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Business Card 1

Tech-Stationery Company
Nancy R. Morin

Sales Manager

Address: Point Arena, CA 95468, USA
P. O. Box 716

Tel: 707/ 882-2528

Fax. 707/ 882-2528

E-mail : nancy. morin@ nau. edu

Business Card 2

Sewing Arts & Crafts Company
John Smith

Sales Representative

Address: 200th Street, NY 10458-5126, USA
Tel. 718/ 817-8169
Fax. 718/ 817-8101

E-mail ; jmiller@ nybg. org
L
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Shanghai Atlantis Industry Co., Ltd :
Room 502, No. 38, Lane 448 P (HRED)
Baochun Road, Changning District ;
Shanghai, China

(RAGE AT A PR EMAL)

Tech-Engine Technology Co., Ltd
37 Lincoln Street, Las Vegas, CA X X X X X
USA

(U5 &~ F 4 PR Btk )

B -1 fEEbiRs st
fr RS N 12 Fs .

Shanghai Atlantis Industry Co., Ltd
Room 502, No. 38, Lane 448
Baochun Road, Changning District
Shanghai, China
(RAFHE AR AR K Hphlk)

April 30, 2007 ( HiH)

Tech-Engine Technology Co., Ltd
37 Lincoln Street, Las Vegas, CA X X X X X
USA

(BfE# AR 4R Kk )

Dear Sir or Madam, ( FRFE)
Frankly, We are X X X X X X X X X X X X X X X X X X X

XXX XXX XXXXXXXXXXXXxX. (IEX)

(FRMERZEHIE) Yours sincerely
(ZI5#HZ4) Wang Cici
(K 15#& 4 ) Wang Cici
(KAS5HWL) Sales manager

Encl/Encs: (ffH4)
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iz 7



fa— BEREASHE4EE

MBI _

@© WE AR B bk 7E{ B P AT LA I

@ Huhb— R A5 TR S0 BT IR T 4% M 4% LR B R
(post code) FHIEZK 4 .

@ HE—BA PIFpEE IR “30 April 20077 F1“ April 30,
2007,

@ XFF W5 A A 2 B9 15 B8, FEFR W AT LA “ Dear Sir or
Madam” ; 4058 & WA N b &+ Se 4, AT “Dear Ms. x x x 7
5 “Dear Mr. x x x” ; FRIF)5 HE 75 B M— " SYE LS,

© KRB IER—N B, RYEF R —FIE R, &
R RIS IR, — B FH“ Yours sincerely” 275 .

© RIEHEDGRES S, #afiHEE, HTELTREER
HE L, RINAER A Z T, BT L& 24 7RI ENRIA

@ fR RN RA M, ATEF AR A T M b Encl 3% Enc, 40
“Encl: 2 photos” o WIEMHAA (-5, 3 E i, Encl 5% Encs,

2. B % E-mail BiRERR

R 45 E-mail 4% =010E 1-3 fis,

Wk N E-mail Hihik .
KAEN E-mail Hihik .
Phik
ik
FH.
R4 -

Dear Sir or Madam,
Frankly, We are x X X X X X X X X X X X X X

XXX XXXXXXXXXXXX.

Yours sincerely,
Wang Cici
Sales manager
Encl/Encs:

13 P45 E-mail §#%5X
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Module Letter 1. a letter

Shanghai Atlantis Industry Co., Ltd
Room 502, No. 38,Lane 448
Baochun Road, Changning District
Shanghai, China

30 April 2007

Tech-Stationery Technology Company
Point Arena, CA 95468, USA
P. O. Box 716

Dear Nancy R. Morin,

Having had your name and address from the Canton Fair, knowing
that you are a potential buyer of stationery products, we avail ourselves
this opportunity to write to you in hope of establishing business
relationships with you in the near future.

To understand our company more and clearly, we would like to
simply introduce our company to you. We are a corporation specializing
in the export of stationery, including pens, ball pens, pencils, school
bags, pencil boxes, notebooks and so on. We have our own design and
styles, and are in a position to accept orders against customers’ samples
specifying design, specifications and packaging requirements. We are
also prepared to accept orders for goods with customers’ own trade marks
or brand names.

We are airmailing you under separate cover a copy of our latest
catalogue for your reference. If you find any of the items interesting,

please let us know as soon as possible. We shall be glad to send you

zugr 7
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quotations and samples upon receipt of your concrete enquires.

We are looking forward to your early reply.

