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Unit1 Business Letter Writing

RS HIERBENERE

Lesson 1

The Structure and Layout of Business Letters

(GRS R O RST 52

—. FHREFROEH
RS IR R — BB T I T HEAE:

Q mresr TExTLES Men £ X conronemion

m::-m:; m:u:m:'::‘mn E 1. {'r‘iﬂ\‘ (letter head)
EMALKFETQUECTN  HTTRMMANIFTICK

mm,mao—-@ 2. H#{ (date)

The Pakistan Tradog Conpsny 3. By
@ 15 Broad Sreet )
Kerechi Pakistan (inside address)
[4Jt— oewses 4, FXIT (salutation)
RE TEASETS 5 - .
We e pleased to receie your letfer of July 23 and gad to know 5. bRl (subject)
thet you are inferested in our tes sets.
@ We anclose a8 price st far your reference If you find any tems 6 I|)L (n-essage)
acceptable, please let us know. We are ready 1o supply you wih the
procucts rom stack

We are looking forwerd 10 your early reply.

Vours totthudy, -— 7. R
; - ‘——‘ (complimentary close)
Chen Xiso

8. %4, (signature)
Export Mansger

(9} et mreers 9. M4 (enclosure




, EERERD (L)

L B BEEESHEANKREFX, GFEARAMR, ik, BiE, FH,
MRASE N . AR RIEENHIEAE M e, & EALA R # Logo, M hESF
f5R.

2. BSAGLM T, X5RMNPCIBHERAAR., —BATUSE
fFkF—17, fFUA LAYy, HIPSHEEMIE, . 2013469 A 1 H,
YEE A : 1 September 2013 (X)) ##: September 1, 2013 (EHX). FE
REMABFRRNAG, UURIRE.

3. MMt RGN AR AR AbhE, HABAEHTE, FHRNE
Fili.

4. RFEFESR A HHER T HE, WRLIRTITEEC R, AT LA#E A “Dear Sir(s)”
“Dear Madam(s)” “Gentlemen” %; WRVIFIAEKR, WAL “Dear
Mr. /Mrs. /Miss ... ” %, QERX LM, MXAREN FRECHE, WA
LA Ms. .. X RERORRIT,  LLaEE Gl it . ,

5. ARRBEFIEZ T, IEXZ L. 7FIE SCHTINAR &2 i 5515 oR B 1E A — 1>
W, B EREGERAREZIXNNER — KW T/, .
“Re: Order No. 123” “Re: L/C No.007/1306” “Re: Your Offer for Black
Tea” %5, fEREHBFHEART, BAHEXECLEE T Subject (FB/FrE),
TEfRRRAR AT LIRS, HA TRIFEROZEME, SRERFRPRERE
HEF .

6. IESRIFRBEEENTRS. [FRERMNS EBEREX—FHY. &K
T TESE IR HR S 47 7 55 S 1B (5 oR N 7 9 )

7. FRBIBRGSRGERNEERE, E5ERITFLORIEBAHMNELN, 45
EMiEEE AL FILAERE TR EX. FS W ERER A “Yours
faithfully,” “Yours truly,” ; AKIEXHEEA “Yours,” “Best Regards
(B.RGDS)” %,

8. BERZYAGHHN, Wik, L2 T HEE HITERPLITHEF AN
FAFES .

9. RSN LM R FEFH ML — L F X8, b TR
XHEEEWBE BT R, RN RGTTIXHEE/R:  “Encl.: As
stated”, “3 Enclosures” (“Enclosures (3)” / “3 Encls” / “Encls (3)”), 8
o B ZE— 3 B

Encls (3): 1. Marine Bills of Lading

2. Commercial Invoice

3. Insurance Policy
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BFHREEF R “HMHE” B “Attachment” —id, A “Enclosure”,

—. HHEEFERRERX
HATR F LK

Qnomwm & EXP. CORPORATION
22 WEIHUA RO, DIENGZHOW 330082, P, K, CHINA
THL: G080 3P0 SEMIBTEE  FAX: 0086371 86910748, BSO1E1 1S
£ com i rs.Coe

Q HIFERT TEXTH.ES IMP. 3 EXP. CORPORATION
*” R A58, B, . CHmA
TEL SSBE.OT 15591608 FAI 0086.379.55018718, S6310741
ERAAS BOFERT I2COM  HTTIOWAWINE TE.0N

Sy 31,2003 e, I
The Paksatan Tradng Company Thw Pakister Teaging Compary
15 Broad Sr et 15 Brons Shest
Pakistan Katpchi Paketen
Dose Bus, bt Gwgr Birg,
RE TEASETS RE TEABETS

Ve are (IeasE 0 tec e YOUI IaTer GT Uy 23 and glad 10 kniow

VR e 0 A5G 1 TRCe oL Her 0F July 273 and et X0 know
Matyou Sre erested  furBel vel

hat you are inderesied o ouf 103 sen

WD onciO e 3 Pace st O your referene ¥ you NG any Beer
FCORPIITE, PIORSS MUK Mo, VW 210 By I SUDPTY YO WIth e
PO Fon B0CK

Vo arer icoking forevand 1o your iy reply.

