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()¥ELE (Clearness) :

(2)f45 (Conciseness),

(B)IEH#E (Correctness)

(4) B4 (Concreteness)

(B)f&HPe (Cheerfulness)

@)F#% (Courtesy)




(7)82 =% (Consideration)

(8)%stE (Character)
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Your letter of September 5 in which you informed us that the
goods- did not arrive on time, and that three of the desks were
dalﬁaged teyond repair has teen carefully noted.

It is not necessary for us to tell you how much we r;agret this
matter, and we assure you that we shall send you three desks to
replace those damaged in shipment.

Thank you for calling this to our attention and hope we may
have your further orders in near future, we remain, -

Yours truly,
(42%)

In yeur letter of September 5 we are sorry to learn that our

shipment did not arrive on time.

Three désks are being shippel immediately to replace those
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damaged in transit.
Thank you for calling this matter to our attention.

Yours truly,
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(REMEHTRR B2 (REHFRE)

Our asparagus soup is most delicious. Our asparagus soup has a matchless
flavor with a richaess you’ll like
tetter than ever --- the richness
of luscious, specially grown aspa-
ragus blended with fine table

tutter and delicious seasonings.

PeREoK > EHREE R ILRABET o



%% & & 5

Made | ATRIAS SRS ~ A ~ 8D ~ Ml - MEBEELR
EFRMRERAS  HEHAEREZ % BETR - EEERTNERESR
e AR 0 SEERKEAD—THR - BRERREES

g o

HEWEEEE  BEEGEBR T@R] T - —HFk FER
#RT 5] (Please) A [t (Thank you) o B {58 AE i M R R BRAR
@ERGER  KREETASUES » PEHEHEER - 5—E%R
BRBAEETHRE o BEEXRKIGERREIE - MRR—K
FHEABGE » WELGHEEE - RUMELNEHER -

TS CEELE FRE o RRATEXEEM R &
HE > BEHFBHAEE  UNE8 - RFEERBRHE - AR
R W KELE HE BRI G ERE ? GUNTEREME
8 RFEXRVBEEE TEGERZE  ATUBSIFIEEE o 8l
GEEAGESR » BERRERARIE » HARAMERD o Wit
Mz | RELEFOANABHMEL o EERESBIKE ABE
o B AEWGAE

BbIkE [l o FBERE  LAMT IR - XEE
e > B LEHTR A ERET ARG o EEHERT
E o BESERN EREHE-

B A RBEETHE—AFRER “C7 Bkl L
BEEAICHAME ‘C” « RRETERE LGS > RiAEIETE
BARET o

EEIUE B ANE BRI HE

e W I i PR 3 S 5 BV IR e LA » B LS P R R R AT 7
g 0 ERARAEED » YREIRMFTRROES < it



6 WA ¥k X

Mot EREYR—MEBEAEHET ? TEBARES » 2R
RER A

(D@ r48E 7 (A Keen imagination)

@BAER R (A sense of humer)

B)BEMAEAYE (An understanding of human nature)

@PIETEET) (A good judgement)

(O)FEEH L (A good command of English)

@)pH3EE#E (Business ethics)

FREBBRIBA » FTERBHABBES > 3IAAB o LEHHI
R TRES] - BLOF R HME BRI AR o fhL]
BRSO MR — RS RN -
- EREEEE FNEEAMBYGEE M FETERERD
RS > WRFA RSB AR [Rbe] o BMBORTRE » BB
BAMR » HAMR - FLERERERUBRE (AINER) » FLi
TREMEE (FIMBA)  E£BEHHE » BELERYE 5 BT
o LBRe '

THRARAKE ] JRETH T35 M [E3R) RIMEMLDG o BED
A BAFEEHERERSE I B > FRKEEACHERTT
o HEMAERENBA - BAGURAOES  RESH RS E
WA WHESEEE  SEREERGE  BRERAKEAD
[ o

FUBTRE T R R R R LR TG o BEARPES TS » 208
FOIERESRE » FORE RN » S S AERR o B4R £ 8 J5 1 77 b 28
ﬂ%%ﬁ%ﬁ?%%ﬁﬁk%ijTU£%E§?Fﬁiﬁﬁﬁm
$°“%ﬁﬁﬁﬁﬁﬁkﬁﬁﬁﬂﬁ°

ERFRIEL  BEEN  EREBARTULMY o LHEATEY




B—F & @ 7

TR » BB IR EE o BN GR—FEHA » XK
A+ R F RIS o

AT RN RAIRIBA - AR
B » R o MEREEHRROTMEREETN » WHEEMRE?
MR > DT ORE LET o RIYHEMN - ERRIREI - T
5 o EREYIEETIEE > HERARERBRM -

GOR N T ) B AN

v B B R o BEkR > ERETRER IR S
ERESORIER o UXBEAM®W BRABRWEESZNTES
W B REREEY  EEEAZTREELLAE o EREEE
R BRI RIS .

(OFERER

@FEEE R

RIHESS)

WrEERE

OEFESE

©) 7SRt AZ s

(T)RELFIEEL

ENESES  AWSR T

&L E SRS (Establishment of trade relations)
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