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AIETHS  mike4321 @tom.com 1% January 2, 2008
@ whitney @cnd.com
% RE: Welcome Lettar

Dear Whitney,
1:am glad o laarm that you will be visiting ' Toronto next month. Il be in

Montreal between February 21 and 25, so il it's convenient " for you, shall we
arrange ' to meet on the 28th? Please let me know whether ' | can arrange

hotel accommodations and transportation * from the airport  for you
ceting your arrival’ scon
Truly yours
Mike Smith
ax [-402]
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| don't know if he will mal
| learned this news from

 BiEmai)

leamn MBE “#3" | “pgs | cmmT | e, RS
—RIED “$3" . “Ger mmn numu ﬁgﬁ
RWMRHR, FATLLY know, AIHIAEALLM leam %

MIEFOB, WL FHD.

I don't know if he will make it, ( RFMMBERENH, |
| teamed this news fiom the newspaper. { RS LMmB A, | CUTED Ex pec“ng

crirsn Expecting your arrival soon! A E=EEXRAARE, mgY

S 2 B RPN FWH BT RER | am expecting your arrival soon!
expecting # expect WREAWRA, & “WE" WOE, BtEng
expecting E# “HRM" MRS, WARMLTH:

We are expecting you in London on Tuesday. ( RITEM= RS IRk, )
She is expecting another baby. ( #X%BT. )

Gt

1.1am delighted to learn that you will be visiting
Taipei next month.
MEENFFTARZARNAR, RANK

2. We will be glad to arrange a tour of our factory
for July 3.

wE
()

RONESAI OMXULZNET AI B
3. Please let me know once you have
confirmed the exact date of your

arrival.
—BTRTTRMAOREAN, RRER

4. 1100k forward to meeting with you
soon.

RiBEmail

BIYREERSERE.
5. Please inform us if we should arrange
hotel" “for you.

HANERNSCEHWERT, RBORE)
6. We are looking forward to meeting

with you soon.

BTN R85 L
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1Conciseness f&isz

DB ek

FEHHIE Email MIZITXiRWG. SEER FRBETK. Wi
SEELAERAGEEVNNFREVCENRN. XL TERARTF:

€3 Company operations for the preceding accounting period

terminated with a substantial deficit. (7 FESERTHIM S H
ITEAETESMESX. ) too complicated

The company lost much money last year. (AREEHET
W&#%. ) —more concise

Z;C‘Loncreteness BK

®iE Email ZHEEES, —RESSR—EFROMR, tbinetia.

R &, BRRS - AXENRTEMBI SR, XBLSETR

MABREMEE, HEFHTNRESHHE. FXTE TENGTF:
These brakes can stop a car within a short distance. (ix%&
MNERGUEEEENE—EEETR. ) ~general

These Goodson power brakes can stop a 2-ton car within

" 24 feet. (HHRMNERGTUAAXRNE—LFHHENEE
T. ) —concrete and attractive

3Clearness &

“EM REEBESEREENRN. —HEMTE. ATAENEE
SRREERASY, BEEQERRASRE. BUBEFEEREL, MERE
. EHEMRICURERNRFES. —MKE, Bl BENRSEIRE
HEREREMMRANE, UERAARER. EX L TENTF

We can supply 50 tons of the item only. (FEf1RgeiRMtH+
mEE&Mm. ) ~focus on the "item"




We can supply only 50 tons of the
item. (EMBEBRMEA+MIXFENE
. ) —focus on the "quantity"

4CQunesy #L3%

BIERL Email BXZR, EHEFEEEILN

EmMESEIREY, ERRGENHTEEN
Rik. EERLERAEILR. ZHNAE,

& would, could, may, please, thank
you &. HRXHAEKRE—KHBE=T
M. &t TESATF:

We are sorry that you misunder-
stood me. (FEMRBRIEXFHEIAIR
f&. ) —put the blame on "you"

We are sorry that we didn't make
ourselves clear. (FENRAHEH
BMNMLRRIXFRE. ) put the
blame on "self"

5Consideration

EXIE Email SESEH, EXENES
Ahitib BB, HEXHHKESIE, B
KEFTIBM “You-Attitude” ( “XtAFE
B, Rl ER “|-Attitude”
3 “We-Attitude” (BATSE) . B,
ERZERBMEENILEE. HEH
HHEE. EX L TEBaF:

| received your letter of June 23,
2008 this morning. (#F 2008 £
6 A 23 BR L3 TIEREH. O
~j-Attitude

Your letter of June 23, 2008
arrived this morning. (EHIEHE
F 2008 £ 6 A 23 HR Li%ik. D
—You-Attitude

6Correctness FE#

#XIE Email 1, BRTERIEE. BERIR
REEIR, HATSIAMER. BREHEA
MER. RREBSREPRIAGCEH.
HARENBENEEAMREIUERER .
WX T E R RF

This contract will come into effect
from Oct.1. GXHEREF 10 A 1
BEE%%. ) —~ambiguous

E This contract will come into effect
from and including October 1,
2008. GX#&FEEF 20084 10 A
1 BEBFWREXK. ) —accurate

7 Completeness x#

#XiF Email SEH, BRMNTEMHRX
2 FUBSEEPNEERALENA
. BIMTREBERN, FENLAEREST
BHEHEEHER:

Notice

All the staffs of Accounts
Department are requested to be
ready to attend the meeting in the
conference room on Tuesday, at
3:00 p.m., Jan. 6, 2008, to discuss
the financial statement of last year.

