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1. Parts of business letters ({5 & PAK IS )

Zhejiang Cereals, Oils and Foodstuffs Imp. & Exp. Corp.
125 Jianguo Road
Hangzhou, P. R. China
Tel: 0086-0571- 65268888 Fax: 0086-0571- 65276028

Email: carl@ cofco. com. cn

Our Ref: 038
Your Ref: ERT
November, 15, 2006

Messrs H. Ronald & Co.
256 Eastcheap, London
England

Attention: Import Dept.

Dear Sirs,
Subject: Aquatic Products
We thank you for your inquiry of November 5.
In compliance with your request, we are sending you herewith a copy of our illustrated catalogue
and a quotation sheet for your reference.
All prices are subject to our confirmation for our aquatic products that have been selling well this
season. Therefore, we would suggest that you advise us by a fax in case of interest.
We await your early favorable reply.
Yours truly,
Zhejiang Cereals, Oils and Foodstuffs Imp. & Exp. Corp.
Signature
Mike
QS/AN
Enclosures
cc: our Shanghai Branch Office
P.S. We require payment by L/C for a total value not exceeding USD 500, 000.
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A. The standard parts ($RAEZES)

Most business letters have seven standard parts. They are letterhead, the date, the inside ad-

dress, the salutation, the body of the letter, the complimentary close, and the signature.
1.1 The letterhead ({53%)

A letterhead, always pre-printed, includes the essential particulars about the writer-his name,
address, postcode, telephone number, facsimile number and Email address. It is usually printed on
the top center of the paper.

Example ;

Interfon, Inc.

1677 Sea Harbor Drive

Orlando Florida 35509, USA

Tel: 001-407-2403000 Fax: 001-407-2405454

Email : export@ interfon. com

Shenxing Printing & Dyeing Co., Ltd.

Huancheng Industrial Zone, Jiapu, Changxing, Huzhou
Zhejiang, China, 313109

Tel: 0086-0572- 6016163 Fax: 0086-0572- 6018788

1.2 The date (HE3)

The date should be written in the standard form, for example, September 24, 2008. All num-
ber form (10/9/2005) should not be used. It can be placed at left or right margin according to the
format the writer chooses.

American style ;: September 21, 2006 or September 21, 2006

British style: 2"May, 2006 or 2 May, 2006

1.3 Inside name and address (£ pRiilt)

Generally, the inside name and address should include the recipient’s name, title, company
name, street address, city, postcode, state/province, and country.

If you know the name of the receiver of your letter, you should write Mr. in front of the name of
the man and Miss/Mrs. /Ms. for women.

If the receiver is a name of the company, you need write the name of the company accordingly.

Example
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Mr. F. Lawrence, President
Wholesale Supplies Co., Ltd.
481 University Ave.

Toronto, Canada

AWUE NEER R T 4 A I, BUS WRE R Z R . AU KK, AR
# RGPS, WEGRFHE AR, Ld Of Limited 485, EREEBRMARAL A,

FEFE FEH Inc. ( Incorporated) ,

Messrs W. Schulhof & Co.
65 Rue Veydt
Brussels, Belgium

Messrs S Mr. (2%, (VAT ARINES, HEAFANESHARERER, IFHZEM

AN EEIKH B2 8, U0 Messrs J. Harry & Co. ; Messrs Green; Smith & Brown Co. ;

Messrs Green Bros.

