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EETE] |
1 clarity g conciseness v 1
i courtesy L3 completeness SE R i
i aafraEinaes R concreteness H AR i
} consideration A5 letter head 153k 4
?L salutation FRIF signature %4 I

S O O N U S S A N S U U D I N S

A1 B2 bR HL A A SR b 55 A B S AL EE 23 5 0 BA B Ok AR IR A S NI A E AT R A
FEHEENEM . 55— BAEERAR , Ah 5 B TR AR, ) sk
RS N Z A IR TS NI R T 2 3l 55 % R K H .
9 1 By H R BT S A P A B A 20T AR A L S P P e AL B DR s B R
AR TP T R IEE R A ENR BRI B2 5 0% 2R I S0 A e B e U AR AR AT

B—D INRFEBRNERIRN

A7 880 BT IR BR A B B AL R R BB CY clarity GEAED |
conciseness(fij ¥ ) | courtesy (L 3i) . completeness (58 2 ) | correctness (1E ) .
concreteness( A 44&) Fll consideration ({45 ,

1. Clarity (¥ %)
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HTCK B 5% 10 ) BT AR 22 A ] R % (3 VE R ) s B — A R ik — AR
K8 ELHY R B TR A 5 0 G AL A A T A S 5 R B S AR A TR A YA
K s DA 5 AN 0 (R IR

#ln . “We hasten to inform you with regret that we have 1,000 tons of
the item only from current stock. 7 #1*We hasten to inform you with regret
that we have only 1,000 tons of the item from current stock. "} fiJ /1 only [
A RN I3 1= 05 N [ I 1 R G A A DR A Y VA S s L/ T T =i G UR AL
Mgt 1000 Wi B it . RIMEE PSR BN, it E2F O BB REHEE.

M f: They are not able to ship our containers bimonthly. 4]
“bimonthly” FEJHHBHA“WH —X"HEE . BHF— AR KE LD, LA
Sl L, Nk They are not able to ship our containers twice a month.

. We have contacted our agent. They said that the decision was made
by your shipping agent. They are responsible for the arrangement of the
container. /)5 — /FU EP ] ?f I I« they” ?i ﬁ = :J:E “our agent” Ny your
shipping agent” , #8fCA I, N4 : ... They said that the decision was made
by your shipping agent, who are responsible for the arrangement of the container.

2. Conciseness ( 7] 75 )

15 51 5 45 1 = v HE ) 5, A AN S 3 ] AN TA B EUR IA AN R R
PR, A R U S 5 L R B B R R R e /b B R e 1R B A ) B R
TR i A A3 A P A B ] 3R AT A Bt AN D R BE H R B st AN AU T
BARAABEMEZINPR, FWE LA SERK - ADEZRNNE SN, ER
Wkt 5 AR N R SR R I A L 58 R B A B

. “We will extend the credit till August 21 in accordance with your
request. "EL IS IR . B M2 We will extend the credit till August 21 as you
requested.

N 4n . “It may be of interest to you to know our offer.” gt AUl “You may
be interested in our offer.”

RN . “We wish to express our heartfelt gratitude to you for your kind
thoughtfulness. ” N 4 “Thank you for your thoughtfulness. ”

3. Courtesy(+L5)

7557 5 A5 B P A AL ST 8 BE AR I HE 545 A0 At A ) R M B R, T B
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Sy 9% 2 (R SN SE SEAE AT S B AIAR A0 AE T o AL A DU AR DL AE “ 35 7 il 4%
i b 5 2 10 AR BILAE AN 3 HY 1R 4% 1R AN BESR BE A1 Y K I AT 28I IR L A
XS T7 SR R AN AL S AT A o RIVEAS e 4 2 0 5 B A5 A B0 A A SR R
i, wEE A AL E AT IR S BT 1A B AT 4R 5 U7 TR I A A
AR AR R AR, b, 7B 585 W N b, 228 4 % 0" You
should ...” . *We demand ... 758 S A0l {4 1870 , 1M B 2% 76 X5 7 B9 323 (Fyou”
attitude) , AL J7 1R b 355 1 TR S LA G 3 ORI AS B,

141 . You ordered 50,000 cotton shirts on March 2 at the quoted price of
US$18. 90 each but we cannot make the supply immediately. #5408, 45 A LA
JEE RS B, B S 5 7 AN, B AR Bk . Thank you for your order of
March 2 for 50,000 cotton shirts at the quoted price of US$18. 90 each, but
we regret to inform you that we are unable to make the supply immediately.
XHERAEE NSRS .

