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H—im [EbRRE 55 el HLHE A

Introduction #LiA

LAGES &4 GR L

FIT VS [ o 75 45 o L B A 45 1 1 B 1 25 0 87 5 v BT (Y 015 F 1 LRI - IR

English business correspondence refers to letters,faxes and E-mails. It includes foreign trade
(and domestic trade) of course.

2. %9816

AR T URAR 2 0] 1 7NV (Y S Y e 7 245117 M T 800 P 2 3K 1 e 498 55 1 8] 13— AR HE 1)
[ o 5 55 bR FEL

The purpose of this course is to help you learn how to write good business letters, faxes and e-
mails by using up-to-date expressions in the simplest possible language.

3. ABRFSE L5~ RARE LATRA ARE45E ek s

BTG, PR 55 oh i AT HOMURR (38 5 XURS R

HWR, E PR 55 R ST 1 5 ARIE AR AR S 1A

BE  E bR 55 R HL T N2 L [E PR 51 5 S e DI AR OG o

AT S I LA 5 DM R A A K 1 % .

O S — R A R 1 XURS TS o S AR Ik #0413 C 4715 (jargons ) ,
R 55 MR A IS, T AN

We are in the market for silk blouses and should be pleased if you could kindly quote us your

keenest prices for the goods listed below.

MR FARSE X W &0 X 57 HIRATE R KR R 1 T2 KA A
[l o AIXAJFEFATTHL AT LA th, [[PRR 55 s i /0 B &M H—AIE S, AT R BEA R
AN, X R TR KURS ) e U, IE K ALER . ZTAE X AEE BR T #
1 A3 V356 R BB b, 3 TR A 1 XA RE S 45 K0 J L T 5 A IR AL SR A BB 4R N USRI
AUHE ISR X AN T AL 5 s il A BEARCEI R AN B AR 5 ORI A f e AR A . 248K,
FATAELE SR G A5 A5 I AR T b 1E =X AL SR o il 149 3 b sC AR, I v B b A 1 =X AL
A0 | 5 4 PR e 55 oR L I ORI o IR A, B I HE A A Ak 22 b e EARE L
I )] T X ) i — T AG st We are in the market for silk blouses” | 33 5l & — /) b 3¢
ThF i pR TS, Z BT AR A8, R AT AR X 243855, 7fE H % 90iE B, RATEF

1



@ 5] 5 165 2

XAEDE : “ Our company wants to buy some... ” i 4] #1 3£ 45 — 41 i “ should be pleased if you
could kindly quote us your keenest prices... " H:#1, “ quote us your keenest prices” A] L5 t11 j2&
— /] BB R A pR L R, R E E PR R 45 ok e Al A, BR DR AT AN T quote XA,
1fii U, tell us your prices,

B T ANRE AU T T R ARE SRR E R4 ) PR 55 ek B s T B b R
RZ  FE AN RE— 326 AL st b — T LA Le 8w R, BT 4t i) quote (4 ) , i
A inquiry (#ff1) ,offer (H £%) , firm offer ( 52 #% ) , non-firm offe ( HE #% ) , counter-offer (if £ ) ,
claim (&%) %5, X Lo &R 2 B 5 AVE MBI+ F A2 W 4R iE , L/ C {5 HE, CIF A
PR iz 3%, — AL iRAE CIF 4, i fa] i B R M R A Z 0, R BRI A & O/, BT LA 2000
EERTA S ARIEBBEN A T CFR, % T CIF il CFR #p, 84 FOB Free on Board, FAS
Free Alongside ship, ;X ®5#8 K 85 4T, (B ETE M 2808, J5 & A ac g, R Bk R K
SONE2E ) FE W FLE 1 13 R 5 ARLE R E S 4R s AN .

