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Chapter 1 Business Letter Writing
F—E BULPEENES

3 )

(Introduction)

— )32 G #RKH T8 BB sc e, AR EPR R G b GRS HEE, 7
B TA Ok A, sBmms, —RERE R Bk mE EER
BT HR . FEERERARG LR, i i e 4R, BUmZ i) 2 4E 5 A H
TR, R 257, O A SO B AR TR . (B Eanfel, {5 R A {7
JEAC B LR , B I S8 R R AR AR R B O B

BB S5 R E R Z — 2 B A 3E R . 5 30F PR B SENOZIE L IE
W, 2 Z R A NRFOH T, MHEILA—-FRAAEXHEMNBEN,

BEEFIER, MR = C" 5, Bl: (1) 75 % (Clearness ) ; (2) fij it
( Conciseness) ; (3) $L5% ( Courtesy )

g  MEFEEEHAMRGEA —-—BRAESGFEAMEREINER,
ARSI R (FPIRA TS BIAT A9 . R, B A R B
IR A] IERWB B 7Y, W ty {03 endeavour, ] use {8 utilise 45, {ij & Z
befe B EEE ., S, Bk % 7Kk 2 18] (big words) .

2. fajiE

R ATREA ) SCF IR T, (B AR RE B /A0 1 s il & AR .
RS ERSITKMIE ], —MEaE LKA R, &S AR, REkft
F AR 40 4NEE 50 AN F ), — R ATE LU 20 B 25 ANF A
o THRf# . &A)F KK, RATAT8A) i i) . flhn .

Through years of business dealings,our company has formed the practice that shirts
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which are exported to European countries be packed either in bales lined with
polythene, each containing 50 pieces in one pattern or in plastic-lined, waterproof
cartons , reinforced with metal straps.

EAATYRS AN =

Through years of business dealings, our company has formed the following two
packing practices for shirts exported to European countries. First, pack them in bales
lined with polythene, each containing 50 pieces in one pattern. Second, pack them in
plastic-lined , water-proof cartons, reinforced with metal straps.

FERgA] PR, InASFE TR, X B R Bt LB , A 5 s N B . B
M—IEETEZHAE, THENETBERE. (EREEA/NT)

3. A3

IR RBEFR. SN2 RERERH Rt K, 25/ A, AhE
DA & BB SRR P B e W A 7 &5 8, IREM R B you attitude, 45401, 7]
FEE XM T, TR AR LS —aEIET

We insist on a prompt answer to our letter.

We would appreciate your answering this letter promptly.

() ik B R A R T Bk . R ALz —

e kR R

( Structure of A Business Letter)

k55 {5 — & FILES

1. {53k (Letter Head)

&k — B RF LMY, ERREBEANARITSBHR AL, A E AT
WIERITE S BIRES LB (Code) H(E 14 H S FHE/4:HHE , L K
ZENIFERE. AELSOEAR RTINS KRS TRK,

{73k T A FTEQA 45 5 (Reference No. ) , 445 XA MR T 4 S FIR TS .
BUn{5 3k R RENE VRIS , B4 AT 44051 5 A FRAE (L PS“ARi” /A5 ) , 8
TERIER G X R G S . XFER XS 07 5 T2 5T, 05 1 RE 2 B AR
FREEIRWI N .
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2. H(Date)

H B 7ERE (S Sk = BATTAL . ST R0015 , B —MAT7EME L T A LA T
I ENATEA L. BIARTEE B H AE” BT HE, faTiE“ A LB 47 B9
JFHE ; B0 T SR SO R0,

3rd November, 20XX &k 3 November, 20XX
af
November 3rd, 20XX = November 3, 20XX

FEAMBEGI AR, BME G =45 L, BAEETBRIEH A ERF
EFTH A, B 3/11/20XX gk 4 11 A 3 HymEEI B H FRIFE
T, B X — H A Z 3 A 11 H,

3. BAFT4% Atk (Inside Name and Address)

OGS AN AT 2 bl , — N BE B BIM4T , lE 22 . (B B BURHLA
T & i WIHE (R AR 09 22 F i

B3O pR A b hE— A & T 3 YR 43

(1) IM-SHeE () £

(2) W
(3) E () % SR E it ( Post Code B Zip Code)
(4)E#

N AR S MR S , AR5 PR RE VB 25 X W fE N ; RIS A2 38t e = 4%, BP
{515 R R AR BN — A KIRTT, B R R — 2 FREYIR T AT BB 47 )L . 40 London iX
FERY R Ik A E A A, — R E, —fFEmeE X, Fraim - EA, 4
R,

