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1. I'hope that this information will help.
If you need any further information, please feel free to contact me.
RELLFEREE LT - WRIMBEE—SER - BB -

2. If you have any further queries, please do not hesitate to contact me.

WRIRBEDRER] - FAZIERIL EAFRRHIR -

3. I would be (most) grateful if you could help me in this matter.
SR ESBIB LEIT - MEARBZH -

4. |trust that the problem will soon be resolved.
BABE SR RN BSRIRRR -

5. llook forward to receiving your reply.

FAR 1S ERED ST

W% 308 | EMAEAESR (Business acronyms) @ RIEEHIGENRES
INESF ©

attn. Attention W& A
cfm Confirm T3
c.c Carbon copy Bl
EOF  End of file XHHHER
Mtg Meeting B
FYI For your information feirevER
FYR For your reference H{R&%E /
fwd. Focw rd [
TBC o be confirmed FER
RSVP Please reply 5078

A,

ERHR . (RhihzesC) - Wall Street English -
AEAMEHE  HFESET ( /REMERARAT )

2



EE5g
SideBySide

B 2 PR AR A 2023%10-128
AR h3a3Z

N/ HEEFIEE Sign-off

RIEXEZENTED - WEEHHBF (Hla0_ LR Dear Mrs Chan) » NFIf&

#"Yours sincerely"” -
WARFEEHESF (HI90 LFARDear Sir/Madam) + N7 Yours faithfully” -

MR HRELRANEBAAR - FTRIMLLBIFIENRE » HI40
Best wishes/ Best regards/ Cheers/ Best/ Regards

Example 1

Dear Miss Chan,

Thanks for getting back to me so quickly. As we discussed, | am attaching the
preliminary online advertisement quotation for your consideration. If the quotation
matches your expectation, please tell me how you would like to proceed. Alternatively,
we can take the negotiations forward regarding the advertisement design and
payment options.

If you would like to discuss further on the prices or any other details, please let me
know and | will try to quickly revise the quotation to reflect your needs. If you have any
further queries, please do not hesitate to contact me. | look forward to hearing from
you soon.

Yours sincerely,

Mary Lee
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