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To: Wenhua Li
Cc: Rose
From: Lala Du

Subject: Accepting Job Offer

Dear Mr. Li,

I was delighted to receive your job offer. I am’

pleased to accept your offer of the position of

Sales Assistant for Southern China area at DB.

Being a part of DB has been my goal from the
beginning. I am so looking forward to tracking,
investigating, and reporting sales information
for the twelve sales managers in Southern

China.
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After checking out on the literature you sent
over, I did not find the information of training/
mentoring system and career advancement
opportunities at DB. Would you mind explain-

ing them to me a little bit?

I believe this will be a mutually rewarding and
long-lasting relationship. Thank you again for
acknowledging my skills and experiences. It

will be a great match!

A E ey X Rk &4, &
AEHHAERF AT ARE AR
X8, RILKRAMAAREAR
KRR,

FERAREREANHER, A
2 89 % R R E A

“Phrases

... has been my goal from the beginning: --

A — MR FRIE TR, )
check out on: {415

literature: t1 ¥}

o REREBUE XRS5 EFFRET

mutually rewarding and long-lasting relationship: B | AKX R (XEH—

i ERFESRARTIHLR, )

Aem‘m’ng 'point

SERMBAFAILN TS

EHERERWABEEWNRILG, AKX TFURUEMHEAT B TWE

ERER5008E\WDBAT, AN, ETXE

, RREFEBI —FHNIENER



HEERNLDEL, BNZERE—NEIRMEXLERDEP, HPHESRSHM
RHEIWMG. EELHRIZA, HARKIBZSMNXILL—2BFFREBTHHD
RAGIRIE,

Bl i

BRXHEMBHZALE 2XE, £LFIBR T, RBUHRARRBEBPED
o UTBRABEARGRHRATE

* LEAEARNBEDPN (FRAZSHH, = L
, P: R o
BARBEBELTERRE) - GRBESTHENRT
* BNTBBCESRER, B RENREIT FowEare

D BB LB AGME, E
SWKBIEEWNRREVEVEELAN) -

PHABCLBEEWE
PN (TUOXDPE, REEG2UMBHEREHTRN S, BESEE
* YIEABRZHE—RIVICH (BFHHIE
BHEER, BEERHMEA: RSB T,
* HRTARBRLE (BMHFBTREERARBHATEUERE) .
* UBBRR, TRBUZOEN (BFERBIBER) .

Bl

MHERINEBIESKLA, BREVOATNRBBAAER, BRNAESEN
DEAZHEE. WR—TEBAME, TJURERS _ELEXTT T E.

BERHIEREARTME, TURNHEABTRE —THBREEX P, XN
BRERIESFHLREEBY (smartphone friendly) .

MERRBE—TL2— 1210, SHIHRETRR—NM.

*

oriilz il
bad isal i taad B2l



WREMHBLMIIERE, BRIBIESS. BRRETILURA “www” F5K89
Mk, BEVRERBERAI “http://” FHABIMILE.

{EAEBE (white space) it B2HEMEEM. B=THI5:

1. 8PRERRE—TERBR (idea) , JUBETOIEMNEE (one-
sentence paragraph) ;

2. RBENEEBI S ANMTXF, BREIEECONME;

3. /IR (heading) F07EE (list) o

BEX LS ERTREMGE EAEK, BXYSEBRRINEXEEER

EARERBEIE (block style) , ABEMIH, FEAXAZITT (ragged right
margins) , {BASEITH, BS5B2EZR—1T (single spaced with a double space
between paragraphs) . XHFHBNEE SN,

Boebkn

RE. KE. BRE, F2IEHSHCENRRE R, AEENRBEKFEDZL
=88, PMB “To erris human.” (EHERAM. ) TENNBREREXIR. EXDE
S5OKDBRANERET, EXLBSRBTILLNBIRYT K. ER8.

ABRiCRMHF. BASRITE, £RHE, [IF8TA¥SSTEABIE—XRN
HRR, SICTEmRE R0k o

EHRRERMMMHREERA L, NZURKRE, LHERIRIBERRAEHNH
o

WP R A ERER B IX

AREAXZHIAEFTHERTRE, CIFEEMREEITAKRIEN,
REAATW/RELADG. EERREYE, BRARAINASTNRH, &
AENS—HEMHEL LER ANV, ERSZBLEBTESN, FBBER

8



