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PREFACE

ERFNOTATR, BFBAARADSE T AMNMODENE, Rb
HAFNTHDHEETA, ANSHXEFHBEEERS, TREARX
SEFHRARELERT. GHE, —SHATVEHLREGRTAL
BANEEASHAN, b RREL, EALRABROHEERBRN
HEHE, BARSHENFXBEFRESIABREEBRATS, X
EHSER RN, TREARELARS, BHLNSRGOHE, =Er
EL iR M, BINEE—ER TSR T B CE TN SHES %,
WY EE—BERE.

H, BTHARAREENERN, TRETXE MY, FREX
SFRAFBERNAGAFEAEENERARATR, NEK YN
REE, $ECRERANBETREBLREAL R, BA, KZETH
BAISE, MRERARERNRAESASHEECHBHEERET R
3L R?

BT RAXANEE, BIKRT A XEXE FBENSHERS. &
ERERAFR, NEABRFEIHENSE FRENSHBLSE. Ftk
5, EATNERERANSHER, SESRES. R, RARRUE
HEREE, TIESETRBRNE FRENFESE. RETHURESS
HMBRS 2R MIBIEEH. B, ABEKETABNSEE. GSERG
FEESEER, BEEETHUEHERERHARLESTaTS5H#,
BEHXEN,

BURHSEEX S FREMEHEME, 54475 FFEERAT
ESTAREE, S4RITREERABHRLTAMEBEEN, &
BRERBFOET. BEEABOBYT, RE— T YIEECH T
HOSIENSE, BRMIBEEXE TGOS IERX,
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BFMEEANNNBETFHRNACABEE, AHRESHBIMUZREETRE
MEREREA. S—HIBWPH. FEZIBEERNETHRERRSHANTE, A,
RS ROTETZ, BERMREREHIANS ZOFIFR—B—INEE. ATEY X
FERRAX—EE, BIBBERETEH.
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1. BSASARAHARFRREANL S EARBIRA, RASTRIAA, & ft R
amEEaR2E, ERBRAR.
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Ask whom for help

(@B IREY

U Usually use one sentence to
Business Partner ( %W {kf¥ ) tell why you are writing
Strangers ( B A ) AR A E R SENES

2. FERAMENRY, ORABRE, RESAILA, HBG—RRIE—MRE:

1.headline 478 content (&%) |

. md;‘p&m n 2.headline 8 content (5% ) |

* HHR, BTRAR—EMHTT SX0E, FASHHHEFRDTERBM
R. X, BNNSHESRTUNES:

3.headline #8 content { B% )

jormation and explain the situation.

‘What kind of help do you need?
(GMEWRE? |

| Noturgent ( FEB%)

2Exactdate ( REE®)

owing thanks. ( S5BX2M. )

21

SSSS5553>

S

Dear

AR I'm writing because | need your helpon
I _ (#merEmERH)

1.Detailed business requirements
For (EHMEBHNAE) ,
1 need you to send me a business requirement which
the i ion below:

| 4}&‘0:&&’41 °. — RO ==
| #%=, s | | that covers from the point of the _ . X =
‘ ki ‘ A4%E®—7 ) confimationto

| B, BYEEHRE
i | Wi, BIERRIEE.




Mk AL A_( = _ [ #9#%% ) we received from you
Yo (EMiwere_ #iEm )
| mennense Under the circumstances, we regret to ask you
l*"’f* to o . (mmER)
We will iate it if
(amstmrs /e will appreciateitifyoucould
3 Py = (R )
(RFBHp S LT >

B, (R RLE,

ﬁgﬁziﬁlﬂ,lﬁlo

[@ P jjew-3 W

PEODIIOODS>

Subject |Quick Question |

Dear Monica,

1 hope you are doing well. | am writing to ask if you
could do me a favor on introducing some new customers.
As you know I am in the sales apartment of a |
gym, and help people find the best way to mold their
body shape, I was wondering if you knew of anyone

who currently is looking for this type of service.

If there is any way you could help me through any
introductions, | would be really appreciative. In exchange
for heiping me | would be more than happy 1o do what
1 could to help you with your current venture as well. If
not, 00 harm done, I just thought it wouldn't burt to ask

Anyway, please let me know as soon as you can!

1look forward to your reply!
Thanks a lot!

Sincerely,

Stre@asge { Emma Geller
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renegotiate
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BEMMNRR, MENER, BFHMERAANKRTGBENARTIHTR, B
4, BFMHRERMARTNEER, BEREZHARFRENRRBE, HhEAX
e IR?

