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After you have finished learning this unit, you will be able to:
1. know the layout of business letters;
2. know the styles of business correspondence;
3. know how to address an envelope.

Layout of Business Letters (3% 551 FiIITI 4 )

B SRS UELARRE, BEERMERFEHIILLTES.

1. Letter head {53k

2. Date H#H

3. Reference 435

4. Inside address YrfZ A #bht

5. Salutation BRI

6. Subject line 355

7. Body IEX

8. Complimentary close &% H#{iE

9. Signature % £,

10. End notations (Initials/Enclosures/Carbon copy) fff inkr& (45 5 4. M. #%)

11. Postscript fff &

Hrb, 53k, B WUEAMbAE, FRME. EX. ZRBUEMZE LB FESRMEAESE, 7
B R rh L BRIEXTA LB, Kb aTLMRIE S B T T I E, X EEE
15 BR R B KB B A TR

[525) mEREEE .




Letter head ({33L)

Date (H #A)
Reference (475)
Inside address (c{3 A H#iht)

Salutation (FRFE)

Subject line (F &)

Body (IEX0)

Complimentary close (&5 Z8iE)
Signature (% 4)

Initials (455 4)
Enclosures (i)
Carbon copy (¥#i%)
Postscript (fff =)

1. Letter head ({3k)

FSIE B EHENA A RIELIEE, HLk—BIINREATINAXRER, BEAFSL
FR. Hbhib, eiE. FE. BFHEENE. HUBETEES.
2. Date (H #A)

BHEELTIREAEREL, HHAESES, @BFEHLATHAREK:

18th March, 2009 (¥R;); March 18, 2009 (EX),
3. Reference (455)

ATxER TS, EFoRAMMAEER, —RITENEIYLETARTHEH. %5
KEZEHN, 2B TUMBEMITAARE IS NER. 1.

Your ref; HL/201

Ourref; 153TS
4, Inside address (Y¢f= A#bht)

PLFIEXZA B, HITEZ 1T, AAEEFEWREALRFbAE, AR &ML,
RERBHXFN, WRABSARLFRAMA, WREEAFLERERLHE—FFEDAN, EX
AHIZFRTEN L “Attention” F#E, iXFEUE A FHAEBERRERAIZALEE,

~ Basic Knowledge m




5. Salutation (FRFE)

EIEWKE A FZE—f74b. MBERBAKEAR, AILLE Dear Mr./Ms.; IR{ERES
AN TTAGERAS A4, W —R A Dear Sirs/Gentlemen ERAIFRNE 25—k {EHE
5, mEX—HRHES,

6. Subject line (F5)

7 2515 0 ST BUE IS I TE SC L S —AVARiE, #5Bhig % IE S E RS R .ONz, E/EH
RS FELURZEH, R BRA, BHF, %L Subject 5 Re fE5 [ FiA, A,
7. Body (IE3X)

EXRBSEREEENTY, —NBREZNE RRETE, Mm% ZEAXETE.
EVeptEEEFELL F7CIEN| . Correctness (IE#fi), Clearness (i5%5), Conciseness (&%),
Completeness (52%%), Courtesy (L$%), Consideration (fkllf), Concreteness (F{%),

8. Complimentary close (5 E#iE)

—HBEIEX FTEE =7, SELRLEAEMNF. SREERRLZM, FHMIEEA:
sincerely, faithfully, cordially, respectfully 0 truly, XZ5iF#R[LE yours 8, ZA sincerely
yours By, yours sincerely ¥J7],

9. Signature (% 42) .

BEEHIBRTETNSRBEALTFTRRGN, CEERFAKRFESL. A TERNAMR, "TLAE
&L FERATE Mr./Ms. F5H,

10. End notations (Fff fndrE)

1) Initials (455 &) —XHBAEFERNET S, HERAXRARAFHFLFRARK,
RIARPI TS AL, 2 SHFESRIT, HEAMERATERFETARMNFIAG R
8, CMEREIR, n—PHEKMIAARGBERAZ, KETF, WS LA “WB/ZT” 5
“WB. ZT”,

