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1
Unit 1 Business Letter Writing

WTO

1.1

: , Conciseness, Clarity, Correctness,
Courtesy, ©C
(1) Conciseness( ) :

(2) Clarity( ) :

( 3) Correctness( ) :

(4) Courtesy( ) :
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(1)

(2)

5,20

(3)
Date

a. Bill

1.2

( Letter Head) :
E-mail
( Date) :

. :5,20 ,May, “

( Inside Address) :

Srong Esg.

325 Brook Road
London, N,E- 5
Eng and

5 325

b. Mr. Joseph Abe

327 Green Drive

Clarinda, lowa 51632

U.S.

(4)

A.
51632
( Salutation) :

327

Esquire [
Esquire

"ska | Henry Barker Esq.

( )



Dear Mr. . ..
Dear Sr
Dear sirs
Dear Esq.
Dear Madam
Gentlemen

Dear Sr or Madam
- Dear Mr. ..

Esq. Dear drs

(5)

tion) ,

4C: Conciseness(

(6)

Yaurs truly,
Yours sincerely,
Yours respectfully,

(7) ,

tor, Manager )

Remarks) :
( Subject)

), Clarity(
( Complimentary Close) :

Xiandai Shangwu Yingyu RTESEE

, Dear
Gentlemen , ,
Gentlemen Madam ,
( Body of Business Letter) :
, ( Informa

( Impelling to action)

), Correctness( ), Courtesy( )

Truly yours,
Sncerely yours,
Respectfully yours,

( President, Direc-

: ( Special
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u
Salutation
( )
Subject: 10, 000 American Apple Brand Computers
( : 10000 )
Body( )
( Enclosure)
: Enclosure Encl.
Enc. ,

Enclosure: Catalogue

Encl. : Invoices 5 5
Enc. : Order form No. 107 107
( Postscript)
postscript P.S.

Yours Sncerdly,
Bettie V. Metre

P.S. If you can arrive here this weekend |’ Il drive a car to meet you.

1.3

(1) ; 4 5
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Example:
Guangzhou Industria Products

Impoart & Export Corporation
1025 Haiying Street
Guangzhou
China
duly 25, 20. ..
Metre Trading Company
2405 Green Broad Street
Los Angeles, CA 90027
U.S A.
Dear Srs,

| thank you for your letter of July 10. We are delighted to establish business
relations with your company.

As you know, it is our pdicy to trade with countries al over the world on the
basis of equality and mutual benefit . | am sure that we shall be able, by our jant
efforts, to promate business and our friendship.

| am sending you 2 pamphlets and a pricelist covering our exports. Please advise
what articles you are interested in at present.

Your early answer will be highly appreciated.

Sncerely yours,

Wu Zhan-feng
Sdles Manager
(2) : :
Example:

Fenix Corporation

1024 S. Adraw Street

Los Angeles, CA90013

May 5, 20. . .

China National Import & Export Corp.
Chengdu Branch
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Chengdu
China

Dear Srs,
We wonder if you would be so kind as to send us a pamphlet of your hardware prod-
ucts. We want to establish a busness relationship with your corporation.
It shall be a pleasure to hear from you .
Very truly yours,
Henry Bedell
Executive Director

(3)

Example:

Shanghai Computer Corp.
327 Sichuan Road
Shanghai
China
September 12, 20. . .

Mack Corporation
2309 . Louis Sreet
Los Angeles, CA90027
U.S A.
Dear Srs,

We are pleased to place with you our firg trial order of computers as enclosed.
We hope that this will lead to a good business relationship between our two compa
nies.

Please fax us your sales confirmation with prices on CIF shanghai.

Yours sincerdly,
Jia Tao
General Manager



1.4

9.5cnmx 16.5cm

(1)

(2)
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11cmx 23. 5cm

Lu Xing Samp
Gold Sar Corparation VIA AIR MAIL
507 Tianniu Sreet
Guangzhou
China Andson Co. Ltd.
2709 S. Peter Street
New York 3. N. W.
U. S A
Samp :VIA AIR MAIL,;
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BY AIR MAIL Samp
Smith Co. Ltd.
2983 Dovd,
Austin Tx 78751
U.S A.
If not delivered, please return to
Sano & Son Co. Ltd.
1025 Green Street
London S. 5,
England

If not delivered, please return to” :
: BY AIR MAIL PAR AVION

New Words

busness n. ,
conciseness n.
clarity n.
carectness n.
courtesy n.
address n.

sir n.

madam n. :
signature n.
presdent n.
director n.
manager n.



