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BB BHEEEMASSHER .
(Fho Sorusture and, the Format of Business Lottons) @,

Business Letters)

(The Structure and th Format of

RS T, &S ERNEERS EANFRWER RN —1
EEHS. AHEROEER. R BE AR B TIRES. BE %
AV 5515 B AT LA EE— Mk 55 A R LTI ZE— AR M TE R ISk
T3, MR ER LS &P AT B3 1038 R #E Al 55 BT R AN R

— HHEEEAE

(The Structure of Business Letters)

B &5 K B 17 HE B 4> (Standard Parts) 1t ¥ 4> (Optional

Parts) %, 03 1.1 iR,

X111 BEERNARTKS

R HEER 4> (Standard Parts)

Fit 38 43 C Optional Parts)

{& 3 (Letterhead)

ZJp AHE4 (Attention Line)

H #4 (Date Line)

H iy (Subject Line)

i} #iF (Inside Address)

2% 45 (Reference Number)

R (Salutation) B 44 (Enclosure)
IE3X (Body of the Letter) b 3% (Carbon Copy)
45 B #{3& (Complimentary Close) B (C Postscript)

% #-(Signature)
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FRAETS S R — H 15 WA AUAE R A, T B AR S R AE S
H]“Iﬁb‘%nﬁ%ﬁﬁlﬁéi%ﬂﬂﬁﬁ NE.

{53k (Letterhead) {3 3% R 5 A & TR ik BIE L 2 K, o3 % R
BRBEER, —REEGEHKNE LA, EXBRD BEHHOAF
HEHAEFELNESE AHEFHRAARTEEE LT,

ELWMAF SO M E HES PXTERAF , ik 52 FRE D
BAMIAFE -5 TMEBNEL;E_TEL. .4 M.
H.EL. BRI, —BRES—THRBELAARARS, H
EF—ITHP AR S RREE

53R B EA EAFLRMETR.

FEM A FF kB, AT ST ATRIAR A4, WJﬁH

F. RABBI & CO.

19, SIR JEHANGIR KOTHARI BUILDING

M. A. JINNAH ROAD

KARACHI-74200, PAKISTAN

Tel. 92-21-4256172 Fax; 92-21-4526613

FEE AT, BTSN 2~3 1M FE. WJZID

Allen Incorporation

1470 St. Louis Street
Los Angeles, CA90015
U.S. A.

EBEEED,S%% 5 (Reference Number) RMEEFHG#E
HEGRENSR . ARERIEEHRNEZIREA. FENSSE
HE—BRENRES BIIRBREEXARNELZ B EFEH R,

QD%W{HAEEEBT%#T%%%% EEEPN: YR o VAL R Y




& BEESNATEEN
(Fhe Simucture and the Format of Buss Lolters ) @

ESE RS . RBEHFHE O UHEEANGELELERBTSER
S&4r(Our Ref. — R I RS, BIEEAHS; Your Ref. — 5
TS, BREARS) . EREN A EEMMNMMNERE LHS, BN,
MEEGNTHRMSERS . LRV FERES, BT UEE
FHRE—BREFHTRESERS . fln:

We acknowledge receipt of your letter, reference XR00912,
dated 3rd November, 2000.
R

Dear Sir,

Re. Your Ref. XR00912
We acknowledge receipt of your letter dated 3rd November, 2000.

23 B8

P ICHEF, B (Date Line) — i B B 72 ¥ 5 09 )5 T » {0 2%
BRERMEPEEEEXNIE. BHS5ELZRWERRRFH
FRRE MRBEER . EFGLUT 1~217, MR BERE, &5
KUUTF 2~317. EOWENEIEREBELEBONHRHHAE.

A BT RS0 s A ERZIE B R, A RERE 450518 ; SEh —
WER2R  AREE,Fl, ReE 07 A% 2007; HHIRI %A . H .
FE(EREHEE A FCEARBWRFLXEY. HYETH
FHBA (1,2,3,4 %), tF HF AT (1st, 2nd, 3rd, 4th ), #1 4n,
2007 4E 7 H 30 RMIBE R .

July 30, 2007/ Monday, July 30, 2007(EER)

30 July, 2007/ 30th July 2007 GEEZ)

HTRERBSIRALDENRSE.A.BRARFERE.
Bi4n,7/10/2007 BE BT LA BB A% K 2007 4 7 F 10 H, t 0] AR
20074E 10 A7 H.
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e — IR LA R L 15 B A k8 2 A g (B RTEA 1R
5 h A AL IE £ A #dik (Inside Address) . i pa ik #1145 £f b 593
HsEe—B, AEREANES A MEALLSE. - REEL L
7. BB FFRIEZ A, HPUT 3ITsEST.

