KBELEGBRERBLZARAE XM G & AMRZ A

Alla




SRt
(Inside

adesslefs | {EPRETCO— AZR&ZPRETCO— B Eix)
M ) et BEESEREEX

H3

(Signature) £ - FOIERtIE, BTUBIHEBISHIRS
)| RNBENAABROHE. L,
i | EX. BRENES.
15 |
(Complimentary FROE
closing) (Salutation)




Date ( B )

:B‘E*git 1) ®#%: B, B. &, W

=: A. B. &, W
2) FoNEE, AOBH

Salutation 3) RInBARNHE, AgAEBENE:

4) BHEDEREI, BRSEHDaRZSET,
Body | BERA ISk md Nl == = - [
B SEHTARBIRS, W0:

Complimentary Closing
Signatufg




BiSE

Salutation

Body

Complimentary Closing

Salutation ( FR0E )

1) Dear Sir/Madam, CRRIEWKHS AERSILESI)

2) Dear Sales Manager, Professor, Doctor (Dear
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3) Dear Mr. Smith, (B F5$3)
Dear Mrs. Smith, (FBF21B&M)
Dear Miss Smith, (FBFRIELM)
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:B‘dﬁ-*git Complimentary Closing ( Z2E81E )

Sincerely /Faithfully yours,

Yours sincerely/faithfully,

Salutation Respectively yours,/Yours respectively,

Yours,

Truely yours, /Yours truely,
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We are pleased to invite you to...

HREERBBIEIR

You are warmly invited to attend...

MR ESI0

I would like to invite you to the dinner party on behalf of...

BICR - BBRSRE-




I am so pleased and happy to hear that...
UTEeeee- RENFEE -

I write to congratulate you upon...

REERMBUR

I offer you my warmest congratulation on your...

XYTAREYeeeee R IARUG R -
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I would like to take this opportunity to express my thanks for...

RIS WA= REE

I am writing on behalf of... to thank you for your kindness
and hospitality extended to us on our visit to...

FACER oo« B BA RGBT B R RRE -

Thank you ever so much for...

HIRER




I am sorry to hear that...[TiigececcFIEMET -

I would like to offer my sympathy to you on...
XYFeeee e ROURERMANE

I cannot tell you how sorry I felt when I was informed of...

BRNReeeeee, REBETRAEREZ AL

I am writing to express my deepest consolation.

HREBRABBRRVIBI .




I would like to give you my apology for...

XYFeeeee- ROHTERR -

Please accept my sincere apology for...

BRI T - NRIWER-

I am indeed very sorry for...

XYF+eoee- RIASCREDMRIERR




I am writing to complain about... REEB N ST H®IF

I would like to draw your attention to the problem...

BBULIBAEXNI-A. ..

It would be highly appreciated if you could...
QORIBAE - BRTI DK -

I trust you will take my complaints seriously and...

BEGIRSUNEXRTRBKRF, FE




I am writing for information about...

REERBNEKT BT

I would like to know whether you can provide me with
information regarding...

HBAEMR S RERH BT oo -BIHET -

I am writing to inquire about ...

REGRN S S




I would like to suggest that...
ﬁ,*g%iy"'..‘

I am writing to express my views about...

REBCRBRIATI - NBIE-

I believe you will take my advice into account.

BAEEIREZSERNEN.




I am writing to introduce...

REBRENSE......

The bearer of this letteris ...

I take pleasure in introducing to you the bearer ...
REXEQEBNTEREA
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I am pleased to have this opportunity to recommend to you...

BERSHENEOEHEE

It is with great pleasure that I recommend to you...

BRRE=DIBHET

It would be greatly appreciated if you give him kind consideration.

SRESEMNBIE, BORAEERRA-

I have no hesitation in recommending her and hope that you will
consider her application favorably.

REAMBIDRMHEF ST, FRIEESKMHPIE.
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I have learned from... that your company is looking for a...
and I would like to apply for the job.

B oo FRURN VAT [EAEIBEE—Feeeeee, BIBEBBXTHRAL

I am writing in response to your advertisement in... for ...

SRR VAT B B, FREEeweeee

In reply to your advertisement, I wish to apply for...

SINRNNEBEE &, RBBIB
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From: Susanl23@hotmail.com e &S A (From)

To: Christinal 98 @myspace.com {5 AIBIE(To)
CC:David12345678@hotmail.com — — — —pe )X (CC): FDiE ML

Subject: Invitation for dinner B - 20 (Subject): %5/)\. B, B
Attachments: — — — —m— Jy{ft(Attachment): B4, WA, R, TN
Dear Mr. Johnson, AR A RAEE

I would like to invite you and your family to come to join us in a dinner party to
be held in my house on August 20th. It is to celebrate my daughter’s admission into
Cambridge University. We hope you can come and share our joy.

The party will start at seven o’clock in the evening. We are looking forwgﬂ t0

your coming. I / /




I == 4 fEEEH
/To: Liu Gang, Blue Sky Foreign Trade Corporation Fax: 45600872 \
From: Zhang Wen, Sales Manager, Fax: 35740125

Hangzhou Modern Furniture Factory,

128 Tianmu Road, Hangzhou fEE Y
Date: September 25t, 2009 @ Page(s): 1
Qubject: Invitation for New Product Show -

Dear Mr. Liu Gang, @
Our factory will hold a new product show on September 28t, 2009 in which a lot of
new-designed furniture will be on display. I would like to invite you to the show and after
that we can proceed with some business talk for further cooperation. We are looking
forward to your attendance.

Yours sincerel, 48
Zhang Wen

—RIERT, FROBRBRATY, JBERBERASINNTERIOS.
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Thank you for your attention.



