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FA BOGH AN O RBA—RF F NG 5 —FIr T — LT HENHRF
Yok,

Apd B EEERAG%A, ZRRPEIF. HBEARA: AE(FE. RA £E.
FRE—. RE=. AAW), 274 (RE =), HEK (REL), HHEE (RE<. A



2 SNFEIEHE

BA), %% (B L. AAN), EXA. 288 CGRE+), RBHE (HE—. WE=),
R (MR=. MR ).

MEE B RN B RAT, BINBAREFRIRIERERFFEGIALE L
k), RAT&HORE TR, 54T —REANIEERMFARX FHE, BIFEHGIT
Rk 2 E R A 4 F IR K E KR AR A E 45 F0% W BT BB A= X, EA
I, L M — s o8] Ao F Ak 69 U A A R RAE AL A g K A thBhAe X,
Ho— AT RS H RS

KPP, BPERAR R, B KikFfRTEER TS RSB

WA
201543 A



Contents i
H &

Preparation Business Letter Writing Principles %5 if B 5 {EZ: Al 1
Module 1 Establishing Business Relations Z37\V555% & 17

Module 2 Enquiry ## 29

Module 3 Offer K% 43

Module 4 Counter-offer 4% 57

Module 5 Acceptance and Order 3] 69

Module 6 Sales Contract 458 &H 85

Module 7 Urging Establishment of an L/C #FFE FiE 103

Module 8 Amendment and Extension of an L/C 15 FIEfEAIiE & 117
Module 9 Insurance and Shipment R 53512 131

Module 10 Claims and Settlement 2[5 22 149

Appendix I The Differences in Correspondence Language R HIESZER 163
Appendix II The Differences in Correspondence Writing B B % ZE 7 167
Appendix III The World Famous B2B Website £ER414% B2B MG 169
Appendix IV  The Exhibition Invitation Letter E< & K 173

References =% LR 176



Preparation Business Letter
Writing Principles
NS RIS (e

I. WBPFE1EAER

SRR ARG B AR, Bfe. IR, HA AR R A AR
WE TR CER RO LPHEIR, TifEg 5 0 O ER KA A& B B iR
B o A ARSI SR, (5 R B AR U E AR RE S BL Bk i) 77 SR 2 re 3R 47 A%
FRVEIE o« /By — il F A SEiE N SO, ek it T B bR 87 B i ik — TR E B tli b, K
XPANR Gy EEREER . LN AES R T E M,

Y377 GERRD ALy (B ERED £EA TR BB WS BRI, SET7
B EFEVMESE T ? MRE AL 8% 8 5 5 EAF Building an Import/Export Business, 114>
J7 Tl & S B R Y :

M R anfa [ 8 X AR ?

LR _ERIEIA A (B HRR BT L?
BRFMAE RN, HNFR G BER N R E?
PRI G LA T 1A F A J5 652

HEEMAEE XRREHHEKR?

N Z AFHER?

PN R S R 7 dh AT B

KK R 2 ] R, (R A 1 B R BT AT R ?

e E R ERaf?

PRI HARAT (5 FAE X an e ?
PRI ARAT IR AT T 52K 2
REH) HH WSO e 2
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{4 57 58 SR 12
B BT A L4 ?
ST P2 AT 367
SR A S T
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Pis
3 BEVHE R HE 52 BT HR. 2

HNEERERT UTHRERESEIMNELRR:
ISO 9000 (i i B F R HI bR ifE )

ISO 14000 CGASEEFE RHIFRHED;

HACCP &+t 1 3£ E =D,

HIBERT L, 4152 R S 4 BE D LR 2R U5 % B S AR IR, Rgs X 7 isE— 6
fEeR . WRF M HAE, HARERAFTNER, B TRAFRAKPME . [,
fERt— 8 = AT 5OR T RIS X 7

R4 5 &AL
—. HAHHE R

(1) AEH—,
(2) ZEMJfE .,
(3) {EE WLk

— X%, Bl—4 e R AR,
s MRV T, (T DR S A B AR
SR, AEdEAAL.

(4) #eARELL . A A [ Fodd P A Bt A% 2, & 1 P

To: [chuckyc@ms21.hinet.net
Cea |

Subject: |

Attach: [Z]Faty et @64KE)

Hi, Chuck, =

I've attached the file you want. It's really beautiful, and I'm sure you'll like it. If you
have other good files, you can mail them to me, too.

