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(1)
Dear Uncle Jim,

To most people March is a reminder that spring is on its way. But to
me it also means the month that holds the birthday of my favorite uncle.

All of us in Beijing miss you particularly at this time of the year,
although we try to console ourselves by remembering when you lived
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here and all the fun of family parties and picnics.

But near or far, you know, Uncle Jim, that on your birthday as on
everyday we are thinking of you with love and affection.

A very very happy birthday and many more of them to come.

Love,
Nancy

(2)
Dear Mr. Black,

David and I think it was most generous of you to send us such a
beautiful gift! We love the little carved Chinese figures, and they’ll be
just perfect on our mantle!

I am delighted to know you are coming to New York for the
wedding. David has talked so often of you, and with such affection, that
I'am looking forward to meeting you.

Many thanks for the gift, from David and me!

Sincerely yours,
Helen Curtis

(3) The purport of this line is to advise you that we have completed
the building of our new factory.

(4) We are pleased to inform you that our business will be turned
into a limited company on May 1st.

(5) Notice is hereby given that the annual general meeting of the
shareholders of our company will be held at the Bankers’ Club on Mar.1.

(6) Through these lines, we intimate you that they may send you

considerable orders.
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(7) In answer to your favour of May 6, we inform you that we are
unable to take the goods offered by you.

(8) Kindly excuse our not replying to your favour of May 8 until
today.

(9) Kindly acknowledge receipt, and have the goods sent by the
last steamer in December.

(10) We duly received your favour of May 15, contents of which
we note with thanks.

(11 ) We have much pleasure in confirming herewith the order
which you kindly placed with us yesterday.

(12) An order form is enclosed. Fill it out and attach your check.

(13 ) Enclosed please find the invoice of 80 bales wool bought by
your order.

(14 ) In reference to the interview our representative had with you,
we offer to you our service as shipping-agents.

(15) I shall esteem it as an honour if you kindly grant me an
interview.

(16 ) I am regretted to have to inform you that two cases of them
are so bad in quality.

(17 ) We greatly regret the mistake made in sending you the goods.

(18 ) We request that you will have the goodness to furnish Mr.
R.C., the bearer, with whatever funds he may require to the extent of $2,000.

(19) Your prompt attention to this matter will be appreciated.

(20 ) We wish to thank you for giving us the opportunity of serving
you.
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(1)
Dear Sirs,

Our representatives, upon their return from Shanghai, made a
report concerning their discussions with your senior cadres on forming
a joint venture company, expounding their deep impression on the rapid
growth of China’s economy and the favourable environment for making
investment in China.

We are very grateful for the many kindness and hospitality extended
to our representatives by your cadres and staff of China International
Trust & Investment Corporation. Their indefatigable efforts created a
harmonious atmosphere for negotiation.

We have studied the draft agreement handed over by our
representatives and found that the terms stipulated therein are acceptable.
However, for the sake of formality, we have to hold a board meeting
at our end to thoroughly discuss the matter in question so as to reach a
unanimous understanding among the board members, and after that, we
will send our authorized representatives to Shanghai to see the site, and,
if everything turnts out satisfactorily, we will sign a formal agreement
with you.

There is no denying the fact that China is advancing with vigorous
strides in many respects, and it is anticipated that she will take the lead
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in the development of economy in the Pacific Rim.

We attach great significance to your cooperation and hope that the
prospective joint venture company will yield fruitful results. We will
keep you further informed as soon as our board meeting is over. With
very best wishes.

Yours sincerely,

(2)
Dear Sirs,

In the past we have sometimes met with serious difficulties when
accommodating export cargo from Japan in our vessels, on account of
unexpected “last-minute” cargo offerings.

A certain amount of space is reserved in each vessel for cargo from
Japan, in accordance with bookings and prospects as estimated from
information received from you. If this information is not obtained, it may
occur that the total amount of space available for Japan-cargo proves to
be insufficient when the ship starts loading.

Commitments in other Far Eastern Ports do not always allow an
increase of space for Japan-cargo with the result that your cargo might
have to be shut-out.

It is therefore also in your own interest that we earnestly request
you to inform us well ahead, say about two weeks, of the shipments you
are planning to make on our next sailing.