2) Enclosures (fff{#) fii F Initials F75, AT EWEFHMH, BNEFiLKEAEREE
Wekixt. H4E5S A “Encl” 8 “Enc”, WLAEBASREH CH-RIB

3) Carbon copy (#0i%) {7+ Enclosures 7, 15+ £ H4ECClicc, BABMBIEAN
LRI ERAE THE=F. REEAABLLKE NnE XA BN, BA bee (blind
carbon copy) f# cc, PRIEEARLHUNE NRIRZENERI TS .

11. Postscript (Fft =)

2T End notations 77, H4EAPS, LG+, MSHEMACARR TR RELFH

WENE, MEAEABRALGEEN—FFE, USlEMHEE.

Format of Business Correspondence (%5 55 st #% )
1. Business Letter Style ({2 R #%3X)

RIS 5 ERH 2Rk, B A 3R : 2775k (full blocked style), #if75% (indented
style) 1257 3k3X (modified-blocked style), S1g A rJ#R#E H I ELF Tk, fEEBRAIIE R
T, el F KA SRR

m LE e L L .




a. Full Blocked Style (£ 75345

Letter head (f§3k)
Date (H #1)
Inside address ({5 AHbhl)
Salutation (FRFE)

Body (IE30)

Complimentary close (&5 B #{iZ)
Signature (& 42)

BTN aF LRSS E T, FANEHTNED RIS, SIS hYTT S Ek, X
R a5 TATED, BRi45 15 b F B — R .

EZYQ‘VQ.’I?; )
Supersoft Hygiene Ltd.
The Technology Park, All Products Road, Boxham Surrey, UK BH11 4TY
Telephone: 0178 55 66 777 Fax: 0178 55 22 333
Direct Dial: 0178 55 98 678 E-mail: info@softhy.co.uk
REF: SH/SC

September 20, 2008

Ms Hong Yuan
Promotions Manager
Softskins the Chemist
No117 Huayuan Street
Tianjin, China

300000
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Dear Ms. Yuan,

Catalogue and Price List

Thank you for your inquiry dated September 16, 2008. As requested, please find enclosed our
catalogue and price list for your attention.

All of our promotions which are new this year are highlighted NEW in the top left hand corner for
each item. They can all be viewed in greater detail on our website www.softhy.co.uk on the new
promotions webpage. As an introductory offer, they are all available to you until the end of this
calendar year at an additional discount of 5% from list price.

If you require further information, please do not hesitate to contact me. Should I be unavailable, my
personal assistant, Ms. Violet Rose, will be very pleased to help you.

We look forward to receiving your order in the near future.
Yours sincerely,

James Smellsnice
James Smellsnice

Sales Manager

Enclosures: 2008 Catalogue, Price List & Order Forms

b. Indented Style (451T=)
Letter head ({5:k)
Date (H##)

Inside address (= A HEAE)

Salutation (FRFE)

Body (IEX)

Complimentary close (& B2 iE)

Signature (%5 4)

2 ETRAE R E R BB LE — A F A B 452, BMISHELR LT,
HABEIESCA T ). HAEXEGERT, BEAMAERZRAF LK.




Shanghai Xinwang Trading Company
Shanghai, China
November 24, 2008
H.W. Wallace& Co.
194 St. Louis Street
Corydon, England
Dear Mr. Richards,
Subject: Out of Stock
We thank you for your Order No.222 received this morning for 8,000 dozen cotton shirts,
but regret to have to disappoint you.
At present we have no stock of shirts in the size required and do not expect further
deliveries for at least another five weeks. Before then you may have to obtain the shirts
elsewhere, if not, we will notify you immediately when our new stocks come in.

