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Part One An Owverlook on Foreign Trade Correspondence

Unit 1 Functions, Principles and Ways of Writing English
Business Correspondence
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EFSEEEER (SRE5H)

Functions Principles and Ways of Writing
nlto English Business Correspondence

HERINEE. SERNRSER

[ Br 7 %5 3K 18 SR R R Th BE

5 [ by fg 95 SE15 R R N FFEI PR 3 55 9 R TS sh 2 — . GARAEAT — 52 i
s I SHENMR . EBYEF SEFBERASRNE SEPERXS .
BAraR AEmsEE FHFLFESTI AT UFAEFTEELIRE X
1 WCE PR 57 SR R R e R . [ PR BT B I BR R O R R LA AR A L
R AR REFH SR RS SR T B 5L 8
B RERR R R BN,

E bR &5 S8 ek i ) B AR X 15 B 45 iR i i L R TR . 1
ﬁ%%#iﬁﬂﬁ-‘ﬁﬁﬁf‘%ﬁ HEr3) Z /M. maHnsf®E k. mE@Hw
FEEXMAT R —@d EBRPRE TG F IR, CAFE. . FFRE . FH
BHRSEEREER.

= B A 95 2535 (5 2 ek B R R AR 5, AR AR T ERPF T AE Tl %48
THFRRSEEBENRE HEER AR TIRERERREM S %, H
b 7 45 S8 BRI E MRt 2 B A R 588 2 [ [ B pl 25 9878 S 5% il i b
EUH .

[ fr 8 %5 K 1E &R

R s ll &

it 2 B 50 B 5 i F iR, H 5 1 #5218 7S 7005 A U

1. 5¢%& (Completion) : - BEMIEXH N EEEHFAMN T EE, L BZ
RAGHETEEMEAEERR. TREREGFEZI ZIERN, EOEITHER.

2. Rk (Concretion) : G NFEREEEK M, B#AFHITEAE . LT
BHRAE, EEEBBEHERSEHREE. BuA&, A ZIER A BWE



s-—us Ereszxsaasem: JIIEE

(R R RS RS B R LR, Bl S S RN 99 K BFEE T BL LE
“Grgpr Bk B L. BRARM, BEA IR MR A ER, B R T &L
TN EAL B ARE—— W, B0« WA iz 5 iRk 28 2 A2 LG g 1700 3
T E— BB, 1700 XK BB L FEFEAE.

3. #H# (Clearness) : Eff i REMFEARERFEEH O . A5 EE L MiRH
HiES .

4. fA & (Conciseness) : R EREL, L BEERATZWERE EENY
WRAERE MM F R ERGEE L, SR, XHFAERE T DA%
HIEENIER Y.

5. 184k (Courtesy) - 1 B if BE 22 1 75 4L 550 70 0 08 15 44 IXUBE , 388 40 KL & 0 A
BRIPLO;EERB FAEE BERNEER, EETEEMBERMZR, R
BB U ) VB E RIS

6. IE#i(Correctness) : X BEFEWAN BRI “EH”. &%, EHANMEEE
B WEAAFN-EEER, FUNEZZE, ZFBEUTE, KK FEHAE
DAREFER, BNFATRERR T WA SRS L ZEH K. B, &, &
2 s R R AR R MR R REEX, BRI WE
EEBIET R AR K,

hull

ERESRIERENTIERR

HE PR 5 RiE BEE TR =BG, Tk  h RIS MR,

Tk

HR# SR BEBERFALIAR FREBERBABE EAFATFHCHE BAX
PE KT LEREIE, MRERU—NRPABEFEN A FIFR, Hl0“We write this
letter in the hope of introducing our company to you. ”; #1 R B E 5, N LA X
KEHHMARKEERIF L, HlIN“We have received your letter of May 23
asking us to offer for 300 tons Zinc Ingots, content 99%.”,

B & 43

MRREFHER, PRIFSNEDRREESE, B NEEH - BEX
Fik, N WBIZ W40, BEFERE R REAF, W RLZ 2% [\ 85k A5 42 i R
BRER., FAHBETER BEHEMNEER  KENERGER  AEMH
BRIGER. 4 AR, BCRBUNT Ko EF B2 M AFER, &
FIAE IR IT BT 55 11, B G 7K B3R A5t P i Ko - "HIEEE .