By the way, I'll have a party for my birthday next Saturday. Do you have time to
come? The details are:

Date: October 23

Time:18:30 P.M

Place: Hsiong Chin Seafood Restaurant (Tel: 853-1234)

Best wishes,

Joan
832-0000

N

1 SR

. HpEREK

— M AEE: R ANIRRE . FRE. ESC. ALSREEARIE. YEEK.

(—) &M A (Recipient )

W Nk To: Wi A B E-mail Hidik

PR AHSE Co: B2 IE TR E-mail #idik, HUSCHE A FNIEADIE(E B
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IR ANHHE Bee: BESZHE AR E-mail ik, (RYUE AAFIE LIPIAME B

MR BN IEN FA L — N CATRERX 7 RS e £8D, A IER B R
e “replyall”, MIARRBIERMEN KIENTPIERH R ELZ DN T EEIIEEA A
RGO, B, IRATROZ A (B E FrA BIabiax & .

(=) ###2 (Subject)

M. RERE. BB, —RBEE TR TR RS,

TR BE-EARTH.

e.g. Re: ABC inc. / Home Depot vendor-solar light /DEF Co., Ltd.

3#T: ABCine fREX AT 4, W4FEERE EXTRAR S, RrTia
HHE 8 ; Home Depot vendor-solar light 1 #fi3 7~ 3 77 /2 3 [ e KA 1Z A 57 Home
Depot A FHBEXT HIHERN R, BERBASE ), 51 4% J7 %88 ; DEF Co., Ltd. AARETT A H .
[FIR, JXFEVCE R ERA, RIAE2 P A B R, AT J7 H 5 R il 48 %o
Bt1 “home depot” F& FIX IR

(=) EX (Content)

1. #KIF (Salutation)

H52k#7, H Dear + Title e.g. Dear Manager

R4, H Dear+ 424 e.g. Dear Peter / Sophia

JHK, H Dear All 8 To whom it may concern

2. JF3k (Starting)

RURR, AREE.

e.g. This letter is to... / I’'m writing to you for.../ [ would like to...

(e R P 5 47 5 BEART P AL 381095 T4 A T R A

e.g. Thanks for your email dated 7" Aug. concerning / regarding. ..

Further to our telephone conversation, I am writing to inform you of...

3. Wk (Letter Styles)

REX
(Semi-indented style)
Dear Mr. Jack Nicholson,

I’m a member of ME department of SME. At present, I’'m in charge of manufacturing process of NO.6789. Could you please offer
us the files of this type before next Wednesday?

Thanks for your support to our factory all the time.

Best regards,
John Barrowman Supervisor
Manufacture Engineering Department
Tel:021-77788888




4 SIEEEHE

Fakat
(Flat style)
Dear Mr. Jack Nicholson,

I’'m a member of ME department of SME. At present, I’'m in charge of manufacturing process of NO.6789. Could you please offer
us the files of this type before next Wednesday?

Thanks for your support to our factory all the time.

Best regards,

John Barrowman Supervisor
Manufacture Engineering Department
Tel: 021-77788888

4. 25915 (Ending)
AN BOCE A EEER, SRR RS SR
e.g. Hope to receive your email soon.
We await your satisfactory news.
Thanks for your attention / cooperation with us in this matter.
(w) 4Ufn4 %% (Polite Endings )
(1) If you don’t have a contact name:
Dear Sir or Madam
Yours faithfully
(2) If you know the name of the person:
Dear Mr. / Mrs. / Ms. Jones
Yours sincerely
(3) If your know the person as a friend or close business colleague:
Dear James
Best wishes / regards
(4) If you are contacting a company not an individual:
To whom it may concern
Yours faithfully
(&) %2k (Signature)
BRENEL. REABHITIMAR ., Hilk, Bi1ET., £EE.

Wang Dabao (£ KF) (David Wang / Wang Hua )

Technical Department, Deputy Director

COSCO (Guangdong) Shipyard Co., Ltd.