TR 13 Fh 5 ARE

(1)EXW—Ex Works T.J 38%%

(2)FCA—Free Carrier 1§35 7Kiza A

(3)FAS—Free Alongside Ship f}i/138 5%

(4)FOB—Free on Board f} |32 5%

(5) CFR——Cost and Freight h{ 4 filliz %%

(6) CIF—Cost Insurance and Freight B A< [ /il %%

(7) CPT—Carriage Paid to... B 3 ff F------

(8 ) CIP—Carriage and Insurance Paid to... iz #¢ R T2 -+

(9) DAF—Delivered at Frontier 1353545

(10) DES—Delivered Ex Ship HA#EHG | 3517

(11)DEQ—Delivered Ex QUAY (duty paid) H ) #E5k 35 5%

(12) DDU—Delivered Duty Unpaid 7 528 38 £%

(13) DDP—Delivered Duty Paid 5&84 /538 5%

VA EFr2E i ) 7 R R A il , A A B g eeE, HBE TA T4 $E. W CIF
Shanghai , {5 A< [ He 24K E 1 HE Y CIF Y, 1l G A4 Cost Insurance and Freight
L5 Hik, EAHIHE 1 Cost A HA | Insurance AR \ Freight A3z %%,

B P 45 R L B3R =R U R S PR B SE R YIME R ot TR PRRT 45 BRI
RS RO OS5, AME SN Tl 55 3 3 AN 5 AN A [ B i 45 R, X — At R S 55 T
f1o 1T EL G 55 oA HE, 538 30 oA v fi U B8 1 X IRk A . 0, — S AN IGR A B0l 55 B9 A AE
BE#| immediate shipment B, A] GBS {548 & B9 7~ i B8 S BI2EAL” |, 924 immediate = at once,
shipment = make shipment , {H {th 71 A] §& 2240 5l AR A< 56 A 1138 7 [E PR ] v 37 B AL J 48 51

2



89 g o AT o i LB 0
= Ry e;bé} B 1) é’%‘z W \ ’

J7 RN FIESS “30 K PEMT” o 2R 1A 38 { A f54: &, immediate shipment ZF§7E“10 KN
SR, 3 RS R IR, b ab 5 DR (450 2 2 4R 2 oy AT B X )i ) — T R R . X BR
RHMNF 55 7K 1 [l B S A1 B e K (i [a]

LE ERTR, EBR R 55 el LBE S, A AL A s i) A — BB MR K WS
SR FERE GRS b e A [ R 5 SR UIA K

I B e 45 ek b ) TR+ Ar IR M . FEREIBR T 5 b, SRS U TR R E P, X 1]
I FR B A BEAK A R, AR ] AT S (I s — R BRI, R MR AE, I
JG RS AR FE A AR, BT LARA 2 L EAE B A XIS R B s — 2. Bk, A%
RS SR I B A S S 1) 5 DA 3 3 Ty 1 199 A, gl 2 X 1 99 PR TEBE = 45 R B9 T AR A A
1 RAE

NFEFE SC Y, 15 B i 55 o H & AR RE VN5 £ TRAR , 38 1 B BB I SR SRl 05 1B
REFNRG 55 L L SETE R HLES £ &K, B LABCA +L58 ) S0 iH JE Al 0 BEAE 7 55 % bk 2eif B IR
i, R A — X . P, EEBUR SAE 2 ) A URFR F) ] BN, T JAS B 568 25 i 33 ) S
o REARF AR NI AT AE R ETE) RG-S , R XA R B R e A4
Ty RA AR, A REIKEE ] F N Bt o

Business Letter-writing 75558 5 RN

Business Letter-writing is an essential part of business.

H T IR R ARG I A G T B R AT 5 R BB AT SRR AN AT, B
FATTVEARE HOERE I Ik 1 sl b i — AN b L R 43

The letter is often an evidence of an arrangement or a contract, and must therefore be written
with care.

Pl BAE AR A TR HE B 1T T B [l A B , PRI A TR S

The aim of letter is to secure the interest of the reader and his/her cooperation.

AR H S E G R A A 68 IS 1t i A1 o

The motto in business letter-writing is to remember the 7C’s.

