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Lesson One Business Letter Writing

FREIRA

Key Learning Points

I #E5ALTRAECRERTEER AR 2.

2. HBFTKERN —HAERRHOUANES ALLHT AT XEN LA L
55RO

3. —HARBUMARTEECE - RILNABL2FER LAY HNFTL RN
BRE X RERR S, '

4o BITGEFRM NGB R —BAGETR. AR BRARE WA WAREA Ty H WA
oo JF K, P A

HEBERERAGPHEFE . EHXHWEETA., REGE HFEAFERTALD
JPEZEH EREBEANERERNRYEE R AR ERER.

HTEERRUFHBERFLF GIEX—ABORE B ERA LS TP EEE
MR MR S TRV RE RSB, Lo 5B H 8, i TR
URTEBRM . BEPLGEERNEE, —RURRE. W F B REEHLF. 238
. EERA S BE T ERBERRIUHIA (confirm), 3 FBER L2 S, 08 P HE B
R W REFHEFERAEET B ERT R, R0RE EI, BOA B FBEX
ERAER TR, 50 OB &8RS RIERSIFAR, ATiT KRS BEEH %,

BERE L F150 LR BT LB/ Il &by e, mBEEENAET AR
HLAR B SOR SR B S B L R H A — S B R X, H R E R LB AR E
i R B E L % 15 e

BEZIMERIVFERMFEREKR

ERlLEFREATERFNHEEER. CHRR . MENETCEREBEER 4%
i’i‘ﬁ‘?ﬁ)\i%ﬂé‘]iﬁ’ﬁ] BRELZABEMEFTERE B A ERMILREY. §HE,

W ANE L FARERS] AR A, ﬂ?ﬁﬁiﬁ%ﬁ@f%@ﬁ%#ﬁ% Kiggin . &3
(?% JRW ST B CF R Rk e, AT 7P B AR

RAEKR . BEEF BV FER, ROV ERB=AC™E.B.

7% 2 (Clearness) | fif B} (Conciseness ) . 2L (Courtesy)

(1) %% (clearness B clarity) () B AN EHEE . HAMES  HEEFEE . ¥HH . A
BTMBRAACHEENER. SEABTEERLEEIRE, BERENNARKEE,
B T G P AT RE 7T A R 1R 3B R S S B B AR



(2) fAH Cconciseness) B E AR ATRELVH X FELABEFTTEREANEL, AELE
HIR R S EREN LR EREINL., —RE LA TSR EERZAREEM T,
fl i R0 Tl IS IR IR VIR A (3 R AR SR B AN R BIE —E BB X
W Z MR E A, B ERERNAFEMXAEN . SREEREER. REAM
WEEE S R - M RRAFENRTIA - N EIE A EEORTHS T

(3) FL3$RJE £ (courtesy) 1~ H B“%& 5 " (politeness) . B X FFif courtesy £ T X iff X 1F
iH AR E R, politeness PWES HBREMAE X EQEHE L, M courtesy M) FH 4 X+ %1 8
", MAEB LS E R, AR GRS XEIEAR? HE.RNBETFEFTLH
WA SENERETREEOZRGN . ARFAEHIZAEREGAERINE RS E
LR, B SR RO XM E PR, B E e REES® A, AR A
HEWIEMBE P B RE AT URERE S5 & A RRMNIEIT,

RXHMERIFERHXER/R

% S04 B 13 B 1 06 B 9 7 708 9 9 9% 8 T (English for Business 5%
Commercial English), “%2 7 3 iE "M “ — M HiE” (General English) #8 L, H HF Ay« 1
T LEF SRR ME”., RN FERAESHARFE N —REFE EEROUM
EAFCHEH EREX AT 2REB RN -ERESHAEHANES XA D
AR T -REERH MMEESAZRBET L EREBHMEFERIAAEFIL K,
TXHEM=KBEK L.
I ZRBEEREICH BA ARG XA, AL SERR.R—-HE U RB@MF.
O.B..L/C,B/L ) S, ARV AERR MG & A RARM AL  RERFENTES L.
VA reference —ia] K .
(1) We are sending you herewith a set of our sales literature for your reference.
BB 95 5 R 1 R — B BB B

(2) Thank you for your letter of 20th September,ref. JEM/GB/3606. B o
A 20 H%i% & JFM/GB/3606 15K K

(3) Reference is made to your letter of 20th September. ?ggﬁ:ﬁ 9 H20 H¥E.
(f] Y4 make reference to+e-+- )

(4) The only reference they have given us is their bankers,the Sumitomo Bank, Tok-

yo- T 1 AR A TR A 6 o — DR A A R AR A AR AT .

