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Dear Lily,

Thank you for your mail of January 16th.

1 appreciate the exceptional quality of your product and the

i ,'w-yf which you have handled my inquiry. But your pﬁcen are
mm even for this quality. Tonocqx your prices would leave
/mvub only a small profit since -

éf&g\aﬁ"\:
R F T
WA A6 B
R T S A W W, R AR
F&i}lia’iﬁﬁm,’\t%kﬂ
. % W IR B AL R R AR A

mqu{ky(mism/mlor )lﬁunmltcwbebpw)
the "ﬂﬂl (ﬂle mlwd pattern).
R AT e A 'ﬂré A
)
The goods are \\fgenlly fiéeded and shw!d be
delivered vumm two months.
A T A

I am an undergraduate student in the De-
partment of Foreign Languages, Zhejiang Uni-
versity in China. I have sent to the Registrar my
application for the fall 2004 master program in
applied linguistics. I find my background fit your
research in the same area. I wonder whether you

can consider my---
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coz u r my first one to talk to.

EXTEFBACRERZ, WX

MAENET .

bill. may I call you that?

WRO R A, Mz NEILE. %E

nice talking to u.
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art.

att,atty.
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accident and indemnity
against all risks
advanced freights
additional premium

all risks

account sales

actual weight

agent

article

attorney

bill of exchange

T TR 0
£l )

fiil 1+ 12

e o R B 9l

e

Eoen

W, LR B
REEA, 3 A
K, i

B A

(-

RYFRASHARTEERR. IANFIMuSHEE, RIS
RIBFIAT W, FBRBL2HE

>

Mt & 88 5
— @H. i
ENRE. W
BWMEXEFE6
STENREXE
AEBiE, I}
mEmM, BE
£B@-



T L T o - % - SRS

1. 3L Heading .....coovvissemsions iiosussssdivsssssesiiisiioss ssiagiesons 28
2. IESCEBST The BOAY oueeeeecvieiecisressessessessessesssessennes 4
IR 110 35 (e VY i, S SR U F NS ISP 11 08 e i S 17
2. FHEASMREE Sales Letters i . it livnmimsiaratintosboneitons 21
3. #R4% Offer. 4% Counter Offer F1425Z Acceptance ....25
A TTITORACE .« oisifistsseisosonsiviossstsvssissitsionionmtoobitebinsidsedisns 32
5. {3 H# 18] Credit InquUiring ..............coceveevieveeevenncnnen. 37
6. 312 3# 51 Shipping AdViCe ........cocorveeemeicueriiieennne. 42
7. & Je Ab PR Claims and Adjustment ........................ 46
B L APPOIEIACH ..o veromsinsssosro ransotseseksiorbonntomsiess 53
O TR Tnvitation ...l el R ohe L 58
10. /2815 INtroduCHON ........eeeeeeeeeeeeeeeeeeeeeee e e eeeaens 61
1. A2 %% 4] [a] Enrollment Qualification ................. 65
2. ¥4 %k & B Recruitment Information ..................... 67
3. 753244 Applying Scholarship ...............cocvrmenc.e.. 69
4. FIK 245 i) 32 77t Communication with Tutors ........ 70

5. WA AR ) 3t #E #F College Network Address Abroad .. 72



11

] _E Bjp 2K

1. X FE %Mt 4 Country and Society...........
2: TS Family Life ©......conveivionetobo il Lo T 13
3. 23] Fik: e 4 1% Study & Campus Life .........
4, THERIWEER Job and Profit......c.ceevveerennennes
5. Jili#5 K Travel and Exploration.....................
B. BT LOVE .criimenannaisinnssisnssnssionsimmansid 1ol dlic]
7. K 5 M #% Computer and Internet ................
8. (AT 12 3h Athletic SPOrts........cocevuivecieencenne.
9. 2 4k Literature and Culture .................
10, Ty U BIBIOOY .ccoocionisnisansinsoprmmribsnirsv phoniive
11. HiFH Geography .............ccocoeeeeesssassenseissssansesss
12, SR8 Al Bite and SUP ..oopuimssionrsnsianmismasss
13. flR/fii Clothes and Fashion...........cccccoevmrene.

MEEEEERE -

X _E iR

=128



TE-NRE

N~
~

S =

1. 0 H 1 M 35 7y 44 News Network Address....
2. 3 iE Mk Py 95 3CHRNC News Words .............
3. FriEI L News EXamPIES ......cconrierernnennaneseresaans

4. % WLEY M 3 S ) 48 Magazine Online

L. 3715 I 355 71 23 News Website ........cveeurveuinenes
2. fafditiE © A9 Improve Your Listening.....

BB A BEAR - e rovsn e samase RSP AT 2

EREEE.. ..

