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P 25 B AR

(An Introduction to Business Letter)

BN HHBEHER
(Essentials of a Good Business Letter)

—. HEBMWHEX (Essentials of a Good Business Letter)

—HHIFEI A RAIRELLTEE (Here are the essentials of a good business letter):
© BHEFEW (Clear thinking)

© FiRWED (Exactness of expressions)

@ M58k (Terseness, combined with courtesy)

B AR BERERBRIEAS ABCD [IFik:

A YW (Accuracy)

B fiiiF (Brevity)

C E# (Clarity)

D Hi#i (Decisiveness)

. BEERRIEMS (Brevity is Essential to a Business Letter)

EEUTHEARRRRT _

(—) tm, ik “2001 £ 3 B 16 HXRE&UWR”, Al “We acknowledge receipt of
your letter dated March 16", 2001...” B &34 “ Thank you for your letter of March
16...” FEHER.

() X, 30T LA, ERCRIRE, B AL R “arrived at the
conclusion that...”, ZH#EHHN “concluded that...” EEREFRE L.

() Xtetn, B30«iE RFRIEHRRERRBER", FARIICRIEN “allow
me to express my appreciation for your letter dated...”, JR7E{E &+ B+ “Thank you
for your letter of...” MEEET %,



RXnB8E.

RN
(P9) BATFR—2% WA “TUiE” (Wordy Expression) X “H—HMEi&H X"
(Alternative Expression). BiAHILE:, BXUEHERIE, BRER.
1. tetn, &30 “FEF 8 md”, HAFEEHERRER “at 8:30 am. in the
moming .”, 35, MZHUK “at8:30am.”, Bk am BRI “Fai” MERE.
BT “am.”, REHLERML “in the moming” (ZE L),
2. X, B3R, HEAREEILRIR S “at the earliest possible moment ”,
3L, FUH “assoon as possible” 2% “asap”, M GARIEH.
3. X, X “WmR”, FAEFHEIRARE M “in the event that...”. L,
B “if ...7, DU fE v B
4. X, X “BERH”, HEAERIELRREK “due to the fact that ... ", HL,
MUK “because ...”, W M.
5. X, 3 “FRBIEMER”, BAKBKILERARER “in accordance with your -
request ...”, JLSE, BUAK “as (you) requested ...”, M SEEHY.
6. g, 3L “BeF”, HEABEILRABE R “at the time of writing ...”, HIH
B “now / currently ...”, WIEHR.

BN B BEER
(Forms of a Good Business Letter)

BT, AEBEIEFRERIAMEERXMER. HHERKRDME, BEK
KHMEHN. Lt BREF RS URAKE. B BT I
Ha 2, FEXOEERABERSER.

—. HEMEE (Layout: British Style)

(1) f5%% (Rf& AHik)
Ever-bright Holdings Finance Group
66 Martins Lane London EC3V 7BH
Telephone: 01-588-5758 Fax: 01-588-6763
E-mail: 4
Q) FERS (A EX¥THE)
Your ref: LE/N P
Our ref: HCD/RP
(5 “BH#” [ 4~8 17)
(3) B#
16" November 2000




(H1R% 5 47)
(@) f5AhE (BfE A L)
Mrs. Watson & Bruce
Hardware Dealers
15 Castle Road
Edinburgh
(K% 2 47)
(5) BIFERIT
Attention: Mr. P. Harrison
(SFRIEE R 2 17)
(6) FRIF
Dear Sirs,
(7) £ (EFATHE)
Up-to-date list of addresses
(8) IE3X (EEWATEE, B ARBITLFRERIEXF, B4 4 FH)
Thank you for your letter of 11" November, asking for an up-to-date list of
addresses of our branches.
(B IRRR 1 4TER 2 4T)
We have pleasure in enclosing this brochure, showing the location of all our
branches and agencies at home and abroad.
(5 “&XE” HEE 217
9) GHE (S REANBFERR 41T, RERY 40 MFH)
Yours faithfully,
(IE1R% 4 17)
(10) RfEAEHR
S.S. Carson (signature)
Managing Director
Ever-bright Holdings Finance Group
(E1f% 2 17)
(11) P& (Ek 117)
cc: (if any)
(12) N (MR 1 4T)
| Enc.
(13) #R (kK 117)
PS (Postscript)