{5 eR AL L EFRIPR 2 . — ik, 44 5 +5 (5 Mr. 8% Esq., 45 &
+5 {5 A Miss,Mrs. 8¢ Ms. , {#i [ Mr. B, 5 CEE 0 4% 22 Bl ; 48 I AOPR Esq. B,
WAERE S 2 J5 , P In—iE5 , 4 Mr. Black ; Black ,Esq. , & Esq. 7£3 E HEx}
Fee N\ R, s o KBS AWUE A BFRAYTE , BB A B AR LR, i
Dr. White, Prof. Becker 45, Miss F TRt 4+, Mrs. TS+, {#H Ms. W77
T—5%, Tiex B ES R« ¥ n{EH, Diaf 4+ A E W AR Miss 5
Mrs. SEFRIFAAT,

Messrs 42 Mr. IR HOEX . TERGILAF 6, Messrs —F4E R X0 5] B9 BEFK , 1



A pemmEma s

AR, (B8 DA S%A R 0942 PR ARk B4l s, A4 RE(EA , 0.
Messrs. John Smith & Co.
Messrs. Black & White Co.
FEFHIREOLT , B2 7] 2 K2 i B 22 BT 4L, AN HN Messrs.
(D) BAHAAPE - ANNE
Mr. Charles Snow
Robinson & Co.
(2) e AFRI A A 24 R
China Chemicals Co.
(3) AR AFR+ B E B
Dr. Haris & Co.
(4) AR FRETA % e i7] “ The”
The Wells Machinery Co.

4. FRWE( Salutation )

BEOLS BE B L LA FRIF, — BT H B9FRIFE R Dear Sirs, {H 3% E A H
Gentlemen ¥ g% . 21 B A GE S Sirs, W AR REH Gentlemen 83, &5 K5
AARER E [R5 NS B8 2 4, W AT F| Dear Madam or Sir, #iZ {5 REHEAKE
— N W5 %5 Graystone 54, A A Dear Mr. Graystone

5. 1E3C(Message)

RIECRAGEN S, 2EHREZERS , IO E RN EE, —
fBoll 55 505 055 — B 52 X L Uk i35 , I LATRT S B iRl A g iR — AR EHME N 2 o
o — B U X B E AR, Wi R A H e R4S . E T FEHL, B
S L AR EY AT VR =4 C7

6. FRHERIEE R ( Complimentary Close)

HREEBEN—RIBER, RRBEOS R, EXEH, —BKZEZH Yours
faithfully , 7F 3¢ [E— % £ F Yours truly 8% Sincerely yours, {5445 B2 6 L 19 FR
FfEUCEL, B .

PRIF 4R
Dear Sirs Yours faithfully

Gentlemen Sincerely yours
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7. %4 (Signature)

ML R T —17, M T AR A, URWAIZERA K, MAERAGH,
RIGEHARAESL, BEANTFE BEERAEE, ATELAZEEERNEE,
HE/Z T EZHABMEITEFANEZ KRS, MEbdl, RE8KATBHEE
HEHBITEE, BANEAREEEWNAASNELF, ¥ RS (power of
attorney ) A — A TR R R F ., TEXFEIE T, MRS | per procurationem Y
per pro. B% p. pro. BiHEZE RE p.p., EMEEMAHE, Flw.

per pro. The Asian Trading Co.

BAEWA A for {0 p.p. M,

A E-E#aREAN—F L FERUOARF DR, W LS ERAERERSTT
H|— A JLAERSY -

1. 53 A\ % (For the attention of Mr... )

A i BAGAA EIZ A5 3 A T NS AR 1T 1) i B A BB, W FEFRIE 2 | 25
T84T, B TrhREin—RELLUMERE ., Al iExX —EiEEsMiTEES At
W2z FWZELf.

2. #5f ( Heading 5%, Caption)

— MUK, Mk 5515 PR LA—F— R N I, B AR F B A T B AR B AR AL B,
H—E R R—F IR ALEFRNT T 2 BT8P R FTARE, I LR . X
— bR AR, TEEFREE AN LS, B —EEERJLEGE, B4
BN IE A BLaE ST  FE B BT IR 54T 7 BoAn i, BN ZBEI N A . 20 BoAnil
ATAKRE, EmEs . B 5lins.

3. BA<¥b % (Carbon Copy)

ANZAEA B A A7 45 b AN S Ah BT, T FE2E 48 T I ZE D86 4T . o FhE, I A
PhRE AL,

4. Bft{4 ( Enclosure)

A BHABESE 35 25, R FE @A 526 T T e BH B 6 0 B R A 2k

5. H5#Rr1C (1dentification Mark )

PUIFR I LLURANE R DR AR B SC iR, — i it 2 s — 178
Hil. FEMARGIFFCH S E, 8% HE SSRBLaIT. filin, IS/ ml, EITES 4
THEMSE =ATAENNGL L. AIHRHIARC RV S RS .
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weliny
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