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I.

i 45 S H R R AR A LT IR JR R, Bl “Five C's”, i

g W=

WE#8 (correct);
A (clear);
faiTE (concise);
24 (complete);
. #LE (courteous);

%é?ﬂ%m
AIE®H.

a.

Feb 12nd 93
XM ERERFEXHETREATIRY, X
THEHRMRGEER, YRS,
February 12, 1944 =
12th February, 1994 8
12 February 1994 4

. My Dear sir

FEA)E FRIFRS, % Dear LT My 2 /5, M Dear
ABKE; HAH My, W Dear fiEA1H, XH—XH
WEXET GERFELBHER, EBEHRFEHH Dear
Sir (s), Gentlemen, Dear Madam & Mesdames
%, BEFER 81 E LA My dear Sir(s) 5 My
dear Madam 4),

This goods is high.

AR RIS B, EEE RV IZRE:
This article [product/item (of goods) /material/
commodity/merchandise ] is high in price Chigh



priced /of high price).

B

These (The) goods are high in price.

B

The price of this article (these goods) is high.
Turning to the left, the company will be seen.

SR EMERIER, HEM B EESS A b G
L R T N1 e i UK = e SR TN OB 2 N 2 Pl { N )
—A~E#4ria (dangling participle), W th .

Turning to the left, you will see the company.

—fA, s RIRRAE T .

X BN you, AR fER the company.

. 7EAmEE
a. He had a sample in his office which he was proud

of.
Ay which 5] G i BR ) 4 < 15 D) BT A8 4 g X R

K, BHiEATEIRM. Wk LA, He &3 8380

L 742 his office, i\ & X 1& , XiFgJ2 sample., [

W, KT IHBREC, ATLASCN

He was proud of the sample in his office. &

In his office, he had a sample which he was

proud of.

b. We have your recent order.
A ) BARBE RV TE B JGH U0 H B 1T RS AT

b Zs iy, AUEERN, SESCh:

We have your order No. X X of 13th March,

3



1994 for X X. GTHWNZED)

¢. Mr Smith told Mr Jehnson that he had agreed to
be his reference.

AR R FUER BAE AU AYE? Fh T PR A
SAEABARE LB . B BB NES SRS,
PR X5«

Mr Smith told Mr Johnson that he (the former)
had agreed to be Mr Johnson’s (the latter’s) ref-
erence.

H.

a. You asked us to let you know when the new mod-
el of the Seagull camera came on the market. It is
obtainable now.

EAITCIAN &, Bt fE BlmA Y. s EAk
nE,

The new model of the Seagull camera is now
available.

b. In your letter dated the 23rd of last month you en-
quired about our experience with Mr Henry J.
Clark, we are happy to tell you about his work
for us. Mr Henry J. Clark was a loyal and faithful
worker during the two years he kept books for
us.

AR BEKER, LRIEFANKEREEESTHIK,
4E0 b R T DI
Mr Henry J. Clark, about whom you inquired



April 24, was a loyal, faithful bookkeeper here
for two years.

c. Allow us to take this opportunity to thank you for
your letter which we have just received. In reply
we wish to state that we shall be very glad to send
you a copy of our booklet ‘Radio-TV-Eletronics’
in compliance with your requesvt.

)t FISRE, $7F K5 G ATRE R T X 4— A FAE
ZH ) F:

Thank you for your letter dated---. We shall be
glad to send you our booklet ‘Radio-TV-Elec-
tronics’ as required.

V. {ZBRER

a. Please send us four pairs of slippers for children at
an early date.

AR ICISE . M. B e ST, Xk
fH A, BRI AR PO SA ke, TR IR XA
8 IE
Please send us by express four pairs of boy’s

School Slippers, size 7 —;—, in Green , Style 138A,

listed in your Spring catalogue, and charge them
{0 my account.
b. Shipment will be made in due course.
A AL AR, PR RO H BRI ) S
R ERE A FHAWEN in due course 2P,
Rl MR LESFE, mEIENOY.



Your order for 100 cassette-recorders will be
shipped early next month. You should receive

them at the end of next month.

V. {LEFAE

6

a.

c,

d.

You are requested to answer immediately without
fail.

A OAEE, SAUHBEAROBRE. BT RE
KA, HBBY.
Your prompt answer would be highly appreciat-
ed.

FHREREVER , M EBRE,

. We must insist on your immediate payment.

AP, IEARBER: TEERYR.

. We are counting on recejving your remittance im-

mediately.

XHE—RRBMET ,AHEAEZ. EFTF5M0AS
fE.

We are surprised you were not satisfied with our
last shipment.

— B R SAE A EILARER, F 5
BT, XFRERERZHE (curt), BIfFRRK
WZEE, EREREPHREEH S . “MER”, BF
MIBORFTAIEHERRERE. Hitk, gy
We are sorry that the quality of the shirts in our
last shipment was not completely satisfactory.

You must know that we cannot accept your offer.



P fe i 55 He SCRAE P BT e SR IE A A el il - - £, 42
TR A e (DY 2 M must R EEERY, X
APEAH must TR AR PSR EREAERY, Ak
18— S B

In view of these facts, you will not wish us to ac-

cept your offer.

W 95 OB AR E B d = A 4l

1. JF# (Opening Paragraph), 87E—H T 8B R &6
T

2. 7% (Transitional Paragraph), EFEFEABEHEK
M. HENARER, WA EFHANU EBRERBS . HAH
BRI X EZM 4,

3. ¥5& (Closing Paragraph), BEMEES, RAER,
. AR, RIEHES RS, B5FUERmME.

L EEAEOMRKHES, HiERE., FEUME, BERAET
b & T BB, MERUT I .

RIS BETIENEARE, Mg REER . B4,
RERT. HAAET. EliAxaRISEEEHE, NHF
TG, B . BEIES (tone) WL IR
B WMERERNE S, ARERMALEA M BiY:; mIEE R
REE T, MO HEA. RENEITX. AERIEHHE, W
R4 T HAARRBIES, o WE RFHBESR. UTIL
B, R -—-HNAEHRFRSEE:

1. Please give us a 7% discount on this article.

X RIS TR E 2 B,
HRN R, REXNER. HE R .
2. We should be obliged if you would give us a 7%
7



