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CﬁAPTER ONE BUSINESS
LETTER WRITING
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REREMERTX, EERESXEPEERTERME
BEA.

—RRB, —BEREMNS, EXHERBETARL
Z, BERERFHEREXNE, SHEE, EHERX
F& XEANHBMEESTHAR, LEHTEERS,
T-BE T BHRE NN THEHBEBEREANSE,
AR X B B E R A T

FALERERERTHEAE, BRRERTAMNNRE. (B

_.1__



—H AR BE APETUE R EEALSKFHER.F
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1A R R HTER B 45 1SS H X, RRE X SBHM SN BB
ROREEA, ERXAZAFDRENFE, IRBERUBEHP
B AL X 7 K B — 5 1F .

AHFEEAUARERFAGEE, BXRRERABHR
M. XIS ALS . RegEE, FEAEL T+ RE
BoBL. SRTT, —ANSF I SRNE 307 Bk UK 52 43 15 B9 IE B AN
HREFRTREDBPHEN. TN, ALEE, HER
REH, PEALTE, REEFT . ~HFWHFEE, 68
BIERZW ) EE, WTEET RSB ER.

His LW S ER, KBHUSHERE, XRIERMH
A . ZEETRNERREFRITRISMZR LR, EX
SrRGTTE, REBENERBBENREL, FAEEHREEFY
RAEE, WALIES. B, FEHEOWEFHE, BIMK
THEARDHERH TR, B ol FEEER, Bl
IR ITEARMEELZ —,

. HEEENEEER

EHF#HFEER NEBAD “C” %, Bl B
(Clearness); 2. fifji{§ (Conciseness); 3. #L# (Courtesy);
4. IE# (Correctness); 5. E4k (Concreteness); 6. 5%
(Completeness),

1. % (Clearness): FfifiE#, REEFEEBWHY, ¥
WEA-ERNESEANERENERL, LB RL4ER
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B, EPRASHNBERFEITA Y. Bk, EHEE. &
B EIEER, BKUNEET S, ’

2. fAi{# (Conciseness) . BEAR AWM XFREEN.
BEHANFERIFERRH ARG, BAEENRARE
T, EAMSaRAHE G, —HERRENRBENUAR
- BW5% (Completeness) FIFLEHE (Courtesy) KT,

3. AL (Courtesy): ALFH A HEEX. fﬁff]ﬂ*]ﬁl‘ﬁ’_%’
REAAREHSERNYE, BVFEREAN. REUGSHIE
KMEFEF, BREERIXF, 7RED “you attitude”, [EAT X
BEREEMHHEE. RHEEHELKZ —.

4. IE#E (Correctness). WL BELHMEBIER, BN
EEBIEZVFHNFA. XF. FIESXR, RERAHL
BiE GngRE%) MKE. “IEH” NULIEERIEE., R
e, FEEMIIR, RAEER, NN LR, $EEOE
FIESMIET KT OMRBEMR: OMFERH; OEW
BRFAZARLARE; O/ EMEERAH T, URIER
ERREEHRA “C” %,

5. B4k (Concreteness): B EWEEEEBAF (vivid)
A& (specific) HIBIRY (definite) , 45 BB TR x4 77 45 th B B4
RIVHME, RREEN T REBERKEDENE, KERE. B
REE, ZRAKHORERLK, BEHEY (vague) — i
(general) FIF (abstract),

6. 5E# (Completeness) ; B HAGRIE iy M 20T B A7k
¥, PNAEEHFEASFBREAERBRRENY—HER
B, HEEERGEHRFREGSWERER, BHHEH
EE IO TBREE, MRERPERKEE, BN REBR
AEREMN, RXAXMTETARNS, BRSNS
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H#EAT, BEMEERER “TE”. fmE2 e
(offer) B, BIFERK 2R RE BRI BT Z A

HRERA 4 dniRir R, %, BAXMHELR EER

WRH &R, WEKLE, M —E3, X HSEREYN
WA, MRAR “ZR”, FARIIEALENLS,

=V B ERNEN
W5 RAE e, A— %N, THR—HEFRMGY

{53k (Letter Head)

S5IE 555 (Pef » No)
H # (Date)
HPyht (Inside Address )

BIE (Salutation)

