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MY FITER TERARAECBEIFTES HTESLAN B HR, REHFHABKXR

REINSIRNY , ST HITHEKD TS HIEBPBTRARFT —TERD TR, E£F R
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1.1 Language and Structure

AR B BSR4 o L 2 25 7C L KISS A ABC =AM, 7C J& 45 pRFL 2L
%3] Clearness (i %) . Conciseness (] {f§ ) . Correctness ( IE 7§ ) . Concreteness ( EH {4) |
Courtesy ((L3R) . Consideration (4&i50) 1 Completeness (5¢%%) . KISS JF N J& 225K bR H {5457
G /INETHE , B : Keep it short and simple. , ABC J5 | 232 5K pK A Accurate (MEFRfA YY) | Brief
(TR A9 A1 Concise (A1) o



a0

% / BRRIENE

1.1.1 Principles of Written Business Communication

=

(1) Clearness

“Clearness ()" R 8 FLHEZHA T MK 8 25 33K 5 U5 N 3t 00 ™ A SR kiR 25, iX
ST 22 R BCR AR 55 TG A I AE B SRR . B N S0 Y 4 ) IR S B4R
HITE B RREAL SCREAR i S L)) 2 i S R 4 v SCAE R B A O AR . R R
e fift T B0 ) RN By 45 4 T I s — B/ NI R 5 ik S e — A TR B — Bl W e 2
TR T R AL . A A7 NN IZ I S 3l 7R WA A ) £ B R 2 S AL A N ] S ) 2 715 i
HRE AR ER Wl LI Numbered” 55 Bulleted” 4 20l 351 —— 31 B,

(2) Conciseness

“Conciseness ({8 {#) " EER BHMF MR H0 5 RIEE F R MG B, 515 AN
B 2B A AT S BRI N S RUN 55 B UM G B 520l 55 T
Jr T B LA T B 3 S A 2 S AL S RS 55 BB IR .

(3) Correctness

“Correctness QER) " A3 5 47 i A 2R PFG L 1k St =55 4% T #0028 HEAff T ik .
—J7 TS AE MR R L 45 A s o) — 7 TR B 505 A B0 52 (1 XU . 5 1 A 57 A
RS SEJa AP AR A 1) T8 . 3 A A 405 Sk i v Qs 381 5 () 7 BN I LA 9

(4) Concreteness

“Concreteness (L) 758 (F HI4E S B 42 BRI B 915 5 bk 0 8 HT3E SUBTRI & U
W MR BES R FRB T AT 26 C 4 7 145 2 & R Jr i el
S RBNTEARGEE N 2 AR 55 K A s X R WA TE 4L

(5) Courtesy

“Courtesy CFLE) " NAS S H BE A 8 R B 48 9 SCHR 5 e U 57 38) /) URER A<, AT RE
BARMIALS R IR Il 55187 & o JCHRAE ST KA 4 iU BR2E 3R W 7 37 4 JUR 45
SMORNEAN R B R T A T8 2K

(6) Consideration

“Consideration ({150 "4 BE i 7£ % J7 1 # B o 25 5 RN B 0T J7 PR AR 25 . 3K R
REAS AL X 43 AR R R 0 B ST IEAE R AR AR RCR | [l B R — AP R i 2
J&# (being proactive) ,

(7) Completeness

“Completeness (538 ) ”—J7 T & 8 X5 I S W (R0l 55 P 5 28 28 TR 2 38 i b 2 R 5
W1 T ks S5k IR RS U T BT O 03— 7 DR AR 1R 5 S 7E S B By oe
BORERGH TR AR T L PR SRR,

O,



Chapter 1 7 An Overview of Written Business Communication

(1) Accurate

“Accurate ERA ) " JEFEFE LS 15 55 15 bR 2N FAZ X 5552 1 O T 55 Fr A A S 40 1y
IEBEATAFAARERS

(2) Brief

“Brief (A JEAHY) 748 7018 1)1t ) b 255 ) R4 ) 7y S A P 8 B ) R B T 06, [P AS
ZV BRI M =

(3) Concise

“Concise (R 1) 7 ZH8 68 T W] 1 B35 5 048 —Fh i bn A 4K 00 XU BEARS 2o 43 460
VAL WAL 53 2R

“KISS”/2“Keep it short and simple. "HIZlg 15 , 16 755 AR IS Al BE A /) ] 509 5
AR, AR pR L I AR AT R A R  DRAIE R 550 B RO

1.1.2 Structure

A

T8 55 R3S I — MR FH DU R Hh 7 1) 45 5 45 #4 (Structure) , 445 ; Introduction, Action,
Response il Close,

(1) Introduction

Introduction (A1) FR43%F 7 55 28 i Al & 8522, B X & pR A9 i DR AR A5 Rt X6 AR 19
W5 BB D AR BT JF LIS A YGEF RN . F WA 4T

o For your letter of June 1,2020,we...

