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1. BEAT

FERIAIRE, By, iREtREae. ik, SRS MARERR T — 3t
W WHES OIS RER, IMHIERUL, BePE. rl, B EERERF. &) HE
T 4C RN, RIEERESBAE 4C JFNH) conciseness, FHB N LIRATHE/D B F R IKE
BRERENEL, PHBWE. BT (clearmess) 1§ —HH5E—Mn & HUlH—MFHE,
B, BRiERE, TERE, X —H TR, TGS T HASEE  (completeness)
F#LEH  (courtesy) HIJENI,

2. AIBEXEE. LR

AR 55 R EERADRE R, I AAER eSS, HaBAME . BR. A5,
LI (courtesy) BMHEAFL, BARRMAE LEMIER) FRRIAEX X AR, BIRTE X
AL, AMEEXMFEF, MR TSERER. S1F. &,

3. XPEAEURENASZITIE

MEERZATRSRA, RAMWELARTW IO mEE . . 0. RirE.
PR 55 B B 5 i

4. BHRERFENEENEKX

AR EE, KIE ERITILEAAM: 5% (heading) . H (date) .
FRIFE (salutation) . IE3C (body) . Z5WiE (the complimentary close) &%4% (the signature),

(D) BB Em00EREFERN
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LIRSS RSO, TS M E X, EAEXRE N, 5
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2. EEAE, BREXHILE. EixEN

LA . HCRUEN R AR A P AR R A AR . (BREDUEF B TR Uk, At
LS LHTEMES, AMIARZ RIS . EREERENKES 20— ERER AR
Mo BT E B T RS LBURE  HE T RS, SR R BIRIE AR AR 4

(1) FRIFIE

FVEH SR, T EEEREEN M ¢ Dears Mr/Ms. + #ER”, “Sirs
or Madams”, “Gentleman”, “Dear + 3k + #EK” BAEIESXHH “you” EHWEX . T
Hi T25g 2R Re0EnE, ¥EdRmEsRIECEAMBR, Hit, ERRFER
BB BOR IR AL IS, B RIS R R SO ALK -

Dear + Mr. + PEFG: BEARAY---SE4 / &t

Sirs or Madams / Gentleman: #{J3#&

You: BAH], 57, BT

We: FyakEl sy (HREE ARSI XL, SAR)

(2) FkEsH

FXfFRPEATHEER . BRI, 8RR REEFBFH TR, KR, A THE
Xt VAR X T T B R, T TR Bl R i A A ) ik G AR A R SE BT RE
should, would like, would, would you please e 75 8hiA] B 3417 allow me F/A)J 45 Would
you please AT ARG RIMESIET | A4 MBS, TIOURRA WA, P BRI M s
WOAATF, HIESMOALSEN . XEHRE AE AR A RS . AN RR
R, REFLHB B

LK, BT EGLRIE N RIVE AR 2 A M, T ERITE S AT .
Br. gkiA S, Bk E AR SR ALER .

(2) RERXEHNETIEMEEBBIFA, EHISTHXIBEEHIE

DUBAR BRAE R —Fh T A& Al =, ERBINE AP B A O AEEE g,
PRIGE(E AL, FE(FEREZ Tk (letter head) . {FHNE ( inside address) . TE3XHEHE
H (Re:) 5. A THRIFEGIRREES, FHREZRDIFE FIRENIE. (Hitbht
F R R #0407 AR, AEFMANBIRTNAKEDN, ERFEGIOEI R, A, BiE
HG BEAR, WAERERERFEREAMNEH.

FOLAE R KR AAEIED, SEERSCER LY EHRNIEE, ARG
PRI, BIBVCIXLEIRTE, PR KA UK . [HAHAES M —A209 “Attention” RN
“Hyeeeees iFH”, FRFEE Dear sirs/Dear Madam/Sirs/Gentlemen, —f&ANIER “EFMseE TR e
AT, TN CPRERSEA ok B BUR &, Ik, “Dear Mr. Smith” —AFEN
RERREREA" MR W R EEEE EUEENEEYEL)”, URRREIIE
A, HEEFFA. ESCHIM “Re:”. “Sub:” —BAFH “XF.”. “FHE.”, MiFH “H
H:" ERIELEEHRIE “Yours sincerely/Yours faithfully”, —f&ARNFR “RERK”, WiEH
L ChE/EET REENER R, BET. “Enc:” —RIEHR WA, HE". “PS.
Ty
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(M) AESHRAXNKENN, SERMRBFRE. BITSFTS

