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Chapter 1

Introduction of Business E-mail W
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tion) il # 40 {& Ml 4o Dear Mr. Lee X £ o9&k, TUAFR L K&
{8 & fi5 Ao 4k o Tommy, 34 Mr. Smith, £ 5 E-mail 8 if 57 &
FRAMGE ,Jo he's, we're, he'd ¥, E-mail M £ 7 & F ik, £
K AETELAR N FXE R, —ABRERYGH—F =48 F
. 15 A% £+ (Complimentary Close) il 40L& M 90 . #k =k fo it
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m Formats of Business E-mail
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AL HR
BT HR AR RN T

B Hagusry =
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g & 3 5 X O O W
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EFEA: wilass 1iulignt com o

HM: cooswTHRE s

WA Batitheelcling con =

PR b eeddliny em ox: dandiny sacen
N gy

Drour Sirs

We learm from one Indite cornparmy of thie same trade that you ate prodiscing for export band.
mmade carpets of diTereant simes i wool and ek

We are inlerested in them, for there & a siendy demand m our tnarket for carpets of good quality,
But stock of carpets are runnung lowr £o thad good prices ace oltained.

We will be apprecative if you smd yr 4 copy of yowr carpet catalogue. with detads of your prices am
In vigw Gf the derrand for wour prodicts, sn enmmediale rely o sppreciited.

Yotrs Sthfily,

Cfma Feng

Baing Meyun Machinery Technology Co , Lud

Room 005, Guogue Commercal Cater, No. 78 Xistymen Strest, Hudian Dutnet, Beymg, PR
China

TEL 0084-10-E4769325
FAX0080-10-347 052268

Subject, =8, HEFEAES,

Date; &5 B i, MEF Bz,
From, &5 Athilt BB FHHRFEIRE.
To WiE Al TS A, B ;""" 2R,
Ce. ¥kt T4, B "8 "o
Ecc, @ikt dr, 5 A 24, B "SR
Reply-To. Bl {S#t 4, &4 % From,

Content, A&

Attachment . iff {4
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Chapter 1
Introduction of Business E-mail Writing
SR FHBAHAR

Principles of Business E-mail Writing
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i P iEa A T A C, 8 Courtesy (L1 ) , Consideration ( 4k B5 ) . Complete-
ness( 7 %5)  Cleamess (5% £ ) . Conciseness ( i 7% ) . Conereteness ( B4k ) . Cor-
rectness( JE#% ) .

1. Courtesy ( #L%%)
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MR H L AR N E AY . ) Rend WA, (R D et [ S S
P Gl SR E ABESHRAA SR EE, e PR n
1%, {F RS PO R0 bS5 4 AT LA S I B Mo, T AN (B a1 — 75 .
FE T 55 A3 b 3 A ik B 0 AT fl AR

b B AURHIEM B EHE ., SRS E200, ZA 5 &y
R R Y RO & P, BRI 1 22 it e T PR g L L % i | R L, B
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2. Consideration ( iy )
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SRR AFAREE 4 R TE e i 7 & SR A T A6 8 A
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—F il % A5G AR T A Y B B AT ik ) S R
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4. Clearness (&%)
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6. Concreteness( B{k)
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7. Correctness ( &8 )

HERFEEA LS T i br 4 S PS8 E . 1 H %58 14
RIS TR RN AR H 09, 55000 S TE 00, Bl R — B4 U 15 ok 100 24 AT
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HEBE(RUE SR 0O R0 B AR 00 P MR T, BT E TR S M B i, &0
B TR AR ST SR . P RAVEARE S TRSFIARER S X,
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