4, Completeness( 5244 )

HOERK RN E AT A ELI R, NOFY TR TS E A
X7 TR AE R XA RIE BT E N U B, AR L2005 2 1A i
SERIFEERR RS JE R RN Sy, SR VR . B, K5 7E 1m) 32 7§
H A 2 SR I AN W A0 A0 2R 1 A L TR A A i DA B R A
PO 10 B S5 3 A O B ) L TR L B e A I R AR K . B . The audiphones
are to be packed in card board boxes of one dozen each, 100 boxes to plastic-
lined, waterproof cartons, thus preventing the contents from dampness and
other possible damage through rough handling.

5. Correctness( 1 ffi)

IEFPESR I ADURAS B 0 SRS VKNS VBEE TR S IR B 4R
BNV ARTE B 5 R AL 7 UM BT R . T b AR T N B I T
B,

%1, 7E “We are in tension because our container still is not reached to
Kuwait. Shipping line has informed us that no vessel to Kuwait until April
18. 7 H B FH IR £, "M . We are in tension because our container
has not yet reached Kuwait. The shipping agent informed us that there will be

no vessel to Kuwait until April 18.
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6. Concreteness( H 14)

A Gy oR L) B S NI B R RIAT SO Bk, D s s &4k — Ak
AR IR R A = R R B AT ER B R,

Bln . Ours are high quality TV sets. They are very good. AJH H Ui T
HL AL 0T 4 o {H R BE B 4 U0 B 4 7R R 5L, 0P P i S . s = SR O, Tk

Our TV sets are of high quality with clear picture, wonderful sound and

beautiful appearance.

Nn: The cardigans have a tender feel and good heat preservation. it E
WU T E B2 L R AE

7. Consideration ( {41z )

PRUEAR I 2 B 5 N LU AR i 2k 75 2, AU s AW A5 B A 2% 7 ) i, i
53 b 1 b O W m NG AL, 78 0 25 e WA NI 5 SROMTM) 2 o 32 ) 3 7 A0 S 482 XUy
Z AV BE 5 5 B KA A 2R 10 o RV AE AR TSV 39 A2 0 5 SR A7 182 Lk 36 5 J
RH I, UR A G — B A 1E. fEE S L NAEHEE A A 2 15 e Aok i
W AR I BE b X 7 s A 4

% 4n . Today we sent the samples of the photo frame to you by TNT. X4
AT 2 AT M T AT 4.1 5N The samples of the photo frame will
reach you on Monday. MaRE T X 5 e 2 AHAEFE & 19 H Ak B #1156 68 4R B0 4 X
Ji A 25 %5 18

XA: Since you have a great demand for walnuts, we will consider a
reduction in price. But we will not be able to send you the new offer until next
week. W& Since you have a great demand for walnuts, you will have a

reduction in price. You will have our latest offer early next week.

BD INRREBRNGIE

52 515 B I8 B LA R JLAS T 4 4k

1. {53k (Letterhead)

5 kAR B R AT A R A FR o bk RS A 5 65 & e-mail HilESE &, A F]
) 25 F R AT IS R HAE I BN 15 Sk BB B A5 48, DL X 77 B R REFINEN S,



2. H # (Date)

h I G AN EE R A, H P A S e . RS b i N E
B UEE S R UGE X A . W 2005 4 12 A 26 H L ERR BT NG N 26
December 2005 ; 1 7F 3& 2N IE3E 1 W Y. 5 & December 26, 2005, A 5 {5 &+ A
REFr H S st 5/11/1996, 15 W) 25 5| k2 02 M, DX O 76 95 [, ixX A H a2 48 1996
11 HS HsmEREEREK . Xfr2 1996 4£5 H 11 H.,

3. ¥ 94 fH ik (Inside Name and Address)

