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1.1 SMARERESER

SREIBMRAERESTI R G FHINEBARTE T — E2—FMERER
BREFEY), BRSO PR FE s/ B IS A R P T BB B IR R iR g, B ER
HEREMUIE X FME BN WESE A HOCEMBEREERZRE. 4
AIEMG LSV SENRARE LS EBRETEPITRNER., BAEE
B, &b B2 T TE BB BE 5 15 2% F | b g PR BE H 00 XU MR IR T B B A 7
KEBHEXRERIULGHTFE, Rt E ABIRERKRAEEFRFHEN
HER, XERENFAEENFEBARARIRSABRAFRBOYR. £2EA
FAMEFE AR, (B R85 C i A ERE, 7] WAR £ B BHE B ip 44
B RAEERAR R ERL E FR AR Nt SRR SN A BN A AT AR 20
MEe2ESEPFEMENHEITESFBRERIESERES ALV FRELZHERY
FBL R SRR

SMRFEMRA M EE, T B ERENA SRR FTHESKENBHE
EHEBE Y W= CPRERMACE CP R, “= C”JEIBEP. {2 (clarity) |, &
(conciseness) fI¥L5H (courtesy) , X =/ RN EFR A= C” RN, W1 7E bk Bt
gl e p“ b CPIEN RS : 1§ % (Clear) , ] B (Concise) , ¥L.5% (Courteous) ,
% 18 4 B (Considerate) , 52 % ( Complete) , E44 (Concrete) #IIE#f (Correct) ,

ELFEABEME £ CR? EFE N ILIEEILLTFILA

(1) BRI AR RN R B HERE, ASWIRM, WRROEEPA R
BT Ty, IR AR & A X i R A LB M BRI, T ELIE VR 3% T XU S Bt
a] , BEALE AT RIS RAT LA EF B R E B B X, F BT 2 77 A B R AR
—EF R KT R MR R IR A BEAS (USR58 53X 5 B £ fR B ] X A TR B !

) ERERREFHAMPALLHNFREIREZAEL UGB EERALHHN
WA, FLME S HER. BERFHEEIHAEH - CAE, EaiErh =aiEm
S, ‘

(3) RITEFIFLIRMBOR , A EHE D BRI ASRE ZRRAIAE, DR

<



b L 8RR R R
ARk ARERIBBEE, ILELEE TREESMETI FE L, M3
Bt 8 3 B s 7EST RS 3% 2 e i, B AR T A — H RS E LT E
W B #s LAY RIE7 R RN,

(4) ZEEDEEANGEEYPEFEEMRE, ZTHEENER T E
HiE, ZEHAMER S L ERR, YEAESAGHNERBE HFMRESSE
HIohiEd , JE AN RN A EERKESEHENFE, EANKRE AN —EES
HEaEN, REXERZIMNRS AR EEFHEKHEEE.

G) REUSTEPEENTAELR, — NG ABREE, &b
BT AT B 507 2 TSR B o RS DA T T 05 — B
., XAUR BRG] MG s, M EERETHESR,

(6) % T ELiRPE S 15 6 EL PR A 5 U8R I 3 3 T G A

o, B LS.
(7) IEFRHEIRNITE BBUR BR 1 B A% 20 LR B BF 5 DL RAn S 5 3z R AR
P R T,

ZEANFER L CRNER = CRN, REEM— R/ H, B
“KISS” 5], “KEEP IT SHORT AND SIMPLE”, Fift% . BeA§ iR i0iEa %
RIBBAZOHER, XPURSN RIGEF S MR R E— RN

1.2 SNAZEFEHHESIERTS

BRATIR BN FIEE MR 0 BAEB T iR, B — E BEICRIN B E
FER, FTERBEMNEEEACEARSH FRIR— T I ASGEMRAEES . XB
RATEENREZ RN IW L EH AL, B . Why do you write the letter(5—
#843); What’s the detailed reason (% —#$43); What do you expect your cus-
tomer to do(BE=&P41).

B/ —F4r(Why do you write the letter) : ZEMRA K —IF LB E B B84 . /&
HIEEERE P REXH R4 B, Hl.]1 am writing in response to a
phone call I received from your company this morning. B3 Will you please
send me information about your dress style No. ? T am replying to your letter
of April 15. 3XHEAYFF Sk BHE4R HE R A (], o] DUEAR B AL 2B BE R
B, fEREeHE R ENEFERNENES L.

