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(—) Courtesy #L 5%

EEEALBGE, XA EfF iR LRI RE.
Bilan .

We have received with many thanks your letter of 20 May, and we take the pleasure of

sending you our latest catalog. We wish to draw your attention to a special offer which we
have made in it. You will be particularly interested in a special offer on page 5 of the latest
catalog enclosed, which you requested in your letter of 20 May.
(=) Consideration {&1ix
EENELAMMI FHAEEZEEMHAER. MAERNASFHE, B L EEHER
7.
Bilan .
“You earn 2 percent discount when you pay cash. We will send you the brochure next

month. "5t tb“We allow 2 percent discount for cash payment. We won’t be able to send you
p
e 1 e



the brochure this month. "B 4,

(=) Completeness 5t

— B Ml 1 B A4 45 AL 6 S0, G0 15 O 8 T R L A 2, WD R A R i
BIfE 1.

(M) Clarity i& %

1. 3 A R4 R

il 40 -

As to the steamers sailing from Hongkong to San Francisco, we have bimonthly direct
services. (k4L bimonthly # B 3, 7] LI /& twice a month 3 3# once two month. 815 & itk
BT, ATURE R

(1) We have two direct sailings every month from Hongkong to San Francisco.

(2) We have semimonthly direct sailing from Hongkong to San Francisco.

(3) We have a direct sailing from Hongkong to San Francisco.

2. BEIENERTBAME

Bl .
(1) We shall be able to supply 10 cases of the item only.

(2) We shall be able to supply 10 cases only of the item.
B WA PR R A DL BB & 3L

3. ERAITHEWH

#ign.

(1) We sent you 5 samples yesterday of the goods which you requested in your letter of
May 20 by air.

(2) We sent you, by air, 5 samples of the goods which you requested in your letter of
May 20.

(F) Conciseness & iE

1 BREEEER

il 4n .

(1) We wish to acknowledge receipt of your letter. ..

A& We appreciate your letter. ..

(2) Enclosed herewith please find two copies of. ..

A] M We enclose two copies of. ..

2. MEAVENES

3. WA B iE A

Enclosed herewith————— >enclosed

at this time————— >>now

due to the fact that————— >because

a draft in the amount of $1 000————— >a draft for $1 000

(7%) Concreteness B4
(t) Correctness IF
) an . s R BT —F W)

2 .



Dear Mr. /Ms. ,

We are much concerned that your sales in recent months have fallen considerably. At
first we thought this might be due to a slack market, but on looking into the matter more
closely, we find that the general trend of trade during this period has been upwards.

It is possible that you are facing difficulties of which we are not aware. If so, we would
like to know what we can do to help. We, therefore, look forward to receiving from you a
detailed report on the situation and suggestions as to how we may help in restoring our sales

to their former level.
Yours faithfully

ML/ /N

AT ORI BT LA A KIBE T RBEEREL. FFRRRITU VBT SR, B4
Bro I EE, AR =X Br E R 5 M SRR L& . B 7 8ER I iE 3R J7 i A RE B
EIXE, GRS A, R BAERTEF BRI, RO BUIXTRERFHEMRSE,HFFRN

HATEREHR By A BRIE S B K E B FR 8K
#E

F2T ZEMRXBHEBR

i

Mr. Steve Pincus
Human Relations
Winfield Medical
100 Main Street
Winfield, FL 09876

Dear Mr. Pincus,

Our last discussion left me thoroughly convinced that I can produce dramatic results for
Winfield Medical.

Count on my intelligence, experience, innate “people power,” top-notch positioning,
negotiation, and follow-up skills to bring in the steady stream of business you seek.

Hire someone with the know-how, the guts, and the goods to succeed. Hire someone as

committed to performance as you are. Hire me.
Sincerely,

John Apgood
(555) 456-789 Home Phone
(555) 765-4321 Work Phone

RS ERBEREFABFERHOXE BAURXBEE. . FEER . XREE RER

. 3.



B HEATHNWEE TR, $E—-BT 5 8% E B, K (Business Letter or Official
Correspondence) F1FA A {5 14 (Private Letter) I k2K, HBEFEMNR,. X BENBESH X
BEA-EABXH NFIMUX S, EXBEEFEE TR ARTS S5 . EN1
HEPRAEVIECERIE B VM HE%. TERITEZNHITNE.

