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Q:Why we need to write a letter for
promotion?

(e 8
Q:How to find your customer (client)?

Q:How to write a good promotion letter?

Q:How to get the win-win situation?
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& 5= /) \EE s —English Joke

Sl

[ A penny and a second ]| —/7&# Fl—1)gE
There was once this man in heaven, he asked God

what a m|II|on dollars meant toihlm
AT

God replied "A penny."

i \fﬁ

Then, the man asked what a million years meant to
God. God replied, "A second." B

— A

Finally the man asked, "Can | have one of your

pennies?" wypisask (rAm f—5>$50E)
And God replied, “O.K. Just a second.” ﬁ
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© Why writing a promotion letter?
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1.

Ul

Please allow me to ~

EE'_‘ﬂ 2\ 47]
EAENE ~

. you would be interested in

hearing ~ E2HEEHEDIRIEE

. work hard on this concept

#’)Ebﬁ%/u\ﬁﬁ%ﬁlﬂz

. be desirous of extending our

connection in your country

BEE SBMRFEHRER

. be obliged E#
. old and well-established

company
e 2 AN

. Give our customer the fullest

satisfaction P 2 mE

. refer you to the following ~

as o) Mol ~ B

OV

9. your courtesy will be

10.
11.

12.
13.

14.
15.
16.
17.
18.
19.

appreciated
NS IR R A T

incorporate # A

most reliable oS8
be interested in~ ¥f~ 75 i}
would you be kind enough
to give us.. OJHEETF...

furnish H#44

reference 1HHAE

offer 45

a great assistance ABEEB)
lines of business®&= I8 H

carry on = engage in £
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20. in reply to your request
[0 78 FASHY 35 oK
21. Enclosed please find FE&M L
22. We took the liberty IR
23. introduce ourselves to you
AT AR AR I
24. expand our market#E B E Mm%
25. make a business proposal for
REMW ~ NER
26. at home and abroad7E= A5t
27. We solicit F 928K
28. interested parties
BB ZZ3 A
29. release %7
30. founded in 1998817701998

31

32

33.
34.

35.
36.
37.
38.
39.

40.
41.
42.
43.

. Wish to express our sincere
gratitude FEFFHEZHE

. prospective buyer

RO EERE E

reciprocate [E]¥R

enter into business relation
EUEERE

look forward to HRfH
considerable KA

terms of payment IEUEH
under separate cover B
descriptive and illustrated
catalogue AinAHKIEE B
above-mentioned _#itAS
best price =IFMWELE
delivery terms R E&H

at 60 d/s REZ/NTXN
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5 E2RF

OV

44, under = according to {88
45. cover X7

46. yield EXE

47.as for references
EREHE

48.look forward to receiving

your replyEir IR p9 o] 2
49. commend EE

0. as for+ A = o
as to + Y
51. in a very good position

o] DL E]
52. mutually beneficial & It =%/
53. specification #E

54.
55.
56.
57.
58.

59

60.

61.
62.
63.
64.
65.

take this opportunity of 3l S

ever since H.....LA%K
your comments fRIEERE
deal in &=

free sample &% m

to be of service to you& &7
we are given to understand that
~ Z5IETR

We are indebted to FE{#E=
respectable BREH

overprice &fE

for our account EFH IR

we owe your name to ~

B ~ FSHENREF
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66. add to your line of business
R BAEZE&=ETHH

67. has been listed in ~T|&F ~

68. promote your business

I NN
69. open account FIIMRE
70. sales force #iEHA N
71. on the increase &/Nd
72. furnish you with ~RZft~4514%
73. sole agent BxRMIE
74. initial order #JRE]EE
75. reputable BEZK
76. go through = go over @&
77. hear from UFIZR1E
78. be engaged in 1%

OV

79.
80.
81.
82.

