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Lesson One Business Letter Writing

F—% HUBENRS

— PR B AT (R B S SR E R AL £ B
BRAHEE. FEXBHNHTRXALH. FOL . CFHE. A
BEMS, —BEEEE. iR B EREE.

BEUFERERZ -RRIFOHEEEM. BEYEN
ZIBREILES, ZZREFRANRBNY, W BEiLA &
HEXHFEHER.

EERFILSFER NERE=ACTF NI FE
(Clearness) ; 2. {] % (Conciseness) ; 3. $L5§ (Courtesy) ,

LERE.FNEEE . MEFEES/HA . WHFA—FR
MEEFAFEREINER LERSZERE B0 EES
R P AT A o (B, B PO 1R R A 2R, 1R
WYV ERT 4.

2. G - ERARESH XFREAE N EXAGEHE A
DSTERE AE . FHIHER SR, EENITRHHES., &
A—BREWRAEE . RD—BEE&LHAR, TREES
BEHE.

3. #LI AL HEAR AR EF . KNI SR IGHREHER
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HiteE XA EXEHEA. FREMGSNEBISXNFE
P EBLSuE BB A, IREl“you attitude”, [BAT X B RITEE
X AHIRE. RNEEWRLEZ—.

Layout of A Business Letter

R 45 5 0 #s R — AR & T RULES .

1. {53k (Letter Head) {5k — R EF XA, ERX
FZAREAWAFTES ARt /MNE [ B BG5S . Bk
#S. THBE(Code) BEMEESHURLERLEE
H. FHELLEEELAAIARANKLE RIRFERK. BXT
[ 3t 7] ENF 46 5 (Reference No. ), 455 X ] 43 1R 77 4 5 Fi 3%
THE BIELFREOFERT RS BERATIEH S EHREH
PR RS T “3R /DY) » BB (S 89 FF 35 51 X4 o7 43 B 4
B X EAEX 5 T EXM FRREHEEE R EEAW
Ao

2. H#(Date) : H AW EEFL=2/1T4. #f7X8y
B B —MRITEGLTHE LA TTANBENITEL L
1. HHW#“8 . A &7 THE wrl#k“H . 3 @”B’J?’*ﬁa
He F TR AR ER)TF T . W

3rd November, 19. . 8¢ 3 November,19..

‘November 3rd, 19. . B November 3,19..

EBAERE ARG . F2WEL. FHERHBFERR,
m3/11/19. .. XEAGEMIER. BAEETREH.AHF
WREITHRE, FIL 3/11/19. . ®iA MR 11 H3 HyMEE

2



IMERA B ERFET,AHX—HESIANE 3 A 11
H.
3. #1447 4 1l i B (Inside Name and Address) s 3 B35 I

BEARTAMMhL, — RN PR H AT T EALD .. (BRI
BT K 1 e R ZE T3

P 5 R Ry s bk — B & T AN A ER A

(@) [TRSHBMEG A

(b) kT

(c) H.ME) B KUBE 4L (Post Code B, Zip Code)

(d) HEA

WEREE I R, PR E R R R ARG A H
R E R 4, B (5 R R BB — K, B AR — &
BRI ] BB H LA |

fElRP ALY ENHRTERE . B . A ELERF
F“Mr. "8 “Esq. 7, 85 e L5 {3 Bl “Miss” , “Mrs. 78§ “Ms. 7, i
F“Mr. "Bt , “Mr. "B C7E 0 45 2 BT, {5 B “Esq. 78, I BCFE
w225, In—ES , i1 Mr. Black, Black ,Esq. {H“Esq. "X 5
ARERBTFREALFEH WETHFREE. EWREA
HIRFRI I, A 5 B L EUFRBR R, 10 . Dr. White, Prof. Becker
&, “Miss" il FRIBLF, M. "HTFC#L L, “Ms. "FRE
SIS BRI, SRS A B S R s aT, ] “Ms. 7
FI—%, IWER, HELERER A “Miss” 5 “Mrs. " HIE
il

BERALERT, Messts”—FE R AT ER, VAR
R BEVEERAEERA AN ZFE ARS S 88, 1
AEfE A, . | - :

3



Messts. John Smith & Co.
Messrs. Black & White Co.
fﬂi&}‘mﬁﬁ‘b’ AR ZHREH AN BEAFAR, BN
bE“Messts. ”
(a) E%é}ﬁ'] PR —NAE
Mr. Charles Snow
Robinson & Co.
) AR L E LK
China Chemicals Co.
(¢ REIAHRFEREHRE
Dr. Haris &. Co.
@ 7 EAWEIA ER A “The”
The Wells Machinery Co. |
4. BRE (Salutation) ; S5 Wk 5515 R FF 3L 0 FRIE , — AR B
i B9 ¥k E 4 “Dear Sirs”, {H 3 EH A F “Gentlemen” B 2 i, B
HE B R R Bl U “Sirs”, HU R BB “Gentlemen " B3, X
13)&4“%%%% A AR BER L, WA f] “Dear Madam or
it”, HEEERESHAERE A, M54 Graystone %i il
_f H “Pear Mr. Graystone”
.. 5. IE;t(Message).f*é@Ichﬁﬁ:E%é@BE‘J,%{%‘@E@
BREERD L IARFRNTER. — LS SR H—
BRRE EREEE, G E H‘Jﬁ’i‘ﬁﬁi——TﬁBﬁf“H‘JW
. BE—BREEMEGEAHER miFREET LR
&, ETWATEAR, BN BFERTH i =4“C"=F,
6. 77 #UB A 45 & (Complimentary Close) , X 2 J 1,
 REEEBM—HER, RREROER. R, KA
4 .



