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#H—2 BRAMEAHET

ELFLRUBENSR, BFEHFIXR+0HK N
FRFEHERFERRERBEAARBEHEL. 52H
KMERGFRLERTHRBNARE EGHE. —EPK. B
BESRCAAZHEBXAT R . BERFERDRE—FER
EEMERXRIR. XRE,.ZIURHMBEHTRH TR HE
. WHER.EIHBR BT BAURELRITES, MR
BFARRE-PARRIMYER . BRBNIWFER, LB
BB A& BELF EARIRE.

ERATHELRGH SRS, LAHES, BAFEES
ERBEA RS B, —HRFEHIERF R, ERORN
RAEIET WY, B QHEMMIE S CHBRNBEEES
. EAEFFRESRAELBER.BEAMEARG
BAK. EABEA AR EENAREARNISES, 58
X ERTRBER SRR, RN FEM". . E&F
EURNAREFTHEABRERERBA AQOMHEHN, &
&SRB ARBXENE, ORI 7 AR B BRIk R,

R AFEEAIRARBE+2EFR. —HLHBE.
HWARNER, SAKAANTLLER Bl AWMEZ, 51
HHHRRNETIRESE S MERRNBFEERERY
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KIEBFERNEAT R HFFH . —F 52 E 5 (ndented
Form), (I EGB X FRHTEH 5~10 MF&, FERMBA L
it K BESBLRE—EME WA RBEBHEEREBER
A, 5P XEHRHEE.

5 —# U A Bk X (Block Form), f§ B & MR %
REEEN, FLTH, EXHERXFETURAKTL. §
BXFZEEH—7. REBNEREERNE Ll EK
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K. EHPHEWHEGEER, EHTHEK.

EEHFERNNR . ENFEIEQEEL FHELE.
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1. 4 sk (Letterhead)

— W ENATES, TEEARERL L, RIHTHFRNEX
SBSRFmEAATANKANER. BALARBEERLH
#it , AHAAFMCAGI ARBEMEE M EREFLHAEFR
¥

WARLK  FANENFE, REBRALAAMER, 0H
BARAKAARMALAE, LARATIN . XEEE
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QYERSH . BmE. Bf A RURETFRESHS.
(DOARERHABAATNERSH . FEREBEERER
EAREMRSHERLE—NERIHF L.

2. BENBHNEN

BREXZS XEHFERACELUT LA ELZ IS

(1) 1% & £ & % (Reference)

KBHUE K EEIFE “Our ref”M“Your ref”. XFHRE—K
BREEEAEZPHL—IFE  TFARENL—IFH, 8
AUEEEHRS CHULEFRT . HRLFIERSH.

(2) % % 8 g (Date) )

BRAMERARR R4 . BRNMFRB/A/E, W
FXAA/B/E . HEBRFIERF. TRMAFNTLE
#. i 27 July 19— — ,November 28,19— —.,

(3)&45)\3%#&&(111&@ address)

RRBEANERAME, ARTITH. AXSHEH E—
B NEEMR . UFEANELFARRELERA. A, &L
“James Leighton”, Bl 5] 5§ &, ]. Leighton. 5 513 % R
F URERIB L. HNBRHEESEZE.

#i] :Mr. James Leighton
General Manager
Leighton Engineering Co Ltd
12 Bracken Hill
M60 8AS



mMENAEEH . EiiAEFAMLEORE—~FTELEL .0
REGHAMZEFH,.TESABLES -5 F“AIRMAIL”F
¥,

#i: AIRMAIL

Mr. Glen Courtland
Eagle Press Inc

24 South Bank
Boston

Mass 02110

USA

(4) 4 %] 42 % (Special Markings)
MERTERE, EXAEFAGLLE FERGTES.— &8
REFH FAEFERERT UKL,

# . CONFIDENTIAL

Ms B. Kaasen
Bredgade 51
Copenhagen K
DENMARK

ERBEGFHERKAANE TN REERRELL
a8, B XBREE A AR WA EFRMmZ
RZTZ-HTE5HER. ZRAAAKREIREESH. AH
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B “FOR THE ATTENTION OF” “ATTENTION TO” =
“ATTENTION”, ¥ v #5080 AR % .

