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Section I. Warming-up Questions

@ Do you think the style of a business letter is the same with the letter
you write fo your best friend? Why?

@ Have you ever written a resume for yourself? For what job?
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Section I1. Basic Knowledge

The purpose of writing a business letter

A business letter is a formal letter corresponding with other parties in regard to a
particular concern or objective. There are many different types of letters, because every
individual business has its own aims and interests. However, all business letters are
similar in style and format.

15515 PR FE TR E 19 H A HL ROl S 9 AR IE S a1 T4
B plr S5 #AA B O EARFIR 25, IR SR RR R B 2 . RN, A i 5515 R
TEREAIRE 20 AR

@ Types 362

The sort of a business letter depends on the aim of the person writing it. For instance,
a bank manager may write a letter informing a client of an opportunity for a loan or a
missed payment on their mortgage. A very common type is the cover letter to go with a
CV or resume when someone wants to gain employment.

FISHE R TEEE M. i, BATEITREaS (55 M P Al
SRR FAREEA BT A NTT AR TARRS, SRIPE a7 P )2 e i DL RS 55
(EEESIE

Q@ Style X8

No matter who the audience of the business letter is, be clear and concise. This is
because the person receiving it is likely to only have time to scan over the letter. If they
misunderstand anything, it may jeopardize further correspondence.

TR 55 5 RS2 AR ME, BAAZEMT . AT R P IS A AT A T
PRI R], AR AR, A ] RE it — 2D e SRR 4

® Features $5{IF

The main features of the business letter are the date, sender’s address, recipient’s
address, salutation, body, closing and enclosures.

FI55 15 PR F LR 5 H 0T Ak Atk | S0 A HhE . BRI TESC. 45
PR B 45



The Layout and Structure of Business Letters w

@ Form 7T

The form will always be by e-mail or a typed and printed document sent in the mail.
An e-mail is more likely to be written in a casual tone, whereas the printed one is more
likely to be formal.

FT 5517 R e LR ik, BORE BRI SO AR 25 X U7 o H BB AT AR SR
A, MTERRI SO e,

® Power of Persuasion 158 1

The business letter is often used to persuade the recipient in some way, such as an
unemployed person trying to convince a manager to hire him or a lawyer trying to negoti-
ate terms of an agreement on behalf of a client. No matter what the aim is, think of all the
relevant points the reader will need to know when writing the letter.

TEREFPRERE b, R 5505 kil i T T ULIRIAE L, fn— 2l ity AP e e 25 21
Tt s AR I R AR P RIS SR . AL TR H Y, BEAEE(EH
2% FECAE NARZE T BT A A R N 2

Layout of business letters

A business letter can be divided into three styles: the indented style, the blocked
style and the semi-blocked style.

[EE G 2w i = P B W 1 o = v | TS

The indented style is a traditional practice which looks attractive and is easy to read,
but it is not convenient to type. The heading is usually in the middle and the date is on the
right side. The complimentary close and signature appear in the bottom right-hand corner.
The first line of each paragraph should be indented.

ity UE— AL SRR s L, ERERWSIANE R E, T HA
SEARESE, BERES, HES, SRAGEMEXA T4H T M, BRiE—
Fréaait.

The blocked style is popular due to its compactness and tidiness. The feature of it
is that the letter head is usually in the middle and all other items such as inside address,
salutation, subject, begin at the left-hand margin.

M AR T, ARGl . ERRR RS SRl R R, B A R,
NHbhE . BRI SRR T AL N AN i s FAR R AE

The semi-blocked style is widely used in international trade. It combines the features
of both the indented style and the blocked style. The letterhead is in the middle. The first
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line of a paragraph is lined up the left margin, but date, complimentary close and signature
are indented.

A ATEEBR S 2055 h iz . ERlG T4 rC5s kAR aus , (5
KEr, BUkSE TRl QAR ST, RB L GiRE SRS RSN,

Structure of a business letter

The first impression a business letter makes on its reader often determines whether
that letter will actually be read, and it also may determine the reader’s reaction to the
contents of the letter. Therefore, business letter writers must, in addition to composing
well-written sentences and paragraphs, be able to communicate their thoughts in efficient,
appropriate letter form. A well-dressed executive projects a quality image. A well-dressed
letter also projects a quality image.

