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1. {§3k Letter Head

fakBEA LEFBEFEANGS (RFENRITRAMKZR) Fthl BiESE. 6
5 BiRESMEESIHES, B TRITERERRITHEN, 5EREARALELY
REXHD o

FEREFDFRERER(EFRIEMESE BEEAHY] FR LML LML
) o FHEFGUT R AR AT 0 & AR HEZE BT T , HOR B ART AL (515 Bl
W ARMER) BB w5 SEEE,

. Name: BARCLAY BANK PLC, International Services Branch

Add: No. 34 Barclays House Wimborne Road
Poole Dorset BH15 2BB, Scotland
Tel: (0203) 678345

2. HEf Date

HCRATE R R SRS P UERAR. P XERERE A NEEEKEH,
T 3 3C A B ) H 393 5 78 IE SCZ Ao
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I_ HIEE A TELT I 2 24 17 BRNAES LB R (FEELFHREE+, HM

FTHRBRBEATS

BIEREE R PATRA T 5 EEF XGRS, HBEEELFmITHAT ). _

HARESCHE RBA ZAMEKXRAEX: H/ A/ (40:3rd June, 2003) HER
Bk, BRITERET, H37E)5 5 H/ H/4F (1 : September 24th, 2004) hERE %, A B 7ERT,
RYITEE . 85 BN, NEREMS N A2, U18% 2005 5% 05; A 43R 8] kL
HEFRRE, EFRE AR, WAERE SR, 055 H“ Jan. ” #4 “ Janvary” , [
I, FE B E R SCRITER R, — & BEEIE A NE R, RIS AR ERIT SR
FEFAR T, AT LR H A BT RIF B S i RRE AR X ERTESkEH
E R RITE, fTRURIERA B E R BE.

H S REREFRRRE T, ZEHELT R T ERESHABRELT HFR
AR H #3, 21 Your letter of the 3rd arrived today” ., H HAZ % F¥0diE, # .8 A 13
H , 7] 3£ August the thirteenth 5 the thirteenth of August,

3. 22 Reference

REEH RN T ETFRAT TR T P 60 , 18] 66F 2.8 ) F Xt Ty [ 5 3% o i 48 % I
fEHSUERERERN. £5—ROTHYT 2 84 174,40 Your ref. : GW/352,

4. {5 kit Inside Address

15 Y Hb L BB WS A A B 1 42 TG 15 ik , BB N ERAT Y 28 FRALEL (5 it
A — B FEHRMA EAB AL M TFREST 2 8 4 174, FMILUEMIEKH
AR R, X BEH NG EER R dh/NBIR” BB 21T, 238 =M F
L Fa W
i N fR B
FITFEHRI ] S 487744 F% (name of bank)
AT FTTE B ] #85 (house number) F1i7iH 44 (name of street)
P 7E 3717 4 (name of city ) N 4 FIHRB i
[#1%¢ 4 ( name of country)
FFRITEREA W AREE, A RSN EXE RO AT RINE S, XA
HEMAR,
filfn: A. Chase Manhattan Bank N. A.
1 Chase Manhattan Plaza
New York, N.Y. 10005
U.S. A
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B. Mr. x x x
Division Chief
International Department
Bank of China
410, Fuchengmen Nei Dajie
Beijing 100818
P. R. China
FEREXPEHEbLN, EEBEENREANEHES N, AN HEER—
AR, HEVZRAREFN FEEFREKRE, flin” E#” 5 55 A" Shanghai” , [fi
A& “Shang Hai” 8 “ Shang-hai” ,
FAN, RS R R B A AL M2 B AT, TU5E % 7E % SR04 FRATIN | “ Messrs. ™,
A Mr. B9 S % Messieurs” K 4EE . 40
Messrs Harrison & Werner
32 Duke Street
London N. W. 4
England

5. &7 AL Attention Note

YR FERBBTPHENAEARBIIEHHATEELHAMNS, 10:
A. CITIBANK N. A,

339 PARK Ave.

New York, N.Y. 10022

U.S.A.

ATTN: Outward Remittance Section
B. CITIBANK N. A.

