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Chapter 1

Introduction

OO0 E
1. TR AEXBERES a3,
2. FERAINATSCPE AR R HE AR .
3. ERINAE X BEEENSEH RER.

L1 AREBERESFR

SNRIEXBER—FASOCUE . (ERERRRE S I TR S E B WENERZTE, 4
RIEXBEEEESPARRPEEATENNER. ERKALEIT IR, BELHM
IS

fEES b, SAREXBFESEELBEFEFZAR . BERDE, S5 ks i
BRI . R EREMALSIE.

1.1.1 iE=MEE (Conciseness)

IR FREEBEE RN R R R AE KA., NEEEMZRIIEIL.
RB A AR B R AEE, RRERAENHIA AT, REREANMRAEKEME
IR

1. #AEERBLE

FERAMANE BB B RIA & LW AR, REAEREKKNEE. ELTILMRES,
kA B A ENC R E L A MR E MG T, ESERENABE . Filn.

in the very near future — soon

during the year of 2012 — during 2012

in separate box — separately

have the same opinions — consensus

arrive at the conclusion = conclude



2. piEfEARBROPLLa

AURAMERAAESN A R b BATTKZ 0, ERX7HiEiE. EXfHERT,
BMNFTREEEA T, FHAREER. 5THiE. .

(1) Because the products are all with good quality, they will enjoy fast sales at your end.

— Being with good quality, the products will enjoy fast sales at your end.

(2) Please be advised that payment is due within five days.

— Payment is due within five days.

(3) They attend the Shanghai Trade Fair for the purpose of finding a business partner.

— They attend the Shanghai Trade Fair to find a partner.

Pl E=AA TR RSO BB, e AR AR TIRAZ G, A E N
BT, EEXTHRE. M TGN

1.1.2 FTiEHEM (Correctness)

SARBEMRANMUEREE S, SERLNER. XREREFIETET AR
RESNEEMARTE, MEEFE 2 6 AR IR AR . Bilin.

enquiry 1% promptly 37 B

offer 3R % dwindle J& />

counter offer £ #% buyer 3£

claim & seller 32

cover xff closing costs JAcH; o %k

commission {4 assume risk &30 X[

specific enquiry BARHIH shipment 248

mediation of dispute FMk 21 %} f# DEQ (delivered ex quay) H H#EELAZHK
CIF (cost, freight and insurance) F|FE#  EEC (European Economic Community) Bx3tigk
CFR (cost and freight) JRASINZE 5% FPA (free from particular average) 2[5
FOB (free on board) #% 3SR H#& WPA (with particular average) 7KiF[
L/C (letter of credit) {5 i S/C (sales confirmation) 45E#iA+

1.1.3 AEFEM (Clarity)

SRRABIEPHIES RREER TR, SRR X RRMRE TR, EEHF
SHTEW, BEWaS . filan.

(1) We have sent you the price list requested in your letter of June 10 by air.

L BB a st RN XA, FEXANAE] T “by air” AJLL#E “The price list has been sent
by air”; A RIEEFEIA “The letter was sent by air” & X,

(2) Please keep a copy of the receipt. — Please keep the copy of the receipt.

S—]H copy RTMIAE A LE BB WAEAR Ik—4r, 3 A EdRRARE—

®.



Bt . B, B ABAR Y, S AN ATEWE T .
1.1.4 HiA%LE (Courtesy)

FAALSL RSN R BE PR B E R, AL A0 FIE AT LUAR L B 32307 R F5 /0
WE. Hit, EANRIE RSB RZERE LT ILA:

(1) B FAZAERAE AR, 1 must, have to, should 28, Z{#iF we are afraid,
we might say, it seems to us that iR MBI FTIEHT R,

(2) BRMEABER. HEHAIANL, 0 not, cannot, unacceptable 28, 3% F{#i F rea-
sonable, take pleasure in, we are sure that Z5fHtE . IEHEIES .

TENGIA] R AR S Y A T ALSRAE, AR A ALSRIE .