S EIREE S E B R S P X B R 555 pR, WA PE B A N2
Fenie G, RI5515 pRRY AT MBI D RE , A RERE RGN S 5 ARk,
KEZTHDLTRER THFENR, [RIFE, SR YAYE R RE R P IFENR .

To make business letters effective and productive as possible, we must have a clear
knowledge of the parts of a business letter. The discussion of this chapter concerns the
structure and style of a business letter.

DR 554 pRU ] BEMIAT SSORIE8 , FRATT A 250 8 55 o ALY JCAT — 115 Wb )
N ATE FEBIER 5515 R 25 AR

1. Standard parts of a business letter (B&{ETNITE
a843)

D Letterhead =3k

It consists of some elements about the writers: name, postal address and zip-code,
telephone, facsimile numbers and e-mail address. A business letter is usually typed on
printed letterhead paper displaying the name, address, fax and telephone number of the
organization sending the letter. It is used only for the first page of a letter.

RO EFEAN—LER: WA RFbhE . g, IS5 LSRR
LR PEhE . 7 5515 RRE B ELHAE BN 46 Sk AR EATENHDR, Ha ksl & 5 AL
AR, Hihl | A EAR RS, B E T

© Date HHA

The date is typed a few lines below the last line of the letterhead. The format of the
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date line differs from country to country. The common formats are typical American one
(Month/Day/Year) and British one (Day/Month/Year). Even though we Chinese prefer
Year/Month/Day format, it is better to use American or British format in English business
letters. As the date line is a vital part of a business letter, the month written in full is
preferred because figures may create confusion.

H 38 H A 5 S T UTRIALE, 25 H IR AR . DL AR =02 56
X CH/ R M4E) Ml (B /A48 o BIRPEANESRAE/H / Bk, H7E
RIS BAET, HIREE A0, b TR mir 2T RIRE, B
HRDAE PRAYEEAR >, NS 2K

® Inside name and address £PIZFRF0HE

It is the receiver’s name and address. It is usually typed at the left-hand margin about
two to four spaces below date. The address of the organization receiving the letter is typed
single-spaced at the left margin. The number of lines left blank between the dateline and
the address depends on the size of the body of the letter, the size of type (the pitch) used,
and the length of the printed lines. The address is typed as it will appear on the envelope.

3 k44 B S B S UE AR A BRI AT H AR O A R
Frak, Tk B o WE N A e 22 X0 55, A TIE . HOIRS S bk A 2 [a] e
B S AT BOR TH5 B E TR . RO, LREATERKE . th TEE A b —
L BT AER NS

@ Salutation FROE

Salutation is a kind of polite greeting to start a letter. It usually appears two spaces
below inside name and address.

PRI AR BRIT S B —Rh LA R, 34 Hh AR N USAS A PRI BE T AT

If the letter is addressed to an individual, use that person’s courtesy title and last
name (e.g. Dear Mr. Green). Even if you are on a first-name basis (e.g. Dear John), be
sure to add a colon (or a comma, not a semicolon) after the salutation. Use an individual’s
full name (e.g. Dear John Green) only when gender is unknown.

WX EHMFERBE AN, WX T RREARFILE (Fan, SERumssiRed:) .
RIMEAR A (N, e ) |, FERMEE —E2n—1 89 (2%, A
) o FAEMERIATERIRHE, A AR 44 (BT, SEmIZosy - Mk .

For letters with attention lines or those addressed to organizations, the selection of
an appropriate salutation has become more difficult. Formerly, “Gentlemen” was used
generally for all organizations. With increasing numbers of women in business manage-
ment today, however, it is problematic. Because no universally acceptable salutation has

yet emerged, you’ll probably be safest with “Ladies and Gentlemen” or “Gentlemen and
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Ladies”. One way to avoid the salutation dilemma is to address a document to a specific
person. Another alternative is to use the simplified letter style, which conveniently omits
the salutation (and the complimentary close).

X TAT 4R WUE NBUE S WL 15 oK, R R0 21 1 M) et B S IR . LA
B, RN M TR AL R, BLABEE BOR 2 LS 5 LA
BN —WCEAHEEM . TR RO Z AR, BT LA
ST, SRR B SN, A SRR PRI R R Bl Y o SRR
WP B — M7 e S R IR S — RERI N, 75— Fh 7 i 2 T AL A 15 R X
¥, TR A R PRI IS R T

® Body of the letter IE3

This part is of great importance, which is what you want to convey to the
receiver. Therefore, the messages should be stated carefully. Most business letters and
memorandums are single-spaced with double line spacing between paragraphs. Very short
messages may be double-spaced with indented paragraphs.

