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HIflF Mg, UEEMEMTEIEE.
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CHPRTCERE (B RO) LT H— RSN R S GEH O ks
BAELFIFEEENTE REFEREEMR, RET REMXNFIELRERE]. &
BN, FAFRARERIERFERIIE S HENRERES, FNREHE O
S BRIETAE.

EPARMAIRE 7N DS HRRE, BERASRANEL. RERE. A
MREE. B HHAKER. HESRMEERAD. ITRAEEFHIAE. i X
ff. BEEMEm. RERBEULRESE. KERTFHELESRLVSRE, UM T2E
.

BENE -WIRMAERLEENMENALULESERRRKGIAN, ST
RETHRMENA, FWPEROGIERGRRENSENE. KEN®EHEEHN TN
BFEENG. BEFEAE THILBHEROSITE, GASHEERERGETER
www.uibep.com F#, HEFESHEMM.
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AHRMERAZWSMAGEEFREET —ERNERAEM, £HNME T7HR D
AP S ERAEL S P FEEEBNFE RAFEREFEMR, RETRERXMOOIEREFE
REAl. B4, FAFRARERELERSERAOESIEARERN, RNHE
B O FBRAERAE.

AAESEREEANRRRELER TR FEERREA T WREREREET NS
SRR TAERIAER A G

AR ARRS IR T O FHRE, WEAHKANEL. BERE.
WHRARE. B, RHRXER. HESRANEERAD. WRERMEEHHILS.
Pea. AT, AR, REREULRRES. RHERFSRLEHE FRTEE
5.

MEETRGHWRES BB EHE, TE¥YIE. BENE - HiREEREE
HIBENALUKBEFHERMRNNA, B—WAIAERETHRENA, FIPEREH
piE RANRREMBEE. RENEREAEMTIREENS. 8—F5ME 1%
ARBFROIDNE, 4SHERRRHEAER www.uibep.com T, fEIESH
fEH .

ARZAEE, MIDFETAELEHIEEIE.
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Parts of Business Letters

(%3] BfR

© @ Ak$%9, THRELHSEIGEEARTD,

© RAXBEHSHE 20K,

O g, £, $ LBFHEHERGE5—HD,
e

AEFENBTHFEROERMR, BEPEREERTRERSERSENS
JURER, FFel R R IES THES.

mSEREMV S FEENEERX, RAEREINRERLKNIER, HEH
JEEE, MHESERKRLFEEEECESARMO A, BE5ERTUNEERE -
HERBELE. AR RUEF=RIREEE . 5ZFHEE. GREEE, TR
WAFHENLS, FOTRENMEKRRAZ XA RZ, WESBRERF. ES5iFH
FERHAESHE, ARSI ZFIR, ER%ZESEHLIES A, MR
fERMHERAMT CEK.

PBE-HEFERN, BEAEREERESTIENTF. B, EHEHFATEANL
ML HIT . RAFERAGEE Word sILMBLUK P AKAEIE, FRTE
XL B AH RS BRAEEAR B 55 ME BR— AR e AR AE L 4 2 s

1. {53k (the letter-head)

H#{ (the date)

HHNLZFFMIE (the inside name and address)
FFLFRIFIE (the salutation)

{&3C (the message or the body of the letter)

45 BHUE (the complimentary close)

B NELZE (the writer’s signature and designation)

R



2 SEREFEHE (F=I)

EFRE S EREBLABEZ-EEHS, HUNEETRIBFAS—XRERSER
B—AH . FEBIMKKRHF XM HEEFR.

5% 5 A

Bk, BEZBY, HRGBROE, DOEXFE “FRIHR" “REALL”, #BE
EHER MBI SCEMER, —RBRE ARSI PERREE

Bk AT LR (E A 2 B ik 502 HoAb 9 o] gt dio S MBS rgstht, @% a5
AT LR Hibk, BRREIE. £H. e-mail #ilk. AR ML, AFRGFES. FHELR
BEEEGUANN S, RERWVSEE. 5ARMIE; FrELIERFEAFRTTAR
w4 RS BRFR.

ERMERET I ERMGAN T REERE ML, HFARERMEKATR. KZHL
B — A BN A mlE Sk ARG 28, AR . BN R AE4R0 R — 8.
SRS K, BT AR — A F HIRCR, 1858 A 7] KIS

ARARRELERETERN: —BRB, ANTEXOR 8 A1 RS 4K B /&
t, KR RIE MR ERIAN SR L TR EEHXMERITEGERN, —E2E
BAGELEHEBHTE. MTRARSEER, WRRESE, FLERSEGKNEA L
Ti. IRERKKEEEPT B2NE 2 TUHERABRERELT, AHE LE.
etk N4 K 53

THEZEE T 15 R H— ] T

i 1:

CIMC Container Co. Ltd.

