Business English

SEEUIER

Li-Hua LI

IM Department, CYUT

AN




CONTENTS

sBusiness Letter format
| etter Style

sFAX

IR B A



—(UAEERNEE 4 HEZFEE R -
fAEETTES S I - H R A AR

N By Bk - AU E: turn left ?
B2 E0Z - right.

T ML Z A

15 .. % RIERK - " T REAKT -

SRR BE &

 FREE



=

(1) Letter head (= @ &35 % )
(2) Date
(3) Ref-. No.
—¥(4) Address({5%&)
(5) Attention
(6)Salutation,
(7) Subject
(8) Body of Letter

(9) FELEE > NHHA
(10)Signature(FREZH)
(11) BEENFT 72 55

(12) ID Initials

(13) Enc.

(14) c.c. or cc-

(15) P.S.

(VEFTHCE T - A 2T AT DU £ RIH R 5E -

SRR S A FRESE



OV

(1)Letterhead (fE58) : L UE4k 2 LIREITA & E A ERYEHE >
Ll
(a)NEIRRE I ( PRI ) REFETE -
(b)BEEE N EHE/ ETEAE5E -
()N FEIPEEARIERN -
(2)Date( HEA)
3 ¢ June 18, 2000
g, ¢ 18% June 2000
(3)Reference Number(=5255%) . Ryl a5 J7(H e R B
K=k o Fi:
Our Ref.

Your Ref.
Our Fax.
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(4)ENHEE (Inside Address): B AU(E ALEA RITLL

B
Mr. George Chang PN
Morning Software Co. Ltd. = /X 5|34 7F#
185, Beacon St. Seh, B4/ %4
Boston, Ma0216 Hils, APgERATH,
U.S.A. /N, Bz

(5)Attention &X¥EABGEEWUS A (BUSEFT)
5 : Attention: Sales Department

% Attention of Mr. George Chang
- Att: Mr. Michael Chang

(6)Salutation(#f%): = 7 Dr. Mr. Mrs. Messr.%}

B AT FRSE » B — RIS EEAR] -

fi:Dear Mr. Chang 5] : Dear Dr. Wang
5] : Dear Miss, 5 - Dear Gentlemen,
5] : Dear Ladies, 5] : Dear Sirs,
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(7)Subject(FFE)
WEFT T~ PEFEEEE TN REE - &R Subject T Mil—F=4% >
[(EE T —H TATEE M A -

(8) Body of Letter(IEX): &=

(a)Indent Form(4&B=)  HEREIT/HEZEBAET -
(b)Block Form(ER25HEZC) B

EAT7¥HMarginal Line(EB4)FRHBEE -
(R FHE SRR

(¢) B eIEIlm R Wit T -
(d) % DIBEATRAEE -
(e)fdH AFTAE
BGHEIEYE N\ F
BT
R R R
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(8)Body of Letter: AB&ERAINS T By BAvH ~ HPEJRIGEE -
(A)GAVE : TR E PGS - sReH B 5 2 tHE A S -
(B) el : ERBA B VBB R HASE » Frie 2 (S BT HERIR S Tk

H O MUATTS

5 BERIE TS

RIRIESSER -

(O)&ERE MRBEAENEIME(L > REUFHEHTTH =FE[E]E

()R TIEE . A DUESE R R B 7 [ B Ay [ )
SERAGEE B LR TR R 2 3]
(DYHAFFES " AT 727 0 &SRR - A R sk 7 s

(VIBESEE)T “SF . BRSEE ETERRT - SRR
SRS ST « WSS R B T AU
- FIBIR AR - SRS -
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(9)4E5EE (Compl imentary Close):
RSSO ET  BAHLE - 7

*Be(V) + Look forward to hearing from you soon,

(I #F (& hpPid v I, xxd )
*Thanking you for your time and attention,
(B8 enpF I 2271 R, xxxdi 1)
*Thanks very much for your help,
2L ¥ BRI e BA ) xxxER L)
*With thanks in advance for your kind attention,
(22 BF8IE B oo el L, 00l 1)
*Hope to receive your reply,
(# = & e K, xxxiy )
*Please let me know,
(338 24 i, ooxic |)
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(9)&52E (Compl imentary Close)4&

*Sincerely yours, (1735 B ) xxxxix t)
*Yours sincerely, (1735 B e, XXXXFR )
*Yours faithfully, (77 2 F e, XXXxFe_t)

*Thanks and best regards, (g 27 B 1)

