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PREFACE

B =

B EK A TR B IES SR B R D IR R, ERNIMNEFER
THHBRE. MEEAET, BERNEHAT T/ RELRUAFRE. TRELSF,
DFRNFEE. SRR EENPIIT R R BT AFR, HEZREN, NMA WK
. BWHE EHEBERREE, BEAZHREMCHSREAHFERMEL. /B4
ZHER—BENEEFH LML FZMBEERR L T, SEMHRRS HEBOEE, &
OB, W T KREMEM, MMM ZEAOR), “BOUE4E, HFEMm”. HsH
BRF, MANEH, BRLREFHR, EFEATERRS. BEHRE. 2HIE. &
TH%S. s, mipEs. SEHE, THEHESSFEHEREVNHFEEEEE
2, ERAABRAERIGEAHR TR ZAE. mFREARER .. BmETRER. SEH
BERFERIZE U ENEERR 5B R .

KAEREHEZEDPN=KEBT TDET, BT E I & B PR RN EE
T VRN SR (EDSE—F) AERNRER, HANBTELERNSEEES. &
HEHT), HENEERE VRSV ERNEARR, HFARBEEEWITTEM: H=
HAEFENB TSR RO EERE, BFRELHLXR. ARE5RR. RES5EH.
WA AR Bk, FiE. RE. ZRSERX LN EAEASEST,
fEE R R A B M E ESEE AR, 22nfAEEES 5#EEs. F=89
EENMETRETNEERNE, HEIATHIREEE—LEEEHASKX, LIRTEN
AR BLE R 5 AR FE.

AHNLFRE R, MIHRBHENERIT T HERER, ARHRAK, 8%
THEFFA (Lead-in). SEFEES (Writing Model). {57~ (Specimen Letters). S
i IEZE (Case Study). 4-JJ/MR (Exercises). #1iH#&1% (Knowledge Salon) iX JL#4r4H
B, SEVIEM. RIEER.

ABFERFLUTR A

L FERAFINHIL, WANTHEERN S, gty A= ANg, i
Y B 5/ EAT R . FERHNE, XPrEaFEEEAENERRG,
BEHE AN A BN BRI NG —E TR,
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Chapter \o%

MREHEFIE

Business Letter Writing

ZYiS A Lead-in

VBRSNS E S e 2 R R EMEA, 1T RAFHIS S R SRR 13 2R 5%
VBT S TR R LA DH . MR AR TEH . WEIEHENE. EEER
VI SE A AR T BT AT REAE Ak AR A 5 T, AT RERE AN S BENIRE . BROK
BUF . BAMARS. BENRERHTEEARZEMAGEE. R ERHERN . &
SLRIFRR. B RANRERITELRGIERA, $5 PR AL KM A ST S 2%
71, HEEXPIFALF KR

SRR M B Ay 52 7 BRI 2 B fAE, RV SIRT AN 5ok RSN AR
RMEBEFE. EABETEIWVEXR. AN RE. B8, TR, B2, £4. &
. iz, AT S RE. . B, RELRMNEE LSRR A 5 AMA T
REE.

TR S H RIS AGEERIE? BATEEA LA IRdE: H#, <%, B, W
A B BRI 8] DA BN RIF R R o NSEILIN EARAE, IATE DR SENE T R4
Foa? S5iE? SIEHMRMA? BEE5HA? SRR ? £S5 MEd R b2k % s
AZ. A FESR. EEAWM. EAE. ET5RiEE 77 28X 05 F 28 U

2.




| FRIREEEBS R

BMiSz, NAGRESEFEEYER C FEU: #HEN (correctness). il R
(conciseness)~ = E M (completeness). i 2 F M (clarity). FLIEN (courtesy).

H T4 RIE R GRS KB SEIRAE R, XFKRFR, HERENEFIEESH
WEXREE, BTN E, “HEFREN” AEREROIEEEE. 8RS Mg s 242
HWHTCIR, EERGRANBRRER, UhsHERZMUS.

“TRIEE RN RS SIE R EENEN . AVERHMER ) TSR T, HIACRHE
B, IESRBYEE. Hlin: 1. We wish to acknowledge receipt of your letter...(poor)
>We appreciate your letter... (revised); 2. due to the fact that (poor)>because (revised);
3. Enclosed herewith please find two copies of... (poor) >We enclose two copies of...
(revised)

SRR GIENEN IR AR, BEh. 8. “TBEN” 45, SRARNMEME
FHRENARGEERE, UHBHE. WRHAZFHEFTERENGEER, NEEFEFRE
. HAREEEBMERRER, A3 RIFMIETERE. FRERTE, 7LH
“SWIH” K#:5%:, BI who, when, where, what, why F1 how.

