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September 6, 2000

Gentlemen:

We saw your women’s dresses and suits at the Women Fashion Show held in Los Angels
on August 26. The lines you showed for teenagers, the “Fairy” dresses and trouser suits,
would be most suitable for our market.

Would you kindly send us your quotation for spring and summer clothing that you could
supply to us by the end of December this year? We would require 3,000 dresses and
suits in each of the sizes 10-12, and 600 in sizes 8 and 16. Please quote c.i.f. Shanghai
prices. Payment is normally made by letter of credit. Thank you for an early reply.

Very truly yours,

H Manks

H.Marks
Buyer
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(Z) BHIER: HRMBR &R (Inquiry about a quotation for bathroom

showers)

ERER: EHAGHBITENERE, BUE B, WHRERESHEN.

THRIFTHRRE R REE:
ZR. WEITXHE. B

Lormcn

21 July, 2001
Dear Sirs,

With regard to your advertisement in the Estate Builders’ Monthly of 3rd of July, we
would ask you to let us have a quotation for the new bathroom showers, which are
described.

As building contractors we erect about a hundred houses and two or three blocks of flats
a year. If your equipment is of good quality, and we receive a favorable offer, we may be
able to place large orders with you.

We look forward to hearing from you soon.

Yours faithfully,

F. 7. Bunker

F. T. Bunker

BB W
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(=) HREW: HREORITWEITESE (Enquiry about quantities)
EEER: BEEMNERBOE, WHWEEITENRE.

June 2, 2001
Dear Sirs,

Our business agents in Africa have asked us for quotations for 20,000 bicycles, to be
exported to East Africa countries, including Egypt, the Sudan, Ethiopia and Somali.

Please let us know what quantities you are able to deliver at regular internals, quoting
your best terms f.0.b. Port Sudan. We shall handle export formalities, but would ask you
to calculate container transport to Port Sudan for onward shipment.

Yours faithfully, |

T. Harrison

T. Harrison
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RH. WESHEER. XHF—-BERAEE DMt A.
() BOEAER, B RATEGHBR &AM (Asking for brochure and samples

of the product)
BRER: AT ERETBER, BEREAERER XA BHER K
PR AR o
June 5, 2002
Dear Sirs,

With reference to your advertisement in yesterday’s edition of China Today, would you
please send me your color brochure with full details and some samples of your quality
print packages? | would also like to know whether you can arrange air freight to
Beijing.

Yours faithfully,

John Smith
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MERE: FREE. REHDE: RN SE80EE FEXNTRESEN
AR R ARREEZFETBEIR. EREE.

(f) W) & X RYr i H# (Asking for catalogue and price-list)
BEYR: BUSHENRE, WM H R,

Bt W w

June 8, 2002
Dear Sirs,

With reference to your advertisement in last Tuesday’s Business Daily, we are interested
in buying 10 cases of your products. Could you please send me a catalogue and
price-list?

| would like to know whether the price includes delivery charges.

Yours faithfully,

Jos FM

Jon Fleming

ABESIT: FORERB. BN EB80ER, FRBEHESR, &
BT RO R BRI . BRMAMER T AERRRAEN. 1IEHS
B, wHL

(N) BERFIXEHALSE (Reply to enquiry about promotional gifts)
SERER: RIAEFHARESE, BEEFEEHLD. mRERBRMIEE,

22 July, 2001
Dear Mr. Brown,

Thank you for your letter of 18 July enquiring about our promotional gifts.

We are pleased to enclose our new brochure and price list together with samples of our
promotional gifts.

We look forward to receiving your first order.

Yours Sincerely,

Many Hardy

Mary Hardy
Sales Manager

Enc: 3
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(t) BEEHFHBE M E %X (Reply to enquiry about catalogue)

BEER: WRABERER, RN TERTEEMERERE.

25 june, 2002
Dear Mr. Waters,

Thank you for your enquiry of 18 June.

We have pleasure in enclosing a copy of our latest catalogue and a leaflet giving details
of our special trade discounts. All the items are now covered by our standard two-year
guarantee.

We look forward to hearing from you.

Yours sincerely,

F llasnden

F Islander
Sales Director
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BATHCERNMS BREBGITIERE, BELEZLTF.

(V) XA JLERERFEREE (Reply to enquiry about range of children’s
clothing)
EEER: BEXRGEHEEBRNE, BEEFHEXME.

August 3, 2002
Dear Mr. Baker,

Thank you for your enquiry of 22 July about our range of children’s clothing.

I enclose some information, which | hope ybu will find of interest. Please contact me if |
can be of any further help.

Yours sincerely,

Roberts Singer
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vy EHE R R P REME B %L (Reply to enquiry about products and prices)
BENR: BFRGEGHNRAENEEER, BUSHREE SN BHE.

August 20, 2002
Dear Sir/Madam,

Thank you for your enquiry of 12 August about our products. We enclose the
information requested.

If there is anything else we can help you wish, please call our office.
Thank you again for your interest.

Yours sincerely,

Marcel Delisse

Marcel Delisse
Marketing Secretary

RS iR e

RERTE: £EN0E. BHE 3 B 12 BXREORRATTE; RIWAE
BREMET L EEHARERNFHN, BARNOAHASITRIE, BEEn.
UL AR R 3

(T) BEEBEFFHMI (Reply to enquiry about items available for a period)
EREEHR: BERERHESIMEEER, EEHERRER, RGN,

April 3, 2002
Dear Customer,

We enclose a copy of our latest catalogue. You will notice that we have increased the
number of items on offer for a limited period.

