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1. 4&3% ( consideration )

WHLTT ASCHOARHE, Ead R A KT RULH A FHME. ERIER. EF
HAFRTHEFASBNAEFEN., R85, £EHTHTR, EEFRARNSHHHE R
ZIRIRER, X — A A5 R A R B B R

RSN TR R E ME AR R 6056 — U, OB E S ESEAE. OB E,
PR FIzi P, ERERSEEEY, BARRABRAIENSE; ZRATEMEEA
HISL R SRS, FES AT J7 S anfey A (5 SR 2R At B, REHFTFRENFR; BR
FrHE MR E RS,

B LT H LR )] -

(D a. I write to send my congratulations.
b. Congratulations to you on your promotion !
@ a. Your letter is not clear at all. I can’t understand it.

b. If T understand your letter correctly... .

@) a. We won’t be able to send you the brochure this month.

b. We will send you the brochure this month.
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@ a. We regret that you closed your account with us a week ago.

b. A week ago you closed your account with us. Whatever the reason, we are pleased
to have played some small part in your program. You are cordially invited to use

our other services if occasion may require.

BN R R oA, K75 RISE 5 A48 02 Tl BN L ZE R BRI, LR
BT OLT T 4 -

NS

R B & Ve R

Dear Sirs,

We have received your goods covering our order No. 555 of May 5th. Upon opening
the cases we found case No. 99 contained completely different articles.

As we are in urgent need of the articles, we ask you to arrange for the dispatch of

the replacements at once.

A list of the contents of the wrongly dispatched case is attached. Please let us know

what you want us to do with them.

Sincerely yours

2. # 44 E FRHLN (conformity to international practice)
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“600 5" WY AT.
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TR EER B S . BEINAWSER, RN LI S — A ARIE R
FR, DREWERE, #eb
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HHE R FRE T

The buyer shall open through a bank acceptable to the seller an irrevocable letter of

credit payable at 45 days’ sight for 100% of the contract value to reach the seller 30 days

before the month of shipment and valid for negotiation in China until the 15th day after
the date of shipment.

fn, LACIF, CIPYEARSAERNGRT, REXIEGRMNEEZRKZ - KK
ZHEAEMEREEAR: My HERE., RESH. REBRH. &4 2 RERRER,
AT LA 4 B il -

Insurance: To be covered by the Seller for 110% of total invoice value against All

Risks and War Risks as per and subject to the relevant ocean marine cargo clauses of the

People’ s Insurance Company of China dated 1/1/1981.

FEEPRR S, A5 I EA AL A ARTE AR B E R RA TR, RS E
XEARBEMRATR, AR TRNFENFRERIESUINRGFERNEE, EEENE,
FEHEWFEEPFERE - RENRE TR, TR, REEESCE,

3. & # (clarity)

SRR FIEeR, NESEE . BREN, WA WEEESRS A RAEZA, fiE
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after subsequent
issue promulgate
house domicile

daily per diem

well acquainted au fait

the present position status quo
We can deliver. .. We are in a position to deliver. ..

If you decide to... If you come to a decision to...

according to as per

CER

Those who work rapidly get ill in those conditions.

Those who work in these conditions rapidly get ill.

The L/C must reach us for arranging shipment not later than 8 October.

The L/C must reach us not later than 8 October for arranging shipment.

4. E4K( concreteness)

BAERECAA R MRS, ARESIREFERILG, “EEETR, FIRMER. &
BMEEE, BHREAN FUIZEAERATEZROFE, A5EAMNTHLAWHER;
DEOER S RRBFAEEE MR &8, MIRUKAR, HEAXEDS” B, 4
pElRtzs , 2R TAAFEBRA R O3k B0

XFARNFEE, “ B BWEUFLMBARRE. MR MARN, Y&
EWENT. B B T4E, LA HEIMBIRE SR, RHRL SRR, ZRMA, WTHRAE.
BN, HEHABTESETHIR, AAFHERER, SEERTLFHHR, ERALE
K o

BT I P A -

@ a. By integrating this revolutionary new machine into your manufacturing system, we

feel sure your production volume can be substantially increased.
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. Without any increase in electric power consumption it gives out 15% more heat

than earlier models, you will find in the price list particulars of our terms printed
on the inside front cover of the catalogue.
. Our brake is very efficient.

. Our Jason Brand brake can stop a two — ton car within 2 feet.

5. fa) 7% (conciseness )

RSER, JREEER. AN “EHERYESS, BT AW /s
“VEHATLS, [T ABKBTE” o WOFRESE, /e s B RIE S &R T R
Bo BWHER, EARRARGER, TRTHENZSEMILBMEERET, BREHEHR
R AES

H T E LA AT

(D a. We have begun to export our machines to countries abroad.
b. We have begun to export our machines.
@ a. In the event that you speak to Mr. Wood in regard to production, ask him to give
consideration to the delivery schedule.
. If you speak to Mr. Wood about production, ask him to consider the delivery sched-
ule.

We require furniture which is of the new type.

. We require new — type furniture.
. It should be noted that this is the best we can do. ( 4<%]I£& (384 2)
. Please be advised that we have received your invoice. ( Z<%]RIZ% (58425 )

fHASETE, TE—4HaFh, BRE—AEE, HRRTVLENER:

a. We enclose a copy of maintenance manual you asked for in your letter.

b. We enclose a copy of our E — 30 Air Condition maintenance manual which you

asked for in your letter of May Sth.