EESMAMESEERS . EHELWMEMLHRE. X HEHK
B4 Mr., Messrs. , Esq. . Mr. A H F7E & FHi. ) an, Xt
Jerry Kater FI#RIFF & Mr. Kater 5 Mr. Jerry Kater, [fij A fE & Mr.
Jerry, Mr. BB BE R Messrs. (315 .17 Messieurs K4 5) A T
BB, B TFREAU LB AR A A SE &, Flw,
Messrs. Black & Brothers, 7EFRFE—SE4EERE 2 B 5t (40 judges,
magistrates)Bf, Esq. AR AR R E Mr. , HEZZF. #lW,
David, Esq. . 08 W& A #H £ 5 8 3k # (Doctor, Professor,
Colonel,Sir) , M fA Lk #AA# Mr. & Esq. HEFTRFEELELZ
f&. B,

Professor J. Ritaman

Director

St Lo RO FRIB 4045 Mrs. , Miss, Ms. % . Mrs. iIEE Xt
G St S 1 PR BT B ik 42 BT, — R S A F & TR0 s Miss I FARIPR
WedotE. AR, AMTRESAR I BT 668 Ms. FRIF T 48, g
EBESE.

& I LR TE B A TR -

WefE A% (FEREE W NGB BB T FIBUE Ak A3
mp=2:9)

BB NSk (EEBEREAEZNER TEAD

NE IR

AT HEE AR

2N BT AL B SR T 0 R B G R




BB ESEINARSHKR

EEA

B P4 3t HERE )

(DFERMBE YL W HRLT -

Mr. A. David

Sales Manager

Original Manufacturing & Trading Co.
24704 State Road '
Lutz, Florida 33559

U.S. A,
(DEAMERFEARELKELT:
Advertising Department (8% Advertising Manager)
Kingkill Motor House Ltd.

212, D. W. Rupasinghe

Nugegoda, Sri Lanka
OERBEARAFAHELT -
Tochimoto Tenkaido Co. , Ltd.

3 - 21, Suehiro-cho Kitaku

Osaka, Japan

5. BhAER

FEHLEERERAAARBIT, AEBERA A, TEXF
BT AT HEREARREREEEAZRPARSHEI T, 7
LATE Ef 3 3 ik FIFRPF o 8] i 42 90 A # 4% (Attention Line), 3 4h,
ERANBREAREN , EEAFAFANEMAZEEHNAE. 2
PABZBEEEH IS THET. H0.

Teah Hong & Co.

212, Beach Street

10300, Penang

Malaysia




FRIF (Salutation) BB E A EAWKRERIE. LEEHN
Wit FHAT MR ER, ERPEE—~BRAES CEERD, BT L
AESEER . BEARMNAR, LT HE AR .

Dear Mr. Smith WEARNB M

Dear Mrs. Brown— I fE A AEHF L+

Dear Miss Jeniffer SEPN F S R e

Dear Ms. David—Wtfg A2t B3 7 35 R 5L A B

Dear Mason— W {5 A BB AR &

EEER BB EANER, HREEENRERT &
H Mr. , Miss, Mrs. 1 Ms. £, XF X 4& 60, 87 LA Dear fil B iif5
AR, B0, Dear Stacy, ZEWIEARAAIMER T, AT LI
BAE AN &Sk AR EIITL K. B0, Dear Sales Manager,
“Accounting Depatment, 7E1# A} Gentlemen (3 [E3X) 8% Dear Sirs
EEROHN, —FTEREREABEEE FTEEENE
Gentlemen S & EHOE R B, A0 Dear,

3 (Subject) 1738 # FEFRIE M IE L Z 8], — EEFRFF T B 47,
TEfE 4Ry vh Al , AT 55 “FRIP”R$ 55, 6 ] Re: 3k Subject. F#, I 40
TELKRMARAS . FHTHERETERE ERRET #E
BWEANFMBEHN. B0

Dear Yuki,

Re:KH type linear ball bearings

B

Dear Mr. Aloolakar,

Subject: Aluminium complete bottom shaft support




B-% BEEEHASSH
(g—ﬁv%um»@wnd%eg' 'of@ . gﬂ‘) @

IE3C (Body of the Letter) —fR7EFRIFE T MIT, EREZ M
BT, EXBEERARAREARBEANGE . BHEHHERMN
W, AREREXERGH, . HRGE. PBRBFEHEXCERE
Bt (introductory paragraph) ——3#& & Xt 77 Z 8 B9 3% &, X X 7 K (5
WHYP RERES FERMEAABTMUS SRR, UEEXFH T
B3 RR B B ; iR B (discussion paragraph)——X {548 59 F B
H R ; 45 B Bt (conclusion) BARNKGBEANER, UHEXE
BEMRITHR EERRSHETLENFRE,

2> 9. HEWIE

45 B#i% (Complimentary Close) fi F IE 3C T W F 17, 45 B #IE
SRR TEERE, AELHTMAER, ARFAES. BTN
ZRBUEMRIFFRX X RNE 1.2 iR,

*1.2 FRASESENRENNEXR

Bt FREE ZRMIE E-3:3
(Male) (Salutation) (Complimentary Close) (Remarks)
) Yours respectively
Sir Madam FEHEXH
Yours very respectively R
Sirs Mesdames | FRIFFEOE
| Respectively yours -
Dear Sir Dear Madam Yours faithfully EEMRE
Dear Sirs Mesdames Faithfully yours B
Y trul; i
Gentlemen Ladies ours Ty RENEH
Truly yours Jiik- 3
Dear Mrs. Smith Yours sincerely HATHEMHR
Dear Mr: Smith Dear Miss Smith Yours cordially BWRAAR, F
My dear. Mr. Smith Dear Ms, Smith Yours very sincerely B AT
My dear Mrs. Smith | Yours very cordially SR




E;*Fﬁﬂ@

B & ALFUE K EELERMIBET 4 17484 (Signature) . EHK
WAELETION FTUEESEL TS —TITHES AL L
CUETFHF TR, EXHFREBLAEEEARESL BARE
%2 WA RA R EMEERCT. film.

