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fERPRAET Wl A RIS K, A& ENHA S ERBORBINE, SNRRECZENR AN
) [ SR sl M X 52 5 AU AT R 57038 . IR S LA ERN EEFE., R E L L, “H” 15
{5PA (letter ), “HL” #8HHL (telegram ) FIHEAE (telex ). BlHAE BACEIEEA M & R4
9 K, B | HEAL S BRIk H o 52 B ek, an A, pR ™ D) i 2 B M 5 R ( letter ).,
f&H (Fax ) FIHEFHEMF (E-mail ) A R]EAY AT LGS SN ok B 0 it r— 2 A 5
Wa, WA, Wpr. M, TR &R, AT, s, AR RIG%E. 5KANAEXR
I, SRR eREBAERSCFIEsR, TEXT AL S A2y s i, GEHR AL S B A A .
JUE T AEAE | BEE WS HOR RS A, RIS ZWmAT, HiE. G EME g
FEFEFAC ZMH, BERMLBEAR REENRSE X2 —, HAbBkgs W
BEHREBERERM R REXN . 5N EREAR, S5 NS LA F
BRRIZEA ARSI, A7 CBRTEMWT . SCFRITAT I A L, 7070 A R b a8 A S Ao
it ARG HBEHITH S GErmEN, 2538 IkeE, HBEXT FRETEMEE, W
EREEENEZEEN.
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1.1 SNREX B IERIERER ST

1.1.1 FRESS

PSR AT BN R A 155 A & B4, s

(1) {53k (Letter Head ). {5kEIERBALRIMNZFR, Hiht, #f% . BiESE, (£E
S, Mk, B FEREE AR A R AR RS

(2) HHE (Date Line ). EfE094. H. H,

(3) HALFAMHLE ( Inside Name and Address ). Y0{E A2 5] B4 FRFI AL

(4) FRPF ( Salutation ). XFULE AAIEEFR .,

(5) IE3C (Letter Body ). fRRIFEM, BUAG(E HHOFIEANE,

(6) Z5EH0E ( Complimentary Close ). {545 AT a9#L5% FHiE .

(7) &4 (Signature ). 55 AHIE4 .

1.1.2 H3ED

FEANFR S BVE (5 it AT AR B8 BRI SR A3 4, A4 .

(1) B%%S (Reference Number )., 4 T {EFZRKMAEIS .

(2) Z1 (Subject or Caption ). f{FHIHANAEDHHK—H T4,

(3) &3 AP (Attention Line ). 7 SBYE A GBS LI 15 R AL

(4) [+ ( Enclosure ), 1EBARAE(EETHEEORE S . FEAMELM H 845,

(5) #bi% (Carbon Copy, CC ), BHEIPELAE LI THFRIC .

(6) B& (Postscript, PS.). {85 5EG, WRAEREA E EHiEE ok AR JE 5 — 5,
ATE(EARIN PS., 5| HAMAAYTE.

(7) EHALS (Initials ). RHEHFEANITFRANBLZFHES,
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1.1.3 HNRENHBESSERLONAS. EBRFEES]M

1. 183

(E39E M IR RS NARINZFR, k. W% . BIEER, SES, Wik, BT
LA A I FRGE . BEERM BRI ERGEAN T #ERE Bk, JF8EE R HEEK
ZHrat, MRS 191 8 N IZ A RIS PRS- BRI B R 5 S ENTE
(SACTE E o, 8 A—FhEMERISERCR, TE 1-1,

£l 1-1
EASTERN TEXTILES IMP. & EXP. CO, LTD.
34297 Xizhang Road, Shanghai, China
Tel: 021-6606811 Fax: 021-6507631
Http://www.nease.net
E-mail: bexbex@?21cen.com
2. BHA

SMRBECBE LS B, EX T XA RE B EAHAEEERE L. JUEBE—K
A TEE MG E, M CHEN A HESEIE W, Ha ARG, AER%
HAR, W2, AMEFEE, RERE 9 A 5 H, AESHK 05-09-2009, 7E3EHE
FARZHABEZE, BBIMWUFZA (A2, A4S ). HHE, ERimHE S HERM
H. ARaJF. SR, ERNFIRZHMESR, trEH R Aas0nF=EH . A . 4.
i, August 18,2003 ( EXFLIESHE ); 18 August 2003 (HERHIBEF L ),

3. HABFRFHbLE

H ARSI EZ it Ebht SEEAEAER . FE, Escbhki B
BRSO E ARG, SRR E RN, TR .

(1) s Ak . BRS5 .

(2) BIEANA R ZFK.

(3) BENA G E RS AT X ZFR K TS,

(4) FrAeEsri/ e . M2 FR B2 ke o

(5) HZEAHK CANE(EFEES ).

