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EXPEREENANTSE: /5% (Heading) ; FRFE (Salu-
tation) ; {5 B IE 3¢ (Body of the Letter) ; 45 R #{iE (Complimentary
Close); %% (Signature), XB—HEXEEANWABTS. A
ANMEE—BEXARTATHR. Mo RLTFEEN— L b
H: £/t (Inside Address); M (Enclosure); #3% B4
(Carbon Copy) M & (Postscript) %, REMAIHEBELREE
RIEXRH. TEARBEEMAERFRENBHZEHEERR
THE.

1. 1,%’3& (Heading)

EXEFEAFEANBEMEGEEY, BRNREREFEA-BT
RIEXRBMARILEN, ETEEHESE. BARBLNEUES
AMBRERABRERERTERAZT ., L, YAIBREREL
BIPEARE, X—SEREERK. '

FAUFE-REREANE LR, REGEKNTRER, 5¢
HIGABEBHEL-RTHZR., BAETATUERETR, @
MUREFEXKX. A, FEAXEFEARANIR. WH, R
fFetAARREEE, SXEBTREMESHME, WiHeE
AERIT. R, BRPHFRAR-st, -nd, -rd fi-th W ALE
T BHWT:

Tk

321 Playing Field Road
Hongkong
21 January 2002

FERK:

150 Pu Xi Road
Shanghai

China

2 February 2002

KXW ERSP LMK, HIRFR “B/hEKX”, B
MEFRAKR. MBS HE, 3HE. X, BaWH. #8M. B

02.



FE%. BEAFAFEEINGETHE . MBEHB - BREEM.
BEELE2E, WREAREBM. BRAWKETN, BERTE
EMT 4 2 5. 0 Freedom City, Ohio 57632; London WIA,
2AT; Beijing 100036,

AEROUXGH-BREAARACHFHAREFELK. LH
A ARIINARR, ik, BiESKE. FESH, ANEABRERE
BER, ETER, H2FEAFAENECHERAERIME
B EEE, SEGLEHTLFEE. U, BAREFHRN
HERF AT .

2. £ AH# it (Inside Address)

ERHt, BEREANEERERURERAEN. B
AP T - ERENENR, RIPZ L, BAEEZELEZMTH. 7

BN, 0.
D 6 March 2002

137 Fuxing Road

Beijing, 100306

China

Dear Sirs,
Yours sincerely,
Edward Yen

(2) Mr Wang He

General Manager

Tianjin Power Group

108 Lian Dong Road

Tianjin 071192

3. # ¢ (Salutation)

PRI 0l 5 A B FRIB . 25 E A5 {5 J R LA Dear S H
FRIAE M X 2 AR, B TERFEAMBGAZRBRXR
HEHRZH, WHTLEES, BRERAREANT.

WO ERSACHFERMAANEE. A, EREHARH, &

3



W REMATN B FRFREE . Bt i 4 W Roger Clark, Roger £
%, Clark B, W Dear Roger, M A BEM Dear Clark,

(2) BREKWPRIRA. ¥RUEM, LARHTAFHH
fh3Z BB AR, EGRTI E Mr (JE4) . Mrs (R A). Miss
UME) B Ms (), BIE Mr. fiMrs. FHES/RSHE A
COEBEBABAT.Ms REELHBTHN--FRITKRE., AFF
393K P B AR BRIE

(3) MRUEARE L., #B. BURSAEERMA, WAL
#7 N E FRPE {0 Dear Dr. Pott,Dear Professor Jones,Dear Rev-
erend Throop, Dear Captain Wright,

(4 WA WRARLF, FHEREANEZ MRS, 1
Fi Lady, Sir, Madam, Gentleman 1 E$EE KM, i1 Dear
Ladies, Dear Sirs, Dear Gentlemen, Dear Mesdames,

Dear AR AEXREMEMAEAR. HXE. A My Dear It
Dear ¥ 4Y); ZEXRENWMK, My Dear BB IEAMFRIF, M Dear
WRFERGFHRFE., RIFFERIRA, EEABRAXS, XE
AIBAES, XEBAIRAES.

4. fg W E X (Body of the Letter)

ERBEOEER. BREAZIBBEE. HBEEHEH. X
XHBEIREBE “URIF” (Hello! 8] How are you?) fEF k. 1IF
XHFF Rk —BEEFENHMRERE; EXPREBSUMRERFA
MERMEE; FRWBONERERE. FENBEFEBRX, 4
BREEW, SRETWESH, NEBREHHABE .

EXERBARE-EEE. AJUAMRAGESAL, FE
BES, MARAL. Fln.

