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F—5 BEFETIFER

(The Ways of English Letter Writing) «tr-eteeerresesercuiimmninniiineniiiein: (1)
— BEHENEERELY
(The Principles of English Letter Writing) ---cceceecermrecmicniniianiiantn, 1)
= BEBREEN
(The Structure of an English Letter) «e-eescersrmsimeennieriiimniieiveionians @
=, BEBERIER
(The Style of an English Letter) «e-ereseeersrrossmmmieminiimniiiimnsiniinen, (9)
$—F ETJI %X % Establishing a Business Relationship).
AT B BET (Business Negotiation) +seeeeeeerscrrorsuursiiniiosraiarionnanees @n
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. ?B/’f/ﬁ(Invitation 10 Tender) «ecceceessesrsrssasencisioassaraniansns 68

E‘ ﬂ*}j"\‘(sl}bmission of Tender) eccccercsrsscesroncressnssessvnansssces (71)
yu. ?ﬁ*}i-’ﬁﬁ*ﬁiﬁ'ﬂi@ﬁ& (Expressions Used in Tendering) --- (74)
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(Contracts,Agreements,Letters of lntention) eeeveerrsessrerioiiannes 87

= BRSHHEN

(The Structure of Contracts and Letters of Intention) «---seeeeee. 8n

=, AREREE 5ERFEM
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E—¥ A5 B2B5HhHH
SHANG WU XIN HAN XIE ZUO ZH! NAN

5 WS ERBIEEE

AEREARERAN, EETHE-REBMESHEEOLE.
HE, BRMNBNATMEREDSBRNZ E5REWIEZZF, HEH G
RE—R. BEWS, REEEIEHAEERZRE ANEERITHE. B
ERESFEFETHEFRANOXG, EAULSHER. LEER. KHER.
B, METEMEETA, BREEWHBEEMES T, A
FEMBERPBERLROGTA, BRHFBEEKBRLATL. HHEBE
R AR: EWUEN—MLxR, RaTUEARBHERERRBRE. 51
BEERFAAEREEHEMLEN AR, FEETEMONAE, HE
BFKMES, BANKEECHER, i ATUEREBERN THE
B 4.

—. AHHEGS A

EREREBEN, B TF/LERM, REBEMAL Considerat-
ion). fBi#% (Conciseness). JEMf (Clarity). I8 (Courtesy). IF#
(Correctness), [ Ay, X B F| 8% (Complete) 1 K 4& (Concre-
teness) .

1. {KR4 (Consideration)

B-HERNER, BREEREEABEZEN—KZH. AfE
BN, FUETFEEENGFREAHRBEN—TE. RMEZATHE—
MR, UASHERSEERN A —-Me%RE “£EE”, TRIE—H
ARNZEXEMAGHERSB/RRMASIIL. AMEERBAER
XHEEESIETD, BEEENRF ORI, HEXH RGN
B, BIREUBTIEM “You—Attitude” CIAFRD, Rulfethgt %A
“I-Attitude”. “We—Attitude” @RFAERED . HSh, ENHEEBIW

_1_
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TH KBRS
SHANG WU YING YU XIN HAN
BEERSAEE. S THNEER.
ilan:

D Your letter of June 16, 2006. arrived this morning.

2 Thank you very much for your kind answers to my applica-
tion.

2. {835 (Conciseness)

MEHRXBENZITXREG. SHER, BRILK. XHRLK,
BEEENARMEOHCFRERLIEBERER. — AR LIRIE,
RARMAL. EHEN, HAEAEFZER. LH “and”, “but”,
“however”, “consequently” X&it &) FRBIUKHIER . HHE— 4
HRFEERE—HEATRNKEFETHR. WTHERF, AMIXETH
Hig A Kk, WTKE, REEES IR, REMm#EcHkE.

3. BB Clarity

FWREESFESIFARNGEEREIEE, LA TT-LRE.
FHHNBAEANEESRENIR. IRBEREFRESERMNEESLR
—ME L. RIERNESR. B00FEILEERER LK PHKEK.
AEBRERKZERBEBAITHITE. AMERKRES -BRRGH—
AL BE, HEMERAE -ENEBXR. BEIRENRE, FF
NAERERS T I REEN. Fw:

D I am writing to apply for admission to the graduate sch-
ool of your university in the spring of 2006. G&BiD

2 I am writing to apply for admission to your university.
¥

4, #L%f (Courtesy)

BEXE, AFEFEULFA. BNESFEES, E@aEx
TRERIRE. PEAFQEME “SMAL”. EHEE, —BLT
X, MRRMAHE. LBHLT L, ATRRSTHM®EX, KTk,
HESTRRENH. FUEXBNERELEEY “&B”, ARETHEN
BR.

RE xSt B1EE, % would, could, may, Please,
thank yon Z. #fn:



% 4S5 hhb
SHANG WU XIN HAN XIE ZUO ZHI NAN
1) Thank you for your letter of March 3, 2006.