Kindest regards, (B Bb o R IR

Yours truly, (17 2 F &, XxX§Fe_t)
Very truly yours, (IREc BB/, xxXxX&i )
-Best Wishes, (3% F 2% B i AR, XXXFR )
«Cordially, (38 B, XXXFx )

-?i‘ﬂlghﬂq‘j( “//_\"/::/ %“éﬁﬁ‘%



(10) Signature(%34) : BEEBUNEHESY , HETITFE

ACIESHEIE)
HEAHZHX(ET)
LA (FT5) MATEE

I
f5il40 - : Your faithfully,
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(11)ldentification Initials (&5 7EC57)

Rl TEAE ORI TR ERREEERZE TN
N2 N AT HESRHGER ( WER ) -
(12)Enclosure Remarks(fff 4552 8H) : ZEME[EE 2P0 -
FEnclosures ¢ EnclsZ?KFE~,
fign: Encls. 3 ( FRAEAHIMEITA )
Enc:catalog 1 ( EAGEEFIFHER )
(13)Carbon Copy(gIAF¥PiEE A ) : BIERAH A Y e.c.
C.C.: Morning Revival Enterprise Co. Ltd.
C.C.- Mr.George Chang, Manager

(14)Postscript(Ffz0) * B2 TE ARy P.S.
IEXFEZ M5 - BsENE AN ER ARG REER ST H
bR B —EFRURER -
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(5)Greeting (10)Postscript
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1.{Z0E(Letterhead):
= HEEAYNE] - #hE - EEE R EE R
Sl 7 AR AR o ] A E RS -

2. 2Z 2R (Reference No):
By T AR R B R TR ZE A

3. HHH(Date):
SERE 2 B HER > WIS ERERK
H/H /4 8 H/H/5F
@l 10t July, 2009
5] : September 21, 2009
% : Sep. 21, 2009
{1+ 18/12/2009
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4 (ENHHE(Inside Address): BFUNE N\ EI4HE ~ hk B HE
ZAEELERN o nfH Ml T3 R

(1)ZBEZ (Block Style) : B THHI/AEMRIGER , 4:
f5]: Lucky Corporation

2F, 246, Hsin-Yang Road
Taipei, Taiwan

(2)4HHE (Indented Style): FEIE T 4IEI= FT AR
#1]: DT Wave Textile Ltd
13, Rue des Invalides
28004, Paris, France

it HEEMEET S E 2 1820 H A S A A& S
f5]:  To: Smith Merchandise  Att: Ms. Erica Smith

27 Oxford Road TEL: 44 171 246 8171
LLondon SWz 4 PL FAX: 44 171 246 8272
UK E-mail: smithmerc @hotmail.com

FGRK BB %

2, ZpETE



5.7z (Greetings ) FIE N2 BTl TS — B FRIFT AR

51]: Dear Sir: Dear Madam:
Dear Sir/Madam: To Whom It May Concern:
To the Sales Manager: ATTN: Purchasing Dept.
Dear Mr. Richards: To Ms. Peters:
Dear Lily: Gentlemen(;> i 52 1-19)
Lily (EFEfEM-45)

6.1E3Z(Body of Letter): REA[77/m={EE:% -
(1)F—EE B AR EIH » SR EIEETT
B/ & BV 2 & -
(2)FE R AR FHEER M HAY
BB 2 AR~ R R -
(3)Eeie—E Al Bydihinm - ARG FIARMERVSEEE
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7.455E (Complimentary Close):EARTHE(EEE> /M484HE -
8.%x%4(Signature) : B EEHBHINRESZ L (BETFEGAIAHE) -

0.2 55 (Identification of Writer):
HEREAFEA(REFL)  H#EEEAEEEA,
P RS e AL -

#5401 - Yours Faithfully,
ABC Trading Co. Ltd.
GG Chery—
George Chang
General Manager

10.FffzC(Post Script): EEFRINEENINL o 208 HAMS - -

HANEI AR s A2 - REFEZR O HAMSEIH -
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 ASpEE
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LUCKWELL CORPORATION

2F 246 Hsin Yang Road Taipei Taiwan
TEL: 886 2 2781 3241 FAX: 8862 2781 3140

E-mail: R. Chen@luckwell.com http://www.luckwell.com.tw
Date:
To: From:
ATT:
TEL: E-mail:
FAX: No. of pages:
Dear

Message !