RRpERE

. , %Lﬂﬂ%ﬁiﬁg,% L
: Rm. (Room) 5. No. (Number); % : Rd. (Road) B&li‘-x... Dr. ( Drive ),
: St. (Street) #: Ln. (Lane); #: Aly. (Alley); 2% : Apt. ( Apartment ),
: Sec. (Section) [X: Dist. (District); £: County; #: City,
: Li Kif: Ave. (Avenue); 4 : Province; PHAREFE. PRC:

FRAETE RS, bk P AR AT S ZER A . MATA ST B R, TR —Am
PR AF S, BT ERZANAR S BT, BRI W . | TSR 5 18 44 Bk A AN AR A
RIS E R AR Z MAFALZ S . WMRAETERI T EE AR, SEMFHb

R
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Bykfr, L 1-2 Fif 1-3.
5 1-2 BAFRRA

Ms. Cecilia Green

Corporate Planning Department
ABC Company

123 Berry Avenue

Minneapolis, MN 55106
U.S.A.

#511-3 BT

Personal Manager

Great Western Publishing Co. Ltd.
Room 456 7777 State Street
Chicago, IL 60606

U.S.A.

4. FRAF

PRVEAL T A e TR ATA TS SR, 52k, BH—1T, KEHESHES.
MRGEREAARN, HEAHENIKREN, FRPFELA “Dear Sirs” ( #X ) 8 “Gentlemen”
(£RX), WEEESLEMAR, —f&KH “Dear Miss Brown” . “Dear Mr. Smith”. #7E, 2
FARHLHEFREEE VS, RS EFEANERVIFEGEARS L2, Wik
BB “Dear Madam or Sir” DAFR/REUE ., WURMIEX 4, A “Dear Mr./Dear
Mrs./Dear Miss/Dear Ms.” Jil_E#k; GnSRAHE X k4, a]F “Dear Sir” ., “Dear Madam” ,
7] A “To whom it may concern” . NSRXF T HR &5, WG FHEER S ZFR, W “Dear Prof.
Smith”, “Dear Dr. Jonson” 5§, FRIF—ZK/AFIEA “Dear Sirs” 5% “Gentlemen” . fixH WA
5=, fEFRIB RN E—18 %, 40 “Dear Ms. White:”; A Bt r] ZEFRIE G _EAES, 41 “Dear
Ms. White,” .

5. EX

B IE SRR R0, RIBRGAWER, RIFF.OEEIRETE, B—FP
BAECh—B, B, [FRIEXMSE—masE—B, #AIFLIE (the Opening Sentences ),
FBERAZG—ER, HIREERAEEECHEEEX THREHEY . RESSES .
FHERERENEMULGE SRR B —RESEWIEXHIF, BE—T, CFERTEY
T o LB T HEEAIE S (the Body of the Letter ), #R¥E .0 AR BB T%, B—uls
BAEh—B, BIREFEE. %5EiE (the Closing Sentences ) — & F3E 8454 SC TR By E 17 ,
FRXTE NIESR, InFRAIEE | BE RS LB FEAE, B, BHn—engiy
BEMES . EMMNEEEXERZE, HE—B.

6. LEHIE

FERMUE R MO EEME, MY Thschiy &R, “BET. Bl B —
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KHEEE, BN

BRI 1-1 FiR.

O 12 VR T £ R AR . 14N,
or Madam”, Z5HAGESLH “Yours faithfully”
“Dear Mr. John/Dear Mrs. Smith”, Z5E#IEMA “Yours sincerely” B¢ “Sincerely yours”,

“Faithfully yours” .

FRIER “Dear Sir/Dear Madam/Dear Sir
“Yours truly”; ﬁ”\@ﬂq

Fz1-1 MFESHERHGE
oM HRMIE
Dear Sirs,
Dear Sir, Faithfully yours,
Dear Madams, Yours cordially,
Dear Madam, (formal)
Dear Sir or Madam,
Yours truly,
Gentlemen: Truly yours,
(formal)
Sir, Respectfully yours,
Madam, Yours respectfully,
Dear Mr. Morgan:
Dear John:

Dear Miss Green:
Dear Mrs. Smith:
Dear Ms. White:

My Dear Mrs.(or Miss.)Bush:

Sincerely yours,
Yours sincerely,

(less formal)

7. 5%

TEGRHUER T HE, —BIHEEANAFRZRAREFEHTE SR, HHRFTAL
%o MTFENELAAMMELUIHA, PSS AMAFHRSITEERELFH TR, K

% 1-4,
15 1-4

Yours faithfully,

Cathy Kurtz (signature)
Cathy Kurtz

Marketing Manager

Messrs. Nelson & Peterson Co.

