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1. =3k Letter Head

fR S A PR A AN IE 2 (255 N ERAT BB A7 1 44 K ) AL L i 3558 Ly
10 R S AL B S5 SE . th TEUA TR R R A TENEF Y, 545 AR 25 )
KXo
{5 38 H BN TR AR BB (R AR TR A IE 8] | iy 22 A RS AR A0 B4 s A
A o FEHEFIIN T8 2  RAT 0 44 FRHETE S H T, LU AR AT Mk (B3 R) S R E
BT AR FRANE ) MR A LG i A4
f5]: Name: BARCLAY BANK PLC, International Services Branch
Add: No. 34 Barclays House Wimborne Road
Poole Dorset BH15 2BB, Scotland
Tel: (0203) 678345

2. HEA Date

PRATE R B RS 12 5 h SUE BN [0 v SOAE RRE R H S 78 V8 0 T
& SCA PR A H I 5 78 1 SCZ i
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BAERAG R WATIA T 7 e 509 5 e, HITERR S L AT A R ) o

H I35 3B 5 KECA de XM FIE S : H/ ] /74 (4n:3rd June, 2003) Ry 9
Tk, HIWTERT, A 93 7E)5 s A/ H/4E (40 : September 24th, 2004 ) Ky 3£ 5%, A 1ERT .
HINTENG o (255 H I, B 4R 0y b 40k, P14 2005 5 A 055 iy AN m] H B it
TR B S SO PR, A B 48 B 2, i g “Jan. ” B AR “January” o 4]
W, 7E AT Y SCHRAT R LI, — 8 25 B BE N 5%, I SIS A2 o [ AR A T sl ik
FEZGARATH, AT AR e H O AR BT B s G R WE AR 36 EAR T T BUOR
ERBRATI, T D IRSE “H VH A Iy B5 .

H I B S P 8RBT o 280G 00T , 7R IS T AR L5 T 0 S 00 N FH T 4K
iR B, 4 “Your letter of the 3rd arrived today” . H 28 3% ¢ a3, il 4 :8 H 13
H , AJ 52 August the thirteenth ¥, the thirteenth of August,

3. Z = Reference

RSN T TR T 2R I Y TR A X (8] 58 A pR R R R
{595 DMEMGR AN . B —BATHT 2 84 474k, 40 Your ref. : GW/352,

4. {1 Inside Address

15 P M AL 8 UL N Y 1k 24 A A Mokt , sR0CE AR A T 10 4% FRAE 15 Motk o
B — O TR A B AL TR ST 2 2] 4 frhb. FDGEHHE RS S
AR 2 , S SCAME B P Bkl () 5 2 243 BBl /NI B 64T, S = A7
(5=
Wefs N2 PR R
FRAEFRTT B AR AT 24 FK (name of bank )
AT FTAEATIE ]S (house number ) #1753 44 (name of street )
FRAE T 44 (name of city ) M 44 FITHE B 2 65
[E % 4 (name of country )
KT BATIG AR S R 8, A PR O - 90 X5 VR M UE AT R IE 5, i 362X
HEWAH
tn: A. Chase Manhattan Bank N. A.
1 Chase Manhattan Plaza
New York, N. Y. 10005
U.S.A.
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B. Mr. Xx x x
Division Chief
International Department
Bank of China
410, Fuchengmen Nei Dajie
Beijing 100818
P. R. China
TE S SCAS 5 v [ 4 ), S PR i % 2R DGR PR B o 44 B4 5 il —
ANBAGA] T Z AN AT O B A REORE o filhn * B ifg” 1 245 B “Shanghai” | T
AJ2 “Shang Hai” 5}, “Shang-hai” .
TIA, QAT BRI TS 45 LN 24 il 24 B SRS DS 5 7E I AL 4 FRATIN | “Messrs. ™
Al Mr. (5240 “Messieurs” (9475 . -
Messrs Harrison & Werner
32 Duke Street
London N. W. 4
England

5. £ A= Attention Note

U5 B E B AR T A AR NGB T 2 A T B 2 NS
A. CITIBANK N. A.

339 PARK Ave.

New York, N.Y. 10022

U.S.A.

ATTN: Outward Remittance Section
B. CITIBANK N. A.

339 Park Ave.

New York, N.Y. 10022

U.S. A.

ATTN: Mr. J. White

General Manager
6. FRMEE Salutation

PRIFSLM “H53K" R EAE AR UE NRIFRIE o B EA AL 0 4R T SR K [m) e iy A

ik B < At B
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I Mo B4 B AKE 5 + ] Dear Mr. /Doctor/Professor + (surname ), ffl Dear Mr.

