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Layout of a Business Letter

FEE R Z ) S5 AR T, X Sa R I B 21T & R AT AE &3R5 . FELEE BL, Z2 oM
TIRRAT R R ANEREE, BT, BIERETR LSRR . HS
RN AR G B S FE N EE T, Rk 15 5 % 7 # % 4R [ 5k
AV REZ

(=) FEAR

—feimE, IERREREE N BRI AE R

Guangri SHIRI Tea Co L, .,

No.25, Wayi Road Namang, fhk CSEASTER
Guangxi, 330031 China.

Tel: 0771-530022 Fax: 0771-530022.,

B (EEE8
12, June, 2015

r/’
John Smith.,

JNS Global i eFaant (R 2
5790 WalnutWood Way Dayton,

L Ohin America .

3 l—" BT (BEE)

rf

We thank you for your letter of March 16 inquiring for the captioned goods,

The enclosed booklet contains details of all our tea products and will enable you to
make a suitable selection.

We are looking forward to your reply.

=8SEX

Yours faithfully, ZEES (ED




GEES

1. 153k (letterhead)

FE—RBFESEANMERFE, WARAK, ik, BRI TEE K
WHBET RS SCOEFMER, FIGEHR AN, FECRZ DR, NS
TR E oK b E BT R XIS 33 57, SRR R 2 “No.33
Zhonghuan Road, Jingan District, Shanghai, China”.

2. HIH (date)

AR T — AT, HIHMBENIEN G, RE#RdEs. 0 “2016 4
11 A 15 H”R 5N “15th November, 2016 "E¢“Novemberl5th, 2016, 1 A2&“2016.11.15”
EAFIERXMLES .

3. HWAFFHbE (inside name and address)

AL WA N A4 FR AL, A5 A kB 515 B B —S.

4. FRIF (salutation)

FRIF LA S A A4 PR AR 22 R T7 o R 555 BRFRIF R K] “Dear” HIRR,  LLaxd Xt
JIMEE, W “Dear Sir/Madam/Mesdames”. WIR(E KT H AFN, WEBHZENKR
N, BRPERAH: “Dear Sirs” (FEF) Y “Gentlemen” (£ . W EE B4 N4,
M B A2 SRR, 40: “Dear Miss Brown”. 74k, FRPFH A DLH B Sk, BR
7+ BRFR. 22005, 40: “Dear Dr. John Smith”,

5. IE3C (message)

IECER A EE T E5EANNERMESR, GFEHFk. IEXCHgRE. TR A 4k
K SRR E

6. 45 EHUE (complimentary close)

RFRTRXIRS T (B4, S5 RAOE — S5 R IRRIFAE — 20 i N B

PRI 55 45 e 257 H X DY 5K 2R

FrE SRR A

Dear Sir(g) Yours faithfully
Dear Sir or Madam (Mmes) Faithtully vours

EERER

Gantlemen Yours (very) truly

Ladies/ Gentlemen Very truly yours A

Dear M. Morgan

Dear John Yours sincerely’ Smcerely

Dear Miss Green Best wishes (UK) FER, FERFZME
Dear Mrs. Smith Best regads’ Regards (U S )

Dear Ms. White

A A A S A A A




Unit 1 Layout of a Business Letter

%4, (signature)
244 WA EARYE IE G R AT g, — O S R AE 1 R T
PAERTRH-ERE R, 25RO A, W AT DN . BRI A,
RIEABILIAE, FBE RRIE I S OL T R — s B L.

(1) &3k Heading |

@ Sender’s address SHEEA HHE

© Date 5HY

© Special mailing notations HIZH03
© On-arrival notstions FEGCF

2} F¥3k Operiing e e e M e g

© Recipiant’s address KEEA Btk Catherine Davies {

() A?t[:'l'lfi(.l"l f HEER 15 Qingtong Rd,-1011 !
€ Referance (if any) = V= Pudong Mesw District, {
€ Salutation FHE Shanghai, PRC 201203 |

Movember 1, 2010 i

Ms. Mina Lin 2 |

Double Design
Room 205, Building 3
Lane 2438, Pedong Avenue

1 3) IEX Bady Shanghai, PRC

@ Subject EHEE
'{D Body of letter
A - 41 2

Dresar Ms, Lin:

