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(IS 28 Basic Business Knowledge N

B S E 4 RIFRIEE

BB AR A IR0, SRS AR 245 ARG R, DUAUE A TAERS . T
S AT A IR L A BT AR o W R AN WIS AT A4 i, T U B ARRFR
WPIE” s BRIE “HRARZ” , fl: Dear Sirs, / Gentlemen: / To Whom It May
Concern: / Dear Sir or Madam: / Dear Sales Manager: . BRPRE 5 HiA]
HES®REES . A, RGPS, ESacE il GE W T H R
BRI T ) LA 6 o
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|

6 | as soon as possible R
| will send the letter as soon as possible.
Fo2s FEPRAEIX 5 A

(R Iok- 2 Useful Sentences 5

© We have read your advertisement in Economic Reporter and are glad to know that
you are one of the leading exporters of silk blouses in China.
BN (ZFER) LBERLAFAN &, REXRERLARPELRLAWELHEE
HAmz—.

© Last month, we had the opportunity to see a display of your products at the Shanghai
Expo and we were most interested in them.

EMARNEEE LGHESEIRATINTR, WHIEFBH
© At present, we are interested in printed shirting and shall be pleased if you will kindly
send us by airmail catalogues regarding printed shirting.

BRI ENEAABRELE., MRAREMETRERER, BAVETRERH.

(T T8 Basic Business Knowledge 5

I &
P AR AR B, R RS 2 R EAL T B ik, R DR
RN R 5, TS R A RO e Z A R S TR, A

A AT HERS AL SRAOEDT SS M EEE L, IR MR REA .
LR 25 058RS B T-HL, AT R IR 7 SEA DR AR %R ol PP
LB ) A5 R AR IBOC T W A L, A S T S R AR
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Example _ %

Dear Sirs,

Through the courtesy of the Chamber of Commerce in Tokyo in Japan,
we have learned that you are one of the leading exporters of ¢lectric and
clectronic equipment in your country. For your information, clectric and
clectronic equipment are our main imports, and now we are especially
interested in your air conditioners.

We would appreciate it if you will send us a copy of your latest
catalogue together with your price list.

K Yours faithfully,

UG 7
AR HARTESWMH, Ty REB )75t H 28 F a1 i i 1%
IR . HLBS AT SR IR F R O &, H AT BT A v A
TR IR
I AT RER K — O OB R S H ok A is &, AT TR AR

L/
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QO | acopyof —#: —
He asked me to send @ copy of the document.
oy P x4 CHFF X
Please make ten copies of the criminal record.
WHEIX USRI KR EN -4 .
© | together with —i2
| like to go shopping together with my family.
RN — R
I am together with you forever.
oK R fE R
He sent her some roses, together with a sweet letter.
fh ety b 75 2: 7 - SECBAE, &) B
(R UIok 128 Useful Sentences .

¢ Would you please send us your catalogues including sizes, colors and prices?
AEEFRINZLANSRER, BFERB. BRES5MEER?

& |would be glad to receive your latest catalogue with the price list as soon as possible.
ERRFRRATNEFHBERRIEME.

© We would therefore highly appreciate it if you would send us by airmail catalogues.
MRBRFEMBFTRFRER. BIBTRAEHN.

© With reference to your advertisement in China Daily, could you please send us a
copy of your latest catalogue with the price list?

ZHRAFANBE (FEBR) LOr&. IEEFRIN—PEFHEIERRNE

%7

© May | please have your latest price list and catalogue for Giant Bicycles?
AEBARARRBFETESTNNMERER~RER?
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(000 ' B ' —)

Dear Sirs,

Your name and address have been given to us by St. Polo & Co. Litd,,
as a large importer of leather bags. As leather bags are our line, we shall be
pleased to enter into direct business relations with you at an early date.

To acquaint you with our products, we are sending you, by separate
airmail, a brochure, a commodity list and several sample for your guidance.

In case you are interested in any item in the brochure, please let us
have your specific enquiries so as to enable us to send you our quotations.

kSincm'o]y yours, )

i MRS
AR AT B Al U A v (R A FRORH L VR TR, AR B A ]
KA A RE TR . B IR A I, AR &R S DE A vl

(EAVAER AN 3 S

JoAE B2 ) R BATM P S AT T TR, FRATTRE S BB AT 25/ £ B A
&by, BEAAT T ﬂtzjgn

QAT S s vl OGRS A WA, DUE AR .

L/
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* %ﬁ%iﬂ‘}[ Business Vocabulary

>
®i9/1948 N 3
leather bag r8
brochure IMRF
commodity A&
sample BHE: #&
for your guidance HIRHZE

o | address n/C] H3E; HIE; B

Tell me your address so that | can write to you.
‘ U VR IR AR A HukE ‘Ikk!—llf’] Big.
% The mayor gave a television address this morning.
LR RN LRE T KRS

¥ | please w. BN

It is hard to please all.
[VZi] A AEY.

We are pleased to hear from you.
TR 3 R 1) KA -

€ enterinto T BF: B2 (549 RYF)

We shall be glad to enter into business talks with you next week.
AR AL B8 550 AT R

We are pleased to enter into business relations with your company.
BRSNS HE LA SR

@ acquaint v ERB

You must & aint yourself with your new duties.
PR 2V B A H’Jﬁlfr j
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I have heard about your friend but | am not acquainted with him.
W BRI A (BIEAS T fffh.

6 | by separate airmail SfiZF; IM6B

We are sending you by separate airmail our latest catalogue.
AT o AU AF BB H R R

We send you by separate airmail a brochure on the various kinds of
silk piece goods now available for export.
BJ7 oy AU A7 45 SE B AT G i 1 9 8% R 2L B S BN -

O list » % 82

Please let me see the price list
Wik A Rk,

o in case fR{E; AR
In case he arrives before | get back, please ask him to call me.
IR (R o R TP T IR (R SR TR 1o
| will take a raincoat in case it will rain.
WA, AR PR,

0O item » BR EFLPLEBRIERPHES)

Please let us know the main iterms available now.
il Bt B AT E AT Ry

This item is of good quality and moderate price.
iR R R, k&S,

© soasto UE

He ran quickly so as to catch the last train.
fie B A RARLUERE E RS .

He left his telephone number so as to contact her.
flbf F T bR RIE SRS, LA G H R .




