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Part One The Business Letter

Unit 1 Business Letter-Writing

I  Business Letter-Writing

HFR 5 HiEREFRASENNEREN T REMER
FHRMER, BiE, Bk, BEMMEEASERTFERIESZHT
Hr2F MRS ES S, BR, BRASBETRIARHR
BRI,

REFRAS BE, —BRAERUTILA:

1. W FROAEN IR BRBH, SxHEE, MR
a2 — I ESR . A, BB,

2. B BRBBEIMEAR, HESMARKH. R
TEACRAHUR. B, EK. BY. REFES. BEEER
LA, AEBRSRAN, BRaSMHE.

3. A%k FEBH/AL. BE, HACKIES. KM
R, ARG MR B A L

4. 28 REGHOXE, IBEMNEEFHR AR, HEd
MR Bk, BRI, B%E, (FA—-H TR, R
HiHERR . SEBHIBEE

5. BERBA . h??ﬁﬁ% Eﬁ?é Fir P i) ) oy R4
BT, KR BEITK. FPMRRRR:

(1) PREREEFRFMRIE, T FlPRIZaE .

The question is under active consideration.



The invoice is definitely correct.

I rather think the price is too high.

The true facts are as stated.
We face a real danger.

We enclose herewith.

(2) NLBEHINREE

Instead of Say
We are writing with reference to about
The information is needed in connection with for
We shall be in a position to able
In the course of the next few days during

(3) WTkIAIM, WTFHREE.

4)

(5)

It will be appreciated that---

It should be noted that---

I am to point out that---

BB EES

Instead of

He was granted a loan of

£ 50 by us.

Payment of their account will
be made by Greens next
month.

[ N2 370

Instead of

Openings:

We are in receipt of

We ‘bég to acknowledge

We have to'acknowledge

Say
We granted him a loan of
£50.
Greens will pay their account
next month.

Say

We have received



We beg to inform you

We beg to thank you

Your esteemed favour to hand
Your letter to hand

Yours to hand

Endings:
The favour of your early
reply will oblige me.
Assuring you of our best
attention at all times,
we beg to remain, ‘
Awaiting the favour of your

early reply, we remain,

Miscellaneous:

Instead of

as per
enclosed please find

inst., prox., ult.

if it is within -our power

it will be our constant aim
of even date

only too pleased to

per

please be good enough to

advise us

We are writing to inform you
We thank you

We have received your letter

I shall be glad to hear from
you soon
We assure you of our best

attention at all times.

We are awaiting your early

reply.

Say
according to
I (We) enclose (are
enclosing)
(name the month)
if we can
we shall try
of today
very glad to
by
please tell us



same

take an early opportunity
take into consideration
under consideration
yesterday’s date

your communication

your good self
your favour

yours of the 15th

under separate cover

(6) EEMFIK:
OEEAREESE.
Instead of
accomplish
approximately
communication
purchase
request
require
terminate

utilize

R T, HEA (B)o

(A)

Will you be good enough to

in the near future

Your letter, the goods,
etc.

act promptly
consider

being dealt with
yesterday
your letter, phone message,

etc.

' you

your letter

your letter of the 15th

separately, or better still,
by registered post, etc.

Say

do

about
letter
buy

ask

need
end

use

(B)
please.

soon



at the present time

come 10 a decision

express a preference for

for the reason that

Every consideration will be
given to your request.

We will execute your order
expeditiously .

It gives me much pleasure to
inform you.

We do not anticipate any

increase in prices.

now

decide

prefer

because

Your request will be carefully
considered.

We will fulfil your order
promptly .

I am pleased to tell you.

We do not expect prices

to rise.

QEAMEA—ERR, mHEAR.,

How do you account for the fact (explain the fact) that the ac-

count is wrong?

We shall take a firm line (strong line) with the firm’s represen-

tative.

Please quote your best price (lowest price) for your best quality

coat.
QO AR LKA,
Instead of

We have no hesitation in
advising you

The preparation of new
salary scales is in hand.

Please inform us of the
present position.