Thank you for wour attention. | am writing to request an interview :
_ regarding Double Design’s opening for a graphic designer. {
f

| am a recent graduate of the Academy of Art University with 2 3
degree in Graphic Design. For the past six months | hava intemed with {
Studio Design in Shanghai, learning to apply the skills | gained in school. i
1 | would be very happy to have an opporfunity to learn more-about tha {
position and the possibility of working together.

| have enclosed my resume for your reference. Please feel free

l {4'] mﬂﬂﬂr}g} ta contact me for any reason at {021) 5184-3155 or over email at cath.
davies@yahoo.com. Thank you again for your attention. | ook forward to

m Clasing SRS hearing from you.

.-'0 Signature (hand-writtan)

| e

1B Narme (typed) 535

(D Title {typed) £>TERER

@ Identification initials

| EAES (EEANERES)
\GB Enclosure/Attachment

=
‘0 Copy to BUZitR
:G Postscript Bt

Bast regards,
Cadherine Davies |

\ Catharine Davies {
i !
Ehc (1) {

ce: Flora Lopez I

——

8. 2% 5 (reference notation)

W B B R BSE AT T BB RS, MK EAESHZ S H I HIA, 5.
BFSEE L,

9. XA (attention)

WA R E N (WA BREMEN, FTRAESE W A RRFI L S 77 BB R, &
7NN “Attention: 7 B{ “ ATTN:”



FSHRIBER

10. 43/ (subject line)

— R LAE E S B DS bR, DA T —HRAE ] I ORAB B B ORI AY, AT INAE
FRIFAIIE SC 2 (8] 5 AR LL “Re: (FHH)” Bi# “Subject: ” H ko

11. 3% C(enclosure)

By s N AT DO 2 i H 36 s REUHSCRISCAHME B, Bt 77 2% . W ILEI IS8
XA

Enclousure: 5 pieces of ...

Encl. 4: catalogues

Enc.1: invoice

Encls: As stated (130)

12. #+i% (carbon copy)

FRR RN “CC7. MFIE R — IR BEMRMTTN, WILEM AT J7 8 b
ERJAEN o

13. f#5 (postscript)

T Ab 78 U WA AEAS bR IR SO d 4R (s BN, TRk “P.S.” B “PS.”, fEIES
Fofs b N BRI 5 .

. China National Cereals, Oils and Foedstuffs Imp & Exp Corp.
8 Jianguomen Nei Dajie
Beijing 10005, China
Telephone: 36-10-6526-3888
Fax: 56-10-6527-602%

= E-mail: carl@ cofco.com.cn
HEWNES 15th November, 20--
ur Ref.

Your Ref.

556 Eastcheap

Lnndon, E.C.3, England
Attention: Import Dept.
. Drear Sirs,

. We thank vou for vour enquirv of 3 November,
!n_comil.ia.nce with vour request, we are sending vou herewith a copy of our lustrated catalogue and a
quotation sheet for vour 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 vour early favorable reply.
Yours truly,
. China National Cereals, Oils and Foodstuffs Imp & Exp Corp.
Sig.
+\\.__ (Manager)

b Enclosures ____/f*

cc our Shanghai Branch Office
P.S. We require pavment by L/C for a total value not exceeding USDS0,000.

/

(= FEEN
ERRMIIEAR AL EA =M. it TR & .
it ARG IS g 3, BUACR 55 i Y e



Unit 1 Layout of a Business Letter

E] The Electrolux Group

Bt Gangzgatan 143 Stockkalm, 105 25 Bmeden

Telex: 33832 SHELEC 5% Dwr Reference Mo, HIW —T0O0E
Tel: 46-8.738.6000 Your Reference Ho.

Fax: 46.2.733 6016
| Bl A

E-mail: hwlee @ electrolux com

Date: 30th March, 20--

Mesers. William & Warner

105 Rollsr Road

Sydney. Australia - HiERA
Bitentinm: Ty Diannsann Warketing Daptl

a----
o

J:ItSit,
3 k- Rhifiing dcalaralEiusein
With reference to your order Ho F254 of February 5 far 1,000 sets of Freezers, we'm

j pleased to inform wou that the goods have been londed on board the sis “Peace™, which is
salling for your port on & pril 1 &8,
Wo've senta telex 1o the above effect this marning FPlease ingure the goods ag conbrasmd
. and make prepamstion for taking the delivery We are now making out the necessary doruments
for negotiation.
. We assure you thet our goods will be found satisfactory upon srmvel st your port. We also
[

hope thet we can close mome busine se with woo in the futurs.

