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Parts of Business Letters

2Bk

L BIARFFS, THELH M HG LRI
n/:, }L %k'ﬁ%ﬁ%{n 12'%%;\4
Y s, E4, +LWBHH S HGE—IH

AR ENA T HERIIEAR R, fa b B2 AR T B S E R EEN 5
JURERIR, R RS TR B IE.

B 2515 BR R A A A E ) E TR, AR R R B/ RREx, J7EH
Jatr A, T HAEAE BRI AR ST REME BRI R S5 TR I A . 7 9515 B AT AR E 1 %% 1
MHEIRAE R [ R A0 RS R SRS, [FRES/RE, TR
ARG, AT RSEMERFAZ KR R, WESBURER . BEIFH
ARG, RN H AR ST EIR, BV %A R EFL L HE 55, %
15 BRI )55 T S UMAT SCE K

FE B SE RN, S0 ) A RS R R . B, B IFATREN
BT #AAC B BT o AR 7 EE A RS YR Word SR HARSRBK 0 S AR RIWT, A
N AEIX LR A FELATAH Y (R4 BRASEAR o 95155 BR — R AR AE 7 38 53 2 e
{73k (the letter-head)

HH# (the date)

W AFRFHEE (the inside name and address)
FF3k#RWEE (the salutation)

{& 3 (the message or the body of the letter)

45 A% (the complimentary close)

EENEZNZE (the writer’s signature and designation)
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AT Ao 15 5545 BRI R A 20U X 7 88 43,  ELBAA B3R MBRRHE S ——IX R S 7 555 oK
A — R T T BATMK R VFIX 7 #8023 B R

5—% 8 %

sk, W%, BRI, DOENRRE “FEHhk7. “RIG AL, $RfE
AR AR LRI SCF RIS, — ARSI — 2 Rl B LA AR B

15 Sk PR P 25 1T DR 5 A A 1 b bk it A B T oS5 AT ot i, 35 R0 45
ATFIAFR. Hikb, BERHIE. L. e-mail Mubk. AFWHL. ARIPRESE. BRI K
HEEMKANBS . ZERSEE. A IS, FE SRS A R TR
Pk SRS HRRR.

Sk 0V FAE T 5 W N T s Rk B b, JFA IR R R T . KBHA
) R N AR R Sk IS 28, FIARIIR VR . EAR R AR 4R DL & 3835
AIRRIFIE Sk, JE AT LLJB/R— AN AR K RCR, 98 28 7] IR 3

AR 2 A SRR BT 22— MBORUE,  AATT SO 18 B 14 Sk TSP 4R 3
W 2R SRR AR AR A B R W . R A P XS AR T BV BRI, — R B
B RN ST RARSER, WRBUESE, FIEHSEFLRNA L
J7. WRER KBS, BAME 2 TOFHSABRERFLT, A5 L,
WAt N k44 e H 3

THEFIEET 5K 2

RE

CIMC Container Co. Ltd.

CIMC Industrial Area, Daao Town, Xinhui District, Jiangmen City

Guangdong Province, 529144

P. R. China.

Tel: 0086 -750-6245391;

Fax: 0086 -750-6245555; 6245699

E-mail: peter@cimc.com

il 2:

Business Machines Import & Export Corporation

2000 Century Boulevard Pudong, Shanghai 201206, China

Tel: (021) 59000000

Fax: (021) 59000001

DA A 745 Sk i LI JLISE, B AR oh RS Sk T RESE R A

$-% 8 A

FI S B — 5 IESCRTAREE AR A H o 3XA FTAT DU SERR B AR B — R, thal A
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REWE R AR —R. @8, EFAERNEWRST, HIAREERRELR:
BT SR RE R A%, B AR E L MTRER BT, KRS TR,
B HIRE RN S e e R 2. BRIk, 4o AN B3I 78 4505 1 1 1 3.

