€ PAWTCSNE AW 1T

* READY-
TO-USE MODEL
LETTERS

G

IEHRER SERE AR




READY-TO-USE
MODEL
LETTERS

O EATELFEEAE O

Or&dlReit rHETHER

L 2

IR TR 8 B I 003> 8 ot 8 5 3 e



(B)FHEF05S

—
7 ¥

»

B 30(5 DA B
(F#¥)E & &RF

*

e
S R
(FABT T REAESSS)

BB 4R 7% 530022

T B LR TR A R
PR SRR B AR R TR
P E S R
HTR: BB EE AR T
WXEBH: B R kB

*

JFFA, K32 B 5.125 F¥. 128 FF
199348 AL 19938 AB1KAH
B ¥, 1—5,000 f

ISBN 7-5435-1788-4/H « 52
SEfr: 5.00 36
IRELERE « TR



EASRME, AMEZETMERLRAS
1, AERBEERBHEUE . AR T EEEW
AR, B EERTHEXEN, BRHRER,
EREARSHETEE, FNEEERT . HERES
wAMARES L AR —EHE—REEW
PRAERRY], /L, BRECBE IR EX
BB S B - MR, R T
HERXMB ARG, SEECERRETAESE
T. ABRRAMNEESH S HRMRRE G
WA, ATXAL. EEERBEEN, LER
355 A AR R, 7E LS b 7 4 B4 1 R
N4 M H B2 36, S A e i e, B VT
RHEER - HEXET.



RZ=HEA

TEREEXAER ENERPREFTE G, ZUBHE
BREHETR RERARAEN.
RUBLBERHHL"EERG. RERAN. -

Dear

[manager’ s name Jis away from the office and is not expected
back until [date].

I have checked [name]schedule and find that (s] he has other
plans for the date you suggest. However, 1 shall call your letter to
[name)’s attention as soon as [ 5] he returns and perhaps you can make

other arrangements.
Cordially,

BMAP,AHFBESZIXFATEREBELFBOURENIE M2
38 49 42 F (manager’ s name) , H #f (date) %,

B SR BRI A BR 03 , R P R E R SRR ] 9 E ¥ SR
FHERBRITHERNXE, —BABRNEEAL HM:

I regret that [mame] will not be able to keep your appointment on
' [date] as scheduled. Let me know if you would like to arrange for an-
other meeting at a later date.
J— l —_—



H—BABWAITHENSHM.

However, before [name] left [s] he indicated that it would be
more comenient to meet with you at some later time. Will you be good

enough to get in touch with us in a few days /weeks/months?

Bmam AN Adams , BB FH A +F B A BRI ER, Bt
BITH A+ H 540 Bates B9 204 RUEFE A 87, 3% 4R (a4
R BTLURE Y.

Dear Mr. Bates

Mr. Adams is away from the office and is not expected back
unti]l May 15th.

I regret that Mr. Adams will not be able to keep his appoint-
ment with you on the 14th as scheduled. Let me know if you would

like to arrange for another meeting at a later date.
Cordially,

s A SUA RSB XF R A AR ER AR EA
ML th LA AR R T . A SR B A BURAL R (5 AN -

Dear

When you left a package for me yesterday/a few days ago/last
week, I had difficulty waiting until my birthday/my. amiversary/the
holiday to open it.

—_— 2 -



1 don’ t know how to thank you ,[name],for such an attrac-
tive present. It is something that will give me pleasure for a long
time to come.

Please accept my sincere thanks and best/holiday wishes.
Cordially,

X, AR A FE SR AE A, BA X ABE LYW E
(yesterday/a few days ago/last week). A [{] 9 5 H (birthday/
aniversary /holiday ) B4 % fa] B A & 78 A [F 89 # B (best/holiday
wishes) , 85 Bt 5 B A #R LR AR BLE A
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Business Relations,Establishing

BERHRLNE, TUNBEANMT LG L F . FEERE
EFRBEABHEF ATREXDH LTUAFSFTHRERELR,

FxTHEALGB LNAKRRE RZEALSN, Rbid Tik
B, ~REBLMNFET—NFHAL,

1. EDEMEHBHRHE
Dear

We learn that you have been dealers of [names of products]
for many years and wish to enter into business relationships with
you. We shall be pleased to forward you for your study cataleg/cir-
cular/booklet/ price list of any lines in which you are interestéd.

We will be happy to hear from you at any time.
Cordially,

2. SRBRUBHXF



Dear

As your name and address were listed in [material of the
field ], we are writing to you with a desire to open an account with
you.

We are one of the leading exporters of [names of products ]
and are enjoying an excellent reputation through [period of time]
business experience. We are sure that you will be quite satisfied
with our services and the excellent qualities of our goods.

We are looking forward to your early and favorable reply.

Cordially,

3 N, ErFREHEN TSR
Dear

Your company has been recommended to us by [name], with
whom we have done business for [ number] years.

We specialized in [place] trade,but we have no contact with
you/your company. As being interested in selling [name of goods],
we address this letter to you in order to enter into direct business
relations with you at an early date.

We are looking forward to receiving your details/ prices of
[names of goods] you would be interested in selling ,and shall glad-
ly study the sales possibilities in our market.

We look forward to your early reply.

A_Z,,