Awaiting your good news,

Looking forward to your early reply,

Hoping to hear from you soon,

With best wishes,

All the best,

o4 e



With kind regards,
With all good wishes,
Best regards,
Give my love to---,
HER, AMEZHFERAZENTTFRRELCRE. W.
I hope you will have a nice vocation.
1 hope you will write again soon and make it a real long let-
ter next time!
We look forward to your reply at your earliest convenience.
5. & ¥ #i& (Complimentary Close)
HRMBER—MEEE XUTHXBFRENE L.
BCHBEAL %, HAUBAEEXUT 2~3 74 AEFHIRAS
B F—NFHKE, GEMES. HZXHFEFRANEREIIENT
Yours truly, (ABE®R)
Very truly yours, (IERX, ANFFHA)
Sincerely yours, (B¥ A, EX, ROAERKED
Yours very sincerely,
Always sincerely yours,
Faithfully yours, (A5 H)
Yours cordially, (RATFAEFEF)
Gratefully yours, (—#HEREEH)
Yours respectfully, (T4 L&pEFH)
Yours ever, (BFEMFERER
6. & % (Signature)
—HEERELAELER MEERTERYE 1~2 178
HRMEMHTY . AEXMUZFINELRABZEMNETAR
RE—-EMTE, AMELESHBEMATHE, FHEEFREN
. BERUALE, WAILAZME - 1F8KRE, Wt
B £ %5 . H i, David Dawson 48] LA 5 € D. Dawson;Zhang You-
nian B PABE Y. N. Zhang, A TETHREABRI, EFREE

e 5 e



LR T -HTERSENHERITFNERTL. WALE, &
FHRBET T EEZANRSREH EEARLHER N
TiE5t 07 EME B BRI 5 68, 72 $TF B B i B Miss 8¢ Mrs, #0:
Yours fruly,
(Signature)
(Miss) Susan Bliss
Manager

.......

Truly yours,

(Signature)

Susan Bliss (Miss)

Manager

BMEFLRAEQRNAEERRGER, MEXBERRLAAE

—H AR, BAUELERBENELMNPESH T, TLEA
AMes, BT FRESERPBENLAMF. EXHFERLT
B8, LAEHAKEARKSN. HW.

.......

Yours faithfully,
Shandong Luneng Group
(Signature)
M. H. Zhu
Assistant Sales Manager
7. % (Enclosure)
Encl. B FRERF MG EMMA LR, HHFIHRG En-
closure Under Seperate Cover & NA 4% B EF, HER MR
HHEE. #im.:

Encl. (B4#): 1. Resume (B FE)
2. Two letters of recommendation (P4 ##



#E

8. $#% Bl & (Carbon Copy)

(EEETFHFEC. C. 5, ErEFFRBELLHXT
MHRAEEALHE. BARAREANEESEC. C. FE.

9. Mt& (Postscript)

MBEESEXPRRBTEE, X ETERBRE-TWRE
A, MAEZEZH T, (4K E T HE L Postscript, 45X P.
S., MY THXM “HiR", RrEEIFAR.

THEE-SRENAFRMTERLH:

SHANDONG LUNENG GROUP
26 April 2002
John S. Waters, President
Ajax Magnethermic Corporation
1745 Overland Ave. , N. E.
P. O. Box991. Warren
Ohio 44482, USA

Dear Mr Waters,

Our sales force is meeting for its annual sales conference
at International Convention Center in Qingdao city, June
10-15, 2002.

You and your staff have been so very helpful to us over
the past five years. Our sales people very much like to
meet you‘and express their thanks personally. Can you
come to our sales conference windup banquet at the
Center on June 149 Cooktails are at 6 p. m.

1 look forward to your reply.

Sincerely yours,
Signature

Wang Donghua

President




MEEGTK, BANE-TE, £EANE B LIRS
MHEUREFEEH. IBATUSERFRNTREYS, ®AIUEE
HhfA. AMSZRATT, BEFER. 2RLUTHERER.

(D) MEEEFELALA:

Feb. 2, 2001 Page 2

() IBEEFRNPRET.

—2— Feb. 2, 2001

TE % 2 22 HE b 38k 45 B JLRD A O«
, (D EXBRE. BLEFEOTHBRFEEE LR, T
WEMBEBEE, BRPERIZE.

(2) BFHEZ, FROEXEHRN, FERFEH, SRE
ENSARFEAGENRTE, REBEIRHES M
k, XEMBEHLHEIR.

=, Bl

B ESHZERLR, BRAENEHNERASH. BlLE
B ATHEMNE B, EFHFRHER. ¥ANELEERE
Fif. FLRMBAR. HPERALRBHE, HHBRRT.
AR R — Bl R BB E ST AR A RS . BER
MARZAEFEPARELY, FETRBS, EREBEBLHR
B, #h, SFLRME. UTRHEMHERIHM.

(1) #3%X (The Block Letter), iii:



CENTRE ELECTRICAL APPLIANCES CO., LTD
FOREIGN TRADE MANSION
269 SICHUAN ROAD
SHENYANG, LIADNING CHINA
SEELY
14 May 2001 (H#)
Our ref: C/123 (HEEEH)
John S. Waters President
XYZ Inc.
890 Broadway
Metropolis NY 112211 ({5 #uht)

Dear Mr Waters (F¥f# )
Re: Block left (FH)

Business letters are increasingly entirely “flush left” or
“block left”. All the lines begin at the left-hand typing
margin, with no indentations at all. There are no tabs for
paragraph indents, for date indents, or for signature/ti-

tle indents.

(E30

Sincerely yours (&R #i5)
(Signature) (% 4)

Encl. (K4

C. C. (B#B%)
P. S. (B3