A Y BB R AT B H KA BT IR U SCRY 451w R R
1K 6 Jr )38 B R R 7 C BRI BN AE TR IR B LS AR SE R .

1. Clarity # # '

The writer must try to express himself clearly so that the reader will understand. To achieve
this, he/she should keep in mind the purpose of his/her letter and use appropriate words in cor-
rect sentence structure and convey his/her meaning. ‘

55 PRNLEEBEE — H R, BOA M ME R A 5 P A IR e 22 Ak FEWE TR E
WA S5, 16PE A0 R L A ERT T1 T A Py Tl , A TR 1 A 80 /) 1 B 9 B 1 2 3 3k H

3



1, B S (7 R 7= A S SO B A Y o A 5 S, T LA PR B3 4 P B At A R BT
A B TR

2. Conciseness % i

Conciseness means saying things in the fewest possible words. To achieve this, try to avoid
wordiness or redundancy. ‘

FITVB T I , A2 B 5 TRT A W 3 0 T 9 2 8 1 8L, TR) B SUTE T B 45 i e B AAL AR
TEBE Y ICRT 5517 BRI, ZARFEARLE BRI R ARTE  AEI RG] 7o it R A0 2 id])
FITK R 7, PR B AR T 0 3 5245 R T e i i 5 B 2 B X T

3. Correctness . &

Correctness means appropriate and grammatically correct language, factual information and accu-
rate reliable figures (such as names of articles, specifications, quantity, price and units, etc. ).

1 5515 BR L AVE A IE A, PR O G2 3 2 000 BRASCR A S35, T HL 88 30 2 78 ol 040 1 45
ko IEFIRIRTIF (5 R DERBUNE G 2 e A 55 MR D S IR0, 38 ZORBUR IE 7 18
PRI T TEIR B AR AT B 2538 FA 24 LA B il AT IE#

4. Concreteness £ {4

Concreteness means making the message specific, definite and vivid.

18 9515 BRI AU 7548 2l AR BTG, SR S R PO A R R el is A+, 65
T 55455 BRI sk A o, R I T LA S S AT, — BB B AR BRR I 2

5. Courtesy sLf%

It is not mere politeness. The courteous writer should be sincere and tactful, thoughtful and
appreciative.

FLERAE R 951 o A JLRPIR T F & I T . — BHALERAO M5 ek ] AR S H AT 7 8l
B REF A B TEEHDL Stk TERSERNEES RS, Kot 2L Z . b,
T H 5T 1 5515 BRI, V588 S (o ) P REIBCARS A5 3 % O AR 5 R B 1B R AT RS AR %
FUESL Y b P B RN 5 i B A R, 3 B AR

6. Consideration 14 iz

Prepare every message with the reader in mind and try to put yourself into his/her place.

PRI AR AFIUR N Z B R Rt — PER R B RE R, KA AR AT RE S A7
TR SRR, FE 5T X0 Iy 23 ey B4R A 8 0 St 1 R LT R S B 15 2, s
B BB X T7 R, B T X7 AE AN Z 0 EORBRAR XS J7 o BEAN, MRt R B R 4
FH &M E MR .

7. Completeness &, %

A business communication should include all the necessary information. It is essential to

check the message carefully before it is sent out.

4



18 9515 R AL 1SR SE 3, BEAD AR 15 A Ay SR ANt BRAR B O i — DI O, B2 a1 2
AR TR ) AR ] BRI BE SR . — B 52 B B R 5515 BRANUAT BE 2 R BUBI A 45 2R, 38 7T RE
HAE RIS KR

A letter is personal contact. The exchange of information is basic to business. Letters should
be easy to read and easy to understand; They must be friendly and courteous. Business letters
should develop goodwill.