» Further to our phone conversation this morning, we hereby make the following offer
for you.

e We are glad to meet you at the show last week.

(2) Action

Action(F73) 43 XA UGE 17 Bl 55 2SR 0 BAR BB, and o 0 BAR N 28, B 5 4%
SEARAL RO, S

(3) Response

Response ([0 52) 24§ ZRISAE AAE R A, Gnxd # o A9 8o x5 FHIESOIE A B A 45

(4) Close

Close (L5 HTE) 78— P /) 175 45 o 4 SC A [R] B AR 76 A R0 A b 55 10 46 R 55« i Wi/
NIRPAEZ (55 1527 ER 3/ AR TRD 20 BRI ) | Fon it &L 25 1 O 07 IR 2% 07 2045
WWAITAE

e We are looking forward to your early reply.

e We highly appreciate your kind attention.,

®



a0

% / BRRIENE

e Should you have any question, please do not hesitate to call me at 010-74420659 or

send your e-mail to me at michael(@163.com.

1.2 The Layout of a Business Letter

1.2.1 Letter

=

Parts of a Business Letter

N N A N N N N NN

I, — I AR 5515 RE b DL AR 2

(1) Letter Head ({§3%);

(2) Date (H#]);

(3) Inside Address (ENHHE) 5

(4) Reference Number (Z#5);

(5) Subject Heading (Ff5) ;

(6) Salutation (FRIFE);

(7) Body of the Letter (1IE30);

(8) Complimentary Close (£ H{TE) ;

(9) Signature (&%) ;

(10) Title & Contact Information (B4 BIEEZ ) .

(1) Letter Head {5 3k

15 KA 3% AR N TR W 19 44 7 ikl S T 2 %5 Pl 3% A% LRI |, IR 25 07 I R
W R kA AL B RO 55 F A I — e s e R R i 24 w45 Sk 4R, BAE— M 15 1E
e, BT SCTF A BRI T BRSO B 228 2 TR AP I 2 w8 — B

(2) Date HER

AR T S MW S UAT IR AT B, HBIRYAE T L H 24T 4, [R] AR 0 24T Y
7. SEEM I H /H /4 (month/date/year) , i 9% [ 25 [ 52 F1 s X (1) 25 152 H /A /4
(date/month/year) , TE{f HIFNF IS ZE M LA X 53

(3) Inside Address {5 [tk

ZER AT EE S B MRS WIS N 44 5 VIR 55 VA ) bkl M il g 7E 155 I R
Y SCfF B S B —FF 2 B A /N E R AU 55 A SCHE bk By BN WU A S

(4) Reference Number &% 5

HHZESmEAMMER .. H—  Av NS PR 2 H 8 T A5 007 d s i
B b B X AR A5 A (R A LA TR 38 . 7B b 32 g 2 w) e il B R 2 18

(5) Subject Heading 3= &1

a7 AP0 b e (5 AN B T A5 10

O,
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(6) Salutation FyMF

— Al F Dear + 144 (first name + last name) . ANHIIE 4 F0F, #i ] Dear Sir (4} %f—
A 8% Dear Sirs(EFXF AT A FIE L N . WE AT g Lo 0 ffi ] Dear Sir or
Madam, [RIF 3R 765 25 2 PEIUE NI TSR AR IR 25 05 5 75 247 ) I Miss SRFRIT

(7) Body of the Letter IF 3

TESCHR A3 Ry S A B A 3838 43 P LA 2 RS T3 2 2 5 0 1) O B i R — S AT R
B 77

(8) Complimentary Close 45 R&IE

EIERXBEE B4, % H “ Yours faithfully” “ Yours truly” “ Yours sincerely”
“Sincerely yours” B¢ “Best regards”4¢,

(9) Signature &2

ARERIy N B E NGREE L AR A TFATEH E .

(10) Title & Contact Information B 5 K EX &\

FEAFANR TAEIRSS AR 7 = ([ s s TS i HRFD 4T ERE 2 A4 9 T I fiFf
TSN — B TR R 2215 B 2 SR B Ry - 1 —Fh 5 =X

Specimen Letter

Letter Head ({5 3k)
Evergreen Luggage Co. , Ltd.

