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Introduction to Business Letters

B ERNEERESAERE TN E RIEEETNE —~KE X, B
FEAIENTHBETAEERBRESHRFIREAECHHER
B FERFRfeE. Hb, W TFREFFAALRE. MRFIASERE LAY
B S5 HRIBE S AR AT BLEE B BT & 7 . 32 S X0 F 50E AR I A 52
BB CEFHES.

EFMSBEIEEEREUT A

1. BIENEHEFEME;

2. NEZEBRRKE,;

3. BMHEMPME.

B, EEWTEFRE ZAEIrBER—ENBAEENE
F-EEHERE . ZEHHREWECHRENANESEEMNLYE. REFTE
B, BN ULBA B S, 7038 X B BN 7 & 0 R 28 9 R B, 42 M 5 B A S ULER
BRTEETPIRAENR SR ZAWRA IRERRYBECH
BA.

EM, EEFLEEEUT LA
(1) .
 HEETHEERRTREEF . BiLREA - ERTLSRAITWER RN

&, DUE B it 158 3 3 7 U ME R B R R L B R E R PR 3 T R T L 1E
T, W BEFREHTEC IR, 8K R,

(2) RWEE .

HERBAEALENIET: BENRRXEFRRGA . HHRA. IR —
HEREREZ, XEBREIL N B EmXT ML RERE., B, FE
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B MEETRHEBESIDOMRGCFE. UTFRENTESE

O BXAREME EA#EEN. N E"FHEEN letter’ﬁﬁmﬁﬁ
communication; ®/R“TEH, HEERK need M A A require,

QO Rulge A REBEREZBMNEE. W RA"HEHAFEIER soon, il A~ H
in the near future,

@ ARITKT M EF, ﬁ?%ﬁivﬂjﬂﬂy—%’“ﬁTyﬁ PIRE: P23
HHE”, 0 A 1 am pleased/glad to tell you, A f It gives me much pleasure
to inform you,

@ BRANMEIESS, — BN EE S A 2 BRI 250 BlHE s A A

. WN“EEsL”—iA] ,Fﬁ fact WA M true fact; 5“ it Mk FEift "3 A The account
is correct, M A~ &5 i SE4 " X 25818 i 5 AL The account is perfectly
correct, X HL UM “FATIGERE R - -~ "6t , Al 5 p, We shall be able to. ..,
ANH We shall be in a position to.

© BRAAEE A 5], ﬂﬂi’%??“ﬂéf*ﬂﬁlﬂ” I 5 B, We have received
your letter, iR E A Your letter to hand, FI A B R AEHK T .

® RIE[F—0FEE LI T H R T SOR R 8. e e R R
B H 7" —4), #iE i 2 How do you explain the fact that the account is
wrong? ¥, How do you account for the fact that the account is wrong?
KRKET B R AR P EE MR T 18 M [E R [F #8 account,

(3) MR EHY HE L.

Al BEIMES MR FEAEH. ARFEQRESE A B URkE

gyt N H AR TEN THE T, BF FHEAXTHERNETE,
— I AREBHERMERE SRS HE MNERARE LkE, &6

BREE L,

TERB B K5 NG 4R M F R #Es, AE acknowledge receipt
of a favour, EEHIRF K E(E (a letter) BB ITHE (an order) .,
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AT H RO ENEEUS CEFEZREAT FHEEE, &
(X 7 R TR B E WAV, Byt i & ALAR 89 9 5 16 48 500 LA A
B UXENARFLFRRGER,

ULREFHFEERFEH=BEANER, EEEEFHEFRIEHE,
B LER T AW BOTRER.
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Elements of Business Letters

EERBHERT, - READ 2 HER.ENE:

Letterhead (f§3k)

Reference (£%5)

Date ( H#)

Inside address (3P4 #ihk)
Attention line (3£ &)
Salutation (FRFE)

Subject line ()

Body of a letter ({g#1E30)

. Complimentary close (g B#{iE)
10. Signature (& 4)

11. IEC block (5 % M4 .53 45 5D
12. Postscript (fft5)

© ® NP ;e W

75 FiRE 12 B b {5k, B P at FRIE (5 8 IE 3L (5 R
EHALABRTHEEER  EERMFEHTLAQER. HAgERNA
AR BAR O ATA AT I

X E R P RORBALE L TR

“1 i I NRRITINY TR T
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Letterhead (13 3k)
Reference number (% %)
Date (H #)
Inside address (3} A 3 1k)

