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Abstract :C ommercial English letters are the major means of written communication between two
parties in the international trade. Their writing is very important to business of the enterprise. F
ortunately ,s ome writing principles and techniques can be used. The principles are namely
courtesy ,consideration ,completeness ,clarity ,conciseness ,concreteness and correctness. The
writing techniques are :one is to follow the four2 part structure of the letter ;the other is to use the
commoly used expressions and special statements in commercial letters.
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FIE R A IR . W “Y ou made a very careless mistake.” #7ik  “Avery careless
mistake was made.” R4 JLUCESE TAEHIBE R A 100 T S SR IN BRA R A A
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3. 5EHEE IR

EFEREET A5 B e O . — 287 H w47 S0 G “the above2mentioned”,
“the former” , “the latter” , “respectively” 2 ISR IETNER D Rl et toe i
PR b= H TR,

475 FE RIS 2 T R 55 DB (S R B AR R B . — BTG . AR EN
FRoRREHE N HRSENRRA k. HERIENE BIERAER . TR DL IE
TR ) 1 4544 o

)RR N —MERRLES JEEN—H 2 E0E E KR 55 A R
TER S AR AT X8R 45 N G R ARG @ 08t . DRt 7eadin] b N Sk RS e i)
By, A ARBIFHAEEIRE A R S, AR D) e AR SR .

(2) A AE 1 B A FH ) ) T I 12 % R A )33 ) U £ = AR 03 o il “Those
who workrapidly get ill in these conditions.” [T “rapidly” ] ({47 B X A UF il e~ 4
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4 F) D/ D ( de2mand draft 223°) T/ T(telegraphic trans fer Hij[2) ,M/ T(mail draft 15
") ,D/ P(documents against payment {348 H) 5 . b AR, ) &5 K400 i it S o B i) 5 4
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4:We re fer to y our Order No.
Through the courtesy of our C
are interested in do2ing business with us.Z5 - #8/> &: Bﬁj‘ﬂﬁ‘%%%ﬂ&ﬂﬁ‘ﬁjﬁ
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15 R4 0 Ay B0 7 B 2 AT T A A, AT LA “Y ourfav orable/ immediate reply will be
highly appreciated.” 74515 b8 A H 1945 R 75 A5 :We await y our fav orable reply with great
interest .1 f y ou need any further in formation ,please let us kn ow.As the market is of keen
competition ,we recommendy our immediate acceptance.
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offer is from-- <o NN R OK R 2R IA 4G Y our price is found on the high
side.Y our price is prohlbmveY our price is excessive. [ H{F HIEAT 2 7] LU 1A The
terms of payment are by L/ C available by draftat sight .The terms of payment are L/ C payable
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against draftat sight . The terms of payment are by L/ C available bysight draft 240 >) {5 ¢ 14
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