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R4 3 E-mail [k

LT MR B O — Rl A T B B 8 (5 77 Ko R MR (R R AT 2 T 2 SR B TAE
B HIREA TR REZ — o RO 552830 TR AF R LU LA A8 AR -

1.
2.

3.

From: ZF NSCAKE, FITHARMAR B TRk, 8% b i T B 3

To: WefF ASCAKE, FHTHANEA B L FHRAE AL . T A—RIEAZ Nt 57 =R
“7 Rt

Co: Pl 3XAME, ATMAZ R THRF AL, T —KEMAZ L, A 57 R
“7 BRI TR ERAR I A% S5 W E AN LASMIN, TP B B HIR AR D% — 3 48 A
G, XIHATLE Rz E E-mail, RIEFTE, FPAm AT RERC K ER, ik AR L
Al HAxT R AR BB RE MR . —BRER T &y s, S B ERER AR
Bee: B PESCANE, FITHAZ B2 0 FERAa bk . o aT LA— Wb A 24
Hoak, F 57 B, RO WS (LR CHETPRT) MEhik ryeE— KO Bt R AT AR
IR N T AR B3 SR R i R Rk 25 T HRLE Ao

. Subject: FHSCAKE, FTHABIERE, Bk NBEBLEERERFF1R B B 89 £,

IR {2 ) B AU A B R IR P A HOREAE , DADT (EMO ANRHE T AR R PN 2, ) B b i 4 T R
Attachment: Fff4, FIF EAZHREREIRIH SCHE. an: M. Word SUB%F,

. Content: W%, FIFHABBAESCHRAARE.



@@;J

F& (Subject) R ANELFRBIMMI . UL, MARNAZEZERIABFENES, RIHHZE,
HEMT, 5IAEH, Sl AxHlRA A A A KRN T # .

FHINA T LU

& Hid, : “Hello” ({f%4f). “Thanks” (fiff) . XB, HFEHEKRE;

& jA4l . fiE, . “Shipment Advice” (ZEHLEZA) . “Insurance Claim”  ({§B220) |
“Invitation Letter” (#i&p&) LAJ “Ordering Your Shoes” (iTMHRAFEMEET) . XFEH
T, B 5 NFELT A E., #EiRSUEiRs, B RENE FRHETEKRE;

& ) F, WA T LUR SEE M AT, (HEKE AT 50 MR, . “We refuse to
accept the yellow color” (& F{E4 8 A /=) LA K “We are going to have a meeting
tomorrow” (BIRH4) ., MEB AR, —BELT, AR/RKEATFHEFZEM—LEh
i, FEFIM—FBRERAAE A, Bk 5 NFELUT BiE . EiRsoEiEsh, g —4
B FRERE,

MRIEHR A EEARRE, B0 DIE B 2Z A £ “URGENT” (4&) =% “FYI”  (for your

information 5% ) . WURTEW AL ZIRRATE), EESCAHER T BT “Action Required”

IR R X — N E R S, AR SRR R, EEPRMAEMER “Re.”, B

B FEENE
WRMR A F S — A SRR R R RS, MR EMFAEFES, A “shout”
(KAL) , MARXFEMBRRHARLE R, YI2ELH.

2 EEERITES oz |

WA IERAIEERZ 4, X PR E MR
RFR A B FRIF . IE3C, SiAGEME A 4 BN,

1. PRI ( Salutation) , FRITAYE 47 ZF .
& Dear + Mr. + ZER +325, ATFHRIFHE L, CIF. REWTT;
¢ Dear + Mrs. + L REER +ES, HFHRTFCELL;
& Dear +Ms. +#K +i25, ATHTLL, CF. REYA;
& Dear +Miss. +#[E +182, ATFHRFEREL L
& Dear +% + K +3125, HATHRFARBERBAT AR ;
& Dear +HAfi/3k%0 + K +i25, #RMIEANEE;
@ Dear Mr. / Ms. +% + 0tk +38%, T W AR HE LLBOIER AR



HRRBE-milB K

& Dear + U/ kM7 +325, FITAREBE A4 i
¢ Dear + Sir/ Madam +3Z%5, FTFUE AMPES] . 14 . BUTERARE RS B RHE
¢ Dear + Sirs +3Z5, JFUEA RN EITIAEA AR,

B —ER 5 W IR, B T EERILIR S A, BA EE MRS AR, BRI
BHE G ) — AR . FEZES, W48 8 4~ C;

1) Clarity (/&%)

IESCHIN ARG RS . I8 (RIS T ATl ay , bk S0 (e FH A W AS T A B I S

2) Coherence (%)

BRPFREIAfE BB, 45Moc%.