3 34 (What's the detailed reason) , 7EX &84 BARE B 1E 5 % A
HITRATEOL VRN O , LR 55 MBI A . BIFREA 1.2, 3, X REHRg il
. Hla0. (1) For the price, we have to say that is most competitive we can of-
fer, considering our excellent quality. (2) For the payment, our usual way is
T/T, 30% deposit, 70% balance. (3) As to the lead time, usually it is around

O
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30 days for 3,000 pieces. IXHE—k—& AL, BEEBIEW X EE P EIE. BHNE
2% P EBERSTERK 1,2,3 BZERE_E SRS N FESTERE T .

%E%Bﬁ}l(What do you expect your reader to do) , ZEX—EBsHE EEHEH
EERSNERERTUT ARFENBRECLEFE HAREAT . HTHE
A O % & et EX — 3B #8450 . #40: Should you have any inquiry, please
kindly feel free to let us know. 8 faj & #H1 1)L Please contact us if you have in-
quiry. 58 % & 58 4% B 49 5E R R 4 R 48 B i 89 BEST REGARDS/Have a
nice day, ‘

RESFHFRIARSG W BERSECLEL T CET—4 #1 CET—6,{HE
R EERAB B —H, B HENIAFEARES TER, EAMEFHAEE,
FHRF— el BARBERIAFH R HEER ENABRE. EHEAN . —HILFR
SNRFEIBE A EEEES B MNEGERNA T E. ES R BEES N ES
MY shiaEs, THESHEZHNEEIRENFEORE . MESNESNEZHEER
MWHLPBER, EFLEFENELAMFAEXNITXEZE, VIS B
CHNGLISH %k, A LA EAE FEFNE, BRBIEPRELIE 16
i AR SEFR EAMTE AW 6 #. EE—NTRAVMNIEE, BREAS
X FHBESER.HRZHEMNE Y SR SMFIZIMAENAREET BEFR.
ATHIRFRRES, EEFHIALE T —EE LWERATFEEENE I
KEKEH,
1.2.1 #ket

D BEPHEFTHIAEE R I ARBEENRE, EXEES
RBIRR BRI SR, EORERE P A FHE IEH; BUOR A& —8 3
BRERE P B FEIEH, BRI REEXF P T RO AR, X B 8
SENY. EERGZEEARITAR T —VERE PR, RN ET
JLA]“Guten morgen, Guten tag. Ich liebe dich”% % FHEE , 2 R BRI ES
HIF], J5 R A RBEEAS FHRIMNEK B S8, A LaEERERED T
REFHBAFEERR . WRE P A LAZ2ENL, IRRA] DR BB —1~. .
Howard E. wyatt, Dr Howard E. Hyatt

(2) ZABEF H Messrs, i Misters ER, AR, NERE F.
Messrs. 18 Messieurs FIRE , 18 HCHEELE T RBENSHER . E—
RS AP, E— R B EENA R SRE SV ZEH AL, {0 Messrs : abe
company (ABC /A #}), To Messrs: ABD company(3 ABD /A8, X2 —f4
ERERNEREE, RSB ENEEMATLIT . #U0: Messrs. Smith, Wyatt, and
Fury,

MBREEZANLEF, M Mesdames, Mmes. , or Mses. , /5 B, ~RER

£ 3
w4
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£F. Han:Mses. Farb, Lionel, and Gray,

FEAFGRRES L —FW? FHEREKRITHTT. 4/40: Dr and Mrs Harold
Wright, Mr Harold Wright and Dr Margaret Wright Mr and Mrs Harvey
Adams-Quinn
1.2.2 3§iC
L2.2.1 BEEFMHHIHLE

REWAERFPWOLE LEE R X, REFN 245, 4 #E)
ACWEEERZIGE, ATERALREN . ETXPERB AR, DS —
AFR. XSS A AL, RS — AFREER BRI IR .

#80 : 1 think that you did a good job in selling our products.

You did a good job in selling our products in your area.