Vi encione 2 pece B SOY0us eterence ¥ vou S Ay Beens
accoptatbe, ploade Bl ud bnow, W 818 ready 1o supaly vou with
e pesdacts from sbock

Wi arg tosking forwind By yaur & el rely
TR GO, -

PP ]
cmm‘\\

Eaport Manager

Enc Price st M-——«.._
s,

e

)

Ehon Sat
E2p01t Manage

boo ETNE Price fo2

o o & evBs ¢

BEEIBEFERE AR —BAWF . 48170 (indented format) F¥-3k
. (block format),

iAT5 R P ik 8 F R S AT R A LRI — T 4R R, R IE
BT iR 4 B0

kX E R B — AT E N ARG IR, S BZEZEAT.
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Exercise

e T X EHE AR BN 3k K

China National Imp. & Exp. Co., Ltd
No. 5678, Erligou, Haidian District
Beijing, China

31 July, 2013

ABC Trading Co. , Ltd
No. 1234, X X X Street, Montreal
Canada

Dear Mr. Smith,

I am writing this letter to thank you for your warm hospitality
accorded to me and my delegation during our recent visit to your
company. I would also like to thank you for your interesting discussion
with me which I have found very informative and useful.

I sincerely hope we could have more exchanges like this one when we
would be able to continue our interesting discussion on possible ways to
expand our trade relations.

I am looking forward to your early visit to our company when I will be
able to pay back some of the hospitality I received during my memorable
stay in Montreal.

With kind regards.

Faithfully yours,
(Signature)
Chang Le-General Manager




Unit 1 Business Letters Writing 5

Lesson 2

Principles of Writing Business Letters

1R 95 ST {5 RR 458 5 SR

EEPRR 53T, WiB{ERE RS W HE T . TR Ak E
BEFE. FER S ELNREN, BHRREMAMAFMNESR. B5 HiF
ARG 5 SCiB R eR, —BORBE, NWEPELLT “7C” RN .

1. 5% (clarity)

RIS RIEFEREEN B WME THERASHEANREE, hillkfEA
RBULER TR B Z R, —H AW, AARENBESTIRIR
S5, LRI REEN HEY, EESERASMK. N TFIEEEE
KRG F ATRYE, MAIFIES RS, B, 75 A) L 5% 0 4
IR R AMRE T, B RA R, B4l 5 A b Ay

2. ¥L.5% (courtesy)

LSRR 5 R BEN, — 3L AR B9 15 of vT LARRAS X O ek, BRI
DI SBAR LS XR, WA BTk .

e (8] 52 %8 05 945 R AL IR Z & .

v SR ME A ot . BEHE, AT B ALSRRAE I ], AR A DU Xt iR
BIE)R . TEARE RIS (5 pRET . B0 B AT BB . i X Y & BF B
EfE R HZH “please” “thank you” “We regret ... 7 4L50HIE, HIMNAE
T BRI ZBNPIES . SER AR & m) %5,

3. & (conciseness)

BERSRIEFRBEG T, BAEE, REktZXEN. W
MRITHK . ZEMENENC R, Al DA A s K e, 2% iz 46 S 1A
MAEEIE s BAE )72k, v LAH RO s, B & B {8 A fa7 8 A
Hah); BPIBYEEE, MERME “— A B%, — 4 E/-” (one paragraph,
one topic) FJJEM| .

MR, BATLA L T @IE TR A T4 B E Lo Ak,



¢ ESRELE(LHR)

b —eiEiE )BTRS BE SN — R R s .

4. {kix (consideration)

g NERATREMIAE A B9S2k % B a8, 7 23 B %t 5 an el BLA% 15 8
BHERE FRIBIHIFREMNGE. (a2, W2 &R, ZEX I
B E AL, TEAMEEm ERBEEN . T2, K2R RAFEK,
XA TELAGRFAHCHER, EA T EREATEMLF R,

PR —M iR . EENHFARARRIERIEVRXR, FREHXF T
H, SHTT . EAERESENEM . RAFRZH, LEHZHZEER
IR .

5. B{KX (concreteness)

BERN AW LR B AR E B, tan. afiE. HA, s, KBS
%, BERAIEMHEIRA. IHESFELHOAEEMERE, EABTMRES
BT

6. IEFA (correctness)

R EIEL. 5. A EW, BERRXIE. ESRE. SURHE
Y. BTN . MRTE AN A IR R .

7. 52# (completeness)

RS 5 R EARES 5 A& BIBUE A B N B — I, 202 m%&
X R ek R TR I B 2 F R A SR . KR AT A S A T Rk 5 B M
EREAWER. FEEER (ANTHRE) ATLUA “SW” RRERHEREE,
Bi. “who., what, where, when }& why (f33§ how)”,

M2, FERTRFEIEF R, ZMB “7C” HE, FEBtA#E, A
AE LA AR o] — AR 0 A A SR B4 5 A — A TR

Exercise

T RAFHB—NMEET
1. 7 BE (clarity) &N .
a. The L/C must reach us for arranging shipment not later than June 7.
b. The L./C must reach us not later than June 7 for arranging shipment.
2. #L%% (courtesy) RN :
a. You are requested to make us the most favorable offer, stating origin,
packing, detailed specifications, quantity suppliable and the earliest

time of shipment.
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b. Would you please make us the most favorable offer, stating origin,
packing, detailed specifications, quantity suppliable and the earliest
time of shipment?

3. & (conciseness) JEM:
a. We acknowledge with thanks the receipt of your letter of May 8.
b. Thank you for your letter of May 8.

4. {Kix (consideration) R .

a. We are in need of funds and that’s why your overdue bill must be paid
right away.

b. To maintain your excellent credit reputation, please remit your overdue
bill.

5. BE{k (concreteness) JEM|.

a. These brakes can stop a car within a short distance.

b. These Goodson power brakes can stop a 2-ton car within 24 feet.
6. IE# (correctness) J&I:

a. Neither of the offers are acceptable.

b. Neither of the offers is acceptable.