RS FET, BRI RS ARE, 176, JRFRPXE, BEOGEL, XX
{5 BB . BAPRREIES, SR BB aL . BAPERT 557 R A — i Y 11 b 5T 55 40
PEREE 4 AR TR TIERS, RSB T4l 7SS B A, AREEA R BRI

(h) SHRBBITHIHD K

1. FERAIEX

WIS mE A R k. ek IREX Mg,

(1) Full Block Format 3k : FARWESAEFMAGREREBAELN T ANK
(margin) TR BE . FANERZ I8 LLRIESCH Bk 2 (B M — 2 /1T,

(2) Semiblock Format 553k : 7EKFFhAfGmd, B&Agast, m{EHat, HI.
gE RS AN T MR, AR AT T RS Al & RGN 5F

(3) Indented Format 45773 : ZfTXPHIEL. FANMaEfESRI TR, F—17E KK E—
frimfiga it 2~3 NERONLE . BBRENSE 1T, NEEAZARgER%#E 3-8 1~ 7
WINLE, #E R 4 DFE

(4)  Modified Format IRAR: REREHFLAMBEITXMRS, BIEET LM
Sl b, BIEEITAEE 3~6 M FRMNE., HRERANT, BEEITHHE, EEbAE .
Hi . RSEEFEMEAN T RERA, HMAEH 8T L S A% A%t 5.

2. ERMNER

453 East Main Street

Apartment [-E fak

Decatur, 1L 93102

April 14, 2001 H
%

Ace Audio, Inc.
859 Fordham Avenue {ZEHHE
Westlake, NY 20940

Subject: Ace DX899 CD Player €<—— MRl
Dear Ace: <5
Please send me one Ace DX 899 CD Player unit for use with my JVCL-A31 ampli-

fier. According to your customer representative, Mr. Walsh, these units are compatible.

Please confirm this with your shipment.

B—iE fSiERn Bk 003




EX
Enclosed is a personal check for $253.75, including $8.75 for parcel post shipping

charge.

I would appreciate your mailing the CD Player by the end of this month. Thanks for

your attention.

Yours truly, <« ZERREE
(Signature) «—%%

Sandra Mason

Enclosure: Check <« [y

3. [RERAISE

MINREM B, (ReRT 7 BiEsRlE . RIGHE . (ROEHIEME . #ER. IT5R . BigM,
R . PR

TRAFIIACER A BN 1R IR AP B B B se s, DIk, sk (A D EE e
Hit); REEROEZEUMESEER, MR RPN ER D ER; FE4PEREK
M AR AR RIEAE N T B EOR, (HRZEGE, Bt FEX M RIGERN TR A
CHFEE, ATRER N 7 ERIEH S A (B ™ S Bk 55, ZOKIB G, si0R BRI
%, ARAREUUE AN T5EMN T EERER; R LR TERE AW, #
MEPEL, EREEPFRER, EREEEH™ M, RN, SEFEEAE FIEHS
£ $EL(FH PR HRRIE A FBOR, EIEARBMERN, RALERSBENLRE, R
HEFEEAIWE, RABEBE; (FIRHIEE TR T BGOSR ST
UEWI AT HARBOE AP ISR RE 1, FHFER TR B, Tl eiff @ Eafsem; 17
BeeR i) H B RAE BRI TR TR E R A AR S . B, PR () | SSfT H A
M AT AR IS, AR T SRR AL M R Y R eRE T R B A %
ARSI, SRFIHER ok . SRS EBIE K ; B R0 SCPR B BB e H —#
BN EZBIE; BRI ACPr HRIEE XX e B BB . 1R B Rk i
HAEHHL 2 RN T T SRS R BB AR B . L. #E45. FFiKk,
ZWATFERRHRR, REEBHOE, AT PR, R RIFHER,

FIT IRX
(—) WEXLEiF
F—5
€= niEng
consulate §E$’f§ sponsor fE/jj\
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Ministry of Finance A B Ministry of Commerce iy

the organizing committee 2125 2> National Development and Reform

Commission [EZE &N E
W ramx

Invitation Letter
April, 2006

To all consulates and foreign chambers of commerce in Guangzhou.