Yours sincerely,
('signature )
Wang Cici

Sales manager

Module Letter 2. an E-mail

Dear Mr. Smith,

Having had your name and address from The American Chamber of
Commerce, knowing that you are a big prospective buyer of arts and
crafts , especially for various willow basket products, it’s just falling into
our business scope, therefore we avail ourselves the opportunity to write
to you to establish business relationships in the near future.

To give you a rough idea about our company, I would like to intro-
duce our company to you simply as follows :

We are Shanghai Atlantis Industry Co., Ltd, a leading manufacturer
of various arts and crafts products in China, and we are well connected
with all the major wholesalers and retailers not only in local market, but
also all over the world. We can provide you many types of crafts, and
we can product against your samples or specific requirements with high
quality, therefore, we are sure that we can supply large quantities of
your goods with competitive prices.

Samples are available upon the receipt of your inquiry. If you need any
further information, please visit our website at www. atlantisindustry. com.

We are looking forward to your reply. if any questions or unclear,

please kindly let us know as soon as possible.

Yours sincerely,

Wang Cici

xilgwe 7
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AR R4 E 7 45 B A (R R B Lo
@ & SeRiAL S i X 75 6B B O R A & O A R AR B
i, ASRE SR . Bl
e We have seen your advertisement in the Textile Journal, we are
writing to enter into business relation with you.
RAVEGAMAE BB RARM &, RITESHAF
HALFHR R
e The Commercial Counselor of your Embassy in Shanghai has
recommended your firm. . .
BEAE LK ER S S AR A
e We learned from Branford corporation that. . .
Branford /A F)# Bt Al B4R HAT -
e We learned from Internet that... We write this letter with a
view to getting into business with you.
AT _EFRA - A TR S B S BR R o
e Specializing in the export of Chinese Leather Shoes, we wish to
express our desire to trade with you in this line.
el 0 [ B A b, RATTAR AR5 Bt WIS
FEFR o
Q@ NACHAFINLSEY R LEUE SFAE 28X,
WSS, AR P o0t B A FE B R SE I AT, A B A R
it Jr O 4 A B R AR AT DVEXT B AT EW T
it .
e We are the leading manufacturers of machine in China.
F A2 E AL L H PR Al
e As a state-owned foreign trade organization, our corporation
deals in the import and export of. . .
VR —FKEA SR, RATA T EE - F 5.

e With years of effort we have expanded our business scope

g 7
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impressively. . .
i JUAFSE 1, AT S50 R E -

® We have established close business relationship with more than
a dozen of manufacturers.
HATE B Gl S T Bl 5B R

® For our credit standing, please refer to the following bank. . .
XA AR E AR N AR T

@ MHC T AT L E R S, R B 25 7= 5

L H 3 M5 5 52% , Biltn:

® The goods’ functions have been proved by a scrupulous test and
their designs and colors have been clearly explained in our
illustrated catalog enclosed.
7= i B D REAR 2 T ARG T A, HS A 0 R 4
BRTERHA

® This kind of toy is of supreme quality and fine workmanship.
Its exceptional material and unique style have evoked a good
reaction in Japan. Enclosed please find our latest catalogue.
XD B R A AR HORE R, FLRRIR A b Ak 45 4
AEAE HABRSZ WG, #5072 1) B

@ KB H ™ TR0 R AT, TR0, LAULAR % P R R

BATah. filn.

® With high popularity in the United States, Europe and Asia.
FESE [ BRYN Y A5 s

® ... products are rapidly becoming popular because they are
strong, warm and light.
------ P in T A SE R BE R RPRAT R

® There is a steady demand for the above-mentioned commodity of
high quality. ]
X T bk B B SR A R R g
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® TE15 25 B 043 1 0 7 R /R AR, 97 B U B8 % U5 BB
S s R AHAR B BN

e Your immediate reply would be highly appreciated.
FRATHFAR IR 5 ) R PR [ 52

e We are looking forward to your early reply.
FAVFEE BN R H EIE

e [t will be a great pleasure to receive your inquiries.
RSB 2 A TR AT A F R

e If there doesn’t meet with your demand, please let us know your

specific requirements..

SRR Rk B AR ER T LR TRATT N8 54 R B ARBRER o

NOTES

1. prospective prospective buyers WSTERIER
prospective outlet VB TE HY A %

2. fall The price of raw material falls.
JER R T RET o
These articles fall within our business
line.
XS G E SRR AT TS E VLR AT

3. business business relations /45K &
business scope .45 7

4. enclose We are enclosing our sales contract in |
two copies.
it 75 WA L3RS R P B R S TR
Enclosed please find two copies of our

sales contract.

et 3o
Wl ERAAT AR,  FNER



