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A. Thank you for your letter of October 5, 2003.

B. I am writing to discuss the possibility of introducing our new
products.

C. We would like to confirm the supply of your order No. 0987 in
your area.

D. This is in reply to your letter dated August 26.

E. Itis a great pleasure having your inquiry for our new equip-
.2,



ment.

F. 1 am interested in applying for the post of marketing manager
in your firm.

G. We are pleased to inform you that the goods will be delivered
by truck tomorrow.

H. In regard to your letter of May 14, we are pleased to send you
a copy of our sample books.

L. Referring /With reference to the order we placed last month, 1
would like to confirm the time of arrival.

J. Your inquiry for our silk products has been referred to us
through ABC Company.

ECER

A. 1 am looking forward to the arrival of the goods.

B. Please contact me if you need further information.

C. Thank you in advance for your cooperation.

D. We would appreciate your attention to this matter at an early
date.

E. We await with keen interest in doing business with you.

F. 1 hope to receive your reply soon.

G. If we can assist you in any way in future, please let us know.

H. If you have any questions, please feel free to ask.

I. We are always ready to entertain your consistent orders.

J. Thank you again for your interest in our business.
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(2) &3 ANit42 (Attention)
(3) F& (Subject)

(4) M4 (Enclosure)

(5) W& (Postscript)

(6) #hi% (Copy)
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HELH
Mitchell Bros. Inec.
1528 Green Bay Road
Evanston, Illinois 60201
(312) 492 -9660
(2 lines) March 22, 2003

Ms. Robertta H. Quinn
Suburban Realty & Developers, Inc.
One Nogales Road

e 4 -



Northbrook , Illinois 60062
(2 lines)

Dear Ms. Quinn.

(2 lines)

We are about to sign a contract to develop Nogales Plaza, and we
would like to know if you are still interested in managing the TGIF
Lounge in the Alhambra Building. You mentioned that your firm
would consider renovating the lounge if we secured the lease.

I am enclosing a copy of the lease agreement. I will call you next
week to arrange a time for us to discuss the TGIF Lounge and Nogales
Plaza.

(2 lines)
Yours truly,
(4 lines)
Marilynn C. Brighton

(2) F3kA: (Block/full format) 33N A Ho#8M A
s rh%Rs, FAS. o, FRF. BRESITL. 4
REEME 2 5%, EREARERTHHERR, ZMEAR
. FE. HTHR, THTHRAERRS .
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1) FiAmRSYNAAE QLSS ;

2) BEPITSITZEE—17; BT ZRAEMAT;

3) REERGLAAS;

4) FEPMANEMEL, HABRE, EGE%, B2
BN = FHE IR

HEBARLH)

Mitchell Bros. Inc.

1528 Green Bay Road

Evanston, Illinois 60201
.5.



(312) 492 -9660

March 18, 2004

(2 lines)

Ms. Robertta H. Quinn

Suburban Realty & Developers, Inc.
One Nogales Road

Northbrook , Illincis 60062

(2 lines)

Dear Ms. Quinn;

(2 lines)

We are about to sign a contract to develop Nogales Plaza, and we
would like to know if you are still interested in managing the TGIF
Lounge in the Alhambra Building. You mentioned that your firm
would consider renovating the lounge if we secured the lease.

I am enclosing a copy of the lease agreement. 1 will call you next

week to arrange a time for us to discuss the TGIF Lounge and Nogales

Plaza.
(2 lines)
Yours Sincerely,
(4 lines)
Marilynn C. Brighton
Realty Agent
(2 lines)
MCB. jh
Enclosure; Lease agreement
(3) FHARIAMERAMTHRNA, BRIKZARE/A
5645F k. (modified format) .,
ERELITRA:
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1) HPAZ 5675 APt

2) Heudbht, FEHRIRRIE A B 5 AN HARN S,
2) HRMIBMEL HrS BN,

S .

BOOZ-ALLEN & HAMILTON

THREE FIRST NATIONAL PLAZA. CHICAGO, ILLINOIS 60602.
TEL 312 346 - 1900
TELEX: 25 -3312 FAX: 312 346 - 1901

October 12, 2004

Ms. Gail Fraser
Vice President, Planning
Carroll & Associates, Inc.
354 West Rydell Suite 3800
Tucson, Arizona 65731
(2 lines)
Dear Fraser;
(2 lines)
We have completed our preliminary study for Carroll & Associ-
ates, Inc. and have submitted our initial report under separate cover.
As I mentioned in our phone conversation of October 5, your dis-
tribution department is the primary cause of your firm’s decline in
sales volume. Serious thought must be given to replacing the head of
this department.
If you would like to discuss this matter further, please call me at

your earlier convenience.