To whom it may concern, Approved by the State Council of the People’s
Republic of China, and jointly sponsored by National Development and Reform
Commission PRC, Ministry of Finance PRC, Ministry of Commerce PRC, State
Administration for Industry and Commerce PRC, China Banking Regulatory
Commission and People’s Government of Province, the 3rd China International
Small and Guangdong Enterprises Fair and Sino-Italy Small and Enterprises Fair will
be held from September 15th-18th, 2006, at Guangzhou International Exhibition
Center (China Export Commodities Fair, Pazhou Complex) .

In order to enable foreign organizations in Guangzhou to have a better
understanding of CISMEF, the organizing committee of CISMEF will hold the
“Business Luncheon for 3rd China International Small and Medium Enterprises Fair
and Sino-ltalian Small and Medium Enterprise Fair, for Foreign Consulates and
Chambers of Commerce in Guangzhou” on April 28th, 2006. The luncheon starts at
11: 00 A.M. at Haitang (Crabapple) Hall of Garden Hotel.

We sincerely invite you to participate in this luncheon. Please complete the
Participant Confirmation Form (see attachment) and feedback by fax before April
2lst, 2006.

Secretariat of Organizing Committee of 3rd

ST

EiE R
SEELMER.

ZEFRME, ZRRAKE, MEH, H5HF, BERTEAERZEAS. TERES
For FEARBARSEIANEZRTRARRF LSBT E PO ELSET
2006 49 A 15-18 B £ M B FRLBUEKL #8517,

AEBAAFREFRTHRIES, FZRPHLAELE T 2006 4% 4 A 28 B 54T
“BEZRFPHABRAAFE”, FERTLEF 11 ETRAXRTHELTET,

BREFEEAFARSMELRR . FHRFHAZFAEABX T 2006 44 A 21 B
=H.

FERrHLsE
2006 4 4 A

B fSEENEE 0 005




ER RPN

@ ExEiF

IR 551 SR A BB S i, R BR AU % AR S5 T Bl 4 15 A IR B
BS, ERERSGEF W ASE . TS . HAEE, RNRERE. FChES ABK
ERTIAEE, B AENA R . SRR ENCA 2B ME, BRAEALRE . £k,
. MAFBEFFEL.

R A ER KB EEE, NaBEKRESR, KAaNEAME, HhEa ., mMamis.
REREIE . WAE. FEH . 0 FRSEHHIE ., FChden 5 e 1%
M, KERAFEIGEI R4S .

1. To all consulates and foreign chambers of commerce in Guangzhou

To whom it may concern,

CA L PEE X

FRETE BRI T FRIBIEED R SGE S I ESR.

2. In order to enable foreign organizations in Guangzhou to have a better understanding
of CISMEF, the organizing committee of CISMEF will hold the "Business Luncheon for 3rd
China International Small and Medium Enterprises Fair and Sino-Italian Small and Medium
Enterprise Fair, for Foreign Consulates and Chambers of Commerce in Guangzhou” on April
28th, 2006.

AR STEREGN TP S, B R P ESEZ KT 2006 454 A 28 HHAT
“BERPEaERERTE

JESCR B A F R AR BL T R 55 (5 BRIES B EE AR R RR 5, RSO RSO A 4 4k
H, ERFEIUERE IR RKENSEREH. B, FEXSEGEFHRENT, &A
W Z B, BT R 55 RIE S AR

#%
©- miansg
promotion F+if colleague [A]ZF
subscription 7T allocation 43-fic
payroll T %% expire B 11
a § REFEX

Congratulations on your promotion letter

Dear [ ]

We just heard about your new appointment and would like to join your
colleagues in wishing you much success in the years ahead.

To help you reach your goals, we are offering a free two-issue trial subscription
to the monthly newsletter, Fundraising Alert. It covers financial management and
resource allocation in higher education.

P Recent issues have covered such topics as how Morris Brown College went
from borrowing money to meet the payroll in 1992 to a surplus of nearly $1 million

006 EEFSMT



in 1997; why Vassar College began a $206 million fundraising campaign by cutting
the budget; and how Villa Julie College and Morgan State University are cooperating
to maximize resources.