¥ours faithiully,
The Electmluz Corp. |

%Hﬁ%gﬂ '%Eﬁﬁiuj Feres D Wakley

Horis De Wolley

‘ EaEG (B anages

kA8 BT BN 20, BIBR 145 Sk a4 A X0 5% o
gﬂ-ﬁmu 491:'&1-“1:11.

1 k] Plazs Meaw Brunswick,
Hl GEARS3S W.A. A,
Tal: 73d-F34-0409
Fax! T32-325-0822
E-mail: carrie @ jnj.cam

Date: 12nd Fuly. 20—

Safr Heamn & are Froauer Earg.
Aaam 23401 YHi BLD,

A% Hanjkhg Raad,

Enangnai, China

ime Alr T 1 T
Drear Sir

BEa SHAMPOOD

We've received your letter of July 10th enguiring about our JOHNEOHN'S" Baby Sham poo

With Natral Lavendar. buf unfortunately. the steck of this product 13 running low dus to the
heavy dem and. B ut we will inform ¥ou as soon a8 the new suppliss come up.

L ] e
LIS Rl

Wea s21l 2 wide variety of Baby s Sham poo. All of them are made of the NO MORE TEARS
formuls For your reference, we éncloss an illustrated catalogue of our shampoos smd we hops
vou will find it interasting

We hope that we can closs business to our m wiual advaniags jin the futurse.

Tours falthielly.

Johnsen & Johnson -

Pazde Fazpasaw ﬁ;* ;].\

Doris Fargoson
1l

TR A N4 it ATk AT 78BS, WHON R TR, BIME Sk 2480 H I
KM, IESCRASE A, AL —.




RIS, 5B 20808 P20 1R,
B A% 205 15 BRI SO — B0 s pR I SO 1Rk, S S A A Xt R

F10 Taspyung-ro 2-ga, Claung- go
Seowl, 100-102, Korea

Tel: B2-2-3706-1114 Char Beference Mo, ODL-11
E-mail: g=lific snacsusnec orp.c o Yo Feference INo.
__ Date: 23rd Dec emiber, 20--

2 e
Shandonz Science & Technology Co. Lid = [=) -
21/F Beight Plasa — HS5HH
138 Jinni Eoad, Tunan EE
Shandong, Cluna \

Attention: Mr. Zhow Jun, Import Dept

£ BAXTA

Ee: Che Offer for PDA Type IT-H
Thank vou for youwr dderest in our lotest Pers onal Digital Asciztant Type ID-H

As reguested, we offer vou 300 zets of PDVA at TEDLA0 per set FOB Inchon for shipmest in
Febrmigry, 20 - We reguare pasyment o L0

Because there = an mereasmg demand Ffor this product, our prices = em-negpobtsble. We look
Forwrard to your reply

- - KA

Samrurng Flectronics

Larvis &Ken L

Lavie Fam

(=) ExEl

B AR IEAERE NS S, ik, (SEREARZROGMER . TEWHTE.
R B g3t ik 55 45 pA PN 10 HhE AH — EL

7 ke

71 R H

:Stamp !}
CTTTLIIITL
China National Machinery Import & Export Corp.
36, Jianshan Road
Dalian, 116023
People’s Republic of China

e = &7 ke Like
1A 1E . \-E%\H_-

ik ZE ¥R Xt

P&G Company

24MadisonAvenue

Columbus, OH 43004
(Remark) U.S.A.

(Blamapger) -



Unit 1 Layout of a Business Letter

fepibaNes ]

China National Machinery Import & Export Corp.
36, Jianshan Road

Dalian, 116023

People’s Republic of China

i A Pt
i BT

P& G Company
24MadisonAvenue
Columbus, OH 43004
(Remark) U.S.A.

