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— . Learning Objectives (2] B#5)

» Ability objectives.
(1) To write envelopes of English business letters correctly.

(2) To write letters with the correct formats and structures of English business let-

ters.
» Knowledge objectives:
(1) To be familiar with the envelope formats of English business letters.
(2) To be familiar with the formats and the structures of English business letters.

(3) To be familiar with the basic principles for English business letter writing.

—. Work Task 1 (T EHE—)

THE-HERNEH (REO0-1), EREXEY, ZRUTHMES:
(1) U —TREGEARSES Siht, B MRAFEANES Sibht,
(2) T34 SHt BB NUT

ABC Trading Co.

168 Zhongshan Road

.. Stamp
Beijing 100020
P. R. China

Overseas Trading Co.

88 Hooigracht Street

Amsterdam, the Netherlands

0-1 FHEMIRMEHTX

=. Learning Connection 1 (HIiR&E#E—)

(1) #FFEANEZMBASEGHNA LA, BHF0 5FEE A BITE—
B (AR E B,



002 BRETS BB

(2) BIEAMES M EEGHP TRAVMVE, WEANELEFE
B THE,

(3) FEAMBGEANELZ At BEEIRFE: £58%, FEHMt,
HwhHBERE/NEX, BIEBIMER, BRREIHE., HE, Wi, WA
KRB RS, BREEEA,

(4) MRERBMARZH, REEHZANZEZ ML, i F. Johnson
FeH #3545 J. E. Henry BI15, ZEWUE AL TE L C/0 F. Johnson, B:

Mr. J. E. Henry

C/0 Mr. F. Johnson (C/0 = Care of)

/g . Example Transaction 1 (#ERTE—)

(1) WG AR SHbht: Overseas Trading Co.
88 Hooigracht Street

Amsterdam, the Netherlands
FEANR 24 Sk ABC Trading Co.
168 Zhongshan Road
Beijing 100020
P. R. China
(2) BXHAEHUHBEIFR: kEHL, FEHLE, k55
H/NEXR, BIEEIMATR, BRKEITH, HE, M. M/ REEBRG,
BEEE%Z,
#: ABC Trading Co. (AFI&H)
168 (['1H#5)
Zhongshan Road (fiE)
Beijing (3#1H7)
100020 ( HRBZRES)
P. R. China (H4%)

H. Work Task 2 ( T/EHEH )

THE—-HEXELER, HRERATRMES:
(1) 48 Hi%f5 ok sy BRI LA S AR
(2) HHxFERRAKEMS 2B,



Fundamentals of Writing English Business Letters
KX B EERSENBEADIR]

NANJING SICO TEXTILE GARMENT CO. , LTD.
NO. 168 BELJING EAST ROAD
NANJING 210008
CHINA
TEL:. 0086 —25 -88010168
FAX: 0086 —25 -88010169

November 8th, 2010

CANADIAN FASHION TRADE CO. , LTD.
P. O. BOX 8935 NEW TERMINAL, ALTA
VISTA OTTAWA

CANADA

TEL: 001 -613 —4563508

FAX: 001 -613 -4562421

Dear Sir or Madam,

We have learned your name and address from Guangzhou Commodity Trade Fair on
Nov. 3, 2010. At that time, you show great interest in our cotton blazers. We are now

writing to you with a view of entering into business relations with you.

Our company was established in 1992. We specialize in all kinds of garments, such as
cotton blazers. We are both manufacturers and exporters of garments. Qur products com-

mand a large market around the world, such as America, Canada and Japan.

The quality of our cotton blazers is superior and the price is also favorable. The enclosed
is our catalogues and prospectuses for your reference. In order to give you a general idea
of our products, we will send you our price lists and samples as soon as we receive your

specific inquiry.
We are looking forward to receiving your early reply.

Yours faithfully,

Victor

003
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75 . Learning Connection 2 (43R #E ")

(—) BSEENERIBSS

— B FRIEFERFEARE T 35
(1) {23k (Letterhead),

(2) B (Date),

(3) {EHbaE (Inside Address)

(4) FRWE (Salutation)

(5) I1E3C (The Body of the Letter)
(6) %WiE (Complimentary Close) ,,
(7) %4 (Signature),
RUEGEREXTHLUT 6 MBSMEILN T
(1) %% (Reference Number)

(2) HHFRRE (Subject Line) ,

(3) Z& A5 (Reference Notation)
(4) B4 (Enclosure)

(5) #3£ (Carbon Copy),

(6) MtE (Postscript)

(Z) BSEEEBINEERZ

P—HaHE U 13 MGG RN, HEENFRE SN TR,

1. 15 (Letterhead)

fRAWHRRAEERL, AFFEANAFTLRK, ik, BiFSH., £ EME-mail
Mo 153k % N TEKNR 5,

2. %% (Reference Number)

ERSE SRR TETHRBEHIARMZER, B¥EE B BN E RS B8
FHELHAE, —MELL Your Ref. (#RFT4HS) 3 Our Ref. (RHFHE), BP.

