商务英语邮件格式范文
包装Packing
ForwardBicycleCo.Ltd
987JiangnanRoad,Kunshan,Jiangsu,China
Tel：(0520)500000Fa_：(0520)500001ZipCode：215300
February1,199#
GulfCommercialCenter
P.O.Bo_376
AbuDhabi
U.A.E
Attention：Mr.Y.Mohammed
Dearsirs,
The12,000cyclesyouorderedwillbereadyfordispatchby17thDecember.SinceyourequirethemforonwardshipmenttoBahrain,Kuwait,OmanandQatar,wearearrangingforthemtobepackedinseaworthycontainers.
Eachbicycleisenclosedinacorrugatedcardboardpack,and20arebannedtogetherandwrappedinsheetplastic.Acontainerholds240cycles;thewholecargowouldthereforecomprise50containers,eachweighing8tons.DispatchcanbemadefromourworksbyrailtobeforwardedfromShanghaiharbour.ThefreightchargesfromworkstoShanghaiareUS$80percontainer,totallyUS$4.000forthiscnsignment,e_cludingcontainerhire,whichwillbechargedtoyouraccount.
Pleaseletushaveyourdeliveryinstruction.
Yoursfaithfully,
KangZhuang
GeneralManager