B FERHE AR E-mail, bR ARABMRN “BHIL” , 2—MBELEFEEZEE
EMREBELENBET % ERBENEENLERT -5, BTMUKBE—HHEEZFEX
F. BR, XTNGEE-HEEFFILBERTBIETRR. @NE2, BT
AN ERXMERESN—FRETR.

EARRUNBRGTN, EFHAERANYKT FEBENRIENELTNE, MAHEA
BCRENEM. TH, AR—EXE-TEFBHENIRERIE,

1. RER

—HBE, XNENZEARFILERR. —HBHEIEAREANTE, E0HER
REE—BNNE, MRRBEERY, ERERKNEFS. MBEFHRE—ZLKE, KEA
MO NUESLHZAE], FETURRILZEAKEIEE,

2. iBfEHE

KRB FIBMHEETE. AEAEERMAMTT, AMNETMUBTTE L XS 74,
FTIEX AT

KI(:92%:3

ARETAR, BMNTUBLERIES AKSE, BEXKPSSLRBOALIRAREK, TH
BRIERIILAGERS. AMEFHANHAMRTXNER, RBRIMA T HEMR
BRHMZZER, B MUENBEYSHAABARE.

4. S8

—RfEMH, RE—XW—KiX; MEFHRAEFERDE, NiEXTENTNZXEE
RIBRGL, BB T AMNNIERER, FEEEHSALXRTENEETR.

5. ZHL

PERFWMANEARESH, AMTUBTEHFE. FSHASRREES, &
TUERBARL, LERA. RNNGE, IIBECBRENABTFEELSE, 5IAANR,

WEXAZESIANS, EFHRAREHRERTHRREAT T A, BRTX
Rz, BFMEEE— IR, BREHHEN. BTEFHRESENTSGE, A
BURD, SBETAMNESERNRSDERR, AREEESKIBAEREER, Bk, &
MNERRESENNREZRENNE, FRBDALBRLE, RIALTREEIHRE.



Ui NBIRE

JMA R

BT AR BEERANXRNEHRARFNAREmS A EHER, KBRSEEK, &
FHpHRE LTINS AIAT=MER:

1. Nk, HIEKERHG

BEMENBRERZEBNBEBRTARE, AMNBEXXBERERL™E, BE
FERERERNEFREERR. I, ESELRBHEN, HEANRRTESBRABAN
#ix, ALEYVICHEASY, REEAB@EIE.

REBA—RERFBELHIETERE RN R 2B ELRME. SEXFPERA
EFAEABEERR. XEMY4—MRBFRF Salutation. {FHIEX Body of Letter. &x
& Complimentary Close f15{5&## % Name FH58,

2. — B

—REMEEEEERLE, EBERR LN T ERNERZE. N, A3 TEN
B, ASTENBEHN. SUHBICRMNTRE LRE TR, B, REFTERF
i, SEREER. EEZEBRTATFEERXAR, FAUESHRAR T AAXNERE—L,
BEBRXBE, IEOBMBRRTUT o

3. HEKERF

AERIRAESEE AN ES %, BERAIMUFRIE, SRR AIE, BiEt
KER—, XEMUHEZ A TRE. BEAFMFAZE B, AARIERE, ERFELEZH “HI”
EETRAR, 24, 43X 4R T 0344, 3 B T Hh#Bth E ML 4 E,

=52

B oS FHRA—F, RCE T4t AERENBRANARRS. BEERT, &
BHFBEEEREL. B8, SR, FRE. EX. ZRGUENER LB, BIREX
FRRE, ARtSEIERES. 2AER. Bh. W4, WERHREFEFRS.

1. Letterhead (153 )

SEAMEgE, HPEESEANASER. #NEER. HiEfR. BRER. 8
ESHE (XS ). E-mail#bitk. £E. BBBGRS. A ATABZHLGEF, XEEFELRELAT “F
&K HREE. ESFRNE, TOUMETXARE, ERBWIEIXNIIFRES. 5190:

XYZ Trading Co.

101 John Palace



HETS| S ew-3 4m

Washington

MF28 PQB

Tel: 02456 678032  Fax: 02456 549034

2. Reference Number ({5& %S )

AXEFHMNERTIXRBE, BEVUTEHRLARISEBEFIERE. GREEEEAN
HEBRENRPIUEBES, HPEEANBEREAASFEMRBABEBRERAXN
5], fim.