Thanks and best regards,

Richard Chen, Sales Manager

HUEE

411



Webtex TEL: 886 2 5217 1394

5F, No. 134, Lane 16, FAX: 8862 5217 1395
Chung Shan Road, E-mail: webtx@hinet.net.tw
Pan Chiao City, http://www.webtex.com.tw

Taipei County

Taiwan
To: From:
Please respond immediately CC: No. of pages:
CAEE. Subj
Status: Normal [ | Important [ ] Urgent [ ]
ASAP Response: Please respond Tmmediately [ ] Asap [ ]
%’H{‘@ % - At your convenience [ | No response needed [ |

At your convenience

HeE 5 5 (1T E

Message !

No response needed
NG

Yours sincerely,

Ms. Tina Hu




FAXCSLMILE COVER SHEET

TO: FROM:
ATT: TEL:
DATE: FAX:

No of Pages: (including this one)
If all of the pages as shown above are not received, or if they are

unclear or incomplete, please call. (8862) 26597811
( fR4N_Exk B ORI BB AN TE RN 5E 8K - 555 (8862) 26597811

GIFTCO INC.
G 2F No. 146 Chang Ming Road Setion 4

Taipei Taiwan

Ly

i1



1. (5 i p ﬁ

Many thanks for your fax dated November 19 and your
inquiry about our table lamps. We are pleased to offer you
1,000 pieces of catalog reference no. AB-34 at a unit price
of US$8, C. F. Honk Kong shipment of these goods will be
3-4 weeks after receipt of your L/C. Please confirm within

the next seven days.

i (S — H L H FE R 208 Z 58 - BeMHR = Bk
H kRIS Z SEBAR- 4N E mERRE T & « —TE2ES
HE R EREEZE LN BEESRE/ Ut - BEEMAVE
HWEIL/ Clr=~TUEHE » FE HAHER -
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Regarding your confirmation of the order of 1,000
table lamps, we are unable to commence production
because we still have not received your sample design. It
will be 1mpossible to meet the required size and
specifications exactly without first checking this sample. If
the sample has not already been sent to us. please send it
immediately. Unless manufacturing begins soon, it will be
extremely difficult to ship at the beginning of December as
you requested.

A B TR —TEFSEETH - R RERMT AR EERIR MG - AT
DIFAHARIGAE R - J9F e fiiE i » IRHEATTEZKAIRST &
Rifg o BRAG L AR S AT > BFILAIE Y o PRIFDVERBEIG TS - &
AREEE T 2K+ — AU &
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3. R L/C

We do not appear to have received your L/C for

US$8,000 covering payment for 1,000 pieces of
table lamps (AB-34). There may be a delay in

shipment if this 1s not received immediately.

BPHLLT R B R\ T TE 2 (SR
R T - ERAEIZIE] » S
1L -
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Thank you for sending L/C 16/4968 through City Bank, to cover
order no. 986181 (1,000 pieces of table lamps). We received it yesterday

and all details seem to be correct. As you know, shipping date has been

set for December 10, but I regret to inform you that the recent power

shortages caused by the terrible earthquake last week have caused a

delay in production. Our offices and factories are unharmed, but the

resulting loss of power has put out production line behind schedule. If

possible, please extend the validity and the shipping date of the L/C by 7

days. I apologies for this delay.

el HAFEIHCIty Bank ((EHEERTT) ARt 206/496857% (5 Ak » B/ sZ T
98618157 —T-{E =K Z 5T » FAMWERUEIE B ATA A S IEHERY » 41
WHrR > BMEMEEREH AT TH - HERAERET > R ISR
AT ATHAY R EE T R R B AR - EAE ISR A o M E R IROR =
FIEE > BEECERMEERR - BERR - SEREEHRZ AR
HHTR o BEIESREGER -
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5. LA & 2\

I am pleased to inform you that your order of 1,000

pieces of table lamp AB-34 1s now ready for shipment. The
packing 1s 20 pieces in each carton, and each carton weighs
40 kgs. The total number of cartons 1s 50 and the total
gross weight 1s 20000 kgs. The goods will be shipped from

Keelung sea port to Hong Kong aboard vessel Rose 250

}L/'/_‘?':'E‘
on December 17. AR S

BIMREEENIR  BAE—TEAB- 348 2 R EFHIE -
BRER_TE  HBREENTAT  SEtEBERA T
HEEER _EAT - BB FEEERERIR "SR
250"+ H+TtHm# -
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6. TR RT

We thank you for your patronage over the last few years,

and hope that we can continue our business relationship in the
future. We have always done business together by L/C, but we
have found that recently many other local manufacturers have
been offered T/T term. I wonder if it would be possible for
you to favor us with these terms?