“TEREN” 1R AGEREFEEMBBENATRIRERE. i, fln, 47
YH 23 =1 | : Marshall Corporation was founded forty years ago, and it now has branch offices
in four states, and it employs nearly 400 individuals. (poor) > Marshall Corporation was
founded forty years ago. With branch offices in four states, it now employs nearly 400
individuals. (revised)

AP AE BRI N AR TE R BiEE  ALSRAI R “ALIRIE N 7 R KB M+ E
T, B, A9, UMEXN TR . ESEN, TLUBEEAEMESR. BHiIES
HFHFERIMFIE U A SRHER, FlU0: 1. If it were not for the large orders we receive
from a number of our regular customers, we could not have quoted for supplies even at that
price. (EARFLIFZERHIREES, WAL LI XL WA T W KaRMN )
IREL#L: Ifit is not for the large orders we receive from a number of our regular customer, we
cannot quote for supplies even at that price. 2. I would appreciate it if you could give me
your best quotations for 65,000 pieces. (W1IR 5175 7] LAZ5 T 65 000 LA EARIRAY, F5
KA. K E4L: I'd like you to give me your best quotations for 65,000 pieces. @it
B, BATATLURI, ERUESWMER, RSB RITESKAMNE, KKRET
XTI, AR TS RAR 55 R BT
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BE+Erd Writing Model

— R, SNRE TS RS HER, WTRARREES AU T =

BB {%iE (opening paragraph), F:
® (Greetings!
HEE !
® How is everything going?
Bl 55 A% e an fer 2
® Hi Lilian, hope this email finds you well.

N, W, HEIRCAEEDIXE M.

hE) Bk B X K & & (developing paragraph), fF:
® [ was wondering if there’re any updates on our inquiries. ..
ArxEIT AT, RATRAEFIAE?
® We are writing to check our order...
S5 EAEE e e

® In reply to your inquiry, we’re sorry to say that we’re currently out of stock.

R E HATEFARL, Foikh e 5T e i 5.

KinGRBERBERME (closing paragraph), WTF:

® Wish you all the best in work and life.
HE T TE. EIEIRF.

® Really appreciate your reply and hope to see you soon.
FEERHEE, FERSRGEALEET.

® We will make every effort to proceed the process and look forward to cooperating
with you again.

BT 2R FTREMIES R, MR B SR HRETE.

BkRE, —HEXHSERAFEUT IS
> &3k (Letterhead)



o) | I REE B S
7|

H#H (Date)

i AHaht (Inside Address)
K8 (Salutation)

F & (Subject)

1EX (Body of the Letter)

ZE A& (Complimentary Close)
% 4 (Signature)

M4 (Enclosure)

#i% (Carbon Copy Notation)
PffiE (Postscript)

V VV V VYV VYV VVYV

Business Letter

1 {§3k (Letterhead) i
fEkiBEKKARE: ARMERR. G, BiESE, XS, BFimfH. X
SCHihERR I /AN BRI (BRI S B TT. B Hi31. Fil: :

Brian & Jill, Incorporate
11737 Ferrick Lane, Lakewood, NJ 08701-2344, (908)234-5654

2 HHE (Date)
HIAK S50 L2 “June 6,2015” B “6 June, 2015”

3 Y{E Attbit (Inside Address)
B Ak B2 TS E AR, IR ARR. #EAK. BYSH S,
EFY S, AT, M. BEEGRAS . 50:
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= (@

_______________________________________________________________________________________________________________

Ms. Dawne Roberts

Columbia Housing Association
One Cradlerock Way

Spring Vally, NY 10977

4 FRi8 (Salutation)
W% WK B 77 A
Dear Sirs (#3) /Gentlemen (£3)
To Whom It May Concern / Dear Madam or Sir
Dear Member / Dear Customer / Dear Human Resources Manager
Dear Mr. X X / Dear Miss X X
MIBERAES (ERX) ES (£, HlU: Dear Sirs, / Gentlemen:

5 ER (Subject)
FAEFREHAEIHERSS, KEAHET 35 M8, 85ERFTERNE, 7L
&L AYERRE, Bl REQ GEXR) —Hrxd A RIRE 7 —Tigk, I HHH
FFEE . e.g., “REQ: Visit your workplace Gi&sK: V7 RREI TAEZFT)”; FYI (45
D) —EH RN TIREIET —285 R, HEFREE. eg, “FYL Confirm the date
of your visit (F&1: FHAZIVFRIHE”



| 6 IEXX (Body of the Letter)

o) | FE B R SR

IECEHF (even spacing). Bti& a4 (short paragraphs). &k, Ht5 MR Sk

ffi (correct grammar, spelling and punctuation) .

| 7 Z5R#HFE (Complimentary Close)

v EIER (FIREE): Respectfully, / Respectfully yours, / Very respectfully yours,
v" 1E3X: Yours truly, / Very truly yours, / Yours faithfully, :
v NN, BEER R Yours sincerely, / Sincerely yours, :
v fEE& (R7~3E%): Cordially, / Cordially yours, / Best regards, / Warmest regards,

8 X (Signature) :
ERANELNMATERIET . MRRESGHEN, BEARTFRELEL, BN
FENZE S, W EHEFEAAEGEE, ARBRME, FIAEM. K4 |
BT &S L RAE ANRTERAL. !

9 M (Enclosure). #i% (Carbon Copy Notation) FAHi;£ (Postscript)
BSRAE A W, REFEZ T AVED Encl. 8k Enc. (FH); Ce (#i%); Ps. (HHIE) |
#4n: Encls: 2 Invoices