HIAZEAR SR AR ZATERUAT . 7EF R AR ik ek, —BEE HIWIFTENAE ;s 7E48
AR, B BT EE A

FER A AEBE D, B R R EE, iR AT IR S B LS
g VLR RBE H N TR LA

—. H¥IARfH R, B3 E A% E K 3 bss k2 AR K. Fla,
12/7/2007 7 3% FE AN AR FI 36 30 H I RVE I E K ep4R3& 2007 4E 12 H 7 B, e H
AR A 3 F R RIERE K, SRR 2007 427 H 12 H;

TLOYAET NSEAREH, W12007, AEERE K 07;

=, FEERGEES “H” BEARSGE, A7 EmE K, FlinAZEM “Jan.”
%% “January”;

WU, 5 “H” wTL PG, (BRSO REHIEOL N ERE THEm LS
3 AT LA R e s H 3

TR T 481340 A L s R 4 B R B ROEAT I IER R I T A, T RGE S A -

28 February, 2008

February 28, 2008

Date: February 28, 2008

Thursday, February 28, 2008

2% £ & ¥ i

{5 Pk SRR A B kil 7, RARIUE A2k 42 Al b, — MR, B ik
N AZALHE N T 4 A — 3 B A . WO AN 2 FORRIE . A w4 FR it
W4, M/8%. IEmAER. REER LeSa b, ARAIVIZLELS hAr ik,
XJE R fE B A TR . MRS RIS A G AT R (S R R A HER . BT K
AW T 2 B 4470 E, SABRXNF. (5N HBIER2E 44 fR T

1. Name of people addressed (WfiF N#:44)
Title of people addressed (Wtfi NBRAZ. k#T)
Name of organization (A4 FK)
number and name ([ 5%, HEAFR)
City, state, code (T, HHFTHESMD

6. Country (FTikE4FR)

FEYETE, zip code/postal code (EVHBBGRAS) 4 8AE 44 Z i, PRI Ay R 4 o — [
E A, RSB, KR s bk se /NG KIGEE, BHEM. . A5EK
Z I,

stk A 8 S U T R AT XA AN RGO R SR BRYR 2 JE TBAUE 55 K

W o 3 B9
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B JE M) .

WRAE R R BANANE, sty bk ZAE ALK Miss, Mr.al Ms., 201 45E 4
(i, tha] A FERNLARIE, 40 Dr.. {EE02)7E 4 A FH A RRIE o A it Py b hibids ]
DLIAFEREAN ATEA B A AT, RIS P4, ATEEITEER A2 )E, 55
E—ATITEN . WS RRBAAF 1, By Huhk NATE 2 5 Rl . R0 R
M5, B ok 55 3 b Rk 2425058 4 — 3.

5 3:

Mr. Ma Guisheng

China International Exhibition Center

No. 23, Fuxingmen Nandajie

Beijing 100031 China

5l 4:

Ms. Linda Cook, Assistant

Direct of Public Relations

3117 Avenue E

Washington 20103

15 5:

Dr. Robert Dixon

Dean of Student Activities

District of Columbia Polytechnic

945 Avenue E. NY

Washington, DC 20025

15 6:

Ms. Sillian Johnson

Export Sales Manager

Block and Brown PLC

35 Horizons Drive

Bough BN4 6KL

EE{E WL, NERBUT LA

—. PEMAZKPHE BT EEFEEEQ TR, SE-AFE, FWZRAHE
L, HERKE. W “ E#g” N4 Shanghai, AHEE1E Shang Hai, ARREE
Shang-hai;

T DUE O HUhE RN AT A FR T LLUES . IRAT s TSETE K B AL A2 PR A M — M AT
ERTER S WG RS, B/ EBAT R S it

=, #ihkP RE S R TR AT R ABEA R R R B iR JE AT IE S
E 42 F AT IE S .
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$w¥ d o

PRI TEAT R TF S X U5 AR R AR, R TR — O 2 5 R o G B 0 44 f 4
PR PRI AT LAELHEIE AR 25 AR5 .

FRIE SN TS G5, BYEAE A btk P2 —4T4b. FRIFIARRE —REAE S RE
5, Dear Sirs JGHHE S, Gentlemen JFIHIHE 5. N idBZEFRIEE AR S45S 00
ZHKBZ .

B A5 B P AL R R L . HAKERRGRTEEASKEAZ K
KF. ML, BFBEEPRBIE—BA LT ILRER.

N BRI WIRAENERE AR FEEERS, ATLLGFR N Dear Sir 8% Dear
Madam.