B BEARASH HREAREXRB HxY., AR E—CEEE L
FF T HHRER, MRERARY—MSF. EAREkHEEr 28,50
PREL T ALER N,
1.2.2.2 EAHEEREMIRAT

B MR TREE SR PR AR 07 T 45 AR IGERSE , T 8 T TR E SRR TE AR O
H, 28 AR RETRE 7R , B I FE RS RERT R B & 375 PR RYIRE T 15 FH 5 2 1 R iE]
1B, H] 1: Your immediate attention would be appreciate. fi| 2:Please note that
our contract will be valid until August. 7E4i 1 &b, T appreciate AR a1,
Ef 2 hEFRA T valid 1 & %8 B € 17 terminate, BB 5 & A R KH.
HRT  XPAE— M. WRAESAEEEAF IR EE R B FrH R 8
WS AR AT R, EE AR T hEM AR ER iR RS HE
KREEARHAFHET .
1.2.2.3 RWHERERNER

FOR FR R 18] A4 T BB — B A5 o R B 4 AR Ao BT 4 A 10 1] A1) S5 Rk
8. FEESERR. M—HERAETASARRRE, 7S5 —H AT s I sort
of, kind of Z5F2 B FE #1118, ZAIES. #3RIiA unfortunately, hardly &
KFIEEMIER.

$ 40 : It seems to me that we are giving up too much in this case.

1.2.3 #&-F
1.2.3.1 FEWHEMIEA

FiT 25 B REIR AL SR I B B , /B A THT F OB . 76 F X M0 T o,
H T B3 did SEhnALER , B4 did 3898 T xd FeAt , (453 R U sk 58 i 8938 i
ffl4n . I did wonder whether you could lower the price.

O
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1.2.3.2 RHELESHIERA

TEXTAM T 5 b, 40 Tl 55 53 % FE SR G s 4000 Hh s i oK, (R U
S IRELEMN TELSEMENER XA S L. 540 We should be
grateful if you would change the invoice and let us have a correct copy. # it
T ) T BI04 » BT 10T LA, FE 48 3R BB, 8 T BB 4BLESC, 7T LLgk S iy
HEBA, EA AT EREHSFATELHA S XA,
1.2.3.3 #{THERER

A0 . 1 was wondering whether you could lower the price.

A, B T TR, R U R RS AN —AH R, R A
JAB IR, WU T 1R s A8 5 [R] A T X 1 B P E BUS
1.2.3.4 #HIESWIER

LESNRILESD, A s N B RN A MEABE T AL, IREEX] )7 E5F
KR AL

#1140 : You deliver the goods in error.

The goods were delivered in error.

FEENAEENB N AERFAR R SIERARZH , SN HIEED E R E
BREPERSOSK—IRGFNIME. R, B —aAMEE, BEH
HEN AR, BEMEHFEERRY, ﬁﬁMk&deﬁE‘JA%ﬁﬂ%&%dﬁEﬂ‘J
MR EET RN R T R
1.2.3.5 EHEER

BEMR A TEAL o ol LA ISR (6] B2 3 2 38 38 AT O » 18 B T 1 IO A7 A R R
ERPIP, X EEEN A R EER,

fi4n : Can you send us a copy of your latest catalogue?
1.2.3.6 E85AMEAR

B8R 1 B 0% 8 50 5 B H B0 R BLXUT F F A, InRATH T
wish...”,“I hope... "S¢R) Bk I8 H ER R A BEIR, B T00, WA B0, 85
N T MR ERE, IBHREXERM.

4N . We should be most grateful if you could dispatch the goods as soon
as possible.

B if WA SR TR ALSRBOR, L E R BR M AR BT RE.
8/ 1 am afraid, 1 am sorry 44 LR & AIZEHE A% YR T R MBS, 745
Xt 77 R BRI RIA XX 7 MEAE

4N .1 am sorry we can’t advance the time of shipment.

it AR ERIB R R RN OSSR FRZHE T2

HHE.
<
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1.2.3.7 HEAMIEA

TESN AIEIBAR R, X B P BRI S ER B, S
SRIFFEE A IEE .

1.2.4 EHRX

ARAE KB, T —21 subject-verb-object £ [HFEARY . A FH&E AR
HRKAAAI LML —T (BRI B2 R 2 A ] 8.

4. (1) This information will be sincerely appreciated.” (2) We
sincerely appreciate your information. Bl g ith , R TSEWRE 2 4], FREBHEHE
MEZARNTESH, REBBRESERERNEAEINES, FAME WAL
— P EF R INER.

