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1. AIDA

(1)Attention 5] ABE H

HTEREMN TG EK, BRLHIEXNFTHITEE,
WF G F B N B AR AR 5 0

(2) Interest ¥ & 483

—HHFBE, RIENEL ATE, MRBEA TR 2%
B, —VHESR . BT IR 28, W BE AW o 03I E AR
PERR FIDGER A BT T, S T8

(3)Desire & E R -

HEBEMXBMARBERER, SHENH S BEARAEL
WK, LAREME S, FBRNTORE, FHESHERIN
REH#HITZS o

(4) Action {2 AT 3h

KA R A AR BT B, AR TR S N R B BRI
iR [2] 17 o

2.6C’s
(1)Clearness {&EMiBH )
HWEXETRE FREARGEHRES,
(2)Correctness 173 IE
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FEXEHBER, TLLBRALEMNRE,

(3)Conciseness B iEH N

RENAFHEERERCEEMALBNEHXE, AT
AE KK, A AL 5 32 B 1 , 3 /2 B vk A M0, B
BAHEHHINCRSASEEHMITZ

(4)Consideration % & J& 4

R AR, BERER YMBEARAT R, A NELEA SN
DiERF MBS B AU G 28, U H03 J7 80 4T 3 s 0L
o

(5) Character J& =Mt

UEMBFHEFREALMMNES TR, FRAEHEMHE
BT ETRIMEDR 5K,

(6) Courtesy #f#$H AL

BUABE AT TFETRERES , MNERPSRE
PO KIE,

. EHEEENRR
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ERAXHEEERIPEERNE. KA BSEH—FH %5 +H
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1. Envelope 15415 %
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2. Layout of a Letter $1E#H X

HEHENFEMBEID R E K (lettethead) . K {5 H #
(date) U5 A £ FR J& # it (inside Address) . $%1§ (salutation) | {5
X (body) . &5 3R #{ 1& (complimentary Close) & 5 f§ A % & (signa-
ture) £ #4575

(1) Letterhead 15k

ERHFETHEEVLY ,BHRBEPR AR, BA ALK,
Mot BREZR SIS (RIS \(EE \ BfE \ BTG S EM A,

(2) Date H#

BAERX(HE A E)EER(A B 8B)Z0, BiFsf
R BT, 40 4/6/2000, B U fF A FT BETC BE W S8 AR AF R T 4
A6H®R6H4HEN,

(3) Inside Address {5 A48 FR & it

HERFRABREAES BLL 3T WEALR LR E
sk, WMARBEWIEA LS, BT LR 4 FR (40 Export Manag-
er) 3% i — AR FR 8 (40 Dear Sir/Madam) .

(4) Salutation FRif

WHBAMR, FEMFSASEERGES)MER(E
)20, WEAWMGBEALES, TEEEYRELFHAKE
B, B R Xt B AL, WA J x4 B AT, 87 B Dear Sir/
Madam, WE AR 2 A, 7T B Dear Sirs B Gentlemen.

(5) Body 15X

EXRGEERNEH LA EEEERE, HHEEHT, R
HAERAFAK, LR TR A ETRZEE

(6) Complimentary Close 4515

GRBEHS TR XN SR HE "%, SHAES, &
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# FI8 A : Sincerely, Yours faithfully, Yours truly %, 7] {8 /.
Sincerely Yours, Faithfully Yours, Cordially Yours, Truly Yours %,

(7) Signature 55 A& &

BEUPREEER T TETLEBESK BLELKT
AMERARBREMLEG, HRLAHFEFHEACECHBRE
B TEEAMNARESE L (Miss R Ms.), MBEAIBELE
EHBCRECE, A (Ms), LUE X B {5 6 5158 40 7 5 0f
HC,

BRUL BB RIS, RIEFE, RO LL T 24> . 5
YL 5 (identification marks) . fff {4 (enclosure) . B & (postscript ) 4
E W A (particular address) 54 8 (subject) . B % 5 1 ( refer-
ence number) \ B &< (copy) % ,

ATHIRE, UWESEFAAHEH L, FL B9 Ik
EABE Rttt B8, — AR,



Letterhead fg3k| *

ﬁ{efenence Number £ % ’%EE';I

Date %15 A #i

[Inside Address Wtfs ARE% & st
[Particular Address $55E 4 A

[Complimentary Close 4% % # 15|
T [Sigaure £ 2]
[Typed Signature 5 {5 A%t % 4 #5)
[Tite 515 AL 0 3k 1)

Identification Marks %Fii2 ]

Postscriét ME

RATHARE, UEEENNANES S, FL B G
A2 Bestiik 354, —HAER
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SRR UNFREERNNHEEMED, KRR EEXER,

A A A A A A e

Request for Catalogue
Dear Sir/Madam,

We have seen your advertisement in the “Life” and know that you are

one of the biggest manufacturers of laptop computers.

We have received a number of inquiries for laptop computers which we

think will have great demand here .

It would be helpful in selling your products if you could send us cata-
logues and samples.

We look forward to hearing from you soon.

Yours faithfully,
(Signature)
Wang Hongming
Sales Manager
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1. We have obtained your name and address from “the Business
World” .
AT Bl R L1857 A R W B St
2. We would appreciate your catalogues and quotations.
I RE 0 B2 Bl B A SR AR 4 8
3. Your early reply would be very much appreciated.
HRIBERMESE, WRELR,

ER@ERER
Reply to the Request for Catalogue



Dear Mr. Wang,

Thank you so much for your inquiry about our laptop computers, in re-
sponse to which we have sent today a copy of our illustrated catalogue

and details of the specifications.

The catalogue “tells it all”, so I do not need to expand on our products
in this letter. We pride ourselves that the quality of our laptop comput-
ers is only half of this story. Our service and supply support is the oth-
er half.

Our representative, Harry Reynolds, will be in Beijing next month and
he will call to make an appointment. When he calls, he will ask some
preliminary questions to prepare himself to show vou the best laptop

computers for your situation.

Thank you again for your inquiry. We look forward to the possibility of

serving you for years to come.

Sincerely,
(Signature)
Demien Carr

Marketing Manager

GESE)
1. We are enclosing our latest illustrated catalogue together with the
- 10 -



