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Close -Punctuation 7B Salutation 88 Complimentary Close & ERH)
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Ground.” » K40 # & 5" #5474 period #9 M & B3+ Close Punctuation » stbf4ed A&
IR B ] &4 B F ME 47 A4 period B4 B Open Punctuation °

Since this loan has been paid in full, we are forwarding to you with this letter the following
documents:

@ONote.

@Deed of trust.

@Extension agreement.

@OId first mortgage.

®O0Id first mortgage bonds.

®ABC Fire Insurance Company:Policy 99321.

We sent the abstract of title directly to the Federal Land Bank of Birmingham on January 20.

@)% 8 EERMEETBRA » 8 5 HHBLA Date K Inside Address ®# A Close Punctu-
ation » f /L Signature 4847 R ® A, Open Punctuation » HRAR— RG> TRA
Mixed Punctuation © B# #.3t%¥ » #.E# A Open Punctuation °

d MR RN AR
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Indented Form, Close Punctuation

TAWU TRADING CO., LTD.

m TRADE™ TAIPE! TA'NAN BRANCH PHONES: ::I:‘AUN a‘ﬂ‘/ru?
P.O.BOX 177 TAIPE) IMPORTERS & EXPORTERS CODES: AB.C. 5TH & 6TH ACME
T e ro 22 CHUNG-CHENG ST., TAINAN ORTo TR FrASE
FOROK NHONSABA W0 TOKYO C. P. 0. BOX NO. 163 L HLENEN

Your Ref. . Our Ref. PS/34 31st August, 1987

Messrs. Kapur & Co,,
28 Kaimur Street,

Calcutta, India.

Attention of Mr. H. Kapur.
Dear Sirs,

Steel Cabinets.

Thank you for your inquiry, in reply to which we are sending you
herewith a copy of illustrated catalogue of Steel Cabinets. Our model 120 is the
nearest to the measurements you have specified though it is 33}4” deep instead
of the 35" that you need.

We have, however, passed your inquiry to our works and have asked them
to report whether this model can be altered to meet your requirements.

We shall write to you again within two weeks.

Yours faithfully,

TAWU TRADING CO,, LTD,

P T Ghen
P. T. Chen,
Manager,
Export Dept.
PT/ha
Enc. 1 Catalogue. -

cc TAIPEI Safe Mfg. Co., Ltd.
P.S. We shall be able to send you our leaflet “Trade Guide” in a few days, which is now in

print. 7

J

@Letterhead CReference Number @Date @Inside Address ®Particular Address ®
Salutation @Letter Subject ®Body @Complimentary Close @Signature @ldentification
Marks @Enclosure Remarks ®Carbon Copy Notation @Postscript
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[ 2] Block Form, Open Punctuation

1 WASHINGTON AVENUE * PROVIDENCE 5, RHODE ISLAND # STUART 1-0170

Cable Address : Eastimpco
Providence
Nov. 29, 1987
[ Formo Co., Ltd.
P. O. Box 712
Taipei, Taiwan, R. O. C.

Gentlemen :

A good client of mine has a line of jewelry in which the settings are of such a size as to
accomodate the four enclosed stones which he is now using. If I can supply him with
mother of pearl in the exact same 4 sizes and shapes we will be able to create some
business without investing a lot of money here for making entirely new designs ;
therefore, I would like to receive samples and price quotations of the enclosed 4 shapes
and sizes in mother of pearl, green snail and sazse shell if possible all with sllghtly
domed tops and in a thickness between 14 and 2% m/m.

Incidentally, if the exact color of the-enclosed samples can be accomplished in glass
there will be a market for this special type of turquoise matrix stone which has the
black color running through it and is the exact color of the natural mineral deposits of
which these stones are an imitation.

We shall hope to hear your good news in the very near future concerning the above.

Very truly yours,

Albert J. Jacobs
Eastern Import Company

All/xj

p. s. We are awaiting your price quotation on linked pearl chain with 10x5 m/m
baroque oval pearlized beads. As we said before, the price of this chain should be much
lower than the price of the 8 mm round baroque and therefore we will probably have a
good market for it.

(&) 24 P37 a. [ A HEREXME | &03)
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[51 3] Modified Block Form(Semiblock Form), Close Punctuation

ILT. OFFICES IN :
Amsterdam
Athens
Barcalona
Bayrouth
Bombay
Bilbao
Brussels
Buenos Aires
Cairo

Cape Town

Copenhagen
Durban
Frankfurt
Geneva
Hamburg
Helsinfors
Istanbul
Johannesburg
Karachi
Lisbon
London
Madrid
Milan
Montresl
New York
)s o

S-nm;dChlle)
Sao P

Stm:kholm
Tangiers
Teheran
Tel Aviv
Valencia
Vienna
Wu al—-Elberfeldt

Zuric!

/ﬂfo/maﬁm

THE WORLD ASSOCIATION OF |. T. INFORMATION OFFICES. GENEVA

CENTRAL OFFICE,

TELEPHONE : WELBECK 9010 15. THAYER STREET,

INLAND CABLES : CENTMATION WESDO LONDON

. LONDON. W.1,
OVERSEAS CABLES : CENTMATION LONDON ERGLATID,
Our Ref. NI-241/1  Your Ref. Date 22nd January 1987.