$8 (Caption, or Subject)

1E. X (Body of the letter)”

-

ZREEiE (Complimentary Close)
&% (Signature)
B 4 (Enclosure)
Bt & P. S. (Postscript)
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1. 3 (The Letterhead B Heading)

wk RN ELBEEEEEE Ry PE, BEEEA
B ATTS AR, WANE T EIEHRIESTY. BitEs.
L REE (Code), HEMERLSBULRLFHL SR, &
MELEER AR ARANBL KRS IF, G THAH
ENA 313E 575 (Reference No.), HEH, —BRET REWH
BUR RAEN T EEH AR E RS UEER S,

2. H¥8 (The Date)

RN EEE R =ZEAT0. STR0146, B B—RiT
EHELTHA LA TITRMEMTEL LA, BT
“H. A, F” W7, welie “A. B, £7 BRIFHE
AR ERFRE, .

3rd October, 1993, # 3 October, 1993

B

October 3rd, 1993 B{ October 3, 1993

EEAMAERE, E2BEH. FEBEHBFER,
4 3/10/1993, X HEA G IR . H HEE A JBKHE . H.
SEWFTH R, Hik 3/10/1993 &8l k210 A3 H, W%
HAJHEZA,. B, F£K)F, X—BHSBEANZ3 A 10
H.

3. #HP3ihit (Inside Address)

A ALREE A AR B R AL, BRI Las
PRAAE, SXPEE BRI LURSF R R 28, HFE T HM %,
HAH AL HORE L P HAT LRSS HE.
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M‘Eé\\g]gﬁ“ /L}ﬁ}—‘ﬁ9 ﬁﬂ‘]ﬁﬁ Corporation, %‘é(];ﬁ Com-
pany (Co.), BHAERLF, HEHM ML - (Limited),
FE B 0 Inc. (Incorporated) AR BREM A AL, P
WA BEH &, i Rohm & Haas, Kent & Jones; XA A%
BN F, BIGH A A B Messrs. (Messieurs 4 E , 1E
AXABRER, XXHABHAT, AT, WA,
P AF R A — R A THIERS : (a) | ] M-S 50 A
(B £ (b) s © H. M (&) ZRIRBI4RG (Psot
Code 5, Zip Code); (d) H4. Wik BESIB&G, LG
FHRAEREXARBEA. ANFERRES, EEEES
Bl—AX3di, BHFE— 2RI B H LA

4. ¥R (The Salutation)

B H FH 0 BRPEA Dear Sirs #1 Gentlemen BifP, —§gfHE -

. JE A Dear Sirs, iRAFSHES, RAFE. &
PE B AE S0 8 Y Sirs. 2E AH I Z K AN # i Gentle-
men, RS AES, WERRAERER, AEyuA

Dear Sir,
5. ¥R (The Caption, B subject)

WEBEEEEFSTE, H TS,
Sales Contract No.
Subject: Sales Contract No.
Re: Sales Contract No.

P T E AT LRI, AR,



6. IEJL (The Body of the Letter)

EHEXERERHEN, RERNBEIERD, H&
BNEFRMFIEE. —RILFERAE—BEK LK
EE, FUREGRAARE - TR EHIHE. RE—BU
RBXMPAFEAWER, MEREEI KRN FE. ETWEAT
BAR, EREERTE AN C7 F,

7. EREEIE (The Complimentary Close)

RERHEREEFAREHER, BRENNE.
Yours faithfully Yours truly
Faithfully yours Truly yours

AR RARE BLE A .

8. ®HE (The Signature)

BERNZRARGARRAARANLE, HHFE, FH
HEERE. h TEZZERMAFER, HREERL, &
EERZ T ERITFNEBITEFANBELRRSE, PUEH
WA DUEHFFEEE . AREA LKA For —
7, WHERRAFAESR, REUNMASHEE,

9. Bf#F (The Enclosure)

EHmEME, NELETFMAE E Encl 5 Enc, 5 Enclo-
sure, R HHMALHR. MEMALE—4, NZEW. mg
P, ATUE Enc. 2,

MEEAHEDHFE=E, MEEEPEUN, WNE
Enclosure Z°F, T E C. C. (carbon copy to 45E) F#,
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