1,2.5 X#&*
1L.2.5.1 PIREEFRS M

#)4n : Considering the long time relationship, the goods will be shipped
soon. N7 2 4 : Considering the long time relationship, we will ship the goods
soon. (consider IXPBMER we K HITTA R the goods )
1.2.5.2 RIFAEER

%140 : He decided not to audit the last ten contracts. Because of our previ-
ous objections about compliance. i Z#EF—#2. He decided not to audit the last
ten contracts because of our previous objections about compliance,
1.2.5.3 SR, CABRER

540 : The owner questioned the occupant’s lease intentions and the fact
that the contract had been altered with ink markings. W34 : The owner ques-
tioned the occupant’s lease intentions and ink alterations of the contract.
1.2.5.4 BEHAERE

4. An authorized person must show that they have security clearance,
1.2.5.5 MEMESTEZTAS

IEREI MR AE BB R A BRIt £ B3, B A B 555 R E 2R 5 5 MR 4
AN [l F/NiE By LAt 22 B 2R AR RS ik 5018 KWk A BB Rk R
o SAT EHMANTINRIEISEFRA A CHEFNER AR EEE
Hi%] absolutely, of course 1A/, BT LARRMTE X HIAIRH X — K.
1.2.5.6 HRASELES

WRASBERASHN B ZBRE, (BREM TRE 4\ A ERE R
RN,
1,2.5.7 HEELE®H
AR FRADRS  MEMAEMAS, RAOTE EHIBFEAET,EE

G
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B EAGH B AR KT, ATV RENTAEERTRTIL, BT
AFEE IR IAHE b BIVRE AAMESAE N H T RFHREE, LHER
EEREUFENIENE R K — L X E— 4L,
1.2.5.8 #EAXE

EMNERBEBNFHRERE . BFIEEARELBAHIMEA BB
KE. MRERFNE, HEL. #HF  8Es_eT LT .
1.2.5.9 MOEEHIS

FASN AR RS E B — T ITRNENFEER . A2 5 S
HEAT AN B IR AR 13K, BT AR A BEAE IRk % P B Rk 2 mth b BEAT MR EL R, 2B
HEVUAHFAEB MUK S . IR LIEE AT Z B A HR 43R - #2i8
AR EERIZ—EE, THE LB WEXAFF B S TONY 8 15th. 5§
A2 I R K3 R, X ITE B P — & 2 AR 810 R % B3l DA T
XHURIE R D
1.2.6 4k
1.2.6.1 TE

g R RE A, B P IESRAT . ABUNAABEES KIF. £
AR (15~20 F) , B AR T EE B RS .
1.2.6.2 FEBREMFL

— M AUt BB R R B S AE AR BT (A BB A T Sk, T A AR 2 AR
WHEEE ., #BiN0. Because he was unable to attend the meeting personally, he
forwarded his congratulations on cassette tape. ‘B #4 : He forwarded his con-
gratulations on cassette tape because he was unable to attend the meeting per-
sonally. B RN BEEREG T .
1.2.6.3 REERXH»

S EEMA and K& BWENNERERENATH,
1.2.6.4 BRHEZRAERM

Bl . but (M), therefore (45if), also (B%EE), for example ([EEH) , 43
AN furthermore F1 moreover fiE, SEAEHH .
1.2,6.5 AIFALFERASHARENER

#l4n: These decisions have been a big disappointment to the committee
members, They have delayed further action. they B34 0f? FsL/H this,
that, it, they, 8% which,
1.2.6.6 BMHAMLEEMD

#l4n . He could only reimburse the cost after July 15. i 34 : He could reim-

burse the cost only after July 15.
<
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1.2.6.7 MBEEHEAH, ZEH

5440 : The figures show a significant increase. B} : The figures show an
increase of 19%. X8R T, X & significant.splendid,excellent iR fER G E& N
TIRBIFERARCR R AT LA R B — N80 2 5 R i i BB AR PT AR BB 1R K 2
E . Hoping a splendid cooperation with you in coming days. Z&F 2| JK/E AF
splendid FFARREE., FFURMTAENZE LS, AR FUHIE R —
BB T IE . ZH — g B S RN AR, AR SRR ZE . T
AARERTHR EBRENMWILDRERE, X — S LREFFALATHEHER
R, BEERGLHE—NMINVA T FFHEE KB TN HAT2RABHEFB
ZAME, 5P E P ZARZ LM ABE E 2Z i8] “ Thank you for everything what you
did to us, and we really appreciate it. 7, [GEE24 2008 NI IB R A /G . EH
MBEIWBITRAZEER, A L HBEEEEFMEME.Hi, Torry. How are
you? We just got the information about the earthquake in China. Hoping you
and your families are all fine. God bless you. M EH , BREAVES——FET E
RER, BRIEHBE LA X AZINEARROR, ARG B E SN
AR 1
1.2.6.8 IHMA—H,HABINE

#1140 . Partial data should be submitted by April. H2{#: You should sub-
mit partial data by April. FIR#F T . BE A HESE ZHEZWE LTHPER,
B LA S RBRR — B R, EH 2 A IES NF. HlI0: The sample
you need has been sent via DHL. Express, and the courier No. is 31845267,
please kindly advise once receipt.
1L.2.7 $hHEESM B RANBHA

(1D M4 ARILFIELE - REEEE S SHAREB RN B R,
eI SR EE BIEBR LR S b, LB F R,

Having had your name and address from the Commercial Counselor’s office
of the Embassy of the People’s Republic of China in,.., we now avail our-
selves of this chance to write to you and see if we can establish business rela-
tions by a start of some practical transactions.

