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EXAMPLE 1

Tai On Trading Co.,
(Address)
Dear Sirs,

We, all the staff of this company, heartily wish you a happy New
Year and prosperous business. We hope our future trade will be further
developed due to the joint efforts of both parties.

X B 2
7TH H HZE 1099 SRRE. BEMEE < X < SERENH
AR R 2R — B, HFRl. % X x ke

-2~




), MR MEE RS EAR TS KR,

EXAMPLE 2

We have learnt from your letter No. 1099 dated July 11 that Mr X X
x , your Sales Department Head, will visit Hong Kongas a member of the
- Japanese International Trade Promotion Association. He is very much
welcome. When Mr. x x x is in Hong Kong, we will entertain him as best
as we can. We believe our persenal discussions will be more advantageous
- to the development of the trade betwéen both partles

Yours faithfully,
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EXAMPLE 3

We have just received your letters of 30th March respectively to our
company and Mr.x x x, the representative of our company. We are
relieved to learn that Mr. x x x, the representative of your company, has
return safe and sound to your place.

WhenMr. x x x had business talks in Hong Kong, we had the great.

pleasure to have his presence in our company, and we should beg your
pardon if anything unsatisfactory in our entertainment to him.

In order to further develop the businesses between both of our
companies, we hope your company will reinforce your communication by
letter or cable with us. Kindly let us know if you are in need of anything,

Wish Mr. x x x and all your colleagues in your good health.

Yours faithfully,

(4 B
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On the occasion of the approach of the year of 1980, we hope the new
year will bring you prosperity and happiness.
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On the occasion of the New Year of 1980, I appreciate vour
congratulation. Hope your work will go on smoothly and you will be
in good heallh in the new year. .

3. WK, K.

We are very sorry for our unsatisfactory entertainment to you.

4. MPRRELANLKE, SHHE WEL L,

We will be much favoured if your representative has the epportunity
to come to Hong l\ong and give us his instructions.

5. SR X X X St B, RN FERU ), 5 0B, ﬁﬁi%.
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We are very much obliged for your representative Mr. x x x’s
assistance to our company during his stay in Hong Kong.

6. S AT i 78 IR A TR o U 1) 8 5 S SR R E A M M4 A K
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Kindly let us know in advance by letter when you will send another ’
representative to Hong Kong so that we shall be ready to meet your

representative,
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We are relieved to ledm that Mr.x x x returned home safe and
sound on June 13 after his visit 10 Hong Kong. We believe Mr. x x

x 's visit will surely take good effect on the expansion of.the lrade
“hetween both of our companies.

8. WU, RATAR X X x A RBWVIF, M FEHNH LA TR,
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Your representative Mr. x x x s visit to Hong Kong this time ha.s
been most rewarding to the promotion of the mutual understanding
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between both parties.

ABASERREVSEEE SRR,

We expect the businesses between both of our compameq will he
further developed in future.

RAF AAR N GRATEYRE BT KRB FEEN.
Our company should coeperate closely with your firm as hest as

possible and make joint efforts to expand the trade between both
parties,
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It is said that Mr. x x x of your company is to visit Singapore and he
will come to our company for the discussion of our future business
relation. However, we are sorry to ask Mr. x x x to defer his visil to
Singapore for, at the end of the year, we have nothing specifically
required to transact.

*ﬁTﬁ’-ﬁﬁﬁﬁﬂiﬁ“‘Bl]ﬁtﬂ%%ﬁf BRIy, MRy AR
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As soon as the following year begins the users will raise their
demands. Please come to Singapore then and we will certainly
conclude transactions of large quantities of goods.




& m
INFQRMATION |




X Bl 4
RAT TR H T 19804 2 1 1 LEAKER 100 4
AN i 288704 8, DU — HI R REL. FHAF oAk (b B0y
WIRS), RS, RN, | -

EXAMPLE 1

Please be informed that our company is to remove to 100 Wing On
Road with the telephone Nu.288704 on Feb.i. 1980 for the purpose of
expanding our business. Please address all your letters and cables (using
the same cable address) directly to the premises from then on.

Thank vou for vour kind attention.
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EXAMPLE 5

In order to further develop our foreign trade, our company is to -
. amalgamate with Wing Lee Import & Export Co. from January 20, 1980.
" Thenéw company will trade ini the name of ““Wing Lee Import & Export
Co. Hongkong Branch” in businesses such as timber, industrial raw
materials and various spicing oils in addition to medicinal materials.
We look forward to your steady patronage and hope that we w1ll
sirengthen our relation and cooperate closely. '
We should like to inform you of the address, cable address and .
telephone number of the amalgamated company as follows: '

Address : No. x x x Shangtung Street.
_ Cable Address: WLEICO HONGKONG
W : ) ~ Yours faithfuily, .
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Our company ix to remove to the new uddress and carry on business
there from August 1. 1980.

2AXFAETIAVHALBEX X XEIRENERSE
KX X,
Our company already remaosed from No. x x x Shanghai Street to
" No. x x x Shangtung Street on Sept. 29,
3. AEAEKER, BRI,
Kindly address your letters directly to our new premises if vou have
anything to contact us from now on.
T4 SR R, FA R O,
. Please address all vour future letters and cables 1o our lmpml
* Department.

5. SR ABRBOBPHERLFRH EfRH B & LR HOR
FRYB. .
Kindlyv be sure to mark the words= “Import Department” on the

-envelopes of vour future letters to our Import Department fm
_ business connections.
6. HIERH 4 /2315, FHELE. BRESHH 4848
“STILLON”, #5548 1492 &,
Telephone Exchange No. 4/231 for the. extension to «very
Department; Cable Address is still 4848 or “STILLON™’; P.0.Box
No.1492.
7. X FEERAR T XS
Please (juote our reference number in’ your reply.
8. AEAMARNA Z W FRFER: FRAASEREL P]E%EE
A, FLEHRAFAZEERE.
Kindly be sure to quote the reference number of our letter or cable in
vour reply by, letter or cable to our company so as to facilitate the
business relation between both of our companies.
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EXAMPLE 6

I have the honour to inform you that it is ascertained that “The
Provisional Standards for the Inspection of Import and Export
Commodities” issued by the Government of our country has been
compiled into a book by the Trade Ministry. It is a necessity to those in
‘our country who trade in imports and exports. Now we have bought one
for you and are sending it to you by mail for your reference. Kindly
acknowledge the receipt.

Yours faithfully,

X @ 7
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" EXAMPLE 7

™

We acknowledge with thanks the receipt of your letter dated March 1
together with one copy of “The General List of the Japan—made
Machinery™ enclosed. QOur company has kept it well for future reference.
If it is appropriate to the demands of users in future, we shall get in touch
with your company.

Thank you for your kind attention to this reply.

Yours faithfully,

O

1. RBRF 1980 £ A Ji— R E LK, it Rifi.
We acknowledge with thanks by this letter the receipt of the 1980
monthly calendar favoured by you. _

2 UERBEFRAEFAL—FK, RABHEZ LG, UEF RN
a. '
The above- mentioned instruments are required by more than oue
customer. Kindly send us more instruction books tor our distribute
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