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1. Establishing business relations

Dear Sirs,

Your company has kindly been introduced to us by China
Company, the USA, as prospective buyers of Chinese Cotton Piece
Goods. As this item falls within the scope of our business activities,
we shall be pleased to establish 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 early reply.

Yours faithfully,
X X X
Encl. As stated.
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2. Exporter requesting his bank to recommend a
trade partner

Dear Sirs,

We thank you for your cooperation for our business.

We are keen to expand our business in arts and crafts especially
in the southern part of the United States, where we have no good
connections.

Therefore we shall be grateful if you will introduce us to some
of the most capable and reliable importers in the district who are
interested in these lines of goods.

Any information you can supply us in this regard will be highly
appreciated.

Yours faithfully,
X XX
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3. Bank recommending importers

Dear Sirs, -

Referring to your email of August 9, we are pleased to
recommend the following importers for your information:

The Hill Trading Corporation

Address: 4800 Greenbay Road, Houston, Texas, TX 77204

Email: abcde@yahoo.com '

The Eastern Seaboard Corporation

Address: 1845 East Northgate, Irving, Texas, TX 75062

~ Email: 12345@yahoo.com

At your request we enclose a credit report on each of them, which
we trust you will kindly handle with caution.

You may communicate direct with these corporations for any
further information required.

Yours faithfully,
XXX
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4. Desiring to import foodstuffs

Dear Sirs,

We learn from the Embassy in Paris that you are an exporter
of Chinese foodstuffs which are known for their good quality and
reasonable price. They enjoy great popularity in the world market, but
they have not been introduced into our market yet. Now we take this
opportunity to express our wish to establish business relations with
you. We believe that through our joint efforts, your foodstuffs will
meet with a favorable reception here.

Please send us a copy of your latest catalog. We think that we can
find some of the items interesting.

We hope to hear from you soon.

Yours faithfully,
X X X
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1. Seller's request for references

Dear Sirs,

Thank you for your order of 5 October. As it is your first with us,
we would like to say how pleased we were to receive it.

When opening new accounts it is our practice to ask customers
for trade references. Will you therefore please send us the names and
addresses of two other suppliers with whom you have dealings? We
shall be glad to receive this information by return and meanwhile
have put your order in hand for dispatch immediately we hear further
from you.

Yours faithfully,
X X X
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2. Asking for references

Dear Sirs,

Thank you for your email of 18 November, 2009.

We are pleased to note that you have many subsidiaries abroad
which can distribute our products among department stores there. As
we have not had previous transactions, we would like to know where
your subsidiaries are, how you deliver our supplies to them, by air
or by parcel post, and at what interval you make deliveries to them.
Would you please give us a list of the principal customers and banks
with which you are maintaining business connections? With such
information, we shall be glad to make further study.

We look forward to your early reply. _

Yours faithfully,
X XX

DA ERREUEA TR