(DWe are in urgent need of the goods, so please cable your acceptance.

(@While appreciating the good quality of your shirts, we find your price is rather too
high for the market we wish to supply.

®Much to our regret, we are unable to comply with your request because we have

given you the lowest possible price.

@Should your goods prove to be satisfactory upon arrival, we are confident that fur-

ther larger orders will be placed.

®Much to our regret/disappointment, we have not been given a reply, nor have we

received your L/C up to the time of writing.

(®Please let us know at your earliest convenience the sailing date.

1.2 ApSTH s Erd i o

ANRF PG AR UETR 4> (Standard Parts) FRI#EE4> (Optional Parts) #. H
R ERR /U FE(S L (Letterhead/Heading) . H#| (Date), #A#ilit (Inside Address).
FRIFFE (Salutation), 1E3C (Body of the Letter), %5EE#{iE (Complimentary Close) F14&44
(Signature) , M H S %95 (Reference Number) . ZJp A#E4, (Attention Line) . =
i1 (Subject Line) . Fftf4 (Enclosure), ##i% (Carbon Copy) Fifft5 (Postscript),

1.2.1 {53k (Letterhead/Heading)

Rk — AL TER TR B P R A B, HANAEG S KRG AL R SH B
B, WAFR. #ubk, i, FH. Email, Rk, BRE4ASE. AR REEE ST
. MR, ARSEEY MRS S —HEERFL L. BENRKER, masKEH5H
AR ERAR L FREERFE L, XEAUEHTHEEEZEM, BT DAl
R IMNER .



FAERMBES P CE AR . DUEEF k2 FRQ0F B KB/, M sy
PRI A A EREBENDBIREN ., B—-TERBEAARNEGR. BT RSHBM
#H4, BEARG|MESS5HEL4MREELES, W P.O. Box 5405, B Post Office Box 5405 [
HE (56 5405 S5/ . BEATEARISANMER. M. &, M. %, BL. BES
HIESHEHMER . B—1THREAMIRS, ERITHNRENEE.

FERNBERR—BaFEF LA MmEHER. FRAEFEANEERSTF, 8178
HEAZERK . SN ETHE R =5, flm.

Richard Thomas & Baldwins Ltd.

151 Gower Street

London, SCT 6DY, England

Tel: 63216260

Fax. 63302700

&k — AL FERTURR I, EinB{EMrabR. Fin:

China National Cereals, Oils and Food Stuffs Imp & Exp Corp.
8 Jianguomen Nei Dajie
Beijing 100005, China
Telephone: 86-10-6526-8888
Fax: 86-10-6527-6028

E-mail: carl@cofco. com. cn
1.2.2 HH§ (Date)

B {5 R P AR AE R L T —E =AW Es H . BRI EREREBENAR
AT AR . 5 BB PR EEU T ILA:

(D B#T#E “H. A, 4”7 WEFREHAKXTFHES], @ 15th March, 2013; 7] #%
“A. B. 47 BEE HBRTFHES], 1 March 15th, 2013,

(2) HEABEW LA &SGR (1, 2, 3, 4,...), WA HFHA (Ist, 2nd, 3rd,
4th,...) . ISP R BEP0AANEFEIAREA#E, 0 March 15, 2013,

(3) AMAREHBFERE, BRI, BRTHRANBIAGZS, HMA prEEER
H¥E X HIFAMYEE . a0 Jan. , Feb. , Dec., %.

W FHULME T, REREREMAL. B AR Feb. 25th, 2013 E iR Feb.
2othik] 3%

1.2.3 #A#uik (Inside Address)
HAMNEEGRNA L. ES5EE AT 2MHER, SfEE AL, B,

VEAMNE S, THEEBNE, S AR AR RIEE SLn AR fFRIE, 0 Mr. , Ms,
General, Manager, Doctor %, [Fff, HIEKAE AL SAHE KRG A SRS R A B



X5,
HEBEABZMEEIT .
Mr. Zhang San
General Manager
Shannxi Science & Technology Co. , Ltd.
83 Hanguang Road
Xi’an, Shannxi 710065
China

AR FEWAE A2, MGz TN XBE .
General Manager

Shannxi Science & Technology Co. , Ltd.

