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MEZFARALHBENRZSEN, SELF LURKFEFHR
FoEEN-NERETHAR, AR SN AEZFERE W
AHEhLE SR, EXFNHABTET REAEHEH THH
ARWEREFURBRT —FEENES, FATBFRAAL LR
HTHWER., BFHAEEHABHREFVNIEFRZ —,EWHR
FAFEEEANDLE.

KRG AARBHWE. HHEBEWHEMNERKBEURLFE-EH
ETHRZH CRXEWS R, HEERERTEARMARRED
T B BEAR A T Ak 2 [ 62 2 — A R W I EVLR, B T & D
— b 5 B R B B RO BT R

M BHFHABGAFWIXREEFAR(HSFEEE) X PRI
“HMATHSEEFANERTRFWRIEEZEXRERN, RA S
FEhHEM REEXFRELMAEHE. B AM T EHFAENFAE
ERFVELABRGEEARBNAAN T AR CH LR ESIEUENERH
FWAM T XERIN W LAEBLRE A IRREE T SH KB
#HAE,

SO HE(GHEB O R ESIRBARNAHBIT.“BHEHHEE"H
20940 2% B BT b B VAR LR B, B, M b 4 LB
AR,

#* F# % %5 F X, Leo Jones 1 Richard Alexander £ { 8| # &
R 4 B )E RN F ¥ £ 4 “Business English” (4 £ % T 4
THRE:
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REFE¥RETATET@I M ETRNANEL Y. ¥EW
HREERAXSABRNAB AXBREEZCRPETRRE
EHRAEHEFERANHF. R URNEFEHLETFREOHE
BEFRH AN, REEFEHANTRELEETHFERT —FHL
BN EXLEANARRE HETETRANERAFEMETERH
Wl s, J Plaget(RERK A CEFN AL ER T BE W
EHEFIPRER. R -FHBTHRERER AR, 20 4 60
EREEBETREZ"WEHT A EREHHRETERAE”, A
HEERGHABRABHREFEANKIENFTE BRAEERE—HXK
el Bl BERKNEIRTHEMNE AXZHEE FTERME,
UMM ERFNEERN., TEUWEAFL B EEHEAER
BHBFATRED BAEHF RGP E”(LRFEERDONET
&, EHHXEZHFHHR, § ] Firth & A £ 4% ¥ British Banking.
The Belicrest File $ ¥ PR ENTH R FETH LR FE PR EFT.
RBEEEXFRTHEFK ERFEEIRER R Em AR EZ
B xRl K2 A THEHNHLEREZF., 27 20 #
R70 SR, ik E L, CRNE T D RRE AR, A WHERE A X
B —FBEEFEEE, ERHT communicative competence( X Ff
#6747 )#8 common core(EEF #HOEHMA. BH R EHFLBRMIX—
READ FHBEREE TIEET SV I L. Knowles f Bailey 4
B ¥y Functioning in Business R XX XMW —EHM. F N 20
H480.90 FRF 2l HAE , HHHEHFERFEL T LR E
MR AN ERRERFNERFEBETEABRERANER, FH ¥
AFAWRE. RERERR. ERNAFRLEN I AL FREH
¥HhMA R LERRERBESFXEAILS"BEREERSHERF
FBRF OATERAEEHRFNES T LB EFNHIEL 4.
HEHHEEHFRHURZHT AU R EERE RS, Z
UABERBENE TN EREZ RS, REN A EH S E 0
MEERHSNRETMR M BEATUREOHEIEFEARAE
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ﬁﬁé@,ﬂlﬁfu%%%—Hﬂﬁfﬁdfﬁ%ﬁ?ﬁf@%)»fﬁ?ﬂ?%ﬁ%ﬁ%
BEWEAAEBEEFFT W R FA, RR - BHHBEHA—EF
5| F ¥ & %35 (English for General Purposes, EGP ) i 3% iIL 8 K 3%,
#4p enquiry (G I‘E])—‘ﬁ]%ﬁﬂk@‘}(%“:@m”,oﬁer(ﬁfﬁ)f—iﬂ 2ol 4
4 W E“% 7, quotation( 3| &) — 1 # B sk & L E“WM M, document
(X)) — AW E L& E“RIT (L)%, R, WHHELNTRE
ALATRAR BN ARG REEL S, RFERFNIRP, FREH
BEEA MOAERBETHEARY (EESHERERRAR I H
BHERFEZT RIS RIERE. RRARBS R BHFEE AT
XL R - PV HFF, WEHAREAEAE BR.KR
ARG LEADTERE, EXARAFLCE - NHREWHEER, BH
B X MR FREARBFANAEERATLFHRES. E
WA T BFREADEABRAECHERH SR EBERREANEID
— XA A R R, A A 3EE AR R AT, 3 AT
FHREAERFERTBENER. T RELS R, RAEEE .
R ABSEhILTRE HHHEFHN BRI TR AR, HHH
B ERERFEMAETSAETR AR ENE S, FEEF
PREVESLFRIATREBEERYE R, A OB TEXMER. B, F
BAXMEERFNRENFETRE AT HLHERNB. AN K
BMEENHFXAEL,”O