(M) fEpEmE

B EaE =M %k EX. SR

L. ST S REFFRI I SL, S5 13 F 0. T DR L5 R T XU 2 BURAE RO
2452 BT % 0

2. TESCHAERRIE WA, FIHEMINER, BERL %R,

3. GRTEEREFIFIOMIN, A TR L R

AR R L S AR R L, 30 P 2t T 5.

(1) TERRETRAT, Rl AT R P2

 TESHAI R IR, LR 07 H SR SR BB

SO RO A I B — AL, I ELAREISRP SR . FI%2

- G FRAAIRJr F E L

(D) FERITAL SRR EL, S AJHET A A0 BRI A A RA D, B A
CLLIKI H IR R, BR R

HEAIE: e (HERE, TR o] G SO, BT oo

R (S, HERE EBA BT LI

PRTR: BT ) FOT NS

RIIE: TR RRATE (R BT | SR

(B) EESHEER

(ERERLRS MBEEL —, (EIRAERIEI, L. W, BRI HI5
SRR L ORER, BIFECh i <30,

L. 307 Cclearness): 192 530 JU B G A RSB AR 1 4 31 AR LRI
MR (EPEPYABLAGS. B, RS BBERT T SRIREE, LRyH
TR
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WS IR

Y

40 TP 5

(1) In case of the sailing from Dalian to Australia, we have bimonthly direct services.

(2) We have two direct sailing every month from Dalian to Australia.

PR TR AZ B, {22 “bimonthly” 7EA)FH T Re A ARIMEAE, NT
AGIEXSTT I, NIEFER)T(2), PRIER)ETEMWH] T .

2. ALH Ccourtesy): FRIMEIAFEHMZERALS, REFXE, EAMEHME . .
RIER Wy, RERE 7 BORMIE R, &HE T BANERSRMER, A
ik it 5 2 HIE S .

W R T AN

(1) Please reply early.

(2) We are looking forward to your early reply.

XARAER T HABIWAERE, A 7TQWREA)F()EABNZ, BALTIENTT
SRR, A1) A B, IR B SR Y

3. fili (conciseness): F55ACU T —VILLRER NG, DIILAE S o N Gt 2 (98
ME . TEREEPRAE S, ML F R, AR, CEEREREE
{7 BB T HuA I AR X T

LRI

(1) We have your remittance of June 6 in the amount of $300, and wish at this time to
offer our thanks to you for it.

(2) Thank you for the remittance of June 6 for $300.

BT QEA) (D). EERSED, ARERESERICMTEDH.

(73) HEHE

BEE LHRRI R Z N, R A R 5. RIS R, EE PR S
ACATAL FH P AR A3 ORI ik . PRS2 A5 B P 2 A AN T AL B — A 2, LA £
BRI . KR ESRRRAYE, MR R BT THUE N RIGA. $P I Nkss oy
A R LT BB AR MR, AR U AR UORAE I EEN AT, BB IE ST PEAIA 2 TR K
SRR AT LA TR AR 2 w] ) BARIR 2 07 R A J Rk, DA D5 ] L S8 5 T )
¥ /ARSI P T
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Unit 1

Layout of a Business Letter

/f
To

From
Dae
il Time

susan in@pearsoned-eam.com

sar032@aol.com (Shirley Taylor)
Monday, May 26, 2003

430:27 GMT

= Subject A-Z of Business Communications

. Dear Mrs. Lin,

| wrote to you on 23 May describing our new Gro-More range and enclosing
our latest catalogue. | have notreceived a reply from you and wonder f you
aclually received my letter?

| will be very happy to answer any questions you may have about out
Gro-More range and explain the unique features and benefits to you.
Alternatively | would be pleased to arrange for one of our represertatives to
vis you and bring some samples to show you.

‘Your custom is very valuable to us. Ifthere is any way | can help you,
please do not hesitate fo write to me.

Fi.
'™ Sincerely,

Shirley

Shirley Taylor
> Manager of Sales Department
K Kofft Trade Co., Lid.
- Add 15 Western Avenue, Shanghai, China
Tet +86 021 88654987
Fax: +86 021 88654988
Email: abccompany@alibaba.com

Product Catalog: Hitp/iabccompany.alibaba.com

.







