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Lesson One
Business Letter Writing and

Its Layout

AL HEHEE X

— Rl BENRE

FlL B RS R LEN P — T EAE S RE RSB
EMEIERE S ZEH, LB ENAREEMER T K FEL
b A RER ST BB EE . A iRE IR RS R B A1 ERIE

VT3

3z,
LR EHNEEER LS EH. —TAhUHE -5

A, L, BAEEHES

EREFLEN, BUGERUTILA:

1. ®% BHAFEARER” HEEEEAFERRE
A BRI R Y — DA 0 R Je R, B B SR £ P 4R o Y 2
@ ER. BENEEMERT TR, BlmERZ X7 f R Ret,
RIFEAHSTREE RS R AR EZORBEHRELT 4
iR 8, FHEES), B ARXM FER LEREIXERA, BiFX
W X — B, BRI T BB AR, RN, A AT R
SIEA LB U Y .

2. Bid  FESHBA BEMEH. FHEERMITE
BB RN, SR A R B R AR, KRR
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B RESS, ZRAN R, B RAEN  ERMR .

At HARRFTH R AL EERER B, R L4 E 117
BF, RMEARF—&A, T HESL — SR EF A, BT REH
THELREF RATRRBEIRE. B, BRA AL F LN
BF BRAT I3 FRKEE "R E, AT LB KR K HEY
ATERRBIL T RRIERMH R, REXLRER L
HERARUBLREE, BT UALEE, B2 ZREHRER
k. RERBRBEL — L, MTETE.

3. BH  RES/EEEE. VHOL.ZELREEEZ
4. EZEANETRERARRBEFANERENER.

1. i FESH/ME . EREER.BRF R, BEAY
BHES, AR FRED W SCF R BT R R AL R A
BERIHERE, R MR —REF BT TR HE M
LI, NI FTEE B, AR o i VT R 1 A RRE ML/ AR
RT,

5. AL EREEAEAVESLR. FERSEANBR
“fr &S RIS R BEERAREHI R HBOR, EH
M LH R MBI BRI B REEER R 5K
SR, g AR, GBS HEER ARSEEARNK
HXRRERSEEHRS.

W YRE FE IR T R U ER F , B R X TR R
w5, F.FPAREREN, WRERENET ., Hit, FEEL
SRR R AL B8 B AR & PR B F AR LS

6. il FHE“HR7BRBREBEX T HER EEEHE
s EECEEHE B RFE, RERL“TEH"IRMAE.

. EH RUBESAEEESR,HAEREWY KX
HALH) XS A EX RS, REHE L BE NSRS HRE.

ERAULRHEEEEE FEAFS HESER. MLBHE
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N AERRBER, RAERBAE, EAERBL L, Hadk
AEERB . BIIATHERRIFETF. LB EPHRFEY
EWEERFMUER, A RZEE, 22 THR”, m£65,000
5 £650,000 BEAHZE 585,000 38, BB 1EFH HEA AL
RiE. —BH BB R LARE RN, BB, EHEY, TE
HATRITA A ER, 5 RBEIRE, L EFERVER
gy, TR, W67 IE 7 28 A2 FI REL ARE

M BRI, BB L5, B 2 T B 8 4 BUR K
W Al SR BB R B IR LS, ERAE, R CEE R,
HAREHIBOL B ZEAR.

EEEHE, NEHEALE R —&, BEERETEEUTE
3 :

C L EREGITHRBEERN, FEHR

HERGER. mAFSHERARTE Y
NERGEENAERL REMNTHETTEH?
NARGEE EENEILS
FRAENKGEAMAET Bap LR, fiEANET G
ROREEREREFANEE?
6. RERAT BEHIBER. BB ETHHBR?
7. MRREBGEN, BRREEREEN?
MREREEEWNE . XHFEELSRBIFHHR.

TIEEE B ERER

— BIEME R RS

—RBEHEHRE 5 R 11 HERS -
1. {53k (The Heading) : X f§ A @yt fl % {5 H #i.