By k& WE AN bk TAE AR ZE B AL BEAE S H LU =47, Bl
A5 I B 2

155 B8 P 3 A ALY A REAR Mr. . Mrs. . Miss 5% Ms; i1 B4 (s NG i
T AT B A SR AT WK ST I & P R R AT IR,

4, FFWE(Salutation)

FROFAL T3 N M lE DUF W & =47 &b, 2 RE . R, FRIF G &
Gy MARNEE D WHE S, —KAGEERT A Dear FRIFX 7, LR 36
P M4 = . 0. Dear Sir 8 Dear Sirs, Dear Mr. John Smith, Dear Madam %%,

5. 1E3 (Body)

SRGER T EIEEZEWRLEE . emfE AREERE W FHL,H
MFEEHOHEE, NIEFX— HAx, 516 A 02008 HE &, S ) 58 1 & 5 5 1
BT S X 7 T IR B O AL O A,

ESCHER S — A D T A BE : B — B AR i R 2w X005 A i
G v WSk Ol . S BRENBEEERREAE R, a2,/ E
=B R e B BT B 7 A

6. %5 WHLEE (Complimentary Close)

S AR I 45 RS R AL O RS R N A A B S BRI A — 3. fE%
kL EREEN S AT REEE B B EXEE BRIWITZ T, 4R
WRER S — NP RERE , REBAHES .,

e A e B, W I &5 IR AL #F /2 Yours faithfully, 36 30 9% 3% W A Yours
sincerely; K2 U LT o 3¢ 20 9 15 BT 10) T35 &l 8 & T Yours 2 J&, 56 U3 i U
5 E T Yours Z HT .

7. % 4 (Signature)

BAREFEANNEFENTRE AR A RME THEKES THH T
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YRR FTEVRIN AL B 7] 44 FK N AE 85 R RE R DUAT AL, DU PR T T E
B, FTEHEXNITE NS B 7 45 U AF . 55 (5 |, B e HRg
25 N LA S A IR ERSE B ADDIC SR 2B 28 40 L IXHE A RE R 75 X i N ) 2 48 A
BH DL W5 A AR R

AMRAE R ER T LA LA TR 2 A A I AR 4 A L, 3 AT 390 R A1)

1. 175 A5 (Identification Line)

FHRARSGHEORGHOBREMBMBERITNZELFHNEESFE, BE
X h .

1. &2HKE;

2. &HMANG;

3. HREMEEF KRGS HEHEMEEFENE,

FHPART —RITENAEE L T HMWAT WA RENE SRT. W
LB L r

HM/TS HM. TS HM.: ts

go/hk go: hk

2. 293 Nk 4 (Attention Line)

PP SEEEPNE K WS EREE e AR SOP NS0 Ao E 3P PN
S0 A P/ NG < 2 i I A 8 L 9 T i (=<9 R ST S5 T 5 % 77
JRAl 4 ¥ K5 ATTENTION; 545 5 B Attn. ™, .

ATTENTION Mr. J. H. Smith

Attention: Mrs, Fennimore Cooper &,

For the attention of Mr. T. Benneton

3. ¥ (Subject Line)

b R T U0 IR BRI 2R, — B T RRIE R TP AT A AR AR s T R A
i 54 kP55 28 55 55, LN B & br s, s

Subject: Arrangement of Shipment

4. [f$ 4 (Enclosure Notation)

W AR o8 P AT AR AR S B 22 R A 2 20 T T P AT AL 9 “ Enclosure” B
G5 “Encl. 5 B AR A 1k — 43 1, 075 br W1 A4 . e

Enclosures (3)

“ e



Enclosures:

1. Price List

2. Samples

Encl. Sales Contract

5. #Vi#% (Carbon Copy Notation)

HEAE N WA B A ST 2 AL AH OGN B, BT AE A AR A
£ R CC/Ce F#E, Bl Carbon Copy M4 E . 15 L ¥ik Ak 47 1) 4
Fro e

CC: Human Resource Department

Cc: Mr. Thomas Lake

6. Bff2E (Postseript)

B G A5 bR P R B 2B ORI S AR N SRR TP R AT S N N 2, B
NFERBORRM A MAEERETE TR Y. K458 P.S. /PS/p.s. o

KK —

B=1 IMNIFLHNERISIT

LI A AT BR AT R B LA A

1. 3L L (Blocked or Modified Block)