(2 lines)



Sincerely yours,
(4 lines)
Frank G. Towers
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A
a. (BE) You may peruse the contract and find the solution.
b. (145 ) You may read the contract and find the solution.
B.

a. (#%#) We will make payment soon.

b. (B4{k) We will make payment on May 15.

C
a.

(FMA, &A% 1E) In the event that you speak to Mr.

.8-



Wood in regard to production, ask him to give consideration to the de-

livery schedule.
b. (LIgial, ZhialfL& 18 ) If you speak to Mr. Wood about

production, ask him to consider the delivery schedule.
D.

a. We are in need of funds and that's why your overdue bill must

be paid right away.
(LA AL
b. To maintain your excellent credit reputation, please remit your

overdue bill.

CSmiRXf 77 A 23 )

Ao, TEAFTHMFEUTIL A E .

A IR, AEEARAREOT

RIER S FERAHR, FRWE—ROHZKAR, 2%
AfEBIEH(SE B (Positive Message) WIfEMR, X3RN
R B (Negative Message) BfReR, % =FMEBHERIER (Per-
suasive Message) 5K,

ERFE S WHRNFHE S PGS, BBy RAEFERN
WHEER, WmEgAER, MBS, BAEMEY, THAKRSE
H, REFEEEREXF, B FERE,

FERE WA EFR, MR RA SN T ERNE
B

B = PP R R AR IR A IR 5 56, B & LR AR oK B3k
ft, BAE, REMTHRACHEESSE,

B. HEMBI S 1E% M (Direct and Indirect Writing Strate-
&)

HMTEEHEE. EAAHE, RATERS(E R %R B
AR FRBE 7 8

— R, R IEREBHSHEAEILBESRARYAE
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B, BUERAXFE, BENMX T LRWER, IR, H&
TY, REEBAEAY., XENREZHRE "HEHER
(Direct Approach), 1% i Wi {5 B st IR {5 B i 2 5% BT [el 5
W, KREITUABEH K, nZe S HR BRI R eR B U Y
PAGHTERY, ARESEMINHERRTENHEE, UAlE
RIS, KRN, BRRAELEZE. Hik,
DERFRM B & EER R “HEHNBE"  (Indirect Ap-
proach) ,

C. ERHEM

ESERRETFAREAENNE, HRATUEEXMN,
WATLURIEIEAN; ATLLREER, BALIREER; WTLEHR
MRy, el DUERGEREY; SRR RS R M, B—MiESEE
HAFMH ., BEFHEEMPAEENERIIERE. BX
RIMREBEE GRS WFEMKTEH—F Ik, i, SiES
RBAET, REEERENES: SRAEFFN, HIEERX
HHESER Y,

W T AR RLIE SR RAZUR

a.

(¥%£) You claim that we did not enclose all the parts in your
order. . .

($¥4f) We regret any delays in your production caused by miss-
ing parts in your order. . .

b.

(B#) We don’t feel your qualifications match our job needs.

(B4F) Your qualifications are excellent and show that you have
assumed greater levels of responsibility throughout your career. The
candidate we are looking for, however, will have a stronger marketing

background. For this reason. ..

.10 -
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(1) #@E#te “KEERE” o THaH

Dear Sirs,
Re: Plumbing and Heating Supplies

We are wholesale distributors of plumbing and heating supplies
and are interested in your products shown in China Foreign Trade.

We would like to hear from you about the possibility of importing
the merchandise {rom China. If we can work together in this line to
our mutual benefit, arrangements can be made for one of our repre-
sentatives to make a trip to China and contact your office in person.

Enclosed please find our latest catalogue showing the items we
can carry at the present time. And we wish you would send us your
complete catalogue and a price list quoting the best discount for quan-
tity buying.

Thank you in advance for your kind attention to this matter.

Sincerely yours,

FX
BR#E .
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2 E BT A R
TAVBMRLE T R R B 0 g B AT RB . InBEE R
MAEXR 5, BRITATLZH A RERTEEASFRERE.
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