83 Hanguang Road

Xi’an, Shannxi 710065

China

INRR: BUBEARIE— AR, ATH Mr. BEBIER Messrs. . XA EITLK B B iE
“HHEAT” (Messieurs), flfi: Messrs. Frank & Black,

INRR: FEHPHE %S : Rd. =Road (%/#5iE), Ave= Avenue (kKjf), FlL. =
Floor (#%) .

1.2.4 #FRFE (Salutation)

FRIF XS A —FPAGE, (CELTEAsbEE TR, RIFFETLE. 6.

(1) XTBEHHFRIFE: Dear Sir, Dear Sirs, Gentlemen: (Gentlemen [FEHEE);

(2) XH&MEHFRPE: Dear Madam, Dear Mesdames, Dear Ms. Mary (R T f# 4§ 4R
BLEt, X2 HHIFRRER Ms. ) ;

(3) XERBYVHRE W ESEIkKEE: Dear Tom, Dear David,

1.2.5 IE3Z (Body of the Letter)

EEXXCEBETRNER, BOHED, REGABBEEEIARFEANGER. EXHA
BHRHERAD IO AT 5K, RIOTELRFR, Wil TH. AEARWHER. B
I, IEXERE EAFEBEIRKSH . ERARH . fEE. EIEXKIFLIES (The O-
pening Sentences), T oK EIXI ARG HM . WS . FEFAFE—HEER, i3t
TERETRBEHRBABTMAS X T TR. MERERER, & UFERE P
A THARNA, IENTEINEHT#. BEKLSELE (The Closing Sentences)
— M TERIESCAA R BES [RBTRLEBE 7 58 LA B X 05 32 Y B BSR4

2 4



1.2.6 Z5E#&E (Complimentary Close)

SRMIB RSN X BFEP LA LR Z—, BRI TE5EARFHESF KT
WAEANRRE, SRBGEMBRIEN T NI, FE-EMANEXR. SRHBES
Xt L IFRIF AN 1. 1 Fizm .

F1.1 HREHMIT 5 X N AFRFE
FRIEFE (Salutation) ZERHE (Complimentary Close) 4 (Occasion)
Sir/Sirs Yours (very) respectively L
Madam/Mesdames Respectively yours IER M RE
Gentlemen Yours truly 2
Ladies Truly yours RARHE
Dear Sir/Sirs Faithfully yours =
Dear Madam/Mesdames Yours faithfully SRR
Yours sincerely
Sincerely -
Dear Mr. Joe galvl dg i BORBERE BRI AN S BHGE, #H
My Dear Mr. Joe FHREITBEABEHEL
Best regards
Regards

1.2.7 %% (Signature)

BAZMWMITERBET, NEGESREANEFRHBAL. S48 RHATFEM
TENEZ BRI X, DMETEEAFAERFANES . Fin.

Sincerely,

Zhang San (FE% )

Zhang San (FTEN&4)

General Manager

e

Yours faithfully,

Guangdong Sports-Wear Export Trading Co.

Zhang San (FEH&4)

Zhang San (FTHIZ4)

General Manager
1.2.8 S%4%S (Reference No. )

AU HERFERTRRESERS . SERSMUETHFHEENEIEEA, &



AHTFEHHFESERN.

SEHSHNBOTERRRMS (file number) . B 14LHS (departmental code) FHEA
RARWBELHEES . AEAFRMVBESEFE LIRS E%5S . SRS NN
45 (Your Ref.), BIBIEASS, UKEFI %S (Our Ref.), BPEfEALE. Hln.

(1) Your ref: LE/IN/125.

(2) Our ref: BA/LP.