Tk B = At B

4
)

T ] ot

Hurrison, Dear Doctor Smith, Dear Professor Xia %% ; 5 25 HAKZL A4+ ] Dear Mrs. (%}
CF L+ )/Miss. O RIFL 1)/ Ms. ARFTEFIRR O 1) s B ARSI L L
B GaE R d I 5 ] Dear Sirs (3 5 28 1] 5 )/ Gentlemen (2 8 5§ fin % & ]
)55 G A B DL % - i ] Dear Madams; 5 25 8 1 H: ik 44 %5 1] Dear Sir/

Madam ; QAN 77 W] FRIFAS , 7] B 425 HSkf , 40 Dear Mr. President,
7. EHERER Subject

FHARE ] TX B E B EAR A A BEAT R R A 2, U (W (s N RE BB AR Pt 1 i 5
R FZNE . T HEZIALTARIFAT T 75 2 2 4 154k, AZe 028 i o FF s T b g
A (W)
%ltn: A. Our Terms and Conditions
B. Request for Correspondent Relationship
C. Your L/C No. T -23424 for x x X ...

8. IE3Z Body

IESCRBRAT R LA 4K, FE DRI S E 0 H i & £ NS X b TR
B4 s W, DR SG BRT X TE SCHA AT A Sy RO o TR SO TR AR T 5 2 3 4 474k, 38 5 H
DL =364 20 5 JF 3k (Opening or Introduction ) ; [H [ 8% 4f -5 B ( Purpose paragraph or
Details ) ; 4% % B ( Closing paragraph ) .

T3k BEAY A R ECA  BIAMSCEI X 7 15 eR 2 S R I R W S {5 T A 2

H A EAn 5 By N 28 22 RUA A SC Y AN, BEE SR IR I e g, 55060 R) 3845 50
o

SE B B R A A5 OT WA B R RRIOIT R AR

RITIE R

R TTFIFRHME” , R IT SR R R 2" o T TRIRRIE S S AR T
WZIENZR IF HAR YRR SR 24 A4k 2 BORBZ BN TRYHESS o DTSR BRI 1202
TG ERT S RN @R O 75 BALBE TR T . 7RI LA 40— S
LTI SR 8 1 SO Sk A X, DA 1 o

A. Kindly inform us that .../ Please let us know that . ..
We shall appreciate it if you will inform us that . ..

We should be glad/pleased if you would inform us that . ..

ocnw

We wish to inform you/advise you that . ..



B—% ROFRAPENFIER

E. We take the pleasure of informing you that . ..

F. We have received your letter dated . . .

G. We acknowledge the receipt of your letter dated . . .

H. We thank you for your letter dated . ..

I. Many thanks for your letter dated. . .

J. Replying to/ In reply (answer/response) to your letter dated. .. about ... we have
the pleasure to inform you that . . .

K. Referring to/With reference to/In respect to/In answer to your letter of ..., we

wish to inform you that . ..

&

In respect to the captioned collection, we are informed by ... that ...

<

. At the request of your clients, we would ask your assistance in . . .
N. In conformity with/ To compliance with/In accordance with your instruction of . . . ,
we take pleasure in . ..

O. We are sorry to say/We feel regretful that . . .

P. We regret to inform/advise you that .
PA R AT AN a0 1R - “‘*?ﬁﬁt ------ N(1E S SRR N2 S N
g -eeee” “%élila ------ I R B PR R " R BA T8 P 2R
RITIE RN GRS
RIS DS 55 S S RS I 5 7 8
X7 S U 8 S PRURRRA X 2 0 7 3 BSA) R AT s HEARK A B il A 0l 7 I 5545 R o
WIS R IR
A. We are looking forward to hearing from you at an early date.
. We are expecting your early reply.
. We are awaiting your reply soon.
. We are expecting your favorable reply.

. Please write to us at an early date.

. Please reply as soon as possible.

. We shall appreciate it if you will give us your early reply.

] E\IE‘H)E#I%/\FH%'%P?

B
C
D
E
F
G. Please write to us at your earliest convenience.
H
I. Please cable your decision without delay.

J. We thank you in advance.

K. We reiterate our thanks for your kind cooperation.
L

. Your kind assistance in this regard would be greatly appreciated.
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F—F ROBRAEMMNER

. We would express our sincere thanks to you for your kind assistance.
. We apologize for the inconvenience caused in this respect.

. We regret the trouble that may have been caused in this respect.

We shall be pleased to render you our sincere services.