By informing you about the most effective fundraising and resource allocation
strategies at many colleges and universities, Fundraising Alert multiplies the number
of ideas you can test without committing your institution’s funds.

To receive your free trial subscription, simply respond by mail, phone, or fax.
Then, if you decide to continue your subscription, your cost for 12 more issues is
$78, or $68 if you begin your subscription immediately. This offer expires at the end
this month.

Let us send you two issues free. Return your response today.

Best wishes in your new appointment,

[Name]
[Editor and Publisher]
(7 5517 PR—2500 BRENTETER], (148 -(h2%, thad HRER, 2002: 200)

\V\ REEX

MBEIENFHE
¥aey A/ R+

KAV LB HTIRS-, BB R F—R A FALE R F R,

ATHEEBBAF, EMAELEREFHEFAR GERBRET), CIERET #
FEZH-AARF T 1992 FHBEAA T T AR 1997 S RAKFLE—FFEL, AH2
R KFEBENRAE R 206 LEAARTED, ARBIE- KA KX FHERMN LK
F A THITEVEAR BT K AR,

BRGENBRERFRAKNTLFEA TRy RS, (GEHET) 206 F K
143, MAEHRAEFRGTL,

BB R XITH Y, BATET ST oH, BEREALFRMNETA, B, 4o
RGITFRYEITH, BRL78 EAKF 2HAF, wRENLEITHNE, RIL68 LT,
AEHABIL B HA KA K.

ERNELEARLE TR, SRt sEk e,

st 69 3 3RS BOA AR AL AUHT

[ 2]
(3R 5]

BUAR R ABLBR + HER R P RMARR BB A, U THT A M MRS 246 8. BLBE Y
FEZIR AR AR R . THE . #E8. FFik . SWEFELRRI, REAEFHHR
f, FHELHE— PR gER PN RAFHOC R, SBEHEANIESHEGAER (o
mal) WIEF ., MERAGEMENC, #UARSFEOHETG, DEERKER,

B8 BFERNEE 007




 BREEPERARE

A PR BRSO L B SE N R P S SO Rk | I AT PRIRIR AR
LB HHBEADORABL T hIsGh S 2ESR

1. J&3: By informing you about the most effective fundraising and resource allocation
strategies at many colleges and universities, Fundraising Alert multiplies the number of ideas
you can test without committing your institution’s funds.

BRI Gl N BRERERA KT LFEEMBE AR, CEHEY) &
TR RGO s EBE ¥4

FESC— A F B, A A AL O ZORTE A — 3 E TR R R R
FEBERS, M IAEE P AVB M 8ORAE T RTEETE, A HORE TR W A)IRAE T M A
FIEIPAS/ N3]

2. Ji3C: To receive your free trial subscription, simply respond by mail, phone, or fax.

B AR i T Y, S REE T ERE . IR SR I URRA TR AT LA

JE SR — AR B e S R AT a) , i ELL AL T SE R AN B ARAE E1E AR
PAEDUGRAIA R s, HAME T U i)i2 48 i .

(D) XREF
£
K= niEng
fﬂ*ﬁﬁ?ﬁ)]%’]}\ pitch in HIAF due to

HEAN pick up AL FH tackle
E 5 marketing Z=[ quarter

B zamx

BigHE—RSIER
. B4
A8 [
HH: | ]
EM. RST8]

EdefRPrsmiity, BT, RAFPLERRETFIHFOATTF L LA F, MALRELTHHE
HTFARBEBANAG T TP ERARZ, XKD AR, BREGHEAI R
I 25287 B 2

R, Riedt, EERE, RFLAPTHEE RGN B T T, %502 £ 04 5%
ek, RLITMTRE—NBFALE, SEXAINEHFORANBAES A T4,
AR AR R T AR THRATGIES, KA EFRE,

BITHAR LGN I RALER EXEEH LG, ARG Lioid, EMid
W RAEMKE, EMNFIUEH RRETT SRR, M LEEMT 16 N TEPF, XEALEHTF
L RANAm e A Tk,

FREZR!
(B 15 J—2500 s A @ ee), [£)%%15%, 2Bk ER, 2002: 270)

008 EESHBT



W" ZRiER

Gratitude——thanking employees

MEMORANDUM
TO: [Marketing]
FROM: [President]
DATE: [ ]

SUBJECT: [Your Recent Assistance]

As you know, Paul, | am most impressed by staff people who not only can get
things done, but also are not afraid to pitch in for others when the need arises.
That is all part of our company’s teamwork approach, and | was pleased to see
that you were not afraid to do your part.

