT 511
(Supply Chain in Trade Business)
+— ERMIR SN SE T, (International Trade Conventions ) 513
+ Rigi Rz BirRIBIRE &R/ REIRER 516
+= . BRFM 2B BRPIRHERRES A TR 517
(Additional Remarks of Quality Terms, Quantity Units,
Packing Methods & Shipping Mark)
00 a B ORMOSERE 523
+HRGEDRYEREE T 525
+RHOSYERREET 526

it & Answers 527
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F1E wFEEZEXEHRGELHTF 3

— R 5EERE S (Grammar Review)

SCBENA R
L PURhA 7 fA B (A RL) R a4 ERh a2 A

2. J\FhF A 4] 7 (Basic Sentences)

3. WiFha] 4] . (1)Yes/No [a) /%) (B4 8] 4] / B a4 )
(2)WH [w] &) (4% a4 / 87 $2 18) ) )

4. \FEZER . FEEME XL
(1) 4514 (Noun) : 7EE ¥/ B8, v 50/ Al 8,
(2) X 44 18] (Pronoun) : {4 & AFR & F 4% / = h& / i A #2514 o
(3) L %51 (Adjective) : 1 B AL B Al ef SOR ], % 25 18] B sl i NRiT, 6005 / A A)
B N J5 ; 7did) (Article) : a, an, the =% %¥ 1] Adjective i) —F¥, a/an i
1 2% ] BRI
(4) &5 (Adverb) : V& B AL B A CORE (HSCElFE R S f1 V 2Z (8], 30k
#K A E) o
5) 414 (Preposition) : i¥ & 4 1] + (the) +N/ V-ing,
6) i% 1] (Conjunction) : E%XT =
7) 187 (Interjection) : Alas! Oh! Wow! etc.
8) zhid] (Verb) : EEET A& (F3h 12 Fh, #3h 9 F) , 5 R R E T A
1oL A
1) Bh 3] (Auxiliary Verb) ;
2) sh Y€ 18] (Function / Action Verb) ;
3) Bt 4 514 (Linking Verb),

(
(
(
(

5. DYFh4 & %615 (Phrases) (454 & I EL)
(1) 417 % 1% (Prepositional Phrase) : {E % %% in] / &35 A .
(2) A 1) 46 i (Infinitive Phrase) : 44 1] / 7 2517 / @13 i o
(3) BLAE 4377 & iF (Present Participle Phrase) : ¥ 4 i) / JE 2519 FH o
(4) 3 2 4y i8] 54 1% (Past Participle Phrase) : {£ ¥ & i8] F .



4 ARBEELEH

6. —Fp M H] (Clauses) :
(1) %} % M 4] (Coordinate Clause) -
(2) 3% M AJ (Main Clause) .
(3) ftJ@ M) (M J& M A] ) (Subordinate Clause) :
1) 4 1" )\ 5] (Noun Clause) .
2)J¥ %5 il 4] (Adjective Clause) .
3) @l i[] M 1) (Adverb Clause) .

Wik, ZEH - B IERMB RSN T, — 2 BT .

1. BYHGFREI0H
(1) &) ¥4 / A< 4] #Y (Simple Sentence /Basic Sentence Pattern)

(2)% 4 %] (Compound Sentence )
(3)% 2% (Complex Sentence )
(4)%E & & 4=/ (Compound Complex Sentence)

2. fRiFpATEPIEARM A, hFR “&7AES " (Spoken Language), £ M T i&if
SWESEGEREEL, RAMIGEERAN T E T, — B8 s
MG R s a) R Rk . BEAMBIA N/, 45T
(1)S +FV
(2)S +FV + Adv. or Adv. Ph.

(3)S+FV+0
(4)S+FV+1.0. +D.0. or S+V +D. 0. +Prep. +L O.
(5)S+FV+0+0.C.

(6)S+LV +S.C.

(7)There + Be + S(N) + Adv.

(8)It + be + N/Adj. /Adv. /Prep. Ph.

R U] TS ER A — AN — B EiE (S), B A E—E H
Al (FV/LV), i 5 [ fH i E i (0) 8 4hE (S.C. /0.C. ). It
A1, 55 (2) RIS (7) B /) BAS B B8 o SO T e B2 O DL ) B A 3 ) o

3. E&h . BAMEAERARN “EEES" (Written Language), £
TEHEL, GRVEERS LS EMH, AREAES BB CAE
s PR UK. Z2BMGENKA), SURFEEERT T, KA
WA FLEEL, —ANEXEEZW 1~2 DB, A
BEEGRKSE N R,




$18 W IBETEEAGELLHTF 5

ERLY - Lt — R ) T BRI el A A B A RN bR A i . TR L Al
RLTE RN A, 7 HE o 28 A TSR 9 o BRI 0k X T 3 R DA A ) el 2K
SHENMEMEAR T T#, 465 EfGERLEIENDRE) .

AT - BRY + Fd(and/or ) + HEG =889

7233 . Heg +

27
MaE mE/ME  =BRE
=

4. TRERBIGEMZ )G , B S Wk 138 B 4], B R A H A B Yes/
No [8]4] #1 WH [a] 4] ( X # Information [a] 4] ) .

(1)Yes/No BG0NEA
% Ao 1) Be 3hial s BLA A B 314 (Aux. :can, could, may, might, will,
would, shall, should, have, has, had, etc. )5t ®| FiE (S)HjHE , A+ nH
& A Be shial s B 3hial, W HREZEA] & A0 |k Do, Does, Did H—.
Ba— . /1 A 7E ) B AL N B A4, in E Do, Does, Did J& 11 A 3l 37 2 F 3 i

JFFE (V-root) .
AT . Be + S + 5 C.
Aux. + B V-root
Do
Does k * S + V—root
Did

(2)WH B98y5&

) B Fe it WH 2t How F 5E [m] 1A , T4 5] 1 9 Be 3hiA) =% Bh sh A % B 3215
B, BUfE FiERI4b | Do, Does, Did, #:5 2, BIFE Yes/No [a] ] gijhn b



6 ARBFELEHN

—~ WH 2 How X ¥ 1) B€ [a] 7] .
WH (417 H & 7520 : Who, Whom, Whose (/a] A ) , When ([a]Bf[a]) ,
Where ([A]#14) , Which (#E#£#) , Why (EJEHE) , What (f+4) ,
s B

5. 82595 5% (Indirect Question)
7 WH [8)A] B — A~ F 3% Yes/No [8]4] , WH 17 J5 T /9 Be 3} 5 #1 B 3l i)

ik 1B S, AU fa] Do, Does, Did HBhahia, 2A=4a0F :



