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Hi John,

How’ve you been recently? | heard from Jim that your brother didn’t have any work assigned to him. If you
don’t mind, |'d like him to help out with doing something in our department. Please let me know his resume

and phone number so that | can contact him.

Regards,

Kate
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| hope your job went well,
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| hope your business went well.
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| hope your weekend went well.
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Dear John,

How is your frip? | hope you have a great trip in
Japan. That’s a beautiful country where | also plan to
go. | look forward to seeing you when you get back.

| would appreciate it if you let me know when the
new version of antivirus software will be released. Will
it be available soon? We want to buy the new version.

Thanks, John. | appreciate your help and look forward
to hearing from you.

Regards,

\| Kate /
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Dear Sirs,

Having learned that you are looking for a reliable firm with good
connections in the textile trade to represent you in China, we are writing to

offer our service.

Being experienced in marketing textiles, we are familiar with customer’s
needs and are confident we could develop a worthwhile market for you.
We have many show rooms all over the country and can push your

business.

We should appreciate it if you would let us know your answer. If you are
interested in our offer, we would suggest a meeting with Mr. Wang, our
marketing director, who will discuss more details. We look forward to your

early reply.

Sincerely yours,

Kate
Marketing Manager
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