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Z ] 1 Minutes Writing :

East Star Trading Company

Minutes of the Monthly Meeting

Venue: No 1 Conference Room

Chairman: Mr. Falk, the General Manager

Present: Mr. Baum, Ms. Dulugatz, Mr. Fen-
ster, Ms. Liu, Ms. Sun

Absent: Ms. Penn

Discussion Items:

1.The chairman Mr. Falk called the meeting to
order at 4 p.m.. As the first item on the agenda,
he asked for approval of the monthly meeting held
on February 23, 2012, it was agreed and signed.

2.Mr. Fenster summarized result of his inves-
tigation on the matter complained by the customer
, he would send a report to the Board of Directors.

3. The General Manager Mr. Falk proposed
that Mr. Baum would get in touch with the custom-
er making the complaint and Ms. Dulugatz would
be the spokesperson to the media.

The next meeting will be held at the same time
and same place on April 23, 2012 and it will be ad-
journed at 5:50 p.m.

Recorder: Cassiel, Secretary
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Z 5] 2 Application Writing :

Dear Mr. John

I am writing to apply for the consultant posi-
tion advertised in the newspaper. As requested, I
am enclosing my certifications and resume.

1 will be graduating from Wuhan technical col-
lege of communications. During the college, I took
part in the Young Volunteer Association in our
drexy, as a vice— chairman. And I believe that my
strong experience and education will make me very
competitive candidate for the position. The
strengths that I possess for success in this position
include :

1. T have excellent work ethic, knowledge of a
varity of computer, software programs and ability
to work individuality or as part of team.

2. T have interpersonal skills and ability to in-
fluence and persuade others.

3. I strive for continued excellence.

Please see my resume for additional informa-
tion on my experience. I can be reached anytime
email53694382 @ qq. com or my call phone,
9055553978

Thank you for your time and consideration. I
look forward to speaking with you about this em-
ployment opportunity.

Yours sincerely,

Kiki

RGN 2 b iE RG] T ER T ]
WETNIG R E”  RGEVE 72, RGVE IR
AR 2, DAD A RO B Sk b BB 0 22 R 1 )
TC IR LR 5 4 1 A — 26 i SR 5 3% 422 08 o
A WG N A I R AR L

ZOWIPE AR TR E R 2 HER AR
TEAN Chn W W] yesterday B9 H 1), % ] 4 24 45
M R S, IF i B enclosed with my resume,
Wi S 2 A IR A AL A5 R RS T kR By B
RS .

I3 HT s AT T AR h Fe AT AT LA R B i TR 4 A
AR L H A B S R S T AT
WIVE R IR, R G R T AR i n 44 0 R
b S R R G L) A5 R B AR AT S
SRR R BEFH R BRI H W2 R W ¢
i) ) R AR A . TR O ] DL R e i
TR AT 55 28 4 & SR L R RTE AR R
kG5 TT T

Z ] 3 Counter — offer Writing :

Dear Mr. Bean,

We note from your letter of March 26", 2015
that you are interested in our Grill Parts but find
out our quotation of March 24", 2015 too high.

We want to tell you our price has been accept-
ed by other buyers from the world at which more
deals have been done.

In this case, I’ m afraid there is not much
room for price reduction.

Yours sincerely,

Ken
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