1. Notice
According to the weather forecast, the typhoon, coupled with a storm, will affect our city in
two days. Please pay attention to safety, avoid going out and take precautions.
If you need any help, please contact us. Free sandbags are available in the service center
for residents on the first floor.
Telephone number: 656****793.
Community Volunteer
2.Word for reference: An win-win
Re: Letter of Thanks
Date:
Dear Sir or Madam,
I'm writing to express my thanks for your warm reception when | visited your company in
the UK.
This visit was fruitful. | went to your factory and had a talk with clients. We signed a
win-win coc ation agreement.
Our company produces many other products which meet the market demand in your
country. It's possible to carry out further cooperation.
I'm looking forward to your visit. Thanks again!
Yours sincerely,

Wang Xiaogang Marketing Manager
3. Re: A letter of complaint
To:Mr. Hoffman
Date: xxx
Dear Mr.Hoffman,
I'm writing to complain about the poor service of your company. Two weeks ago, we
signed a contract with your company, purchasing 1000 bedside lamps, and the order
number is HP3456236. We have agree
that your company will make a delivery within one week and we are supposed to receive
the goods within 10 days. However, we still haven't received the goods or any related
information.
Please check and inform us of any information by email.
Looking forward to your early reply.
Your sincerely
Mr. Wang Bin

Purchasing Dept manager
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