“Yours faithfully”, 78 3 & — % % B “Yours truly ”af “Sircerely
yours”, {54 BB R PRFFILEC, B .

R iR
Dear Sits Yours faithfully
Gentlemen | Sincerely yours

7. % 4 (Signature) . S Z N AT, BAFEAEE. & F
SREIEBAEE. BAEELZ TEATFHETETA
B4 R E . R, REAKALT EREAHTTE
2 HENEAERREENARELT B B (power of
attorney) Il — R E REE. AXHFET MHE L
per procurationem E{ per pro. B p.pro. B, EZHE p.p. , &
HEERREAHE. Hlm.

~ per pro. The Asian Trading Co.
BIEWA A for {UEF p-p- .

UL LA R — B S AR AT 0 SO L
ERENTEE T —AHILAFH50:

1. i3t A JE 7 (For the attention of Mr. ... ). AR EFEA
FERE A AR AT LB e, WS b
SATEIT, BT PREMN—REUREH AR B X
AESHTEERNMIEZ THEAELA.

2. 7 (Heading B, Caption): — UL, WFfHEL—
H—FNE, FHAREANEEFTERR N AR A8
R REI— 3, IR FERIE T E Z B AT o RET R JF
mbRS, X—AEBUEERE. £EVREE RN L4
B, AR —HEERIGE BRRNIEGHFEOBET,
1E B T IR 3T A BUME, R KB W & A BRI A

| 5




KEE, Ehas. 8 5XEhs.

3. B &1L (Carbon Copy): MMKEHM B HFLH AR
HA o4, MAEZZ THWANEST C.C FH, FEHPRE
fii. |
4. M (Enclosure) . FHHE{E M H4F &, M E“R%E
P57 T B B R RS,

5. A3 5 (Identification Mark) . ABECS A LLIRBIE
R ORAMBEHITER, —MBRELEHFE N FH4H
M. EREABHKRSHTELERTESBHRKNTF. Fim,
JS/ML, @ITES L4 THWEZTEINSZE L. HEHABR
SHARFEEN RS . |

6. Bt & (Postscript) . ER{GEEHEXAXERLEETFHIF
i, JUEBERMNBE"(EBHRERXP.S. FR)MRE
HEHEH SRNBEEFASELBEANE -NFH.E
M ER PR HHE” BAYXRESFEATIXA.

7. 1% Margin) ;. {FERANE —BREIEXZTAH. &
 RFHMK/MLEHRKEN .. KGR, EEN A

R, RZEEBEGRAEREW, LAHEER. |

8. 5% 1 :(Second Page). WIR—H{EFEMIKKEK
fE48. NZEE — TR A T R8T “Fr4E” (to be continued) , 3 —
W E—TFEMERARE ALK . 8. FTEEAH
ENE B LA, B EER . R-THEAN S E—TTHEA.

fg & 5 &%

SRR AR TR — R, THSGRRT X
5



A FHERLEER . EFRAEN. mEH LEREGAH
& I ERENET AEH.

f§ B B X

%18 Bay A EEA =6 BT BSAMEL
:—FQO .
 HAR HARLRNE T RESETHEN— T EE
. RHEXERMFAHREELEE. FEE—HEPHH
BB EG—, MBS 3 AR 365,
C LA F TN ERAE TG, —RAE. B
LA AEPR, FBRZMZE 47, URaB,
RER BRI R FESMTIBT KA LA E
) 1E SCHO 85 BOTF 56 T 4 5 30k .
{& 5 TP 947 4 . # ik W] B FF 4% £ 25 (open punctuation)
5 P R PR 55 B (closed punctuation) , RIEBRERE G IN—4)
B Ea—#aedns, EENESTZEN—ES . BE
A—H54K.

#@irs\
Allen Incorporation
1470 St. Louis Street
Los Angeles,CA 90015
., U.S. A

March 15,19..
7



Ref No.
China National Import & Export Corp.
Shanghai Branch

Shanghai

China

Gentlemen

Order No. 789 for Tools

This is to inform you that Mr. E. Edwards,president of lfi;ciula
Inc. resigned from that company and established a new company
under the name of Allen Inc. We are pleased to place with you our
first trial order as enclosed, wh1ch we hope, would lead to good
business relations between our two companies.

Please fax your sales confirmation with net prices on CIF Los
Angeles basis. y
_ Furthermore, please send us your catalogues and one sain‘ple
each of the goods under our trial order. h

Yours sincerely
Allen Inc,

James anith

Allen Incorporation



1470 St. Louis Street
Los Angeles,CA 90015
U. S. A.

Ref No. ——

March 15,19..

China National Import & Export Corp.
Shanghai Branch

Shanghai

China

Gentlemen

Order No. 789 for Tools

l[‘his is to inform you that Mr. E. Edwards, president of Poula
Inc. resigned from that company and established a new company
undéf the name of Allen Inc. We are pleased to place with you our
first trial order as enclosed, which, we hope, would lead to good
business relations between our two companies.

Please fax your sales confirmation with net prices on CIF Los
Angeles basis.

Furthermore, please send us your catalogues and one sample

each of the goods under our trial order.

Yours sincerely