Accounts Department
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102 Royal Road
Londgn, UK
February'20, 2009

Ge;ﬁ( Manager

ABC Technology Company
26 Victoria Road
Melbourne

Australia 3000

Deir Mr. Lee,

%

Your! %sincgely,

WAME: HTESMPEIETHREERE (Emai) hesXam
AR, FEHIERXMENZERN ‘AERF BERIKS
B, BRAF-—ESEMBEPY Email BH4E—8, FTEN
TREAIRTTRARIR, EHASRIBEA.

- BiE ARt FS(E A #

Heodlng .......................................................... EA
HEREEHP, EANAYEESE:

(1) 8th March, 2008 =¥ 8 March,2008 (#zt)
(2) March 8th, 2008 =# March 8, 2008 (%3%)

B S A EEME T
(1) #MEXRLSHALE REBREER “08” % “2008” .



(2) BHARANIANES, RATRE:

January (Jan.> February (Feb.) March (Mar.) April (Apr.)
May June July August (Aug.)
September (Sep.) |October (Oct.) November (Nov.> |December (Dec.)

(3) RMAFTA/F#IA (Ordinal Numbers) , ##: 1st, 2nd, 3rd, 4th,----- W AT FAEE A
(Cardinal Numbers) , #l@: 1, 2, 3, 4, = BEXBEXRSKARE.

(4) EEMERBZELRAFESHE.

(5) BYART£ERAM 7.12.2008 =57 /12 /2008 WM AHFES, BFUWL5IEIR
fiE. AAXREEXHFENIREZARE. HREEAIR, LiXEHASD 2008 £ 12 A 7
H, mMizREE>REZ2008 £7 A 12 H.

. WE AL Z Mt
INSICIE ACKCINEIES orsevsrssrinemmerasssisssmmanmassisissssrssenes LEB
X ARG N B R TERBF I A LT .
. FRE
e Fj10 0 —————— REC

(1) X—MAHHA, ERNTHRE, BEFEMNE, XERFRELMER FE—EEE
BEMNBRIAE. BERANE, XEH Dear AR—ANESHRIB, HERLRT

“EEMN HER.

Dear Sir FEREE

Dear Madam FEEMNLL

Mr. ; %%

Mrs. XA (BB , FiExy
Miss ’ IME (RIS) , ERERRE

Ms. = Miss KA. N (HERRD , EERE
Mr. and Mrs. S|

(2) MHANHSRAME, HEBUEESZTHMRIB, 0 Dear Mr. Bill Smith (EEHtL
R« BEHELE) . Dear Mrs. Sally Smith GEZRITH#H - £ +) .

(3) MXFRFEEE, WAAKXERLTERIE, LAAY, RAHSEZ, W: Dear Bill GEE
Btb/R) ., Dear Sally GEZRTHFD .



Part | %i& Email St

(4) XEA, BARBEZS, FZEmE Darling 5t Dearest (RFEE/) %iAiE, 0: My
Darling Mary = My Dearest Mary (E&FZ8BW) .
(5) MEZERIRRFS—RAIES.

FFAE
Openmg Sentence RED
EMFHIFFLIEE R EMAIS % “02-1 ERFKIE” 5.

. EBRE
Body of the B= 115 REE

AIRIBEABRRES — B BER.

HE (5% ) 18

Conc|uding Sen*l'ence .................................... BEF
WRBEBHERBERETY G ANIRER 2R, ATSE “02-2 ENLEF R\ iE” .

- R EROFRIE

Compllmenfﬂry Close ................................... REG

*x—M A, A Sincerely yours, (fRis##) = Faithfully yours, (#RikCH) .

* & 4FE, "TA Truly yours, (fREESEHD) .

* 43L&, AIA Affectionately yours, (224 = Lovingly yours, GRERE) .
*3 EZ%. ¥, AA Respectfully yours, (8E#H) .

R UESEREURRTHENE KBTS, F—AFRELS, LREGES. 24,
SRMIFEPAERRBATEERA, W: BATLSR Yours sincerely, Yours
lovingly. Yours respectfully %.

BB, B2

Signafure ..................................................................... TEH
MERERWEGED, BEURTLE.



Mr. Richard Lee

Ge ’ Manager

ABC Technology Company
26 Victoria Road
Melbourne

Australia 3000

%
Deéﬂr. Lee,
el

Yours inceﬁly,
} sig| -ture)
ind

MiE: FEMBERABREXH “SREEHER.
ANFE” HEERR, ZMEXZESMARERA.
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