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& BRABNBYSIERIG @

$—8 BRRBENAXSERI]

EHFR 55 LA SO UR B A& TL SR B SESC IR AN 32 B il 55
W, T EE T A KN SRR AL B AR . S SR
R AR ER G E AR5 MRS .

B—V BEBEANTE

RS HESHERRERF B EEMER. TEIHINES
SIHIPATT ERIR B 5 BRI EER A

L. BHBEHEERR

%5 BRAES H AT RURA R LA T, BE 2 R AER
BiE AL iR, XL TSR BE w3 E 0L miE
Wo BRI -

(1) 7§ # (clearness)

RFHENIERGZ—RER W10, #0EAE—H TRt
THREEANER, AEiRE, FESEHEE, EEUT AL,

1) R0 ] 5 B A BR1OE , o S Ak I 8 SCASLAE 88 T 1% 1) 3 L)
¥ #iltn.

As to the steamers sailing from Shanghai to New York, we have bi-
monthly direct services.

A bimonthly %/\%X&&Wi—f #1i8) (‘F 71 BK /5 B H
=), BB RS, AT RKERE NBH:

a. We have two direct sailings every month from Shanghai to New
York. (ANLGH ALY, ARRKELM,)

— 1 J—



& AR IBNAYAZ

b. We have a direct sailing from Shanghai to New York every two
months. ( AL BB AY4, EREAH— K EEMH,)

2) EEEMENAE, A—BMEESRNNE, FitxFH
& XKAAER. B

a. The president only signed the contract.

(ReBAEGR LT F.)

b. The president signed only the contract .

(REBEALHE, FAASZLUMH,)

3) ERA N EARMKREAE G RfTIHNEE W

a. Mr. Liver yesterday called our agent David saying that the mistake

was his .

s, “his” A, BRI ) U AN . ATl

b. Mr. Liver yesterday admitted his mistake to our agent David on the
telephone. ( FIH £ 4 B RERFEF M RMNARBEARERAT R
tEiz,)

c. He had a rug in his house of which he was very proud.

B, K FRAE which Brig AR % TR T, B W o H o E
HI AR RMBERE T, WLIMA:

d. In his house he had a rug of which he was very proud.

(ERNETE AR UEENHE,)

4) EEAXWMERN, BEZH, EXBIEFRENEFTKF,
RN AERIERE, BRI,

(2) f4ii% (Conciseness)

AR AR ARESEESARS T, BHBIX—A,
R ki A, R AT K , 8 Gl FIRR IR I

1) e RTTKKER X, NERRENRE, M.

K AEERERE i BREE MIEED
at the present time now jlsdting
due to the fact that because %F

_2_.7



£—5 BREBNANSERTw £

on the grounds that because %F
with regard to about, on xF
with the respect to about XF

in spite of the fact that even though R

in the near future soon ZAVN

in the event that if R

in accordance with your request  as you requested FRAEDR
for the purpose of for M

for the reason that since, because H A

in the case of for XFF

In many cases often, frequently "HE

in most cases usually HHE

In some cases sometimes £ Bt
achieve a reconciliation reconcile i f
file an application apply HiF
render an adjustment adjust W
Please don’t hesitate to Please write us. TR ER
call upon us.

I want to take this opportunity Thank you. Bl
to tell you that we are grateful

to you.

2) ek {8 R A AR B 1), L0 R R .

A=A 17 RS EER
ameliorate improve &
cogitate think X
conjecture think e 35
consummate complete 5€
equitable fair NS &)
increment increase &



compliance with your request.

& e RIMBMAN AL
ascertain find out 1A
initiate begin ein
nominal little PiF
obviate make necessary HERR
proclivity tendency {ui =]
favor letter =4
utilize use FIH
inst. this month A H
Lranspire happen R
3) AR MR, N RBCRE, .

Wim) HRKEE PLERR

as per according to, as £ 3!
acknowledge receipt of I received W3R
attached hereto enclosed 2B L

under separate writing will send 5E

up to this writing so far 24

This will acknowledge Thank you for your #£11 A 16
receipt of your letter of  letter of November 16. HHIfE %
November 16.

This is to inform you We can do as you I HIEK
that we can do in requested . AT LA I

4) BEER. BRTRAIBRANERS BFEHPHNREE

Eo ﬁu H
adequate enough

and moreover

combined together

filled to the top

final completion
J— 4 —



£ BRABUAYSERS =y

grateful thanks
past history
true facts
usual customs
(3) HEH4 (Correctness)
BHEBAEERIES, RAEEIHE. BERERNIES , HHH
EESEREN T B THIRF.
1)a. This product is absolutely the best on the market.
(ERMHFT B ZTH ERTH&&E,)
b. This product is the best one we can supply.
(A RRAMNEREHRENT&,)
2)a. upto $60 (F| 60 £JC K 1b)
b. up to $60 inclusive (%] 60 # 7T ¥ 1L, 8% 60 £ 1)
c. up to a maximum of $ 60(R ARF N 60 £ 7,84
60 X 7C)
" (4) Bk (Concreteness)
R SCFRBEREATE AR R WS, K, B85
EHEA MR ERR ST, .
1) We have drawn on you as usual under your L/C.
(BNEREREBEFEAEFHLE,)
RRE IR, B R E RS LB X NS S, kA
WA AN
2) We have drawn on you our sight draft No. 386 for the invoice
amount, US $ 3,100, under you L/C No.198 of Bank of China,
Betjing.
(RATEARB A B 4547 386 5 A, B A E 4 H 310
£, BN 198 FHMLE,)
(5) #L%H(Courtesy)
IBMEBS BEHN—TEEMESHA. —HWALBBE
_ 5 J—