SLELTI L

fadi (Heading) MGk, — R BESHFEANBUNEFEY. — S ERXERHNERITEQ
FEREANDBAUMEESH BIRES B FEMNMERBSE., AREREETHELMR
TARIEERS B FEFRSE
Fhl B EGEREA—FERERERAML TR Y, ETEGNER. H—8RH
FEEREN . ERESEFENSG LA EFEERE . TAEEFRBREN BT ER. &F
BBL . TEYZMEAEB L. AR ERNELEEL LA,
HEERERNESHREEFFIIAMMFAFRH. NBRHFRERE . EENFEH. %A
HH AT, BITIF LB X T  RAMI AN, BT AL ERMAEBR = FRAOER. fw.
(—) #33K
16 Fuxing Street
Haidian District
Beijing
Post Code: 100035
People’s Republic of China
Tel: 63211234
Aug. 20, 2008
<) #7K
16 Fuxing Street
Haidian District
Beijing
Post Code: 100035
People’s Republic of China
Tel: 63211234
Aug. 20, 2008
EE5wat, 8B 2 E AR, #5042 BRI /AN RWIRFEHES R B EAMMT B ik
EEH. RERFR . £F—TEITESAHL: B -_AEXA . TE A . H U4, FE 5t
FHE.LES FEFHMEHBREARMATEN EREmS, KEWE LBIESH.&BE—17
ERfFEH. WERESEAMMIBYCEGYZR, W HERE 7. MEEEARNEN
RAMNESEBANEL NETIELREHRRREVANLERE _ TR B ELH:E
EABEKELABEAENE) AUDEZKARBEEHERY . BEL . BESH . 2EFHEH
FIN.
MREAGEAFS MNEBTREBMES . BE—THRBRMNES . HEAERMESFTITR
KBRS FS BEBTZRNXARATASHM Y NERGA. RANEEENE, T
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BHEMELZAENES. ARNMHEYZEARATHES. ERFER. BHTLRZEEES
HFGHE TN New York, 103) , B R\B T HIAEEIHE .

XFREHHMNEE, NEBUTILA:

OCFEMMNEEEH AEEE.

QAMEBERAEXLK . REARFRE.

QAW EZANANEESR,B May, June, July R AEE . AIHEE,

@E B #nt, 7 FE$R 1,2,3,4,5--+0-28,29,30,31 %, 7] FHRE#id 1st, 2nd, 3rd,
4th, 5thee----28th, 29th, 30th, 31st %, {E&EFAEL, HBEHT,

HYIRAA THILHER.:

@®DOct. 20, 2008

@10 May, 2008

®3rd June, 2008

@®Sept. 16th, 2008

He ,OBHNEH.

CHAEHAE N

{E P H4ik (Inside Address, Introductory Address) W {fE A f9 34 fisbhl , BEERKN AL
A NERHNEDNTRARE . RTFEFAMBILMEFBH -2, L0 FF AR5
F.ENSEROPERIARFT—H. HERFER . EBREASES LEMBNER, S—FW
TR E B, 7] &5 B E AT, B0

(—) F#3RA
Ms. Joanna Kerry

Peking University
Haidian District, 100871
Beijing
China
=) #3K
Ms. Joanna Kerry
Peking University
Haidian District, 100871
Beijing
China

ENCE AR

Xt W15 A HIFRPF (Salutation) i A B — 17, B ER T Wbt — Z W4T 8 07 AR R
ERTHRARE BN ANFLAFRERE, ETREANAS  XEBAMES BEXENNE
REENEZAES. RPABETASREASREANXRRTE. HIE AT IIEAT, FRIF
MEEEBEUTILA.



OB HELEHEY —BHREMr., . Mr. HESKZRRERMZF 200, A0 LH%E
%2 0 IR BRI B %R s Mr. 5 Mr. White, R : Mr. Phil, ZHEENBH,
M 7E#E 4 BT A Mr. fIEBOE R Messrs. o X — UL AZ B2 B RN F X R R,
40 : Messrs. Black and Brothers i 3€ 5 "3 A Al .

@3t — M FE Mrs, ,Madam 5{ Miss, Mrs. FHIZEB B L FHI L RO HEEKZ AT, 25
KMEFZR, —BAHAELFTH . Madame iR el LA FEHEMEL RV BER Z AT,
Mrs. BEEHER. HHREES L, MAEH LA Mme. WEHIER Mmes. ,

Wi X L& F 4 F R AR A F 4k 7] ] Mesdames BRFF, Miss £ A TR & 7, i
AHEN Ms. ATHRZARBERMNEFZE, —BAHTLEFZH.