B EFAE S F SR - HIFRMER AR REER MR
K e BT —HALUL/ICRR T (BEMSRERATET S 2 A E S
REAREBEEGATRK - AHESE EAERABEMRFIIENR
=24 e

SRR S A FRESE



& M

We are always happy to receive your correspondences,

but I am afraid that we are unable to agree to your request in

fax dated January 21. Our board of Directors has taken

everything into consideration, but due to the current decline in

the Asian economy, we must refuse. If this situation improves

in the near future, we will review your proposal.

RIVERAEIE BAT 2 EE - (ERMERMS LR —F
S —BEE R - RIOGEE TSRS E - H R
ESHACTRSE - BPSTRIEGE - BBt AEIT SR - B
R BT -
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With reference to your order no. 986181 for 1,000
pieces of desk lamp AB-34. These items were shipped on
Rose 250 on December 17. All of the related shipping
documents have been forwarded to you, care of the
International Bank. Please make contact with your bank

and arrange for immediate settlement.

MRIZIRO861815%E] B » (R —TEHAB- 34817 245 - ELEIHH
NFH-T-tHEEE “BELHE250” - Fra MR 2 SRS B H
BIFRERTTHE - BB fTHYSRT TS BB R R -
it ATROF AR "D/AKEARE” B "D/PAERRATRC AU IR
Frrat W Z BB A 4aRtUGIRTT= > O A LMEE AU
BHRCaEH - A1~
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NO.1

TO: lan@infotech.nct
CC:
Subject: New Price List

TO:
FAX:
TEL:
E-mail:
ATT:
FROM: FUTURE TRUST CO. LTD.

Kasuji Bldg, 3-16-2 Taito-ku, Tokyo 100527, Japan

Tel:
E-mail: t.suzuki@ftcl.co.jp
Mr. Takashi Suzuki, R. D.

Dear Mr.

Thanks and regards,

Takashi Suzuki
For FUTURE TRVST

Fax:

=



B
(E-mailing)

B # M RIS R
?QEF‘UZ\EEI’J%LI
- ERBEEE
@“Efﬁ o AN B 7]
=85 hEAES
HixE IEE 2
N EAHET o AP
K% - A o S
BT AEFE -

TO: abco@swift.net.de
CC:
Subject: URGENT !!

Dear Bob,

Messages

Sincerely,

Pierre dtwt (@ webserve. co. fr
DT WAVE TEXTILES LTD
13 Rue des Invalides

28004 Paris

Fax:33 16332 14 89
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FSR T BN - BT EE N AR - #a T

o [ RTEERESL| i h
/Aﬁl 7 : Sales Manager, D.T. Fang( 75 A [5]) i
SEEAHEE i IM Dept., Chaoyang Univ. of Technology
I %%?ﬁ;ﬁ/iﬁ/{%ﬁ 1 168, Gifong E. Rd., Wufong Township

I
I
I
| 48R RT3 mail/MSN/Skype | : Taichung County, 413 Taiwan :
_______________________  (0O): 886-4-23323000 ext. 4288 |

i

I

I

I

I%?_%Z}gi}j:jgl__‘l(ba_fur;g%;né) | | (mobil): 886-933-6661122
I%I%IK R R 2 'maﬂ DaTungFang @cyut.edu.tw
7 FHEHE R i

I
| MSN DTF @hotmail.com
I I:Ija%%%m&zﬁlgj:mﬁﬁﬁgl685f€ I ........................................................
| Cell(mobil): 0933-6661122 |
i
I
I

imail DaTungFang@cyut.edu. tw
MSN DTF@hotmail . com
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g AR [ ELAE A (2)

- OAIN® 5 - FfE i - - ik

XAV 4 X éi@&m

- CQC A gt * :
%%ﬁ%% o

L A * EIERET] - *

M&E_D £Z—= (Miss)
HEEHRE RN EE A

R 0 o5 I PR PR 168 5%
Mail: s9614321@cyut.edu.tw
MSN: Tsai10@hotmail.com

OV

_ (L (L (

O~ ~O~ (O) O~ (O~
L) ( (~ ) ~)

(L L

LOHA LOHA ®7#% 2F &R #Es L35
P& —D 25—2& (Miss)
FERHS R R E T EE &

A TR I 0 o5 [ PR PR 1685%

Mail: s9614321@cyut.edu.tw

MSN: Tsai10@hotmail.com

BERNFEERIEREZRNIEE

8 S+ B AL (R K B
KREH Eﬂﬁkiﬁ%ﬁtﬂéxﬁﬁﬁ

= AME N B REGEK - EEEIRTERGT S R 1 DRk
O xEZENEDUE NE RIZER B B B
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TO: footware@enterprise.hinet.com
From: Alex(@jonesasons.com

Subj: Quotation

Dear Sir / Madam,

I saw your advertisment in “New Look™ magazine this month, and some of
your items look very interesting. JONES. SONS Co. are a leading
importer of quality mens shoes and have many retail outlets around the

Eastern United states.