339 Park Ave.

New York, N.Y. 10022

U.S. A

ATTN: Mr. J. White

General Manager

6. FREE Salutation

WWXNP%%ﬂ%E%AH%%A%%%Oﬁﬂﬁ%%%ﬁﬁmiu&ﬁﬁ%ﬁ

HASBRFEATN
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l M. B4 B4 5B + B Dear Mr. /Doctor/Professor + ( surname ), fifl Dear Mr.

TARBDRREATN

Hurrison, Dear Doctor Smith, Dear Professor Xia % ; B 45 B {&A ¥4+ F Dear Mrs. ( %}
G L) /Miss. (MR\EL L)/ Ms. (AREHFFEROAH L) BAFHIBEFHNLU L
BLGAR AR INEG) B A Dear Sirs (3 [F X A ¥ ) /Gentlemen (3 E 5 fing€ X H
) EHEBEARFA L BB L+ 6 Dear Madams; 5 45 4 51 H 4 45 & Al Dear Sir/

Madam ; {UANENXS 7 e FRIF A, B B 5 H K747, 40 Dear Mr. President,
7. = H$r7A Subject

HlbrEA T BE RN EEANBHITEERN R, DEFRE NGBS RRM T #15
BEHFENE, BEZINTHRIFITT S 2 3l 4 174, AN Bl FaAL TR
B (R FHD .

#ltm: A. Our Terms and Conditions

B. Request for Correspondent Relationship
C. Your L/C No. T -23424 for x x X ...

8. 1E3Z Body

EXRBITRENER, TEARGAEFEMEMERTEAR. XM R TR
BESIE, R X ESCH TR R EXREE. EXMTHEARE T 2 84754, @H H
LLF =343 45 ik : FF 3k ( Opening or Introduction ) ; B f¥ 5% 4 ¥ Bt ( Purpose paragraph or
Details ) ; 253 Bt (Closing paragraph)

T3k Bt A KECE BB 7 15 R 1R AR T R B (R RN %%

H BB B P 4 B R AGR MG A 405 , B SR (5 07 3, B IR R 1% 0l
Fo

SR ELE N R R G OAE G RRNITES,

WITE R F ~

(BB IR TR RBTIM—k, AW THALEZLEART
WZIWENS , 3 EAEUER S i S A4 4 R Z B AT IS, . TFRBIEREER
TREFHS R RS, BEEL T EENENEEENTEE, EXENA LR
T, S R 4 1 SO Sk A, AR

A. Kindly inform us that .../ Please let us know that . ..

We shall appreciate it if you will inform us that . . .

We should be glad/pleased if you would inform us that . . .

oc0ow

We wish to inform you/advise you that . ..
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E. We take the pleasure of informing you that . ..

F. We have received your letter dated . . .

G. We acknowledge the receipt of your letter dated . . .

H. We thank you for your letter dated . ..

I. Many thanks for your letter dated. . .

J. Replying to/ In reply (answer/response) to your letter dated. .. about ... we have
the pleasure to inform you that . ..

K. Referring to/With reference to/In respect to/In answer to your letter of ..., we
wish to inform you that . ..

L. In respect to the captioned collection, we are informed by ... that ...

M. At the request of your clients, we would ask your assistance in . ..

N. In conformity with/ To compliance with/In accordance with your instruction of . . . ,
we take pleasure in . ..

O. We are sorry to say/We feel regretful that . ..

P. We regret to inform/advise you that . ..

A AEETT A ARG AR, PR TR B R FEEET 8

Ao IR o7 IR IR ATHORER -7 “ RESRATH P Z K7 5o
RITERNBERES :
ERNERRMUIEREER. SRERBENRETHEABENTT R HE K Xt :
i O B 3 s TR BURE XA 1 L BRI A UK A BRI X O R 5 S R
HRMEREEIER:

We are looking forward to hearing from you at an early date.

We are expecting your early reply.
We are awaiting your reply soon.

We are expecting your favorable reply.

Please write to us at an early date.

Please reply as soon as possible.

Please write to us at your earliest convenience.

We shall appreciate it if you will give us your early reply.
Please cable your decision without delay.

We thank you in advance.

