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Messrs. William & Sons
58 Lancastor House

Manchester, England

March 20, 1997

Qur ref. No.

Your ref. No.

The National Transport Co.
120 Broadway Street
Rangoon, Burma

Dear Sirs,

Re: Lab Instruments

Your firm has been recommended to us by Messrs. Charles Evans Ltd., Birmingham, with

whom we have done some business for the past two years.

We are thinking of getting a supply of lab instruments. Please furnish us with a catalogue,

price list and brochure, if available.
We are looking forward to your early reply.
Yours faithfully,

WX
R 50 o
LREHY

EPERE-BFHARARNAE, RNBERAFALER. RIOEUGHHEF—H
SHBARALS K,

RITEEN T —H TR E B, MR, HRAHSER, N HRRES/MEF.



X s

MERTEARA,
. W
2. 57 3L A F 3L A (Block Style)
FLAFRGIFA.
B—17, BB A MME R SBNLU TG, S0, R—BRHL, W1E 2.
22
EL Mar Trading Company
16 Main Street
Fresno, California
U.S.A.
Tel: 123456
Cable Address: ELMAR FRESNO
8 January, 1997

Gentlemen,

We thank you for your letter of January 1. As requested, we enclose the catalogues for your

reference.

We would be glad to offer any further assistance. Please contact us if you need any additional

information.
Yours sincerely,

Encl. : as stated

LGk
R — A H KR, RICER, BEHFERERUAEETSS,

WREMARTRAE-SHED, IREESHEL, HIRMNKER.
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3. B &2\ (Semi-block Style with Indented Paragraphs)
BEAFROFFA

) FEXHE--BEOE-TTRASTA.

2) BRAELAH ok, oAb ¥ or KA A, g 3.

£3
Office of the Attorney
AAA Company
123 Main Street
Centerville, 11.6666
U.S.A.

April 21, 1997
President, Billboard Inc.
999 Broadway
Metropolis, NY222
Dear Sir,

We value your long-term relationship with us.

A review of your account shows that some time has passed since you closed the business with
us. 1f there is some difficulty for you to settle the accounts, we would like the opportunity of
working matters out with you. If there is the result of oversight, we would appreciate early
remittance.

We look forward to hearing from you in the near future.

Yours truly,

HAAp/ dgs

X
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2. Al #4 (Conciseness) : & il &ML, XF /R A, B A FANE.

3. 81T (Clearness) : —#{E B ERW —M {4 F, BEERE BRI, FxH—B
TR, BiAEDABERHE A,

— . Establishing Business Relations & 1. 58 5% &
1¢))

Dear Sirs,

Re: Electric Fan

We are one of the leading importers of electric goods in this city and shall be pleased 1o

establish business relations with your corporation.

At present we are interested in your electric fan, details as per our Enquiry Note 1345

attached, and shall be pleased to receive your lowest quotation as soon as possible.

We would like to mention that if your price is attractive and delivery date acceptable, we

shall place our order with you immediately.
We look forward to your early reply.

Very truly yours,

X
E 3:PN -

B

RATREBBAEBASHOTL—, BSFARNRINAXR., HARAANK
160 B AT 24, M8 — 1345 BH 8, & R BB oy BRI M. RIMARR—
T, AR A A B, R HAFT LUE R, RA G SLRAMARTTITH

A

#LE
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Dear Mr. Brown,

It gives us great pleasure to introduce to you by this letter Mr. Ma , a manager of the China
Resourses Company, Hongkong. He is going to visit London, Britain and is prepared to extend
their interests there. We have done business with them for many years. We should regard it a
personal favour if you would give him some beneficial advice and experience, and will be always

happy to reciprocate.

Sincerely yours,
3 &
MRASEE .

RIMN+HSEMMESHEERMBEREEAFANILE, MR OFXEERE
6, R ET REATEREN LS . RARMMBIICHBEQLFER, MBRA MM
—EEBHRUSLR, RIVEBR S Z, HHHE TRE.

(3)
Dear Sirs,

Your company has kindly been introduced to us by Messrs Freeman &Co., Ltd., Lagos,
Nigeria, as propective buyers of Chinese Cotton Piece Goods. As this item falls within the scope
of our business activities, . we shall be pleased to enter into direct business relations with you at an

early date.
To give you a general idea of the various kinds of cotton piece goods now available for
export, we enclose a brochure and a price list. Quotations and sample books will be airmailed to

you upon receipt of your specific inquiry.

We look forward to your favourable reply.
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Yours faithfully,

Encl. : (1) Catalogue
(2) Price List

BAHE:

ARHAERFHAMTHE LS EAAEIRAFHYTERA X LA BERK
A, RABTRAAZSELE RITFESHRARBRLARN LS XA,

H R R AR e A A ATk 1 A SRS B T R, SRR A LR M T A
EASE G, REBRARGEERNE, HEIRE RRA AR RMEE,

% g 4
#EL

M. (1) AHER
(2) hrak

(4)
Dear Sirs,

We have been leading importers and exporters of textiles for more than ten years, and are
now planning to extend our business activities to our neighbouring countries, from which we have

had inguiries for Nylon goods from many clients.

Would you please introduce us to some of the most reliable exporters of Japanese Nylon

goods?
As to our standing, we are permitted to mention the ABC Bank, Jakarta, as a reference.

We are looking forward to your favourable and prompt reply.



