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LESSON ONE

BUSINESS LETTER WRITING AND
ITS LAYOUT
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Letter 1
Chaussures Raoul
23 Avenue de I’Opera Paris
Paris, France
Telex: 237361
Tel: (212) 989.5250 .
Cable: “FRENFOOT PARIS”
Your Ref. No.145/148
January 24, 1982
China National Light Industrial Products
Import & Export Corp.
82 Tung An Men Street
Beijing, China
Gentelmen:
Re: Chinese Shoes

We are in receipt of your letter of January 9 and wish

to thank you for your attractive calendar for 1982.
We are forwarding a draft for RMB¥80.00 to your
Guangzhou Branch for the samples received. Mean-
while we wish to inform you that we are going to present
the full line of shoe samples at the Paris Shoe Show

- opening on February 1, so that the French people will

have a chance to see the fine quality and excellent work-
manship of the Chinese shoes. It is hoped that through
our endeavours we can promote business between us
and mutual understanding between the people of our
two countries.



I, as President of this Company, would like to visit
China together with my wife and our colleague, Mr.
J. Pasteur, on or about February 10 to discuss future
business.

While there, we would like to visit some communes,
educatioral institutions and some places of historical
interest. The length of our visit will depend on the
business we will have to attend to. We hope to com-

- plete our visit within two to three weeks. Photos of

™)
)

©)

these three persons, together with our application for
the entry, are enclosed. |
We look forward to hearing from you soon.
| Very sincerely yours,
CHAUSSURES RAOUL
(Signed) . ..
Charles Perrault

(10) Encl. As stated.

Words, Expressions & Notes

Chaussures (F.) [t[o:'sio] = footwear #k

Raoul [ravol] (F.) ®E&%Kk.:. hiR/R (Bl WB/RESL )
calendar [kelinds] n. HF

forward [fo:rwad] v. k3B, &, B#%

draft [dra:ft] n. T.E

line {lain] n. £Fi, ¥k, E—EEK, HIW, EHE, L

A )



‘the full line X &FEH

workmanship [‘wo:kmenfip] n. IZ

endeavour [in‘deva] n. %, Xh

promote [pro'mout] v. {E3t

Perrault [pera:l]l (F) AmfE: MR

Pasteur [pas'ta:] (F) A#oik. Fasaji

president [‘prezident] n. FHEK, H4EH

colleague [‘koli:g]l n. [FZE

application [®pli’keifon] n. HiE, HHPB

entry [‘entri) n. A |

enclose {inklouz] v. EALEH, WERFGR

be in receipt of = have received B £ E]

look forward to M3

Avenue de I'Opera Paris BRI AE

Very sincerely yours 2fE W4 HiE, &REE, XLPEIE
REFWEN GEE” , B RRREQ 7 . BER
ERME.

EXERCISES

(I) Translate the following into English:

. BB TR 19814E12 H19H R fE.

. BRMFAIRFLRE—HKIFRES005T

. BNSIBRH RS IR,

. BRBEMNEROS S, ROZANHSEREERE,
5. KM BHWRE#BRNABARZAEINEINET #.
6. RMWERHEBRITRE.

(I1) Translate the following into Chinese:

N o W N



1. We believe that through our endeavours we can pro-
mote friendship as well as business.

2. Footwear is our line of business.

3. The workmanship of Chinese shoes is excellent.

4. We enclose a photograph of Chinese shoes for your
selection.

5. We look forward to receiving your invitation to the
Guangzhou Fair.

»* » »

WG BEHENMERESORAE, BRNMEERNER
S BIERINT -

(1) 4L (The Heading)

%FEP&FM%&MDEW{JE%%%%%P% EH’J%E

SEA-LDRAMERFREMTY ., W, T, SEE
E?ﬁ?’&%o

IRBEWIEE, MMEREL (Letter Head), iEK
EARTS. ik, BRES., AEES, BESH, &5
HE (HRHEESHRES), ALEEEERERNA
% (1) E, 2EES®E, F—HBERFLE, TER
RZiZEAKL (Date Line) RHERMBBT. HHlEk
F, EEAFEBAESES, SENHEEREERERES
W, DLEZE R,

FIENA (S LS ST, BT, BRAEREHBAIT
FHESNETTT LEE (WRS, B#S2%) ., TEHE
EETH& A
1. ERPEETH, FEER (76) FRE (1976)
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2. AMBEBEXER, THAKERNRE, W (3/9/76)
LREEEER R RER.