Yours faithfully,
Duke Smith
. Modified-Blocked Style (3~ 55:Lk50)
Letter head (k)
Date ( H #)
Inside address (I f= A Hbhik)
Salutation (FRFF)
Body (IE30)

Complimentary close (52 #{iE)

Signature (% £4)

IR NHE R ER B, S5 RBIEME Ao, Htbiir 5754, BTkt
TLATIHERL, XA AME FHTF XA EE.
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Mme Susanne Dufrais,

SUNSHINE FLAVOURS LTD
Add:

December 12, 2008

Lee Gourmets Du Poitou S.A

45, Rue Mirabeau,
23000 Poitiers, France

Dear Ms. Green,

We conform having your fax No.LT/531 of May 17, asking us to make a 10% reduction in our

price for silk shirts.

Much to our regret, we find it intolerable to comply with your request, because ours is the best
possible price if you take the quality into consideration. However, in order to develop our market
in your place, we have decided to accept your counter as an exceptional case.

We hope we can conclude a contract before long and await your prompt reply.

Yours truly,

J. Brown

2. E-mail Style (HL -l {45 50)
H, -3 4 LA B A 5 R BEMI U, FERSTES R IZEM, (HR WA REES

w, AIEEEEG A, BER AR AR M AT IR TR OB .

Date . Tuesday, March 16, 2009 10:47 AM
From: tomwhite @xyz.com

To: abc@ecosys.com

Subject : Order, for bell-wire

Attachment: Order No.321

Dear Mr. Smith,

this condition.
Sincerely yours,

Tom White

Many thanks for your prompt reply of April 20 to our inquiry for BELL-WIRE.

We enclose our official order for 15,000 yards, which we understand you can supply from stock.
As indicated in our first inquiry, the quality must be up to the sample we sent you, and the weight
and color of the cotton insulation should be identical to that of the sample. Our order is placed on

Director, Sales Department

‘m\ LE =3

Ay e S s e e



3. Fax Style ({4 E#&70)

(CEEAREE, BHE. HESES, EHAFIIZER, EREALUMEEXFRE, &7
U AR IR 2, (BREES RS, FEARRAHEABNNISH, MmRAM H RISt
AR, EWMEBEER, FEREG—ER, TURBEROEXES, AREERER
C I FEEIRFENRIE B4,

FAX
XYZ Company
Add:
Tel: Fax:. E-mail:
Date: March 16, 2009 Number of pages:
To: Ecosys Company From: XYZ Company
Fax: Fax:
Subject: Order for bell-wire

Dear Mr. Smith,
Many thanks for your prompt reply of April 20 to our inquiry for BELL-WIRE.

We enclose our official order for 15,000 yards, which we understand you can supply from stock.
As indicated in our first inquiry, the quality must be up to the sample we sent you, and the weight
and color of the cotton insulation should be identical to that of the sample. Our order is placed on

this condition.
Sincerely yours,

Tom White
Director, Sales Department

BEHEEERITE, REATMNESR, b THRIEESHGERE. ERILAM Y, SUIAEE
BEH, DUEAFEM. SiffERi R, KiE AHaITENFE (S £ b Rfmd TR, HA
7. AR A ZE S5 N Inside addressfREF—F, FEEEM, C/OfTHFYAS NI4T —
115 RASAHBEGE TEE A B, HHBIER Shi AR 515 s L —%.

CHILAVEEA PR FFLR (blocked style) FnE1 72 (indented style),
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 Cerecncada 1 |
 Sample 1
b AL

Blocked Style (F5L70)

Hong Yuan
Promotions Manager
Softskins The Chemist
No117 Huayuan Street

~ 300000 Supersoft Hygiene Ltd
~ The Technology Park, All Products
Road, Boxham Surrey,
\ UK
Az BH11 4TY
‘ PAR AVION
| N

Tianjin, China James Smellsnice ‘

John Smith
Overseas Trading Co.
24 Park Street
London EC4

England

1005 Porland Place
Boulder, Co 80205

5 US.A
iz
PAR AVION

~ Miss Nancy Green .
\ C/O Sharpie Electronics Company
A \

V AV A 4 W LY AW LW & 4




