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BN % {5 3k (Letter Head) . H # (Date) . $f 4 #f1 #i: (Inside Address) . #i ¥ 15
(Salutation) . IE 3 ( Message) . 45 % 1% ( Complimentary Close) , & 44 ( Signa-
ture) ,
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SHANDONG TEXTILES IMPORT &. EXPORT CORPORATION
23—26th Fl. , Shandong International Trade Mansion
51 Taiping Rd. , Qingdao, P. R.C. 266001
Tel: 0086 —532 — 2971666
Fax: 0086 —532 - 2971703, 2971704, 2971705
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RN BT ST BE A O LA R
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3t Py b ik () TR R 2 SC R AR BB Y BRIF (Salutation) . S SR BART B A B &
3oF 38 FH B FRIE A FH : “Dear Sirs/Ladies” 8% “Gentlemen/Madam”, 7 & Sirs Ffl
Ladies B f H & 00 2, v LB - “HUS & "8 P4, R ER
b —Se I 2, U AT LA A “Mr. /Mrs. /Miss XXX”2EFRIF, 4 50 07 52 4 ¥, IR
NARBGRN 7 A C 05, AT LU Ms. XXX 3% RE I FRIT , LBk 5 il

PRI 2Z J5 i 2 £ 19 1E 3 (Message/Body) o b A5 B — & — 15 — 35, /T LA
AR B AE N . R, B A5 R — MRAER A AR, FH“RE” 5[ H. 0.
RE:FURNITURES,

1E 3L Z 5 J& 3R 7R U7 1 45 i (Complimentary Close) . 3% J& R Mk {5 oR Y —
AN RS R B A5 A Y T b SCE P B BAL TR AR . — B
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SHANDONG TEXTILES IMPORT & EXPORT CORPORATION
23—26th Fl. , Shandong International Trade Mansion
51 Taiping Rd. ,;Qingdae, B. R.“C.: 266001
Tel: 0086 —532 - 2971666
Fax. 0086 - 532 - 2971703, 2971704, 2971705
8 August 2008
ABC Trading Co. Ltd.
No. 123, XXXX Avenue
New York, USA

Dear Sirs,

We are pleased to receive your letter and glad to know that you are inter-

ested in our cotton piece goods.

We are enclosing a price list and some brochures for your reference. If you
find any items acceptable, please let us know. We are ready to supply you with

the interested products from stock.

We are looking forward to your favourable reply.

Yours faithfully,

FEK WAL GRS 5, — ARG . AR Sk A B T 7 o gk,
FH B Z 82 AT, LR 4r B

ABC Trading Company
No. 1, XXXXX Street
Xi’an, China

August 8, 2008

Longman & Brothers Co. Ltd
No. 123, XXXX Avenue
New York, USA
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Dear Sirs,

Thank you for your letter dated August 2. After carefully studying your price
list, we find Article No. 824, 835 and 828 workable. We think that there will

be a ready market for those items in our area.

We will send you an invoice and transfer the remittance when we get your con-

firmation.
Awaiting your earliest reply.

Yours sincerely,

B E S Bk KO A BT B2 R 5 Sk X 45 B IE S B BT iR
I 45 3R R o T 2 A AR R

China National Imp & Exp Co. Ltd
No. 5678, Erligou, Haidian District
Beijing, China
08 August 2008
ABC Trading Company, Ltd
No. 1234, XXX Street, Montreal
Canada

Dear Mr. Smith,

RE: Invitation to Montreal

Mr. Zhang, General Manager of our company and Mr. Li, Marketing
Manager, would like to visit Montreal to continue our business talk for the last
transaction. They plan to leave in the second half of May and stay in Canada
for about a week. Please let us know if the planned visit is convenient for you
and what itinerary you would suggest. If the time of their visit is agreeable to

you, will you please kindly send us an invitation to get the necessary visa?
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We are looking forward to your earliest reply.

Yours ever,
Zhang Xiao—General Manager
(Signature)

PERE MRS PO A RARR . JfEH B fF5 A (Addressee) fy
A N B TR B PR A )y . 1S A (Sender) (i 4 HLHIE B 7E A& I
o fEEBEBIMT .