N2 5hRiH3

2 59E

BRDSEBER v oo v re e eee e e e

Bi. TES5®RF

BE5H2%

. 139

e 1658
HW) . REREER

165

166

=169

172

175

178

~ 181



T #HESSES

+—

X |
Bt R ]
B == I
B % IV
PRV
=V

BB EEIBRRAT - crrivem e soe ramms omams oos
BEEMBGEEE - v ve e e
IR b L=
BB LEERIE v oov e e e
WEMMBERALT oo
ICQERMEERIE oo eve e

184

R SRR SR T,

187 |

189

193

195
196

s 54000

206



n—R wTiett

E-mail & 3% X electronic mail ¥ 45 5 , ¥
v g FeReT, AR CRER”, FiEh YR
4k IL”,



P 5
[

N eSS TT: g

— CFBTHESLRREE

REEMSHERNER, E-mail AR
{4 P68 1 RTTH BB TR K TIT SR B AR KRS A
M. FRAERBZER. AEnk () £
e haprs, RE/NELEEEN L, ‘ ?
Rz MR TELDEES B, BiE.

QQ 25, E-mail M- RAR T,

E-mail I SERRARIE, TGRSR, ETREIRTIE.
TArs . WA, HERWNE. JUENN - RERRaE ol
THEHAFN RFEH &), EXHBME You' ve Got Mail.,
EXHEPE, £ AARE-mail §631%, KTHEAE. B,
I E-mail SREULR IR S AR TR /735, 4848 SARS 5K
BB, E-mail 8 T REES S ASE A WA, TERSHE,
PR 451 B-mail B SN RALHEB S ALIT “BIF—S. &P
B AR,

E-mail {KERE, H—BEIRIEAMEEE, HERYERNL
EHEERGE. ERLH—%, HESTHRS:

From (&4 N): TFERRE PR
To (LfEN) IEXHE

Cec (i) : SRR

Blind Cc(#1): EH
Subject({5 {4 F):

(1) From: (R#EA)



a7t Chapter

(2) To: (Ui N)

(3) Ce: (#4i%)

(4) Blind Cc: (% 15)

(5) Subject: ({5 k)

AR RGN B RRIEE AL <A
WBFEBCE BRI, “PPi%” BRI A —RHE EILA Bl R
{EFERHAE, RATE] AR BB Z R, < BB A RE IR
o L#ER, AR A “Mig” W, XBEFENE—T “FHEE8Er.

B FHROERY R BB, A (E ATEWRFT R4 2 R ak ak
MEZFENERBRM A W04 28N %R R RE(E 4 2R
H BB KOG EE) . EER—FR—18T, BNES
WEE RS R, SR, i BREES: Date in
Room 203, 12:00 PM, B mF R A AT A% 43T,

B8 —A:

Re: We’ll pay your first order — no gimmicks(FR 1A VE, W8
HIER )
* Re: Angel’s off next week (%7 /R F A E#H)

Re: Have you taken advantage of the free business card({i47 iZH &
% ws 1)

Re: Knock those interest rates down now ([% & # &)
Re: Free yourself from debt ({[1{i] 5[4 (% 4%)

Re: Free T-shirt (4:7% T 1)
Re: Visit to Ningbo by Middlesex University CK{EEEEHT A% A R
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WiE)
Stafd, B EEnTin URGENT(BS), MRMmEBEREAGX
B KBy FER:, BRI b URGENT, PARFfbsRdt 2, m:
URGENT: Updated SARS report, 20:00 May 4¢h, 2003 (2003 4£5 H
4 HER 8 FUIESLEEH )
SH#sRAE, BiFm b REQ (#:K), i
REQ: Making a speech at the meeting (G R7ES LE . WEA
— & EEHHE, XBEREOHMENE.
mEHHR—HATEN AR Z M4, TTFERR 4 3 BHThn
FYI (For Your Information) ChH{R#E4LER). Flm:
FYI: Purified water in room 203 (203 & (8] 4 /KL M)
buprgad:u) I SL o k=

--------------------------------

WREE R BB AL, —K .
Kt AERUTONGEARNEHLANET |
© BREHT. Fid, BA—REHERNEINBERTS -
D FSATBHAE. ERAREAZA0E - RANET
. BKS, : New E-mail Address Notification,

----------------------------------------

(1) FFEMEE. KRG

EGH TGN, FIFRASALENE. FMUEHER BHE
ML HERRTAR, REBEENER, B5AHMKF, BEY
AESE. twm, RREEN T RASE 1, MEEARRTAERE
JH Gentleman FRFE, {HEEAfAEH Dear Gentleman, [iij Dear Sir(s)
TR SR A LB R AR R BRIE . 76 T HE 44 B AR Sir(s) ILRER,

-

-~
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HEZRILEARAT.