KEM L FTIFR Al AR 50— AN BR RS =X, T35 14 AR 38 e ) 2 7 ol 175 3 ) 3
fiti o (GHFRLS1S 55, NACF AL o RDAE 1R I 2 R R A

L, ZORGE AN EA —E M BORKCE K@, 2B RS IR L&, @R R R
T A —E O BEA R, SR AR BT, B B R R ——H iR H

The Layout of Business Letter & HEHBE &4

—BEARAERT Rl B WP RS AL AL VAN R B B A — R T I R
ATBEREPE RS o BAR PN 2R 0T 2 L) i R B o

1. Standard Parts & % 3t o )

Standard Parts gt j&— & Bk 51520 A 1] 2 41 R 43, — 3R 4345 Bk T = PRy —
I, AN BERRK I — B XS B 15 5 R B, I 0T [ 22 50 B SO A8 F3 45 A 4 R 4% o

A standard business letter consists of seven parts ;

the letterhead {53k

the date [ Hj

the inside address 3 A #f14il:

the salutation FRNF

the body of the letter {5 1) 1F X

the complimentary close &E %55 41

the signéture &4

(1)The Letterhead 13 sk

It includes the essential particulars about the writer’ s name, postal address and zip-code,

telephone and facsimile numbers.
o2 S8 S AR SR UL T — B TF SR M43, B A5 4R IO A 354
{53k 73 A S SE BV A RIS (S I 4T 8RS ERBIRR . S5 EENRIAF 115 3k, — AR #D
R AR, B Sk (90 5 505 4000 55 1 A TR 5 G BT B b 4% Sk — R T35 4%
WA LA, AN (AR S
— M E Sk o BTER SR A N S BRI (5 N (ARG o BRI 4h i
ATLIIN E R G S8 AL BUS Y L AR AT s, DU TS AR R R, A S

5



Ep BRI AL E RS R E I B EM R AR RSB AERNA, B2EAHE L
T RN FIREA R E R A KB AR

{53k =AEH:

85—, B A — B AT LB VR A5 A4 FR sl , T 66 5245 AAEBER Z Al — 1
OEUER R RAEYIIR ST SCIE I R AN

B ERETEREAERGENDE il WRBARE K, FAE N 515 2 5 ik % Ll
HoRSBERRENGES BATE, LB EHERSER A TERMLBRE

B RRERETEREM. i, Bl fas A LS EE EMERENE
AIfE SR RRER TS MfE . REERME A XEANARE L  BEFESE E—1 2
R ERARARFEHER AR, T UEA—FRXMAESFERSEBELF LK
AR AR SRR, HMERAT HEM.

G5k B E AT sk 9 HEFI L /N EIR

(2)The Date B #,

The date should be placed two or four spaces below the letterhead to the right for indented
style or the left for the blocked style. The date should be written in full and not abbreviated. The
preferred order of the parts that make up the date is: the day of the month, the month, the year.
The month in the date should not be written in figures as this can be confusing; for example
11.3.03 means 11 March 2003 in British English, where the sequence is day-month-year, but 3
November 2003 in American English, where the sequence is month-day-year.

It is acceptable to write the date with or without the abbreviations -th and -nd, e. g. 24™ Octo-
ber or 24 October, and to transpose the date and the month, e. g. October24 or 24 October. These
are matters of personal preference, but whatever you choose you should be consistent throughout
your correspondence.

H I — B TREMAABR RS, SELZBMER N 2 ~4 17, HPMELILE
WATHRHE H A

(3) The Inside Address 3 33k

It consists of the correspondent’s name and address. It appears exactly the same way as on the
envelope. It should be placed two spaces below the date.

Order of inside address %f P #f1k -5 i .

After the name of the person and / or company receiving the letter, the recommended order

and style of addresses in the UK is as follows:

Name of house or building

Number of building and name of street, road, avenue, etc.

Name of town or city and postcode



2

Name of country

an .