IESCRMRE R, EIERSH N EA R IR NN ZE, IR IZAR #4740
HBBRIR o B3 R 5515 pRAIAS TSR — R ISR A T LB S Be Z A2 iAo 2R N
TR, WP R IS TIE .

® Complimentary close ZSEZEIE

It is a way to end a letter politely without any particular meanings. Typed two lines
below the last line of the letter, the complimentary close may be formal (e.g. Very truly
yours) or informal (e.g. Sincerely yours or Cordially yours).

giRFEW, RARSHRER—FIrX, AW AEMRRES L. 45R%
B — AL TIESCRAT R miATat, nTRUZIERCRY (BN, Frtses ) sk e
(fihn, EEUREEGE L) .

@ Signature

The signature is usually put below the complimentary close. It generally includes the
addresser’s signature, the typed name and business title.

BAEE AL TE IR Z T, BEREAEEE ANESL . FTEIR Ik 44 AR 55
A

2. Optional parts of a business letter (B&ZSXBI0IESD)
D Attention line 35 E WIS A
It is usually typed at the left-hand margin, two lines above the salutation. An atten-
tion line allows you to send your messages officially to an organization and to a specific

individual, officer, or department directly. However, if you know an individual’s complete
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name, it is always better to use it as the first line of the inside address and avoid an atten-
tion line.

o WE N H AL TR EOrPiATAL, T B5E . SREBE A2 E T4
SCRIEAFRBHAHIN , EHEEIRRE I NBFRTT . SR, A 2RARFIE — A A
2, BRIFANEMAFRERE AR, e E NG AR —17.

@ Subject line BRI

It is a part of the body of a business letter which is placed two lines below the saluta-
tion. It draws attention to the topic of the letter and tells the content of the letter. Although
experts suggest placing the subject line two lines below the salutation, many businesses
actually place it above the salutation. By alerting your reader to the content of your mes-
sages, you enable him to decide whether the letter requires immediate attention. It should
be underlined or typed in capitals.

Pl AR TR SR — 8, ALTRRME T T ATAL, R EEIEE R
B, IR RN . L SRR T PiAT, (HEEPR EARZ A AN
U AR FJ7 o s SRR e R RN A, e R 7 BIOCTE X S . 5
AR B 0T 2 s R

@ Reference 7S

It is often placed two lines below the letterhead. It generally includes a file number,
departmental code, the signer’s initials, and the typist initials. However, it may vary in
different companies. The signer’s initials are usually in capitalized letters while the typist
initials are sometimes in small letters. The initials of the typist are typed two spaces below
the author’s name and title. If the author chooses to include his or her initials in the refer-
ence initials line, the author’s initials should appear before the typist’s .

G s AL TR R TAL . BE— BSOS . w1 A
HFRAET T RS R E TRy, EARARZEA 2R EEERSE; meEa
W/ NG, LT EE AR FERG T ITPitThl . ARAVER R e o h 'S T b4
I FRS , IBA SR AT R B TR ROZ AT DL AT

@ Enclosure B4

When brochures, catalogue, price lists are attached to the letter, enclosure should be
used and it is usually placed two lines below the signature block. The abbreviated formed
“Enc” Or “Encl” are short for enclosure. If an enclosure (attachment) accompanies the let-
ter, a notation to that effect is placed two lines below the reference initials. This notation
reminds the typist to insert the enclosure in the envelope, and it reminds the letter receiver
to look for the enclosure (attachment).The notation may be spelled out (enclosure, attach-

ment), or it may be abbreviated (Enc., Alt.). It may indicate the number of enclosures or
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attachments, and it may also identify an enclosure specifically (e.g. Enclosure: Copy of
Invoice 6309).

