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(The Structure and Layout of a Business Letter)
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L. RSy BIE— RS B TR AT G A $E Y, 45
(—) {53 (Letter Head)
() H ik (Inside Address)
(=) #REE (Salutation or Greeting)
(M) {EEEI (Body of the Letter)
(#) #HsLid (Complimentary Close)
(X)) %4 (Signature)

2. BB EERN MRS, B8
(a) Bt (Enclosure), %% Encl. & Enc.
(by B2 (Postscript), faiE P. S.
©) BIp Aitk4 (Particular Address or Attention Line)
(d) = (Subject Heading or Caption)
(e) HEHB2%EE (Reference Number)
(f) $53% (Carbon Copy Notation), H%E c. c.

HE# 6

Specimen Lettter
Block Style (Open Punctuation)

(—) THE EASTERN SEABOARD CORPORATION
350 Park Avenue
New York, New York 10017

Telephone (No.) 2252780 {e) Your Reference:
Cable Address: “EASTSEA” Our Reference: 3455
Telex Call No.222711(RCA)

April 12, 1978



(=)

=

()

(2)
(3]

Kanto Mercantile Corporation

2-1, Nihonbashi 3-chome, Chuo-ku
Tokyo 101
JAPAN

(c) Attention: Mr. Maki Abe, Export Manager
Gentlemen:
(d) Re: U.S. Products’ New Price List

Enclosed is a new price list of U.S. Products, Inc.
indicating a full range of their products.

We can quote on all of these items, except a few items
that are shipped from Europe or Australia. If you are
interested in receiving CIF quotations on any of these
items, please let us know and we shall be glad to send
them to you.

We await good news from you.

(#) Very truly yours,
THE EASTERN SEABOARI CORP.

) (Signature)
James Parrington
Vice President

Encl. Price List

cc: Mr. John Hayward, San Francisco
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