2 Please feel free to let us know if you need more inform-
ation.

5. IE#f (Correctness

X PBET, BTEAERE. B5. AR, 2P RBIBIER
 HAKNERE, e, s, Mg, BS%%, RATRMEIRN.
XHELSHETRMOANTEMEE, EGBTINRFFHBRE.

Biin:

It was said that 29th Olympic Games will be held in Beij-
ing in 2008.

6. E%¥ (Complete

BEBENAREBEEHFEARERE MUY REKFTH B EEE R,
REZEXM T REFFR/REASWEAFERER, BEEENFEBRNER
“SEE”.

tin, FEREMAN, MIELBEHERER, UL EALER
Re. LHEERZXMITREN, NESWEHEBER, ULs5EN L
B, FEEZXTREeN, HAXMNGEERLECRBZER, XWX
HTRAEHNRT), FU—E BT, Fi:

With reference to your letter on July 3, 2006, we are plea—
sed to accept your offer of 150 sets your machine as per. your
offer sheet No. 213. Please go ahead and apply for yod} Export
License.As soon as we were informed of the number of your
Export License, we’ 11 open L/C.

Yours faithfully,

) —HEENBEERSHRTUHAMNE, BUEBNXA, HEAN

FERMHE. Ake® (Completeness) REBFPETEXEEN—4R
m.

7. B{k Concreteness )

REBET “BRE” WEU, REFESHAK, WHRELS. &
FRBEEXNBTERNG, NARAE, RESKRNERER, MRH

._3__




HHRERS
SHANG WU YING YU XIN HAN
—f%. EETHI:

D We wish to confirm our fax yesterday.

Better: We confirm our fax of March 29.

EEEHED, e, BEEH. SHSHERE. fiu:

2 We have received with thanks your check. The amount has
been placed to your credit.

XPRIE R ATE, MEAKR RS, RHE.

Better: We have received with thanks you check No. 23 for
US$ 159, in payment of our machines. The amount has been placed
to your predit.

M EAEMEREEIER <707 BN, ERSBRIESHESBE

=, BHEEEH

HEPELAAST —REXBEHADABLLS, B: X
Heading . {E A Ht 5 HHE (Inside Address and Date). IE 3 (Body
of the Letter). %R 4L1i7 (Complimentary Close). & 44 (Signature).
A B AR R SERR G oL, SIS LA F 3 I0: B4 (Enclosure) . Z&7p AiE
%4 (Particular Address or Attention Line). {5 ¥ & (Letter
Subject) . #i% (Carbon Copy Notation).

1. {53 H (Heading :

KB ARMEEBEREECEIINGEL. WRERAFTSBEN
R AR ENEHE L, BAESENNESNZTE KA E /it
BEfEHra kL.

2. ERt 5 HEI (Inside Address and Date) :

MEHRBAEEAARNEL, BANIERE-TELAM, £
TRE—TE Likik, TR

May 20 ,2007 GREMBERA /H/E, MBRMT ZEANE
B/RA/®®

234 Mont Road

Mt. Orsini, IL23245



A—F HEBEB5hH b
SHANG WU XIN HAN XIE ZUO ZHI NAN
AYNAEEXMHNEY, UEREER.
K Galutation :

B & BETFLEERBRTESR:

Dear Sir or Madam : Dear Mrs. Orsini:
Dear Mr. Matin: Dear Sirs:
Gentlemen:

To Whom it May Concern (RETE/I A% R L AU #E UL
& AR KL BRE SR EFEFRIF. WRAEEX TR, AT CUHELER .
MRIMERBEANE T, FREREXS FHZEF. FHRER, AMHEEE
B EERIFE D ER B OB FHEHE.

3. IEX (Body of the Letter):

ERMBIIEE. RABRERRTX 4, E-HBo2HS TG
MESE. X -HEad, ERHER, BHRHES. HHBEHIAMBE
B. BHFHENEERE—FHFE, AR -T1ER. EFEMESITIM
ARKS, TIEITRATLAEIH.

4. #R%liA Complimentary Close :

RYBEPHGRALAMA TP HGERK “H L. “EL",
“HBEALY. ‘B F. GRLEANE-NFRAKE. WREEAL
WEARMEFHENMU LEE, NEZARER, IEFES—84)5. 4
Weh®HAEs. GRAEAMCEBEENEFEXNE FImT —E2
TRH5. EXMELABEHER, SRLANMNEL TR~EZ74
TSR, ¥AMERALAR:

Sincerely yours, Yours truly,

Very truly yours, Yours respectfully,

Yours faithfully,

5. & (Signature) :

EFANELZEEMATERAVNET A —Z1T. BRIERABEERN
ABEAERE, £2—BA5HLE. SLEERRE, A5, H
HESAMIETHHHTEIITHAES. Flw.

