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321 Playing Field Road

Hongkong
21 January 2002
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150 Pu Xi Road

Shanghai

China

2 February 2002
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010 6 March 2002

137 Fuxing Road

Beijing . 100306

China

Dear Sirs s
Yours sincerely
Edward Yen

(2) Mr Wang He

General Manager

Tianjin Power Group

108 Lian Dong Road

Tianjin 071192
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O0D00O00mM Dear Dr. Pott,Dear Professor Jones,Dear Rev-
erend Throop. Dear Captain Wright .
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O Lady, Sir, Madam, Gentleman 000000 O0O0OoodDear
Ladies » Dear Sirs - Dear Gentlemen. Dear Mesdames .
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Awaiting your good news:

Looking forward to your early reply:

Hoping to hear from you soon

With best wishes

All the best -



With kind regards -

With all good wishes:

Best regards -

Give my love to+:«s

gdboobuoouooobbouoouobobooboo

I hope you will have a nice vocation.

1 hope you will write again soon and make it a real long let-
ter next time!

We look forward to your reply at your earliest convenience.
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Yours truly, 0O OO0 QOO

Very truly yours, 0000000000

Sincerely yours, 00000000000 O00O0OO

Yours very sincerely o

Always sincerely yours .

Faithfully yours, OO0 00000

Yours cordially, 000D O0OO00O0DO0O

Gratefully yours, 0O 0O0O0O00O0OO

Yours respectfully, 00000000 00OO

Yoursever, DO OOOOOOOO
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.......

Yours fruly -
(SignatureO
(MissO Susan Bliss

Manager

.......

Truly yours -

(Signature)

Susan Bliss (Miss)

Manager
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Yours faithfully.
Shandong Luneng Group
(Signature)

M. H. Zhu

Assistant Sales Manager
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SHANDONG LUNENG GROUP
26 April 2002
John S. Waters, President
Ajax Magnethermic Corporation
1745 Overland Ave., N. E.
P. O. Box991. Warren
Ohio 44482, USA

Dear Mr Waters.,

Our sales force is meeting for its annual sales conference
at International Convention Center in Qingdao city, June
10-15, 2002.

You and your staff have been so very helpful to us over
the past five years. Our sales people very much like to
meet youAand express their thanks personally. Can you
come to our sales conference windup banquet at the
Center on June 149 Cooktails are at 6 p. m.

1 look forward to your reply.

Sincerely yours
Signature
Wang Donghua

President
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CENTRE ELECTRICAL APPLIANCES CO. - LTD
FOREIGN TRADE MANSION
269 SICHUAN ROAD
SHENYANG . LIADNING CHINA
oooo
14 May 2001 00OO
Ourref, C/123J 00000
John S. Waters President
XYZ Inc.
890 Broadway
Metropolis NY 112211 O0O0OO0OOOO

Dear Mr Waters 0000
Re: Block left 1000

Business letters are increasingly entirely “flush left” or
“block left”. All the lines begin at the left-hand typing
margin, with no indentations at all. There are no tabs for

paragraph indents - for date indents - or for signature/ti-

tle indents.

QE3O

Sincerely yours 00 O0O0D00O
(Signature) 0 O O O

Encl. 0OO0O0O
C. C. noboooao
P. S. nooao



(20 0 00O O The Modified Block Letterd OO

XYZ- INC.
890 Broadway
Metropolis - NY 11221
goooog

15 May. 2001 (HO O
Your ref: Ourref: LS/NBOOOOODO
Centre Electrical Appliances Co. . LTD
Foreign Trade Mansion
269 Sishan Road
Cixi City, Ningbo. China goooooo

Dear Sirs, 0000
Modified Block or Semiblock oooao

Some firms have the practice of indenting the date . com-
plimentary close,signature and title lines to just past the

centre of the page. While the inside address is typed in
block form.