The Managing Director,
Formosa Co., Ltd.,

1, Tongan St., Taipei,
TAIWAN, R. O. C.

Dear Sir, "

In the course of our Market Research activities the name of your firm has
come to our notice and we now take the opportunity to send you some
information on the functions of our organization. From the enclosed
memorandum you will see that we are interested in the promotion of
international tradé relations.

However, it is necessary to have some particulars of new firms before
introducing them to our members and, therefore, we shall be pleased if you
will kindly complete the enclosed form, on both sides.

Should you have any special requirements we shall be only too pleased to
publish such in our international Export/Import list, which is circulated
amongst all our members.

The information you give will be regarded as strictly confidential and
will be used only as a guide when introducing members of our Association to
you.

Your co-operation will be welcomed and appreciated.

Yours faithfully,
LT. INFORMATION,

& Prostholl

E. Frostholt,
Acting Manager.

Encl. Memorandum & Questionnaire.
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(51 4] Modified Block Form, Open Punctuation

SAN Francisco CHAMBER OF COMMERCE
333 PINE STREET

December 22, 1986

Mr. C. K. Yang
Forseason Co., Ltd.

P.O. Box No. 389
Taipei, Taiwan, R. O. C.

Dear Sir :

This will acknowledge and thank you for your letter of November 17, in which you expressed your interest in
obtaining trade information or trade connections with firms located in the San Francisco area. We are pleased that
you should direct this inquiry to us, and though we wish it were possible to answer you individually, we are using
this form letter to assure you of a prompt reply.

As you will note from the enclosed copy of our latest INTERNATIONAL BULLETIN, we have placed an
announcement in your behalf among the listed “Trade Tips” featured in this publication. Our Bulletin receives a
wide distribution among local firms engaged in world trade, and experience has proven the Trade Tip Service,
rendered to you without charge, to be a most effective means of establishing trade connections between local and

_overseas business houses. Firms wishing to contact you, as a result of the notice, will do so directly.

In addition, we should like to make one or more of the follg'.ing suggestions as indicated by a check mark
below:

1. That you consult the DIRECTORY OF SAN FRANCISCO EXPORTERS AND IMPORTERS, a copy of
which has been sent to the in your city . This Directory, compiled and edited by our
Department, contains 24 separate lists of firms classified agcording to the products they handle or the areas
they serve, and we are confident you will find it a very comprehensive and useful guide.

2. That you try contacting those firms whose addresses are given on the attached list and which, according to
the information given, may be interested in your offers or in supplying your needs.

3. As you seek information about manufacturers throughout the United States, that you refer to the various
business directories on file at the nearest American Consular office. THOMAS' REGISTER OF
AMERICAN MANUFACTURERS should prove especially helpful.

We sincerely hope that our action in this matter, as well as the above suggested information sources, will be
of help to you and that you will feel free to call us again whenever we may be of further assistance to you.

Yours very truly,

Abwin G bichhobs
Alvin C. Eichholz, Manager

ACE:JIM World Trade Department

Enclosure

In endeavoring to establish United States connections, or if you desire to supply the United
States market with the products of your country, it is important that full information be given,
either direct or through the American Consul, regarding your specific requirements. Banking
connections and specific United States trade references, if any, should be included.
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THE STANDARD REGISTER GOMPANY

Manufacturer of Record ‘Systems of Control for Business and Industry
o * DAYTON 1, OHIO
April 20, 1987

Professor Chen-soon CHEN
National Taiwan University
Roosevelt Road, Taipei
Taiwan, R. O. C.

Dear Professor Chen:

Thank you for your gracious letter of March 10. I am glad that you found my article on correspondence
improvement of interest, and certainly want to be of as much help as possible to you in your teaching of Business
English.

Attached are samples of form letters used by our company and some additional material:

1. Sales letter to prospective customers--mimeographed, no fill-ins

2. Sales letter to prospective customem—-autﬁnadcdly typed with manually typed fill-ins

3. First reminder of overdue account sent to customer--printed, typed fill-ins

4. Second reminder of overdue account- pnnbd typed fill-ins

5. Form used for short handwritten memgﬁnthm the organization--not used for outside correspondence
6.

“Choice of messages” form sent by Order Service Department in home Office to sales representatives in the
Field--printed, handwritten fill-ins #

7. Example of training material used--dittoed
8. Table of C for “Up-to-Standard” Laters (correspondence manual)

-
If it were possible, I should be happy to send you a copy of our manual, but we don’t have even one that we can
spare. Since much of the material in the manual applies specifically to our own organization, we had printed only
the number actually required for our use at the time. We have now reached the point that we don't have as many
copies as we need for our own training program. Should we ever print additional copies for distribution, however,
you may be sure that you will receive a copy. :

You are welcome,Professor Chen, to use the attached samples in your classroom discussions, but nothing may be
reproduced without written permission from The Standard Register Company.

If you have any questions concerning our correspondence practices, or if I may be of help to you in any way,
please call on me. It will be a pleasure to give you any information you wish.

Sincerely yours,

Correspondence Supervisor
SLGilmore/gs

(&) $:4 P34 [ HAHER | A