#l: FOR THE ATTENTION OF MR JOHN TYLER,
SALES MANAGER

Garden Supplier Ltd
24 Audrecia Street
POTHERHAM

R45 9)JT

(5) # =% (Salutation)

MREEANEZEERARBFA-EPENH  BERK
BEHMNEEEHHMREX EERLX L, W: Dear Mr.
Leighton, Dear Mrs. Jackson %, H, #& A} Dear Sir, Dear
Madam¥EE R & . R 0%,

MRFERAAFRAHIRET “ATTENTION TO----”, 7]
T IF & B9 “Dear Sirs”, ﬁﬁﬁ?ﬂiﬁ,gT“attenﬁon to A",
HAETREMAGR MAREREAZZEFEWE.

MRERAFEIA FEMWITREATHE XA, BTN
“Dear Sir”#{ “Dear Sir/Madam”,

(6) 2 M (Subject)

FEAFIESCRUE , R R 5 A A R IR A
HEEASIMEREE MEBREEXS BN E. EE—RE
KFTE—05H, BAEFE/RAEFEXE, 1ol A&,
BEEZAETRES.




4 .1. Dear Mr. Jaf;kson,
ORDER NUMBER 5343
2. Dear Mrs. Jackson,
SETTLEMENT OF THE FINAL ACCOUNT

(7) # A # #& (Complimentary Close)

EWMERRE . EREFRRRE-HEEMIR BEEED
BRERRHEANSFHARTHENT. FHUHKEREALN. A
Yours faithfully, ;& Z M B Yours sincerely, & i1, {& 8 # "¢
Dear Sir, Dear Sirs, Dear Madam, Dear Sir/Madam %,% E
3 Yours faithfully ; {§ 5 % ¥ Dear Mr. Jackson, Dear Robert,
Dear Mrs Holmes 4,45 B B Yours sincerely,

(8) % % (Name of Signatory/Designation)

ESRHEHESH=NTEEEA.BUATRERNL K
EYREHERALES . REEEZT-AHABRARFREM.
EHEBENE.EEANRERB L, MATERLEZWEH Mr —
W, BmERLL, AT £ “Mrs Miss B Ms”, BLOBX—
RO S G KB FAENRE, ANNTHOR, &
— R EER, W Miss”— A HBBR K, ARRTFREL LW
ERUEFRAR,EFEF, AL LA E L “Miss”—i7 .,

4 : Yours faithfully, Yours sincerely,

GEORGE T.LOVETTE(Miss)



Chairman : Chief Accountant

RELAREREZN, —BAEFRRROBEZ IS L “for”
“p. p. "8k “per pro”, IR fRE .

£ : Yours faithfully,

p. p. J. Maine
Managing Director

(9) ¥ (Enclosures)
EZrHEARGN . BXREEZLTILIT,E E“Enc. "%
“Encl. ” MR XHEL, 5 H XS,

#4 .Enc.
Bill of lading (5 copies)
Insurance certificate (1 copy)
Certificate of origin(l copy)
Bill of exchange(1 copy)
(10) #) & 4-i% (Copies)
UMELFRENBERLB = . EFESE L%"F1N
FH, IR FREE LBEARGAEL B -BREFKET
H.RERMEER. MREMB ARG ANELAE,WIR
ZEZMA EE |k “bec” (blind copy circulated) , BE L H 4.
FAEMAMANEERATE.

% :1. cc Mrs Susan Jones, Accountant



Mr David Black,Company Secretary
2. bee Mr. Keith Lawson, Managing Director

(11) % ® (Continuation pages)

—BARERAFENER, XHETUEYE RBNFLH
MEHRMGE. MREARHFNER, TREE—AFERSH
BEMTSHK. FENERN, NASRAMNE L FITHRG. A
MBEAELS, UEERT B RBIRE 8. .