Industrial House

3441 Craig Road

Bolton

Bl4 8TF

UK

BN ARG B E S AEA bR A ST S SR B B
hEZ A LUF LM :

Si— , RAGIE AT ATRME B st A XS B, Uk 228, 548 A A rlERA T &
B vl E L,

5 WUE ATEFRE I ] LUEE N o 515 B bR — 8 ISR ANET , s R IE S 54
TR R IR ] I T 2 e R B2 B O W B EELER 1, AT LURBUH RN R TE

B A TR, PR S BB AG ABTE BE OC T, SRR B i ik Bl s B R R
i {5 A AT RERE BAE AT

0 A EEEE A RIA A T B AL, REAAEREZ AHE AT LU E X
R A 1, AME TR

XPSAE AR, AT 1 BNk, BVAEAE A B AL BB T (S R e 88, T A3, X
FEE R, FTH Btk AR — PR B 55 8h, SEhr EARA . 550, BIEREBR 13
FrRE XA E AL, BITESS B B AN I, S5 0P8 B bk 8 5, 3R DA K o1 38 7T LA
A FIE A r HuE , B AN B B SR ARt T, BE S F A XA 2. 5§
B A Y T T B N LR R 2 Al AR BOR BAARE AR T X A AR
— R IR T RIKACHE , AR 7 k24 R B JCHE S § 2 BV RIS X 7 20 N 24 (0 B
1k T XA A 22 BOH A S B BT AN AL BEORAT , L RS A Al & AR, XAESIA
ATLAMCI AR AL B, (HASR(E R LTI E LA, S KB E FrERS, A4 5
W —A7 LT ARZAMZ F o BTNt ACGE N FEHRN A 7 A BB o, S HEA
PR = AT R[]

(4)The Salutation #z=¥,

The salutation is the polite greetings with which a letter begins. The customary formal greeting
in a business letter is “Dear Sirs” or “Gentlemen”. It should be placed two spaces below the in-
side address.

Dear Sir opens a letter written to a man whose name you do not know.

Dear Sirs is used to address a company. (In American English a letter to a company usually

opens with Gentlemen. )



Y

Dear Madam is used to address a woman, whether single or married, whose name you do not
know.

Dear Sir or Madam (or Dear Sir / Madam) is used to address a person when you do not know
their name or sex.

When you know the name of the person you are writing to, but do not know them well, the
salutation takes the form of Dear followed by a courtesy title and the person’s surname. Initials or
first names are not used with courtesy titles, e. g. Dear Mr. Smith, NOT Dear Mr. J, Smith or Dear
Mr. john Smith. Business associates who you know well can be addressed using just their first
name, e. g. Dear John.

X B PRI AR S (5 A WUE NBFRIE . B RIALE RSN sk T a e sifT, ¢ 5 5 W
HEFk o TIRRIPEETE T

ORI A] BA AT B AT LA Dear Sirs, Gentlemen : 1 SCESR“ 12 " “HlUG &7 1
FHAETEBREIE AR D AN N, AR I )2 5, A LA Dear Sirs, #1258 % 77
Je4ctE , v LA Dear Madam, 300 EL IS AR IRARIG & 0 WER[R]X 7 47 FASE sl AR 2K, I nl LU
s 84240 . Dear Mr. Bush, Dear Miss Smith, BV 2 ¥ J Dear XN 7E I H 2% £ H1E I 3
A 2RI E L

(5)The Body of the Letter 13 &9 £ X,

This part contains the actual message of the letter.

R HIESCRAG I AR . G5 A B AR AR o0 Rk, HoAth (78 23 2 3 ¥ 43 i 95
Ho FETFS R BT UL FE PR RS 55 e B9 I s AR A B A 1T 20 HL I T 4% 5 4 A i R
ERERE AR BE R IESC, X EMANE 1.

(6)The Complimentary Close %&£ % & 4L,

The complimentary close is mere a polite way of ending a letter. If the letter begins Dear Sir,
Dear Sirs, Dear Madam, or Dear Sir or Madam, the complimentary close should be Yours faithfully.

If the letter begins with a personal name, e. g. Dear Mr. James, Dear Mrs. Robinson, or Dear
Ms Jasmin, it should be Yours sincerely.