2. P sk (The Inside Address): 3215 A8 ZFRAMAL .
3. #RPE (The Salutation)
4. B (The Subject Heading or Caption)
5. FF 3% 1E (The Opening Sentences)
6. {Z 4 IE 3L (The Body of the Letter)
7. 25 B 1E (The Closing Sentences)
8. 25 % 1E (The Complimentary Close)
9. &4 (The Signature)
10. B4 (The Enclosure) &5 Encl. or Enc.
11. B 8 (The Postscript) i’ P. S.
b1 54,581 B9 MREXBEMERRD, E—HRH
LTFAARD 510,11 WIHRTEM  MERTEME . o
H 978 (Serial number) . # 5 (Reference number) YL & £ AR S
(Identification Mark) , A] R A EAF LB T FIA .
HEHARBY EESE L& —E AL, 2B REHMT:
9 CHAUSSURES RAOUL
23 Avenue de I’Opera Paris
Paris, France
TELEX 237361
Tel: (212)989. 5250

Your Ref. No. 145/148
January 24, 1992

(2) China National Light Industrial Products

Import & Export Corp.
82 Tung An Men Street
Beijing, China



(3) Gentelmen:
(4) Re: Chinese Shoes

(5) We are in receipt of your letter of January 9 and wish to thank

you for your attractive calendar for 1992.

(6) We are forwarding a draft for RMB¥ 800 to your Guangzhou
Branch for the samples received. Meanwhile we wish to inform
you that we are going to present the full line of shoe samples at
the Paris Shoe Show opening on February 1, so that the
French people will have a chance to see the fine quality and ex-
cellent workmanship of the Chinese shoes. It is hoped that
through our endeavours we can promote business between us

and mutual understanding between the people of our two coun-
tries.
I, as president of this Company, would like to visit China to-

gether with my wife and our colleague, Mr. J. Pasteur, on or

about February 10 to discuss future business.

While there, we would like to visit some educational institu-
tions and some places of historical interest. The length of our
visit will depend on the business we will have to attend to. We
hope to complete our visit within two to three weeks. Photos of
these three persons, together with our application for the en-

try, are enclosed.
(7) We look forward to hearing from you soon.
(8) Very sincerely yours,

(9) Chaussures Raoul



(Signed). . .
Charles Perrault

(10) Encl. As stated.

Words, Expressions & Notes

Chaussures (F)  =footwear #f
Raoul (F)  F5 &% hrog /R (Bl . ol /R 85D
" forward v. RiB,%F,iE%
draft n. JCE
line n. F7dk, %Mk, Fe— AR5, B, BiE, HE KR
the full line A& HM
workmanship n. 17
endeavour n. ¥H,RA
promote v. {&i#
Perrault (F) () N3 /R
Pasteur (F) (BWER
president n. HEHEK,B&£H
colleague n. [
application n. HiE,HiFH
entry n. A
enclose v. BAFH.MWEGFE
be in receipt of =have received B\ £ F
look forward to B
Avenue de 1’ Opera Paris B3 BB KE
Very sincerely yours RIS HE AR EE, XUPHBXFE
HH“E L BB REBERY 7
6



* * *

PR BE R BRI AR B RN E 8 F 9055
BRI -
(1)fE3L (The Heading)
BEFREAGHIEAN L FH B HEHRIEL. BMETHE
ZREA—ERAEFERE MK (L. e, B FHHWETFS%,
SRR EE, HENE (Zk (Letter Head) , 335 R15 AWFT
% Mt EE A EIESR. 2B E RS RS NE
8, FEETEEMERALAREMWDF . SEERL, F—HH
FEE kb ITRE A5 HHAZR (Date Line) FEEHHABB T,
BEELE, REAEHRSHES  FEXNFEEHEREHERE
S8, EAFES.
FENEERMEEITE  ELH2 BRER ST LH#H
SANETFIRAT EXCS (BIR5 &ESH) . {THHETFETI&L:
1LERNZLE Y, NEEH92) A FE(1992),
2. A BB R AR, REERABFRARE . . (3/9/76) % i
FEEXRHFPFER.
3. A AHA %S, I Aug. August; Oct 8% October;
May, June, July A SR% , NABAET .
4. HEAERT A 1,2,3,4,5, 0000 11,12,0000021,22,2 3,24 w2+
31 %,%FmH Ist, 2nd, 3rd, 4th, 5th, «--- lith, 12the-----
21st, 22nd, 23rd, 24th .- 31st,
HEAE THILAEE:
1. June 5, 1991
2. Ist October, 1991
3. 30 Nov, 1991 (30 November, 1991)
4. November 30th, 1991



