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Chapter 1

Introduction

AEHEXE RGN

EEREFCERBHASR, HASENASEREREME, /MARBELZRAIR
A E K S X A 5 D AT W . RS REENEEFER., AR L, “R” #
{508 (Letter), “H” 1EEL (Telegram ) HIHLfE (Telex ). PFEEBACESHE RN K BFN
ST K, Bift. BESEAZHREERASTR, 04, “Bh” WEFREIANEHR
(Letter ). f£H (Fax) FIHELFHEEH (E-mail )o ARIBRAN AT it Sh 3 ok B 595 Rtk 7 —
ERRETES, WM. M. B4, T8, K. X, 5. 8. BEE 50k
SMEBERAAL, SN BRBAERSCEIDR, TEW R4S LSRG, BRRMEEME
BRI, REIREE, MENESEARNRELRE, BFRSFEHRAT, Bif. EEARTF
M FEETRET Z6HH, HEBLVHENRREBBEENBRE IR —, HAH
BN REUEEHENEM EEREXRN ., 5S—MOXERERR, A ARLHSHE
WA EFRRSWFRER, TXBEEW. CFREHHRAEL, TR SEs R
RERTHE, FERBEABEHITRSERMFER, S5k, FHBUFN TSR
HE, B EEENEEEN.

o FEINAICBRHARIBS BAi R
o R AIIHEMFAEIER;
o TRSNHIXBREEHHES;
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o TR XPEHIET IR,

EELE

—1 RS

’— SMRICBIR L BER S
—] HENES
— SMEFEXERERWA TR L B [
SEFECH AR SMEF BRI BRFER
— SNEFCCHERS RN i

— FPEEXBEEETER

111 SMREXHIERERIS

1.1.1 eSS

PERR A BIERE e UM S ML, 1.

(1) {53k (Letter Head ), fEkEEEBAAFNEIR, Hiik, R4, BiFSH, SH
S, Pk, BFEAULA R ES,

(2) B# (Date Line ), EfEM4E. A. H,

(3) HBFRAHAE (Inside Name and Address ), {5 A F K2 FRFHbhAE

(4) #0¥ (Salutation ) XULIZARIHER,

(5) IE3C (Letter Body ). e, MAEEHMMERNE,

(6) Z5R#iGE (Complimentary Close ). H{E45HEF AL E,

(7) %4 (Signature ). EfEAMNESL,

1.1.2 980D

¥R B 0 AR A B R 3 2, s,

(1) %45 (Reference Number ), X T {8 FAERKTEHTS,

(2) Fh (Subject or Caption ), F{FHEANARER—H TR,

(3) &9p A% (Attention Line ), 7 2WfE AN BIRHEEAZ 2N TR RN,




4 SPEEILEE

(3) R AR AT R K AR TS
(4) FrEEsTi/ e . A TR B iR o
(5) EREH (AMZEFERI ).

et

ERMUNRLRES
Rm. (Room); & : No. (Number); #%: Rd. (Road); t#%if: Dr. (Drive ),
St. (Street); #: Ln. (Lane); #: Aly. (Alley); 2% : Apt. ( Apartment ),
: Sec. (Section); K: Dist. (District); £: County; #: City,
Li; xif: Ave. (Avenue); &: Province; PHAKE#AEH: PRC,

B EEENE, it PRRRFSEERER. YN IRMER, TR—8Am
RS, BTHEZMR ST, BEANEE, [TEEBSEHELRZEAMEL,
BREIERT 5 BERGRZELIHES . MRMEERITHEBTEAR, SENFAMD
Bskfr, WA 1-2 Ff 1-3,

Bl1-2 HAFRFEA
Ms. Cecilia Green
Corporate Planning Department
ABC Company
123 Berry Avenue
Minneapolis, MN 55106
US.A.

f11-3 FIHEAFA

o it L

Personal Manager

Great Western Publishing Co. Ltd.
Room 456 7777 State Street
Chicago, IL 60606

U.S.A.

4. FRAE

FRIEALFE A MEE FRIfTATIRER, H52¥k, BE—17, REAESREE,
MREREAAAN, HEAHENBKEA, BN “Dear Sirs” (R ) # “Gentlemen”
(£KX), MEFEEEAMAN, —&HA “Dear Miss Brown”. “Dear Mr. Smith”, B7E, 2




Chapter 1 Introduction & 7

Our Ref. No.FPB/SB-95
Your Ref. No. 153 TBL/GP
October 5, 2005

9. EH

T WA, BT, FaTEREIRE—SERHORE, BE TR ARE
TRENTEAR . BhiTMTRIEMIECZ ], — A =MBEE5¥R: HEBE. Subject:
M Re:o AR AT REBMULKE . M. MELS, 20 “INVOICE 12345” ., “Re: Invoice
12345” . “Subject: Invoice 12345”, L& 1-6

1 1-6
ABC Company
123 Berry Drive
USA
Dear Sir, '
Re./Subj.: L/C No.228 for 3500 Dozen Shirts
10. & ABH

i, BEAFBREATDEZERERAZINREIEITING, 7T LIZES bk
FFRIEZ I 290 N4, B 1-7,

B 1-7
China National Machinery Import & Export Corp.
36, Jianshan Road
Dalian, 116023
People’s Republic of China
Attention: Mr. Wang, Export Manager
Dear Sir,

1. Kk

IMRFEEGEMFRA . HREF. TR, kR, /M. SFRES, £REENA
TA, SEL0ER 1752 TR BT E “Enclosure” 5% H48E “Encl.” 5% “Enc.”, HIH
FHEARIE—T, WER “Encls.” B{ “Encs.”, FHMEHAJLIHHE, DFEREARES,
Bian .