Please send me your illustrated brochures and catalogues of all of your
lines in mens footware. Please also include prices, payment terms and
estimated time of delivery. Please indicate if samples are avaible. We will
need to see samples of your shoes, to evaluate the color, style and quality.
If we are satisfied with the workmanship and you can give us your best

price, we hope to order more than 3000 pairs every month.

We would appreciate your quick response,

Yours faithfully,

Alex
Mr. Alex Fletcher Director
JONES SONS CO.

E-mail: Alex(@jonesasons.com




88 (%)
4R A BT

FA AN "New Look™ #z& ¥ F2 FHA4
AEondEw A A o Tones & Sons Co £ —ARY B A4
EEBRBAFSERES -

FH RN AFAEIAESARNMTFABEKTLR - TF
AR S AT RIEH » AR RTH - FATRE AR S F o &I
MEE-BEEL o U AE s AXASRY - e RMHFESN
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=5 L/C D/C OBU -
& 2N

A letter of credit({Z R), abbreviated as an LC or L/C, is
a document issued mostly by a financial institution, used
primarily in trade finance, which usually provides an
Irrevocable payment undertaking to a beneficiary against
complying documents as stated in the Letter of Credit.
Letter of Credit is and often is referred to as a
documentary credit (DC or D/C).

% A Standby Letter of Credit (IE{=(Z 1K), SBLC, is a credit
enhancement device which helps secure a primary loan.
Banks, after the current financial collapse, require standby
letters of credit for most real estate development loans.

i
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r[z5 L/C D/C OBU

& LOUSER) S L2t S AR TSR TS 2% 5
B A EERRE - SRR THE FER AR B IR - 5k
A DU -

o WRFEBEIRITRILE IR » BE B AT oA/ —1E
FEHYERTE - DUHEE JTUENE FARKFHRIE G 2R - $R17 1] 2A
JefRE o H I RIESHE A EERERERT TR o sRTTE (KB EER
EFERREHRER R - FHEEE RIS,

X5 OBU (Offshore Banking Unit) » —f&% i " EANERIEC | or

HEERIZERS 71T, > BEUNLUBY Vel R INEER] > FE

ik ﬁaﬁj@)ﬁﬂﬁ RS [BEANYNE S0 ~ T & %2_ THATS

B BRI EAL - EEIMERIFL - UELEE B E E Y

TR H I 174 \T(—ﬂ&%’ﬁé%z&i/ \H]:paper company) © Al

AT ﬁﬂiﬁﬁﬁéﬁﬁ MR RFE SR - N EIMNTE AR o B

Z BN G 1 #SOBU A4 I\E."'5 il SN e i)

?ﬁm%z £ % » BHOBUELBIN A E5EKA 5 ©

SRR hitp://www.booc.com.tw/b finance/b3 1.asp
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Homework-2

1. Please find a Foreign company from Internet,
print out the company’s web page.

2. Write a formal cover letter for applying XXX Job
to this company.

3. Please also write an e-mail letter to XX Manager
for your application. Remember to attach your
Resume(fE44: s9614xxx-fEFE) and
Cover Letter (f£44: s9614xxx-FEFE).

CHe-maillEEZE 1, SAF EILMSEE AR EN
(FEANEEE, oA RGER!) MBI A BN
— AT B B FER s s9614614@cyut.edu.tw
—BYT 5 EREEE s9614644@cyut.edu.tw

For lecture notes & examples, please refer to Lily’'s website
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2 Homework-3 H2E H: (= 6 FH 1F =& w4

ﬁil_

EIEEVAN S

BB ESMNEHMECER] BAFERES -
HA ARG A > R EREERAE
AN EIN AR EmE R - SFEEE —EANHE
LHRESERHVERAS @ BN FEEmE R - NI > H{E%
BHONE] SR R4S A BB R Z BRAS A e B o

AR A PUESER LB K B A E] H ARG 2 HE
Ebi3# 2 240t ~ CEARMD) H Z&EREF R -
IReRe B EIYE G H sk As ES e e Mz -

A IEE S R A BB SR (2] -
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Two hands are better than one

=ERZ kA —EFEET
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