EE: A HHZEARE AR A ST F 0 Z R0 WA E
5 &5, HEAFTH 1,2,3,4, 8 Ist, 2nd, 3rd, 4th, {H&E&H#
SRR AT — T8,

RX G, & od AE, XERRT .

BAERKNEN, — R AR T ELMES, HAKE(Er,
B REAMA R B —HEEA LAGI S HHMALE E5,

BRI T
(a) 136 Tower Street, (b)P. O. Box No. 1752,
Toronto 4, Canada. London, England.
May 17, 1991 Jan. 15, 1991

(¢) 6 and 7 Clifford Street (d) P.O. Box 1079
London, SW463 1Y, England Beijing, China
Jan. 15,1991 Jan. 15,1991

i}éﬂﬂt

1L @) BEGTR, BITMAZESiLE BB ERENL;
() (d) BF%K, BITHRSF.

2. ) BITRERART BE—THAA HRAEL HE
HARHREAFS

D BAZARAFRATS ETE8TZHN AR
H A — R .

3. —RHBL. I ESS5HEZZEALHES SH HRTEMEZ
2 B0 FHE 5 B I . SR TH B S5 T 8 7 5 5 B % (40 Toronto
4; London, SW463 IY) B KIRATHIEX S . iBIHEX , & F R
RaHE RIEMERT 1R .

4. (b)Y (d)P. O. Box 1752 £ Post Office Box 1752 W E B, B 58
1752 {Z#5;P. O. Box 1079 £ 1079 E{54.

(2)# it (The Inside Address)
ZENNTEN S REFEFSHE LY ERFLZT,
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WAETGARE R, Hiit5EHMATEEREMR. EREKE
NEHR AT X TIEEF. MEEAMS EHE . —BRFE
BT 5 E S A A B X R B R AR H N R EER _RAERE
fEFUHER TR, B F LU ER SHEEAM S ERBFRHA—£
WA NIRRT, I & BLAE $f & Bk 5 3 4 A PR IE AT, BT LAAT
ERBAGHEREER, FERE; —RRGEEWNEHSEED
BLREERF TR, ETEN.
ZEANBHMA AR 55 L8R EA8TE—HF
B GEFEAMT LR (REMAL, T A NS MG X
5o
a. Messrs Hawker Siddeley International 1.td,
32 Duke Street,
St. James, London, SW5 IDY
b. Messrs Williams & Werner
36 Tower Street
Toronto 4, Canada
¢. China National Machinery Import & Export Corp.
Erh—Li—Kou, Hsi Chiao
Beijing , People’s Republic of China
d. Mr. C. E. Eckersley
c/o Messrs Longmans Green & Company
6 & 7 Clifford Street London SW 7 2DY
England
B (DEAF LFRBBTE I C/O(care of) , EEEHHEF
B R AER - HAMEERAR AT, BRERER. FrEst
E i ARRE I ARFE DA, B—E R0 EHF E-EL R
2, FHARERR, UGRiRS MBEEN T LN FEREHR T
BERAERLSH AN, FTUIIERZE A B HELL TERAB M
9