CIMC Industrial Area, Daao Town, Xinhui District, Jiangmen City

Guangdong Province, 529144

P. R. China

Tel: 0086 -750-6245391;

Fax: 0086 -750-6245555; 6245699

E-mail: peter@cimc.com

1 2:

Business Machines Import & Export Corporation

2000 Century Boulevard Pudong, Shanghai 201206, China

Tel: (021) 59000000

Fax: (021) 59000001

CAEGIF REE TESRPHE LRI, B TR ARG LT REE R 2%

2=-% 8 .1

H B —EH{5 IECATAREREA H. XA BT R EFREFERMR—K, Wwarkl



FE—E BFEEFZAIYH Parts of Business Letters 3

RWERK B ERIE—K. @85, EARRNELES S, BIRHEAEERFKIXR:
EfETXHFEAEEES, EUTREMELMTERSTEHIIT. KBERE DK,
REMETCRFRBENREEEE. Fik, EXNAERRESEHPHHEB.

HIAEE LU F=T8N4T. AFARXGERERT, —RIEAHITENELM; E4
#AEERRS, HH—BITEELN.

EREFIERED, AR EXREE, HROEATRE I BRSBIEE LN
i, PARRTE H N FEEERRNLA:

—. BEARAHHBFENESR, BAXEMEERNHBRREZEARK. Fla,
12/7/2007 #£3% B A H Al R I 32 3 B R E X pRR 2007 £ 12 A 7 B, TiERE
ARA XA MRRZENERK, WRRHF 200747 A 12 H:

L YET ME2TH, 12007, AEERE K 07;

=. IERXFET “H” REFARSS, MLxBEMEHK: FlAZER “Jan.”
& “January”;

W, £5 “H” AT VAFHGA, ERFAELE: KSR TEER T EHEE
A it T LUsE R oAl R 2 .

TEEEF A ERRE S ER S HBRT I ERREA TN, EERESHER:

28 February, 2008

February 28, 2008

Date: February 28, 2008

Thursday, February 28, 2008

2% £ & &

W

fEAMHE AR A “EH AL, RIBWE AL AEE L, —/MREE, B bk
PLZEYE & ZNBER—Wo e WEAREZFIRIE, AR AR, SriEtit,
Wi, M/EL. MEAMEXR. REGH LES5HE ML, BEROBERE P FriA kL,
XRFAEH —REATRE. MAREKGEHEAS LAERAGRKEER. BEFER
EHHTH2 Z4T0ME, 5AGFXNF. EAHIEAEE L R
. WIS N4 (name of people addressed)

. WfE NBRAZ. Sk#T (title of people addressed)
. BAIZFR (name of organization)

. 1SS, #E4F (number and name)
.. MFERSR (city, state, code)

. FTiEE &% (country)

FEJEIE, zip code/postal code (HBEIGRAS) N 4HH7EE 4 |, B AMRG 2 —EE
W, RS, FEibBIEaEbt /NG KRE, BEM. 8. E5ERZ
8] o

b E S R T E— TR XAE MR E RN BAL: HiRELFINES; EX

[e—

AN L A W N



4 sSEZEER (B=AR)

ZZEET/MAS .

MR FERRBENAN, BoHAMIEFAILHER Miss, Mr. 3K Ms., TRE
L%, AT CAERERLARRE, W Dr.. (EYIZ)FERZ GTAE R PIMARIE . AR 3 A iibe
A UVEHEREAN NFE A 7 NI AT, MBI KISV, WEETHEBEZZ)E, 5
HE—ATIHE. MRAERRBHEAFN, HAMINEREAR KSR, FHlEiE
BHR, #Hutit5EH kB E—B.

1 3:

Mr. Ma Guisheng

China International Exhibition Center

No. 23, Fuxingmen Nandajie

Beijing 100031 China

51 4.

