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[I53X) EFEARRBEN B bk B B FHEMEE5H,

(BH) BHEESALWXFETEH. EEYSEREENFEN:21 January 19 _,
B—MEERAEH FREM st .th" %, 7E A BEEM—E S, {0:21 st January,19

(Z2EHB) AEFEAMTEARAHITLFERS, FEum RS . S55H
BeTdURBZSREZENEHERBE -8, I SSD/GA4 B 18
“Secretarial Studies Department General File Page 47, 2% 4BEELM-S HHRTT,

(c. c. 33K Enc. (BH4F)] WHTE FRI\ESETEMNHIAR.

(Hst] WHAEEAMSERBTH, 8—THENFAZALTFH. 2E
BUHRIERE RPORE R, BIBR B LS, F P ME—1THNED TR (S RER).
F—ITEX I EE R AR AR, Blm:

AN B & : Chellco Industries Ltd. B85

WAEAIES :Mr A. B. Aba 5§

A. B. Aba Esq. REE
WeAE ANBR % : Sales Manager
EXAHibENEAAE— A EREATEERAEENAS. Sl
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[Bayajida (Holdings) Ltd.
sk | | PO BOx 7398, Kaduna, Nigeria.
letter heading Phone; Kaduna 542371 (4lines) Cables: BAYHOLD
LTELEX: 20171
sxam |
reference AA/AMB/P125 10th February, 19 2]
[Mr A.N. Abubakar
gt | | Kaduna Polytechnic
inside address PMB 2021
LKaduna
WW‘. ——Dear Mr Abubakar.
salutation
.IE . —+SEMINAR FOR BHL SECRETARIES Following our telephone conver-
subject line

sation on the above subject I would like to confirm that the date and the
programme for the Seminar have how 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 Centre in Ahmadu Bello Way opposite the offices of New Nige-
rian Newspapers Ltd.
Thank you very much for accepting our request.
Looking forward to seeing you on the day.
&RiLiA Your sincerely, }
complimentary__[For BAYAJIDA (HOLDINGS) LIMITED
close
&£
signature
B%E | A Abdulkadir (Mrs)
position Training officer

¢. c¢. : Group Personnel and Training Manager, BHL

The Senior Training Officer, BHL

Enc.
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EAGEL BT L FBIE , 7 “street” B E 17 (St. )5 , ZE“Company” F1“ Limited” 45 5 17
(Co. # Ltd. Ya. M “Mr”Ff1“Mrs” J5 HRIA MM S (EEHEFN —EE NS ).

(MRTNGSFE+1E] ATFXFHRAMAEER NI RE. BUAARERE,
8 LA “Dear Sirs"FF 3k, “Your faithfully”¥E A& H LW, WREHFEMAFEA(B0:
Personnel Manager) , W] PA“Dear Sir” FF & , “Your faithfully” A5 tLiA, IBRELHE
MNEARN, U] X HEFRPE, “Dear Mr Balogun” B “Dear Miss Essiet”, & R L7 5
“Your sincerely”, T 5 52— 25,

INSIDE ADDRESS SALUTATION COMPLIMENTARY CLOSE

Phonodisk (Nigeria) Ltd. Dear Sirs, Yours faithfully,
40 Ikorodu Road
Igbobi

oS

Mrs O. E/ Akindele Dear Mrs Akindele, | Yours sincerely,
The Project Manager
Poultry Psoduction Unit
Mando Road

Kaduna
The Managing Director Dear Sir, Yours faithfully,

Bafford (Nigeria) and Company
117 Enugu Road

P. O. Box 125 Awka

The Principal Dear Madam, Yours faithfully,
W. T. C. Kano
Kano
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(2] MREGANE—AFENEL B4, ZERBEEHERRRARAEN,
Hitt , BHE A ANARITERNETHEARS L ZH, 5.
Yours faithfully,
Nigerian Paper Mill Ltd.
(Signature)
(SEALRE) EREAZFHFLFENENEET BB HAZHL,
(SEARRS] BE ARIES, M. “Sales Manager”, M FEH k& T AITFHIT
i
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1. BOSS: The company has just changed its name, so please retype this letter on
paper bearing our new ______
Add the words Your order no. 556 asa .
After my initials and yours add the file number to complete the

2. If you use the words Dear Mr Babatunde as your ____ thecorrect ___ s
Yours

3. We’ve just received this letter from A. Armu and Co. They’ ve misspelt the
name of our company inthe ___ address, and the writer’s ______is illegi-
ble and his _____ is not given.
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date, subject line, position of writer, inside address, salutation, signature of writ-

er, letter heading, name of writer, complimentary close, reference

——LIMURU TEA EXPORTS LTD
Cresta Estate P. O. Box 50 LIMURU
——Our Ref. : APB /SMK /5876 /4 15 January 1982——
he Sales Manager

|| Plybox CO. Ltd.

P. O. Box 92

Nairobi

—Dear Sir,

——OVERDUE TEA-CHEST DELIVERY

We wrote to you on 5 January asking for the delivery of our monthly
supply of tea-chests, which was already 10 days overdue on that
date. We have still received no delivery or 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 agreed, 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.

——Yours faithfully,

Limuru Tea Exports Ltd.

—1—(Signature)

——S. M. Kimbui

—t—Managing Director
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R M FA B HYL Thank you”, X A BB RRFTEUE MR FHR—EEHLBWAE,
WRIEX R HRITREAF R~ RSB RE, 24— BRERQE A&, ZEN
B— EREA R B

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,

Our representative visited your stand at the recent Trade Fair in Calabar and noticed that you
manufacture and install air conditioners.
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We are interested in equipping our factonies and offices throughout the country with air condi-
tioners and would be grateful if you would send us your catalogue with full specifications and
price list.

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

Please let us know what discount you can give for the considerable order that we are in a posi-

tion to make.

Yours faithfully,
Carshoes Ltd.
(Signature)

A. P. Balogun
General Manager
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THEHE-NIBEMEFBRESRNST ., BETEIHE, ERUSHEERERE,
FHHKBHLBITT| K, F—BEBNLATFHEER,

B—HENE—BERRU I 532 E NS A FIEBREE B it , 7] B T HEf—Rir =,

o RBARBCER BRI —H{EERE —RBERANEBE S D BERE) .

cUHAFT N EHEMTH MR H S, RELFE NI H (HTHE o2
Carshoes A BB W HEHH)

c BAKRBRFESEX T ARBGNIREFE.
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