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letter

sk heading

&%
i85

reference —

nsule

A
Mt

address |

FRBE salutation -

yajida (Holdings) Ltd.
PO BOx 7398 ,Kaduna, Nigeria.
Phone ;Kaduna 542371 (4lines) Cables. BAYHOLD
TELEX ;20171

—AA/AMB/P125 10th February , 19—

r A. N. Abubakar
Kaduna Polytechnic

PMB 2021
aduna

— Dear Mr Abubakar,

SEMINAR FOR BHL SECRETARIES Foilowing our

sub ject line—

=

cumplimentary
FALIH close
% % signature—]|

B4 position

telephone conversation on the above subject 1

would like to confirm that the date and the pro-
gramme for the Seminar have now been worked
out.

The Seminar will take place on 24th February,
19--, at the time given on the enclosed programme.
The Seminar will be held at Bayajida Training Cen-
tre in Ahmadu Bello Way opposite -the offices of
New Nigerian Newspapers Ltd.

Thank you very much for accepting our request.
Locking forward to seeing you on the day.

|

Yours sincerely,
For BAYAJIDA (HOLDINGS)LIMITED

__Ai Abdulkadir (Mrs)
Training officer

¢. ¢. ; Group Personnel and Training Manager, BHL
The Senior Training Officer ,BHL
Enc. :

ST

c.c. . ¥F3% Enc. (Wi WHIR TR\ LT EE A AR,

02-
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a) %\ H] & ¥R : Chellco Industries Ltd. 8{F |

bYW E ALER :Mr AL B. Aba B

A.B. Aba Esq. S{&E

o)W fE AR % . Sales Manager

ERHALESERNE - RATSHERTREHEE
BES., PImERE AEZN T LFRG, £ street " HF 7 -
(St. ) J5 , 7& “Company ” il “Limited” 4§ & iF] (Co. # Ltd. ) J5, T
“Mr”fl“Mrs” G R R R a5 .

WIS RALIE A FXFAAREES S A RE.
BIneG A EB1{E, 8 L “Dear Sirs”Jf 3k, “Yours faithfulty ”E A 4&
WAL, MEE A EA fFE A (Bl Personnel Manager) , 1 X
“Dear Sir”FF &, “Yours faithfully” R g diiLid . MBELFETA
S (E [ X FEFRIE , “Dear Mr Balogun” a8 “Dear Miss Essiet”, 4%
WAL 5 “Yours sincerely”, T FFE A8 5|4 — LR 4] .

b

@ i RSB -~ E ity
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40 Tkorodu Road
Igbobi
Lagos

a . L : COMPLEMEN-
INSIDE ADDRESS SALUTATION B
E ey P "TARY:CLOSE -
Phonodlsk (Ni:éériéjLid. ‘Dear Sirs,

Yours faithfully,

Mrs O. E. Akindele
The Project Manager

‘Mando: Road

Kaduna

-Poultry Production Unit -

Dear’ Mr;s ‘Akindele ,

Yours sincerely,

The Managing Director

‘ 117 Enugu Road v
P. 0. Box 125 Awka

Bafford (Nigeria)and.Company

Dear Sir,

.Yours faithfully,

The Principal

‘W. T.C.Kano: -

Kano

Dear Mgdam N

Yours faithfully,

EX FEABEFEXRALGEEELNETEE. ME

ik fE R R T E TR L.
5% WRBH/ANE-ARNRR L RERGEEF
RARLAEN ENR . BERARAMEFRITHETEANESLZ

i, ldm

Yours faithfully,
Nigerian Paper Mill Lid.

(Signature)

EREAME BREASTHIFLTRHME

nv4c<

5 1E T H#
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1.

BOSS ; The company has just changed its name,so please
retype this Jetter on paper bearing our new
Add the words Your order no. 558 as a

After my initials and yours add the file number Ato complete

the T

2_. If you use the words Dear Mr Babatunde as your - ,the
correct  is Yours o . .

3. We! ve just. received this letter from A. Arnu.and Co. They
" ve misspelt the hame of our company in-the ___address,
and the writer’ s - is-illegible and his _©  is'not given.

%3 -

Mﬁ?iﬂ:ﬁ%é’]ﬂ %Tﬁ irﬂ*ﬁ %%é’]%ﬁ"%"ﬁﬂf

M=

=L

date , subject line, position of writer, inside address , salutation ,

signature of writer, letter heading, name of writer, complimentary

close ,reference



—J~LIMURU TEA EXPORTS LTD

Cresta Estate P. O. Box 50 LIMURU
4--Our Ref. ;APB/SMK/5876/4 15 January 1882~
he Sales Manager
Plybox Co. Ltd.
P. 0. Box 92
airobi
-~Dear Sir,
+--OVERDUE TEA-CHEST DELIVERY

We wrote to you on 5 January asking for the prompt delivery of omj
monthly supply of tea—chests, which was already 10 days overdue on that
date. We have still received no delivery ot explanation for the delay.
You will appreciate that it is of utmost importance that we do not let down
our customers. If we cannot supply their requirements of tea at the time a
greed, we risk losing them to our competitors.
We ask you,therefore,to deliver our tea-chests within seven days. Failure
to do this will force us to seek quotations urgently from other suppliers.
We hope that we shall be able to continue doing business with you.
+4—Yours faithfully,
Limuru Tea Exports Ltd.
-+-—(Signature)
-+ —S. M. Kimbui
—t1— Managing Director

| .
. BB ENIER
G-EEEHERLHERE. Fot— B GE.H

.60




Carshoes Ltd.

540 Aba Rd
Port Harcourt
Rivers State

PA/APB ' 30th March , 19--

The sales Manager
Kodar Technical Ltd.
25 Burma Road
Apapa

Lagos

Dear Sir, i

Our representative visited your stand at the recent Trade Fair in Calabar
and noticed that you manufacture and install air conditioners.

We are interested in equipping our factorieés and offices throughout the
country with air conditioners and would be grateful if you would send
us your catalogue with full specifications and priee list.

It is important to us that the company that supplies the air conditioners{
should be able to maintain them efficiently and repair them at once inl
case of breakdown.

Please let us know what discount you can give for the considerable order
that we are in a position to make.

Yours faithfully,
Carshoes Ltd.
(Signature)

A. P. Bajogun
General Manager