Your Ref. -

Our Ref. :

3. 83 (Date)

HMEMSFRTERERN 0, REE S REEEYR, iTHES
AT, RBERBEARE, HERFEETRARRERSEOE, BEAY
B, NOK BITABERERNANRAN, HREEUTFILE.

(1) FEHUHHEREH,

(2) AGBAFRERCL28, REEAZEBR,
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(3) H AW LA P 0R) s 2L 0A]

(4) FEHIWEMES,

(5) HEVIRSWARFEER, 0 “5/6/20117 , BFUESIEAFEIRE,

4. fZAHut (Inside Address)

Rt EFER S AR . kT, AR, Bilkihl, DIRIRT . HRE
IS ER LR WS AR Fbak i F{5 5 LR AHRE, {5Rihks#E A
WTHRE, BEBFZ2S/NABIREN, BIFETAAAM®RIT, .

Mr. Francis Lawrence

Vice President

Swinton Co.

88 Unico Avenue

Toronto, ST 9878

Canada

5. #=¢ (Salutation)

FRIFS 725 N bt T S BT 4b

# LB IE X FRIFA Dear Mr. Smith, Dear Mrs. Smith, Dear Miss Brown, Dear
Ms. White %, “Ms.” ATAAMEREECLBNOLTHLZZH . MEFREZ B4,
WA AT M. FIEHOEK Messrs; {H Ms. A EHER,

6. Fdy4+4 (Subject Line)

Hi RN 7E R E R IESCUARIHE M E8 . NAXHTHS TR, NBE
FRICAR AR, fan.

Subject; Men’s shirts

Re: Sales Confirmation No. 1234

Your Order No. : JT -8888

BER, MEEEEERETE, BEFKPEAE, b8 TEEYTLE
%, WATLIAEL, FRATEFAAEFHEK, Hd “Re” BH “%TF. AL,
EXBE “FHH” #

7. JEX (The Body of the Letter)

RRIEXRBFEERETREENTS. BHERENENELREE, 65
W, ZHEPE “7C” RN, BP{ERE (Clarity) . {835 ( Conciseness). IE# ( Cor-
rectness) , EL{& (Concreteness) . L5 (Courtesy) . {&i ( Consideration) FI5EH
(Completeness) , IEX A —MUBE =B MHR, F—-BR -BESIAFEH, 5
TEREFEITS, BZBRUBSREICRER S HRBA UMER, BT
R-BRE-NER. BHIRFELNEEN, i —TBE—TWELE L
“to be continued” , LETUR R AR {7k IS4, HIEWRBEALK. ABMA
#], 40 Mr. John Smith, Page 2, June 10, 2011 .

8. 4 %1% (Complimentary Close)

FREHRE, ~MUALBHBLERER, KOUFEHPH “ 3. B
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&, ¥ FIMA Sincerely, Sincerely yours, Yours sincerely, Best regards; HE{]—
HEMJA Cordially, Cordially yours; FIEZ—L££fF Yours truly, Respectfully yours,
Yours faithfully,,

EE: RAB—-NFRAE, —RITEHEEXTEZ 174

9. &% (Signature)

BER, MEEEBETERERETE 2 -31THAE. EL2TRALRFM
Bk, BERAAFALEK. BEEANTFEER. EEANITOELZ. BEREAKL
1. AN, WATLIAEARAR, Flan.

Yours truly,

General Trading Co.

( Signature)

John Smith

Sales Manager

IREZMAFITENHAASRR —PA, NEEGPRRDE, BEFESLTHE
HES ESEAMITEERANBFREFREE, Bl FHEF AR John Smith,
THTFaREFEHAI AR Tina Edward, IRAZF FEHEFEHEEHE “JS/TE”,

10. 2 A5 (Reference Notation)

ZPAERREEH=ENELTR, LENETEMZH, 2 ARSH
FHAREMB LML EFREAR, AESRARELTF, TAUTHAHEE:

FCM/HL

FCM: HL

FCM/hl

Fem: hl

11. M4 (Enclosure)

BAE R BRIS R i A oAb s, AU IR REMAE., X4
B R —at, 8 “Enclosure” B “Encl” BIA[; ZHMHEARIE—A, RIEm
R, LUMERE RS, AT “Enclosures” B, #i40.