WERAEAE TR EEAR N P H s, ks, REEHIBHE, Bl AL T X
TIPIfTAE . “Enc” E{ “Encl” MR E . AR —EHEREMHE, 84
TEGi 5 N PATAE R A S, DERHILAR s BT X — s T LR e e it B
—iPFE ik, WAL SR KPS T BER IR R B, dnT LUADE
HARPU —ABE Ctm, B &5 6309 MSZERFR) o

® Carbon Copy Notation Mm%

If the copies of a business letter have been made for other individuals, a copy nota-
tion is typed one or two lines below the enclosure notation (if used). A colon following
is optional. Most people prefer to use notations like CC, cc, Cc (all mean carbon copy).
Since most copies are now photocopied, some people use the notation XC (xerox copy),
PC (photo copy), or C (copy). However, if you do not want the addressee to know that
someone else have received a copy, do not include this notation on the original copy.

AR 5515 BRI RIA C 28 Rk Al S N, IS A 4B 38 A5 T BFF 1 5 PiAT Ak
(ARA I ). PEEERE S A T, REBANEIXHFS CC. ce. Ce
(WAL ) o PN RZBEIARBAERR LR, AL XC (HHE
ENA ) . PC (EEMF) 8 C (RIA) o SR, MRS A FIE AT HAB A
WeEZAE R, B AT AN B AR AR

® Postscript ffii=

When you find something important that has not been written in the letter body

before the envelope is sealed up, you may use postscript.

R EHE PF AT A A LE R E N AR B T AIESCRY, T AR 5

We mainly include seven standard parts and their placements: Letterhead, Date
Line, Inside Name and Address, Salutation, Body, Complimentary Close, Signature. Also,
six specialized parts and their placements are mentioned: Attention Line, Subject Line,
Reference Initials, Enclosure Notation, Carbon Copy Notation and Postscript.

AREAG TR SR R -E AR SR e Rk B BN PR A
k. FREIESC, SSRFEWMES . BN TN AR S fEE
A b i B SRR .
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Writing principles of a business letter

Business letters are the major means of communication between two parties in
international trade. Based on the cooperative principle, there are seven C’s principles,
because the seven words all begin with the letter of “C”. They are as follows.

T 5515 BRI [ B BA 2 BUTBREE ) R R F-Brz —o BT AR, B 515 Ry
BAEEIA A PRSI - U Y B R AR “C” JT R, BIr AR

“7CT JE. BRI

@ Courtesy #L3%

To use suitable courtesy expressions when necessary. For instance, to say Thanks
when others do favor for you, to say Please when you ask for something from others and
to say Sorry when you can not satisfy others’ requests.

A ML e, BIANEEBIURI, B8 “HRAT  CHURAEERE R
W, Ul 9T UURASRER R NEDSRIS, U I S

o Use tactful way to blame your readers, and try to avoid irritating, offensive, or belittling
Statements.

Iz A Te B A, SRR AR . ey, B AR i
Tactful expression ( ZWiFik ) — If I understand your letter correctly...

Rough expression ( #1531k ) — Your letter is not clear at all, I can’t understand it.

o In addition, answer letters promptly.

BeAh, et Il A AR B
{8 You will be particularly interested in a special offer on page 5 of the latest catalog

enclosed, which you requested in your letter on Oct.7.

A5t 10 A 7 B &RRR, AR ERE S RS M _E—0 45 69 A 2

B R A S B3, ABEARATAT a4 A R AR

@ Consideration {&ANG

It means you should be considerate when you write letters. You should always keep
the receiver’s needs, request, and feelings in mind. Attention should be drawn to You-
attitude rather than We-attitude.

BREWRERIE S5 B ZAR NG . RN 255 TRISUE N RR 28 . R RNk
%o Bty BRI EXS T S B L, AL, BBt
You-attitude — You earn 2 percent commission for this order.