T AR . WERAGR NN T E R B K Z IFARS, TR Dear Mr 5B i
KMTE, #lU: Dear Mr. Williams, Dear Mr. Smith.

= BEANSRECRIR, VLSRRI — R . XM LAE Dear J5 i B
H4, et Dear John. {41 Al K% & BE RIGR AN AN ERM A, BATR
HIEIFRIT .

PO\ R E RS N RIERSS, BRAR S A Sk fr, AT DA R 4% BRERAR SR FRIT . 51 20
Doctor Black, Dear Mr. president.

h WMRERES LM, TS S5, e R TR “Ms.” /LSRR

22% & %

P55 R AR R B ANE P ER MG FE . SEANTUETHR. B2, mi. #
Wredhy R M. PUBSES. WAISEN B RET AN ERE, FREH
MNE>. EXHT R PEBMIMGER, SRZIEEREHEWHTRK. AATSTEE
PRIBERER N . Bk M BT, RIS T AU ATEE . 5 R AL RIS OREHK
), MIPALE LG D ATHAS . 0 EE S EARN, MRS T v BE A4
PR U8 B 5w

Ms. Allen Brook  Page2 April 3, 2007

Ms. Allen Brook
Page2
April 3, 2007
—. FkKiE

TR B EE NS, AT LA A3 S5 0 R SR E R, AT —TF E—3
F AHREE RIECCE, BTSN R TF Sk TS S DGR, 55— YOEE i AT DL 2
ME—THC. JFELE—RER—BR, CFEE, SENIEXHTF. mEWF:
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Thank you for your inquiry of July 10.

Thank you for your inquiry of May 20, and appreciate your interest in our “Yiren” T-shirt.

We are writing to you in the hope of establishing business relations between us.

We read of your new patent product for new car in the newspaper.

We have been importers of medical apparatuses for many years.

SRS

IECRAGRI T, R REERA R 50N %E R BT
bREUER S SGiR5IFR. B85 IE SO SVE R L R

L BB ESCPEEAMEHNEEREK, W EEAR,

20 NBEEE: fERSERPEERT AERER, VRHEHMA.

T RRERE, BERWSERN—RER > BIE, RE BRI R, AN
B AR WAOR R B, [AHE AT RO MR IR A AR RPN L
(I IBF ERY, W RA P IR B S B B R AN Bs 24k, W
DA RO LA SR TG R B K, FFd T H % 5 AR50 LA H .

=GR

5 B SRR AT LAEE A2 — TR NI i, BRSNS B s A, ]
YW, MEEIEXEGRZE, HE—K.

Looking forward to your early reply.

If you need any further information, please feel free to tell us.

15 BRI FHVE POZOEAE LR LA R, BOAERG. TSR, M. Bk, AL, M. &
Bx% # R KB

ZERE R NAGHE RS, BRPSUERT “Ues, UL . RCERIER
FHI4S Yours faithfully, Yours truly, Yours sincerely, 5%, &, HEH M FRERE,
JEHE/NG, KEBINES . SHEMN TRT IEXHITRAME, EELK LT, R4
Foo BEHRE AT DUBHER 2R R, W] MR A S

4 RHGERIEE AR AT L A IER. JEERX. FF =M. EXHELHR Yours
truly, Very truly yours, Yours very truly, Yours faithfully, Faithfully yours &%; JFiE=H
AU HE Sincerely yours, Sincerely, Cordially, Cordially yours 45; 35 % H 15 £0 4% Best wishes,
As always, Regards %, &5%RHUEN Y 5HRIFEREMH. T L4 LEEM A
(RIPR I 45 R AR -

Dear sir(s) Yours faithfully

Gentlemen Truly yours

Dear Mr. Henry Yours sincerely

F T FR R 5 R0 5 R AR IO P U T ALSR o A TG R, {8 45 R AGE I
AARES R IR S DT . )7 — HBUX PP SO, BEALE/AME TR, 5653 TED
e b, BEAFEFHR, BECH—MaNEBAT I,
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By %X 4

EHEEE, —REFEMIIATAESL, FANSTARNEL BAERSN. GRS
PR KRESE, —REFEHINRE&SMSRELESL . WREMEGER, TR AR
HHEL. —BEH T, EEFERPRELNLRETE, Db E Al g > 5
FH AT IR ED B