Ms. Linda Cook, Assistant

Direct of Public Relations

3117 Avenue E

Washington 20103

5 5:

Dr. Robert Dixon

Dean of Student Activities

District of Columbia Polytechnic

945 Avenue E. NY

Washington, DC 20025

51 6:

Ms. Sillian Johnson

Export Sales Manager

Block and Brown PLC

35 Horizons Drive

Bough BN4 6KL

EEFEAMIER, NESUTILA:

— FEMANHEEATEEB/DEN T, SE-ITHE, FWZEAHE
TR, HFRHKRE. W “L#@” B24% Shanghai, AFEE{E Shang Hai, U ARES1E
Shang-hai;

Z PUBRIHbHE AN A A AR AT LUES L JRAT: TSEE A B A AR A — AR AT,
FEIIERSER T, BT ERITRE ML,

=, ik ES R AT R XAHENANRLEANEBLL; B E LT INES,
EHaZ EUATEMES .



F—E BFEEHHILAR Parts of Business Letters 5

$o% # o

PRI RS R LN E AT R AIIHUE, RIFEH—REERERREELE
PR FRIFA] LLELFEWE ARV ER S FIBEAR .

ISR, SEENMIE TEZ T, RN RKR—REFAESHE
5, Dear Sirs JEHAES, Gentlemen FHEHAES. NLIERIEE R INFR AR S K
FEREZE .

TEERPEARALTERFERRE . REGEARRTEEASWEANZER
K. AME, BFHEPROEE—HKEUTLAERL:

— B—EE. WRAMERE AN FERIRS, WTLAGHN Dear Sir B Dear
Madam.

s WIRX T . IR EB NIRRT EREE XL KA, AR Dear Mr. EHH 1
K, Bla: Dear Mr. Williams, Dear Mr. Smith.

= WEASHRREEHIR, BELFRRZIE — €M XB A LLLE Dear J5 H B W
K4, bkt Dear John. {HEWIREM NG EHERERHANBTHEAT AN, BHUBIR
FIECHIFRAE .

M. R SRUE NRERS . BUARBCH At Sk, W) LA BR 5 BUHRFR R AR IE . il 4n
Doctor Black, Dear Mr. president.

. MR EREALH, LbthEIRSE, WESBRTER “Ms.” fENLIRER.

227 & ; ¥

REERNATREREAGTERNEE. SEATLETEE. BEE. R, #
W, B, R B, F5%. AR EEESRETEENERE, BREE
—AEE. EXHTFL. REESNEE, SRZIAERHIEBHNTHE. NETFITEH
FEFRIAER T Tl BERAAETE, KEMERTAXUETIE. HREUEHNE (BE
i), WNBRELXETHZ —THHES. TRABESERN, MAESLT EEHEEA
2. L B, SEREEMT:

Ms. Allen Brook  Page 2 April 3, 2007

B

Ms. Allen Brook
Page 2
April 3, 2007

—. FXKiE

KRB B RS, 7T A St B 5 E R RERER, MLl —TF E—3#
& MXRKERBOCHE, SERESNIF KGR EERNE, F—UOEER AT AR
MHE—THC. FRIE-RER—BR, XFEE SENEXSIF. =~FlnT:



6 SERFEHE (FE=RR)

Thank you for your inquiry of July 10.

Thank you for your inquiry of May 20, and appreciate your interest in our “Yiren” T-shirt.

We are writing to you in the hope of establishing business relations between us.

We read of your new patent product for new car in the newspaper.

We have been importers of medical apparatuses for many years.

—. EX

EXRERNER, thRFREZENHBED . FERIEXMIZERERA. BUAE.
PR RUIER S5H5IRR. BE IECH D EER T A

. FEERH: EXPHEFEEMBESENEN, RAFEAS;

2. NEBEE#: EHFERTEER T AMMEEER, VBHEHKA.

ATRRER, BRERFERN —RENTBRE, RE-BAH—IHE. —1F
LR —AER; WK R B Z, [EERA AN /NMR B IR R R R RN L E
MBS ITECE AT, AT A A IR Bl R EE SR EHE: R —BokafE A%k, o
DA R0t AFI R M AR I H ok, @I E 45 MRS AR H .

=\ %R

BRI RET LES — FRIRIG A FE, BURME AN E e 2 s MBS, ]
WEE, MBEIENERZE, HiE—B.

Looking forward to your early reply.

If you need any further information, please feel free to tell us.

(ERFEMZEREULT U ENL, BIAERG. &8, . B, (L5, FiE. EH.
2% # OB % B

HEREBRNBEREMESE, BUPXERS “HB, #iL” F. EXEREHE
F )% Yours faithfully, Yours truly, Yours sincerely, %%. &, REE N FHKE,
FHMANE, REMNES. SGREMTRFEXHTHME, £8LK L, RZEaN
7. GHIE—MRAT UREGEZER PR, Mo NEEPEFHERES.