We-attitude — We can only allow 2 percent commission for this order.
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@ Completeness 5T
All the necessary information should be included in a business letter. You should check
the message carefully before it is sent out. Make sure that nothing important is missing.
— B3 5515 RN IZ AR AT L E AR B AR 3 200, VRROZAFA0RS A (5 e
AN B LA R AT B AN 2
A complete business letter can bring the following results.
— BRI R 555 R RN R AORCR
 bring the desired results.
ok AR B 2R
e build goodwill between buyer and seller.
TESESE XU Z S AR AR
 help avoid costly lawsuits.
HEL A )
To keep business letters complete, we can keep the following two guidelines in mind:
N TR SRR se R, FRAINOZICAERL I M A
Firstly, write down all the points you wish to cover and then arrange them in logical order.
B—, B NI R SO A 2 S ok
Secondly, if your letter is a reply, underline those parts which seek for information
and answer all the questions asked.
W, WORAREI A R, RIS SRR, JF BRI R A T
A Taji
@ Clearness j5ifT
The writer should express clearly, such as using simple and common words, employ-
ing correct sentence structure and planning every paragraph logically so as to make
himself ( or herself ) explicitly understood.
G NBLOZ IR, Al AR 5 PR I)TE |l P R ) 1k LA 5 PR
At —Beik A, NS A28 1 A O 2Rk n B
e To use simple and common short words to replace complex and rare words, phrases and
sentences, €.g. to not use in the course of but use during.
JH i B DL A Bl O A2 2 A AR I B el ) 454, Ledn, ] during AU
in the course of,
(I8 We will endeavor to utilize this kind of machine on approximately March 15, so we
place this order of 100 sets.
We will try to use this kind of machine on about March 15, so we place this order of
100 sets.

-10 -
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e Avoid those words which have different meanings and can lead to misunderstanding.
W T RA AR & S 255 A
I We shall take a firm line with the firm. (—aJ3EHP T firm AR S L, B2
JHLA I EAHR AR )
We shall take a strong line with the firm. ( strong AYREH T JEMT )
o Put those words which are closely connected together.
G AR DY B B TR
They bought a bicycle in Beijing in a small shop which costs $25.
They bought a bicycle for $25 in a small shop in Beijing.
AT 25 ELHMAER T —maAT %, (IMEFIACREY), FidE—&EEH)
He was warned not to drink water even in a restaurant which had not been boiled.
He was warned not to drink water which had not been boiled even in a restaurant.
HeAk iR REB A K, (A which had not been boiled -5 water J& 2 %5 U i iltAE—ite )
o Use active voice when necessary.
i FEahifas.
A telex was sent by us yesterday.
We sent you a telex yesterday.
FAMMERLELT v, (I EINESERRAT HHE, 0y )
The salary increase was received by all employees.
All employees received the salary increase.
RTKE T TR8 LAk
e Avoid wordy expression.
BEGLTE S R
{8 1 was informed that you had a typewriter for sale and would like to know if it is still on
sale. If so, please advise me as to the price. ( HIZFRPEE . B2, B M)
If you still have the typewriter, which you offered for sale, please inform me of the price.
® Conciseness 35

Conciseness is the most important writing principle. Writers had better avoid using

wordy expressions, and unnecessary repetition. Short sentences, simple and frequently
used words & phrases are greatly advocated.
it A e I SR, 5 AR Nl S T i 2R3y s A b B
o SRFUES IR A B A kR
® Correctness Ef
In writing business letters, writers should use correct grammar and spelling,

normative punctuations, standard languages and proper statements. Grammar mistakes
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and overstatements should be avoided.
EE RSN, SEABGZHEIESRIEE SIS | SRR RS i
TR S LR G RBRIE , R IETESR NS R RUA
e Check whether there is spelling mistakes or not.
oA BT P F R
o Use correct words and phrases.
A ) R RT3
Anyone can learn to type.
Any one of us can learn to type.
(B iRz de, AERAR, Pith) 5 IoSbrE )
o Use correct punctuation in proper position.

i Y 2 7 IR AR S5

“The Navy”, says Captain Mitchel Stern, “will have more missile carriers”.
The Navy says Captain Mitchel Stern will have more missile carriers.

Ce —A) AR A5l AR TR, J2 /) RN A Y 08 IR S AR S 35 — ) 2
Captain Mitchel Stern says the Navy will have more missile carriers. 555 —/a] i) = 8 AH
Beo M TDORTPHY “RPAHEET R “XF, AR o)

o Use correct sentence structure and form of words.
ff FHAE A (%) ) 25 A LR R 2
(B We come to meeting for a solution not for argument, laugh at other’s “wrong idea”
and don’t say anything about yourself opinion.
We have meetings for solving problems, not for laughing at other’s “wrong ideas” or
not saying anything about your opinions.

