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0000000000000 00000D0D00D0OO0D Common Business Abbreviationst [ 0 O [
[0 O Openings and Closingsd [ Expressing Thanks[l [0 Expressing Good[] Best Wishes[] [1 Apologiest O [
00 O O O Expressing Condolences] [ [0 [0 Expressing Sympathy[d [ Invitations] [J RemindersC [ [

[0 Requesting Helpd 00 O O Offering Help 0O O O Giving Suggestions] O Giving Warnings(d [0 [0 [0 Giving
Adviced O Appreciation [J [0 Recommendations] [J Congratulations[] [1 Complaintst] 0 Appointments[]
0 WelcomeO O Attachmentsd O Cancellationsd O O O OO O O O Asking for Contact Informationd O O O O
0 O O O O Arranging Time and Making Plans(] [0 00 00 0 O O Conveying Neutral News O [0 00 [

[0 Conveying Good News[] [J I O O Conveying Bad News[] [0 [1 [0 Requesting Information] [0 [0 [

[0 Announcements or Notices[] (1 [1 [J Confirmation Messagel] [ Clarification] [0 Updated O O O 0O 0O 0O O
00 O O O Request for Employee Suggestions[] [ 00 0 O O (O O O O O )Request for Credit Approval(Business
to Business)[J 0 00 0 0 O (O O O O O O )Request for Credit Approval(Consumer to Business)J O O [

[J Request for Proposal IRFP)[] U O O OO O O O Request for Buying Office Facilities 0 0 0 O 0O 0O O

[ Request for Deadline ExtensionJ [J Request for Bids[] O [ [0 0 O Request for BudgetsCl O O 0 O O

O Approval for Employee Suggestionst] U [0 [0 (O O O O O )Approval for Credit Application(Business to
Business) O OO O (O OO O O O O )Approval for Credit Application(Business to Consumer) [0 00 O

O Approval for Proposal] O O O O O O O Approval for Buying Office Facilitiesd O 0 O O O OO O Approval
for Deadline Extension] O [J 0 Approval for BidstJ [ [0 O Approval for Budgetll O [0 [0 O O Suggestion
Rejectiond 0 0 0O O O (O O O O O )Credit Application Rejection(Business to Business) 0 0 O O 0O (O O
(0 O O O )Credit Application Rejection 1Business to Consumer)d [ [0 (I Proposal Rejection] O 0 0 0O O O
[0 Buying Office Facilities Rejection [0 [J [0 [0 [0 OO [0 Deadline Extension Rejection] [1 (I [ Bid Rejection]
00 O O Budget Rejection [ O [0 Surprisel] O Gladness] [ 00 [ O Appreciation and Admiration[] [

[0 Encouragementl] [0 O O O Care and Concernld] [0 [0 O Expressing Wishes[ [J [0 [ Stating Intentions [
0 O O Expressing Importancel] O O O Expressing Ability(] [0 [ 00 Asking for Permission] [0 [0 [0 ?00 Should |
or Shouldn’ t170 0O O 0O O O Agreeing and Disagreeing] [0 00 00 O O Likes and Dislikes(d [ [0 [0 Expressing
Preferences] [0 [0 [0 00 Expressing InterestC] OO O [0 Expressing Curiosityd O O O O Blaming and Complaining
O 000 O O Certainty and Uncertaintyd (I O O O O Possibility and Impossibility[] (I Guessest] [0 [0 [0 [0 [
O Timed O Frequencyd O O O O Sequenceand OrderD D 0 000D O 00O O0OOOOOOOOOOOO
O0O000000DO00000D0bOO00bOo00oDbOOoOobDOoOooDoa
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00 O Holiday wishes [0 OO [0 [0 [0 100 Happy New Year![D [0 [0 00 00 200 Happy Spring Festival!Cl O O O !

(0 300 Merry Christmas![] [0 [0 00 '00 O 40 Merry Christmasand a Happy New Year!O O O O OO OO0 Qd5
[0 Happy ValentineS Day![] [0 00 O O ' O 600 Happy Dragon Boat Festival!l O O 0 00 0O OO O7
00 Happy Mid-Autumn Festival!(] [0 00 00 O !0 O 80 Best wishes for the holidaysCl O O O O O '0 [0 Expressing
good wishestd OO O O O [0 100 1 wish you a pleasant[ safe journeyO trip0 O 0 O OO0 OO0 O OO OO

0 020 Good luckinyournewjobO O O OO0 OO0 0000 OO

00 O Holiday greetings from Shanghai Corporation World Headquarters(d

At thisseason we pause to remember each of you and the contributions you havemade to our international efforts.
We hope that the joy of the holidayswill fill your hearts and homes, and that all your associations will berewarding.
We are happy to announce that a holiday bonus wilt be includedin each paycheck this month. Thank you for
making this past year the bestever.
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