1.4

FERS 55 3B, H WS T .

president,, chairman SR, EEK, FE
general manager S

deputy general manager ElREEZS

executive vice president PAT R SR
managing director, director WHESE, HELH
senior vice president RS

deputy manager EIEZS 2

assistant manager 23 BhH

secretary 4

treasurer Wk 55 2 34

acting manager Rz

chief of section BHE

clerk DI 7l

representative RE

The salutation ( F#RFE)

The salutation is usually two lines or three lines below the inside name and address.
Salutation Meaning

Dear Sirs or Gentlemen To an organization
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Dear Sir or Madam To a person you know neither the name nor gender
Dear Sir To a man that you don’t know his name

Dear Madam To a woman that you don’t know her name

Dear + Mr. + family name To a man that you know his name

Dear + first name To a friend or someone you get familiar with

Dear + Ms. + family name To a woman either single or married

Dear + Mrs. + family name To a woman married

Dear + Miss + family name To a woman single

1.5 The body of the letter ( IE3Z)

This is the most important part of the letter. It usually includes the following parts:

Opening: It contains some background information such as a previous fax, telephone, date of
last letter so that the reader can understand the reason for the letter.

Purpose: It shows details on the purpose of the letter.

Closing: The writer summarizes the letter and makes some requests to the reader.
1.6 The complimentary close (45RE#iE)

The complimentary close is a polite way of ending a letter. The most common sets of salutation
and complimentary close are .

Example ;

Dear Sirs/Dear Sir/Dear Madam/Dear Sir or Madam: Yours faithfully,

Gentlemen: Yours truly,

Dear Mr. Malone/Dear Mrs. Malone/Dear Mary/Dear Tom: Yours sincerely/Best wishes
(UK) /Best regards (US) /Yours,

1.7 Signature (ZE=)

A letter should be signed by hand, and in ink because many hand-written signatures are illegi-
ble. The name of the organization that the signer represents should be written in capitals below the
complimentary close, followed by the signature of the manager as well as his/her job title or posi-
tion.

Example ;

General Trading Co., Ltd.

Signature

A. A. Weaven

Sales Manager
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B. The optional parts ( A[3%ZE4)

The optional parts are the reference number, the attention line, the subject line, the IEC block

and postscript.
1.1 The reference number (FES)

The reference number usually refers to the file number marked by “Our ref.” and “ Your

’

ref:” to avoid confusion.
Example ;

Your ref: 049
Our ref: DEC

1.2 The attention line (27 A)

The attention line is seldom used in today’s business letters. In the past, the writer used the at-
tention line to ensure that the letter ended up on a certain person’s desk, even though the letter was
addressed to the company in general, and alway began by “Dear Sirs” . When you know the name
of the recipient, it is unnecessary to use the attention line.

Attention of Paul Yang

Attention; Export Department

Mr. H. A. Donnan, please

1.3 The subject line (EH)

The subject line is the general idea of a letter. It is usually placed between the salutation and
the body of the letter to invite attention to the topic of the letter. '

Subject: Proposed delay of the delivery

Re: Proposed delay of the delivery

Proposed delay of the delivery

Re: Invoice No. 1120

1.4 The IEC block (854 . M. #EHRE

Initials ;

BEPBlEAMNHATAER., BBEFEFIT, BERRTAFEFEHER, A HEAR,
HHEAESLAES FRTRAMB B HA0E 7495, —3 H Robert Jackson #§75, Mary
Samuel & FIFFTENAAE AT F FHI SR RI/MS, RJl/ms, RJ: MS, rj: ms,

Enclosure :
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R BEE B A A AR, TEC #8430 1958 A7 W m e f5 AL idix—15 8.

Enclosure: 2 Invoices

Enc: Order No. 567

Attachment .

Check No. 123

Order No. 345

Carbon Copy

MR —EMEMBIATREE =77, BEHEH cc Fn, WREEARBLRE A mEEG
EEAREGH A, ®H bee ( Blind carbon copy) U ce, PREEFEA LG UUE A RIS EN4
T

— R IEC B F XX

GBH:. HSL

Encl: 2

cc: Bernard Black, president
1.5 The postscript (MiE)

If the writer wishes to add something he or she forgets or for emphasis, he or she may usually

add the postscript. But it is also seldom used in today’s business letters.