Dasheng Industrial Estate, Machong, Dongguan, Guangdong 523146, China
Tel: 0769-88286988-6611

Fax:0769-88231981

Mob:13922960336

Email: wangdabao@cosco-shipyard.com
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=. EMESIEEESEmM

(—) offF 238

FRAER . VOO HE AR N AR . - A EIRE, AR AT RAER
P B P SRR ARV TR B R REAT O, B s A BRI, FRJ B A3 5 H R & . AR
52 A IR AR S A D B S A e

(=) WHAE

(D) EFEEEMFE. F'5. Bil: Times New Roman 5% Verdana 5§ Arial. 10 5.
BT,

(2) WARBENRE. Bi%. . AEERSEEEE BT, BERIERITK, &
AN RFHERELD, LRSS S BHEX, B BPEE—17, T
Tib e X THIFETE, 2SI ATEE N BHE & P IR ST AN KA — TG 2L
M5

(3) LHEB—AFR, ZHPENES, BRRRMEMS,.

fln: JEA): We’ll send you the samples tomorrow.

&4 : Samples will be sent to you tomorrow.

(=) "R RIE

R IR PFAE R IR Z BT, TR AT 7 HELR ) I R A R A REERS
X7 WA NHBEHER 575 . FRE GRE H  SCRIERZRTEIR. A o807 M
CAFNE, XENAETLREHR “RIE”.

(v9) dRprE 5

G 24 /NI EIVEN, FRAR A S ()2 PR/, — S8BT AR 2 0 26— I 1) gt
B o 27 MR I T AN BE B &2, R g 0t 7 U B e e B R4, IEAEPTUE I ] b 3,
WM 28 T 0 E 5

FE R R MBAF , A SRUT S RAE SN T A4 AR, T/ sy “ B 27 #l EaRk
1%, FREEK “RE” SBoKMZ, X REATE L “RE”, EEREA RGBS

(&) WFE R

B KB TFRAG I an SRAG A s 4 N e, AR 5 0 [ A R R 95 42 iR
S IRIRAR 2 7 I LA P AR A B AT RUAR 2277 it B B R TAEAS, IXFER T R IFA
i ARBERN BB, e B R P HBR T o ERIE — N - il e, 2
[ 55 I T DASE A R i B
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II. 55

—. BEHEL
(—) #3 X (Blocked Form)

Johnson & Johnson
1 J&J Plaza New Brunswick,
NJ 089333 U.S.A.
Tel: 732-524-0400
Fax: 732-525-0622

E-mail: carrie@jnj.com

Date: 22nd July, 2014

Soft Health Care Product Corp.
Room 2301 Yili BLD

35 Nanjing Road
Shanghai, China

B Sk o a il 238 5

Attention: Mr. Wang, Import Dept.

Dear Sir,

Re: SHAMPOO

We have received your letter of July 10th enquiring about our JOHNSON’S Baby Shampoo with Natural Lavender, but
unfortunately, the stock of this product is running low due to the heavy demand. But we will inform you as soon as the new supplies
come up.

We sell a wide variety of Baby’s Shampoo. All of them are made of the NO MORE TEARS formula. For your reference, we
enclose an illustrated catalogue of our shampoos and we hope you will find it interesting.

We hope that we can close business to our mutual advantage in the future.

Yours faithfully,
Johnson & Johnson 553k AR
Doris Ferguson

Doris Ferguson

(Manager)
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(=) 4 # X (Indented Form)

The Electrolux Group
St Gangsgatan 143 Stockholm, 10545 Sweden
Telex: 53892 SHELEC SS Our Reference No. H/W—T008
Tel: 46-8-738-6000 Your Reference No.
Fax: 46-8-738-6016

E-mail: hwlee@electrolux.com e

=)
I~
=
2
w
=
B
s
o
=
[
=1
—
~

Messrs. William & Warner
HARAZ NFI
105 Roller Road B R

Sydney, Australia

Attention Mr. Donnason, Marketing Dept.
Re: Shipping Advice of Freezers

Dear Sir, !

With reference to your order NO. F256 of February 5 for 1,000 sets of Freezers, we’re pleased to inform you that the goods
have been loaded on board the s/s “Peace” which is sailing for your port on April 1%

We’ve sent a telex to the above effect this morning. Please insure the goods as contracted and make preparation for taking the
delivery. We are now making out the necessary documents for negotiation.

We assure you that our goods will be found satisfactory upon arrival at your port. We also hope that we can close more
business with you in the future.