— R AAFE=FIDY S . AR AU A . U 4 AR AR ZFR
BHNMTFEEL ., SRNNITEHEL ., Z2ANNRS . MRR=HIWEL, HAH
BAFGBKRT . BBRETELN, FUHBAERGENREFEE . 450 HMNE.
B R LIS BT T S % . AT RN, RS HE, ENAFEES T
B NMEZITEN R . LhripfEd, ZEREFEALAFLR, Ba NS LR
FATEANIATEN R, ETEARREA 2T HETHRIMNE, REEERITTAET .

B A% TR A LU — L2405

—. BLHFRELARBHE LA, —RELITEH AR MBI, REHES.

517

Yours faithfully,

Agricultural Machinery Industry Company

Zhang Haijun

Zhang Haijun

General Manager

E: HRRTFEREL

T MR, D E T RME N IEMERIARIE, NAESTENI2E AL RS S Miss,
Mrs. 5% Ms..

51 8:

Sincerely yours

Zhang Hai

(Ms ) Zhang Hai

B HTTAANLEN AR B 13k ARG I N AREE A, SIp N LB AT

%uTAﬁﬁ%Wﬁ¢m Mol TR0 R TARAE

1. per procurationem

. per procuration

. per proc.

. per pro.

. p-p-
. for

2
3
4
5. p. pro.
6
7
1B 6 R TR, JUH 3 Bl 6 IXPURN R AIPEANEE MO, R “2AR
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A,
i 9:
Yours faithfully,
For Sales Manager
Wang Li
Wang Li
51 10:
Yours sincerely,
p-p. Zhang Min
John Smith
51 11:
Yours sincerely,
Zhang Min
For John Smith

EAY T % B4

PEYER SR, BT AT R BN ARG A 2 Ak, B B ATk ER Y,
AR [ O R . TR IR IX DY AN R R A AU A TR T
1. {53k (letter head)
%495 (reference number) (HJ3%E)
HH#H (date)
{5 sk C(inside address)
#p N\ (attention line) (AJiE)
i (subject) (AJIE)
FRIE (salutations)
IEX (body)
#hk A% (complementary close)
10. 24 (signature)
11. P Cenclosure) (AJiE)
12. #3% (carbon copy) (HJIE)
13. Bft55 (postscript) (HJiE)
14. NS (identification marks) (AJiE)
BN RIBAIME T R — T XA AIEH )
—. BERFS
5 RS 8 T R PERAS AN, —BH your ref. B(# our ref. KFEK7~. Your
ref. RN T HITERLS, W SRxt 7 B AE LS W 2% 45 , I8 4 7 7E RS I B AE your
ref. FTHIARH %405 LAME T 758 # . Our ref. RRBTWAES . BUE — A BIEXH

R B N Tl
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MRS —REMEKUT, HEELL L,

f5i 10:

Your ref: NJ/lih

Our ref: MK/dj

September 22, 2010

=. gnpA

WREREES MR, EE5EANFEEHESENARIBIIER, BLE
BN RSEFE PRSI NXTT . — AL E TR S5 A bk (8], Bk T

f5i 11:

For the attention of Mr. Peter Blake

Attention: Accounting Department

“GIPN” X RALTHRIFE L PIATAE, EREin—TFRIZLURER .

=. BH

HREARE . EMET RN EENE, AN, BETHAINE. H
N T RIZEE K ERR L Bon. 3l UMER JUAMEEE R RETE, e LB R
AN TS E RS RKE R ENETHRIFSEXZE, SEUT.,

i 12:

Subject: New Product Catalogue

Re: NJ/lih

M. P

W R EE A I _E AR SO LB A LE, AT AZES Ui . PR IIAR I — S 4
FHZE2=ATA. WAL ERE LT L.

