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Lesson One

Business Letter: Its Writing
and Layout

Al EEMNRENE

—. BEBENRE
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Lo 5e%E (SRR IR Se %™, RIS 5 (5 A Ay BEWCAS AR H AR S iz i — D01
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45 PO SR B E RS IR, BAE K, X 7 — W, B XUy #R B R ),
RAEHR" A RESENLER AL,

2. Ak [FESRRAMIEE, 50 SR 7 1 B BN (R, R A R X U 4R
P A R ) R, sl AR AL R S TR AR B R B SR B A

i FEA R B R B AR ARZR S BAR”  FE R Se R e M B0 T, AN E A — Bk, T
HIEG —SE M Af . AW, i T304 856 B 3 50807 A W RE B Bk . At R A
B S A S5 S BR T ER T AP SR SRS B R B AT LUk K BAK . AN, R T A BRI
X 75 S 2 sl R A R AL, B X S BRSO AN R AR TR G R, T LA a6 HAk
B2 Z BRI B ARZ AR S — 4 T T AE .
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LG EYNR & 37N DRSE
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T CHRETMINANSN M ERATEREANELE. BE ME —KEF, BT “5%
BT OHERETMALE” AR B E, IR R R W R AR e MR
R”T

5. 4L EREEAEATN,EEALS, AEREA L BRHST S, RITHINR
PEEEAREOXINASBR, A i, MEIAERTT BEEE, Y EERAS W
S, NP AER 4 E LGRS BEER, ABSEERARNAHXR, KBS &EK
i

WG 5 % 7 48 1R BRSO AN T RE AR E R . FRE, B P AIRE (S,
WA BIR KNS, Hik, FEREMGEEEN R ESHE &5, iR E R 2R A
LI .

6. kit PriE R R BB A T ER B REE EEE s E e
PR IA) R, Lk 75 b R ()

7. IE# R BESAERIER, KA EE W R SLETT AR LR ELRE,
JE A T b R (AN A [R5 ) AR BE

IERA LRI EIEEE MEafs HEFEMH. ML BENNEESRBIER, BEA
EAAE , BB ARk, Ul kA k. FAMRE TAEBSAFET . Xl (5
FRBFHEMEER MU TR, A& R ZZE , 22 T8, € 65 000 5£ 650 000
WAHZE 585 000 B8, ML BETHEFEAFELARE. — B HORLAEHFZRE, 2
PR, Y, TAESATEIRF; (A ER, a5 IR IR, L E-ERLER
42y,

T, B gl 455, BB AR A B R N EBOR K R E s R R S e
M55 W BEARTE , A OH2E AN, A Bk S HfE.

EEBEE , MR E WL H b —ii , BB EE [ LT A8

1. FREFTHEEHEN, FEEL?

2. FERBIEW, Fr i S ERHEEEY?

3. NARBEENAZE S, RN AT

4. NEREBRETE BEMAILE?

5. FEAEMBGEANAE THRMMAESE, WEANEZZFEEREGRERERESHEAN

6. RERMT AEMIER, BB LB RRCR?
7. MRERWAEN, BBEERE 7
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L BB RS

—. BENERSS

— M BAEREER AT R 11 AER5

{5 3k (The Heading) : & & A Bt A& 45 H ¥,

5t ftik (The Inside Address) : Yt 5 A #9422 FR AL .
FRIF ( The Salutation)

i fy ( The Subject Heading or Caption)

3k iE ( The Opening Sentences )

{Z/J1E 3C ( The Body of the Letter)

4k 2 1% ( The Closing Sentences)

%5515 ( The Complimentary Close)

. %4 (The Signature)

10. [ff44( The Enclosure, faj’5 & Encl. or Enc. )

11. Fj3 (The Postscript, &5 X P. S.)

PLE 13 28 1 B9 WRAEXHENEER S, E—RER T AT D, 510,11 %
TERERH, MLPrEEME. I E %5 (Serial number ) , #5 5 ( Reference number) DA F
EIp A5 (1dentification Mark) , ATARHE RAAFLLE FHIA

PA5 AR E(EEE B & & —E AL, 25BN T

(1) CHAUSSURES RAOUL
23 Avenue de 1’Opera Paris

© ® N U R W N =

Paris , France
Tel.(212)989. 5250
Your Ref. No. 145/148
January 24,2013

(2) China National Light Industrial Products
Import & Export Corp.
No.910, 9th Section, Jinsong Chaoyang District
Beijing , China



(3)
(%)
(5)

(6)

(7)
(8)
(9)

Al 55 33 R BB (3 = i)

Gentlemen,
Re : Chinese Shoes

We have received your letter of January 9 and wish to thank you for your attractive calendar
for 2013.