wSRIENAN AR
ST RABILAE AR, WX B T B RIS, RS 202,

S T i “thank you”, “would you please...”, “we would appreciate
BT R TR R ) ZERRER. 5

S, — B R ZINGE AR R L EH TS AT

(6) 1415 ( Consideration)

Bizn, ELRAWGAKNEE (“you attitude” ) , Bl 48 Ky 3
FEE . SN A EE R, W LAE XU BB B 48/ B LT uh
FEF— LSRR, EX A EZIBEFRE . T34

1)a. We allow 5 percent discount for cash payment.
attitude: WA A4, EA% 5% HF,)
b.You eam 5 percent discount when you pay cash.
attitude: EH 7 X T2, WA REF SR 4,)

2)a. We follow this policy because. . .

( we—attitude: AT HBEXANBR, BH - )

b.You will benefit from this policy because. . .

attitude: {1144 M A B S b k28, B o)

(7) 5¢% (Completeness)

HTERES BH . BREANZAXN T REFEFTENFE
BEARGEIRE B‘Jé“ﬁl‘ﬂﬂfﬂ?zﬁ —H BRI HE, B
BEHA W H—4“h", Bl who, what, when, where, why I how, Lt
wm, BEITREN, f"é’lﬁﬁﬁﬁﬁﬂﬂ

HEZLITHE (who) , AT A1 (what) , 8185 75 2 (when) , TR ¥ R H 1]
Hi(where) , ST 4F 3K (how) o MR U ITHL , 55 28 B JRU A (why ) o

2. HHBENSHER

A1 F B S HIE BIE M B s B A7 B RR A 55
BIERIESERREA

% BEH R E Z (Elements of business letters)

EERABFERT, -BREHB 4HER, ENE:

1) 15 3k (Letterhead)

— & —

(we

(you

( you



B8 BRABNAEANEFERIDw

?’

2) 4’7 (Reference)

3) H#3(Date)

4) # Ay btk (Inside address)
5)#:3p A (Attention line)

6) FFA¥ ( Salutation)

7) 2 i (Subject line)

8) 1E 3L (Body of a letter)

9) & R 3 iE ( Complimentary close)
10)% 4 ( Signature)

1) &I AN (Initials)
12) it 44 ( Enclosures )
13)$¥3% ( Carbon copy)

14) 1 F (Postscript)

T RR WIERD Gk B B A R E SR
EHELZRTHRERE  REXAFFEHPLAGEN 7 M FER
oo HAEFRTRBRANARE ., SUEREEREG PRI
NN

D5k (Lettethead) 5 AEERBUGEHPREENEER L
TR, BRGNS, B3 51 E{E ik,
Ek—MOBAFRNBH Mk RS £ A5 EAERH L

B EAE L, .

Co.

MINNESOTA MED ~ EQUIP Subsidiary of Minnesota Wire & Cable

376 Energy Park Drive  Telephone: (612)633 - 1889

St. Paul, MN 55168  Fax: (612)633 - 1892

USA Internet: mme @ mwcemme . com

2)%'5 (Reference) WIREBATBBAR TETFIHRHEH
MEEER, REFREITRENSE, RS —RITEER XL

TR—ITHAE. W



g w EREEBN AT AL

Your ref: WTT/206 ( 5 /74’5 : WTT/206)

Our ref: XY/209 (¥ 78RS : XY/209)

3HB(Date) HPBEGXRNTE, SEXEAR 17, BfE
FIR AR R R L X, BN USRS s (R B4 it X a5
A, HEE T4 EJ7, 56358170 IF L35,

H 8 izl HIE S B E X, B o] FERGA] & n] B IF 8o &
R A—BARX L AT, S HhtaFE e, ERAEeN
B FR B (0:6/11/2003), IRGIREE, .

a. #3, :6th November, 2003; 6 November, 2003

b. X : November 6th, 2003; November 6, 2003

4y HbEE (Inside address) A HUEH LR WUE A B9 42 Fih
bE, R SEE ERNER -BLCAFEEGER L, 5 HRER—17.
BEMFHR R S N2 FRE BT AR 28R BrE 25
4 kg N4 (BB FESA. flin:

a. Ms. Linda Davis HR%% :N.W.4
Sales Manager e 0 BOUG B e BB oK
369 5
The Acme Shoe Co. , Lid. MRl AR AFIHE
#Ha
369 Picadilly Hkik - AT+
London N.W.4
England
b.Mr/Ms. Director B4 : 90015
Export Division ZEMARE WML
Times Software, Inc. T BERS 412 5
412 Seaward Drive,San Francisco,  BHUEKAFE 2 71 L3 S04
CA 90015 USA