Yours faithfully, i
The Electrolux Corp. i
Horis De Wolley i
Horis De Wolley i
(Manager) i

iprimawaN |
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(=) % B FkRK (Modified Blocked Form)

SAMSUNG ELECTRONICS
310 Taepyung-ro 2-ga, Chung-gu
Seoul, 100-102, Korea

Our Reference No. ODL-11

Tel: 82-2-3706-1114 :
Your Reference No. E

E-mail: gsl@samsung.corp.com
Date: 23 December, 2014

Shandong Science & Technology Co., Ltd. o :
21/F Bright Plaza
138 Jinni Road, Jinan
Shandong, China

o5 M H WIS A

Attention: Mr. Zhou Jun, Import Dept.

B R 55k AR il

Dear Sir,
Re: Our Offer for PDA Type III-H

Thank you for your interest in our latest Personal Digital Assistant Type III-H.

As requested, we offer you 500 sets of PDA at USD140 per set FOB Inchon for shipment in February, 2014. We require payment
by L/C.

Because there is an increasing demand for this product, our price is non-negotiable. We look forward to your reply.

Yours truly, .
Samsung Electronics

e nya

Lavis Kim
Lavis Kim
(Manager)

—. BIEEH

(—) &3y

(1) {53k (The letterhead);

(2) %5 A HI (The reference and date);

(3) HHWALHAHAE (The inside name and address s
(4) FRFE (The salutation);

(5) {53 (The body of the letter);

(6) Z5EMUE (The complimentary close);

(7) ¥ 3K (The signature);

(=) MAmrsy

(8) EARIAE N (The attention line);

(9) FHH (The subject line);

(10) £5 (&Jp MRS ) (The reference notation);
(11) P4 (The enclosure);
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(12) #i% (The carbon copy);

(13) Ft= (The postscript, P.S.).

HARK RN, T I S5 S5 48 s A 1) 23 AR
=, BIEELER

(—) BIREM A=

China National Cereals, Oils and Foodstuffs 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
Our Ref. 15" November, 2014
Your Ref.

Messrs H.Roald & Co.
556 Eastcheap
London, E.C.3, England

Attention: Import Dept.

Dear Sir,

Subject: Aquatic Products

We thank you for your enquiry of 5 November.

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 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,
China National Cereals, Oils and Foodstuffs Imp. & Exp. Corp.
Sig.
(Manager)
Enclosures

cc our Shanghai Branch Office
P.S. We require payment by L/C for a total value not exceeding USD50,000

China National Cereals, Oils and Foodstuffs Imp. & Exp. Corp.
8 Jianguomen Nei Dajie
Beijing 10005, China
Telephone: 86-10-6526-8888
Fax: 86-10-6527-6028

E-mail: carl@cofco.com.cn
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2. H
Our Ref.

Your Ref.

;SO
E Messrs H.Roald & Co.
! 556 Eastcheap
i London, E.C.3, England

LIEEUN
LR L

7. i We thank you for your enquiry of 5 November. i
i In compliance with your request, we are sending you herewith a copy of our illustrated catalogue and a i
i quotation sheet for your reference. i
i All prices are subject to our confirmation for our aquatic products have been selling well this season. !
! Therefore, we would suggest that you advise us by a fax in case of interest. i
i We await your early favorable reply. i
8.1 Yours truly,
R
China National Cereals, Oils and Foodstuffs Imp. &
Exp. Corp. !
Sig. i
(Manager) i
10.
11.
12, 0
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. P P.S. We require payment by L/C for a total value not exceeding i
USD50,000 '

M. BEFHREEIEE
(—) %
WHEILT, AFEHSTIIEEIHAELREER, BEEEANAF AR, k.
ML« HLIE SRS AR BT BRARAIMIESE, A It 2R 2 R bR A5 B il B SR BN %8 7)o
. EHRIE ETEiA BT,
Bk SOCHEENVIMERE .
(=) %540 H
BT RAG NG S AR, DME RN AR, RN S A NS oE N SERE
HRAR K
hrE: FEAE S ANE ARk rE) (350,
Interstate Products, Inc.
511 Interstate Court

Sarasota, FL 34240
USA

Date: April 4, 2014

Shandong Foreign Trade(Holdings) Corporation Limited
51, TAIPING ROAD

QINGDAO, 266001

CHINA

FEB N LRI T, Bz B (3D,

OFFICE SYSTEMS PTY. LTD.

124 Oak Street Tel: (61-2)419 3209
Chatswood Fax: (61-2)419 4011
England E-mail: info@os.com.uk

Aqueous Technologies

219 Caxton Street

Santa Fe H
U.S.A.