We are forwarding a draft for RMB 800 yuan to your Guangzhou Branch for the samples
received. Meanwhile 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 workmanship 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 educational 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 complete our visit within two to three weeks. Photos of these three persons, together

with our application for the entry,are enclosed.
Looking forward to hearing from you soon.
Sincerely yours,

Chaussures Raoul
(Signed). ..

Charles Perrault

(10) Encl. As stated.

“‘*@ ' Words, Expressions & Notes

Chaussures( F) = footwear #%
Raoul(F) (&5 &4k) 4% REE
forward v. AiE,F iEiE

draft

line

n. LEZ

o AT, Bk E— AR, ke R EA KR
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the full line & X &4f44
workmanship n. I %
endeavour n. A, A%
promote v. {Rit
Perrault(F) (4) M % &
Pasteur(F) (#&)#5% R
president n. E /%, %%
colleague n. R %
application n. ¥, ¥iFH
entry n. A%
enclose v. EANZH ,MEZZE
be in receipt of = have received € 22 ¥4 |
look forward to Hg#2 )
Avenue de I’Opera Paris &3 B| % K if
Sincerely yours Z 126945 k5 L B EE, EMTPE B XZ R EZH“E L RE A “Raym B
#”,
% % %
B F5 5 0 LS4 66 PR LB RO VE % 3530093 BIAGA T T -
(1) 153k (The Heading)

Bl h &G AW HEE R 8 B ISR R k. BRE TRBEA-FRMERELA
farst farest , G BE TS %,

HNRTE S RS BRENA {5 3k (Letter Head ) , G145 & (5 AWIAT45 Mtk fZH S W
HEWE. LEUH(FRMELREHNAES) AL EMERM AR E () F 285F
W2 IR —IFEFESR Sk b AT/ R R 7E H 4 (Date Line) FIHE H g8 7, A L1453k
b EEANESRS S-S A X E AR REE RS S0, LA B 5.

FENA (R R AMEEET (R A5 8B4, BRTE 48 € B9 BB AL4T b B AN E v] LAAT b 305 (Bl 4R
S ESE), ITHHEEETIISA:

1. SRR SE 2 O ARBERT (13) k403 (2013) .

2. AMEBSEAR, AT RN, W1(3/9/13) FAREFEIEXRIFH

3. AM&AFRA] 455 i Aug. /88 August; Oct. 8% October; May ,June,July 4~ B 1R 44 ,

ANFRIWAE T .

4. HEARTA 1,2,3,4,5, 11,12, ++++21,22,23 24 -+ 31 %, 4 i H Ist,2nd,3rd,

4th,5th,------ 11th,12th------ 21st,22nd,23rd ,24th------ 31st,



6 %E £ BT B (= ER)

HIEAA THLR S

1. June 5, 2013

2. lIst October, 2013

3. 30 Nov. , 2012 (30 November, 2012)

4. November 30th, 2013

HER A G B Z AR Z AR S ST AR 200, A URIE S P, HIRTA 1,2,3,4,
5 1st,2nd,3rd,4th, (B E&# A FE, AT 0iS .

BT IME, & AFAREXBEARRT .

BA RO, — A BN E R MEE, HAKEFER, S0 & F Atk & H 31 —5F
BEfA LA(EBBKAE i) AT

(a) 136 Tower Street, (b) P.O.Box No. 1752,
Toronto 4 ,Canada, London, England,
May 17, 2013. Jan. 15, 2013.
(¢) 6 and 7 Clifford Street (d) P.O.Box 1079
London, SW463 1Y ,England Beijing, China
Jan. 15, 2013 Jan. 15, 2013
EZR

1. (a) (b) B4, BiTmA Z01EH AR =K 0
(c) (d) &FL=A, BITHGY .

2. (a) (b)) BITRAREFS B —THA A, EAMES  BHAEARHREFS;

() () BAZEARGSMAS . ETEBITZANIZAG ST, 5 —F# 6.

