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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.
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EXAMPLE 2

We have learnt from your letter No. 1099 dated July 11 that Mr. xxx,
your Sales Department Head, will visit Hong Kong as-a member of the
Japanese International Trade Promotion Association. He is very much wel-
come. When M. XXX is in Hong Kong, we will entertain him as best as we
can. We believe our personal discussions will be more advantageous to the
development of the trade between both parties.

Yours faithfully,
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EXAMPLE 3

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

When Mr. xxx had business talks in Hong Kong,we had the great pleas-
ure 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 B
with us. Kindly let us know if you are in need of anything.

Wish Mr. xxx and all your colleagues in your good health, “

Yours faithful]y,
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1980 SEENMEEI 4, BITHEH T SIBTPMREENER,
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 your congratu-
lation. Hope your work will go on smoothly and you will be in good health
in the new year.
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We are very sorry for our unsatisfactory entertainment to you.
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We will be much favoured if your representative has the opportunity to
come to Hong Kong and give us his instructions.

RUEREZERD S 2 THE 20 sReRbhE, BRTHEIET,
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We are very much obliged for your representative Mr. xxx’s assistance
to our company dudng his stay in Hong Kong.
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Kindly let us know in advance by letter when you will send another re-
presentative to Hong Kong so that we shall be ready to meet your repre-
sentative,
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We are relieved to learn that Mr. xxx returned home safe and sound on
June 13 after his visit to Hong Kong. We believe Mr. xxx s visit will suiély
take good cffect on the expansion of the trade between both of our com-
panies
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Your -representative Mr. xxx’s visit to Hong Kong this time has been
most rewarding to the promotion of the mutual Understanding between
both parties.

DR RERE x x x x K O & ML, HEBRO RE B TR A
bLifCo
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We cxpect the businesses between both of our companies will be-dmsther
developed in future.

SWRELOBERLTLOC S E5RBTERLELET,
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BAAE A TERBNE ROTBEYEE, BRABHTHMHEB .
Our company should cooperate closely with your firm as best as possible
and make joint efforts to expand the trade between both parties.

BT L BHATERBRY R L RECGHL, RHoMFkoidbike
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It is said that Mr. xxx 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 sorfy to ask Mr.xxx to defer his visit to Singapore for,
in the end of the year, we have nothing specifically required to transact.

CRRE WX X xXERWR, by R— A ZHMO5 L, SMOMIIREM I &
R CHROB TN, TCRBTEROILLETC, REOLIHNIXA DS
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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 conclud: transactions
. of large quantities of goods.
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EXAMPLE 4

Please be .infformed that our company is to remove to 100 Wing On Road
with the telephone No. 288704 on Feb. 1, 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 you for your kind attention.
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Mo ak I X X B
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%

) EXAMPLE 5 X

fn order to further develop our foreign trade, our company is to amalga- -
mate with Wing Lee Import & Export Co. from January 20, 1980. The new
company will trade in the name of “Wing Lee Import & Export Co. Hongkong

Branch” in businesses such as timber, industrial raw materials. and varig_uf'“'

spicing oils in addition to medicinal materials.
We look forward to your steady patronage and hope that we will streng-

then our relation and cooperate closely.
We should like to inform you of the address, cable address and telephone
" number of the amalgamated cbmpany as follows:-
Address : No. X X X Shangtung Street
Cable Address: WLEICO HONGKONG

Yours faithfully,

—11—
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CRATETIMGB0ES A1 HEB AT, BERE,

QOur company is to remove to the new address and carry on business there
from August 1, 1980,

MAEI121980E8 A1 B DREMCBEDOS X, RMERIBRGLLET,

. AXAFCEK9 B2OAE ERGBX X X WEBTILFEE X X X LY,

Our company already removed from No. X X X Shanghai Street to No.
X X X Shangtung Street on Sept. 29.

HAME 9 A298, EWRAIX X XBIDILFERTX X XEA 4 BB 2LEL
oo

S AEREERR, BEXRFIL,

Kindly address your letters directly to our new premises if you have any-
thing to contact us from now on.

ABCABEAR, RRFEFRACB2T,

a2 .
- SERMAEEE, FECREND,
Please address all your future letters and cables to our Import Department.

Ao B&I2, UEMABRLECXT,

S RARAE O TR, EEH EABLIY HoR FRED,

Kindly be sure to mark the words “ Import Department” on the envelopes
of your future letters to our Import Department for business connections.

GEAH MAZRRE MBES 2, HMEIC L O TRALR & CRRER-1 T,
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