4 RHERBEESPAR T L NIER. JEIER. FE=F. EEXHIEEHE Yours
truly, Very truly yours, Yours very truly, Yours faithfully, Faithfully yours %; JEEzNH
& f$E Sincerely yours, Sincerely, Cordially, Cordially yours %5 ; 35 % FH 15 £ %5 Best wishes,
As always, Regards %5. 45RHIEN Y 5HIFEREMH. THE/LAE LHEEMH
R A 45 R AR

Dear sir(s) Yours faithfully

Gentlemen Truly yours

Dear Mr. Henry Yours sincerely

BT RRAFEFI S BBOE R R 2 H TALS s A AT W, 4{E % EH0ER,
MR NG H R —TURMATEN . i — I AE L, EA4/IMEUTHE, FH5EX
FTEER—R b, EAEFHR, BEXH—HBITABTBAT I



F—E BFEEHHIAR Parts of Business Letters 7]

2xy % 4

EHERE, —RFEMIINTANES, BARTANELBGERYA. WRE
REXREE, —REFEMINGEHTSRELSL. WREHRER, TLLRAATAN
HHlEL. —BELT, TEERPHBLNLEETE, Daetz A EAL K SIBRE
F B AL R EN

—RELBFE =2 S. BEFHEUNMRIHEL. UNMBIHELEFEAR
2 BEANNFEEL. ELANITHEL., EZANRE . WRE=ABIHEL,
MARE AR LR BEEARTELN, FTUHBAERMEENRRFREE . 4580 HANE,
F 2 REAE UL AW . AETHIN, —BEFBE ENETFERL T KR
ANREELITEN R, LhripfEth, ZEHEEABATLIR B8N KHIRZ LT
RAFATEHIHR, FETHARNELZ T HEFRMNE, REEELATAREF.

ZLREXAPNA LT — 45

—. BLRENRAFRRE LA, —REXITHHARANER, REHEL.

51 7:

Yours faithfully,

Agricultural Machinery Industry Company

Zhang Haijun

Zhang Haijun

General Manager

i MR ATFEEL

T MR AR, NET EME N IERGEAFRIE, SIEEST BN 44 BT 9E S Miss,
Mrs. B{ Ms..

£ 8:

Sincerely yours,

Zhang Hai

(Ms.) Zhang Hai

=, HRFTASEMN R BEE O KT ABRNE PN RARELR, 2N REME
FICATR )\ PR 15 T3 0 —Ff, [R5 77 7 B R A48

1. per procurationem

2. per procuration

3. per proc.

4. per pro.

5. p. pro.

6. p.p.

7. for
1

Bl 6 RATIEMIE, H 3 B 6 XIUAMBHRMHNMEIENSEKT, S8 “@R



8 MEFFER (FZHR)

HAN
5l 9:
Yours faithfully,
For Sales Manager
Wang Li
Wang Li
f5i 10:
Yours sincerely,
p.p. Zhang Min
John Smith
5 11:
Yours sincerely,
Zhang Min
For John Smith

ANV T 4 B D

BERIEHSE RN, BT AR b EARE RIS 24, BH LA ER S
ATIRYE B R E AT . A DA i K AT ER 4RI 51 T T T
1. {53k (letter head)
%45 (reference number) (AJi%)
HH#i (date)
{5 Witk C(inside address)
% Jp N\ (attention line) (FJiE)
FRIFE (salutations)
B (subject) (FJi%E)
1IE3C (body)
5 BAE (complementary close)
. &4 (signature)
. WEBALS (identification marks) (FA[i%)
. M4 (enclosure) (W)
. #i% (carbon copy) (A[i%)
14. Bft5 (postscript) (A[i%)
BT RBAVEE T f— T XL &
—. BERFS
GERESETREBGEHFR/MER, — B your ref. 5L our ref. KK K. Your
ref RRN T MRS, RN FTHRGEEHSERS, AR EERSH FIZE your
ref. F A8 %4 5 MET X 5 & # . Our ref R HIFRS . Bl — REPEH/EXHE N

Pmpe = Ay W g WD

— et
w N = O



F—FE BFERLILR Parts of Business Letters  Q

FHS. —BMUBEAELUT, B#LLE.

5 12:

Your ref: NJ/lih

Our ref: MK/dj

September 22, 2010

= ghA

IMRERRESS—IMRAENK, E5EANFEGEHEEENABIIIERR, BLE
BEA—RSEGHFTHRMEPNZXT. —ROABERIFSHAMIEZ B, SEWT.