All of the items are currently in stock, but if an item you require is out of stock and not
available for the next 14 days, we will inform you.

Yours sincerely,

Vol Suith

John Smith
Enc: 1

Please make sure you put your telephone number on the letter in reply. , 5

Hitles W)W
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(t—) BEBE: TN HEPEERETERE (Reply to an enquiry
about equipment to manufacture medium-density fiberboard)

EEHER: BEXGEHAMERRTRMBEHEERBETLENRE, &F,
KOmEREATERBFIERE. BEEEHE.

May 3, 2002
Dear Mr. Zhang/Ms Lee,

Further to my letter of April 10th, 2002, | have been informed that Canada is not in a
position to supply equipment to manufacture medium-density fiberboard (MDF). | regret
that we are not able to assist you in this matter but hope that we can find other
opportunities in the future.

Yours sincerely,
Vol Snith

John Smith
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(+7) BUS KR i, #8405 HRMIMYM (Enquiry about catalogues and
quotations)

BEER RESORIERANEE H, PEBRYHEXR, ROEME
FARAT

June 8, 2002
Dear Sir or Madam,

We have obtained your name and address from Aristo Shoes, Milan, and we are writing
to inquire whether you would be willing to establish business relations with us.

We have been importer of shoes for many years. At present, we are interested in
extending our range and would appreciate your catalogues and quotations.
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If your prices are competitive, we will expect to transact a significant volume of
business.

We look forward to your early reply.
Yours faithfully,

Vol Swith

john Smith

Bt W w®

RERT: MEEESHNTRIBERR, HEEERN TR -BAKHEE,
Ruraeg T ZREAE. 2FRFNE: RUSFENEFSER, RS
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(+=) BUsgHE i, FERURTFSHFHAMBEBRNER (Asking for more
information about domestic brassware products)

BEER: KANESLEOHBROERS, FERMFLHFMANAESL
FR.

Jjune 8, 2002
Dear Sir or Madam,

We have obtained your name from the Commission of india in Hong Kong.

We are interested in buying for export high-quality domestic brassware, e.g., flower
vases, candlesticks and handballs.

Please let us know exactly:

e What goods of these sorts you can supply

e What the terms of your export business are

e  What the current delivery periods are

After we have studied the information that you have supplied we shall decide whether to
ask you for samples.

Yours faithfully,

Jobs Smith

]ohn Smith

W@ﬁﬁ %FE*Hﬁ%#ﬁ%E%ﬁm%hﬁﬁ% iTX“?ﬁFm
X, BRXREE. MRFEHRTEAL. FETH T B HNEE> g,

HORZFFRMA 2, TRABEKE. HERBENE.

(T0) HFERXT CHEHEREHIENR (Reply to enquiry about airship)
BEER: BFREHEEEXGEEEN AR, FEEREEFXER.
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July 6, 2001
Dear Mr. Stephen,

Thank you for your letter of June 27 concerning our airships. The enclosed brochure
gives further details, but you may like to consider the following advantages of airships
over heavier than air machines. They do not require runways and highly skilled
maintenance personnel, and are very versatile, being able to take off and land in remote
areas.

Economy in terms of load/fuel consumption ratio is excetlent, with the result that freight
rates would compare favorably with air cargo rates, with the added attraction that they
can operate point-to-point, therefore reducing handling costs.

Turning to other factors, airships are safe, noiseless and pollution free, and of course
when transporting extra heavy equipment they would not cause road congestion.

We are sure that all these factors together would offer your company a considerable
all-round saving in cost, and would be delighted to help you further if you could give us
more details of your requirements.

Yours sincerely,

Vol Swath

John Smith
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1. Please send us a catalogue and price-list/a new price-list/free samples and prices
of the promotional gifts/full details and prices/a free brochure/some information
on trade discounts and guarantees.

2. Could you please send us a free color brochure, price-lists and samples of their
leaflets?

3. Would you please let us have a firm offer for .../ your current catalogue
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10.
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12.

13.

14.

15.

16.

17.

18.

19.

20.

showing ...

Please let us know whether air freight can be arranged to our country.

We are interested in buying the products and would like to have further details.
Would you kindly quote your best prices and terms of payment for the products?
What qualities are you able to supply from stock?

We are in the market for these products.

If your prices are competitive/If the quality of the goods comes up to our
expectations/If the samples meet with our customers’ approval we can probably
let you have regular orders.

There is a promising market here for good quality office machines, and we may
be able to place large orders with you.

We look forward to receiving your quotation/prices/reply by return as soon as
possible.

We normally effect payment by letter of credit.

Payment will be made by cheque/bank transfer.

Please send us a proforma invoice for customs purposes.

We are retailers/importers/ wholesalers in the area, and would like to place an
order for the products.

We were impressed by the selection of gardening tools that were displayed on your
stand at this year...

We would like to have more information about whether

a) The price includes delivery charges.

b) The filing cabinets are available in green.

¢) You could send the order by air.

d) You have an office in Paris.

€) You can pay in US dollars.

f) Air freight can be arranged to your country.

g) You can arrange for the instruction booklets to be translated into the language

used in our country.

Please let us know whether the filing cabinets are available in green/whether
they could sent the order by air/whether they have an office in Paris/whether
you can pay in US dollars.

Your advertisement in the (month) issue of (name of periodical) magazine is of
great interest to us.

We would like to know more about the products your firm offers and would
appreciate receiving your wholesale price list and information regarding terms

and ordering policy.
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