2. Form of a business letter ({= &)
2.1 Block form (F3k3)

5k b, &1, G EH. Bk, $Fd. SESUESHEN LD %
g, BEEEITESH,

T HEAE R & B BRI E
(1) Beijing Textile Import & Export Corporation

43 Tian An Men Street

Beijing, China

Tel: 0086-010-56487895 Fax: 0086-010-56487896
(2) Our ref: No. ASDI123

Your ref: No. NH452
(3) May 10, 2009
(4) The Pakistan Trading Company

15, Broad Street

Karachi, Pakistan
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(5) Attention: Import Dept.
(6) Dear Sir or Madam,
(7) Re: New Price List
(8) Body
Thank you for your letter dated May 10, 2009.
As regards the quotation, if you can allow us a 15% discount on the price listed, we may con-
sider placing our orders.
We look forward to receiving your favorable reply.
(9) Yours faithfully,
(10) Zhang Liang
Zhang Liang
General Manager
(11) ZL: mef
Encl.
cc: Ms. Laura Shultz
(12) P.S.

2.2 Indented form (ZE1T=)

AFEE NN, BEE 1TEH 4 ~6 M8, FHEST, B, SiRERHEEAE A
BT WIRAALE
T A PR LR & R A E AR B AL E
(1) Beijing Textile Import & Export Corporation
43 Tian An Men Street
Beijing, China
Tel: 0086-010-56487895 Fax: 0086-010-56487896
(2) Our ref; No. ASDI123
Your ref: No. NH452
(3) May 10, 2009
(4) The Pakistan Trading Company
15, Broad Street
Karachi, Pakistan
(5) Attention: Import Dept.
(6) Dear Sir or Madam
(7) Re: New Price List
(8) Body
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Thank you for your letter dated May 10, 2009.
As regards the quotation, if you can allow us a 15% discount on the price listed, we may
consider placing our orders.
We look forward to receiving your favorable reply.
(9) Yours faithfully,
(10) Zhang Liang
Zhang Liang
General Manager
(11) ZL. mef
Encl.
cc: Ms. Laura Shultz

(12) P.S.

2.3 Modified block style (;E&3)

REXWARYT A EE 7L (semi-block style) . {RA XML, Fk, HIW,
SRR AR (RIESCHE—Bg s — AT R, S173CFANF k.
T AR BRI A I R B TP AL E
(1) Beijing Textile Import & Export Corporation
43 Tian An Men Street
Beijing, China
Tel: 0086-010-56487895 Fax. 0086-010-56487896
(2) Ourref: No. ASDI123
Your ref; No. NH452
(3) May 10, 2009
(4) The Pakistan Trading Company
15, Broad Street
Karachi, Pakistan
(5) Attention: Import Dept.
(6) Dear Sir or Madam,
(7) Re: New Price List
(8) Body
Thank you for your letter dated May 10, 2009.
As regards the quotation, if you can allow us a 15% discount on the price listed, we may
consider placing our orders.

We look forward to receiving your favorable reply.
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(9) Yours faithfully,
(10) Zhang Liang

Zhang Liang
General Manager
(11) ZL: mef
Encl.
cc: Ms. Laura Shultz
(12) P.S.

3. Envelop (%)

FFEIBEERANEE R SEEFE AN L, bk, G A2 H bt A F hn ik
W%
KGN ZAFR ., bk SEEA A, BE AR BEGEE S R4, HEEME
WHhEETE A ERFE 8, WIT/H3E, C 0. ML T E AR T —17; HEEHNA LA E
MRS ; HAFEEEMED, T T HEREELT M.

214 urgent

B H photo

E[ Rl 5  printed matter

HFESh  sample free of charge

RN IR

air mail (by/via air mail) Wz

air mail registered Mz=HS
sea mail iz
registered HS
express Pef
immediate a4
private B
personal FU
secret gﬁ:

top secret #a 5%
confidential L%
special delivery TR R
book post 5
parcel post (k-

sample post Bl