3) Completeness (5¢#%)

—HERAQE TLEMNEEARGARE G AR MMRCE., TR ERAN R, Sk e
SR,

SEHE R AL B — YR R I AS, FEEIE T A (IR, X F— e F T, ki (s
AFE] . A5, RiSERE . MERHLERA .

4) Conciseness ( fijj#)

fRIVE AR FEMB M N A SE R R IR |, h e ARFENIES, EXRENER ., BT % i
WAENZERIEE . —H TRK.

R i B R R U AE AR B, WA BR3CR . B LA (8 R R B0 B T i)y, ke
RER R,

5) Concreteness ( H{4)

BRFNAROZE AR, WHH, mAZEH . figmEs., RHER SN, BA R &R
o Blin: EBEH, NMEERMA “BIX” . “TFR” SR EHE, BAEREAH,

6) Consideration ({4%)

(AT ) B 55 IR R A B R 45 R 2R ) B UE o 7 R4 v I S A 7 1 g B 5 TR (R R, LA ils
RHARMEL, BBESERE, MRS &7, PR “R” s “BAT" . FBALFH I Lk
B8, FEZEGM T XIELRER, UES RS LR,

7) Correctness ( #Efff)

TE—BFHREE P MERR YIRS . AR AT S MR DR S R AL AR B B R M. A M MiE<d
REHE Bh & NGB B R (5 8 .

8) Courtesy (fL%5)

ALE RS AE 1S MR F IE SCRT R AL SR B S M T B WG S . Abh, Rt EIE d 2
—FiALER

SR R R — AL . B ACRIREE S . MRATIGETY I . L %
LRk, . “Best wishes”, “Sincerely”, “Faithfully”, “Yours”, “Yours sincerely” %,

B IR R A BN P Al A A AR R AR . S i . fEI R
MR
ST, kRS, HAEARAR .
o o, HEEIFL AT, B MBS BT, RITORETUSE, %5 E
RSB F AT BT A F . 753 st M SRR s Hy, 6% S0 b LB iAT, o



Chapter 1 B $E-mail &5,

FHol s 12 T e FHRAF R 32 R

& G BB —ATER R B 4 ~ 8 NEAE, BT BOR 4R B A AUR S — B, BT
TS, BXTATH . HHEXNFREREH, B FHBESKNEN.,

® REX: B EEMAMERREN M. RIFMERFLR—, TIRE, BRYBZHZS
—EPT; EREEERAE, EE T, R “Hih” f “BRR".

BFERA EX SR ERZ Sy, XBORFRAEA SN ER, ERHRA AR E =R 45 X
AEZEHLATILA:

1) X

IEHRFEINZ (Content) LAZEUFEFRIF (Salutation) . 13X (Body) . %53 iE (Complimen-
tary Closure) L)% 4 (Signature) JQREZE,

EEXMBAPIFER A ERE T2, KAEATUM PR, JEER R P& AT LR 44 1E ST
(Body) X—%&R,

2) Freg

IEXER PR S A 28/, @H B IEL, . Dear + Mr. / Mrs. + K +iE%5,

EEX R TR AaE FFZER, TLIEMNHEZ, an: “Dear Jo”, “Sam”, thn[ LA
“Hello”, “Hi”, HEXFKIE, LaIFMIHRITESISEERMRAEAHE .,

3) &Ik

EX BB 4E o 1E e iE = . F88, &n: “Yours sincerely”, “Yours faithfully” ,

JEER BRI LS FIE A RERE, 1N “Thanks”, “Take care”, £ BIAA] LA FLEHIE,

4) GEngiE

AR IE MR A4 AT DA B — Se e E fI g mi AT s, . “U” EoR “you”, “asap” FEIR
“as soon as possible”, “2” F/x “to” %,

FEIE AR A

5) Etx

AEE NIRRT AR — S EARRIZ R EARLAE, . “:)” Ra|»s, " (7 RBRES.