Our Ref. NT/JS

Your Ref. BH/ZCX

3. Date (B#3)

88, A. FEEHYAEREY; BORFBEXSR; B. EXAA%F. B
BUTELTH 384174, £ “GR" NRLDHIFRER. 0.

7th April, 2009 = 7 April, 2009 ( %= )

April 7th, 2009 s April 7, 2009 ( %= )

4. Inside Name and Address ( {5R it F1#4 4 )

XEBRRAZBEANMUFAG R, BREBEANER. k4. BABR. FHENTMS.

WHER. ERBR. BBERRE, ERHUMEZNT “ER” £ EABRKTEE. Ha.
Mr. David Herbert

Manager

Newton Co.

35 Unit Avenue

New York 0989

England

5. Attention Line ( 273 A )

FERNERELENL2 IV, WEFHENMMERARE, BE LEHAH
ZEPTIRERIENHAE. ENABBEEHNBUEHRTRIBRENE. Fm.

Attention—— Mr. Jack, Sales Manager

6. Subject ( =)

—RELBAEREMTHE , L TFHRIBHLAH T, b IUSFHRIBHH. A
ME#ESRE, thal UAJL/MIF L. filan.

Reference, Subject, Re:.

7. Salutation ( #i8)

ABBIFTINEOFRIER LT, LT ERMIEZ TR—174k. FRFTTINS H=F.

e



(1) AEEWEA%SE. Dear SifMadam, MRELEANLEE{E, EH Dear Sirs.

(2) mEWfEAER. Dear Mr./Mrs./Ms./Miss Smith.

(3) BEBA, WFEA. EX: My Dear Brother = Dear Lucy

8. Body ( W& )

REBRFEALIE. EXHER,

9. Complementary Close ( &®RiE, %7 )

RRABRERENERIEE, L TRETEZ—174. Blm.

Yours sincerely

10. Signature (%% )

RE—RBELIBHR. EEANFEZZNITNER. BEANLAE. fHlm.:

Trading Co.

David Smith ( $TEN# )

David Smith (F5% )

Manager

11. Enclosure ( fiff4 )

EEEPHPNBEEHRSNRAE, flm.:

Enclosure:..

En...

12. Carbon copy/C.C ( #b3% )

BFR4ELHMAER, .

C.C: The Bank of China

Copies to: Managers

13. Postscript ( fi& )

MPZHELE, BERABUEAKS. WETRE A PS. & TFHREGETARGENERE
— 4%

ExREFIHE—EEREEBCREERET, BEX —HORIUEILBEARREE
BRITNEEMNIERFF.
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S{Ef RIS

[RNEETF

ML TRBEFHEZE, REAZND: “FEREASHTHE? BFHMEFTHTAER
@? " 13, BFERHAERMEEER T IS TN, EREFIRtEAG RN, EMEITE.
. FE. BE. B ARG, ISHEESFHRGESLEEEN “7C” R,
“7C” RN BB FERERE. B8, AR, BS. SESESFHFEMA “C” FFk
f 548, E11=2: Completeness ( 52% ) . Correctness ( 1IE# ) . Clearness ( &M ) .

Conciseness ( &% ) . Concreteness ( &) . Courtesy ( #L3%2 ) . Consideration
(&R ) o

1. Completeness ( 2% )
HEBFHHEF, SEAREEBEENGFEIMNLIIEREEE: T4, H4ltE,
a7y, HAEE, F4ARA, H4AHRE, BOEERTE, FEEABRTIRR. Hm.
We have established through our bank an irrevocable L/C in your favor.
(Incomplete)
We have established through our bank an irrevocable L/C in your favor
which will reach you in July 15 and remain valid until the end of July. (Complete)
BEFEMEFHIILE, BITURRAE_QiFaFREATE, HE T ERIENTAR
MARHE, FEHOBHNEKX,
2. Correctness ( IF# )
ERSB TP, 18X HENRSEBERIELR, FEASIANERLEARESR,
AREBSEEPR, ABRZTERRARFFXSE, —EEEHRFE, FEREEX Fln:
This contract will come into effect from Sep.5. (Wrong)
This contract will come into effect from and including Sep.5, 2014. (Right)
3. Clearness ( &Hf )
ERFEMET, FAENKRABEELRR, FEERRFT, ZEAKEEMBAERET
L ERX T, Bl
We can supply 30 tons of the item only( /1R §E12 £ 30 &Y% 5. ) (Ambiguous)

We can supply only 30 tons of the item. ( F{18E#2 4 30 gY@ . ) (Accurate)
4. Conciseness ( 3% )

AXRTIROFRT, ERAREENXFEERERAINRZ, H0.