) &0 A (Attention line) WIRE(E A B ERESEN AR
FAEUT, R B BN H IR PR 2 [H] ) Attention 515 3 1B



B8 BEBEUANSERD. )

:

a. Attention: Market Department ZIpN TR

b. Attention of Mr, Wang Wei g N EREE

c. For the Attention of Mr. Quain ZIp N BHELE

6) BRI (Salutation) B % H {5 WFRFE, 3 H A % H Dear
Sirs, FROE S AR EFFS . EEAEH Gentlemen, [FHR 5.
B8N AW S K FRFE M Dear Sir(or: Dear Madam; Dear Mr. Smith,
etc.). FRWFETEHNBIET , SHAMLER—1T, TR FHEE,

7) ZEH (Subject line) AT F WA RIS, B & HA5 AN
EANFEN, NBHRE (M EE) ., FSHITALTHREF = —17
ML E, KE—BRTE 10 M F AN FHIE L Subject 8% Re(RLT 18,
BRXTMES S8, o A, .

a. Subject: Sales Contract. 2003——116 i 5 2003—116
SHE SR

b. Re: Damage in Transit F 812832 AYHI%

¢. Washing Machines BEAHL

8) IEX (Body) IEXEBF BEHREEMERY, SFIFLEM
HRIE, FRREERRSY, #HEE, BEEXKFXETH
FIRXT TR B WS  EEMEANE, BERNEN AR A,
FZHEMMER, PEMRETSHHLENTRREENEENE
B WRAKAE, SREEFR—IRENTDT, B,
REGAFRAE, B BE ANERES, SELEH5 Y
%,

9) ZERAE (Complementary close) 45 BHUE R R G R —
MEEE MY TIGERN EL” BU7 AL, SRHME
o5 ] T KPR AR X 1, 32 E 2R, 1 Yours faithfully (Faithfully
yours), Yours truly (truly yours) %5 245 Dear Sir, Dear Madam, Gen-
tlemen % BRI 7% H. W Sincerely yours ( Yours sincerely), Cordially
yours (Yours cordially) 57245 Dear Mr. Green, Dear Dr. Daniel #R1¥

— 9 —



& e SREBMANAE

%Mo Yours respectfully (Respectfully yours) — 8T/ 3%, &
T EMR

SRMIEEF MAEE X FERASE =T, 5ANR(BLAHT
HH (&G a2 Ox 5. SGRBIEN)S mHES .

10)8 4% (Signature) —RHESLT TELRHBUE T HEITENS {5
ANAFNAR REELHRZT HEFEAFRELZHCHEY. B
TFEREEASHOA B, /S BET EFEEENT I HE
HW T B A AR SR FIRYS ., .

The Overseas Co., Ltd.

(Sign'amre)

John Brown

General Manager

1) &IPANRT (Initials) B F BIEARBRFTAER, BB
BEIHTE, B J\m)\ﬁff;#iﬁf@ ATERER, FEUE#E
B, B ERR—-TAE LRATANB B2 EFRES,
% 4n, —%fH Robert Jackson 7 , i Mary Samuels #2 5 3 §TEREY {5 T
ATFIREFRR:

RI/MS, RJ/ms, R]:MS, RI: ms.

12) M (Enclosures)  05R Kt o6 4 4 S04 (documents) . H 5% 8
( catalogues) Y #& 3% (price lists) \ & 2 (invoices ) %§, TLZEFQ&#JZE-Fﬁ
T, .

Encls: 2 Invoices Fff: KB 24

Enc: Order No.345  Bit:55 345 BiT#H

13)#3% (Carbon copy) KRG AMRTERGHPRABA LS
BN, T EE KB T A 3T b CC (Carbon Copy), REHT L
EBAL RN AN ERR, .

CC: Bernard Black, President 3% : A% AR

14)ME (Postscript) FHEREFEHH MEBEEFERTRE
HIFHRER(ARRE R EARBEME), MR RBALGHE

— 10 —



-8 BREENANSERD )

—MFE,

(2) B % BI5#H X (Format of Business Letters)

P s BIEA Z R, B R = g Sr sk R Ak
*Ko

1)4a A (Indented Format) ZESF R 5 S2: H IS EEHRMN
AL ERMEERREERE, F BB IR 4~ S g,
HREMENEREELAT . I:

Letterhead

Date
Inside Address

Salutation:
Body

Complimentary close
Signature
2)7 3k K (Full - block Format)  F¥kNHIREAR : M H B FF 45,
FERNEMIRERBNEARFES, BENIF L HA LS,
XFEAETTE,, WFas:
' Letterhead
Date
Inside Address

— 11 —



