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Business Letter Writing

" C”
1 Clearness
2 Conciseness
OO
3 Courtesy
August 18 2001
Dear Sirs

One of our customers is interested in your bicycles particularly
Model No. PA-10.
Please send us a copy of your illustrated catalogue quoting
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your prices FOB Shanghai if possible. Meanwhile please indicate

the time of delivery you usually offer.

Yours faithfully

August 25 2001
Dear Sirs

Thank you for your letter of August 18 2001 inquiring for our
bicycles.

As requested we enclose a price list and a copy of our
catalogue for your consideration. All prices are quoted FOB
Shanghai subject to our final confirmation. Generally delivery
can be made in two months from receipt of an order.

We look forward to hearing from you again.

Faithfully yours
Encl.

Layout of a Business Letter

1. Heading

1  AMERICAN EXPRESS INTERNATIONAL BANKING



CORPORATION

102 HSU CHANG STREET HONGKONG

TEL 5-27152715 FAX 27113491

2 THE AUSTRALIAN TELEPHONE & TELEGRAPH
COMPANY

96 JEPHON STREET TOOWONG QTD. 4066
AUSTRALIA

TEL 07 23719033 FAX 23741225

2. Date

1st December 2001 1 December 2001
February 15th 2001  February 15 2001

9 2 2001
2000 2 9 2000 9 2
3. Inside Address
a.
b.
C.
d.



Messrs.
Messrs. John Smith & Co.
Messrs. Black & White Co.

Mr. Doctor Miss Mrs. Ms.

1 Allen Incorporation
1470 St. Louis Street
Los Angeles CA 90015
USA
2 The Manager
Bank of China
8 10 Mansion House Place
London EC4NSBL

A.
a. Mr. John J. Wiley
Ajax Oil Company
246 Broadway
Oklahoma City 5 Okla
b. Mr. Charles Snow
Robinson & Co.
701 Grand Street
London United Kingdom

a. The Traffic Manager
Benton Bolt Company



344 Rue Road

Chicago 39 0.

. The Sales Manager

H. G. Wilkinson Company Limited
245 Lombart Street

Lagos Nigeria

. Peter J]. Rowe Hat Co.
33 Lafayette Street
Tampico. Fla
. The Universal Trading Company
660 Cambridge Street
London W. 27
Salution

. Dear Sir  Dear Madam

. Dear Sirs  Gentlemen

. Dear Mr. Harrison

Body



We hope to receive your early reply.

We look forward to your confirmation at your earliest
convenience.

We await your further instructions.

Hoping to receive your early reply.

Looking forward to your confirmation at your earliest
convenience.

Awaiting your further instructions.

6. Complimentary Close

Yours faithfully Yours sincerely Yours truly Faithfully

yours Sincerely yours Truly yours

7. Signature
Mrs. Miss Ms. Mr.
per pro. per procurationem p.-pro.  p.p-.
for per pro.

per pro. Alfred Johnson
xer xro. South Philadelxhia Hat Comxan3
8.



1 Carbon Copy

C. C.
C. C. China National Light Industrial Products Imp. & Exp.
Corp.
C. C. Prof. C. Y. Cheng Hongkong Chinese University
2 Enclosure
Encl. Enc.

a. Encl. Order form No. 512
b. Enc. 3 1. BL

2. Invoice

3. Certificate
Encl. Under separate cover.
Encl. Asstated. Encl. as
3 Attention xxx Attention of xxx

Attention Mr. David Jones Business Manager
Attention of Mr. J. Nida
Attention of ...
4 Subject Heading  Caption

Subj  Re “ ”

Subj  Your Order No. GICL 503 for Sugar




Subj  Zephyr Silk
Re X’mas Decorative Objects

Re American Raw Cotton

1
2
“ 2" " Page?2”
3
4
Superscription
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VIA AIR MAIL  SPECIAL DELIVERY

4

a.

PRINTED MATTER

b. SAMPLE

C.
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a.
b.

e
f
g.
h

COMMERCIAL PAPER

Kindness of Mr. ...
Private

Personal

Urgent

. Confidential

. Please forward

Poste Restante

. REGISTERED

Exercises

I . Plan the layout according to the following particulars

Sender

Receiver

Date

Johnson Supply Corporation 376 Sutton Street San
Francisco California USA

Tel 02 2463 5674 Fax 02 24675468

Mr. George B. Shelby the Tranco Company 45 Fifth
Avenue New York NY 10012. USA

Thirty of April 2000

Remarks This letter is to be signed by a staff member on behalf of
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the firm.
P . Address an envelope based on the following addresses
Sender China National Light Industrial Products Import & Export
Corporation 82 Dong An Men Street Beijing PR China
Receiver John Simon & Co. Fernhall Drive Redbridge London
E.C.1 England
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