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UNIT ONE

Layout of a Business Letter

I . The Envelope (fZH})

FE LEREAMEFANBIEMEERAERAER . HAXMEFR.
33X (Bolck Form)

Albert Thompson
Hotel Schlosslandon
43 Mauerback Strasse Stamp
Vienna
AUSTRIA
Mr George B. Shelby
The Tranco Company
Registered 45 Fifth Avenue
New York, NY 10012
U. S. Al
#35JR. (Indented Form)
Liu Yingfong
99 Taishan Road J
West District : Stamp
¢ Beijing, China
Mr John Polin
Messts L. Smith &. Co.

123 Hilltop Rd.

Airmail Charlottesville, Va. 22903
U, S. A.

XFEHEEMBHE,

I EEHEPRMRES LG AL, WEANBELET—8 LA, RILEmY
. MTFREPHEOA, BREELNE LM (M, Mrs. (3 Mrs), 5 Ms. (3 Ms),
Ms. RRRFEREA . B — M EBREHABERFE, 18 YW SEEAGNIE. fim, 1
#1E 5L, 5 L The manager, The General Secretary 2, BF|ALF R4, WTEILFZEES I “Ir. ”

1



(Junior), . Mr. John Evans, Jr.; fill “Sr. (Senior) M|#$403E.

2. WIEAM®E TETRME AN, bRk, AT, = W1, 727, B
KEME. MFELA], EELAINEHE, REGTHSWN, HEAHF, BEERE. AKX
HE VR LB Y (zip code) , [ MRS HREHN A “No. 7, Road, Street fl Avenue T[4}
B4R “RA.”, “St.” Hl “Ave.”; BEJF, M “.” SAMA “.” WAL, Hlm, 488
th AT LA 1E Oxford St S 4R 44 BRUL AN ] 450 , T — M H K 19 43 X 2 ¥R A B W] LA 4505 . 8140 , New
York £ —MgnT, LB 2L, MEN MBS ME NY, 2EA MM EH EE
B, W Pa. & Penn. {{.3& Pennsylvania, Cal. ;3 California, W JCH)IE &7 AT ME A&
ARG LR, MBKHILY Vie. K Victoria M, MEKH Que. {3 Quebec 4. IR
A ZEE{F 3 (window envelope) , MIFH EAUAE L, sk, HAIEES LY inside address
BN, FEENHGHEETMESHEFORITT.

WERREMEZRAME %G . XRERHEETHEH, WA EFERRNRNY, BF
Aﬁ?i@n‘ﬂilﬂz SHERESEMNEEE. fm.

Mr. James Allen, Executive Secretary
and Assistant to the President
Martin & Simmons, Inc.
2140 Commonwealth Avenue
Boston, Mass. 02109
U. S. A
BRI WA, EATHR B R AS IR R . fildm .
Mrs. Barbara Coulson
12 Park Street
Roseville
New South Wales 2030
Australia
RELHME M KEBEFLCHRE. Flm.
Miss Nancy Lee,
4 Oxford St. , -
London, SW6, 6DB,
U. K.
. BELBEME, BIEANESMMIE A T =g .
(1) BR—IAAMA |
Mrs Joyce A. Cavitt
President, C & A Realty
246 Dover Drive
Springfield, Ohio 44903
U. S. A.
@) HaF—NAMEZN SRR A
The Traffic Manager



Benton Bolt Company
344 Rue Company
Chicago 39, Illinois
U. S. A,
(3) BLFEEH
Messrs. Haruno &. Bros.
Room 411, Osaka Bldg.
1 Soze —cho, Kita —ku
Osaka, Japan
. —REAGENAR LN, AEME “Mests”, REMAZERATLHE, WAL EX—#
g, '

4. FEANHELZMMNEEGH LA LA., NREHED, NEBEETEEGHFRI=
faMnE L. #FEARGHS, Ak, EHERALEHRGEY. EEATHFEAN
BefE AR tbet, ST EA MRS, RAHMR (closed form); AR, MEMFOR
(open form), FEE A —BANHIRA.

5. EREHATH, ANFE LIRS RAHEHIE . Registered i Reg. H5H, By (Via)

" Air Mail (X PAR AVION) %%, Express {:{¥, Immediate (Urgent) 2 {4, Printed Matter F[Ifj]
&4, Sample Post ££ 55 BR{4:, Photo Enclosed N M8 F, With Parcel B3, Book Post B 1)
{4, Confidential HL% , Secret # ¥ . XKW FA R LA FER L AIRE THE . 17 8:F T A
in—#g, USIEEER. B, mEEE, FHIER RNk, HAVERE.