3. A &FWTHASES, W Aug. K& August; Oct. K%
October; 1€ May, June, July £ 8E &, FHRET.

4, HEIEML1,2,3,4,5, 11,12, 00 21,22,23, 24

31% ,H A 1st, 2nd, 3rd, 4th, Sth, ...... 1ith, 12th......
21st, 22nd, 23rd, 24th...... 3lst, HEBRITFRAERE,
AR FECE

HEF TILAE &,

1. June 5, 1981

2. 1Ist October, 1981

3. 30 Nov., 1981 (30 November, 1981)
4. November 30th, 1981

. AHMBPZARERRET, FH2H, ¥
FRESHHF. HHHAL 2, 3, 4, A Ist, 2nd, 3rd,
4th, BEEHBZHIR AR, FA—EfMiL,

RIXREIpE, EAFARE, XBART,

BHRKREL, —HRFENEELNESE, AARSE
BN, FREEALERBSE-HE5EE LA (AS5EHY
ME W), BROT:

(a) 136 Tower Street, (b) P.O. Box No. 1752,
Toronto 4, Canada. London, England.
May 17, 1981 Jan. 15, 1981
(¢) 6 and 7 Cilfford Street (d) P.O. Box 1079
London, SW463 1Y, England Beijing, China
Jan. 15, 1981 Jan. 15, 1981

AR



1. (a)(b) BEFR, BARAED IEH REEHEM,
©(d) BFLR, BT
2, (Q)b) BTRBERARS, BE—TRAMA ERHE
A, HREARBRERS, |
@) BFzRRAARETS. ETETZHRMEZRRE
ROr, HA—EER.
3. —&HB, NMESEHAZAAAESAFF, BETA
ME&ZRASFHAES SF. BRTARHENFERET
& (fn Toronto 4; London, SW463 1Y ) B-KIRT
WX S, EHREX, FTHRESE, RILENE®S,
4. (b)(d) P.O. Box 1752 & Post Office Box 1752 {445,
Bs17528 54, P.O.Box 1079 EE10795154,
(2) HHWHik (The Inside Address)
SFEANNTABLEE-REFESENELS, EEL
2T, BEERLAKSER . AAMILESEHMEEERRE
REKEAZHBBAES AN TEEEN, ¥EFEATNS, &
FEZ: —REGHASEHHMEEINE, BERABNAGH
WE&EXERE —REERETEREHE, ETUREHER, X
BEATE, EFRUERA: —RIEGEAREN, MEIEE
Bk SHNATRMAERR, FIRAERRNGHEHNEE
R, BEEE; —REKERUAEHEEHRSE, RED
Ry 5CR, BTHR,
ZEANAHRBIESERSEANEXNERE, BIKTE
—HEh, BEAWTILA. (ERbI, ERTEWEN
BHEZAMES, )
a. Messrs Hawker Siddeley International Ltd.,
32 Duke Street,
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St. James’, London, SWS5 IDY
b. Messrs Williams & Werner

36 Tower Street

Toronto 4, Canada
c. China National Machinery Import & Export Corp.

Erh-1i-Kou, Hsi Chiao

Beijing, People’s Republic of China
d. Mr. C.E. Eckersley

c¢/fo Messrs Longmans Green & Company

6 & 7 Clifford street London SW 7 2DY

England

HH: @) FAFLHRWOAEM c/o (care of), H&
REHHEER, AARGER—HUABEZERARFE, QK
A&, FRESIEFARRBFERRBEUE, T—ERF
ik, EHEHABELRER, THALERE, URiES. A
FEEHAN RN, FERGFESKERHELEAIE,
B PLTEZ (3 A\ &Rt T HE A v in Attention 5§, Attention-
of &x¥, BEWT.
a. Biddle, Sawyer & Co., Ltd, ,

Hadden House,

Fitzroy Street,

London, SW8 25DY, England.

Attention: Mr. H.A. Donnan, Export Manager.
b. Biddle, Sawyer & Co., Ltd, R

Hadden House,

Fitzroy Street,

London, SW8 25DY, England.

11



Attention of Mr. H.A. Donnan.
c. Richard Thomas & Baldwins Ltd.,
151 Gower Street,
London, SC7 6DY, England.
Attention Mr. Cave
d. John Morris & Co. Inc.,
O’Sullivan Building,
Baltimore, Maryland, 10026,
US.A.
Attention of Purchasing Manager
d FEARATRANES, HIUHKIRE)
e. The Ministry of Building Construction.
P.O. Box 816,
Beijing
China.
For the attention of Mr. Liu Mmg

&‘: £ BB S BT AR EL “Messrs” —5F (Messrs
= Mr. mE# ) £RES, Messrs —RHEKRATUA
BATHEMAE, EREAREEHNET  (mpersonal
nature) {ERFEM, MEDTRANEL R, WEGHEX
MEE®E “The” TLRIA M The”, 1.

The Universal Trading Company

London Export Corporation

The Standard Oil Company

China National ... Corp.
R F—BREFRENBAGED, BARTEHRBREA
( #n Dear Mr. Liu ) — 7 R 4515 5 p it
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