. We reiterate our thanks for your kind cooperation.

PRS- Dm QI @HO 0w

. Your kind assistance in this regard would be greatly appreciated.



o)}

HABBARENITN

$—F ROEERNARFIER

Ja

. We would express our sincere thanks to you for your kind assistance.
. We apologize for the inconvenience caused in this respect.

. We regret the trouble that may have been caused in this respect.

We shall be pleased to render you our sincere services.

. We assure you of our best services at all times.

O PO ZZ

. We shall be pleased to be of best service to you at all times.
9. Z&RELA
FFLFEIRMBUE H ¥ 15 RES B 1B BaL” FRE. BFE M TIEX

—AE T 7 2 Bl 4 474t  FEFF I RE ok T 5 A R X FF , TS5 A5 8 WA F
A RAb, SEFALRMPRIERME BRI RS, JF HZ@AERL, (RIFE BXME—3. 0.

PR HE

Dear sirs Yours faithfully

Dear Madam Yours very truly

Dear Mr. Smith Sincerely yours

Dear Professor Wang Cordially yours

LA L% B FREESR T 5 e i RIS, Hedn .

President |k, B2 Vice-President 8 3R

General Manager .45 # Deputy Manager 8| #

Assistant Manager 2 F8 B Section Manager B}

10. %4 Signature

HEBTERSEGLES  REANBERRA AL, RITHERNELEHEX

FE EEEEATTFES, WREEANE S, ATFEL TEEM F LB RIOIRIT

LUE

A. Truly yours,
( signature )
John Smith
Deputy Manager
B. Yours faithfully,
('signature)
Mary Owen
General Manager
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C. Sincerely yours
Zhang Jian
Assistant to Mr. Guo Jing
( Vice President)

= RiTIESREHIN0ER D

FERKNL S, h T H1E B AR T DGR I 2R 45 %1 05 , 7 B A iR AT LAFESR 1T 15 e h
B I qf oy LAT R LA E B BB«

1. B AFITEE 4 28 5F 1 Reference Initials/Identification Marks

XEAMCELBANITZRAGLZNEEFTE, BT UKRERAT LN, —&EPEA
' (colon) |5 (asterisk ) LA (slant) FRFF . HINRFREHPHRITHER, MA
AR, filan.
WI/MO—#1#5 A\ William Idsardi & FH&
FTEN A Mary Oven {8555 o
JS . SR—#I#5 A John Smith i) & FH
$TEN A Sheely Reese f) B FHF
GW :GP- & A\ George William {5 F
$TEN A Grace Parson {5 F&F

2. Hi{¥ Enclosure Notation

FeAk BT AT 15 R AR T 40, 18— ELBH SR A BN ST B, 0 | B
REREAE, UE RS X ESMFE. BRSO TE TS TRITHALE.
AIKE LR “Enc. ” & “Encl. ” fi FAH — (M HHEBL; “ Encs. " B “Encls. " I T A i
B LA BHA R B ; “ Bncs. (3) "3 “Encs. (4) " AT AR BRI GEAHD. W

FARTAREATS

A.
Encls. : 2 Invoices

1 B/Lading

I Product Certificate
B.

Encls. : As stated. (MHAFIISC) . TEXFIELLT , M2 FRAG B C 72 IE O 32
?UO



B—F RITBERMOAINER

cc : Stephen Hill

4. HtEH Postscript

ﬁﬂ:\.o ')lll]:

+ efficiency of the items.

 Exercises

! C:
Enclosure; Survey Report

3. $#biX 4% Carbon Copy Notation

HWRRA %, IR S KRR X H A, BT L CC” F 4, “CCT 2
“Carbon Copy” 485 ., N
C.C. : George William

c/c . Construction Bank of China, Beijing

WAREE R ENE, EETE R PR A, RIS S E G VRREE(R &+
RHBAREERFALEFENEES, ‘WS HMEFRABEELAP.S. "8 p. 5.7

P.S. For your convenience, please turn to page 23 of the enclosed instruction for the

[ [l Translate the following Chinese addresses and make them
in English style.
1.

o 53 0 AT Bl 45 3, o AR X T v R 77
5, HRB 4 b5 : 100009

AR RBMMER R SEOREEE, LW AN TARET

2 5, WP B4 : 100031

TLPE 4R 124 @ s 03, YL VG e B 0 B 66 5 5h K
RSB , WP B WS : 330000

o E4RAT BAT S PR ERER, JL s BT kAT 410 5, HE B
% .100818

. BB AL A L HE O, U I R KA R B 23 5, R BUSR

4 . 100083
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Please translate the following beginning sentences of
bank letters into English.