CEEPN A5
China National Imp & Exp Co. Ltd
No. 5678, Erligou, Haidian District

Beijing, China
Ol fs A4 stttk
ABC Trading Company, Ltd
No. 1234, XXX Street, Montreal

Canada

ARIEARA N B Sk FZESCR R A S — BRI BESCME R, R L b3
SUE B LB 455 ST ENE 3
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 EREREA TR S0 B A T 47 AR AL
ARBAE . Bk F A R kS SR B ok, AT IRAE A 2
A G KR ORE G AT AR B B 8, ?
FER 551G S h L IR AR T8 — RS AL REBERTE, £
Gy AR S WAV I 15— AR b, FRATT KR AT M 5 2 i), B R, Bk
5 9515 o B L4 1 H RS SR R AT A 50 A 9 30 A A R 5 PRI OB 1T O 2 5k 5 A A 2
BT RBEEEM, W2 Wz — 2 07 T R R S A R
fEZEK.
1 BRI T Sk 8 40 [0 2 4R - 1) KA A B 0 % — T R S5 e R A
G 5 B O Sk g R 3% B B L TR I PR B M A RS A A B E X
TEEAER W ERE LT ILA
LRI . AEIEARI G AR TR BN A
2. A7 R R AHT M AR A R, A5 B B 0 AR BRI A 32
3. B E B A LF MBS A B T8 B & 1 RN
4, BykE, — WA Bpmr,
) A
I am writing to discuss. . .
I wish to discuss with/ inform you. . .
I would like to. . .
I am interested in. . .
Referring to your letter, I would like to. . .
Thank you for your letter of/ dated. . .
Your letter of/ dated... has been passed to me by. ..

Your company has been recommended to me by. . .

RRMER ST kAR ERE. 45 2% H BRI R BN, A E ST
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ZAR B » LA X 7 %A% 010 0 £ A8 s g5 i &b B
BAER B AR LS
L. GG el T
2. VXI5 RIRAT BN, AN (8] 5
3. ME— L MEBRMME L.
A
Please let us know if the above is acceptable.
I hope you will find our terms agreeable, and give us a confirmation.
We are enclosing the latest price list for our products.
I look forward to hearing from you soon.
We await your early reply.
Your prompt attention to this matter will be appreciated.

If you have any question, please do not hesitate to let us know.
Sample Study

B AR T BB AP A B 10 SAESH . BT KB, BT
YN

FE95 AR — 4 BRI M e 1 8 B — 13 4 1T B A 515
AFMREE . RS EA A R Rk 5 IR T 55 5% R B A
IR AL B A

Writing Step 1 YA 615 4

X

H P2 R4 42 specialize in cotton shirts

H 10 Z4EL K experience of more than 10 years

¥ K ¥ AN to enlarge oversea sales

x MNB 5 2=+ in trade magazine

L 5K & establish business relation

2B S 7E E N AR %45 have a good market here
EHELAEBEXTT 1)l 45 F1 A8 promote business and friendship

%k

x

x

x

%

Writing Step 2 P AH L {E B

FHERNGH » WS ZET in trade magazine
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x JHEST 5 K % establish business relation
H PE R4t %2 specialize in cotton shirts

x A 10 Z4E 25 experience of more than 10 years

x ANEIEAEE MRS have a good market here

* P RUWEINEE to enlarge oversea sales

* BVESARHENH WMl 55 F1 /% i promote business and friendship
4R x B H W B4 F 5 & favorable reply

H ] 40 4

*

Writing Step 3 5 H 525K

ABC Trading Company
No. 125, Huixin Dongjie
Beijing 100013

China

February 12, 2008

XinYu Trading Company
No. 68, XXX Street
New York

USA

Dear Sirs,
We get to know your name and address in a trade magazine and have the

pleasure of writing to you for the establishment of business relations with you.

Our company has been specializing in cotton shirts for more than 10 years.
And our products enjoy a good market here. At present, we would like to en-
large our business in your area and believe that our cooperation will promote
business and friendship between us.

We are looking forward to your favorable reply.

Yours faithfully,
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FETFA T R TRk S5 R WA F.

1. Thank you for your letter of 18 August 2007. ..

2. Your prompt attention to this matter will be appreciated.

3. I hope to hear from you soon.

We have received your letter of 4 March, offering us. . .

Your company has been recommended to me by a colleague.

I hope to be of service to you in the future.,

I look forward to hearing from you again soon.

Your letter of 12 March 2008 has been passed to me by Mr. Smith.

If you require any further information, please do not hesitate to contact me.

= O 00 =3 o 1 N~

0. Reference is made to your letter of 3 January 2008. . .