3k AR R G5 o W R — kg L e R R E T BRE R EATA
A Bk, FEATH S A DU X 55 H W L R RN S A4 AR AR K A T AR . 1R
BRI 15 5 SR S b s 9 0, E IR R | 4 RO (1) &5 R DL S AR PN 44 RN b i
LEATHARE BR T 465 55 41, B Hbs A5 . #ldn .

e N
Fastwave Trading Corporation
32 Highview Terrace
St Lucia, Queensland

4063 Australia

20 May 2007




Hongfei Sportsshoe Factory
2020 North Street

Hongkou District, Shanghai

Attention: Sales Department

Dear Mr. Smith
We are writing to complain about the delivery of the sportsshoes we ordered on 3
April. According to our Contract No. 0217, you are to get the goods delivered before 7
May, but so far the goods have not reached us. Your failure to make delivery on time
has caused serious financial problems to us. If we do not receive the goods within
three days, we will have to cancel the order. And we reserve the right for further
claim.
Looking forward to your reply.

Yours truly

signature)

Chowdhury

2. &4 2\ (Semi-blocked)
BAXREGVPLAMENET: BREXGEEP . F-BRENHEITHEEI RS
AR, R a5 Pk —F. #l.



Sorehigh Trading Company
125 5th Ave.
NJ, US
Sept. 12,2001
Lantian Paper Mill
200 Yanchang Rd.
Shanghai

Dear Mr. Guo min,

After studying your catalog, we are interested in XC253 news print. We would
like to order 3,500 tons of XC253 news print. But we suggest that you give us a 3%

discount on your price list.

If you agree to our proposal, please state your earliest delivery date and your

terms of payment.

Thank you.

Yours truly

signature)

James Lin

3. 564°F 3k K (Full-blocked)
TR TE LA KRR S L iaxF5., 5REMHLT,
KfFArRkg N R ERX. .
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Hanshen Import and Export Corp.
51 Xiele Road

Guangzhou

June 12, 2002

Meto Stainless Steel Corp.
62 S. Fifth Street
Columbus, Ohio 52180

Dear Sirs,

We learn from Guangzhou Export Commodities Fair that you are experienced in the
export trade of stainless steel. We would very much like to establish business relations

with you, which we hope will be beneficial to both of us.

We are actually one of the major steel product importers in our country. We have
built up a number of business connections at home and our business is expanding

steadily.

If you are interested, we hope to receive your catalog as soon as possible. And we

will be pleased to provide our bank and trade reference.

Looking forward to hearing from you.

Sincerely yours,

signature)

Liu Zhen




BUD BEHS &

FEEHMPEERIES G, FH Lt vt 516G bk RF—8. kM5
NGRS WA = N bl o B & =N OB B W TN R N 5! Sl N (R )
oAb, BT VCEEST AT VR R VR BN E AR EEE TN
M. WFFs:

1. 3k 3045 4 (Blocked Style)

Shanghai Futong Trading Company
21 Jiefang Road
Shanghai, 200080 Stamp
China
Castlefort Metal Material Corp.
12 Parson Avenue

Liverpool, Britain

Registered

2. 4i47 15 ¥} (Indented Style)

Tophigh Import & Export Corp.
112 Gateway Street
Canterbury, England Stamp
Fastwind Sportswear Factory
1127 Jacob Welder-Weg

Mainz, Germany
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\/1/ Useful Words and Phrases

v Ak

clarity H %2
conciseness ] i
courtesy L3
completeness 563
correctness 1EH
concreteness H AR
consideration N1
letterhead (EPS

date H 31

inside address Py Hb ik
salutation TR i

body 1E3C
complimentary close 4 AT
signature %4
identification line FEHARS
attention line Z I N4
subject line s /8
enclosure notation Fi
carbon copy notation iz
postscript b 28
blocked /modified block S35
semi-blocked EAEaN
full-blocked i o Y
indented AT I
trading company B 5y 28 )
import & export corp. pei i v W /N
factory €T

12«