1)

£




T AEMAER
SHANG WU YING YU XIN HAN

Yours faithfully
&2
Wang Linna

General Manager

Sincerely yours
(&2
Wang Linna

General Manager

SREAMRRaM, HESREARAIHER, —REFTHHEL

BUAHESHE E Miss, Mrs. BiMs. F#, DMEXHEENEARE.
Bilan:

Sincerely yours,

6229

(Miss)Maria Mackaye

HREABER, BNERNRERNRCEKRITAEL “Per Pro”

“Per” “P. P. ” “FOI'” “By” ?#’ uff_\.ﬁgo %ﬁﬂmﬁ,ﬁzg%m
FHEH AR KEFRTH. fl:




A% ABMEBhfd 6
SHANG WU XIN HAN XIE ZUO ZHI NAN ‘

We guess you will take a very nice trip that seems pretty

important to you. Hope it is true.

We look forward to seeing you soon.

- Sincerely yours,
&2
Michael Smith

New York

A AR PR SERR AL, BN LU T 30

6. M (Enclosure), BEAM “Enel. ” &X “Enc. ”

BETHRMA, REEERRORCLNTA. SARH. =R,
M EX. EENSME. BENFEESELTIETA. RS
&, 5SELHLELE—IT. BHRXMH Encl. H Enc. (EIRE
Enclosure K4S « M2 LK 240 L, ZFEE. Fm:

Enclosure: Catalogue

Encl: Personal Data

Enc: Invoices

7. B (Postscript)

ERERZE, RREBETEN—2E8, ATEFRNELTE
Eid—Z47mEP. S. @EX Postscript T, KUUTHEFH
“XE7. “BR" “XRB" “ME", BES LIRS £EEZ
B, HMTEHRAGE, TERBBHETHHFEP. P. S, (B Post
Postscript RIS , REMIFTEHENIE. —BELT, BFBREEH

B, THEBENGEK.

8. #)i% (Carbon Copy Notation

EEANRTERNEGEHPRFRBMENN, TEGENRT
WAEMNBEC. C. Bics c. &3 Carbon Copy MEE) T4, HEHE
EREWER AR ABLR. Flm.

D C. C. : Anhui Provincial Foreign Affairs Office

President Wu Hang, Song Jing College

Mr. Chen Hongmei



LES XX
SHANG WU YING YU XIN HAN
2 CC; Zhao Youming, General Manager of Changjiang
Co. Ltd.
Mr. Hao Changchun

Miss Zhang Ying

9. B (Subject Line or Caption

HM TR TEBTL, FERPEBA. &HFHEERRARAF X
X, WAEATIHER. HHARE, FA-FEMEENELNTR
Hig. FlTE— k8. .

Your Application for Teaching Position

Re:Your Application for Teaching Position

RT3 “Re” R “XTFT” 2B, HATIGEN “FHh".

10. 2 A& (Attention Line

B AHNFERREHESERERGLHAREHHIIHE,
AR WAL N —ATRIRRIE LTI L2 A

Figm.

D Manual Tools Section

Wuhu Machinery Company
No. 167, Huashan Road
Wuhu, Anhui Province
P. R.of China
Attn: Mr. Hong Shenglin
2 Manual Tools Section
Wuhu Machinery Company
NO. 167, Huashan Road
Wuhu, Anhui Province
P. R. of China
Attention of Mr. Hong Shenglin
d Wuhu Machinery Company
No. 167, Huashan Road
Wuhu, Anhui Province
P. R. of China



- F4REI5HKH
SHANG WU XIN HAN XIE ZUO ZH!I NAN
Attention of Manual Tools Section

Mr. Hong Shenglin, Please

E. BEHEBEOBX

HEBENRIABENRNSBEAETHRERML. F 20 HLT0F
REET, BHBEEAEATRE—MSREAD “@T7XX" B, X
TARGHITF R, XFEARE—HEY, BACNTHERE
FEREILE . EHRAAXBEHRRHETTHL FERETELHH
. BERITLUMERRERENF, HPH e, KK
BN BEMER.

XATRE B S BEERAE:

FFIR - fai 4R HEX

“BER o pisa « B F R4

R A T AR THEMAFE-MEX. TERMHFHERUEER
LAB. mMEREEHREFHRLNEREECHMIABSEE, Bas
ZiLE WA EE BN E—ITERET—17.

August3, 2006 2767 Tarrymore Lane

E% 7 Chicago, 1166557-1243

2456 Tarrymore Lane

Chicago, 1166557-1243  August3, 2006

WRAEEANERE, BHERGAFENMNELZ 2K, WRREEFERXS
FRESHBAEEENT. BEERBRLRIEAMFTRIERH
wnRBEER, RMNTUERSBEIEI X —HFHRER. FR LA
Wt TTAS AR S L — RS, KRR RER T 458 L B R AR R A%
A HHE BRI BRT . 7G Ab ik 3 AT BB i

2578 TARRYMORE LANE

CHICAGO IL6557-1243

ERLERBRE, AEHEA, UMETHESEH. WIBFHREE
HafiTR®R, FAEWUERMAENBEEH.

_9_
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