- QOXWAE AR FRIE, A L RERAL M 2R, A4 F]. B0 Professor (BE h
Prof. ) ,Doctor (45} Dr. ) ,General (455N Gen. ), XEFRIFERH A K Z Arsk K4
FZHi, 40 Prof. (Phil) White %,

@ 5T Hh S i B XU E AN B FRPE, 1T B Gentlemen (i /A4 Gentleman) , Dear Sir (s) 1 My
dear Sir(s)% ., Gentlemen Z R ABEM Dear, G H M RNEEH #4 . F Sirs B, B % A Dear
—ia], BT B A Sir, HWEARAL ML LE BESKRLE, T L4 H Madam HHE
¥ Mesdames,

OXMAIEBRE R FRME, NERTHE BUFE MR R A FERREESE, 7 H (Dear)
Sir, (Dear)Mr. Chairman, (Dear)Mr. Premier,(My dear)Mr. Ambassador, Your Excellency -
(E ¥ h Excellencies) .

OMEFHEFNEEINEFEEHEE, T SrRP . ML E . L BMNERSFLHER
*, 8 f} Madam #{FF. &ARFH Your Majesty FRIFLUFERFSFEH . Your Majesty A 3
EEEMLE, HE S Your Majesties,

OMEIZERR WMKF .- EF . EFFEMAEE, — Al A (Dear) Sir 5 (Dear) Madam, {H7E
ERXEHAE, —#H Your Highness (B %5 Highnesses).

g AFRIE

FeA (B AOMr. / Esq.
RKRA(B ) Mrs.

/NE CGRIE) Miss

FKADMEGR Ms.

F M A Mr. and Mrs.

P ALER I LA b /ME (R IE) Misses

I LA RO T .

H#E Professor

{8+ Doctor(Dr. , PhD. )

EE 218 4 Medical Doctor(M. D.)
B &K K President
FE B EF K Chairman

Bl XS BIHEF K Vice Chairman
Bl MG AR K Vice President

B #H Prime Minister



EHE Premier

A MK Governor

K Mayor

£ 51 Senator

Jof#E Ambassador

b & Secretary General
—## First Secretary

%) Second Secretary
Bt Director, Dean

B BE K Vice Director

& £ /F Dean, Head, Chair
tg 4 Chief Librarian, Curator
/& F Excellency

1 il Father

M. %5 fa M IE X

{5HTE 3 (Body of the Lette) BB E T RAELFBANWESFE, EEHEHEH
L EC— T IR, AR EB T, AR, AERASHN . EEFZEEAHAR
WL P. S. RRAML.

h .5 EHSRR

%5 W & (Complimentary Close) R E 5 AF R~ H S WG A —F ik, R —47, & F
EX—ZEWT . NEROFEARBEHRTHABEE. F—THANFLAFEEXRE . REME
B, FHREAEBEASWEANXLRNE. SlME AL BEIARHROANE, —BH:
Yours (very) truly, Yours (very) faithfully, Yours (very) sincerely, &%,

B8 FHMEFEGHE KT H: Yours (very) respectfully, Yours (very) obediently,
Yours gratefully, Yours appreciatively, Your obedient servant, %55,

B ERFER S5 — T A Fraternally yours, Comradely yours, &%,

B8 A\ KA K W {ET B Yours, Ever yours, Yours affectionately, As ever, Yours
sincerely, Yours devotedly, (Most) Fondly yours, Yours excitedly, Intimately yours,%%%,

ELERBRHB KM E— M Yours, Ever yours, Yours as ever, As ever, Yours
affectionately, Lovingly yours, (Much) Love, With Love, Lovingly, Your loving son, Your
most affectionate, Your devoted friend, Devotedly, %4, MEI“BH 7 “KiZEREH " EHE
BB ET (BT VAK EL )T ERERE.

B4 PR MEAREBT A Yours hurriedly, Yours hastily, Yours in haste, %%,

BEadk, T REBEN, 7 . Contritely yours, Regretfully yours, Yours in (with)

regret, Yours in (with) deep remorse %,

TERR M — 2 E &K , 2 Yours B 7E sincerely FiHMAIH. EXEAMMERER, WL
« 7 .



yours H{7E Sincerely i@ 2 J5 . Yours —ia) A B 1 0] 44 & .

NEFHEEREA

&R 1% % (Signature) —RIETFHERIE—EWT  MNERFRAMANBTFHEE. 5
EAR L, Sifs AXCRAIR, W —&7EE AR AIHE S & £ Miss, Mrs. X Ms. , RLE T J7 [H]
EE B INAHRIT, AHEATEZELEE LHCHBR. RS BCEHE.

L EAE L

{5 (42 A Wi (Enclosure) , i ZEZ F £ ¥ Encl. 8 Enc. . HFHHEFARIE—1, MK E H
2(8% 3,4,5 Z)Encl. , 40 :Enc. : Resume. Encl. : Grade Certificate.