Yours faithfully, ’

Edward, Brothers & Co.
Pokert
Robert

MREFENRANAETHLER TR AR RO E.550 E
Fls FE& 4 UL T BT X4 (Enclosure) U 8 . IR EE ARE]
BN LA BB, R R B A B AR P BT R BB . ¥ R
%4 : Enclosure, Enclosures, Encl. 8 Enc. 4. #if0n.

Enclosure (4) -

Encl. Order No. 123

MEEFAESERSIETERAZ, TEDZEUTREITMLE
P.S AR, R TEHMAERIEN. EEENERERAFEANS
(Postscript) s A WEALNRFREEFHBRA S BERGEHHN
7. Bl

P.S. The sample will be sent tomorrow.
2 13. ik

ﬁn%fé#i&ﬁ]ﬁ?}%éﬁﬁmjbFﬁ%ﬁzﬁﬁ’#u?fﬂiﬁﬁui ¢ c.
(Carbon Copy) BIARIT , J& B i _EW i ASA R & FR. Bl
c. c. Mr, Buckley
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%15 R G -

CNIEC SHAANXI CORP.

28 Xiguan Street
Xi’an, China 710082 @
Tel : 029 8862 3911 Fax: 029 8861 3616

[Your Ref. 0709182A |

|Our Ref. 0709203C |

EQ August, 2007 JI

Minermet S, A. 4

[@]
Avenue Mon-Repos 14 2T
(6]
~[®]
[@]

1005 Lausanne Switzerland

|7\ttn: Miss Yuki Lee {

Ibear Sirs, { - = =

l&:":Shipnlent of 100 MT zinc Ingots under your S/C No. 2708[

We are in receipt of your letter of August 28 about the captioned goods.
We take pleasure to reply here that our confirmed irrevocable L/C
amounting to $ 70,000 has been opened by Switzerland Commercial Bank
this morning. Please rush the shipment of our ordered goods after you
receive the L/C. It is said that “Dhaka” vessel will leave for our ports on —>
or about May 28 from your end. If possible please try your best to catch
the steamer for shipment. Provided this trail order make our customers
satisfied, we guarantee that our repeat order will be in large quantities.

We appreciate highly your close cooperation in this respect.

Murs faithfully ) —} : 7

Aoolakar
Aloolakar @

General manager

Encl. —T
P.S.
CC:
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ZHHEEHHEER

(The Format of Business Letters)

%515 o6 A9 IE 3O 338 % 6 A1 46 17 2\ (Indented Style) . 55 3k X
(Full Block Style) & IE 7 3k =X (Modified Block Style) , i FA A {5 1438
WARF L.

FBITRANEBEFAETFTEL ERE . ZL2MREANELHEL SR
AoME AP ELE. U LE—-BERESTHIN, BT
BHATHA 2 N3 MEXFEH; EXBRIFHESHA 5 HHEX
Fi,BESBZRES 7. XHEIHRIHRER, BEEHHES]
W, B R AL HEEAERA. film.

Allen Incorporation
1470 St. Louis Street
Los Angeles, CA90015
U.S. A,

Ref. No.
. March 15,200...
China National Import & Export Corp.
Shanghai Branch
Shanghai

China

Gentlemen;.




g% HEEIUASTEHRS @
(Tho Sructure and: the Format of Business Satters) s

Order No. 789 for Tools

FEBE

Yours sincerely,
Alen
Allen Inc.

FRREBHSFERPREAFTANBX, 2BNEEBEHH. 4R
HOE B2 BMNEMTBRE T M. BEFXAEH, FRZAZSHT.
540 -

Kung Kee Wing Hing Trading Company

No. 16 — 20, Ko Shing Street

Hong Kong

Tel . (00852)25484259 Fax. (00852) 25487186
November 8, 2007

Your Ref. K. K. 678
Our Ref. K. O.1108




T -
E/" y Ffw{é B
Mr. Koji Otani
Manager of Trading Department
Fukuda Ryu Company Limited
5-11, 1 - Chome, Nishitemma, Kitaku
Osaka, Japan

Dear Mr, Koji Otani,
Subject: 20MT Canola oil

FE B

3R B -

Sincerely Yours,

For Ho Kun Kuan
Wong The Hoi
Wong Yu Hoi

cc: Managing Director

€L 3. BEFLR

ISR 2 R4 H I 0 A9 —Fi 2, (B R 1
B, BEFLIAWANIHAREEL. 5FLXARR,BEFL
JK‘FPB‘J%EB TRET. 6% B . ERBUENEZ BN P EIFK, 5B




