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2. Different elements in the business letter;

3. Styles of business letters,

RN AR R -

Fom @B KRR

P EOR

X AT ()2, BRI B AL E @55 K R AE R B RETT
F IR AT B A W AR SFRE T . TR R IR EGE & 15 3K

T AF DG 2 35 B b — S 0 =] K= i () 1T B A 4

AR

1. letter 2-1 self introduction by exporter

2. letter 2-2 a letter written by an exporter to an importer

3. letter 2-3 a letter for seeking investment

4. letter 2-4 a letter written by an importer to a producer

5. letter 2-5 a letter of credit enquiry of a new customer

6. letter 2-6 a letter written by an importer to an exporter

EEt
HOEER

TBRLR A3 5], BRI ST E WA R . % RI%
FEERH A AL TR T W P E R AL RO
HOERR

. letter 3-1 first enquiry

—_

2+ letter 3-2 reply to the first reply
3. letter 3-3 recommending a substitute for the discontinued item
4, letter 3-4 asking for quotation

5. letter 3-5 requesting for products similar to the buying sample

FINE R
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{5 B H A R AR RIE T e BEIX 70 SEA M RE A T SR A G 3RIE T Ko
HEENIE
1. letter 4-1 a non—firm offer of sheets

2. letter 4-2 a non—firm offer to a potential customer

3. letter 4-3 a firm offer of printed pure silk fabrics

HIE b

HAEDR:

AT () 2], BRI B B IR E R AE /T . FARIXK
15 B W I BAR] | R A SRR IR TT e T RE R RS 5 R . RTEIE A —
B .

AR

1. letter 5-1 declining an offer
2+ letter 5-2 making a counter—offer of printed pure silk fabrics

3. letter 5-3 reply to the counter—offer above

o

. letter5-4 declining a counter—offer

BAE BIUTAEH

FUAEOR:

A E (52 5], BRI B A ML B EIT G R R ST . EIRIXR
15 BRI HEFH B3] 2 R SR ARIE DT e BEIRIE RO R NG RIHE & F . KIS
VIR R AT WA S o

HEENIE

1. letter 6-1 placing a trial order

2. letter 6-2 placing a purchasing order

3. letter 6-3

4, letter 64

acknowledgement of the purchasing order

confirming an order
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(B

5. letter 6-5 rejecting the buyer’ s delivery terms

6. letter 6-6 sample sales contract

e I
HOEIR

WA TR, BRI B G RS R HRE . EIRIXR
HH A R KA ORIE T e AR PR B ORI . 1 R EOR Y

NN NP YRR

HOEWE
1. letter 7-1 asking for insurance arrangement

2. letter 7-2 advising insurance effected

3+ letter 7-3 insurance policy

4., letter 7-4 taking out an open policy

5. letter 7-5 explanation to the insurance clauses

6. letter 7-6 request the seller to make a claim

FINE AT
HUFEER:
WS AT, BREAEFAR G P EAEHE R AIEE S FEIRIXK

15 BR S AR TRl B A SRR T 3 1 RS IR 35 3 RE , I REFE 1845 HALE

T

L/C

HeMarERN Sk RN E, .

N

1. letter 81 buyer requesting easier terms of payment

2. letter 82 buyer requesting modified payment terms

3. letter 8-3 seller accepting buyer’ s proposal to payment terms
4. letter 8-4 buyer requesting D/P payment terms

5. letter 85 seller accepting buyer’ s request of D/P payment terms

6. letter 8-6 buyer advising the seller of the establishment of a
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7.

letter

817

FILE B
FUAEOR:
W AT {5 2], ZORAAERA R MBS s E R ). BRI
15 BRI HE FH B3] 2 AR SGERIETT e i B Be s i 7 20 1 R PR o
Yitee iz fan IR AR o
HEENIE

IR

letter
letter
letter
letter
letter
letter

letter

9-1
9-2
9-3
9-4
9-5
9-6
9-7

FHE RN
FUF IR
WA TR, BRAAEFEARGUPEHRIGERAIRES) . FEIRIXK
15 B HFH B3] R KA SR RIE T e FHIE R TR S RGP 5 4l o DR LA

PN T, BRI

HEENA

1.
2+
EN
4.
o
GN

letter
letter
letter
letter
letter

letter

10-1
10-2
10-3
104
10-5
10-6

seller urging the establishment of a L/C

urging an immediate or punctual shipment
giving shipping instructions to the seller
sending a shipping advice (1)

sending a shipping advice (2)

introduction to the shipment container
request advancing shipment

proposal partial shipment

claim for poor packing

a claim for short—-delivery and inferior quality
settlement of claim

settlement of a claim for damage

declining a claim for deteriorated herbs

making a complaint for wrong delivery
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1. letter 10-1 The import process of foreign trade

2. letter 10-2 The export process of foreign trade
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