(SE—mh 2 el B fpIRIE I ARG —BY4544, for a solution J2471A]
%1%, {H not for argument, laugh at other’s “wrong ideas” U/ iA) fEG 5 A fE
laugh sl 7/, J+H )51/ and don’t say anything... f1 T I & e R B A 32 /A) )
Wi, BUHARRER don’t, don’t HUEHRFENEIEM MG . WA Fa—RHmEA —
BT, HOEE . RS ) o ReFHARRETE s A e =L, sh4ai) . BlAE
Z2n CINIBUS73 e iR o iV PRSP

@ Concreteness E{K
You should make the message concrete. Be sure to write letters specifically and
definitely.
PRREZATAE B . BRI AR R B SR
e Avoid general or common description when you introduce something or ask for

something.
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I ZA SRyl b I EORd I BAR RO, e 7B SE . FHCRHA .
The auditorium will seat approximately 1,000 people.
The auditorium will seat 986 people.
( “986 N Lt “K#y1000 N HiHfi )
(P> 1 need the print out as soon as possible.
I need the print out by 3 p.m. today.
(X R R A RES A AR R, R AR =T X IR
EUHER R R 225 )
Our printer is faster than the leading competitor’s model.
(RS HNCEBSBE A BAR, X507 AR/ 47 it o) PR AR B 24 T4 )
Our model X192 printer operates at a speed of 4,300 lines per minute.
o Use specific fact, examples, figures or words.
(BRRE S RE N N 1 & A L e
(I8 Various aspects of this equipment make it a good choice.
(CAEAR, AL R T )
This machine is a good choice because it is more compact and less expensive than

any other one on the market.

(SRR RAA, e T Uik T )

Useful skills of writing a business letter

1.Three steps for the structure of the whole letter
(ITXEM=H7E)
O E—4, RPESEN
5 RR—TF R H W . eSS ER H . NAEZRR, ANREUR
T KA —AT7 . 2GS E ST R, BEch: EEEEARTT,
JFER T 2 715 BASRRPIrEORAY 5% B9a . AEaia i BAAR S is i 1
I’m replying to your letter of April 15 asking us to ship the goods within one month.
R, IESEHREARR. )
(I Tt has been a long time since we met in Canton Fair 3 months ago.
(BAEHRFIBAT, SRR, )
This note is referring to my National Holiday arrangement.
(FRBZ. )
(I} According to the company’s arrangement, Oct. 1 to Oct. 7 will be the holiday and
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employees are required to work until Sep. 30. Because I have some important private

affair, I hope I could take 2 days leave from Sept. 29 to Sept. 30.

5 A . I'm writing to ask for a leave of absence on September 30.

(_Eflrb, fEeRpss—me X TRIEH . SIS, HES hiER ),
BEFUANE R T2, kAR 24, 58, AREI MBI Z4HE, 51T
ZHHGE s R, R A F R RR FE OSBRI 25 ol —
A, BRI T, RS )

Q F£TH: HEBARRHEE, BISEEASD

i NEHE TS 25 1 52 b P R 45 0 U A — R PR, AR
LA B SEN IR N T N SR N R
(D T apologize for not settling the account sooner, but because of the unfortunate disease of

Mrs. Lund, our accountant, we are not able to settle any of our outstanding balance.

(AR . IR U AERE, b e Ul Bk, H0ES, TEAE )
(F» 1 found some engineers often go out to discuss details of project with suppliers.

When detailed machine and facility figure is required, the engineers can not reply

or only give rough answer. I think it better to let technician to join such projects,

especially in visit of suppliers, so that detailed data could be provided in time and
therefore projects could be finalized earlier. Not only for this case, but also for many
other situations, better cooperation will greatly improve the output of our work.

(ERBIBIR)

X5 A Engineers are not involved in our projects and can only give rough answers
when required to provide figures about machines and facility we are using. Then they
have to go out to discuss with suppliers.

Q@ F=%: BERLEEX

LR AR N EOR B RIE T . AN EAEM RSO N, OBk
HEENHAY . BRI, FIGRIA AR I EA, DU S A R4k
PE R RI RN
(I Please find enclosed the check for 1,000,000 dollars and inform us the receipt.

If you are satisfied with the price of our products, please reply to us promptly.

2. To avoid polite formula, wordy expressions and
semantic repetition (BEREEIZIE. EXEES)
1B We would like to know whether you would allow us to extend the time of shipment
for twenty days. And if you would be so kind as to allow us to do so, kindly give us
your reply by fax without delay.
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B NEAE . R )
5 M. Please reply by fax immediately if you will allow us to delay the ship-
ment until April 21.