I wish to express my heartfelt gratitude to you for your kind cooperation.
(Wrong)

Thank you for your cooperation. (Better)

5. Concreteness ( 21k )

REEREBEH, B,

These brakes can stop a car within a short distance. (General)

All of our brakes can stop a 3-ton car within 20 feet. (Concrete)

6. Courtesy ( #L5% )

EERLEARSGHE, BYAERTRALBOAZHIARTNXE. Fim.

We are sorry that you misunderstood us. (Wrong)

We are sorry that we did not make ourselves clear. (Right)

7. Consideration ( {04 )

EESRAEE, RSB ANTER, ZEA “WAHASE” mIER ‘BRATE” .
ian.

| received your letter of July 24, 2009 this afternoon. (I-Attitude)

Your letter of July 24, 2009 arrived this afternoon. (You-Attitude)

UEREREEFERHNEEANEL, ERNBERE TEEANSESE. BEMNR
BB L 7C RUESB FERH, —ETUARIREBEAKR!

R EESE

HTPENEXERAERETNNESHRFNAENAE, SBHETFHMAHAESEAR
EXFER. PEAZME. E. #BEOPWE, RESERH, BTMR, MXEANE
R, RIEFHEHRA, B, £5FN, PEA-REERGRAR, RPERBREER
R, @ “BR-- BE.on” | RGBS SN ERER S AR T R,
BEHANZEARRE, IERNEFNESL, AXT X, REESERBENSERUEX
AREE R, TRTHEAX—XAUABRER, RNESEXR TGN, —EE
ARIEXMBERHE.

AAMHRELINEARN, INEHEHNRNTENAASTANSERYE, £#ER
HEL, ERREGBERENEEER, BIFLERSIHUR, BHEAR, ZEBRFNR,
RESIHGE R, BBEIBNE, PEAEERLZERANAUS, MBESANRREEYR
EX, iLREFACTER, AN, BNESHRCE TR Z# % TR

ZRUEHBRIGETASE TR, RatfRARERRAELRT
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B MR BIFEBM4

MRTT NG ER

R ATR, BFEANEASMEE, FREANEFHRERSENRNARRTR
BEF, BABHEREHBRANEIEREIRE?

AR, RIFXERYG, FTERSEBNER. BFKFER LEXMMYE, BREES
W EBRIRE™E, T%, TWREMNRERS, @ETR. b, ERAETANBE.
ASTERMBEA. SUCGHBRICFMN TRE LEERE TR, B, #2FHRERF~E.
SEMET R

FAEERBY, BERERSE. BAMFEAZE, REESHERELROEBE, &
BFRIRFE, LEBBRRTINT , AFERZETWAE, TBEAENT, BELLROBL,
FUIRERR, BMRRLREE L.

XUERFHFEES

WMRTXPrE, FEDZENXAFEERANER, AL, KRB FMEXFNEK
XERREZSEAXUNER RS RESHBBER, #MAELEFHENT. BN, BIA
AERNEEMILBNELRMENTREBMRE, Hit, ASFBEFMEN, —E
REBXUEE.

PEARE D —FEE, MAFANDSARERRZ, WECHRNERERES.
Eit, SETHRMEN, FTRASNAEENTN LETER, BN, AREXNTTHIREN,
RAE—HRMAE, —4 “Thank you” sITMBEREE, PERNRENEEFTESILXNT
REREEREMNLER .

FEAREBEMER, EROMALGE—FEE, MESANEXERAHL, 1)
UNAFBEAE L, REEBREL, FESHOTMANKEREMBA. Bk, &
SER TR, FELSZMNRENTNRMA, BAEENNF OB ARRERER, B
LR AT RBEHCLRE, MIRRESERE.

FRAAXUNEFEAAAERMAE, CONPEAREBIEZE, BHATKEIFE
#, PEARAZENE, EAANMMEH - ESEETIBE, —EFEZRILER,
REASMUNTHES, XHAESH—RETENZIICE TR,

TR E IR
BEMNEXBHNER, BASELNEEHRBEER, —HUFNEFHREELEMN