120 Nanjing Road, Shanghai, P. R. China 200082
Telephone:021-34657821 Fax.0086 21 86661351

E-mail ; service@egluggage.com.cn

Date( B#)

Date:November 9,2018

Inside Address ({5 A #ii)

Mr. Eugene Brigham
General Manager
- Four Seasons Merchandise Co. , Limited

' 2801 East Vernon Avenue., Vernon, CA 90058 USA



- Reference Number(&*%5)

" Our ref. SP1158M

Subject Heading( 87 )

i Re:Catalogue requested at Canton Fair

- Salutation (FRFF)

" Dear Mr. Eugene Brigham,

. Body of the Letter(1EXX)

We are very pleased that we met you at the Canton Fair last month. Further to our
- discussion on items in which you are interested, two copies of our latest catalogue with

i prices are enclosed for your reference.

You would find we carry a wide range of product lines in this area. Indeed,as a
leading manufacturer, we continuously provide our clients with quality luggage in terms
of versatility, reliability and design. Most of the items on the catalogue are in good
market demand in both eastern and western coasts of the United States. Please kindly
inform us the items and quantity you consider to order. We hope we can work out our

- first deal soon.

We are looking forward to your early reply. Should you have any question, please
do not hesitate to call me at 021-74328673 or send your e-mail to me at michaelw (@

: egluggage.com.cn.

- Complimentary Close( 45 5R&]1E )

" Yours truly,
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. Signature (254 )

" Michael Wang

- Title & Contact Information(ER&REXR AN )

Manager of Sales Department
* Telephone:0086(21)86661350 ext. 136

' E-mail michaelw(@egluggage.com.cn

1.2.2 Fax

.~/

Parts of a Fax

PPN

e BB L AETREE, L Tl e S ST AT R R % M 46 -

(1) Letter Head(f3);

(2) Recipient, Sender, Date and Subject (IStff A 254 A . H B FIFRED ;

(3) Salutation(FRME) ;

(4) Body of the Fax(JE ) ;

(5) Complimentary Close(Z5HRAKIE) ;

(6) Signature(&4);

(7) Title & Contact Information(§H 4% JZIE R D),

(1) Letter Head ({53k)

1R FLE A R 25 515 oA (Letter) AH W], A1 5 27 05 N2 IR 44 7 bk i 2 A
HL TR A% L Ol R BRAR S50 A . — A A B 1 2 W) 45 Sk ARl U LTI I 5
— BT EN 2

(2) Recipient,Sender, Date and Subject( ¥4 A .S A . HEAFIFRER)

X — 4338 il 1 58 22573k (Fully Blocked Style) R F AFIZFF AR IEZL FHRTT
fe B YRS | H IR T 7 ) —— 8 s W nT DU RS AT I I A 25, R A

(3) Salutation(FRFE)

0 Letten KBRIF RS, AT AT 5% 1. 2. 1P (6).

(4) Body of the Fax(IE3Z)

TESCHR 35 1E XA pR AR AR [A], AE2 DR 3R] 148 0 =05 R Bk

(5) Complimentary Close (%5 R 815 )

55 (R Letten (Y25 RAGEAII  PEATIN IS 1. 2. 1 1§10(8).

(6) Signature( %)

S Letten (24 A4 AN 258 5% 1.2, 1 hH9C).
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(7) Title & Contact Information (R EEZAR)
5158 (Letter) X R EP AR RGN BTES % 1. 2. 1 910D,

Specimen Letter
| Letter Head(f£3%)

Evergreen Luggage Co. , Limited

120 Nanjing Road, Shanghai,P. R. China 200082
Telephone: 0086 21 86661350, Fax:0086 21 86661351,

E-mail; service@egluggage.com.cn

Recipient, Sender, Date and Subject (414 A .4 A BEIFNERT)
To:Four Seasons Merchandise Co. , Limited (Fax:001-818-42596370)
Attn: Mr. Eugene Brigham

Date: November 20,2020

From:Evergreen Luggage Co. ,Ltd. (Fax:0086-21-86661351)

Subject: Discount Rate

- Salutation ( FRIE)

. Dear Mr. Eugene Brigham,

. Body of the Fax(IE3Z)

Thank you for your fax of November 19,2020 inquiring the discount rate for orders !
- in large quantities. In order to get the business started between us soon,we work out |

two discount plans for you as follows:
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- 1. Discount for any single order above USD 10, 000.00: You will receive a 2% of

discount for any order,of which the total amount is more than USD 10, 000.00.

2. Discount for any single line order above USD 3, 500.00: You will receive a 3%
discount for any order for a single product line, of which the total amount is more than
- USD 3.500.00. |

Meanwhile, the amount of your order is calculated on the basis of F. O. B, price.
Should you have any question, please do not hesitate to call me at 0086 (21) 86661350

- ext. 136 or send your e-mail to me at michaelw(@egluggage.com.cn.