3. — i, (TS 5EAZEARES ST, B 24 ME S Z R HHE S S, Wil
2 I T ) 7B B8 %5 (40 Toronto 4, London, SW463 1Y) 2 K i MIHRIX 5 . 5 BHHEX,
VAEHE = 5305 , PRUEHERT £

4. (b)(d)P.0.Box 1752 /& Post Office Box 1752 {455 , BN 45 1752 S-{54;P. O. Box 1079
=5 1079 555,

(2) f P9tk ( The Inside Address)

WG ANBFT 2 S — RS EFEN A L EGLZ T, IBAEARAKRE R, HK
bk S5{EH A AR, {FAEEIEA RIS X TAEER ., XSREANS,EAHE
T —RRENA SEE A B X R, BRI AGE N AAEEZR; —EAGFREETERA
P EFLEE R, STUEAT S, R HA A —RIWE AN ERE, 2B B 2 PR bt
H5HNARMIEASRF, 7T UFE R AGE N AR, B ERE; —RERERNEH SR
e R ERE R FF e R  ET AR,
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Wi N2 PRtk A% =X 505 Sk AR AR TE (B AUKAT S — IS . EE AW LR (%
bk, 723 48 R JE RS M 4 FR X 5 )
a. Messrs Hawker Siddeley International Ltd. ,
32 Duke Street,
St. James, London, SW5 IDY
b. Messrs Williams & Werner
36 Tower Street
Toronto 4 ,Canada
c. China National Machinery Import & Export Corp.
No. 1 Fuchengmenwai Avenue
Beijing , People’s Republic of China
d. Mr. C. E. Eckersley
c/0 Messrs Longmans Green & Company
6 &7 Clifford Street London SW 7 2DY
England
Y : (d) ZEAE B FRAETE AN c/o(care of) , AR M HHERZ, ARG R -HAGEE
HA AR E, BRCEAESF . A RHMESNE R AR E VTR B K URT, T—E G ik, 5 1F %
BIEA AR, TAAERYE, ARG RIRS . FREAX TN, A BUYER 5 8 5 s
322 NINER, AT LAFEWAE A\ 44 PRtk T 47 10 Attention 5% Attention of 25 F 4, 5 ik
ﬁuT H
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. ,
Hadden House,
Fitzroy Street,
London,SW8 25DY , England
Attention of Mr. H. A. Donnan.
c. Richard Thomas & Baldwins Ltd. ,
151 Gower Street,
London,SC7 6DY ,England.



et IS (EEH)

Attention Mr. Cave
d. John Morris & Co. , Inc. ,
O’Sullivan Building,
Baltimore , Maryland , 10026 ,
U.S. A.
Attention of Purchasing Manager
(d AR AR BRI )
e. The Ministry of Building Construction.
P. O. Box 816,
Beijing, China
For the attention of Mr. Liu Ming
T R E AR I AT 25 i e LA Messrs” — 5 ( Messrs J& Mr. )2 50) K /R & (. Messrs
— ik R T UAAZ BT 4 824 6], A FEHE AR PR 19 4 FR (impersonal nature ) 1 517
20 R LAAT 24 B SCORE . N4 4 ) SRR TR A The™ AT LS The” , 4n .
The Universal Trading Company
London Export Company
The Standard Oil Company
China National Corp.
R A — IRAIF R AE RS T, B R FRIE B BB I A (40 Dear Mr. Liu) — Al Ra5 45
A ik
(3) FRME( The Salutation)
IR F AR AN B —FhFRE, A7 B2 B A bk 6 F i = W7, 0 5 2 k. Bl
SRR AME s PR IR A
Rl R4 Dear Sirs fif340 %, A AEEMA] Sirs. Gentlemen AREJH H%. 2% ek {4 H]
Dear Sir(Xf— AL AT NGEHR]) , Sir( W BURF B2 E FUEHD) -
a2 FA R FH Dear Mr. X X, My dear Mr. X X (X Jy & %8475, w] F Dear Sir; {1 52
2%, | Dear Madam & Madam ) .
PROFJS T BIAR s , — R AE S () ARE S () 30005 (5) B3 [E AN 5K 55 Hi i ok
fiith ,My dear Mr. XX H ] dear WA K5,
(4) i ( The Subject Heading 5 Caption)
F e SLERRIEIE T AT, — MR R A P RO &, (B KA N th 2 iy S .
$ e A AR X T R AN RVR T E A SR B A A I N AN LR SR T AR N
BARRHE . 10k 5B EAT M2 m) b, SRR AT LA 2 AR 22 16 (], 85000 U A A A4 o) b SR 30 i
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Al FhE R R R AR R EAIESE [F SRS AFE RN AT, A B RTE AN b Re (1
T, BERRRT IR “FEH", BRI referring 5 regarding MAHE . (WER{H,
Letter 1) i thA AfE“Re:" B IAAALES b, WEHAERE R, - REH K
B,oAUARFEH, E-BELT, FHAEER,
(5) F¥3ki&(The Opening Sentences)