ZEXHEM

BEBEFERGE  AFSRAGTAE, KRG REALIER
LERRE BHLEFRURERBRE AT R EREE,
BEBRARFEREFIRERS RAEFRELAREART . HER
LHATXREKF

BRELERE, RE—FBBHE—MANRH, — &
MK ZR, R iy B R -

1. Fr k5 9 48 (Opening or introduction)
85— B A e B Bl a9 0 18 soxH b R 150 9 A9 (] R R A A
A, '

Thank you for your letter of--+
We wish to hold our annual conference at your hotel on

Wednesday 22 October.
8



We have received your order number-+:

The above consignment was received by us today:--

2. fEEs

HTFX—-BARERNEERS, HLBELRAX T A
FMAXAFRRERFAREAENFER . ERENEKE
MEAEAE, S B THBRE.

3. F—HMfTRIs R

BExU LETERIE MEREHAT HEERUEASR
6] 5B B B SR Xy SRR 47 3 o R B 4R 410 7 LA S i 46 L b A
HRBAHATTE-

If payment is not made within seven days, we will have
no alternative but to place this matter in the hands of our

solicitor.

Please complete the enclosed reply form and return to us

immediatelyforfull colour catalogue and price list.

Please let us know the cost involved, and also send us

some specimen menus.



4. &R
BRZA,.—EEME. @¥—TEENAT.DATHTH
ANFRNAR. fim.

I look forward to hearing from you soon.

A prompt reply would be highly appreciated.

We apologise again for any inconvenience.

If you require any further information, please let me

know.

HAEENR, Bl 4 ARG EES B, i “Thanking
you in advance”8%, “Looking forward to hearing from you”, X
MEEFAFERENT T, ERRBHERP AN X
FHENEEAR . EAHIXLEFNESFERFIAEER,
VIATE H¥{i. #in, FRE§i:Hoping to hearing from you
soon Hl Looking forward to our next meeting; Tiij i/, : We hope

to hear from you soon #l I look forward to our next meeting.,

UTHEEULFRLWHUABSH—HEEMESR:

JT/SAT ot

o
18 May 19—~

b
Mrs J L Price Lt
15 Knight road
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Manchester
M2 9G]

S
Dear Janice %t

19 — SECRETARIES’ CONFERENCE TUESDAY/
WEDNESDAY 8/9 199— Swhqsu®

I have pleasure to invite you to attend our special conference to
be held at the Clifton Hotel, London, on 8/9 October. (3 3k)

This is an intensive, practical conference for professional
secretaries, with the aim of increasing their managerial and
office productivity, and bringing them up-to-date with the

latest technology and techniques.

The seminar is power-packed with a distinguished panel of
professional speakers, giving expert advice on many useful
topics. A detailed programme 1is enclosed giving full
information of this not-to-be-missed conference. (*R @] #4)

If you decide to join us, please complete the enclosed

registration form and return it to me before 30 June with your

fee of <C50 per person. (R ¥ R WAT3h)

I am sure you will not want to miss this opportunity of
attending our conference, and look forward to meeting you
11



here. (B R) M"/V

Yours sincerely On“/c Jy"
P
JEREMY TAN

Conference Secretary

Kj%ﬁigﬁwiiii

(EFEGEXEROERAN,EHBRESMEBERR,
HARERR., AREXHFEEEHETRT LMEREENE
AEEE—HENE. RNOE, HEFEHEARTF-RBARE
B.HANTERAIERAHEELS. ALFEBRM. HE—
ERWELE. IR XABFHFEENREEN—R . RREH
BRSENESERBELEFEANER N EHRRFEE
WERREEFENSWEANEEX R, B B“FEPINE"
(a conversation by post). 3301 B — AN, IE MDEAR &
— R, X AL HARE ST ES A REYR . URF
XEBEFLBLEWILEARETSE. .

1. iEREY

At MBS (tone) RIF—EMAF , XA EHNEE, B
RE—HBRE RERAERY, AAFEEXN T, LT HE M
FAREEE . BRVFEE R, WA . AV REE AR
¥, IR R 5 AR S M SRR EPR . Bl
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