Enclosures 3 ;

(1) Commercial invoice.

(2) L/B.

(3) Bill of exchange.

12. #i£ (Carbon Copy/C. C.)

RIEANEFLRGDRAHXRN, ATEMGETH, BERNETHT L
“C.C.7, REIT LY XM METR, Fli.

C. C. : Bank of China

Copies to; Directors
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C.C.10: CEO

Copy to; Sales Manager

13. Kt (Postscript)

EBRERLERMA BN, KT, XECTFHXETHMT. ARHF
FEIEHETEREBI L, MENTHETIRMTHES. 5 HBEDEA
BRI T, EB%EP.S. 25, ARNBEEFAEANEFHEENERS.

() HXGHEIMHER

BERSERN, EAPRFHMWEBR, —7HERER H 08
Bk H—HEE NI R YA B ERE . EXHSFEREEARMER
H#: 5L (The Block Form) 4§17 (The Indented Form) ,

1. #3% X (The Block Form)

mE o0 -2 fiR, FLAGRMOEB—ITHRNERNARITRE, EAESE,

Letterhead {53k

Our Ref. No. ;
Your Ref. No. :

Date ( HI)
Inside Address ({ZpyHiht)

Salutation ( FRKFE)
Subject Line (3 f#7H)
Message ( IE3C)

Complimentary Close (453R1%)
Signature (&%)

Enclosure ( ff}{4)
Carbon Copy (BlIZ#bi%)

Postscript (i &)
Bo0-2 FLABHRERX

2. 47X, (The Indented Form)

mE 0 -3 iR, BITXEERMBPIT. GREEIE. (B MLEHN
FETHRRAWUEFRE, MFHITEY. BIREBENEITANEHRSS
MR B, RS THEAENTLE,

007
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Letterhead ({53k)

Our Ref. No. :
Your Ref. No. :
Date ( H3#)

Inside Address ({5 #Bht)

Salutation ( FRIF)
Subject Line (ZFH#5r8)

Message (1E3C)

Complimentary Close ( Z53i%E)
Signature (% 4)

Enclosure ( fft{4)
Carbon Copy (BIA#b3%)
Postscript (FfiE)

0-3 BmTAEEHERX

+ . Example Transaction 2 (#F/ERTE=)

NANJING SICO TEXTILE GARMENT CO. , LTD.
NO. 168 BELJING EAST ROAD

NANJING 210008
CHINA
TEL: 0086 —25 —88010168
FAX. 0086 —25 -88010169 {§3 (letterhead)
November 8th, 2010 HH4 (Date)

CANADIAN FASHION TRADE CO., LTD
P. O. BOX 8935 NEW TERMINAL, ALTA
VISTA OTTAWA

CANADA

TEL: 001 -613 —-4563508

FAX. 001 -613 —4562421 {EHhE (Inside Address)
Dear Sir or Madam, FRPE (Salutation)

We have learned your name and address from Guangzhou Commodity Trade Fair on
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Nov. 3, 2010. At that time, you show great interest in our cotton blazers. We are now
writing to you with a view of entering into business relations with you.

Our company was established in 1992. We specialize in all kinds of garments, such as
cotton blazers. We are both manufacturers and exporters of garments. Qur products com-
mand a large market around the world, such as America, Canada and Japan.

The quality of our cotton blazers is superior and the price is also favorable. The enclosed
is our catalogues and prospectuses for your reference. In order to give you a general idea
of our products, we will send you our price lists and samples as soon as we receive your

specific inquiry.
We are looking forward to receiving your early reply. IE3C (The Body of the Letter)

Yours faithfully, 251 ( Complimentary Close)
Victor %4 (Signature)

J\. Competence Practice ( §&77i)l%)

I. Arrange the following in proper forms as they should be set out in
a letter.
(1) Sender’s Name: Guangzhou International Trading Corp.
(2) Sender’s Address: 198 Yueken Road, Tianhe District, Guangzhou, China
(3) Sender’s Telephone: 020 — 88880168
(4) Sender’s Cable Address: 5527GZ
(5) Sender’s Telex Address;: 3328 gz CN
(6) Date: May 15, 2011
(7) Receiver's Name: Standard Oil Company
(8) Receiver's Address: 38 Fifth Avenue, London, U. K.
(9) Subject: Refrigerators

Message .
We thank you for your letter of May 14, 2011, inquiring for the captioned goods.

The enclosed booklet contains details of all our refrigerators and will enable you to
make a suitable selection.

We look forward to receiving your specific inquiry with keen interest.

II. Address an envelope for the above letter .

009