. We assure you of our best services at all times.

PO T OZZ

We shall be pleased to be of best service to you at all times.

9. L5RFLiA

AL DU H W15 R 7EZS FRAME TR BB ol SE I o R AL T IE S
BRJa—AE 7 2 B 4 174k AE 58 3 UE B b 5 ZE 0 A0 5, AR 57 8 2005 e Az T

AL o ZEFALIRFVPRIT A A F TR E 2L, O LB AN, PR35 1 R WU — B
PRI 45

Dear sirs Yours faithfully

Dear Madam Yours very truly

Dear Mr. Smith Sincerely yours

Dear Professor Wang Cordially yours

DA RS 2 FRAEARA TR e R e, et

President S\, M 23 Vice-President g a3
General Manager 543 Deputy Manager Fll %3
Assistant Manager 2 F B #ll Section Manager K

10. %% Signature

BEEBRATE KA AT 240 R BB AR BA BN . BRAT (5 PR Y25 44 10 W 20K
T J5 M EA T 74 . WRGE N KA, 77784 Nl 2 S AT s R A AR I o
-
A. Truly yours,
( signature )
John Smith
Deputy Manager
B. Yours faithfully,
('signature )
Mary Owen

General Manager
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C. Sincerely yours
Zhang Jian
Assistant to Mr. Guo Jing
(Vice President )

T BRATAE R S

TEERAD 55 A, 8 TS S ER D (45 3k 25 X0 7, 75 B R il LAZE AR A 715 R
BEn—LEER8 5o DUR 2 JUAF 322 A% B n5R 43 «

1. P AFITEIZ M Z U E S £ Reference Initials/Identification Marks

AR EIERA ARAT 7 R 24 e S 5, BT LR B Wl LUNG . 35 il H
B % (colon) . 25 (asterisk ) 5 #HE (slant) T o A ANSRAE Rt 7 R AT B 5 09, WA

PR . <
WI/MO—##5 A\ William Idsardi (1) &+ S5
FTEI A Mary Oven [ E 7k *

JS : SR—4U#5 A\ John Smith [ & FH):
FTED A Sheely Reese [ 78k
GW : GP— Ll A\ George William ) &5 7+
FTER N Grace Parson [ F1F

B = At

2. Bft4E Enclosure Notation

FEAR P ARA T BRAR T BEX 43, AH — ELFH R A BRI SO, 250 1 BT 1
FERILNES , UAE SRR IS AE NG 853 BUAAAE o W B L T E R AT . SR
BARG B:02: “Enc.” 5 “Encl.” J] TAH — M BHF A1 B ; “Encs.” B¢ “Encls.” HI T4 Pifh
S FOY LA b B AG S BC 5 “Encs. (3)” 8% “Encs. (4)” I TBHAA #H OB B 0l . 4n s

A.

Encls. : 2 Invoices

1 B/Lading
1 Product Certificate

il

¥ 4] i %

Encls. : As stated. (FHFANSC) o FEIX B HCT , B4 45 FR A0 0 E 76 1E S0 42
#.
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Enclosure: Survey Report
3. #pi% {4 Carbon Copy Notation

WK Ko ARG ZOREAS oK Y B 28 S HLAB N, i 3T | “CCT P RE, “CCT 2
“Carbon Copy” W85 . -

C.C. : George William

cc : Stephen Hill

c/c : Construction Bank of China, Beijing
4. Bt Postscript

WARHRIE SUR BRNA  ERAT(F R P AR, BRAES 5205 5 AR ZAE A oK rprh
B0 =R i o S B U S T R NS i 0 E D 7 O R A R
Fno Wi

P. S. For your convenience, please turn to page 23 of the enclosed instruction for the

efficiency of the items.

Exercises

| Il Translate the following Chinese addresses and make them

in English style.