No, strike that. Clearly, you and Alan did much more than your parts,
particularly when Sandy was taken ill. | am used to being one of the last ones out
the door at night, and it was a pleasant surprise to see the marketing team hard at
work, tackling tasks that were not officially even theirs to do.

| plan to report the results of this past quarter at Friday’s staff meeting, but |
wanted you and Alan to know first that we not only did not lose any ground while
Sandy was out, but actually picked up sixteen new accounts. That is due entirely to
the hard work of the two of you.

Good show!

(R 515 —2500 FRINAEIEG], (2612408 -(h2%, o RER, 2002: 270)

@ #FXSiF

5 )‘Ci"'% SO i BYE AR R BTSN 85 0 s B A5 eR . SR ) B 9 B AR X X
TSRS L FE . RS SRIREGS, JFRl aROR R Jﬁ?ﬁ%d\?@lﬁf S
Ja Pk T AR T T AR, S5 RIS R E AR R, B
NEB. HiE, Rl NIERRREBARY . AR, ﬂ'rUl%)Uﬂ.%Efi%ﬁﬁﬁﬁ'ﬁHﬂ“
A% -

LJESC: (IEARPTRIER, R%, BXABLEAMLAE T4 A C Tk B, i HiLREZE
AT IO B A B0 R T ENR TR

P3: As you know, Paul, I am most impressed by staff people who not only can get
things done, but also are not afraid to pitch in for others when the need arises.

DUBEA]F B/ a] “MAREARTRET 47 A C Fk LA I LR RETE AT B 5
TREMBBHAM R T, JOEFRHIZFAEIEZM “not only-:- but also--” HHL I
¥, FORAITEMER . “ENRENRZ]” iz FEIESH “am most impressed by” WEH B
BRI,

2. B HEREBIEMBMORANUIRES I TAEE, LIAREIFAE LR Fibl]
BT, FEBHERE

B8 AHERNEBIE 009




R BB TR

PE3C: Tt was a pleasant surprise to see the marketing team hard at work, tackling tasks
that were not officially even theirs to do.

WOEA) T R KRMCETE, DGR ARTREHBUE £ 4], EESERF A aH
Wit s, RSP IR AEREE i RERSEIAEXPHRAL “to see the marketing
team hard at work, tackling tasks that were not officially even theirs to do.”, DFERT, M)
TG T T HA

EE

€= nEng

JE4E anniversary N %55 performance

kA P demanding consumer FA TR IEECE Our hats are off to you.
Pk challenge

wwwwww
.....

FEATRIIMNIBELEMEE
Faey kA X+

BAVEF B4R o242 8 4] £ 100 B, FHEARMGHE, EEHHMTT, T
S AT RKRE 2, REARAENASTRAMNBGE XK, B AKAELEEH
A G Ao RS- A AT 40,

FNGEBRMELRSIATHOHTLELAWNIERT 13%, £ 3| 143, 000 &,
FRIMEKT 16, 600 5. EAMERMN 1I9MATHFEKT 105%, & F 116, 500
&, BERBRMNEZTRENE -RKAF S,

HEMERB TAEZLE R @IEEFIIK., ELEF, BN FRE AP &
RR i B P RS 2 0 e A RS,

HEAMEERFEEE , B KRETF LA E SRR AL HTIE,

(44 2]
(R4
(B 412 2—2500 A A BEH], [£)4%-12%, HRBERER, 2002: 251)

gﬁgzﬂaai

Celebrations—anniversary dates outside company
Dear [ ]
It is our distinct pleasure to commend and recognize Ford Motor Company on
its 100th anniversary. Under your leadership, your firm’s contributions to the industry
have been many. Despite the challenges facing today’s automotive providers, Ford

. has long been known for its outstanding performance and service.

Across your total 51 European markets, Ford sales increased by 13 per cent in

010 LRS5BT