83.
84.
85.
86.
87.
88.
89.
90.

considerable &Y
price list BEZ®

under separate covern B EH
for your reference
(YOS

specialize in ZEPFSR
subject to =PER

call on F&h

unrivaled EHEFN
warranty {RiE=

rebate iE1H

fancy novelties ¥ZFEm
wide range of products
B2 Em
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91. please feel free to
s NEHER

92. newly developed ~#TF3& >

93. come in fashion 17T
94. have just introduced to
the tradefi#Et £

95. unique feature 4524

96. in perfect condition|& B 4F

97. on request {KIGEK

98. only limited quantities are
available Z#I=8R

99. sold outE5e

100 .cute and lovable TIZ&#H

101. eye catching 5IAEE®
102. in the coming Christmas
season B[ 2R AV EEFEER

& M

103.
104.

105.
106.
107.

108.
1009.
110.

111.
112.
113.
114.

mutual interesti® tEAY R &=
wish you every good fortune
I &

first priorityss —1&t

N

tight scheduleZ2 =172

convince ~ ( A )

stk ((A)

repay [B]#R

make an effort 2%

fresh and fancy

R EHEREN

regular customer&EBEF
saleable #5iHHY

as follows M~

get in touch with fRIF5ELL
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To: CDS ELECTRONICE Fax:
Manila, Philippines Att: Purchasing Dept, Mr. S. Chan

OV

Y Please allow me to introduce a new range of products that we have ﬁﬁ;l;ﬁ‘z[g E&

Dear Mr. Chan,
recently designed. We found your esteemed company’s name and address

in the Trade and Commerce directory, supplied by the Taipei World Trade
Service, and ®th0ught that you would be interested in hearing about our

Our new internal and external fax modems have a very fast data ﬁﬁ?l‘ﬁ‘ji_ﬁﬁ
transfer rate, allowing you to download E-mails and information from the |

in-ternet in record time. The external model has been attractively designed

in transparent blue, green and red and has multi-colored system lights.

Both models come with a Users manual written in nine different languages,

and an easy to use installation diskette. Samples are available immediately

and 7 for the first month only, we will be giving away a free “You and the

Web” internet guide with every order of the new fax modem.

I look forward to receiving your reply soon. Thank you for your kind: ﬁﬁﬂ_’r

1 attention.

B T AL E]

ST LUCKWELL, Mr. Richard Chen/Sales Manager
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To: CHANSER TEXTILES FABRICS CO.

| Example2
ATT: Mr. Jim Black
Dear Mr. Black,

_________________________________________________________________________________ %

Are you tired of buying new clothes, only to find that after a few ﬁﬁ){‘ﬁZ’i\E&
= washes they have become faded and mis-shapen? Then our delux fabric is

: what you have been waiting for. Here at DT Wave, " Our research and

development team have been working hard on this concept for the past F

""""""""""""""""""""""""""""'""""""""""""I.

RA 3000 is a blend of cotton, rayon, spandex and our own special ﬁﬁj:ﬁzli‘E&
ingredients which allows clothes to stretch and stretch and always return
to their original shape. Our secret colorfast treatment also ensures that the
fabric will retain its bright color, no matter how many times you wash it.
° Our fullest guarantee is given for one year. The world renown consumer
organization “CLEARER” tested our super fabric and declared that it was
“remarkable how the original color and shape were retained even after
multiple washes.”

- Do not delay! Order your sample now, while stocks last. - FENT AN ES

. o We hope to receive your trial order soon.

Sincerely,

FHE RN




Example 2 &
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To: METEROLOGY TECH ATT: Mr. Ronald Atkinson

ADD: 47B Unit 10, TEL & FAX:
Industrial Strabe FROM: William Hsu, Director ﬁ P sj
Berlin, e
Germany

Dear Ronald,

I’m sure that as a regular buyer of our metal working machines, you %*ﬁz’gﬁ&
= will be interested in a new machine that we have just finished designing

1111111111111111111111111111111111111111111111111111111111111111111111111111

Y The DM-869A is a revolutionary breakthrough in precision engi- ﬁﬁ*ﬁzli ‘En__

24

neering. This laser cutting machine is the latest step towards the creation
of ultra precision surfaces. ® It is truly designed for the twenty-first
century. "It is simple to program and handle and gives one hundred

percent accuracy. You won’t believe it until you see it! The next page
shows pictures and technical information about this new product. ” Qur

sales representative will be visiting your area next month and would be
delighted to introduce the DM-869A and our other products to you. *
- Please let me know if you would like him to visit your company. ﬁﬁ*ﬁ‘ Z&E&