- Complimentary Close( %5 5R&]1& )

" Yours truly,

. Signature (254 )

" Michael Wang

Title & Contact Information(ER & EEZ AFL)

Manager of Sales Department
. Telephone: 0086(21)86661350 ext. 136

- E-mail; michaelw(@egluggage.com.cn

1.2.3 E-mail

=

HL - WA R T AT B P WA RN A5 5 A S0 R 2 O T A ) — R 55
HHAER 720, TCIR A R RGN IR 2 7 Z 18] B4 246 K FR 43 #R 3 ik i R 44 1) O =058
Ao LR AR RTINS O LR TR T B A AR . — A

(1) Recipient & Subject (tf: AF1 350 ;

(2) Salutation(FRIFE) ;

(3) Body of the E-mail (1E 30);

©



a0

% / BRRIENE

(4) Complimentary Close(45HAKIE) ;

(5) Name, Title & Contact Information(& A4 W45 MEER(E B .

(1) Recipient & Subject( ik AF13E50)

ToAE N T R ER L R 2 45 . Outlook 453 WA I 84 R 55, if 52 Yahoo 45
ON T 0 L IR A 2R 9 P SR JECE AU A N F I ok R b 42 32 R [ B 2 A2 3 AT DAAR 9
DNTFESEINNES . VER R S50 5 — 2R S WIHB A 3280, DB IS AN 1 i il N2
BEAN X T ZEHRA T PRI & 45 5 O HRAS o DAE S 342 4 A a8 15 10

(2) Salutation(FRME)

IR 515 PR (Letten) AR PR AR AT S5 1. 2. 1 HiK(6) . F5 ZLE AR - th T LR
H AL A4S S, AR Z2 AR B 2R IVE First Name, 41 Dear Eugene 1% Hi Eugene, {H7EEt 2971
AT 7 TRV A5 T8 %) 2T 153

(3) Body of the E-mail (1E3Z)

HL R Sc 2 R ) 2. R AR S8 BGR(E B 1Y 2% — W) iE B R
AEORGH AR T F KR IR (HIE, S T 1 55 S I o A5 0 38 S 3 A48 L IE A S5 B AR
RO A S T S TR A

(4) Complimentary Close( 5 5R&iE )

515 R (Letter) B RAUER R RN BRTE S % 1. 2. 1 HRY(8),

(5) Signature( %4 )

5157 R (Letter) B2 24 300 AHIA] L EAHN TS % 1. 2. 1 (9,

(6) Title & Contact Information(EREZ BB R A )

S50 Letten) OXER AN AR, PEAI 2606558 1. 2. 1 eh 10y, [RIRFT A
T HRAF 40 5 AT RE AR B AR A S A

Specimen Letter

Sender, Recipient, Date & Subject(%& A stk A . BEAFNE5R)

From:Michael Wang <Umichaelw(@egluggage.com.cn>
- To:Mr. Eugene Brigham < EugeneB@fourseasons.com™>
Date:March 10,2018

i Subject:Pictures of new items

Salutation ( FREE )

" Dear Mr. Eugene Brigham,
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. Body of the E-mail (IE3Z)

Please kindly find the file of pictures attached. They are different styles of backpacks
designed for fishing. Please advise us if you want to add them to your regular order. :

. We are looking forward to your early reply.

- Complimentary Close( % 5RE1E )

i Yours truly,

Signature( &% )

" Michael Wang

. Title & Contact Information(BRERERFK)
Manager of Sales Department

Telephone:0086(21)86661350 ext. 136

* E-mail : michaelw@ egluggage.com.cn

1.3 Two Styles of Layout

1.3.1 Full Block Style

Full Block Style(5¢ 455 kA% 20 A8 T A 15 WA GG Hdik | 1F SCEETE N #1022 X6 5%
X2 2 Y P Y — b i 55 8 AR 1 B S AR 2 D AT DL A A A SR SR T T X R
., [EEF, 7548 A Full Block Style #% BT, 38 4 % Open Punctuation, Bl B R 7GR4T
AIATA IR

Specimen Letter

Blyco Textile Group B. Y.
Ossterstra 27524 DZ Enschede
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The Netherlands
Tel:0031(53)8666150
Fax:0031(53)8666151

Website: blycotextile.com.cn
Date: April 24,2019

Tianjin Textile Import & Export Corp.
106 Hebei Road, Tianjin, China

Dear Sirs,

Thank you for your letter of April 18, 2019. We are a company that is, for years

already, engaged in importing clothing items from your country.

