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From: sales _ dept@srt. com

To: ace _ g@hotmail. com
Subject: Greeting from SRT Company
Attachment: Catalogue of Our Products. pdf

Dear Sir or Madam,

We have obtained your name and address from www. alibaba. com, and we are willing
to establish business relationship with you. Our company has been an exporter of
various kinds of carpets for many years and we enjoy a good reputation in this field.
At present, we are extending our business line to the African market. We have got the
information that your company is a great importer of the carpets in your area, so we
have the intention to cooperate with you.

Enclosed please find the catalogue of our products.
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We are looking forward to your favorable reply.
Yours faithfully,

Andy

Sales Manager

SRT Co. , Ltd.

Address: Room 978, Fortune Building, Beijing
Tel: 6222xxxx, 6222xxxX

Fax: 6222xxxx
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FERBAFRYIF L, BRI ABLLRME . @ % &1 Dear XX, REE—THRE—B
HIE3. FRVFEHRA LLF LR,

D TEAEE Y A EHEMBHE, @ % £S5 Dear Sir/Dear Sirs & Dear Madam/
Dear Mesdames,

@ mRFMERHEANESL, BEEXTHNAFHANBEEMEY., K4, 0 Dear
Bob,

@ EHEXM A WS, ATLLE Dear Mr. XX, Dear Miss XX 8% Dear Ms. XX,
T EFEERR, XFERPREEEDAREEN FWEREERL2L, MARRE
BT

WS AIE X A 954y, 7T LAFH Dear Manager XX, Dear HR Director & Dear
Mr. President 5, Aif7ERGEX 2 MIEOL T, Bl = {8 A itk 42 R BRI X
¥, BAREEY.

& IEX

IESCNACE) F R, NARN, AREEELTILA.

@ BURE 5k i 8] xf B2 .

@ FREERHFN, XEERLAIUEX TR .
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© EFEL LY, TS E Yours sincerely, Best regards S #EiE. WEEEMN
#&, Yours faithfully i@ % S A FAME R A RE R EM TS .

@ EHZTH, AILE LA CHIRMIE:LA.

@ FJa, ERTLAM LA AR MBIt B R,
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FEZCCHRAF, MIEF LREE HE F AMIESUK PR ASE. Bk, #iaFn
XHAEERS H— B RS A O TR LA EE.

SEOCHRF RS RE AR . RUTE, USRI AT Y B A A, A S BR AT
TR B, EERRLAFHRK.

FEZOCHRFR, WA EEARAANER, ESAESHER. ¥ RERMERE
MEHRENMEH, REMARARNTEEQEROILTE. Tt h K520 v«
1 95 ZE SCHBAF F B e 328 A 1 4]

> EAERERARAANER

B 218 FH A SR A T DA R R R AR B G50, LT DAGERS SRS TR B R
XZEHRKFR. Hin: HREEA on the contrary WY, X775 BUAIEE T oK ZRik ST
MR HER; IR for example B, X7 BEAE IR PR A, T iR — L
A KA .

tb#¢ | similarly, in comparison

¥4t | however, on the contrary, on contrast, rather than, nevertheless

BL i in addition, furthermore, moreover, what’s more

g in other words, in this case, to illustrate

#HJH | above all, most important, especially, particularly, in particular, to be sure

H¥fm | besides, also, too, as well as, and, then, in addition, furthermore, moreover

%% | as a result, therefore, consequently, accordingly, so, otherwise

ik# | although, after all, in spite of, despite

24 | such as, for example, in particular, for instance

&\45 | in conclusion, in summary, all in all, to conclude, on the whole

» BESMESHER

& BHRIES

95 S SCHRp PR IR AL . B/, XMAILEXN A EASERZ. Bk, £ERE
B AT A B0 ] — 2 R LA SURRA WA . $REESR, .

(D We would be highly appreciated if you could provide us with some information
about your company.

WMREREARNBHE—LXTRAFNER, RIS R
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@ I should be happy to have an opportunity to attend the interview.

RIBEMEA VLSS M.

@ Should you require any further information, please feel free to contact me
anytime.

WIREH T HELZHFO, HHER SRKER.

& WANES

FERISF I E R, Bl LA A ES R EMA N B EHEHTIE, mREH
EEESRFEXPIFMED, TTRESA AR, ERERRIE. .

(D You were not able to meet the sales target.

WBA EBNLS R

The sales target was not met. (B HZH)

k% B AR B EAE.

@ 1 have to terminate your position.

BRABAL ILIRIERS .

Your position has been terminated. (¥ A% i)

PREVER S B T .

» BRERAMRE

& WERAE

(MWe have received your letter of... and thank you for your inquiry.
A NISEZL0 2SI CHED BReR, BRIERIER.
@From your letter we have learned that...
AR PR R FRATTAR AL e oo

@ This is to acknowledge your letter of ...
BITEZWE T £eeeeee (H#D BIkfE.

& [EIR IR

(DWe are pleased to answer your letter of...

AR 185 0 [ B e oo CHED HIRfE.

@We are writing with reference to your letter of...
AT & (HED RAFHIEIRR .

@ This refers to your letter of...

B Ao CHHED RAEMEL.

& A

(DWe are pleased to inform you that...

(@We take pleasure in informing you of...

AR SRS I IR ee oo
@ We regret to inform you that...
AR AT e

-6.
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(DWe will enclose...

@Enclosed you will find...
A TE I Reeeeee

> ERERENER
T HEE R S RIE.

C\Palrt1

E-mailE & 4012

Sincerely, Yours sincerely, Sincerely yours,
Yours truly, Yours very truly, Very truly yours,

Cordially, Yours cordially, Cordially yours,
Best regards, Yours faithfully, Expectantly.
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54

From: tom _ smith@hotmail. com
To: hr _ dept@gmail. com
Subject: Applying for a Job

To Whom It May Concern,

I am writing this letter to apply for the Software

Engineer position, in response to your advertisement
on the Internet. You said that you want to hire
someone who is hard-working and experienced. I
believe that I am the right person. Attached you

will find my current resume.
As you will note, 1 graduated from Oxford

University and hold a Master of Science degree in
Computer Science. I have worked in a computer 2. RIE— R iFE LK
company as a System

software development
Developer for two years. During my employment, I
was responsible for enhancing web security and
upgrading several software applications.
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H: tom _smith@hotmail. comg
% hr _ dept@gmail. com :
FE. RKER

L CER

RE W AF & £ 5 5 & 7
BEMN E&BB &, # i
BHFELEW R, BRAR
HRA—-289®IFHERFE
HOA, BHEREAEN
Nk, BaEWMtRE DR
F4) S5 181 i o

W R, RENTF 4
WA HIR, KEEM

HRRAFAEREFRRAE

CAPER A, R, ®

 IEARMBRA LR LR
L ERBMFRTAE.