Encl.: One check

Encls.: Catalogue and 2 Photos




8 M SPEEIER

Encl: a/s (FEMHEIE AR, a/s B As stated )

12. ¥i%
WMRAGRBELEMARK, WA HPEARNZ#K, i0“C.C.: Dalian Branch” . “C.C.:

Jean Kipman”
13. &

BREMNAFKHTERE, RERAFPRENEL, BEEWNS. NSEXELSE
TFH, NZEMTI#E$EE, i “PS. Each individual’s E-mail address remains unchanged.”

\J MBF: AR HH T, ARERLEAMTE—AZ, BACAASEAFNLA,
B 7 B TR MAEA S BASAE £ REF6 57 £,

14. THARE

FHPARSHWEWNRR T EHRGEHE BAAZFE, ETARVERES, HEEA
HATFEARA— AR, EHERXTT. BRIHEHDRANELEFENES (KB¥
), HRKETFANEZFENSES (/NEFE), flin, “BS/mo” B “BS: mo” (BS—
Black Smith, mo—Mary Owen ),

112 SREXBEESBANBEHRYE
SMRESCHRHMA R EHRAE A 1-8.

i 1-8
China National Light Industrial Products <— WfEk

Import & Export Corp.

82 Tian An Men Street

Beijing 100020, P.R.C
Your ref: 148 GW/XM <— QBEHRTS
Our ref: 153 TBL/GP
July 24, 2003 <— @HM#
Oversea Trading Co. | < @HHBIRFHHE
24 Park Street
London E.C .4, England
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Style ) F145:#5% (Indented Style ).

1. FER
Frk X RBA G . BTN REEL AL T RITER . FFLARIEE R, EBIE,

EHERE, WEl1-9,
1 1-9

GUANGZHOU ELECTRONICS PRODUCTS
IMPORT & EXPORT CORPORATION
11 Beijing Road, Guangzhou
People’s Republic of China
Tel 3456182 Telex 8371 GUELCO CABLE2284

Ref. GEC 9667
June 21, 2000

Ocean Electronics Products Import Corp.
130 Clifford Street
LONDON W 1, England

Dear Sirs,

Re. Chinese Electronics Products

We have obtained your name and address from the London Chamber of Commerce, who has
told us that you wish to import electronics goods manufactured in China.

We manufacture electronics appliances of the kind illustrated in the enclosed catalogue, which
we hope will be of interest to you. Also enclosed for your reference, is our latest price list.
Should you be interested in any of our products, please let us know and we will provide you
with a quotation. In the meantime, should you require any further information about either our

products or our corporation, please do not hesitate to let us know.
We look forward to hearing from you soon, and to the possibility of doing business with you
in the future.

Yours faithfully,
(Signature)

Binford H. Peeples

Sales Manager
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2. MRFHKX
K RFLRGFLAMXAR: BHRFLRW BT, FERMEREAITHERE S
DHRRE T . MRFLREA R, XRE—-HEERNEEHRA, W 1-10

i 1-10

GUANGZHOU ELECTRONICS PRODUCTS
IMPORT & EXPORT CORPORATION
11 Beijing Road, Guangzhou
People’s Republic of China
Tel 3456182 Telex 8371 GUELCO CABLE2284

Ref. GEC 9667
June 21, 2000

Ocean Electronics Products Import Corp.
130 Clifford Street
LONDON W 1, England

Dear Sirs,

Re. Chinese Electronics Products
We have obtained your name and address from the London Chamber of Commerce, who has

told us that you wish to import electronics goods manufactured in China.

We manufacture electronics appliances of the kind illustrated in the enclosed catalogue, which
we hope will be of interest to you. Also enclosed for your reference, is our latest price list.
Should you be interested in any of our products, please let us know and we will provide you
with a quotation. In the meantime, should you require any further information about either our
products or our corporation, please do not hesitate to let us know.

We look forward to hearing from you soon, and to the possibility of doing business with you
in the future.

Yours faithfully,
(Signature)
Binford H. Peeples
Sales Manager
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3. X

EE R UFR 573k (Semi-Block Style ), BURENE 1T E A NLAEHE 4 1248
. BT . BRMEREAITEETE S CHRRRET . REARMSRLSHBEEH
DR, BEXNRNRSBEELEMRESE, BF1-11,

i 1-11

GUANGZHOU ELECTRONICS PRODUCTS
IMPORT & EXPORT CORPORATION
11 Beijing Road, Guangzhou
People’s Republic of China
Tel 3456182 Telex 8371 GUELCO CABLE2284

Ref. GEC 9667
June 21, 2000

Ocean Electronics Products Import Corp.
130 Clifford Street
LONDON W 1, England

Dear Sirs,

Re. Chinese Electronics Products

We have obtained your name and address from the London Chamber of Commerce, who
has told us that you wish to import electronics goods manufactured in China.

We manufacture electronics appliances of the kind illustrated in the enclosed catalogue,
which we hope will be of interest to you. Also enclosed for your reference, is our latest price
list.

Should you be interested in any of our products, please let us know and we will provide
you with a quotation. In the meantime, should you require any further information about
either our products or our corporation, please do not hesitate to let us know.

We look forward to hearing from you soon, and to the possibility of doing business with
you in the future.

Yours faithfully,
(Signature)
Binford H. Peeples
Saleés Manager




