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1 | e-mail &

( e-mail PR FEZE)

Datc: September 15’ 2010 ------------------------------------------ ®
To: briall@xyz'com ................................................ @
From: robinson @abc_com.cn ....................................... @
Subject: New e-mail add. «+---veeereereereeressnmininniiiin @
Dear Brian; ............................................................ @
Effective from October 14th, my new e-mail address ®
will be: robinson @abc.com.cn }
Best Regards B ERCCRELTELLTE @
Lion Robinson

Overseas Sales Division

ABC CO., Ltd.

10A Jianguo Road, Chaoyang District, Beijing, 100025

Phone 010-1234-5678

Fax 010-1234-5679

e-mail: robinson@abc.com.cn
Web: http: //www.abc.com.cn

@B 8 (H30HAE B)
Ot Ak GRIFFE A A CC/BCC )

@& # AMHE (B ZHEA TEAT R ERAT At )
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@ &

fE Subject: = (EMfFRTEIR . ) WATE,

Bk AR TR AN EERE, BN R
V4 GOES I

“4 e-mail TBEH]” FHRETEEHEAKNTENY, F2%,

O B
— (i Dear Mr. (Ms. ) +1#,
WRB T RE LEFRIENXR, WL Dear + 4,
MRRES “RATN” FAERBEN FEL/EE, #F Dear
Sir/Madam

®IF 3
BRI HIE IR %5 15 e PR i i
IESCREE BN I SRR, HERETMSR.,

DkRiE
— ¥ A Sincerely, ¥ Best Regards .,

®F %

ATLAFIA e-mail 98 % Th8E.
BEETHEEE . RO, W], AFL, BESH. FES
5. HRAEHAL . 2R E TN EE LETHRNNE,

OH fi

A —EV7E e-mail BB MALLTAZ, LI&H LR
S AL E L.

The information in this e-mail and any attachments is confidential
and intended only for the use of the individual (s) to whom it is
addressed. If you are not a named addressee or otherwise an
intended recipient, you are requested to immediately notify the
sender and to delete this e-mail and all attachments from your

3



system.

(¥30)

FAEMAEPROERRILERS, RATKRGEARK. M
RSB A B AR I ROBUX BRI A, RS R 5
ABR R 15 A iR B B R GE P IIBR
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1 e-mail {0

HEEME, AHLENNBREEONFRR,

AT F AR ER, RERAREAEHIXT.
AFERIH S REHHRBE.

{BARR LB FRIE IR, ER3EH, T AFE—ERE Lin
EERRERMANE

AERATKERIE,

#1: make a decision — decide
give a response — respond
in receipt of — received
as to — about
with regard to — about
due to the fact that — because
prior to — before

ERARENRARREAR,
5 (2) —8, FENTRELSE, REAMENBEHLE
EHR.
f: sufficient — enough
eliminate — remove
obtain — get

KA B SHEREN
KEABANBITHFEA RS REARGHETHFER
AER.

MREEA—FETTEHD, RXEEFERGER, IEAR
A5, PrLANTEE YK ERAT, 4B,



(5)

(6)

(7)

(8)

EREEH P,
F—RAMRHFEE—R, BUREIPLREXE.

BFERNITE, RABPRBOREAR
EREFHAKENHM.
). x Please let me know the delivery date.
(HERZHEEB)
O Please let me know the delivery date by October Sth.

(#ETF 10 A5 BZRIGMAcHEH)

ARBRAAXEXF, SBRANEXF,
BEREAREBNEXT, PMUAX T HEERAE, R
%ALo

FELAEEF,
9515 PR B A B I O
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3 | e-mail fh{E AL BEE

REQ =Request (#HXR)

Re =Regarding (eeee HH)
info = information (ER)

FYI = For your information (X Z&%)
TYIA = Thank you in advance (SEHlHBR)
ASAP = as soon as possible (RB)

thru = through (@)

pls = please (&)

b/w =between (eerer ZIH])
w/ =with ( ﬂ] ...... )
w/ 0 = without (BA - )
Div = Division (43%8)
Dept = Department (FI)

Sect = Section (&)

Boh, BARWAT AL Jan = Janvary (1 H) % H 43, Mon =
Monday (E#—) H#EMMERIEX, HERFWHET—BA
HRERER (FR “5SA” K May BRERER) .

7R A8, FXNERRE January 1st, 2nd, 3rd, 4th------{HHB
# Y b L HEH January 1 | 2,3, 4, ERKBEFRSHX
FTE TS,



4 | e-mail I35 Fl

Z_—%".‘ﬁ'ﬁﬁﬁ E’\] e'mall I%EIE\%MTO

O &

14373 Inquiry

£ & NK-3 FTENHLAE ) Inquiry about the NK-3 printer
RERH Information request

(] Question

Ty 2R B () R Quick question
BRBEARF M EER Question about your new products
O ik

R Request (=REQ)
REMXER Request for information
RETMAZR Request for product catalog
R Request for permission
A5 Appointment

O A, HR

A Announcement

R4 sk My e-mail address

R A b ht Change of e-mail address
S HhE Change of our address

baid 4 We’re moving

A EE N AT (6] Change in business hours
7N Vacation

gl Relocation

R THE I’ll be transferred
G0N I’m back

8