Attention line (#k=%)
Salutation (& )
Subject line (¥ )
Body (.E )

Complimentary close ({z & #t &)

Signature (% %)
IEC block (4 5 & M4 .5 £ 47 &)
Postscript (# &)

2.1 13k
Letterhead

WA L FE—REL A RABAFELINERRERE. FREERR
FEHTREENER MTERNE L. ERYERMMTARA, MH
HEEEETRE R,
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{63k —MEIE A TR LR Shk | B 3E A% B 25 4k e T 15 48 ik
FoHMERPERRMEAEARREERN & RE KA AERE KB M
LIRS . Bl

MINNESOTA MED-EQUIP Subsidiary of Minnesota Wire & Cable Co.

1835 Energy Park Drive Telephone: (612)644—1880
St. Paul, MN 55108 Fax: (612)644—1890

USA Internet; mme@mwccmme. com

{HR, G RAG B 75 58 4R, AR 4 58 — U4 _E R Sk A Fr A
Fl. LAFHE=FEEH.

ABC Farm — 2~
May 2, 2003

Mr. Robert Wyatt, May 2, 2003, page 2

Mr. Robert Wyatt
May 2, 2003
Page 2

E_TEMREEELEMERHPLAEE T EHHE—2

2.2 £%
Reference

KARBRELBREFH B, ALERBXIHAR HFAK
HE&RA% UETERFEUNES. RELFHTHE RS LR
M5B R AR R, A BT RE R A KX H KA HIT .
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RSB EE B RE R, 2 B AT LA BB AL A A AR T R R
o4 -

Your ref. CNN/011
Our ref. 12345/XY
Dear Sir,

Thank you for your letter, reference CNN/O11, of March 9,
2003. . ..

2.3 B
Date

FR R S (i E XA — W4 B LE PR L 5
b AR AR IREO % R AT R RE RN T R B O KRS
BN R R SRS I s R R L Rt R R 5
o FL.

FI 8 R 8 R 26 440 B 5T 58 0 January 27, 2003, 52 4 M7 2
SH7 R (401:10/3/2003) B M 6. 4 A ST A A 1 (ELAE 7 5 14
o BT B R

AMNEFEEEER, MR kT T REARAL. &
R a5 AR SR 7 B9 S LR . B IR0 T S 5C R £ R Y
i 5 e 3 H (o F O B B R AR 9.

2.4 FH AU
IMside Address

PR A T E R E . REFE LTS A bk, (B3R
2 A5 P bR B Ak X B RN S 3 — AR TR E L AR (R A 52
MEXPERRGEN. CEEMEBYTESE =17, 528 FX5F.




FRABEEE HAHEGS

BEBPPIPIISIFIIPIBIIBIBIIIIIBIIPIIIIIIIIIIPIIIIIIAIIIIIIIIBIIBIBIBIIIIIIIIAIBIIIIIIID

R P ML R LA T T A P A — A A M A
Ik 2 FURRIE 2 7 A A M SR 4 M /& % IR R E R .

Mr. Roland Pender, President
ABC Company

123 Berry Drive

Minneapolis, MN55106

USA

Personnel Department
Westminster Productions Inc.
51 High Street

Anytown, AY1 2BF

2.5 &M
Attention Line

B 24 H P e A R A Bt 4 e TS R T R TUR AR A RAR
LV EL VN

Johnson Electric Company
8000 Lincoln Drive
London, NY 12345
Attention; Mr. Paul Myers o

Gentlemen,
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R R IR AT ED O AL

(1) Attention of Marketing Manager

(2) Attention: Mr. ..

(3) Attention Sales Manager

(4) ATTENTION PERSONNEL MANAGER

G T — FEORICLE B P9 b ik F0OFR F 22 (6] , 8604 75 4 4 il BT

P&G Company

24 Madison Avenue
Columbus, OH 25008
USA

Attention: Paul Yang

P&G Company
ATTENTION PAUL YANG
24 Madison Avenue
Columbus, OH 25008
USA

2.6 A=
Salutation

PRIFIE XN fE A ST IR VE o B b, BRI 0 20T 15 5 Pyt 1k K2 388 T3 o 42 30
WA AN — 2. 79551 o T B BR PP IS 18T AT A0 6 5, 8038 A FAE T b 5 A