Attention 3 Attention of ZEFEE, BT .
a. Biddle, Sawyer & Co, Ltd,
Hadden House,
Fitzroy Street,
London, SW8 25DY, England.
Attention: Mr. H. A. Donnan, Export Manager.
b. Biddle, Sawyer & Co, Ltd,
Hadden House,
Fitzroy Street,
London, SW8 25DY, England.
Attention of Mr. H. A. Donnan.
¢. Richard Thomas & Baldwins Ltd. ,
151 Gower Street,
London, SC7 6DY, England.
Attention Mr. Cave
d. John Morris & Co Inc. ,
O’ Sullivan Building,
Baltimore, Maryland, 10026,
U.S.A.
Attention of Purchasing Manager
d FEAH AT AMES  BUGRRED
e. The Ministry of Building Construction.
P.O. Box 816,
Beijing
China.
For the attention of Mr. Liu Ming
& ZE B T RAEFT BETE L, “Messrs” —F (Messrs f& Mr. #]
REBORRES . Messrs —REKRAAFUABATEH AR &

10



FHE AR RE S 4 FF (impersonal nature) fE N7 %8, W LAFT
B3N, e 2 RO RTTE & A “The” /] AR “The”, 1 :

The Universal Trading Company

London Export Company

The Standard Oil Company

China National Corp.

ERE—REAFXREMNAANGT, B RHHRFEHARE A
Dear Mr. Liu)—f& A AEE 3 ML,
(3) PRI (The Salutation)

XREFAXMZEANG— MR, KA &R AL e T
E=HIT 52 Fk. HESRBEF —REHYKRIFES .

il 56 {4 F Dear Sirs (FI133%) , FAEE M /] Sirs. Gentle-
men, NEE A BAYT, AR 4 Dear Sir G —fEHLE A & fF A
ERD,Sir YBUF SR E RERD.

Ao A F) T4 ] Dear Mr. X X, My dear Mr. X X, (Xt
MWEFITE, 7T Dear Sir; MR E LY, WA Dear Madam' 5
Madam' ),

RV S E A n s, —REAES(OAHES(OFRFG),
B3 E A hn & k%3 89 K (5, My dear Mr. XX B dear IR
WRE.

(4)3 H# (The Subject Heading 5% Caption)

HREERIETERT, ~—REEGFZETHMLE, HFL
ENHAEEGEIEAEE. SHNERERERTHRAARETE
RATREEBRAZEHHIN ALEFRETZEFTLENELERE.
SR ECHAF S XU EREHE L FIDABMES
mHREER  F R E AR, R AR B E EHIERE
FEm%T . ARBIEMNLE Re: F T30, ERR“XF A “H
H”. {BE AR referring 5 regarding HEE . (WA Let-

11



ter DEIEHA AERe:"HiE, AAFVLET L. mEHHREN
BE—REBRBRAXE AIANHER . E—RBEAT . FHELES
B

(5)F3L7E (The Opening Sentences)

FhiBRAE R RN EHEIR EEHZEEEFE LW X
FHXRENAM RERES. EERGEANBMULS R, E
ME—BTRXHGREER —HEEH MREL—IKER, B
AUR AL EELENBRNB, HFREEHER BEHLERE
AW AE, Ak R E A X FEHE L.

(6){Z 9 1IE L (The Body of the Letter)

EXRBEHER BERFEANERL FHRNETLEFEX
EBFR, EXHEBEEETF BN TE REDOCBES BB
. B—hOBREN B BEHEFE.

WRAFHA AR K , — FUARAEE F 1 75 0 5K SRR B 0T, R 7E
B EamE A AL B B BAEITEEXXRAT
BEBE-FME R . ZHELXFHRE. ARTHAEHNARE
LHEHK. INERATREES XM T:

—Page 2—
The Universal Trading Co. , Ltd. Jan. 7, 1991

Mr. T. N. L., March 10, 1991 P. 2

(D) 55 B1E (The Closing Sentences)

ZRIE— R ARAEF R B, BRMZHEAHEX,
AR R S B IRT R W R SR B A RS B AL I
FEBREEENER. THNEREEXSRZE, AE—B.
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