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2 WAEXHE

LESSON 1. WRITE TO UNKNOWN CUSTOMER

Re: Home-used sauna cabin

Dear Sir,

We wish to inform you that our company is the
exporter of the captioned product. Enclosed please find our
catalog and price list for your reference.

We look forward to receiving your comment and reply.

Thanking you, we remain,

Yours sincerely,
ABC TRADING COMPANY LTD.

General Manager
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4 PRAZEXHE

LESSON 2. WRITE TO INTRODUCED PARTY

Re: Electronic Calculator

Dear Sir,

Your name has been recommended to us by our Associ-
ation as one of the leading importer of electronic calculator
in the Middle East.

We wish to establish business relationship with your
Company.

As such, we enclose herewith our latest catalog and
price list for your reference.

Kindly advise us the model of prbducts selected by you.
Upon request, we shall send you our best quotation.

Thanking you, we remain,

Yours sincerely,
ABC TRADING COMPANY LTD.

President
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6 FREXHE

LESSON 3. WRITE TO OLD CUSTOMER

Re; Telephone set

Dear Sir,

It has been quite some times since we last met in
Taipei.

My colleagues and I shared many points of view with
you in connection with the present market position.

We understand there are many competitors in the mar-
ket and the competition is very keen. However, we believe
our quality and price can match other manufacturers.

We hope that you will proceed to apply permission from
the Communication Authority for their final approval so that
we could quote the relevant number on our catalog specially
printed for you.

Thanking you, we remain,

Yours sincerely,

ABC TRADING COMPANY LTD.

Export Manager