BER EERFNENDBRUREANNBRME R RBZI A FES —
FHEAER LR, RELLARENAELR, ZFANEL L5
RERAWERHREN T FELFANEETLAY., . ¥LEESH
FRE A BT R, 6 R % “His delegation appreciated the
fact that UNDP was prepared to respond to emergency needs as they

rose, despite the basically long-term operations that characterized

O LB RBER . (EHFEBEERR), LB RE N 1997 FIg, 58 5~
6.
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those programs. "# . “REMULFH AMBE TR AN ¥ FE2%, 1€
BAEFRHRNEAHECHREATE, Tk, N RRAXRTRY.”
FELHSEERN, B2 H A TTAMI“It is reasonable to provide for
payment of the credit in hard currency as well, if the traditional
export goods are not available. ”# & B X #h A ik # 5| , AGE & F
HERETRAKEE TR BELENFAT AFERELRK, X
EEHEEN. 7RG B F R H T O EF B EEH (positive
transfer) , Bl —F % 3 3 B — R I A WHRRKEH. Sl “BAER”
HEAIR(D. P. AusubeD AN , BFENZREF I E LW F A
REFEROBERTHABLREH, AR RRARAWEEHRRH
A —HEE, FZ e IR H RN EIIRP, A\TTRE F
SR E.C X, ¥AELEXETHRLF¥4ST A with +—A 417
MEERRE-NCGHIDAF NTEBMNENE R ETIELE—
A slow upturn is all that can be expected in Europe in the second half
of this year with a full recovery postponed until next year. (A ¥ with
a full recovery postponed until next year X% and a full recovery will
be postponed until next year), B| T # I HHHEN B, B SN
#F #,5 i The manufacturer has accepted the order with a commitment
to a delivery of 200 sets per month beginning from January next year.
(4] ¥ with a commitment to a delivery of 200 sets per month ... & &
and promised to deliver 200 sets per month ...) X ¥4 F. E N,
SAAECHEREAMRECHEE S ah 25 Fl 4 %38) 0B it 1L Bl Y
i TOLBRENAELRR, SHR BB H A,
wEEHEMNE TR — A E,
(BHEAEFBAINERREA LRGN EA NS HRNEF 5
By, T BR X B0 R SCIE B B 45 3] A B ML 1 A B 1L BT o B B9 A R (4 B 2 4R

@ D.P. Ausbel et al, Educational Psychology: A Cognitive View, QUP, 1978,
p. 128,
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BREHLCRAREONER. ERBATWRITY, ATHREE Y
MR, A ERTEERGRR MBS, ERFIRT, K
NBEHFLEXAFLERERE LN S EALBERXAIEREERC
BFHNAR T-EREVSEAREAXFAR BREY. &
RXFAZNEEALYRRSFTEN, K AARABHTEEESH
BHAGE YRR, A TRFEP RO N FENEHED
AERNGZ —EHFRTFEERE. Bl AFERHRESLS
MATHRNERERBFRINER, IMEIREF R RN
AfeAZ— UEBA¥ENETHEE. o ZEABFE 4R Y
RiE LB CERAREME NG E LT FIOERAMRE Rt kv
ALKER AN ELREUEF THLHRE IHHHE, R THRE
SHEALEHFRWHKIL.

RS FE FES EACIE R &N PLECE P ¢ ML
E—HAXNARAEMN  REZBRXTTIHRRRERELT X
R BFCATRAT R RE ST RE.EEERENRE
KRZ”, BEX BB, AHERTRHAMAAE RUEL, BT
BRTHEN, MELFEHNTEHH RN BRI ERER B E
EWT, B EAERER.