1.2.9 £ A% (Attention Line)

LR AE PR R BB R A A R ECE T IMAER AN AREHE, AREAEEMERAA
HRENBAERNEIIN, TEELPAEES. @ ANEL—BREESNHIE T, RFLE
7. Biltn:

(1) Attention: Mr. Jonson, Personnel Manager.

(2) Attention of Personnel Manager.

(3) Attention of Mr. White.

(4) For the attention of the General Manager.

1.2.10 EfH (Subject Line)

Hh R AN EE, BHEEREXW 5, ATHRIFTY . REKXAE, %
#HREEGERPE, FIABEFRLL. HRBFHAZTEFHAE L Re. (HE),
Subject: (FB), WEAE ., BRikZsh, FHTMFRIL. IERERS . Fln.

(1) Re: Your Order No. 443 for 2,200 Wide-screen TV Sets.

(2) SHEEP WOOL.

(3) Aquatic Products.

1.2.11 B4 (Enclosure)

EHREA MR AES L T HEY Encl. 503 Enc. . &4 204 0L B B4 50
il 4n .

Encl. : a/s

Enclosures: 2

1. Brochure

2. Contract
1.2.12 #biX (Carbon Copy)

WRAR PR ZE D% B HAAR GRS, [RIRS, ik )y B T B #bik 2 H AN

_®



BN, MAEGHRB T HEH cc to XXX, ceo XXXEHE ce: XXX, Hiln:
c.c. to Mr. Johnson, General Manager
c. ¢. Personnel Department
HBUE AR RUE HAb g 015 5 (O BHE R T 22 5 Ah— Rl s P b 6 K. B S
. bce Mr. Black,

1.2.13 MIE (Postscript)

EEFEARPANSBTELEAS, EXMERT, ATEDX FmMifrint P.S.
HIPRICRRIA LT AE R FENE . Bin.

P. S. The business invoice will be sent next week.

R, EEESED, MEaHINE, REEEXPEIERANEE SRS,
PLRgaxir @ RO KERA RS, HWHARER.

1.3 SR BiEr X5 m R

ANAFESCBAFHIRE R =R 553k (Full Block Style) . BIEFLR (Modified
Block Style) PAK4ai#3 (Indented Style), =M#&XMIERASHIE, B RFFE L
E5H,

L FkK

Frh AR R R PR WHE, FHEPRIENEBMNGERLEMFFHETEBE .
B—-BHTLBRASK, BESBRZEIZE—Z 217, #Fl.

Letterhead

Ref. No.
Date

Inside Address

Attention:

Salutation: (Dear Sirs,)

Subject




Body of the Letter

Complimentary Close

Signature

Enclosure(s) ;

c.c. to XXX

Postscript

2. #ik X

AR —FMERNERBERX, WEFE, FEEEFEEW, HEMRE. ms
REDPEBEAERXHMER, FiHX0EES, BRGTA LY, ZRiE. £4%
MTH SRR A T, Bt RFRFENREERLEMN . 5150 IECR A8 BIF LT A
HAEENFRF. Fian:

Letterhead
Ref. No.
Date
Inside Address
Attention:
Salutation: (Dear Sirs, )
Subject

Body of the Letter (GE XA FGBIT kA A RAEANFHF)

Complimentary Close




Signature

Enclosure(s) :

cic to X XX

Postscript

3. BEFKX
BIEFF WAL B ALK, BRI A BB P —FE LB, 7
XA P, FRRAFLRK, BEEMTSRA%ER, HBEEEITASEE. B

Letterhead

Ref. No.
Date

Inside Address

Attention:

Salutation: (Dear Sirs,)

Subject

Body of the Letter

Complimentary Close

Signature
Enclosure(s) :
c.c. to XXX
Postscript

1.4 ApRRICBENRIE

SNRBESCHBARR T R B AR P HEZANITT, KB AIAFIZE (Bruce Hird, 2003:
4. RiiAA, EEAR, TR, S5HE . AR, REBF. FMEUF. T8

®.