(2) M EE R RS H SRR RITA B RWE .

We have heard from China Council for the Promotion of International
Trade that you are in the market for Electric Appliances.

(3) HHwMPESERRIINE, RO L A o eeeee (R &) R
FR.

Your name has been recommended to us by the Chinese Consul stationed

&}
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in your city as large exporters of. .. goods produced in....

(4) Pheeo o BRBROAT R B T ARTTR - AR B O R, HiE
YROTFE AR+~ , B BEAE BT HATH 34

From... we have obtained your name and address and understand that you
are experienced importers of. ... We have pleasure in offering you. .. of which

we would appreciate your pushing the sale on your market.

(5) Peere - BKBRARLIRE - THMBERATRIEMFRE.
We learn from. .. that your firm specializes in..., and would like to es-

tablish business relationship with you.

(6) FRKeeeo IR IREARN TR - AR O Z—,

Through the courtesy of. .. we have learned that you are one of the repre-
sentative importers of. ..

() ALY RIER A AT, RATE WERITR 55 418502 Rl M B AR A4tk .

Your name and address has been given to us by Messrs. J. Smith & Co. ,
Inc. , in New York, who have informed us that your firm has been recommen-
ded to us by the Chamber of Commerce in Tokyc, Japan.

(8) TATREFFM + LB 3K

We are able to quote you very advantageous terms,

(9) FRGIH - RATEM AT - W ERF OB GR O AR 5T
EF TR LT HIES .

The. .. Bank in your city has been kind enough to inform us that you are
one of the leading importers (exporters) of... and are interested in trading
with China in these lines.

(10) BT AR E - (MM ABHNEE,. MERFRHEBRITN
W ZBHE.

We are given to understand that you are potential buyers of Chinese. .. ,
which comes within the frame of our business activities,

D @i R ARV H SRR, BN THRARNREE R
#E O MEEERANT, B EER B B B AR TR T 8,

Through your trade delegation that recently paid a visit to this country,
we learned that you are well-established importers of. .. and are writing to you
in the hope of receiving your orders from time to time.

(12) BATRAFRXH BFE FEREFLRHMIE,

We are glad to send you this introductory letter, hoping that it will be the

prelude to mutually beneficial relations between us.

{3
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(13) ATAE B2, BERENE SHIAE. T RS .

We have the pleasure to introduce ourselves to you with the hope that we

may have an opportunity of cooperating with you in your business extension.

(14 BATEHERG, UG ERAFRETVFKE.

We take the liberty of writing to you with a view to building up business
relations with your firm.

(15) HERFE BRNA, RINEEELE,. FNEER TG,

We wish to introduce ourselves to you as a state operated corporation deal-
ing exclusively in Light Industrial Goods.

(16) wiFEMEFm M, RINMEEEBE A, &% - (RGO MBEH 5% .

As you may be well aware, we are a state-operated corporation handling
such items as. .. in both import and export business.

A7) TR FEH ORZ— FRUR R, IR FX R, L
BT TR 2 BT K.

As you are one of the leading importers in. .., we have pleasure in contac-
ting you in the hope of establishing business relations and rendering you assis-
tance in a wide range of your requirements.

(18) TBEBIHRAINT - (FE &) B A DR BOGE, B A%, A
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We understand that you are interested in both the import and export of. . .
and it is on this subject that we wish to introduce ourselves in the hope of es-
tablishing mutually beneficial business relations between our two corporations.
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The high reputation, which you are enjoying as camera importers, has
rendered us desirous of entering into business relations with you. Accordingly,
we introduce ourselves to you by sending you our catalogs and price-lists.
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The commodities we are handling consist of the manufactures of the first-
rate paper mills of this country, and so we are in a good position to serve your
customers with the most reliable quality of the line you suggest.
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Specializing in the export of Chinese Art8.Craft Goods we express our de-
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sire to trade with you in this line,