AIA
2010 %6 H
FrERIT kS



F—HIT
BRI
=0T
UL S
EHEIT
HNHIT
E-LHT
£ YN K
SEILBIT
S8t
F—HIT
- i
B =80
- it STt
E AT
£ AT
EtHoT
F+AH5T

SESEE
MARHE

g8 %

R 95 2 L Y TS M T 5 SRR oo eeeneeeeee 1
R 95 S5 AL T SO U BRI cooevemsemmneneenss 13
Fe v L= [ -SSP SRS 30
Tﬁ*ﬂ%ﬁ%ﬂ%*ﬁ%%'ﬁﬂ .............................. A0
FIHT TR X AT KB AT oo eeneemenesssssnnnenneensntnnnenns 9
B 1E TP T 60
DR 108 B 0 70
FERR I cevernrnmmnnniietiinii s 82
HEGY PR --roveermerecoerenrosreniatociiatiiitiaticeiirintiiincanees 92
AN BB T covrreeersonnnsneenisnnntnensssinnnacens 101
i'ﬁ’jﬁ?—t ...................................................... 110
[l n O R Dk R T T P TP LR PP PR P PIVIPL 124
LR RIE AR - o vveeeerrveesssnnesansnnemsiscecenans 137
Ut O T T R R LR PP T PR PIT PT ST PP IP PP RIS PTIPRR S 148
B S IRE IR v evrrerentisainiiiiiinieaiiinsianen 161
N i LT T R L LT LT P PP TP TR P PER PR 176
S AN 2GR e covvorereormoneraniorectetiaiiiniiiiiaceeiss, 189
FMELB BL eeerererrrnmnneennertninessiseessestee e 200
- T DT P P S PT P TP Y PP T PP E TR PP PRV 212

BB SREEHE RO (RIFIE) e 271



E—BT

55 iR R B 1E
ZM 5 SR A

—., BEREEBPEEEN

BEWNSEERBEMNINAG LA VML FEHZ —. X505
5B EEY RKRMPE L O E RS, SRR R DR
WA R GBS, XS FENMUFEFRRLEHE, MERE
(B3N

— KA, BB 1 45 BE1E pR L AT ST T A LI,

(—) TEREF

g st s, MUFEME B X &N E AR 4 (& {5 AR st ik
MAES H B S AR s ak RS ARFRIF LA R S T 3608 IE S0 &5
RBEEE Z2 W55 LA RFETE, T HEEENEBERANE
ARE=FWN, M, FEEEFERFTEHA: For the goods under our
contract, we have booked space on a vessel which is due to arrive in
London. B8R, XAIGPRE THANZEZNHE. GRNES .M
B2 LA B R B R A UK B 8] .

BB s AR A T B RET E M A — LA A A
B TRARTE UK | T Sl Tk WR JE IR K, LR B A 2 i
HABSC. EE THEXEFEROESD:

Dear Sirs,

With reference to your letter of December 2, 20 ... we are



B—257 BEFBRBNEEENSERRX -3

MRS SRR CFRE T B IE RHAITRIEE (holding a
conversation by post) FER , B K BM BITZH XS5 AT X — WA,
{EbRA0 R B 20 42 90 SFAR P, AT M acknowledge
receipt of, enclosed please find, please be advised, contents of which
were duly noted, at your earliest convenience, under separate
cover ... ZBRIHF:, AT AR B R . " O BB TR MWK, £ H
MRATHALHEFRBERBEMPAZHA, EREEERRE T #
HE.

(=) g LAk

“WEMT BT E RS KA R A R AR ER, —H
ST S R TR R B IR R , (B SOR B B4 B
ERWHERE, F MRS EE. RRREES AN UA— B TR, SRkEA
SHEGEBETZR, WA FE I EZ AL, ERASFEEENAITNE
B, flin, THR-FREBE VAL TS 1000 TTEEHE
A RESE:

Dear Sirs,

It is with the deepest regret that we ask you to reconsider
our Contract No, 0238 for the supply of 1,000 dozen Short Skirts.
We are quite upset at the news that on account of shortage

of high-grade materials, our manufacturers are unable to produce

the goods up to the quality as required. It should be understood

that it is against our wish to use inferior materials even if the

quality of the products would not be much affected. We,

therefore, think it advisable to inform you of the true facts and

ask for cancellation of the above-mentioned Contract, which

cannot be executed according to our original drrangements,

O EWXSHEFEBL: (HFIEBFRER), LSTERE LR 1997 FiRL. 56 72~
88 .,
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We shall be much grateful if you can understand our position
under the circumstances beyond our control. Meanwhile, we feel
it necessary to point out this should be treated only as case of

exception,

Yours faithfully

“ BT A TE SR R AL T8 — 0 T Y 55 SR, B 5 B
HMEH MR ANET I RERE. Pl E—HUER"NER
BB, R EEN T XETE A H M ELMES HC R ERZHRENE
16, T 7 12 7N DR LA b K 58 5 45 TR A (O 56 3T RIS 38 3
BEFEMAME) —— B EH —R, LR E TR A il
DR Ay — EL A% HH 4 0 o (AT X S A B A o), L A, BIX XUT
MEAEE ENARS.

