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Chapter 1 Letters
Y
1. About oftering Invitation
Offering invitation

(D Invitation to an anniversary party

Dear Mr John,

We are pleased to extend our cordial invitation to you to
attend our twentieth anniversary party of the founding of
our company.

The party will be held at 5:00p. m. on Sunday,May 24
at Regent Hotle.

You have been our great suppotrer for these twenty
years and we would be very much honoured if you could at-
tend it.

We hope that this invitation from our company will be
acceptable to you and we anticipate your reply in the affirm-
ative.

We look forward very much to your attendance.

Yours sincerely,

Juta

Public Relations Manager
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(2)Charitable ball invitation
The Organizing Committee
of the Rotary Club
requests the pleasure of
your company
at a ball
to be held at the Royal Hotel
On Thursday, September12.
at 4:30p. m
for the benefit of
the Cancer Foundation.
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Accepting invitation

(1) Accepting an invitation to a meeting

Dear Miss Wang

Thank you for your invitation to attend the Internation-
al communication Meeting to be held at the International
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Convention centre on April5.

We will be happy to be there to take part in the meeting
and look forward to it with pleasure.

Yours sincerely,

Mary

Public relations Manager

(2) Accepting a formal invitation

Mr Smith

of the City Travel

accepts with pleasure

the kind invitation of

New Zealand tourism Board

for the photographic exhibition ceremony
on May 3 at 9:00a. m.

at Hotel Langford.



Refusing invitation

(1)Refusing an exhibition opening ceremony invitation

Dear Mr Clare.

Thank you for the invitation to the opening ceremony of
the Twenty—First Annual Exhibition on June8.

Please accept our apologies.

Yours faithfully,

Chen Qian

Public Relations Manager

(2)Refusing a formal invitation
Mr Kenneth

of the Chinese Culture Society
regrets that he is unable to accept
the kind invitation of

the art institute



for the banquet
on August 10 at 5:30p. m.
at the Franklin Hotel.

2. Notice

Letter announcing a new pllicy

Dear Sir,

The Central Building Limited is happy to announce that
from May 1994 onwards, 100car paking spaces in the base-
ment of the Central Plaza will be made availble to the public
for hourly parking at weekends and on public holidays.

The car parking facility is another service being of-
fered, primarily to increase the attraction to shopping at
Central Plaza. Complimentary three hoursfree parking will
be offered to shoppers with validated receipts for purchases
of up to $ 1000.

Public car parking hours are from 1:00p. m. to 10:00p.
m. on Saturdays and from 9:00a. m. to 10:00p. m. on Sun-
days and public holidays.
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To enable hourly parking,adjustments have been made

to parking services for tenants, It is anticipated that the ef-

fective use of the carpark will be welcomed by frequent

shoppers to the Central Plaza,like you.

With all good wishes.
Yours faithfully,

Agate

Public Relations Manager

1994 3
100 o

1000

Letter announcing refurbishment works

Dear sir,

To ensure that the Island Conventional Centre remains

one of the premier conventional centres in Asia,its atrium is

going to be refubished.

The work involve a new architectural image for the atri-
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um public areas, a completely redesigned skylight ceiling
with a suspended metallic glass sculpture, new water fea-
tures replacing the existing forntain and new external facade
finishes.

The refurbishment is expected to takd six months, and
works will commence on site in Augest 1998. I hereby aplol-
gize for any incovenience the works may cause you.

Yours faithfully,

Wang Ping

Public Relations Manager

98 8 , 6 ;

3. Introducing an institution

Introducing the company to customers

Dear Sir/Madam,
Let us take this opportunity to introduce you to Associ-
ated Investment Management Ltd. (AIM). AIM was regis-
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tered as an investment adviser by the Securities and Futures
Commission in July 2000.

We have access to the research and dealing expertise
provided by our sister company, Associated Securities Ltd. ,
and are offering a range of services to our client network,
mainly investment management,advisory and consultancy.

We follow and promote an innovative approach,both to
investment and to the services we ofer. However, four basic
principles will be adhered to as the company grows:

(1) Focus on business cycles to decide asset allocation
rather than economic and political trends;

(2)Stock selectivity with:

(a) Stress on the assessment of shareholder and man-
agement capabilities,and

(b)Fundamental analysis to be absolute,not relative;

(3)Corporate,industrial and economic valuations to in-
clude future potential as well as existing businesses;

(4) Careful attention to market timing to overide rela-
tive attractiveness of individual markets or shares.

In line with the philosophy of AIM,our staff are chosen
for their personal qualities as much as academic achievement
and we are dedicated to seeking attractive opportunites for
our clients.

We invite you to compare, to talk to us and to visit us
and see us work. You'll seewhat we've done, what we're do-

ing,and what we can do for you



Simply complete the enclosed application form for the
Client Service Briefing Talk and return it today. If you have
any queries, please contact us 23456789,

Yours faithfully,

SanSan

Public Relations Manager

2000 7
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Ddscribing the organization to target grout of prospects

Dear Phone Card Lovers,

These is something remarkable and unique about the
Phone Card CollectorsClub. For one thing,it really is a club,
not an organization whose" membership beneits" amount to
little more than having your name on a mailing list and re-
ceiving a monthly magazine.

When you join the Phone Card CollectorsClub you don't
belong to it—it belongs to you. You have the option of meet-
ing with other hobbyists in large,small,or special —in— ter-
est groups as often as you and your co—en— thusiasts want.
You are entitled to four free advertisements per year in a
magazine that reaches thousands of other hobbyists. We’ll
extend your subscription to the magazine for one year if you
contribute an article for publication.
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And at the end of each year,we share any achievements
with members by offering a range of benefits. Benefits in-
clude50% discount on annual fee, free gifts and a chance to
win the best phone cards from the Lucky Draw.

Would you be interested in joining us simply contact
us on 24682468.

Barry

Public Relations Manager

24682468,

4. Answering Letter
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Answering inquiries

1) Answering inquiry about the grant and fellowship
program

Dear Mr JackSon

I respond to your letter of July 6, inquiring about the
grant and fellowship program of the Sir Ellis Kadoorie
Foundation. I have read the description you enclosed and am
pleased to inform you that you are eligible to apply for the
Grant and Fellowship in Computer Studies.

A brochure coupled with an application form for the
program are enclosed and I hope that these will aid you in
answering any other questions you might have regarding the
Foundation's grant program.

With all good wishes

sincerely yours,

Jim

Public Relations Manager

13



Responding to criticisms

1)Responding to complaint about poor quality of video
camera

Dear Miss Wang,

Thank you for contacting us about the video camera
from B & F. We ae very sorry that you had this experience
and appreciate your taking the time to share your concern
with us.

Our aim is to provide customers with products of con-
sistently high quality. To that end ,we employ many proce-
dures in the manufacturing process to prothct and maintain-
product standards. Each component we use has to meet our
strict specifications and is inspected several times before be-
ing combined into a finished product. Employees stationedon
each production line continually check the products and gen-
erally,computer and mechanical aids have been installed to
help our trained employees maintain high qualith in our
products.

Comcerning your case,l am asking our quality control
and production staff to ivestigate how the defect you repor-
ted could have occurred.

1 also would like to reimburse you for the cost the prod-
uct that caused your concern. We invite you to use the en-
closed coupon to try this product again on the condition that
you return the video camera to the dealer who sold it to you.

We value your opinion. Consumers such as you help us
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continue working towards better products.

Chen Jun
Public Relations Manager

Answering Tanks Letter
(1) Thank you for suggestions
Dear Mr Pang,
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