B S RRRE (FEEEHR)

ZRB

BRHERNGEENELEREBFERN TR AER, HIN“We are looking
forward to your early reply. ”; BHE ENE RN ZLE AN B SEHIET R
ik B Sk i 2 , Bl i “We trust our goods will arrive in due time and prove
to your entire satisfaction.”, ZRFHIBNRAB YA E . BEEEWK.

MFREE NENSBEAEXNEOFEEAT ARG ERERTRES
g G =HEFN IR REELPEEG T NN ERE#E.

AR ERKRPAE - BEEFREREEEEGENE EELym, ‘&
REEHEBEREHFRIBEHRENART S EFARNFHIBONESHEREY
K7 AEHFR TR L, “BEREEBBLHIGE RS WX 56 RE & BiFER
HEMEHEIEFR” AT HE, FERRAE AR EE AR A& O/ .H
B OTRRIAT TR RR s R FEH AN FES A, W “ERE
¥R KB EAR ARG HEIBMA R IR,




85 ERBFERTEHBBEESRR

P e Components of English Business
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—

Correspondence

B FRL B 43 A BT 5

— ERBSHEHEENBSME SEEBIIRREEER

(—)EirBFRIEBFAMBI R

KERENERE S BE, KRS SR EER2T S, —REFEL4 %E
{E4% b & B 52 5 0 R 2
{& 3k (Letterhead)

K5 % H ¥ (Reference Number & Date Line)

W fs A\ S Bt W £ 4ik (Inside Name & Address of the Addressee)
FRIFE (Salutation)

1E 3¢ (Letter Body)

4t B #i& (Complimentary Close)

7. BEEANAABENEAN A% 4 (Company’s Designation & Writer’s Sig-
nature)

HEFERSFEEREDRELE REDERAR,. EHEATUREERATS 5 4
AR AERARB T ERE 1L ANB 2 5 4 HEREK LB IH %G T K
U(%:

8. £Jp A (Attention Line) _

9. ¥ H ELFRIESCHR A (Subject Line)

10. Fft44 (Enclosure)

11. #b3% (Carbon Copy)

12. M} 5 (Postscript)

Hit, —HBETEEX EWEKRESFEE ARG, AR 7 4, 20 0]
PLEE] 12 1,

DD U AW DN =
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ERFRBSRERE (FEEER)

(D)EFRBESREBESEXBAIERLEEER

1. 45 3k Letterhead, Letter Head

FERBITNHBE FEALHHXFRAREAREL. EAGREE . 5RF
ARl 2R R s hk R BU R B RS S S A H S 1S Ak | B TR ak 2
AAOSEXFEE:AFABRFERGE. KXERAFAFEABAELLARF LN
FREE XE/AUMBEMAEE L ANER., TEAR—ITEPXFHELHE
A

Shaanxi Longwill Imp/Exp Co. , Ltd.
118 South Taibai Rd. , Xi’an, Shaanxi, P. R. C,
http://www. longwill, com. cn
Tel .86 — 29 — 88228833 Fax:86 — 29 — 88228877
Zip Code:710068 E - mail: longwill@sina. com

2. £% % 8 # Reference Number & Date Line

REBRTFHRHSHER. EAFAIM LB SE PR SE & AR,
ERE AR A EER EREE T RS. EXREXFRBABFEY
HE. FRAEFES (Our Ref. No. )FIEHTES (Your Ref. No.), RAFRE
HHEE MR RSEEAN TN REN, B EHEH.,

HYREESFEH 0FEE. A H., UTFTRILMEHRNWANEE.