Dear Sir or Madam.
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5%k A-H-4 (£, W: May 11", 2014;
H-H-4F (0, . 11" May 2014.
VR HIR HERGR W AT H R EOR, AMERCTRR, W: May 11, 2014 8¢ 11
May 2014; TfiAJ&: 5/11/2014 8% 11/5/2014.
(=) #H AL ARFHIE
HWBE AL T LR FHE, S5ES R AFMubb AR . R A2 B AT
TR, BH CEMNAFRIRRIEH K ERARE . KIFREHAR, BT —F
MNECLUH THEE NS4, 7] A BIES 3 P k.
fE: EUAD, HYTFmHT.
Bk FOCHhE MW NEIRE .
() #ef
SE N AL IR, BT 55 NFISUE AR R . TEREMFRE b, BWRE T4
FAOE HFIERE
frE: PN ARMHEER R MAT, ©55k.
Bk XHEA CGRENES): Dear Sir, 2% Dear Sirs, 2% Gentlemen
(C N4 ): Dear Mr+#E 411: Dear Mr. Smith
St CRENEA): Dear Madam, Y Dear Mesdames (Mmes)
(B5ek42): Dear Ms.+#E 41: Dear Ms. Green
R R E IR Ak FE: Dear Jack
(#) 2L
ERERBEENM S, B, INEDE.
frE: FHHN T,
i —MRE—BRE EIXGEH, & —BWEHERHRIECZHE. BBl —1
TRIAE R, BT R 7 B
(%) RIS
gE RAUE R FRALII Z R BAE I — M7 0, B Z HT RRIFARIE S o
MLE: FXTH, FkgFELEXF, kL.
ik WK 1 Piw.

*1 HRMIENE X
Salutation Close Occasion
Dear Sir (s) Yours faithfully Standard and formal
Dear Sirs or Madam (Mmes) Faithfully yours Used in Britain
Gentlemen Yours truly . .
Ladies / Gentlemen Truly yours Used n Ameriea amd Canada
Dear Mr. Smith Yours sincerely Formal
Dear Ms. Green Sincerely yours Used both in America and Britain
Dear Jack Best wishes (UK) Informal and between close colleagues,
Dear Linda Best regards / Regards (U.S. ) friends or relatives
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(k) &k
HIESEANAF LR, FREEA. FTEHEA KIRA .
frE: SiRHOEZ .
Hik: FEEAEL, TEELET, WELI=HEHER
(AN\) BRlfz A
T BWUE AR B — A BT T8 NS -
ArE: BHHNARMHEER T, FFkgEEL, 4adigNE.
5V%: Attention of Import Dept.
Attention: Import Dept.

To the attention of Import Dept.
(/L) Fd
HHEGERMER, EEE ANE T RS & B Ry SO 73 KK HE
R FROPAME SO, F5ktg (G, HadkikUEr
Byk: APAARE “Re:” BX “Subject:”, WAIPIAARE, @EH FRIZ,
4: Re: Your Order No.91368 for 1500 sets TV Sets
Subject: Your Order No.91368 for 1500 sets TV Sets
(+) £5 (2HhARKT)
5 IR A RIR S BT 7 A 1 44 1) i - BEAL R
FrE: VLT, FELEXF.
Hik: MAFEUORABA R EFEIT L, HE S8EMLSIF, TaMRE
ARG, UK N4 R — A58 K S 0. JS/MC(John Smith / Mary Carey )
(+—) ¥
FToRBEEMHE L T BE. XM, M ERSEER.
frE: 25 (BN ART) ZF, FEEXF.
5¥%: Enclosure: Quotation Sheet No.TP-62106
Enc. 1 Catalogue
Encl. As Stated
Encls.2 Invoices
HEE: WA b —4y, 079 B A 4 2
(+=) #i&
BERANARTEIRE =7, Rzl mENPiE4s HAbA
frE: MR, AN
H¥%: CC: Marketing Department (EH#b, U N F0HE #01%)
BCC: Mr. Smith (F&#>, Wi AAFIER DL, R R A HADIE N R E R 5D
(+=) WeE
WEARHT RGN GRIGEMBREE), TN 1Rt
frE: PR, FELEXF.
Bk EENEGNMERHIEM ST, DAagEsEE MO RENBR. ANEE
NEFERME R EIART, PAMEZE R E nEe A1k