8. BER/S
e %5 BiET,

NAZESREAESRS . X

ARMEEHE . XAFRRE TSR, ETHFER.

(ETSE R

4567” B “Re: Your letter dated January 17, 2007";

XX X" “Ourref: XX X7,

X, WUE ARG AERREDRE T % BT i

LB BEEXEFIF . —Fh R LR BEATER “Re: X X X7, #ll “Re: Invoice
73— PR LR FIRITES “Your ref:
BUE—-HEEFLE, G CHHmS . BEFEA. FAANHLYE

Introduction ® 5




6 W SNEARITEE (5 2 h)

SRS E, 015
5l 1-5

SHANGHAI FOXBORO COMPANY LTD.
166 Caobao Road
Shanghai 200233
P.R. China
Our Ref. No.FPB/SB-95
Your Ref. No. 153 TBL/GP
October 5, 2005

9. EH

Hh AP, ERIAYEE, FhiTLhr LR —EMEH 0B, BB T AR
TRENEENE. BT THRIEMIESCZ 6. —8BA =fMA5ER: HERS . Subject:
A Re:o ABTH TREAATLUSKE | I, IELSE, W1 “INVOICE 12345, “Re: Invoice
12345” . “Subject: Invoice 12345”, .4 1-6,

151 1-6
ABC Company
123 Berry Drive

USA
Dear Sir,

Re./Subj.: L/C No.228 for 3500 Dozen Shirts

10. @HABR
A, BEANGBIEA ARZEREZ LS AEINRT 1 IpEE, AT LS P okt
MIPRIEZ BN B N2, Wl 1-7,
%l 1-7
China National Machinery Import & Export Corp.
36, Jianshan Road

Dalian, 116023
People’s Republic of China

Attention: Mr. Wang, Export Manager

Dear Sir,

1. Mt

WARGFEMEHEFRR . mRER. T8, K= AW, &fpiEL . fFERmE
T, SEZ0EMR 1175 2 TR E$T & “Enclosure” B H45E “Encl.” 5 “Enc.”. fn&
B IE—T0, MS A “Encls.” 8% “Encs.”, FERIVERAA JLAMHE, LA (S AR S,
filan,

Encl.: One check
Encls.: Catalogue and 2 Photos
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Encl.: a/s (FEMHEAN{EF AR, a/s Bl As stated )
12. i

R AAE R Y, W B ¥b % AR %K, W “C.C.: Dalian Branch” , “C.C.:

Jean Kipman” ,

13. MiS

Bt S BT AR TR, BRI TR I E S, RS E W%, WEEEEES
T, WEAEMTAEFEE, W “PS. Each individual’s E-mail address remains unchanged.” .

TR ER D B, SRR G W T — A, B S AT B A A R KA

B 5 FRIKIEAIT AT ERFHH £,
14. EHARS

FIIAREH BORERLGEHS BMAZT, ETARMNEREXT, Y85 AT
FANFR— AR, EHEERX . BRI EHORANELFENES (KEFE),
HIR B TFANEZFEH NS (NG FEE ), 40, “BS/mo” 5K “BS: mo”( BS—Black Smith,

mo—Mary Owen ),

11.2 SPRREBEEED R EEH

i

HNRBSCBAE AR5 1A J L HE BRI 1-8,
51 1-8

China National Light Industrial Products
Import & Export Corp.
82 Tian An Men Street
Beijing 100020, PR.C

Your ref: 148 GW/XM
Our ref: 153 TBL/GP

July 24, 2003

Oversea Trading Co.
24 Park Street
London E.C.4, England

Attention: Marketing Department
Dear Sirs,

Re: Chinese Cotton Piece Goods

We welcome you for your enquiry of July 18 and thank you
for your interest in our Cotton Piece Goods.

We are enclosing our illustrated catalogue and pricelist giving
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the details you ask for. As for the payment terms we usually
require confirmed irrevocable L/C payable by draft at sight.
We feel confident that you will find the goods are both
excellent in quality and very reasonable in price.

We are looking forward to your order.

Yours faithfully, <— Q4iEHIE
Signature ( handed-written ) <— %4
James Parrinton
Sales Manager

SDK/SK <— OFEHARS
Encls.: a catalogue and a pricelist < QM4
CC: Our Branch <— BPix

P.S. We will airmail under separate cover our pamphlet of our | <——= @t
firm tomorrow.
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GUANGZHOU ELECTRONICS PRODUCTS
IMPORT & EXPORT CORPORATION
11 Beijing Road, Guangzhou
People’s Republic of China
Tel 3456182 Telex 8371 GUELCO CABLE2284

Ref. GEC 9667