MR ERNEFTEZ IR TRE, FH LR MHZARAKS O, FEHD
ZLHEB . Please lift here to inspect content, XIAULFIE ¥ REESH L. A EHRESE,
HRPFE, WEHESE ML, W, Via Hong Kong, MBF&F %K, AIERFHAZ EAT: If not
delivered, please return tos«---- BY, If not delivered within ten days, please return to--«--+ . K
B, mEFEFEARLHE, XEFLAGEEHEE.

6. MREHFEE=—FHIUWEAN, MERFALS THEMEZAGS, FEHTEH
B0 C/O (care of), BJ. “HiFias:” tiEB. #lm.

Mr. W. H. Jones

C/0 Dr George Shelby

81 Fifth Street

New York, NY 10012

U. S. A.

F¥E AN ALyt 10012 BRIX P KA 81 B

IFIE « BUR B RoEs
W. H. BEHiedi

LEFEFEAMEWRFEASINE R RBGE W FE IR, FTRIEFSE EEH “To Await
Arrival”, FEESWE AEXRERBIXEHIRHE.

7. NEEAEZRNARE, FTHEHLE, MEEENETH. WEABETE, EH.
Introducing Mr. A.; Recommending Mr. A., & To introduce Mr. A., ERNBEAHETE,

3
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AR AZHE, WAEKE AELZTHTS Kindness of, Favour of, Courtesy of, By Politeness
of & Favoured by %, HE LZEAZ 4. #W.

Mr. John Anderson

Kindness of Dr. Henry Albert

WX R L E R R EREE ‘
BERAEHEALS, HEBMGAMAZES : Plase Forward, #ign.

Please Forward

Mr Grover Beard

HRTHT R - RESS K
BV IR, WAWZHEGRTFD, Foso, XfE T ofE.
Ao, WREH LK, AL E.

I. The Letter (&)

THR-HXAHVEHFOELER.

{EsL (Heading)

BHBEER (Our Ref. No.)
HEBEE (Your Ref. No.) H# (Date)
$ P MLl (Inside Address)

PRI (Salutation)

FHi (Subject)
IE X (Body of the Letter)

EE#1E (Complimentary Close)
% % (Signature)

$EFF L FE (nitials)
Bt (Enclosure)
BE P S,

RBBHEA—EHNEN, REXTSRARY, BEFBEUBEAR—8. FE2%H
BEEH, MMEARFATE., HIMETTRERKEABFHAARMBTE, . Bl%ke
(C. C.), HEZFEAN (Attention) %,

4



BEGHIMARBIEFS EE—FHIE, ABLAMT.

China National Light Industrial Products

Import & Export Corporation
82 Dong An Men Street
Beijing, China Y

Cable Address

English; INDUSTRY BEIJING

Chinese. 4102
Your Ref. No. EC89/7406
Our Ref. No. 98102

Date; Aug. 3, 1989

Johnson Supply Corporation
376 Sutton Street
San. Francisco, California
U. S. A.
Attention; Mr. J. L. Hudson

Gentlemen .

\Agreeing to Establish Trade Relations
We are glad to learn from your letter of July 27,1989 that you are interested in establishing trade
relations with a Chinese corporatic"m for the purpose of selling light industrial products of your
country.
We invite you to send us details and prices of your pgoducts, and we shall gladly study the sales
possibilities in our market.
We shall always be very happy to hear from you and will carefully consider any proposals likely

to lead to business between us.

~ Sincerely yours,
(Signature)
(Mt) Li Yingmao
Sales Manager
LYM/sj

BB FEHFFIANEERIMEEEWER S RMT

1. {ZZL The Heading

FEAEFWEEANE . REAMINEEEH, WLREOHL—ROEFS Egsd
5-.'.



|, GFEEFEALRAFR. Mk, RiEF5H. afdEs. ArasaEs. fA5H%. uf
WEECHS, %0 b, W Nanjing 210005,

MERAEFEE L., WEGANRAMBAEENIT (KB EEHKMALA. FESL
VRPN Op: B = 2 O P: B WA e = 3 T .

WA TEERZEHME, WFREH. B, 4, W Feb. 27, 1989; s{H . H. 4, 1 27 Feb.
1989, YATRMITHRE—FHEEL. AH T AMERX, {H May, June, July A RBERX. HH
Ky faieE T .