FRIBRA G B BETR ERAZER LSRRI TR ENH B 45 kE
S FEEEREARMUGEROR, X 77— H T ARAXEEREEMN —H LGN, mRES
— VG E , WAl A AL EELER ARNA PRV EMER, BArA L5, bkt
RAGE, WA XM ETT k.

(6) IE3C(The Body of the Letter)

XEBEHFEER, REXEFANERL. FHRREELEREXERER, EXHALE R
BT BN T, REHOBRES B, 5P OB B, EREFE.,

TN SRAF WA SCIR K, — TUARA % FH T 75 7 5 B T BBR T, O A BBk 0TI g 0 B WAL A5 A\ A8 K
H A DT80, FRRSRATER IESC, XN T8 5R— UM% — 0 = AER (G IR E . BT
AERENAFEROER, XNAFRTRBERS X

—Page 2—
The Universal Trading Co. ,Ltd. Jan.7, 2013

Mr. T.N. L. ,March 10, 2013 P.2

(7) %5FiE (The Closing Sentences)

SRR — AR BES A ORI I, SRR W UE AR, N BBk sR s AL 4RI T 17 2%
SRR SAELER S MUK E— S EERNIER. ENALEREEXSERZ
&, AE—B.

HRERMR S %,

(a) A M AEETTLE, Bl

Awaiting your good news,we are,

Looking forward to your early reply,we remain,

Looking forward to receiving your shipping advice ,we remain,
CRIRFE S RRAE.,)

(X —FEBAC R R A G N we are” | “ we remain” f) SCAE & Bk



=

1 5 RICER B (B=HR)

IH, 2 A5 —FCik(b) o)
(b) A HZERATH,Fn:
We await your good news.
We hope to receive your early reply.
We look forward to your shipping advice.
MaEZHE _MEE, WAMINAARNHSGRIEN. &6 RS EEE, 4 % We are, 5{
We remain, (¥, {H %4 % : We remain A~ G8 FH T F1xd 75 88— G5
(8) %55 1% (The Complimentary Close)
LSRR AR R ) — R &, BN A T A PR ARRERL . B0 .
V55 e {F ] Yours faithfully, Faithfully yours, Very truly yours, Yours truly, ( Yours very
truly , ) Sincerely yours (£ 43 H @ T HFRLES) ;
/35 R4 H Respectfully yours, Yours respectfully ;
N 2 KA eR 4 A Sincerely yours, Very sincerely yours, Yours sincerely, Yours very
sincerely .
HHUEGELSRE TR AT, Eh SR mAHSE, R WA MIANEAE R, RAH
—NFRERE  RRINE S . (EEERA-ly B&EIE, A Yours A M Your)
FERR I — AL Yours JCAE 1T 18T, 5 5 [ 2 &l i8] B 72 Hi 1 . We remain (are) & BRIH, 4
AH.
(9) %4 ( The Signature)
SEROE) R, R AT S AP KRBT, AR AT NS4, B4 N T AEX T T
fR s N4 CBRAL, AT DAAT 1, RO B 7 o W R R, AR 5 H I Pk, G
“Managing Director” ( £ ¥ ) , “Manager” (Z£8) (MY FAK) , 2B A AR S, #X
anr
Yours faithfully,
THE NATIONAL TRANSPORT CO. ,
( Signature )
T. M. White
Manager
Yours very truly,
THE INTERNATIONAL TRADING COMPANY
( Signature )
Charles Smith
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Managing Director

