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Establishing Business Relations

(Specimen 1 ) °

Gentlemen,

You were recommended to us by the Standard Chartered
Bank, which told us that you are a prospective buyer of
Chinese textiles and cotton piece goods. And these items fall

within the business scope of our corporation.

31
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We are a state-owned corporation and are in a position to
accept orders against customers’ samples specifying design,
specification and packing requirements.

In order to give you a rough idea of our products, we
are airmailing you wunder separate cover a copy of our
latest catalogue for your reference. If you find any of the
items interesting, please let us know without the least delay.
We shall be glad to send youw quotations and samples upon
receipt of your specific enquiries.

We look forward to your early reply.

Yours truly

BB # -
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MAMNEFZERBTRNFH DL 5.

KRNEZEALNE RBREFZFRENFELE ABFEER
BRMER,

HERFTRAEAFAFTRENFEANABEG T H, BRNFF—
HERFERERFTISEL, WRAFTXAEFHETTRRAE, FE
2R RMEKEGRNNAKENEE, 2 RHL @ H RN H
FEH R,

BEA!
EE

4



_Specimen 2 o

Dear Sirs,

We learn from the Commercial Counselor’s Office of
our Embassy in your country that you are a large buyer of
carpets. As articles of this kind fall within the scope of our
business activities, we want to take this opportunity to
recommend you Shanghai Carpet.

Shanghai Carpet has been widely sold to wvarious
markets abroad, and we believe that there is also a demand
Sor it at your end. In order to give you a general idea of
this product, now we enclose a copy of our catalogue for
your reference.  Please study it and let us know your
comments, so that we may discuss the business possibilities.
If you will give us your specific enquiry, that will be most
welcome.

We are sure of good business prospects ahead of us.

We hope to hear from you soon.

Yours faithfully

(8B ) ®
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Useful sentences |

(1] ... advised us of your scope, which coincides with ours. .
ARARATE L 55 Y5 VR FRATT L AR AT Bl 55 5 R E AF S AT Y

—.

We have obtained your address from ...
FATA - RAFART7 HuhE

We specialize in the exportation of ...
T AT Tt s

We would like to establish direct business relations
with...
KARAHEES B ERLF LR

We want to take this opportunity to recommend you
Shanghai Carpet.
AT L2 1 5t A J A A RATH B s

~— Notes ——F——————— SR

1. advise sb of sth e STRCIE YN :
2. to establish business relations with... 5. @7\ % % & {
3. fall within the business scope of... fE:- B’Jﬂk%ﬁi[ﬁZW;
4. if any item is of interest to you... ﬁﬂ%f@*ﬁﬁ@ﬂfﬁf‘:rﬁ:@%;
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Enquiries by Buyer

Specimen 1 e

JL Technology Ltd.

3 Irving Road, Irving Industrial Building
SINGAPORE 369522

Fax: (65) 283 0537; Tel: (65) 283 0945
4 March 2005

Mr. Smith, Manager
TW Office Systems
36 First Ave.
Singapore 149553

Dear Mr. Smith,
Office furniture for a quotation

Would you please quote for delivery and installation of

new furniture for the refectory and office areas of our
company?

1. The refectory area is approximately 30m x20m and
we shall require six dining tables, each with four
chairs from your FEasidine range. The second area 1is
in an ‘L’ configuration, and we shall require eight
2.5m x2m workstations  (either Scirocco or Blaze
models), along with twelve ‘Junior Executive' swivel
chairs in the same design.

2. Can you please quote prices inclusive of transportation

= |