NEFERHRAEM

FEJA BB 43 (Postscript, 54 P. SO FAHMEXPEFHE, — UL ELH, EXH
BR {4 v B L B SR G

RAANREEHEESER

B, G5 MR 5 b A8 B XS 07 , B 2 XTI 69 KA T 8L

R B SRR R AT XA B R, B TTRK . R UL, BRE AR AT RS KT
FRHMFERGER T EEEEMEHTEEENERRAERE LA F=ERE, #
ERE, ARBEEUASA. BESETES, BihalFExrRe, fm# 2R

AR
BU5 L I5 T R PSR AR (5 R AT G SO R S R TR
+ BAALAERAEATR

(—) ERAMEHIE

Thank you for your letter dated Dec. 22, 2008.

Many thanks for your letter of Sept. 5,2008.

A thousand thanks for your kind letter of June 5,2008.

Your kind letter of November 22nd arrived this morning.
Your letter which arrived this morning gave me great comfort.
In reply to your letter dated 4th July, I want to say...

Thank you very much for your letter of August 2 and the gift you sent me on

N o e W

Christmas Eve.
8. What a treat to receive your kind letter of May 5th!

9. It is always a thrill to see your nice handwriting,



10. First of all 1 must thank you for your kind assistance and high attention to me.

11. With great delight I learn from your letter of this sunday that ...

12. 1 wish to apply for teaching position you are offering.

13. 1 am too excited and delighted at your good news.

14. 1 am very obliged to you for your warm congratulations.

15. 1 am very much pleased to inform you that my visit to your country has been

approved.

() ERMERIE

1. Awaiting your good news.

2. Looking forward to your early reply.

3. Hoping to hear from you soon.

4, We await your good news.

5. I hope to hear from you very soon.

6. We look forward to your reply at your earliest convenience.
7. 1 look forward to our next meeting there in Los Angeles.
8. Your early reply will be highly appreciated.

9. Any other particulars wanted we shall be pleased to send you.
10. The help you give me is sincerely valued.

11. 1 hope everything will be well with you.

12. Please let us know if you want more information,

13. 1 hope you always enjoy yourself,

14. T wish you very success in the coming year.

15. Please remember me to your family.

16. With best regards to your family.

17. All the best.

18. With love and good wishes.

3 &

1. Arrange the following in proper form, as they should be set out in a letter,
(1) Sender’s name; Hunan International Trading Corp.

(2) Sender’s address: 45 Huangxing Road, Changsha, Hunan, China

(3) Sender’s Telephone No. ;: 4437898

(4) Sender’s Cable Address. 4499837

(5) Sender’s Telex No. : 2230949

(6) Date: March 10, 2008

(7) Receiver’s name: Standard Oil Company

(8) Receiver’s address: 45 Fifth Avenue, London, U. K.

(9) Subject: Refrigerators



(10) The message:
We thank you for your letter of February 25 enquiring for the captioned goods.
The enclosed booklet contains details of all our refrigerators and will enable you to
make a suitable selection,

We look forward to receiving your specific enquiry with keen interest,

« 10



BE MEEHCD)

F—1 EMWHEXER

SV MT KB TERAGG ., — T, VLI A AEESEE S ZEH
RFRA-TH,EAWHMIRFOXRUFRER. FERNTHREZE, L ESHE
W ERA S R HEIT A, BV SRR, RAEETRVSXRAZEX S AL, B8
WHFRENWERERT IR

L. oskE 8 28, B SG@ R 5 Bk IR , 2 AT 4L 3K 48 3 JF i 2 BR AN bt %15 2.

WU OB WS XRANEE,

HRENE . 2BWE .2 BERAMES %,

Atk O L BT T SR W O 5 RV R X O RBURE B (AR B A B R AE
Jn Al i O, A Bl SR 2 5 L DT RO B A

H Xy R AT T MW SR M B (R A .
EWESEENERCTEYXRANEENE AR EZ MR,
ATHEERL W LXANERE AR EEXN T, BRI

. EWES L ERERFNSE RELE LR IERERL.

10, Sxdpw@nt, TUHEHEC H—-EERHKA.

FREMFXRHRER

BT BANE FEEARSSRL REREAR URERARSE . & WHARE,
EBRRPE.

—HXEH

BE—nE@THEA
Dear Sirs,
Though the courtesy of the Chamber of Commerce in New York, We have learned that

you have been supplying the best quality clothing all over the world,and we are sure there is

a large demand for various clothing in our country. We are writing to you in the hope of
establishing business relations with you.

We are the largest clothing trading company in America with offices or representatives in
all major cities and towns in the country. We have been importing a large variety of clothmg
from Europe and consider that we have considerable experience in this field.

A bright prospect for your products in our market is foreseeable, we look forward to

hearing from you and assure you of our close cooperation at all times.
Yours faithfully,

. 11