12 February, 2007 (H,H ,E5S,4)

February 12, 2007 (A ,H ,:25,4F)

12th February, 2007 (FF¥$0a H, H,125,4F)

Tuesday, February 12, 2007 (E#,25,H,H,i85,4)

EERE . ZRSMBPE TR X, 2=FHE . FE—TIRIES:HE=
TRARFRS E=1THAH. WTH.

Our Ref. No. :SHXLW2007—0001

Your Ref. No. :

Date; March 22, 2007

3. HAEA K3 N %4k Inside Name & Address of the Addressee

RERGARES ARSR AR E@EMIE., X=BHFELEFES=TKKE
H. AFAHFMRASR, B TRAEFHRE, YR BIARS.

4. #R=¥ Salutation

WK, BRERANBGE AMER, 2 RAWMERXN., TEIHE
WL HY [ B 5 5% 4545 FR P B LA /NG -
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iR

FA R KA FRIF

AFEX J7 4 R LR I

Dear Sir or Madam,

) Gentlemen;:
Dear Sirs or Madams,

B X O 4 (B )

Dear Mr. Wilson,

FIE XTI A (St R B

Dear Miss Chen,

FIE X T A (S, B 8D

Dear Mrs. Jacobs,

FEXT 7 4 (It B AR B ABDD

Dear Ms. Wang,

HABRHERES ; ZAHFTPEHES;

o EERERENTE.

5. iEC Letter Body

EXREREE,REEENTS. ATEAEGFANER . ZRELE .
HIREE,

BHRK R, BENA LB B 7 BAT 07845 & {5 bbb Fxt 5 & 5K,
RERVSEEE, BEABRNTA. -

Sl EEANEARIEEHHRKBEHNE , RERRR Y RN E——
BT SE, LEMNBEHRERE.

EEXBE=BRAGEH, FREME - E L u B H S IE RN
EEER. BRAR-TREKRE, HEE; SR IR, MR KA AL,
BEERANEMEZRRLL.

IEXHETIREN EMEZ B ERFEMNTES, BRI RETERE.
B 5 R 1 3 LAY R TR U

6. % A &% Complimentary Close

RUGEHERNGE, B AR ML EAE CEEEX T BEEXS
2~3%7., HRMIBEWAEAMERXM, SRAMEXWIRIEN 4B LM A,
VIBRA, URER KT . B THERAEEKEM Best, 5 B/r X £ 1 8] & )7
AREBERENERBOE. TRIE RLWERESBELSRBBEMLING .
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. bag A IE =) Xt B f) £ 2 B A& WATH
ERBE ZRHIE HERMIE
st Yours faithfully,
) Faithfully yours,
Dear Sir(s) or
Yours sincerely,
Madam(s) ,
Sincerely yours,
=R Yours truly, B/r,
Gentlemen: Truly yours, Best regards,
Yours faithfully, Yours truly,
Faithfully yours, Truly yours,
HADFROF )
Yours sincerely,
Sincerely yours,

7. BAEAAN KR EAN AL L Company’s Designation & Writer’s Sig-
nature

XAER A A =T E R

17 EXLRERER . RRALABARNERFAERFHES;

B8 FEERAMAZR, TLUAMEMEER, BEL NMEFHRICS, LK

BT TFEL2,FNTERERANESANES;
BT B2 AMERSE, R KRS M —B0lk & 5, N X FAT .
AFBIENANEZHNEAGERBIENIET ., PRAZIT . FELE S
ErRf, E 54 RBIEFUFEEREK, EEAE., THSHSGRBIESES
X iy .
Yours faithfully,< (45 B#i5)
Good Harvest Foodstuffs Co. , Ltd< (2 H#£#80)
Kevin Lee<~(F%)
Kevin Lee—(3TFZ & 4)
Manager of Imp Dept. < (B %)
8. £ /A Attention Line
LARMAENARSERMETN, RAE KB XML, W
R BT BRZERMFT2R? T XHELHE FHMENZERE A
2 TEH N Z L SFRIFZ B3 i — 4“2 p A74, Bl Attention Line, #2§FH



