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‘-‘& (Letterhead)

'& (Date)

‘-‘& (Inside Address)




‘-‘& (Salutation)

(Complimentary Close)
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‘-‘& (Signature)

‘-‘& (Subject  Caption)

. (Enclosure)




1_1& (Carbon Copy)

1.2

4_4& (Indented Style)

4& (Blocked Style)
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(Modified Blocked Style)
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1. We are indebted to ... for... :“ e’
, :We learn ... from...
e 7 : We owe to ... for ...
We owe ... to... Through the courtesy of ... , we learn ...,
We owe to your Embassy in Beijing for your name and address. We owe

your name and address to your Embassy in Beijing.

”
o

Through the courtesy of your Commercial Counsellor’s Office in Beijing, we

173

learn that you are a leading importer of Chinese textiles.

”
o

2. We enclose a copy of our export list ... :* e,
enclose , “ 7,
Enclosed is a copy of our price list, * o
12 Enclosed we are sending you a copy of our price list. “

”»
o

“

Enclosed please find a copy of our price list.

”»
o