1. Enc.

2. Encl.

3. Enclosure

4. Attachment

B — A, U BRI R EE K. 6

Enclosures: 1. Price List

2. Catalogue

F. #E

MR FERAE R A RGBREE NSO AT H, WFEFRS “Pik”
PG #IERT LA cev ce.n C.C. RFEIR, X=MIARZ carbon copy K% E &
Ko “PIX” T—RALT I IE T 07 o

51 13:

c.c.: After-sales Service Department

WERARAAELE SN (W1 Mr. George) SMIBIRKRIALS T HARN, WFHELE
EEFHRE “be (blind copy)” Bi# “uc (undisclosed copy)”, EIFRZF#bibqt, (A,
be Al ue HBEFERIAFFRIC
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5l 14:

bc Mr. George

7~ S

“OE TR RAE TR P IR A . RS IE TP R A — R, R
PHEESERMAZAE “HS 7 P, SUESEREENIRIAE, A8 FAEFHENR.

f5il 15:

p.s.: Don’t forget the deadline is 13th, June.

t. AEKS

WA AR A EE R, AAPEITF AT R, WAMTFELE “WHAS” T
AACEI S o I ) 1 P 2 T S £ R PR 2 BE TR LA R 4 R AT BE 5 A AR 4 i 4
WIS — BB R B AN BRI A2 S AR EHN. B Rasis
LA EEWKRE, TFEROELESETNG. G, WROEK AR John Smith, T
FI9 N JE Renee Brook, A WIS HA ISAb. WS SHTHSE — i REINS%
%' (reference number) FIZHREIEA—FE, EEGS MR TAHBEMMIMEMN. B =
fE A LB 5 IS, EH—H.

FAY % X

P ks I A o 7k IRA TR UMgERt N =F, R SeAb[H
LUX =R . X B R FHIX SRR R BAT I AR A2 L TR B 2 55 2k 20
(Block style), 373k XA 2 TR ERIAT, LIRS BRAEK—Fik L
o R SR 5 50 3k X B E T H IR A B 4GB E RS T M8 AL AL
AT, 5038 T S Skl BRI . Akl B RS Sk R K DXRIAE TR A 4t X
R 1E SC AT B — A4 E R 4-6 ANEHg, S R W R HEEE 7 s
HE T A> FIIT AT AT 20 7E N B0 = e SO AR

Bl1: 35K

Precious Woods Amazon
Mil Madeireira Itacoatiara Ltd.,
Estrada Torquato Tapajos, Km 227
Itacoatiara — Amazonas — Brazil

March 21, 2010

China Fine Furniture Import & Export Corp.
82 Dong’anmen Street

Dongcheng Dist, 100009

Beijing China
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Attention: Purchasing Manager

Dear Sir or Madam:

Re: Hard wood for fine furniture

I would like to take this opportunity to introduce ourselves. We are the first FSC (Forest
Stewardship Council) certified forest management project in Amazonas, Brazil. We
currently harvest over 40 different species.

Our products include sawmill timber, decking, turnings, components, garden furniture,

pilings, “shorts” and other added value products. Basically we are very open to ideas from
our clients.

All our wood and products are 100% FSC certified. Please feel free to contact us with any
questions or comments. Thank you for your time.

Sincerely yours,

Pepper Stebbins
Marketing Manager

DT/cj

Encl. Catalogue
Cc. Precious Woods Amazon, Hongkong Office
PS: Please visit our web site: http://www.pwa.com/.

B2 MRFHRR

Precious Woods Amazon
Mil Madeireira Itacoatiara Ltd.,
Estrada Torquato Tapajos, Km 227
Itacoatiara — Amazonas — Brazil

March 21, 2010




China Fine Furniture Import & Export Corp.
82 Dong’anmen Street

Dongcheng Dist, 100009

Beijing China

Attention: Purchasing Manager

Dear Sir or Madam:

Re: Hard wood for fine furniture

I would like to take this opportunity to introduce ourselves. We are the first FSC (Forest
Stewardship Council) certified forest management project in Amazonas, Brazil. We
currently harvest over 40 different species.

Our products include sawmill timber, decking, turnings, components, garden furniture,
pilings, “shorts” and other added value products. Basically we are very open to ideas from

our clients.

All our wood and products are 100% FSC certified. Please feel free to contact us with any
questions or comments. Thank you for your time.

Sincerely yours,
Pepper Stebbins
Marketing Manager
DT/cj
Encl. Catalogue

Cc. Precious Woods Amazon, Hongkong Office
PS: Please visit our web site: http://www.pwa.com/.