Yours faithfully,

P. P. THE NATIONAL TRADING CO.
( Signature )

B. R. Jones

Per Pio. fa]’5 P. P. ( Per Procuration) £/ EIAT 5 2 FRZHi AN P. P. 8% Per Pro. {2 44 A
RIERRKRAL, AR UM BB ES . BAEA R 24 FRZATIN For F, PR A 7] & 44 8
REFEMTAES

HPE R ER L B T AR 4, TR BB B Z AR I AR AR AR At B, FUR A eRi T
2, A NAEMR,

(10) M4 ( Enclosure)

5 A B EE, BEFEZE T A U Encl. 3 Enc. (465 ) o W0 MHFA (h— 14, R 2
Encls: 8% 3 Encls. %5, s{ 7405840 T .

Encls: 2 Invoices( & ZZ 5k )

Enc. ; 1 B/Lading (&£#.—3K)

1 Photo ( f#Ji—7K)
1 Certificate (1ER] 45—k )
(11) F 3 (Postscripts)

FEE, MRS T ENEZER, 7T LIE(E RN P. S. (postscripts 455 ) , 51 Hi#b
S, REHREANEBEARNFESES (AR BE—AF 8, I Park Davis, 4 P.
D.). MEMREM, —BAH P. S, H B SR FEAZAA D], ARSI Z )5, #HIn LA
L, ERABHEADER B

EAMRME, B L UL & 440, BER AR A T M Encl. Z K, T EEIMANS
(Identification Mark ) , LA T H J5 200X {5 & AT A 45, AT A IiCHT 5, — B 5 24
TR SR 2 S — RS AT , PIE Z B — &K, 41 tn HAP/CGS 1 PAH
DGS, HHEHEATREHRITACEXNZH, SHEAREAR K, d0H of 1 Z4b % HoAh 1
L, (R B 3 2 3% HoAhBR A, AT FEfR Ml 5 O 22 T M TER“ CC to x x x " E{“ CC x

x ", CC 4& carbon copy —FHI4EE

.\ TERXEEEER

Tl 545 B ZEL B FR 23 #0538 43 AE A5 P R IR AL, A0 B3R Ak, FEAT AR B e Jif
RTE TR LA A% 2 e



U s Es ()

Lo O T AESTHF 15 BV 1 0T, SE AT, SRl AN BRI o, Y b e 8 4

2. REFERRR ITHEMR, E AR ZEE H— W08, AHETSAETKHE
M A, BREMAY . AETRREZERVFE, BRI CETATRN— M KFERBAIT
SERIIHE , ATHEF R FHROT R E N —ES ( - ) WHFRITR, BT 5. $FEHRT
AT FHT I B4 35 45 4, R RE S E AW AR R, Bt A — F iRl AR R ALY, A
HESE

3. FHIECEREMME D, EEAEMEZEFE LR, MFERLEETH, WE
BT EIE AT R Z G AT 2 SCrB st 5 A £, DR 3 st ik /R A R 38, siE R A A
21 P Al B8 1 22 L8, 3F H double space, [ {5 EL 1T JLAT. KAF NI single space, X4 {5 KK FH
BER U, SUR M ZS H—EfLE, T HEARRIESREMEA RIS 0, BB XM
OLEE, REZ R AT R E R IE SO — 3 — B 2 0, ARRAGE,

4. TR, 8478 BOF K BGY B =417, S BB AR . @ THA T3] =K.

@ gfrX Q@ FLR @ RAEF

@ A7 bt AT EE 44T 7 89 J5 — 47, EB LT — AT 4R AR AR R
IE3C, B — B IF I — AT 8 gt T8 (— RS PR R — FREEGT ) , WA (—) .

@ FhX TESBRAM T, K GBI — 178 SR — T BGF, — AT, WA
(ZHYF(Z2) . (ZH) ZEE2KF LA, FhA&BZEZA double space LR
orBo

@ RAX bt R HFZES TR, R AV LK, e — B eI iR — 17 R A% 1T
K. PR ERA, TUKRZ RS, MEX(=).

#A(—) Tk
(1) China National Light Industrial Products
Import & Export Corporation,
No.910, 9th Section, Jinsong Chaoyang District
Beijing , China
January 30,2013
Our Ref. No
Your Ref. No

(2) The Pakistan Trading Company ,
15 Broad Street,
Karachi , Pakistan

(3) Gentlemen,