" Jan. =January . Feb. =February Mar. =March
Apr. == April Aug. =August Sept. =September
Oct. =October Nov. =November Dec. =December
SHMATA L, 2, 3, 4, 5, wooee- S KA, AT A Ist, 2nd, 3td, 4th, Sth, «eee g

oA, [HEAFAEERGE, FRET.
FHAEMERA, ELBEHK, TEL “89” % “1989”, H FMEMZ I, RaE
B
Hfﬁ%ﬁl%i%#ﬁ AEHBERE, LEGIRM, i, “8/5/89” XA HAAXER
$5 May 8, 1989, TMAEFXEEN B August 5, 1989,
EFANTES, HUMANTTUEERE —KERNEL T,
FERUAFHNAMBI ARG E. #HmWT.
FHF K
Chinese Association for Friendship
With Foreign Countries
Taijichang
Beijing, China
Jan. 20, 1989
#I R
Gloucester House
618 Grand Street
London, United Kingdom
May 15, 1989
REWHTEAREE —FFE WEREFELE EANSHEANREE, REA Y
BRETHHMHAREFS, FHREFEN, BITFENITE. Xf “BE--TF” KX, 3t
TTFRUAETEZA.
ERLEAF, BATHWELRENES LRERS ., REWHREFE, BIAFR
&, #lm.
Our Ref. ; C549/77008
Your Ref. : KMP/LB6901

2. {Z/#bi} The Inside Address

BRARMR, FURL 5 WA SRR G 1 B AURIUE A B At B 5] —), X
6



BN LR IR TR 08 RE T IR, HERAGHEAI 2™, EAEHTL,

fEP IR TS E A ARG R . Zf7 . WMERELSE, —BRAASIN, &
TEFRBEARARHRAS,

I E AN ], TR AZRIEA R E AR MG GXtEER 2 A4 28
ATLREH KA A8, WR[E L Attention (4554 Attn. ), AT

Juniof Miss Style Co.

434 Seventh Avenue

New York 16, NY

© Attention; Mr. H. S. Kennedy

“Attention” X MABA[E 4 ILADFRIT, X—fTrlifZk, Wi ARkZ,
3. ¥RIE The Salutation -

XTWE N BRE, B —47. TR B % WY IE R FRPE . Mr Green, Dear Mr Smith, Mrs Black,
Dear Miss Brown. Dear Ms. White, Ms. Hl T AME R EEBMN L FREBZH. HHRTEE4NE
P, WEKEZEHE M. R EIERK Messts. , Mrs 8 BRI, EREESA Lotk NS
B Mme ) & 1 . Mmes. , 4l Mmes. White and Gray,

A S FR AN Cashier (B4 F1) . Secretary (Fb45) Fil Agent (IRE) L& 2R HEIIERN,
Bl B3 ek 4 J5 M . 40 Mr Charles Smith, Cashier,

B A4alit, 7] LA Dear Sirs, th 8] A A Gentlemen, 22E A —#%H Gentlemen, £E1E
AfFthd, WAEMIRME T, B A Dear Sir, BMA Sir &+ EXRFRIE, BEEE T
B3 FRBARMBTE REEHEH.

XANE @SR E AR PR, 67 F (Dear) Sir, (Dear) Mr. Premier, Dear Mr. Chairman, (My
dear) Mr. Ambassador, Your Excellency %, HBFEME, M ERAT RN EEHIENE Your
Excellency, FJfEf5 b 507E 3 Py ik 4 (148 BRI o4 AT His (Her) Excellency,

HRIFEHESRESHF, EWNHEEEER. Gentlemen FTHAES.

4. R The subject

HHUEAKRWYTEH. FEPWHME, FHEE—L41.

(DSales Contract No.

(2)Subject . Men’s Bicycles

@ Canvas Folding Chaits (Art. No. W86 —87)

(®MRe; Sales Confirmation No. 2536

“Re” BH T, ZMAFE. BHHh “FF. AL, EXEME “Fh” &

FHTEAURE, SATUAR, A2 AkEEEk. $FHRIN T ERRENE
MUEIH R R, WER -1 THR. B, ERdHNnEEntREIyE. $HESHE
MPPE, HEG AR, GRSH. FHIESHSHT. mMBEENNALEESE, £—4
EUHEHRE, B RHSH.