A letter to someone you know well may close with the more informal Best wishes. Note that A-
mericans tend to close even formal letters with Yours truly or Truly yours, which is unusual in the
UK in commercial correspondence. Avoid closing with old-fashioned phrases, e. g. We remain
yours faithfully,, Respectfully Yours. A comma after the complimentary close is optional, i. e. Yours
faithfully, or Yours faithfully. The complimentary close is usually placed on the left, aligned under
the rest of the letter.

HELRALABE —FMEEW, MY T UES R E R R R TEN
IEXZ TR AT T 7o BEHRALENIT B A — 2 B B S R AL AR IE A DT A, TR |

8



&

Yours faithfully—Dear Sirs #VCH, Truly yours—Gentlemen PG it ; — J& B2 7 X 95 4~ B 1] )
g ] e (H A — s — N RS M H R — 2 EHE S =R EEE, Y
TR L ARG NAE B A RATE F Z A EE S K ALA 2" Yours re-
spectfully,” .

(7)The Signature Z %

A letter should be signed by hand, and in ink. Because many hand-written signatures are il-
legible , the name of the signer is usually typed below the complimentary close and followed by his
job title or position. Always type your name and, if relevant, your job title, below your handwritten
signature. This is known as the signature block. Even though you may think your handwriting is
easy to read, letters such as a, e, o, r, and v can easily be confused.

B —RAEF B AL B i, IR PR <47, JEMHRE FEE A A K4
LRGN IEAREN T H 84 . SORTFEWEW . T8, 5 THHA, S &, AT &y
Ao 1717 SN P XA RO AR AN N 1 o 2824 (T TR S F AT FALST i AR 1 1 24 A
W% o QRAG P th (g N TBE, h A el i A DUTEN I, W] RIAEAE 42 i HI“P. PV (" for”
RV R BRBORE IS

2. Optional Parts T 4 it # 3 4~

The References 2% %'

The Attention Line 287p AWE44/ /85

The Subject Line <]/ F5/8

The Carbon Copy Notation 1%

The Enclosure Bff{}:

The Postscript )1

The Identification Line FJp ACYH

These parts may be chosen or not as the writer wishes.

— R ARG S 5 A SRR T

(1)The References %% 4%

The references may include a file number, departmental code or the initials of the signer of
the writer. They are marked “Our ref. " ( &35 ), " Your ref. ” (W L5 ) to avoid confusion. They
may be placed immediately below the letterhead. References may either appear in figures, e. g.
661/17 where 661 may refer to the number of the letter and 17 to the number of the department,
or in letters, e. g. DS/MR, as in the letter on page 13, where DS stands for Donald Sampson, the
writer, and MR for his assistant, Mary Raynor.

XIS AE AN T TR MRS 0 EX — Bt U (E Sk —3 4. A A
DN EIHIE K 2B I Our ref. No. Fil Your ref. No. [ 54, Our ref. No. 5 & 32, Your ref.
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No. UL S BRI . S22 Al 84 B RN o 75 B8R — AL, X6 7 R A i Y
K3 BATHE MIME I 5 LA TS w4, 7E XS J5 R A5 H Our ref. No. 1234 84, &A1 14E
SAFI B IR Your ref. No. 1234, XS4 5y 4 i) — i

(2)The Attention Line 22 A& %/ 5 .

The attention line is used to direct the letter to a specific individual or section of the firm. It
generally followed the inside address.