- P R ARAT Bl 459 B G R B AL Ty R A 77
5, MR EL 4B - 100009

2. dbmtmi & AN 2R 5L s BUOR A BEER , b mt T A 24 T R T

2 5, W Bt : 100031

3. VLPGERERHE I T2 | S, VLV R A i 66 5 AR

PEZNBE , HIRE A% : 330000

4. EARAT BATAE DR BIER, AU s BRI A R A 410 5, R L 2

fih: 100818

5. s BE AR S 2w S, JE i UE XN R 23 5, R G
fith : 100083

T J1T] B o o P At B
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‘ Il Please translate the following beginning sentences of
bank letters into English.
1. JEi 575 2005 412 H 9 H kiR
2. 51772005 4F 12 H 25 H kR , i
30 KT T A
4. QSRS REA oo TR R
5. FATHEMIE 507 x H x BT R R o
6. W x H x HESHy KRR, RATHE LT -
7. FATHL LR SHEHE S ST
8. FZHRSIAT x I x HOR R SER, AR @ 2%
9. AT PR HbE HI BT
10. 5347 x F x HORRREOR, Fed7ee--
’ i1l Please translate the following closing sentences of bank
letters into English.
L HE g
2. WARFITRER H A, FATEA PR
3. IHHH AR E o
4. I
5. X BATRALRY SR, AT HBOH
6. % 28 AT H R BRI TR A T RS A
7. %G R AME , AT
8. FATIRUEBEN; Ry R 55 -
9. Xt BHAT M4 T IS B 3R AT R IR
10. FoA7 PR Rl s oty vk by #5555
| Correction

1. Please correct the following dates written incorrectly and put

them right in the blank spaces below.
1) Dec. 12, 2005

2) 09/12/05

3) 12 -12/05

4) 12/25,05

M

=|0] |+

Tk o = At

\¢
4N

ifiii

dT

=
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=
—=

RATIE R AV RANAR

-

T 1] clE B o O P At B

5) 12°01,2005
6) October, 10, 2005
7 ) November 1st, 2005
8) 10th, December, 2005
9) 2005, 12, 03
10) November 03/05
11) December 9, Friday, 2005
12) 2005, 12 —23, Thursday
2. Please correct the complementary closes written incorrectly and
make them right in the blank spaces below.
1) Your sincerely
2) Sincerely your
3) Your Sincerely
4) Yours faithful
5) Your best
6) Wish to get your reply soon.
7) Happy weekend.
8) How about meeting you some day?
9) Yours forever
10) With respect

‘ Cloze

Please fill in the blanks in the following short passage with the words

given and make changes in forms if necessary.

3) regarding, express, right-hand, replace, house, spell, full, %
A) cardinal, apt, type %

O e e e e e i e e e e

If no space is provided for date on the letterhead, the date line
is generally 1  two or three lines below the letterhead. The date
line may start from the left margin, or appear on the right-hand
side, with the last figure serving as a guide for the 2 margin. It
is advisable for you to follow your 3 style.

4  the date line, you should pay attention to the following
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points :

a. YEAR should be typed in 5 , never abbreviated. For
example, 03 can’tbe 6  for 2003.

b. MONTH are preferably 7 out in figure, so as to avoid

confusing. For example, 12/11 is November 12 or December 117

c. DAY may be 8 either in cardinal number, e. g. 1, 2,
3,4 ... or in ordinals, e. g. 1st, 2nd, 3rd, 4th.... If using
ordinals, you should pay attention to the numbers containing the
units 1, 2 and 3, because when dating a letter, beginners are 9
to write 1th (1st), 2th (2nd), 3th (3rd), 21th (21st), 22th
(22nd) and 23th (23rd) and 31th (31st), or 11st (11th), 12nd
(12th) and 13rd (13th).

To avoid making such mistakes, use 10

T ARAT A PR A X

PURCERATE R -B S % H A =AM 555150 (block style ) 25551 2 ( semi-block
style) F1471 73X (indented style ) ,{H H fif 5 £ ik 255510

o 515K

FEMAR A, IR (R4 B B Akl PRI ISk (B RAGE TN 4 44 55 ) #NE
7Eih s UG SR, Bk AT 517 2 028 —47 B85 Z A 2 WitT . X AIE BT (85T
T SUBFEIE M e T E B Rl ] BT R B SR R

BANK OF CHINA, SHANGHAI BRANCH
200 Mid. Yincheng Rd.

Shanghai 200120
P. R. China
Phone: (021)...

ik B = At B

4
)

¥ 4] i %
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Telex:. ..

April 4th, 2005

Our Ref. : LC/2312
CITIBANK N. A.

339 Park Ave.

New York, N.Y. 10022
U.S. A.

ATTN: Mr. Johnson Smith, Int’l Dept.

Gentlemen :

Re: Your T/T No. ...dated. .. for...in favor of. ..

We refer to the above-mentioned item and regret to advise you that we have just received

the cover of your captioned telegraphic transfer through. .. Bank.

In this connection, we have to point out that your reimbursement was delayed for. . .

days and our usual practice is to charge overdue interest for such delay.

In view of the large amount and long time delay involved in this case, we would
appreciate it if you could pay us (amount) being overdue interest for. . . days calculated
at rate of. .. % p.a. under advice to us. Otherwise, please let us have your reasons for
it.