(5) With reference to your letter of.M'ay. 1.4 ,.we regret being unable to comply with
your requirements. Q.éﬂ.:ﬁ(ﬁ 51014 HRR, RABEHRRETERSH,
([ 7E181#H With reference to & in reference to)

2. WXERBEPHRAMARGEALMIEZ 4, B AR 5 153088 A1

SEHEHERT R ANREF R RN KR, XEEE T,

(D) FHFLANEREE.
Thank you for your letter of--
We are in receipt of your letter dated-:- W R A X HRER



We look forward to hearing from you soon.

MR,

Your early reply would be appreciated.

(2) f}LEHEIE.
We are pleased to inform you-:- .
momm v LR CUSEE
We take pleasure in informing you--- '
We should be obliged if you would---
e LT 8

We shall appreciate it greatly if you will---
our inability-e ]

[ AT e

We regret lbeing unable-:-

that we are unable:--

(3) HHEERARFAMH:

Enclosed please find--- o .
Please rest assured that--: XL e B0
upon receipt of s —{RWF] -0 .

in compliance with-- He B ee e ,,'

3. RXAAFRERFNSE, SRR R, HAE AT 08X FHEHEH B AR
) . f&H’#‘Jk%lﬁ(ﬂ'"’i&uﬁ%ﬂ%f@lﬁ%),ﬁiﬁffﬂ?ﬁﬁ;iff%'@}i’@ﬁ%%%%%m
MiAECH EEIER; X 2 % P A 1S B SO T8 A B 8 (personal ) s X F BB A A 19 & 7 4 i
{5F bR U0 445 19 VT 45 Ay TR A

BULERARTF—REEBE REEESHE BN, W EAHAXEEG
(layout) . A —F# HIE X R WAL R, T AR EANBE.

MR H A FHEF BT B S

f"&ﬂ'ﬂ’ﬁ}ﬁ

—#H I F{ERA A %Y?E’Jfﬁm — R, — B RN XELBEETR D
M ‘
EBS Letter head
H B Date
ATt Inside company name and address
FROF Salutation
EX Letter body
WE &R Complimentary close
4 Signature
X-EA I EE P EE B AL ﬂ%Efﬁﬂ]’l%l_‘EIﬁWﬁ-JZ F AR
1. {23k (Letter head)
Y EHBEPREABAFBRHREMATR NG L. fﬁfﬁf‘%ﬂ‘]ﬁﬂ‘]%%?’ U EEPN
fERE MG, IEMREE.

LA S A



EERRSH, - RAFNHSERLFEELBOREL ELABTAETRHSNT
% HESH ARES BESB AEASB.28MASS A O EFE LT LMENZ
A # 2y 5] B bR & (Logotype 8 Insignia), (1 FEAR)

China General Ltd. @
FEHBARABEERALF @ . P.O.Box93
awnec-on-Delaware, PA 18356-0093
Phone (717) 421-1500 Ext 1448

Fax (717) 476-9909

L]
OO0 O

THE JAMESON CONSTRUCTION
CO. PTY.
Harbour Road
MELBOURNE, AUSTRALIA

AAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAA

{7k THETH % 5 (reference number) , R85 X F R T MEMRFRE. HHLERS
(reference numben) M By, —BREFREAZSGSHY, —RAEVFEEEWEED
i EEMEESF. Bo mRADERFLNERERE RNATHALREREENES,
HEREMHV LE EARRT T W TEFR).

L& TR B
L PR ey s ]

SHANGHAI FOREIGN TRADE CORPORATION

27 ZHONG SHAN DONG Y| LU SHANGHAI, CHINA

vyour rRei: AC 081 : CABLE: *SHANTRA® SHANGHA;
TELEX: 33034 SIMEX CN
TEL: 217350

OUR REF: 023/XY FAX: 021-290044

S N R N A N A A AN AR A A ARA AR AA AR R A A AR A AR A A m N AN A A A AR A A A AR A AN~~~ A~ o~

2. B¥j(Date)

H#—BAITER LA T 2—6 74 EH EFKNE LA EMBELERABRAR S
Tkt AT H BB R 2 1 n AL .