1E R4 A BT X R ) B AR o

@@«]

Y A . woods@ gmail. com
8. You are invited to make a speech at the 2012

Internet Marketing Seminar. &
HR 44 IE 32
e |
Dear Mr. Woods, ERWMIEHEE:
We are going to hold the 2012 [nicrnct Markeling e—a KMHF LT AL BEH 15 a%qé

Semina@ at the International Hotel in Shanghai during €2 [8] & L% & FRi§ & 547 2012 # M %



H B B BE-mil ALK

11" to 15" July. We wonder if you would like to® T A, RMERFEEL L
make a speech at the seminar. The theme for the 2012 RE, TodERAFRE, 2012 5
seminar is “the Development of the Internet Market- ARt ot TAA ML TR
ing”. You can talk about any aspects concerning this B” o BT ARKEAN ZHGEET— 5
theme. BATIE B
We would be so honored if you would accept our Jo RAGARIE 2 RN, L
invitation to make the speech. A copy of the dciailc ARV, BANERERE, B LA
seminar arrangements (@) is attached. We'd like to j S ELAKEHE, HEERE R, MK
all your travel and accommodation expenst D) Mﬂfﬁﬁﬁﬁ%iﬁﬁ“@ﬁﬁ'mo
We look forward to hearing from you. GG E L,

Yours sincerely &) A,
Chen Fang P %35
Marketing Manager &3 g ¥
International Marketing Service & 24K IR 52 8]
| | A3
B RS

1) REE R, R T TR A (B SRAR) KT EE
KE5;

D) FIBHFIEIR “Dear + Mr. + BEIC +52 57 , 3R E RIS B LIORRIT, CLIS.
SASHRRT LU

3) HIARARRREA R, RIEMEXTRE, B 5B % — BT, BRTAET . BE
AR B M AE R O T DT, 5 1k

2 1'.:3“[’

1) {ﬁﬁﬂﬁﬁprﬁwﬁﬂ’lﬁﬂﬁl iﬂzrﬁ%ﬂf A5G 5

2) mIZEABHILFRER;

3) WEMBARMRHIES, MEME. LB

4) AR, FEAERRAE P UL AR AR, AR N B

5) MWISEAREANKIE, BEANBES R ANRIRAAMA R AFRE,

Peitidhi >
6P DmEHms

1) Educational Seminar (& iffi-4 3) International Meeting [E Prexill
2) Agriculture Policy Seminar 4) Computer Fair B @454
Al BUR B 2% 5) Job Fair kRS2

D QFE#HA

1) We'd like to invite you to... AT FR-----
2) You are kindly invited to... #¥#iE -




Chapter 1 B4 E-mail & &t

3) We'd appreciate if you could... #n5$#&6E------ RATR AR,
4) Your acceptance to... will be greatly appreciated. {15 ARERZ IR TBLTE -+ TN PRk
5) We do hope that you can accept our invitation to... F{ 1 E AR 7 B EEEEZIRA 1M -

“) QREHA
1) details FEAREEHR 4) relevant information #5158
2) conference agenda £ H#% 5) acknowledgement for invitation i [0l $h

3) sign-up form i %

C) @wHsmh
1) We will cover all your expenses. {145 A0 & 2 .
2) We will put all your travel and accommodation expenses to our account.
AT &R RZSE RS 3
3) Please be responsible for your own transportation costs. i H {328 %% F .

4) We are prepared to pay the relative costs. #f%%% F#RH 7 1T -
5) You should pay for your own education expenses. %1% H & %12 # %

5 BOLE %
1) Faithfully, Hs2H, 3) Best wishes, 3D &HEH P,
2) Yours faithfully, #5526, 4) Sincerely, Ei I,



- W% E-mail B 1S S0

- EEIEAEM. BB, AREFE WX RS MTFRSE, FAE T s A M6
RS RREL . I IEEBEE IR RO E S AR (E 6, RAHARRIMIER. .

“We would like to discuss a solution rather than lodge a claim immediately. ”
RRIESEAT, RIPABEBRAEIRENER, WRBEARSKR; XERRHFEFH
fEa M E, HAEXMN G FLREHENL.

“We are really sorry for the late delivery.”

IRAESORAE T, RAFAROZIESBE, RIS E S R, D s g
XTI A5 KR

- HRFA AT S B, FERM AR, FHEMASNIXE EEREMEL, —BRA—1
FE A R AR FFROZR AR . XA R T RS, Wl EFY,
- WARIAIEE ., B5H T BRI, BE R RR S T X7 75 8 Y I E) A 2R
(E35T i PIUIEHSS

. FEIECEER, —AIRERBECS, H We ARAF.