XS RN ERENBE . HOVA X B RS — 5 25K, W Export Manager,
BRI THI# AR, 41 Export Department, A —E il ER—1 AMILES

—BME N B2 I N4k — T, H 2 A A I . — 2 "R A B
JLE] Attention Line Z Ji7 , 2 HHE BT A4 L Ip N8I ERTT , AT U 20 AS 106 BE 1 Ji 37
W2 LI NT R ARG B NEA N R GRS SR T4 HINZ —ds
BNA I IR RE BTN 4, R s RIS A RR, A B AR - U
IARAL PR KA KEHANEEANERAX RS BRAEE, i TREES
EEITR A PR HERZ ZRANEE NRAREZ I AN A HR 2 22 808 3L
oA OL B I AN w] M5 LB S, AR MH, TRESEAAELEDAERTTRYE
R4 PR, X FERME 22 I8 AATE M e L nf RO b 8. & N2 )8 T3 ki
— B> AHAT T R E N R RAT . Hod, iR E NS 1T A A R AR g —
A AR WA A B 8 4% sl B AT WAAR A 2% B S NI LS5 2 BRI 4 2 90 N 443X
— LA RER T T 2

(3)The Subject Line % /474 ,

The subject line is often inserted between the salutation and the body of the letter to invite at-
tention to the topic of the letter. A subject title at the beginning of a letter, directly after the saluta-
tion, provides a further reference, saves introducing the subject in the first paragraph, immediate-
ly draws attention to the topic of the letter, and allows the writer to refer to it throughout.

B RS SRR — AR, HR o T E S 20 Jemd b 2. RSN —F
L B2 WA S TR S AR B8 Al 55 AT 9 R 2 W) SR T LAY A AN D ]
Sh, AT X T T UE AR AR R A B o A SRR X — T, AT LA e 75 B 4 1 S
—#BY, S IESCPAT AL TRRIF 6 s, T b A T4 T

(4)The Carbon Copy Notation 3}i% .

When copies of the letter are sent to others, you may type “c. c.” below the signature at the
left margin. When copies are sent to people other than the named recipient, c. c. (CARBON COP-
Y) is added, usually at the end of a letter, before the name/s of the recipient/s of the copies.

Sometimes you will not want the named recipient to know that other people have received cop-

ies. In this case, B. C. C. (BLIND CARBON COPY ), and the name/s of the recipient/s, are
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added on the copies themselves, though not, of course, on the top copy. These abbreviations are
used in email, and mean exactly the same thing.

A AR BB A (b —A0 v, B AE A A B 5ok 2 20 = 07 12 O LG A3 1 Y 2
SUATR DI Ik VS 45 5 BV i (8, 3 A A R A\, B NBERH c. e
EWX BRI PR TR 2w AN S A D H A %L, Carbon Copy Notation — it 45
HHe. c. B ce to L] HIXC (xerox ) i L B B 5 MRS {5 AR SN RIS G 5 40 3% i BAK
BT g RT AR R RN BCC . (blind carbon copy) ,

(5)The Enclosure K4,

If something is enclosed with the letter,you may type one of the following examples at the left
bottom If there are any documents enclosed with a letter, although these may be mentioned in the
body of the letter, it is also common to write Enc. or Encl. below the signature block. If there are a
number of documents, these can be listed, e. g. .

Enc.

Bill of lading (3 copies)

Insurance certificate (1 copy)

Certificate of origin (1 copy)

Bill of exchange (1 copy)

or

Enclosure ;

Enclosures

Enclosures 2

Encl.

Encls. 2

As Stated U3¢

Enc. 2

AR —BHEER T BRA RN IE SO0 AR — 2o B A PG, W0 B B AR PR
BRI — DU A o PR TR A5 A5, 7T AR R A A0 5258 A B2 Al
KRR AR — R A LA, sl A 350 s s AT = AR B — T 4R R, B
— N R AHE b, 28R B A

PR PR B — R T ARI 2 A o o FH R B TR R 9T D— SR 1 R — 1A 1
— i o — KRR B, K R SRR, T — A LT i SRt LA
WEEe @A PSRRI B B . B AT 455 4 Encl. 7] B iR Enc. , X 5I7E
FURE Encl. 5 Il B4 55 1 Encls. 25 455 4 Enc. , REELE4HE T8 /5 i
ERCFEIAT L B Enc. 2, FRHG0AR A ER BT, 38 HY FEE R s 4 @flﬂ%ﬁ A IESCE 3R 3 B
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