0000 O, tushu007.com
<«<O000000ds>>

gobooo

Ub0<<0Ob0nbooooods>>
1300 ISBNLI O [0 9787802471467
1000 ISBNU U [ 780247146X
00000 2009-4
gobobooobboodaad
gooooo

0 0O O 256

guooobobbogooooopbrbbbggoooobbbgooooon

00000000 http://www.tushu007.com

Page 1



0000 0O, tushu007.com
<O0d00ooods>

gd

[0 O International business activities both local and aboard are numerous and essential(] the way of delivery
includes fax[ telex e - mail and express. Few Business transactions are carried though successfully without
correspondence at some point. Letters must be written to customers] salesmen[] agents] supplierst] bankersC]
shipowners and many others[] in order to cover every conceivable phase of business activity. At the same time[]
business letters are the firm's silent salesmen and often enough represent its only contact with the outside world.
Hence the need of efficient letter-writing is by no means essential and important.(] O In the following pages that
follow are to be found specific letters dealing with a comprehensive range of transactions of the kind handled in
every business day. These letters are written in the modern English style to illustrate the accepted principles of good
business writing. Moreover[d Chinese translation and explanation are given at the end of the book to facilitate
better understanding for the Chinese readers.l] [J For help in the preparation of the book[] | am indebted to those
business organization and people who generous permitted me to quote from published materials and who have
made valuable contributions to this book.[J O FinallydD | wish to thank my good friends for their reading through
of my manuscript and making valuable suggestions for improvement. Special thanks are given to my parentst]
who encouraged me to publish this book.
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[0 O The Manager[] [0 [0 Commercial Bank of Shanghaill 0 [ Dear Sir(] [0 O In March 2007 you were good
enough grant me a credit of [ 8000 000RMB[ which was repaid within the agreed period. I now require a fur(]

[ ther loan to enable me to proceed with work under a contract with Fiat[] [1 Athletic Association for the
construction of a three - storied gymnasium.[J (I | need the loan to purchase materials at a cost of about (0 10001
000 RMB. The contract price is ~ 75000 000RMBL payable immediately upon satisfactory completion of the work
on or before 1 th October next.OJ O | should be glad if you could see your way to grant me a loan of 0 85

[J 000RMB for a period of nine months. The manner in which | have kept my account with you willD 1 hopel[d
justify the loan and since my contract is with an eminent association] my ability to repay the loan at the agreed
time can hardly be in doubt.J O I enclose a copy of my latest audited balance sheet and shall be glad to call at the
bank at your convenience to discuss the matter.
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