MAWTOR AT RERELTMH

megﬁ

o R e Rk W OE X

-
(TR
?.WM.-
P

o




MAWTORE NITUEEFEFIIMNSE

@_ TARHRELRE 42

www.waterpub.com.cn



(CcIp)

» 2002
( WTO )
ISBN 7-5084-1322-9

1. ves 1. ces I. -
H315

CIP (2002)

094574

WTO

. (
: www. waterpub. com. cn

E-mail ; sale@waterpub. com. cn

6

: (010) 63202266 ( ). 68331835 (

100044)

)

850X1168 32 9.75
2003 1 2003 1
0001-—5100

25.00




WTO



WTO,

2002

WTO

(

12

s



cescescne

ceee

ceee

0 = = =



ceee

e cescsscsscescnns

cescescses

cecces

cee

ces o

.o

.o

67
67
70
72
72
75
76
76
78
80
80
81
82
86
89
90
93
93
93
93
95
100
101
105
107
110
112
115
115
116



R T R R I et



),

WTO



(Heading) ; (Salu-

tation) ; (Body of the Letter); (Complimentary
Close); (Signature) , .
(Inside Address); (Enclosure) ;
(Carbon Copy) (Postscript) .
1. (Heading)

-st, -nd, -rd -th

321 Playing Field Road
Hongkong
21 January 2002

150 Pu Xi Road

Shanghai
China
2 February 2002



’ A v

. Freedom City, Ohio 57632; London WIA,
2AT; Beijing 100036,

2. (Inside Address)

@) 6 March 2002
137 Fuxing Road
Beijing, 100306
China
Dear Sirs,

Yours sincerely,

Edward Yen

(2) Mr Wang He

General Manager

Tianjin Power Group

108 Lian Dong Road

Tianjin 071192
3. (Salutation)

o Dear

(D . N )



. Roger Clark, Roger

, Clark . Dear Roger, Dear Clark,
(2 . .
) Mr ( ). Mrs ( ). Miss
( ) Ms ( Do Mr. Mrs.
“ » Ms .
(3 N N )

. Dear Dr. Pott,Dear Professor Jones,Dear Rev-
erend Throop, Dear Captain Wright,
€Y s ,
Lady, Sir, Madam, Gentleman R . Dear

Ladies, Dear Sirs, Dear Gentlemen, Dear Mesdames.,

Dear . ) My Dear
Dear 5 , My Dear , Dear
4. (Body of the Letter)
“ ” (Hello]  How are you?) .

) o
Awaiting your good news,

Looking forward to your early reply,
Hoping to hear from you soon,

With best wishes,

All the best,

o 4.



With kind regards.,

With all good wishes.,

Best regards.,

Give my love to--+,

, o

I hope you will have a nice vocation.

I 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.

5. (Complimentary Close)
“ b ATY
’ A

”‘ “ ” R 2/\/ 3 ,
b * o

Yours truly, ( )

Very truly yours, ( R )

Sincerely yours, ( , , )

Yours very sincerely,

Always sincerely yours,

Faithfully yours, ( )

Yours cordially, ( )
Gratefully yours, ( )
Yours respectfully, ( )
Yours ever, ( )

6. (Signature)

o ,David Dawson D. Dawson;Zhang You-
nian Y. N. Zhang, )



o

Miss Mrs,
Yours fruly,
(Signature)

(Miss) Susan Bliss
Manager

Truly yours,
(Signature)

Susan Bliss (Miss)
Manager

b

Yours faithfully,
Shandong Luneng Group
(Signature)
M. H. Zhu
Assistant Sales Manager
7. (Enclosure)
Encl. s JEn-
closure Under Seperate Cover ,
Encl. ( ): 1. Resume ( )

2. Two letters of recommendation (



)
(Carbon Copy)
C. C. ,

o C.

(Postscript)

. Postscript,

b o

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 you and express their thanks personally. Can you

come to our sales conference windup banquet at the

Center on June 14? Cooktails are at 6 p. m.

1 look forward to your reply.

Sincerely yours,
Signature
Wang Donghua

President




(D
Feb. 2, 2001 Page 2
(2)
—2— Feb. 2, 2001
(D ,
(2) ’ b
(D (The Block Letter),




CENTRE ELECTRICAL APPLIANCES CO. , LTD
FOREIGN TRADE MANSION
269 SICHUAN ROAD
SHENYANG, LIADNING CHINA

( )
14 May 2001 ( )
Our ref: C/123 ( )
John S. Waters President
XYZ Inc.
890 Broadway
Metropolis NY 112211 ( )

Dear Mr Waters ( )
Re: Block left ( )

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.

Sincerely yours ( )

(Signature) ( )

Encl. ( )
C. C. ( )
P. S. ( )




