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Tokyo Company Limited
1-2-3 Marunouchi, Chiyoda-ku,
Tokyo 100-0005

Tel: 813-1234-5678

Fax: 813-1234-5656

) N o

April 1, 2000

TLCL.

Mr. William Smith, Sales Representative
Mega Office Supplies

23 Pine Street

Hayward, CA 94544

RE: Your visit to our office

Dear Mr. Smith:

Thank you for your letter dated March 31 on your
visit to our office.

Unfortunately, the director of the Procurement Dept.,
Mr. Tanaka, will be out of town on April 10. He will
be available on April 11 or 12. Please let me know
if you can visit us on either of the two days.

For your information, | have enclosed a map with
directions to our office.

Sincerely,

Hanako Yamada
Procurement Department

Enc.: Map

Cc: Bob Jones
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