BRI H AV EMKFS, Bl A B EORES. BET 2568 (Cardinal
numbers) 5 £ ¥(i7] (Ordinal numbers )
3rd November,1992 & 3 November, 1992 November 3rd,1992 5 November 3,1992

EFHMELAEES, AR —RBHELR, RRAERLOANEE .

e 6.



January— Jan. February——Feb. March—— Mar.

April— Apr. August Aug. September———Sep.

October ——Qct. November——Nov. December—Dec.

YAEE May,June, July BEH M EBEE X,

HUARELHHABFERR AWM 3/9/1990, A ELASRIER. Ay EEMEE R
RN Y23 & asE

L]
e

THE JAMESON CONSTRUCTION
CO. PTY.
Harbour Rood
MELBOURNE, AUSTRALIA

HS/ja 25 June 1978

The Aluminium Alloy Co. Ltd.
79 Prince Albert St,
Birmingham B21 8DJ

Great Britain

Dear Sirs

We have seen your advertisement in The Metal Worker, and would be grateful {

if you would kindly send us details of your aluminium fittings.

Please quote us for the supply of the items listed on the enclosed enquiry
form, giving your prices c.i.f. Melbourne. Will you please also indicate
delivery times, your terws of payment, and details of discounts for regular
purchases and large orders.

Our ennual requirements for metal fittings are considerable, and we may be
able to place substantial orders with you if your prices are competitive
and your deliveries prompt.

We lock forward to recei.'ving your quotation,

Yours faithfully
THE JAMESON CONSTRUCTION CO. .PTY.

e

H. Smithers
Buyer




3. HAT MY (Inside name and address)

~H AL F R BR T A 15 #f ik (Envelope address) 4 #h, 34 & 3 4 #1 4t (Inside
address), ﬁfﬁ’\ﬂhhti‘il’ﬂﬁtﬁﬁﬁﬂ RWE AW IE S A8 B R AL H - R
KAHRAMBERA, AL - MEEER . B - EEEHE, SEESE L. S H
ML B {F# B vff’l‘ﬁ“%‘ﬁiﬂbb"o HNHE - R EEFENE EARERPHH
WET AT R,

TG MR, 3 U B 0 SCME R U o4 8 A HE SR R 55 op SO (S eR R R HE SR IR R B
M FBRT R AR R R A AT HES B R/ AL IR G . R BB SO A o ik ) HE S
I ik W g & FIETE L BB Ok B /N LL, T IS BT K . — AR SR 1 3 ST M B Uk 7 7 T 1R
LI T AeRFEHES

() WEAERE,

(2) AEBFR.

() IS HES.

(4) Mg . HEHME,GE MK 5,

5) B4,

AT A= 5e BT

Mr. Thomas R. Witter

Executive Director

Providence Insurance Company Inc.

892 Market Street

Chicago,I1.60601

U.S. A.

EHEELE RIS BB EREANE SR SHEXEE. BNl BER—
B ECRE MU SOk B E S M B A, — AR EIE A2 & MR R %
B, FROFE A B E T, B Mr. , 440 : Mr. Jack Horn % & ¥, W) F§ Messrs, {5 1 .
Messrs Jack Horn and Paul Harvey; #1453 A B4 4, RN U H = M RF @y 227, )
.

Mrs. Alicia Browne

Miss Mary King

Ms. Hidi Myre

% FX B AT R R E R R B A

A 3R ATE T # L #R0F BHEMUE A8, Esquire —17], §9 BB 44564 7. Esquire
RGN Esq. \Esq NEFWEANKLZZ)E, H}ﬁ:@%lﬁﬁ 4l 4n .

J. Thompson ,Esq. d-mEHREE)
XEFEE ARFEAEBZIEHT Esq. 25 RS2 AR A Mr. . H ,esquire
TR T P SR AR AE R i R S AR LB PER A

Bt M EAECLPBERSHE Gl S50 “HRh” “HEREm s I
2 ESH AR, AR A X HRRE R RN SV EER Z 25 WA a2 S
T 1.,

« B