(Z) W13 Bikik

WEMEER 2/ REBRWEERE. PEEEXITHELL
“WEMBLE T EA . GLig - FEE B2 E, AZEW "B T
ZHRFCEEE CFRASE, STAERE ATEE . A d.”
(RS L “Bd &, USRI E 0. B T UEBZ N7 (RLiES)
z AL — 1 B - RAE Y “BRON RN ES. B
I, EF RN 5 (BIE BT R W R, 385 R MsA X g
RN EEASE By RSN EHB T8, T i &Il
518 LUBR| R S b7 .

WA, B, SRR E & X AR MG BN, HEZE—
FEHRBRE, TR ZEERENE S8, SARHEG R KRR
R AFEH. LR KREREERISE., BEBi, E LR
LR L, BB BEZIEXN FWER SER, R4 b
X ER, X T HR A, mRERMK F R E S RERMNS, MK
AE KT R R FLE R S L

BT LR =50 HE A5 R ES 5305 R AR EREIR 1



¥ HSKBRENTHEEUNSXERR *+ 5.

FFE SRR SUEEANE M BRI RAREE T AR RIEFHE %5 RE
BB T AR N i3 B R 1 55 208 R B AR A TT IR A,

BT H 2, B 47 2808 R R — PSR PR SR AR L 5
REARW G, 7 EA.OHE, B BEH=8E.

Z. BSERIBERBRIEER

PR 55 i o L M S5 AR SRR BT P ARSI T B I
(1) {53k (the letter-head) , Bl % B RIEA(— N —FK AT
ZRR LA R RS B AR, H A AR BT LUR B (E 3k BT R
AR ARBEE. SAARBREREEREOAEL, HPRERLEL
AR A PR B H A R B E EEUREATSER S X
AT EAREKSE. FTEME BA, RFE7E B L (date line) 13 F H 8
AT T, INFEE IR T LA 5 (references) , H #H 44y R BE4d
%5 A GREEE BT (B FT LU FH2EIE A B , InB Oct. A%
October; HHABETT LAfH R 1.2.3.4 5eceeer 0] PL{E S 1st. 2nd. 3zd.
4th,5th------12 2009 4 11 A 18 H X6, KB A .
November 18, 2009
November 18th, 2009
18 November, 2009
18th November, 2009
IR B BRI IS L S TR B A SRS S Wt , b
BIERAE AR R AE 00 H % — R ITENEIS 0 h LA, s
0] LR FH 17 BT B9 55 3k R (blocked style) , 8174 B — B & Fi b
RS
Messrs. Longmans Green Company
6 Clifford Street
London, SW463 1Y, England
November 1, 2005

M-S B SHE 2 FE S R RESRIT. AR 4 5 EE > 8%
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FUHEE SR R & 5 B F R R F R ERBX RS

(2) {EP L (the inside address), CHEEHBEABA-F
ANFD M4 AR 4L A TR B SR T I, WA
SAITED, (5 b LA B B RfES E bRy —. R
ANTRETRE K, 7T LAY RT3 AT A, I RRIE AR
N Lt 4 5 P A 4% » BT T AT AR DA SE 301 T A R AL SR ATl — LA AR
WF . WIS BRI 7 12 A 2 R A BT 7 B R X B B HE S
flan, EEEFHFRAR. (THEBR . 2. 8148 . X3 . BL%.
ERIbBE R M THRTFGEROMET . FRBEFERA TETRE
ANEREREE 5158 a8, B RS BEE R, AR X
RIEABBXTWAZARU, L fE FHERMER, FritfsanE
KA A AR,

FHATIBETREL Messrs. GEIE“ 4" MEZBIED ZH LY
EE, Messrs. BENATUABAAFLEAF. WRTE Messrs.
Longmans Green Company 8 I #E I ¢/o (= care of) , W B bk & &
FERLFHEAFAEZAREN. WEAD N ML LIHTHES
—17:

Mr. Henry Smith

c/o Messrs. Longmans Green Company
6 Clifford Street

London, SW463 1Y, England

R EFEAFEREN R POBBE R BELEPANTH,
n] LATEAE N B itk A9 85 — 4T B T AN For the Attention of ... (AT LA
B, B MAERMTEZ EERWATITE I BT E2, F A
Attention) 0l .

Messrs, longmans Green Company
6 Clifford Street
London, SW463 1Y, England
For the Attention of Mr. Richard Morris
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7 L R 1 L R 2 0 AR, T T LA i “Manager”, “Sales
Manager” 20 A4 .