Due to the unusual nature

Say
We advise you

New salary scales are being
prepared.
Please inform us how matters
now stand.
As the request is unusual
5.



of the request

EEMHHTER S, AT L EIAE® 5 —R:

EREMFEHRA, BEEW;

HERBTER, HARFSHEMRRTEY;

"HERBTE, WHETHER;

CHNEREHE. FHE, BIEREN;

WIEANETIRZE, BEGRZE. BEROES;

WRBCRBUBEA, BTHEREREHE,

EbH 7 BEHCF BB OEL, MRBT, FEREEE
B, BEEHHEES KRS NERER, EEBHH
EP AR T BB e T, MELERLS P RAN]
B (i FI AR E o

I Format and Structure of the Business Letter

1. \N&5# L&, XL HE—RT40H 1 85

(1) 15k (The Heading): &f5 ARyl FIRAE H o

(2) #HHHEE (The Inside Address): W[5 AR ZFRFHLAL

(3) XM (The Salutation)

(4) FH (The Subject Heading or Caption)

(5) FF3kiE (The Opening Sentence)

(6) fEHIIESC (The Body of the Letter)

(7) % R1E (The Closing Sentence)

(8) 45%iE (The Complimentary Close)

(9) %4 (The Signature)

(10) B4 (The Enclosure)

(11) )3 (The Postscript)

£ (1) 2% 9) TREMNFEHARRS, —MATER, 5
(10). (11) FTMERFTE, JHEAE, ZTHS (Seral Num-

.6 -



ber). 7 5 ( Reference Number) X F Jp A {5 (Identification
Mark) %, WIREFRETLUIIA
2. MEMHRE, TaB=Ff: g7, FRAMEsR.
(1) g7 HNMHEETE, A4t M=
W fEHIES, BBITHR—TEREHA TH .
i
(DChina National Light Industrial Products
Import & Export Corporation,
Dalian Branch
110 Stalin Road
Dalian, China
April 12, 1999
Our Ref. No. -
Your Ref. No. -
(@The Pakistan Trading Company,
15 Broad Street,
Karachi, Pakistan
@ Dear Sir,
@  Re: Chinese Light Industrial Products
® We thank you for your letter of April 8 and shall be glad to
enter into business relations with your fimm. .
® As.you know, it is our policy to trade with the pecple of all
countries on the basis of equality and mutual benefit. We be-
lieve we shall be able, by joint efforts, to promote friendship
as well as business.
We are sending you 3 pamphlets and a pricelist covering part
of our exports. Please advise what articles you are interested in

at present.



S

17

@ Your early reply will be highly appreciated.
Yours faithfully,
©) China National Light Industrial Products Import & Export
Co., Dalian Branch. :
-+ (Signature)
@@Encl.
) K B-BAH—THREW—TRF, —FA%

Ban:
OG. C. Williams Company Limited
48 Brushfield Street,
London
Our Ref. -
Your Ref. -
(DChina National Cereals, Oils and Foodstuffs
Import & Export Corporation
110 Stalin Road,
Dalian, China
®Dear Sirs,
@Re: Electric Fan
(®We are one of the largest importers of electric goods in this city
and shall be pleased to establish business relations with you.
®We are now interested in your electric fan, details as per our En-
quiry Note No. 1345 attached, and shall be glad 1o receive your
lowest quotation as soon as possible.
We would like to mention that if your price is attractive and deliv-
ery date acceptable, we shall place our order with you immedi-
ately.



DWe look forward to your early reply.

Yours faithfully,
©® G. C. Williams Company Limited

.-+ (Signature)
(9Encl.

(3) BAN: HABIRATLK, Ko RHA%ETH
3. BRI

(1) 153k (The Heading)

fEh R G AL R RAE B ERAE L Fh—REER

EANKES . ik, BiRES ., BEHES, BESHB. £28M

B.

WSMESE,

HR LM B

April 11, 1998

12 Nov., 1998

1st October, 1998

May 25th, 1998

5 H R B

AEMNE S, M. AREF 98”7 RFK 19987,
-AMEREXLRR, RNEABRFAE, W AR “94/

98” {LF “April 9, 19987,

A A LI4EE, W: January>Jan., February—>Feb.,
-H #17] FFBOA S A H0A, W: March 20, 1999 B 20th

March, 1999, AfiT#4m{f FEHGA .

(2) #Pyfdk (The Inside Address) o
TE NWFT LA — O TEENELY, EFERZT. #

A SIE AR, St BRETETE, EFA
HEEN,

(3) F{FF (The Salutation)