St HERFRRE, FAR/NCEET . R, RECHEEA
BARLNECET, REDH, FOAEmGR, BREHAERER
“Ms.”(ZLRFFFEN e MARMRAERN T RLE, WATERF “Miss”,
EBR Lt WRI Y ERFRL Mrs.”, MAARBREFALT,
BN EIFH “Ms.” kFIFE. MRBREFHROLHA. AR S8%
IREEH, T A Madam(s) 8 Lady (Ladies) 5E#R.

WA R BRI, R ERIEREERT I ALE
Fo —MKUL, WTEHBEM “Dear” hi_b&AFHKIFL. 40 “Dear Chris”.
xJL, A Chris 25 2%, #ATXFERIT.

WRAHEXS A M, A4 4, 4 Dear Leslie Martin, DA
LA o

WFRIFRRT R AR IE— A, BI4E “Dear” Z 5 EAE1IL R &Y
BFR, flan: Dear Project Managers GEERF-mMEH A R); Dear
administrators GEENEHE).

EAMERT AR 4, SARMEXN TR . 7T/ To
whom it may concern (B X A1)

Wty RBIAKIA, A Hi 3 Hello 773k Hi Z8H BRI
FROF, BIEIHATHEIPZ ], SHEs i HRRENER, Flls
HALTRERAR.

BRI LB XA LR/ ANRER. TR
—SE ANESD:
I was glad to receive your letter of ...
With great delight I learn that ...

I am pleased to inform you that ...



s MBRLBES

oooooooooooooooooooooooooooooooooo

I have pleasure to tell you that ...
As I have not heard of you t:or long, 1 feel anxious.
It is my pleasure to write to you on ...
A, R Feipr -
T HREBHEMEXR. BRAMTRBFHER, KESAS
- HEBILET. :
) EXHE
EXHASAHE, R 20, KB FENEFXTHRSEKT]
Reg .
HEEEBABRAR, BEBEE - 477, “F7, BRIEX
ERX—F A Mt copy i1k, REHEEE? 58T, FERS
B, BN, 5IAX RS TRA — AN,
SIARBMEMRRHEAENTER, LT AEREMTAH
Efs, BEATERAFIARGFLT, MHTHELIEFEACHRS
TH4, TXHRE “F, REHES T WEESRAFNRA. Hi,
FEEE PR RLZEAUR: Yes. MR ZSIREIL, -
> Will the meeting begin at 8:00 AM Friday in Room 203 ?
Yes.
EEE, JIAREN, KFSCIRRERNIIAMNS.
FIRRBA—REEENGIA, BAFEGEESEERAEMR
B, HETANBRALENFE. W
>1have got the catalogue and price-list from Lily. Once the manager

-
-

decides to open up the market of cotton shirts, I will negotiate with Lily.

> By the way, will the meeting begin at 8:00 AM Friday in Room
203 ?

e
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Yes.

XEEEIE “Yes” syt ERE. HEELESHMI KT, &
ik, SRS 0 Sk PR AT A 5 B oy ) R AT A R . (el LA
ERTE AT M. R, IR PR ERIE T .

SRR EE-RIERRK, R HEEENEE, WA
L AR

> Is it necessary for me to take the English Language Program, since
I have got very excellent scores in higher school?

Yes, for your scores in higher school can’t be accepted in our university.

>1If I take IELTS for the second time and get a satisfactory score, can
1 skip the English Language Program?

If your score is satisfactory you will not have to take the English
Language Program.

s, ERRKREFAERREGT, GSUAESTIRE L, H,
HAFBIT R R B A Wi B R AR P

WERERAFR N AR R B, WA G A AR E R
B DR RCEISIREREZ RS, ERRE.

(3) S5 2RYRT

W HRCERA UG TT . BFAIT SR AR FREN R, T BAY 45
WO R 45 AT R TE 55 14 R . S SO TR PR B E S SRR T
H it

TOCHILHER S TPy “H— AR A, Wb ikideg, Kén
27 FHHEEBEE. W

(With) best wishes/regards #1.4F

With all my love [& %

- Wishing you good luck / success #¢ §f iz / B Eh

Give/Extend my love / regards to... [a}--- -+ 15} 33




> BEXEEH

Please convey my best regard to ... fAH R a T

BB ST ESRN ER. “HE” % BRARARNE
EHERARAR. flm: S5, k& ZH%H:

Yours respectfully,

Very respectfully yours,

B R. BABNIBIZGROA, METH:

Truly yours,

Yours truly,

Faithfully yours,

Yours faithfully,

Sincerely yours,

Yours sincerely,

Yours cordially,

BECHEREEAN, 7H—SRARIIKHE:

Yours,

Yours ever,

Yours affectionately,

Yours cordially,

With love from,

Your loving...

Lovingly yours,

Lovingly,

QObediently yours,

Intimately yours,

4) B4

UERTIHHAREEENELENE, PRETEXY
e, SWEEAXTHE, FEFEHHRAESIRENSERL. B