(3) FRPE (salutation) SERPR L ARCFR kT — i FE N AL T
i, 545 st B FEREAT 3 B S5 ik k. %5 R L F FI KRR
% : Dear Sirs(EE¥1E £ A Gentlemen, Wi B A i A A0 Dear) , FBRAF
EEAESEAES(EREENAE S, RARRATS), WRAF &
BB A A FRIEE B, 0 Dear Sir({EAR A Gentleman) , %A
B AR E S T LA Dear Madam or Sir,

(4> i (the caption or the subject heading) VEEERBIBRE
% B M/, 1. Packing for Ready-made Garments, Your Order
No. 3265 for 5,000 Pairs of Sneakers %, B8 % A7 FFRIE T @, S
OE[E R T — B W4T, CEAME A TEL LB FERM k. FHAR
R UIIEE  ih A — B TR, UL RESH 215 o6 KT S B2 A
HOTF- B, 4 N AT R RO BT SR . ATTE T RN £ Re:” B
U Franeens $E”a

(5) IE3C(the body of the letter), & &7 86 iy 4K, 8 H 7] 73 Ny
ETFBERE, BRES—AEE, XBMTUEEXEREKE
WE. T EEBRNARNEAK . (5 SO HE R AT DIR[0t R 51
BRAFELE, NRERTRNANR RS, UELE M — KT
22 AT DAL TR . {H 45 K 2 TT 9 b 07 B e B U A B & FR L B A T
¥, #m.

The National Machinery Import and Export Company,

March 29, 2003 p. 2.

L, S Tl — MR BB FENA{E 3k WIS 4K, BdrE F B RV/ N K
FRAER 55— TUARRIMEETK. to be continued ® A mEERE—EG
—FT T EBA R, TE T —TUR A REAE—BL

(6) &R EEIE (the complimentary close) TS RERBNGER
RAEEL G LM ES, B WA . Yours faithfully, Yours sincerely,
Yours truly 2% Faithfully yours, Sincerely yours, Truly yours &, &
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g EL 3 B 6 AR B8 R TR B ks SR 3R S, — R TAE iR 45 B A (the
closing statement) il We hope to receive your early reply N1, 5%
RAER—1T, B FBLAKE. SREEE RN EARFRIF—
3,40, 7R HEIEE Yours faithfully X3 Dear Sirs, Dear Madam
or Sir; i fF XX iE B Yours sincerely, Yours truly Xt W #F Dear
Gentlemen %,

(7) %4 (signature) , % & N iZE A EE AN RRAMLE,
FERERAFE ATHBERE. £81 LT LHAELT
EHFS S AL MIRS (BFERMNEFD) .. RER, BAES2H
FTHAEFUE., SAMKRBHRAN.

For The Overseas Trading Co. , Ltd.
Patrick Harris
(Signature)

Managing Director

INPRAE A ZFRETAE Per pro. FHE, HEEBEAE b5 For M
B R ARRFERAEA .

AP A A S AL A AT LAKEZR M4 (enclosure) | Bif 28 (postscript)
A, WA 294 1 8 975 F #5439 Encl. X Enc. , %
Enclosure 3 B i B M4 M Z TR R 5. BHE—BRARFEERA
HEAREERES KL, .

P. S. We are pleased to know that the president of your
company will attend the ongoing 95th China Export Commodity
Fair held in Guangzhou next week.

(ERAVR BB R A T SR T TR B S B2
BY%E 95 JE) &)

PATF B — R 350k 20 2 AT Ep I 15 s BB 5 TS 4% B T MR SOUR
BB FR AT L)



w857 BEEERBOUBAEUSXEERN c Q.

Upholstery Company
19 John Street
London, WCIN 2HY, England
November 5, 2001
Home Installations Co. , Ltd.
26 Xiyue Street
Foshan 528000

Guangdong Province, China

Dear Sirs,

Re. Bathroom Showers

In reply to your enquiry of October 26, we are pleased to enclose
herewith a detailed quotation for Bathroom Showers of various
specifications, together with our latest illustrated catalogue.

Besides the items advertised in the Builders’ Journal, the catalogue
covers a wide range of other bathroom fittings now available from the
stock, all parts of them being replaceable.

To tell you the truth, many contractors in Malaysia and Singapore
have sent us letters recently commenting that our bathroom fittings
are easy to install and excellent in quality. Should your first order
amount to or exceed US Dollars 10,000 in value, you will be granted
a special discount of 2%.

We assure you that any orders you place with us will receive our

prompt attention,

Yours faithfully
Francesco Freeman

Sales Manager