We are interested in contacts as mentioned by you. Our Purchasing Manager,who is in

Hong Kong at the moment, will contact you when he returns.
With kind regards.
Yours faithfully,

J. Kistemaker, Manager

Blyco Textile Group B. Y.
Ossterstra 27524 DZ Enschede
The Netherlands
Tel:0031(53)8666150
Fax;0031(53)8666151

Website: blycotextile.com.cn

1.3.2 Semi-block Style with Indented Paragraphs

Semi-block Style with Indented Paragraphs(3E553L30) EEIS DN EREN E W 4E4T . 4
At 5 PN M | 25 RO 2 24 2 i L i T B S

O,
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Specimen Letter

Blyco Textile Group B. Y

Ossterstra 27524 DZ Enschede The Netherlands
Tel:0031(53)8666150

Fax:0031(53)8666151

Website: blycotextile.com.cn
Date: April 24,2019

Tianjin Textile Import & Export Corp.
106 Hebei Road,
Tianjin,

China
Dear Sirs,

Thank you for your letter of April 18,2019. We are a company that is,for years

already, engaged in importing clothing items from your country.

We are interested in contacts as mentioned by you. Our Purchasing Manager, who is in

Hong Kong at the moment, will contact you when he returns.
With kind regards.

Yours faithfully,

J. Kistemaker, Manager
Blyco Textile Group B. Y.
Ossterstra 27524 DZ Enschede
The Netherlands
Tel:0031(53)8666150
Fax.0031(53)8666151

Website: blycotextile.com.cn

1.3.3 Simplified Style

Simplified Style (fRjAbxO 7R AIFR B _F 5 58 457 3k sUR L (HOR A8 WS 020 9 2 Jnpk
W A5 R S5 s W5 NItk A4 e A R A RS D7 B s 1l RS (5 Ak &4 0K
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Specimen Letter

Blyco Textile Group B. Y
Ossterstra 27524 DZ Enschede The Netherlands
Tel:0031(53)8666150 Fax:0031(53)8666151

Website: blycotextile.com.cn
Date: April 24,2019
Tianjin Textile Import & Export Corp.
106 Hebei Road,
Tianjin, China
Dear sirs,

Thank you, Mr. Smith,for your letter of April 18,2019. We are a company that is, for

years already, engaged in importing clothing items from your country.

We are interested in CONTACTS AS MENTIONED by you. Our Purchasing Manager, who

is in Hong Kong at the moment, will contact you when he returns.

MICHAEL

J. Kistemaker,Manager

Blyco Textile Group B. Y.
Ossterstra 27524 DZ Enschede
The Netherlands
Tel:0031(53)8666150
Fax:0031(53)8666151

Website: blycotextile.com.cn

1.4 Envelope Addressing

WD T 7R & 5 SCAR Fh BSOS ARtk 22 0 M1k 55 7 A ) 2 sl i A 9 7 %
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AE NS AR S T 70 b Ao [ RS P Uk 5 5 VR AR TR] L S /N B R A
MU WA N A ) T TS A3 Tl (City) M (State) L R AR, 052 o v [ 1)
SN AR AT LATEZE b A SO 4% L [ 55 0 235 A vh SOk 44 Rt il 76 1E il f&
N BYBESCHE AL R T 5 WS AR [ SO A bl 3 T s s AR R 1 00 T ROIRIE .

: Michael Wang (Stamp)
Evergreen Luggage Co. , Ltd.

120 Nanjing Road, Shanghai,

. P. R China 200082

Mr. Eugene Brigham
General Manager
Four Seasons Merchandise Co. , Limited
2801 East Vernon Avenue, Vernon, |
CA 90058 USA

Training and Simulation

I . Please answer the following questions based on the text and explanation,
RIBIRC N B R IHREIE T5] 0,
- YRS SCR S5 BTk FEA M =MIE R 2 A MRS 7

—_

Do

- BTSSP A R A AT RE IR 23] ey VAR L AL 7

w

- FSEE TR WA =R E R AR A

o~

- RIS E IS BT ey 7C RO R4

al

. RIS MR R ALHE MR LER 237

II. Please finish the exercises based on the following hints.
RIBFTG1E B ER TS,

L AR T 265 205 RIS N ek 24 R btk 42 08 S A A8 U TS A DG N 25
Sender’s name: Lucy Luo

Company name;: Elite Stationery Co. , Limited

Address: 15 Jianshe Road, Heping District, Tianjin, China 300067
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Recipient’s name: David Okamoto
Company name: Pilot Corporation
3-6-22, Kyobashi, Chuo-ku, Tokyo 104-8304, Japan

2. W5 1.2 553 B =REVESC, I e AR T SO A G0