mEDERS W w



Z. £EEHEERX (Layout: American Style)

TOWER STATE COMMERCIAL BANK

P. O. BOX 12345
North 26" Street
Kansas City, Fax:
Tel: (012)2180218 E-mail.

Mr. George M. Cooper

2954 Wyandotte Lane
Greensleaves, Wyoming 90786
USA

February 17 2002
(2 spaces)
Dear Mr, Cooper:
(2 spaces)

Welcome to Tower State Commercial Bank!

We are pleased to learn that you have moved into the area served by Wyandotte
County’s newest bank. We cordially invite you to do your banking business here.

Checking and saving accounts, loans for all purposes, and complete banking services
are available to you at our convenient location.

Our drive-in banking windows are open Monday through Thursday until 5:30 p.m.,
Friday 6:30 p.m., and Saturday from 9:30 a.m. to 12:30 p.m.Lobby hours are 9:30 a.m.
to 2:00 p.m. Monday through Friday, and 3:30 p.m. to 6:30 p.m. Friday.

Plan to come in for “eager to piease” bank service.

Yours very truly,

Athon J.Green

Arthur J.Green
President

Encl.
Brochures

B=T  RFIERIE IR

(Composition of a Business Letter)

—. EXFBREABESBIBEUT1INMRS

i

(—) 17 i(Heading). RN “fFk”, HEAGSAMMMNEE DY, EXEH
PGSR R NI BA T 48R, ik, BiE S5, AHS . &I,



HEELRIERITEN. WEA—FEELRMEREXRBMAL, ARRY, ETE
HE AR,

(2) EB%S (Your ref: LE/x ; Our ref: BL/RP), —RB S ERHERS, &
TE%, WERNGERAMES. FRRSETFERZT, MEL LA, WT:

Ever-bright Holdings Finance Group

66 Martins Lane London EC3V 7BH

Telephone: 01-588-5758 Fax: 01-588-6763

E-mail:
Your ref: LE/N 116
Our ref: HCD/RP 212

e R o s s P A S 0 o e i o

(=) BH (Date)e KX BEHMBB—BREGNE LA, BRI T. EHNE
25 H, w2001 F, FEMEMR 017, EXFRTPRHAN —BEARELLK, W
January, February, March %%,
1. AGERERERPUAURAE, W, — A January 5] 48 5 /i Jan., — F February
TI48E K Feb., WA April-AI4 5L Apr.. HR T A May. /NH June. £
A hly, BXi#EE, FARENFE, AUHS.

2. EERGFRREEXSERT, BEBMTHFEA, w1, 2v, 37, 4%
5%, e, 29", 30", ERBIFAEY, W1, 2, 3, 4,5, 6 7, 8 -
28, 29, 30, 31, AEXHEEE —B IR,

3. FRENBEERAEENEATERM.

HEREREAYEA. A FERFEE, W0: 12" December, 2001; 12 December,
2001; 12 Dec. 2001,

E£XEHAYKA. A, FRFHE, M. November 12, 2001; Nov. 12,
2001; November 12", 2001.

(J9) {EAHsht (Inside Address, Introductory Address). & H5W {5 A Kk 4 b
ik, BEENE LA, MEENEZLTHREE, KTFEEANREAH—.
AT, HAIBANGER B KIKA: #8. Li. HHMeKR%g, 2ME=. 0
TA%.

1. A A BEW T

Messrs Black & Sons,
157 Knightbridge,
London SWL 87C

2. HARBRRMAMN ARE AR B RN T .
The Manager
The Hong Kong and Shanghai
Banking Corporation

PeIr AW W W