- FES AT A G B, AR TR VIR A A RMMYE, FALE MYE RS,
AT BRI REEFES 7RG WX J5 w2 & B Wk, — & B A X 7 &
LR A 25 114 0 D B S A R R AR X T o

CIEXHFERBEGAAATUE L, B4 rE 8 2= m AR



N

2 H % 55 95 3¢ E-mail

BRTBEZI, ERAFRI R R R 55 51 5 (IR & R EE AT 7608 RE 55 0 4 s
RLZHE R LT LA :

R E 2R RS I B EBENRRTRZ —, Mz L&y, UefdERZABER.
TEL XS I7 BIRMRA G, et AR S 8 Hoft T S IR Oy, SR M 7 K i i le A

WEIBRFG, REXTTRE RS ERER, #O AN EIE . ARG AR R IReE, % clEl
B, JEEIE, MRAEFES, WAUABRERRANT . MRAEANER, MUAHREWVIES, ATl
S RXUTT BRI MR K

IR AL, LA R AAEBpr i EBROESC, AiERA . 95 | R ORIk
HNEMIERE. BAKRZEHEE.

U R EERAE, RERUR B X T ERRE, AT RHSBRBMAET.

X7 MBS R, M FA LR, TR YRR E 4o  E R FE MR 34 8 i 2
TG, MEIHE A REE A REEA R SAh, MEE N EA R TR ELLE




MR B 2

[1&#)\: brown@ gmail. com

J

F /. We'd like to establish business relations with you. =128
HMEE

Dear Mr. Brown, FEOA LA

We have seen the information from your website(D that e—s BT S M 3EF 4, KL

you are one of the biggest shoes importers in America,
and we are very glad that you are interested in Chinese
shoes®@). We'd like to establish business relations with
vou. (@ Our latest catalogue and export price list are
attached.

We are one of the leading shoes exporters in (‘?a:;m@.
We export all kinds of shoes to many countries. It is
well known that shoes produced in China have good
qualities, and our prices are the most competitive. If we
get export quota to America, we would first consider
you as our business partner.

We look forward to receiving your inquiry. &
Yours faithfully,
Tian Li
Marketing Manager
Great Shoes Co. , Ltd.

ERRE RS

R NNALERANEASHOHZ

3
3

w

—o MG EGEF B
A, RMRBERE, AEREFX ©

neElELIHHXER. W ERF R
FRBFA g E,

Bnd A PTEIRGHEHSE
oadX—, Gk $EEE 2 EH
$ER, PEHAFGES S AFR
FEM, B, RAARFZOM
HHRAEEF . wREFT RSB RTF
HEELE 2 EE GRS, K
RBAVE &6 T B

A R T 8] ey o

e,
W
THER
*F $E AT R 3]

1. ZHRARA AR AR, FrkR UREREH, 76/ F BT IOE LR 2. 57k R
W, EXC, GHRIE. BAMEDLS, BAUWATULEALA FA (RS . BSERZEZR
— AT, 5. A CEH R ASCAZE X SRR

PR e EAMA RIS R LR, R E R, RARKEROEL. £
B EERUTILA:

1) HEEAEARLI AR, AT P AFRIEIR

2) BLHIEEIR T E B AR, IR MRBIRRIX 74 R MR, PSR

3) B LA SR H 5, DX 1R e

4) NEALE RN FIIS



Chapter 1 B %E-mail &t

5) BaN, BREMFANBERZINETE ERENGIGL, AFURKERTRE.

Bigi >l

/l

;. DRI A
1) We have learned from the newspaper... FRATMIRLC 1551
2) We've got your information from one of our old clients...
EAIN—NEF PR EBRBIRA RN ER-
3) We've learned from the Bank of China, New York Branch...
AT ERITEAL K TR
4) From the advertisement in the internet, we know... )\ H R A 45 FRA 14550

@) omEHH
1) clothes Az 4) cotton #E1E
2) rice Ak 5) silk Z248 /4,
3) corn E X

€D mEm

1) We'd like to cooperate with you. Ff1#Bie5H1A A4Sk, &

2) We are willing to establish trade relationship with you. I THBRES AR HE LT LK.
3) We'd like to enter into business relations with you. F{1HFEEES R AT ET W FER,

4) We hope to conclude some business with you. & 1HEHEE S RA RS .

D @FEmA

1) the sole rice exporter in China H [EME— [k H 175

2) the biggest clothes exporters in China 1 [& % A i R % 4 1123 7

3) one of the most famous advertisement company in Beijing dt 5l i & A W) 5 A Z—
4) a state-owned company — % [E 4 i\l

5) a private enterprise —ZK A il

1) We look forward to hearing from you. #ji}5t/ & 1 EIE .

2) We expect to receive your confirmation at an early date. 755 H Y2 51 J5 AN R
3) We wish to hear from you. 3 UgE|#1 A5,

4) Please write back as soon as possible. F &R EIE .

5) We would be grateful if you could reply soon. Z#RERPLEI(E, Tl PEA MR,



