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The Procedure of International Trade
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BERETHE—IEN, EHMBESHOIIINDN . RIARMESEFENT
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ROFELDOETRRFE, WTLoHKR, B— TSR EIRERE
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2%, XRAURZPLBELUNNNR. WIBREZHRR, FHEERER
Y FRSNER, —ELRSNEREEMEBS—TRZOTE. £EGIRER
BEP, FHENBLINEMT™RBEREZN, BERAZRSIEXRNIR
%, MERABKLEGIEI—R, AELRIIEKNEELH—TSEENS
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The Way of International Business Writing

B—BTEENERRSREE T —TFEAINDB. —MRBERT, ER
SHHEN. EH. BRUDEBBIESRER, MXLER, FTERHME
ARARARARATHAE T AESH, BN, AETRSN, REEN
MEBBEREE. SIEENNBR. REAZEHE. B8, FEE5E
N, MY ENHRONE, BEEEE, ZREENERN—EX
VRZIIE, Rlt, B SHNSIENTERRZHRRRIFE RN, &
(SRBYEEE SR HERES R ZHIM.

BUWSIEFEZREBRE. 8580 LE=PHN. BUX=HON, &
EEATNATARATNTA, EBRSVTAERE. TREFRESZHME
REZEH. FTERIAINX=HAZ—0H, UBETESEEFAN T#,
AR TRE W,

=

XL, SRAEISKXFE—TNBRENERP, BBER. BFEMHF
HEASRAIK, RIBERE. BMHRIBTBSERNEEDE, B, —&
ARERVERDUBEHLINHITRR, MH, EFRNBFHHEF. REHOE
AMSHTHOIEAREY, RTEBZNBSERWAUBEENHITH
o FEENE, FERBFEIMAREER, HEUWHZEDE. ABHH
FEEBRANRI BRI — DML ZEENSEERGE, BHR—TE
EBEANDM, MBANNEFENERA T . RAKRENBFEMF6IREE
UERMNIBMEAEBRERNNEFAIEE, Bit, DESFEMNEST
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EfrEREIEEEREIR

EREBEER R R RSB LN SEaENNRS.

HUBENER, BRNEEELETENDHL, R, BTERRSHR
RRE, NIBNREHRTER, BEEAHFER SHEXEDN—H. A8
BABS L. MR EERBI L, HERGEE. EE. 8. £, =8
2, MANERUBEMHESHRE, BirEE, AER. RE, XHENS
@Fﬂ@%ﬂ@ﬂﬁ DRNESE—XENANE. B2, HASBEHED
TAREERN, AEBEHEEAZL, EhEE—LEENSIFEIN. B85
NSELIGH. XLIEGHEIMN, BAANXERIEEIMNEHIAR
IBOENEN, BERNXEB. ZINAR, B2ABNEXERSHE
89

i, BEEEEEIRI.

1. 153k (Letterhead)

FERTHIIEHHRR. BBERNEK, EOREESEE TN
RO oilE, EXZ204R. BESE. £AESEE, IEDENSREOEAS
BRttbi ., BENBRBEEBZERENELTERNER, BEMARSMIR
B8, WRRIBNAETOR CIRSHNE, WMSIMRH.

2. R4S (Reference Number)

Eifsﬁ—A§§ﬁ%EﬁEHﬁ Bt S F¥L. RNRSEEIT
S, BOIABIEHESETNESFTR, BRIITZRBTE. E—PIE
2=

—NEWREKE, ERNRSE

Your ref:

Our ref: 528CT/dk

NZATORBIR X RSNILE -

Your ref:528CT/dk

Our ref: 367MR/xy

3. HEf (Date)




T ERBEETSIERS L

BExANRAMPRESN, BRARE/B/E, MERUER/8/
Fo XERFTE—TOR, MBRRTH. BE, SOEMASEBHRA
B, HENERMREE, FTUSBENSE=R s S,

4. TRZFRFHIE (Inside Name and Address )

IREASIR. HISHBE TE—T. Hh3MAS,

5. #R0¥ (The Salutation)

BN BE—F, MIERARRTRIEASEESARNXANILERHBE,
B2, #RZ L, FAERE—PiLKR, MARIANXR. RLEAEA
“Dear Sir” . “Dear Madam” T§& “Dear+ " FIBKRE® S, BEICHE,
ANERMANE, SRERVBIBHESEME—H, BUsNMEALE,

6. IEX (The Body of the Letter)

[EX2EINEPRESNBD . AERNMBR—USIERN. %13,
HEHNWIEXASTH ., [EXREAN—NHIRSEBENSIEKYE, BEALeVE7,
BENERIERE, RBTHR S, ME<EEE, EXNSE, A A2—8H—
OEEBRRES, —HIERMEBNSM, MAMALEN . SIEXNNZS
FENEB—THL, B—EOINZHBLAS, BEILPEH, FTTLUER
TBBEREE)EH T HRARTE,

[EXFHERAZSHRITRE AR T o

7. 5E50E (The Compliment Ending )

IRFTSKBVFRIT—4F, BREBIBHE—PALERE, 3T NEP8 ‘It
WEEL” , MBS, ERNSESUBBELIT/LT: Yours faithfully,
Yours sincerely, Faithfully, Sincerely, Best wishes &, SIS ABYRMET
Eo

8. 2% (The Signature)

BLERSRINE NN, SEFESINDEAER LAERIANRE
AABEHRI, £B2TE, WEVE, BTUSESEAERS. Al
Q0
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Faithfully yours,

Hua Jin

Marketing Manager

MIZHLIE

wHEEE

MU EMZBEEET.

NI EFREEBUDENERNE—TETENMN TR, TEU—TRE
BBEENIBIF,

\
LE TIAN Import and Export Company

Zhenxing Road

Yiwu, Zheliang 322100, China
Your ref: 735ct/kg

Our ref: 554wm/gm

July 21,2010

Mrs. Monica. Galler
Marketing Manager

Gansu Sifang Co., Ltd.

35 Wuning Road

Lanzhou, Gansu 730106, China
\_ J
(

Dear Mrs. Galler,

We are very pleased to receive your last lefter.

About the product you introduced, we are very interested. As we are

Lcommiﬁed in the development of the product marketing in the second half

J