1 13:

For the attention of Mr. Peter Blake

Attention: Accounting Department

“GIPN” ET— AL TFRIFE ETRATAE, BPEun—TRIZLUREEE .

=, Bl

HHRREMOE. EMBE T EHNEEANS, TENE, BRETHAME. F
H— I TRIZLEE KERR Y B7n. Bl UERJLAMBEMEAEE, BeTEE
RN TS ERTRER. ENETHRESIEXZE, SEWT.

il 14:

Subject: New Product Catalogue

Re: NJ/lih

M. M

IR T EREE M B ARSI AEE, FTLAERH U MARARE —RBER S
THZE=1T4. MARRCERAE LT LA

1. Enc.

2. Encl.

3. Enclosure

4. Attachment

MRt — A, ZH BRI R R, B

Enclosures: 1. Price List

2. Catalogue

BTN

MR FEREHRBIARGBREE NS AN E, MREGRS “Pi2” m
FF LB . $IEF LA cev ce.n C.CRRR, E=FMHE AR carbon copy KIS
Ko “Pir” —RALTHHAIET .

i 15:

c.c.: After-sales Service Department

WREAEEEZERE A (W Mr. George) AERKRIARS T HMA, WHFELE
EH R “be (blind copy)” 8# “uc (undisclosed copy)”, BIFREE#DIEM. (HIER,
be Al uc R BEFERIAHFRIC.



10 ShEAZERR (F=HR)

5 16:

bc Mr. George

7~ MIE

“Mts” TREREFRIAGHREME M. WREICEELPREE K, BRFH
FESERMAEE ‘WS Filin, SUHEREENTRIARE, S ANE TAFRER.

i 17:

p.s.: Don’t forget the deadline is 13th, June.

t. AFKS

MRGERZHLE R, MBIITFRITHEKN, BAMTFELE “HHAS” it
PRI H SR o IR FH 32 B2 8 T 15 BRI 22 5TAE N\ ARZXHE R AJ BB 51 2 1 5 3m 55«
WIS — R BB E A RAFTF R4 5 w4 S AN — AR LR
LHEEEWRE, TFRNELAETEMNE. B, MROAK AR John Smith, T
F M A Renee Brook, HZ4 WS R ISHb. WIS 5RTHE — QA RBIMNSH
%45 (reference number) HITNREHEA—FE, EERSHFTSEERREMN. —K—H
BEHuE LERSHE, &,

FLY % R

ISR E R A TR RETFRAMGEE A =R, HRieH At
SOX=FET . KERAN PR =FEARE K BATIF LA A LTI K92 7k 50
(Block style), FkAAEMEBRE TERRKKRERAMT, LIRS REN TN
B RFFLREFF KA XHET AN EEEREERLE TR EB AL WK E
AT, SR T kR AR RS 2R TR SR A XAAE TR 4t
IS IE SO B — Mgt £ 4~6 N2E, EF M. 0 T HaE &M
TR 3 A BT A AT 248 370 P B = s SRR A

Bl1: FRRX (D

Precious Woods Amazon
Mil Madeireira Itacoatiara Ltd.
Estrada Torquato Tapajos, Km 227
Itacoatiara — Amazonas — Brazil

March 21, 2020

China Fine Furniture Import & Export Corp.
82 Dong’anmen Street

Dongcheng Dist, 100009

Beijing, China




E—F BHEEZLILM Parts of Business Letters | |

Attention: Purchasing Manager

Dear Sir or Madam:

Re: Hard wood for fine furniture

I would like to take this opportunity to introduce ourselves. We are the first FSC (Forest
Stewardship Council) certified forest management project in Amazonas, Brazil. We
currently harvest over 40 different species.

Our products include sawmill timber, decking, turnings, components, garden furniture,
pilings, “shorts” and other added value products. Basically we are very open to ideas from

our clients.

All our wood and products are 100% FSC certified. Please feel free to contact us with any
questions or comments. Thank you for your time.

Sincerely yours,

Pepper Stebbins
Marketing Manager

DT/cj
Encl. Catalogue

Cc. Precious Woods Amazon, Hong Kong Office
PS: Please visit our web site: http://www.pwa.com/.

Bl2: F%K (2

Aron Compressor Co., Ltd.
29 Chifeng Road, Shanghai 20083, China
Telephone: (021) 86000000
Fax: (021) 86000001
Website: www. aroncompressor.com.cn

July 15, 2020