KEALEREMITKRAA T, REAK. FENFELER, R REZEY
REEIRSEX T,

6. %% (completeness)

—HL S ERLTEEFALENGR, REZIEAERE,
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(1) 5%k
AN, affihk. B, FRIF. E3C, SERBESFHARDE; EXBRETH
Az, VIBEZITE AR B rbRE. WA
OMNICORP INTERNATIONAL
17 Bunder Hill Road TR AN, S N1 VO, N (1)
Shrewsbury MA01545
Tel 03 —3456788 Fax 34567

June-37=-2009:->— . - ieepeenae el iamen Ll - el (2)
Mr. R. Jameson

25 Silverthon Gardens

BATH Somerset libeidog yrailsl sdi o) noibsedi (3)
BA2 9AN

Britain

Dear Mr. Jameson,  ypiaad) saglo wa Sniuos (4)
Flilinp Byeteiie ghtalogues - .ovni 1uoy bono on sl s dudd bazizbe_ad_ sz (5)

We are grateful for these copies of your current catalogues. We are particularly inter-

£ > I T L T O IS TSI O SO OO OO OO OO OO OO OSSOSO SO
> LI I O IO I I I IS LI I I CIEI I I D D A D

ested in filing cabinets. (6)
Yours sincerely, o e (7)
BD Davis (8)
Managing Director
b ooootaooas O OB OO RSSO B COBOOBOODIOO SO OCEBEOTEDES Soood

(2) gfrX
NELZHEEAE, BogRRZEDI&, WTHH .
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February 15, 2009
Dr. David Peters
State Insurance Corporation
345 Hightower Boulevard
Prince Town, US 12345

Dear Dr. Peters,
SUBJECT: Applying for a position
1 should like to apply for the position of advertising manager which you advertised

this morning. I am 27 years old and I graduated from Leeds University with an honours de-

gree in English.

I should very much like to take the opportunity to work in industry and I hope you

will feel able to give me an interview.
Very truly yours,
J. P. Harvey

2. SN L HAE R b RIS

HPFL R KB T AN Rk, FAMEE, FRIF. EX. SREE. £F
BHAEREETE , a5 8. W%,

BLASF KA BIE RB], BB

(1) fak

EENFRRGBAAFALR, ik, BRI RNE, Hbki N/NBIK B IR 55 5 3
NRZFR, TTESHEE, Sl Mbkg . FrEEK,

ENgiAs R E B EFR LR ER R, A TA LARE LA, AT AR
4, FRNATENTEHRA EAsiA B,

(2) B

AWM TELT, 2765,

HMM Gk EEARA, 0. 8 June, 2009 5 June 8, 2009, HIFAEHBGEM
B3, . Dec.8, 2009, tt4h, HEHBMWEEIBMAR, XXM EENA/B/4E,
PXEE B/ A/E, FRE e A 87 Ram B, . 27372009, LLBF™=A4 iR
file AL S

(3) fEAHhE

WE AN AR TR, AMIZEZETHE, BIUFRKITEIR S AR F &R,
IS, BHEAR. Wiis . Whdm X E%K.,

(4) PRuF

PRIFRTEBOR TR EAMBGEAMXR. BHERT, FHMEXKTHIES
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“Dear Sir(Madam)”, % “Dear Sirs( Mesdames)”, =3 E A% % i “Gentlemen” , H
AT, AMMEE F 2R AR IE R S FRIE I . UE A5 KA AN B AR R, R 2R A
“Dear Mr. Jameson” X HEH K EVIHIFRIF

(5) F&

FEfEHRK, R RARRLH, FEBATIRRE R EZ N LI BhE AR
BB G, BERERAR, R FERNE - FRERE,

(6) IEX

IESCRER EE, BlERPRERm T, FHEBREEEANEK,

(7) SEEE

H UL 4 R 30E 1A Sincerely, Yours sincerely, Sincerely yours, Yours truly, Truly
yours, Very truly yours, Yours faithfully, Faithfully yours, —f3kii, RAENEREWEA
WA AEL T, A Yours faithfully, Faithfully yours fE4E BEUE .

(8) &4

BAFABBEANNBERR, BE5EHEANSHME—-XT N, BA RS0 ©
MG BERRIANEE, SMANFEREROITHKEFEES .

HFFERELARGIHN, BHEAFERTITNELE WA, FRZEERREAR
RFH A R FUEERIRGL . a0 .

Yours faithfully,
For The Overseas Co. , Ltd
(sgd)

W. Black

President

. SNRALFEENFLESER

L SR sk 445 o 49 F

GFEITF SRR —F o ST 5515 B — X R T 8 -
(1) B ERMZILS B, Flm.

(D We understand that you are exporters of nuts & kernels and should like to know if

you can supply us with 5 tons walnut meat by the end of October.

(2 We read with interest your advertisement in the China Daily and should be glad to

receive particulars of your tender for port construction.
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(2) WHeE A BT A8, filn :

I'm pleased to tell you that your order will be delivered tomorrow.

BT —HA T

a. This is to tell you about our shipping problems.

b. We are pleased to tell you that your order 167 was dispatched yesterday.

a. This is in reply to your letter of June 5.
b. Thank you for your interest in our electric heaters, expressed in your letter of June 5.

2. SRS ERNER
SR W AR B RN ESE ZH T — 20173,

(1) ERZERMK, #h s 2 LY PR, .
(D Hoping to hear from you at your earliest convenience.

2 Do not hesitate to contact us if you have any question.
HR, ATLLRIA(E P8R B BAR ST, .
We hope to hear soon about our shipment.

HeA R T — 28]

a. We should be pleased if you would respond to our request at your earliest conven-
ience.

b. Please send us your illustrated catalogue and price list soon.

(2) WF—2%HE, .

(D We hope we may have your decision soon.
) Please send us these forms by October 2nd.
e T — 2 A

a. We are sure these forms will enable you to obtain admission to the school.

b. Please send in the forms not later than February 5th.

(3) MHZRERS, FHEMTRE., ERIENS .
BT PR B E A AL