oooo
Yours sincerely -
oooooo
(Signature) 0 O O 0O

Encl. DO OO
C. C.oooooao
P. S.O000O0O
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Beijing Electric Power Institute
Electrical Engineering Department
137 Fuxing Road
Beijing 100306
China
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Mr Wang He
General Manager
Tianjin Power Group
108 Lian Dong Road
Tianjin 071192
Messrs. 0 Messieurs 0000000000 O0O0QOOO
0000 MrO0O0OO0OO0D0OO0O0O0O0DO0O0O0OO0OO0OOOOOOO
0000000000000 0000000O00000 Messrs.
Williams and Sonso Messrs. George A. Kays & Co. o
(3) 00 (Subject) 00000000000 DOOODOOOO
gooooobooobouooboobooooboobobooobooo
goobooboooobooobooo
goobobobooooooboomoobooooobobmoooo



O000O0000m Subject "0 Re:’00MMOO00OD0DOOOO
OD00ReMODOQUOO"000MODODOmMODOODOOODN
D000000000000MO00m Subjectr@ Rerr O
(0000 Body of The Letter) 00000000000
O0000000000000000000000000000
OMN0WMO0MO0O0O00D000000000mWOooooo
O000MU0O0O0O0MIO00D0DmMOO00mMODOgm
O0000000000000000000000

d d d d

We shall advise you-:- We shall let you know--*
gooooooo

Enclosed please find+-- We enclose--*
gooooooo

Your letter at hand. We have your letter.
godoooouoooo

We beg at acknowledge your We have received your let-

esteemed favor on April 15th.  ter of April 15th.

Oooouog 40 1500000

(50 0 0 0 M Complimentary Close)D 000000000
ODO0OO0ODOO0ODOO0ODO0 Yours faithfully (Faithfully yours),
Yours sincerely (Sincerely yours) = Yours truly (Truly yours) -
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(0 Mr W. Hope
G Bond Street
London WIA49D
United Kingdom
(ii) Miss Angela Reed
23 South Street
Southampton CRE 3SP
gooogo
(i) Mr Paul Ramsey
683 Third Avenue
Chicago. IL 80034
U. S. A.



(ii0 Ms Doris Burns
8 Second Avenue
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Mr. James R. Kelston ~
24Bai Wan Zhuang Str. .
Beijing, China ~
MR ROBERT ] JACKSON
3333 E HASKELL AVENUE

DALLAS TX 75204
A USA
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Stamp

Mr David Water
Alibarra 26

P. O. Box 6140101
Vitoria, Spain

Mrs Z. H. Qiu
26 Niu Avenue
Beijing

China
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of), B} “SiNHR” WER. BMEFL George Shelby 8+, §
¥ W. H. Jones KiK., EHBEXRKXLHE 3.

Sender’s address
Stamp

Mr and Mrs W. H. Jones
c/o Dr. George Shelby

81 Fifth Street

New York, NY 10012
U.S. A
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Dear Sirs -

We have obtained your name and address from the internet, and we are



writing to you for the establishment of business relations.

We are interested in your precision instrument " - and are thinking of or-
pleased if you immediately airmail us a copy of your catalogue®. Please also
dering a large supply of Heat Engineering Instruments®. We should be
furnish us with any additional information you consider necessary.

We look forward to your early reply.

Yours truly.
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(D precision instrument 00000

® heat engineering instrument ooooo

OOcatalogue OOOOO

[ooDo)
Gentlemen,

We have learned that you've got a new project of a transmission line
construction” . and at present you are in the market for® Electrical Conduc-
tors.

We. therefore - take pleasure in informing you that we are one of the
biggest manufacturers in China and specialize in® Electric Wires and Ca-
bles®. which have enjoyed great popularity in the country market. Here we
are enclosing our catalogue for your reference and samples for your inspec-
tion.

We do hope that you may find this offer sufficiently attractive to give us
your initial® order soon.

Yours faithfully.
Do
goo0oooOoOoO0OoODOOOOOO0OO0OO0OODOOOOOoODDOOO
ooo
gooo0ooOoOoOoOoODODOOOOO0OO0OO0OODOOOOOODDOOO