3. To disassemble or merge phrases or sentences
when necessary (@X8E. IFEREDENIFA)
O RBEBIFNESY
Regardless of these seniority, all employees who hope to be promoted will continue their
education either by enrolling in the special courses to be offered by the ABC company,
scheduled to be given all the next eight Saturdays beginning on January 24 or by taking
approved correspondence courses selected from a list available in the Staff Development
office.
(AAK, WAIEASR)
5 K. Regardless of this seniority, all employees who hope to be prompted will
continue their education in one of the two ways:
a. by enrolling in the special courses to be offered by the ABC company, scheduled
to be given all the next eight Saturdays beginning on January 24;
b. by taking approved correspondence courses selected from a list available in the
Staff Development office.
Q F—LTERENEGRDRIBAS
a. We have received your samples you sent to us on November 20.
b. Thank you very much.
c. So we are pleased to place an order.
d. And we have enclosed our order sheet with this letter.
(X EERRIERIA PO, HARWIED, T ElTRMEHAGSE)
54 . Thank you for your samples you sent to us on November 20. We are pleased to
place an order as specified on the enclosed order sheet.
O® FERESIIRAB N KRENRIEZANG
In the sense of his speech he talked on the question of securities.
{5 A . During his speech he talked about securities.
During the proceeding year, the company was able to accelerate productive operations.
5 M. Last year, the company was able to accelerate productive operations.
() In the event that you speak to Mr. Mood in regard to production, ask him to give
consideration to the delivery schedule.

5 K. If you speak to Mr. Mood about production, ask him to consider the delivery
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schedule.

(in the event that B EHE if, (ESUE AN/ THRiE, WEfk T RS rERiE
NERIETE N, [ARE, ARIEEE, in regard to 75 2A about, give consideration to
T A consider )

(145 We require furniture which is of the new type.
5 k. We require new-type furniture. (% 18 M A ECR PR TR ERT B E 1

4.To use simple but correct vocabulary (18;CizFH, X
®8a)
@ To well use verbs =TIz )13
1% We have made shipment of your order No.632.
R LB ZEEARTG 09 632 FITH
He put forward the suggestion that she draft the document.
Mo BA AR A
® To avoid unnecessary repetition HRANENEE
We have begun to export our machines to the foreign countries.
25 k. We have begun to export our machines.
(P e &L EER, )
Samples will be sent and offers will be made upon receipt of your specific enquires.
A5 k. Samples will be sent and offers made upon receipt of your specific enquires.
For the amount of 320 you can buy the motor.
5 A For 320 you can buy the motor.

( for the amount of 320 5 for 320 Z R 4AH[A], [HI the amount of FEEAE F5. )

You have won due to the fact that you arrived early.
54 : You have won because you arrived early.
(“due to the fact that” AMUEIERZ, 1M H IR PEPRIE T HAEA 710 fact H9H &
WA), BEXRSTEIR. EHAEM because 5 FARIFE MR, BERH, 5EHEMLR
e, . )
@ To avoid commercial jargon &R EHFIBIRW AIE

{8 We take liberty to approach you with the request that you would be kind enough to
introduce to us some exporters of cotton textile in your city.
5 A Please introduce to us some exporters of cotton textile in your city.
@ To well use correct but well-known abbreviation =F1= B 480813 F0 450815
FOREFE AR A BRSSO L am. 308 pom. ORISR LA EE T
8:00 a.m. FR L/
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4:25pm. Fon FFMHS AT

9:20 p.m.  FoRME LS 145

— SRRV E PR U AR, dnT DU SRR R RS R =R .

WTO ( World Trade Organization ) f{F 57 5 441

UN ( United States ) RS H

ISO ( International Standard Organization ) {UE&{H S ArifEfb 2141

—Sei g A A O gamgin) ok, Bl .

TV (Television) HALAL

CD ( Compact Disk ) #GrE F#L

HDTV ( High-Definition Television ) = i HL A1

VCD ( Video Compact Disc ) Fi =5 % G4

FEIPR R 2 R UE— P EsE, FERS ARG R, s T,

CAF=Cost and Freight ( ..named port of destination ) FANIZFE (- e H
s )

DAF=Delivered at Frontier ( ..named place ) #IEAZHE (------ FEEH S, )
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