1. RS J7 2005 512 A 9 HKR,

BT 2005 4 12 A 25 B R KK, B
KFrweee JETEE,

R ITRESE A L TR A e B
RATEEE B x A x BXF - BIK K,
MxAxHERESH - REZHF, RITAEEWT
R ERBILHEEERBR T

ST x A < BRRBTIRER, RITIBRENE -
- RATSRHE R BT

10. BT x A x HRRER, RiT-

\°9°.\195ﬂ.4>.wz°

Please translate the following closing sentences of bank
letters into English.

1. BRHFZR,

MR F TR B B, RIEA RS
EEBEERTRE

HHRIA
SHRATIR LR A 1E, RATHBUHE

Xt 28 AT 7 B R R A T R
Xt 5 RHAE, RITBUIKE.
RATIRIERER AR S o

. NERAT LT T AR B RAT RN
10. AT ISR BB TR S5 o

© o N s

[ Correction

1. Please correct the following dates written incorrectly and put
them right in the blank spaces below.
1) Dec. 12, 2005
2) 09/12/05
3) 12 -12/05
4) 12/25,05

= o
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5) 12°01,2005
6) October, 10, 2005
7) November 1st, 2005
8) 10th, December, 2005
9) 2005, 12, 03
10) November 03/05
11) December 9, Friday, 2005
12) 2005, 12 -23, Thursday
2. Please correct the complementary closes written incorrectly and
make them right in the blank spaces below.
1) Your sincerely
2) Sincerely your
3) Your Sincerely
4) Yours faithful
5) Your best
6) Wish to get your reply soon.

7) Happy weekend.

8) How about meeting you some day?
9) Yours forever

10) With respect

l Cloze
Please fill in the blanks in the following short passage with the words
given and make changes in forms if necessary.

3) regarding,, express, right-hand, replace, house, spell, full, z

3,) cardinal, apt, type (‘v

If no space is provided for date on the letterhead, the date line
is generally 1  two or three lines below the letterhead. The date
line may start from the left margin, or appear on the right-hand
side, with the last figure serving as a guide for the 2  margin. It
is advisable for you to follow your _ 3  style.

_ 4 the date line, you should pay attention to the following
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points:

a. YEAR should be typed in _ 5 , never abbreviated. For
example, 03 can’t be _ 6  for 2003.

b. MONTH are preferably 7 out in figure, so as to avoid
confusing. For example, 12/11 is November 12 or December 117

c. DAY may be _8 either in cardinal number, e. g. 1, 2,
3, 4 ... or in ordinals, e. g. 1st, 2nd, 3rd, 4th.... If using
ordinals, you should pay attention to the numbers containing the
units 1, 2 and 3, because when dating a letter, beginners are _ 9
to write 1th (1st), 2th (2nd), 3th (3rd), 21th (21lst), 22th
(22nd) and 23th (23rd) and 31th (31st), or 11st (1lth), 12nd
(12th) and 13rd (13th).

To avoid making such mistakes, use _ 10

BTN BTERRRER

BURERATIE R BB H KA =FIE 2 552 (block style) \ 45751 (semi-block
style ) F14547 2 (indented style) ,{H F R AT HZ KRR FTHI o

o FFFIK

TEMRS R, BT 304 (95 B 3 B Pt PRI RSk BTREBUE RIS 2 %) MR
WZEhZS MR ER, B PIT SRZEE T, S Z MW7 XFEABET ET
F, URFFEW, B YRR L RER BT BERR. BEHT:

BANK OF CHINA, SHANGHAI BRANCH
200 Mid. Yincheng Rd.

Shanghai 200120
P. R. China
Phone: (021)...