** The first public demonstration of the DM-869A will take place at
ELECTRONIKS 2000 at the Berlin Arena. Come see us at booth A10 **,

Yours sincerely,

FHE




23 (5 )
Ronald &£ 4 &4 -

H#MRE FRAZ-R&A&MEB LAY EEET  ErAKFHRK
I8 % A% LT R RS 09 BT B A Ak -

DM-869A # A A AE T42 E & — B R MR o b4 0 &) #%
RARBFBHEERBOYRIT—F - e T LRI - €
HE S RIEMERA 100%MFHEM - BT FECATTHEH |
REAZLHFE B R R EF o KA EHFKEAMATEAHHE
BB R A4 E0F DM-869A R Eth & BB 4E - hERMmER T
BRI FAE -

¥k — kAR T DM-869A M LMk EHAE “ELEC-
TRONIKS 2000” B & « & A10 et 25 KA
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Our dearest customer,

As a valued customer of Giftco over the last year, I’'m sure that you:

would like to know about the latest range of products that we have just €

Our beautiful range of porcelain figurines, depicting scenes from the
ballet make an attractive addition to anyone’s mantlepiece, china cabinet

or office. “ Our set of 20 figures were all hand painted in China by skill-

ful craftsmen and can be bought individually, in groups of five or as an
entire set. " These elegant statues make a wonderful gift for business col-
leagues, customers, friends or loved ones. The statues range from 20 to 30
cm tall and each one is made of a new type of crack resistant porcelain,
which we have been developing for some time.
S YIf you' order within the next four weeks, we can give you a’ 5% dis- E
count on a group of dancers and a 10% reduction in the price of the whole
set. “ Don’t waste this valuable opportunity! For more information and :

. immediately.

Yours truely,

Example4
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« Please allow me to introduce a new range of products we have
recently designed.

ap JbRT 77 TR R M R EaETRVFT E an s

« We thought that you would be interested in hearing about our
latest prod-uct development.

o SRR RO EmMIVEREREEHE -

« For the first month only, we will be giving away a free internet
guide book.

EFE—EHAA - BARRERZRRSIZF

e Qur research and development team have been working on
this new con-cept for the past year.

HMM B ERBE—FP—EH MIRRICHER = L -
e Our fullest guarantee is given for one year.

HMAE—FNTERE
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« Do not delay! Order your sample now, while stocks last.
AZHHE | 2EZA/IRE - Ml %&mik |

« We hope to receive your trial order soon.
HAZREMW R RV AT E |

e The DM-869A is a revolutionary breakthrough in precision
engineering.
DM-869AEmEiRE [ tE—IB=att ZRIK

o Itistruly designed for the twenty-first century.
EeEIES _T—HimaRsTRY °

« Itissimple to program and handle and gives 100% accuracy.

ma

Ea ERBEFEZHB100% 2 Bt -

e QOur sales representative will be visiting your area next month.

HANEHNRFR MaBFHE M &L -
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Please let me know if you would like our sales rep. to
VISIt your company.

mae A BT GBS ERMNES RS 8248

Our set of twenty figures were all hand painted in China by
skillful craftsmen.

HP—E_TEABHZEFPEASBZ2KXF LEERY -

These elegant statues make a wonderful gift for business
colleagues, customers, friends or loved ones.

EESHENMEIRNAEZESE - BF - BREVLDENANEGE
=4 -

If you order within the next four weeks, we can give you a 5%
discount.

FRfEER MEBA MTE - R84 85% i -
Don’t waste this valuable opportunity.
AEREEEESHKS -
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1. As a valued customer of Astoban Ltd, | thought that you

would like to know about our latest designs.

2. Please allow me to introduce a new range of products
that we have recently finished developing.

3. It gives me great pleasure to tell you about our

p.s. FE,5E
FREA %,
] DA AR
Rz

breakthrough in punching machinery and show you our
new PNG 1000.

4. No office should be without the Denomax rainbow series
of office equipment!

5. As a buyer of our gray keyboards, | know that you would
want to see the glittering colored keyboards that we have
manufactured.

6. If you wish to receive a sample of this new product,
please complete the order form on the next page.
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Great minds think alike.

SLIERT 7R E
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