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2. Different elements in the business letter:

3. Styles of business letters.

BAMp A
B @B RR
A E (53], BRI BA AL S R L S R AR E I AE ST
FIRIXIAT o H 3 . R R ARORRIETT A 1R R BRI & (175 3
-+

BEF 1 AH % 38 S b — 8 0 w) K7™ il ) ] SR 4

&l

1. letter 2-1 self introduction by exporter
2. letter 2-2 a letter written by an exporter to an importer
. letter 2-3 a letter for seeking investment

3
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
B

B Eg.

W AT ], BER AR R AWML B EREEREE ). ERIXE
{5 B W I Bm] . R A AR RIA T e 1 AR — AR A AN B AR W 8 A B BN

AR

1. 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

FIYE IRAE
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AT B 2], BRI B B IR E BRI AE /T . FARIXE
5 BRH A R 2 A O IA T e BEIX 70 SERE AN RE A 0 F SR AH R R T 1
AN
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

A R
HEETR,

R A B ) 5], BRI BT B SIS AR MR /). FARIXK
{5 BRH T EAR] L R 20 AR ORI T e 1 RIE R BOMES L E R . RITEIL A — L
BT .

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

EAE BT
B,

W AT, EOREATA R G ML BT ER . EIRIXR
15 B W B m] | i A B SR RIA T e BERIE XU ARG RIHE & F . &S
VT B S AT T A TS

AR

1. letter 6-1 placing a trial order

2. letter 6-2 placing a purchasing order

3. letter 6-3 acknowledgement of the purchasing order

4, letter 6-4 confirming an order
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5. letter 6-5 rejecting the buyer’ s delivery terms

6. letter 6-6 sample sales contract

FLE YR
HUEAEOR:
W AT (57 2], ZORAAERA B MBS R E R BT . EIRIXS

15 R H AR L TR 2 AR R RIE T 3 AR PR bT W ORRS o RS o 1 fF BRI
(NN L YRR B

fi

T

L/C

PN

1. letter 7-1 asking for insurance arrangement

2. letter 7-2 advising insurance effected

3. letter 7-3 1insurance 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

HINE AFEK

FUAEDOR:

R AT ], EORE AR B A ML B G FER AR ERXK
HH AR L R 2 R R ERIE Ty e T RE PR 5 AR, JFBEE 1S A E.
HefzorAERNEE. R AE, g,

AR

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 86 buyer advising the seller of the establishment of a
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7. letter 87 seller urging the establishment of a L/C

FILE 185

P ER:

BN AR RS, ZREAEARBAM BEIZHERIIRE . EEXE

15 bR A FH AL A4 SR R A T e ki [ bR e is ks o7 . T E b it
VPR IE SRR -
AN

N
2.

letter
letter
letter
letter
letter
letter

letter

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

BE RN
FUAEOR:
A B (52 3], BRI R A MBS RIE R ST EIRIXI
T 2 AR SRRIETT e RN R IR S R T s L df o DR A

E

PHR N, AR .

FH 5.10]

AN

IN

letter
letter
letter
letter
letter

letter

10-1
10-2
10-3
10-4
10-5
10-6

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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P A

Bt ' BAINA R

FUAEOR:

I AT B 3], BRI BT T AN A S5 IR RETT . REBSR YR
FARTE D RTERH 2 Fh 5 2R A 158 5 18 OF BRI AT & A o

AR

1. letter 10-1 The import process of foreign trade

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

= AREREEEE

ARTREEE ARG S KR B SRR RS
TR SR TR EIAT . AR E (BRSO R, B RIS
Beim, AR, R HEIEAF R
PO BRAE I 2

piN7tasint Ie L/ SR | AN | R
AT SR )RR 2
oy 20t
B | BUHEW 9 2 A
HoE | #kg KR 3 2 5
BT | WA 3 2 5
HE | R4t 3 3
BHE | L& 3 ! A
FANE | BITAR 3 1 4
wEE | R 3 2 5
FINE | AT 3 2 5
HE | B 3 2 5
Brm | B 9 5
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23] 2 2
&1t 32 16 48

fiv REERIFEZ SV
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2. 8 SR E TS R I A7 10%

3 AFME K SE BRI H St A 20%.
N~ AEHEM 2%

- Hh

CHrmob Ao R E ) , 2T BB XIFF g, BT Tk HRRE, 2017
F05H

. BEA.

(1) (HMAIEEFEREY) , XHMETH 5 K=, 7k 2010

(2) hRFERE) , PEZE B R, AR 2010

(3) (HPRAIGERE) , EEFEEg, BBV ERF AL, 201096 H
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