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商业书信」 The business letter is the principal means used by a

business firm to keep in touch with its customers. often enough it is

the only one and customers form their impressions of the firm from

the tone and quality of the letters it sends out. Business does not call

for the elegant language of the poet, but it does require us to express

ourselves accurately in plain language secret of good business letter

writing is to write simply, in an easy and natural waylike one friendly

human being talking to another. In other words, try to make your

letters sound as much as possible like good conversation. 100Test 下

载频道开通，各类考试题目直接下载。详细请访问

www.100test.com 


