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- 000000000000 O00O00n0 Truly; Truly yours;
Very truly yours O Respectfully; Respectfully yours; Very
respectfully yours,

00000000000 0O000 Sincerely; Sincerely
yours; Very sincerely yours,

+ 00000000000 Cordially; Cordially yours; Very
cordially yours O Affectionately; Love; Best regards; Best
wishes; Kindest regards; Warmest regards;Regards,
0000000000000 Gratefully; Devotedly; Af-
fectionately O Sincerely.,

- 000000000 Emal00000O00O0MOID With best
regards;Best regards;Regards O M OO0 OO O0OOO
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From: Tom Lee< toml@163. com>
To: % % % % %, % % % % % 5 % % % * %
Date: January 22. 2003-9-3
Subject: Budget Estimate for the Next First Quarter
Dear Mr. Green,

In my previous E-mail of January 4, I requested that the budget es-
timate for the first quarter of 2003 be submitted by January 30. Howev-
er, I still haven’t received your estimate as of today. Will you please
hand it in immediately, or by February 5 at the latest?



Best regards

Tom Lee

Secretary of the President

0000000000 ooO0ooooodd E-mail,

000d00b0O0oooboOoodd E-mails
From: Tom Lee<toml@163. com>
To, * % % % % , % % % % % , % % % %.%
Date; January 22 . 2003-9-3
Subject; Budget Estimate for the Next First Quarter
Dear Mr. Green,

It seems I still haven’t received your budget estimate for the
next first quarter. Could you send it to me as soon as possible? I
need it by February 5 at the latest. If there are any problems,
please let me know by E-mail. Thank you.

Best regards

Tom Lee

Secretary of the President

0000 EFmall DO O0O0OO0OO0O0O0OO0DODO0OMWOOOODOOOO
00000000000 mOo® 0000000 ”»maogad
O Itseems 0000000000000 000 O Could youd [T
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any problems, please let me know by E-mail. 0O O OOODODODOO
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OO00O0D0O0000DO0000 Thank you for your atten-
tion 00 0000000000000 T look forward to hearing
fromyousoon. O DOODO0OO0'"MIODOODOODOOODOO
dodoboddoooooooooooooono

00MOO0O0O0000000000D00o0mOdO Thank

you for your attention, U [ look forward to hearing from you soon.
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T've just read the news on your Web site that you plan to re-
lease your much-awaited Internet browsing software, ZWAE95.
sometime around September this year.
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1 wonder if I could have any further information about this new
software., 1 am particularly interested to know whether this soft-
ware can handle Chinese characters,
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From: Tom Lee<<toml@163, com>

Too * % % % % . % % % % % . % % %X * %
Date: August 20, 2003

Subject: Request for information (Re: information)
Dear Sir,

T’'ve just read the news on your Web site that you plan to re-
lease your much-awaited Internet browsing software, ZWAE95,
sometime around September this year.

I wonder if I could have any further information about this new
software. 1 am particularly interested to know whether this soft-
ware can handle Chinese characters,

Thank you for your attention, I look forward to hedring from
you sOOm.

Sincerely,

.Tom Lee<{toml@163. com>

ABC Company
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“Top-down”0 00 000MOODCN OD000MOOODO
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From: Mike Chen<lmikec O 263. com>
To: Mary Wang<maryw@®263. com>
Date: August 10, 2003
Subject; A New Copy Machine (Request. for Purchase)
Dear Miss Wang,

In order to improve the efficiency of our office, I would like to
propose that we purchase a new copy machine.

With only one copy machine at the-moment, many of us’are
simply wasting our time waiting to use the machine. An additional

copier will surely reduce this unnecessary waiting time and thereby



improve our job ‘efficiency, which I believe wilil justify the cost of
the new machine. ,

For your information, I am sending you by separate in-house
mail a brochure of the latest models of PCC fax copiers, which seem

ideal for use at our office. Thank you for your consideration.

Mike Chen
s, 0o00ooooon
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» I look forward to receiving your reply soom.
godooooooooogd
+ T hope to hear from you as soon as possible.
gooooooooon
¢ May I have your reply by September 5. if possible?
ddoomoooo e0 500000
+ Please send me your comments via E-mail at gztrade (@
263. com.
00D0O00000000000 gztrade@263. com,
O0MOODOOD0OD0O0OO0ODmMOOO as soon as possible (or
ASAPOO immediate ly].prompt[ly] 000 M OMOOO0OO
O000000O00000 4 OUniform Customs and Practice for
Documentary Credits, 1983, Rev. I OO0 MOOOO 300000
0000000000 000000000 Please reply by Septem-
ber 5. OODOOQOOOOCOUODOODDODO if possible0O0D0ODOOO
dodoooOOoo0o00 Mayl.. OO ODOoQOOoOOMmboOOno



00 oo

(2 DOoooooooo

gooboooooooooooooooooooooooao
ooooooo

We are writing to ask you several questions concerning your
personal computer, the A6. which we are currently considering
buying from you for our office use. Specially, we would like to
know the following.

1. availability of your service engineers in Guangzhou

2. compatibility with IBM PCs

3. your discount rates for large orders
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1. Do you have any service engineers in Guangzhou?

2. Is this model compatible with IBM PCs?

3. Do you offer any special discounts for large orders?
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O0000000yesO no0 0000 What (When, Where,
Why, etc. U0 00 How... I I O your discount rates for large
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0ddodobooooooooooooboboooooooooogon
OO0O0D0O0O00D0MmMOO0 1 wish you a Merry Christmas [ O O
doooooooooon
Obhooo0oo0o0bO0oo0obOobO0000d May all the joys and
blessings of Christmas be yours, and may the coming year bring
you prosperity and happiness (11 0 O May all the joys and bless-
ings of the Holiday Season be yours D O OO0 0000
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0000000000000D0000000 chairman, busi-
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3. 00O Greetings 0 Thank you
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