We thank you for cooperation in this matter.

Yours faithfully,
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Dear Sirs,

After several meaningful discussions with your representatives
in Chicago on the subject of processing and assembling your heaters
for use in automobiles, we take pleasure to inform you of our ideas as
follows:

1. Your proposition is practical. China has enough labour force, and
you are no doubt aware that the Chinese craftsmanship is well known to
the world. Since your HK-1 car heater falls within the category of labour
intensive industry, you will find it to your advantage to request our
cooperation.

2. We agree to process and assemble the car heaters according
to the technical data and blue prints given by you. However, in the
first two months, processing and assembling work is to be done under
the supervision and guidance of your experts and technicians in order
to guarantee product quality. Furthermore, our workers, availing
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themselves of this initial period, can receive better training to improve
their skills. Needless to say, this is beneficial to both of us.

3. Generally, we only charge a processing/assembling fee
for working on the materials and components provided. However,
experience tells us that some of the components often run short in the
course of processing and assembling; thus the whole work has to be
suspended if the components are to be replenished from abroad. These
components in fact are not precision items which are obtainable in our
market, and we can assure you that the quality of such components
as PVC wire, screws and audio frequency transformers that are
manufactured locally can compare favourably with that of any other
products available in the world electronic market. In view of this, we
suggest that we use our components as supplements if necessary in order
to ensure that processing and assembling work will not be interrupted.

4. The overall processing fee is $... US dollars per unit including
charges for labour, packing, depreciation of machinery, storage and
transport.

5. The auxiliary and packing materials used for processing and
assembly as stated in Item 3 shall be purchased by us on your behalf and
the cost involved shall constitute part of the processing and assembling
fee, or if you like, they can be accounted for and paid separately.

6. All the car heaters processed and assembled by us shall bear your
trade market. Should any disputes and claims arise in regard to quality,
patent and other rights involved, they shall be settled by you.

7. We shall deliver the total output of... finished products ( heaters )
a month on condition that the materials and components provided by you
reach us in time. If any defect is found in the materials, you shall, upon
receipt of our advice, send over replacements without delay.

8. Payment for the processing and assembling charges is to be made
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by sign L/C to be opened in our favour, and the L/C shall reach us not
later than 21 days prior to the date of each shipment.

9. Insurance for the materials, components and finished or semi-
finished products, so long as they are in our warehouses or factory
premises, is to be covered by us on your behalf. Insurance for the
finished products on board for export is likewise to be taken care of by
us. The premiums, however, shall be borne by you because they are your
property.

10. As agreed upon during our preliminary discussions, inspection
of the finished products shall be made by the Shanghai Commodity
Inspection Bureau based on the designs and other requirements given by
you. The result of i 1nspect10n or the certificate issued by the SCIB shall
be considered final and binding upon both parties.

11. If the aforementioned points meet with your wishes, we may
enter into an agreement for two years as a trial. But one thing we have to
stress is that the processing and assembling charges shall be subjected to
change according to the variation of exchange rate because the US dollar
is not so stable that no one can tell to what extent the depreciation of the
dollar will come out in two years.

We appreciate your early comments on the matter.

Yours sincerely,

%3] 4
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The White House Washington
Dec. 25, 1981
Dear Mrs. R.,

I still don’t feel right about your opening an envelope instead of a
gift package.

There are several much beloved women in my life and on
Christmas I should be giving them gold, precious stones, perfume, furs
and lace. I know that even the best of these would still fall far short of
expressing how much these several women mean to me and how empty
my life would be without them.

There is of course my “First Lady.” She brings so much grace and
charm to whatever she does that even stuffy, formal functions sparkle
and turn into fun times. Everything is done with class. All I have to do is
wash up and show up.

There is another woman in my life who does things I don’t always
get to see but I hear about them and sometimes see photos of her doing
them. She takes an abandoned child in her arms on a hospital visit. The
look on her face only the Madonna could match. The look on her child’s
face is one of adoration. I know because I adore her too.

She bends over a wheelchair or bed to touch an elderly invalid with
tenderness and compassion just as she fills my life with warmth and love.

There is another gal I love who is a nest builder. If she were stuck
three days in a hotel room she’d manage to make it home, sweet home.



