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(O How long have you been in business relations with the firm?

@ What credit limit have you placed on their account?

(® How promptly are terms met?

@ What amount is currently outstanding?

We shall be obliged if you would furnish us with your opinion on the financial status and
reliability of the above company.

WREXT_E IR A T B SR BRI AT FEPESR AR T BRI, KA R

The ABC International Trade Co., Ltd., with whom we have had considerable transactions for
the past ten years, would provide you with any information relative to our credit standing.

ABC HIFHSHERARETENHEFY 5RARMTKERLS, M1 ERTTRH
A RXBATHEAFRBLHAERTE B :

RAF RS R E] T ERAED:
E-mail of Credit Inquiry

To: sunflower101@ citybk.com
From: redsea@ youngspark.com
Date: March 1, 2010
Subject: Credit Inquiry
Dear Sirs,

We have recently received a sudden order from ABC Company, with which you are doing
business and the firm gives us your name as a reference.

We shall appreciate it if you supply us with the following information:

(1) How long have you been in business relations with the firm?

(2) What credit limit have you placed on their account?

(3) How promptly are terms met?

(4) What amount is currently outstanding?

Any information you may furnish will be greatly valued and treated in confidence.

Yours faithfully,

A Reply to the Above
To: redsea@ youngspark.com
From: sunflower101@ citybk.com
Date: March 2, 2010
Subject: Reply to Your Inquiry

Dear Sirs,
In reply to your e-mail of March 1, we are pleased to enclose a copy of the Report on ABC
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Company with this letter. Please note that the information is supplied at your request without any
responsibility whatsoever on the part of this Bank or on any of its officers.

It is a condition of this letter that the name of this Bank will not be disclosed in the event of
our report being passed on to your clients.

Yours faithfully,

EEERA ST, LS R RN, FERBRS—HBIES RN T BRNH
LS. (BB E-MAIL MR EHIN. 8BS XRNEAE BHE . MEEREEH
SRR, —REFETIINE:

1 AR BoRVE, ElUTRRAE R T ekl i@ AN RERE. WEGER
a5 HHRRAN T BB ARG, W

We learn from the Commercial Counselor’s Office in your country that you are interested in
Chinese handicraft.

We have obtained your name and address from the Internet.

Your name and address have been introduced to us by ABC Company.

Your firm has been kindly recommended to us by your sister firm.

2 BEEAMER. WY AR S BERE SR, B KIS RRS. W

In order to extend our business to South America, we are writing to you to seek possibilities of
cooperation.

We are writing to you to establish long-term trade relations with you.

The purpose of this letter is to explore the possibilities of developing trade with you.

We are writing you with a view to building up business relations with your firm.

3.Eﬁﬁ%oigﬁﬁﬁﬂﬁﬁ\ﬂ%ﬁ@\%E‘ﬁﬂéﬁﬁ%%oﬁﬁwﬁﬁ%
BT . fm:

We are a leading company with many years’ experience in this line.

We enjoy a good reputation in the world market.

We are exporters of long-standing and high reputation, engaged in exportation of chinaware.

We are glad to send this introductory letter, hoping that it will be the prelude to mutually
beneficial relations between us.

4#%%%0%Wﬁ%%:ﬁ—,%%mﬁﬁ%iﬁ,%ﬁﬁﬁmﬁiﬁiﬁ%,ﬁ
ﬁﬁ%%%ﬁ;ﬁi,%ﬁ%%ﬁﬁ%*ﬁy%NEN@%F%%%%%W%%%%(ﬂ%
%%%T,WL%%E%\ﬁmﬁﬁ%%ﬁ%%ﬁﬁﬁ%hﬁm

Art. No. 76 is our newly launched one with super quality, fashionable design, and competitive
price.

To give you a general idea of our products, we are airmailing you under separate cover our
catalogue for your reference. ;

In order to facilitate your work in pushing the sales of this item, we are sending you by airmail

a small sample. A copy of the relevant descriptive leaflet is enclosed.
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Your comments on our products or any information on your market demand will be highly
appreciated.

We are looking forward to your specific inquiries.

We await your further news with keen interest.
Looking forward to your early reply.

Thank you in advance for your close cooperation.

We shall be pleased to assist you in every way we can.

&P ERRE R
To: fashntrad@ alway.com.uk
From: garmtai&egp@ sina.com.cn
Date: March 2, 2010
Subject: Establish Trade Relations
Dear Sirs,

We owe your name and address to the Commercial Counsellor’s Office of the British Embassy
in Beijing. They have informed us that you are in the market for silk blouses.

We are writing you in a hope of establishing business relations with you.

We are a state-owned corporation, handling both the import and export of garments. In order to
acquaint you with our business lines, we enclose a copy of our Export List covering the goods you
may require at present.

It is our trade policy to trade with merchants of various countries on the basis of equality,
mutual benefit and exchange of needed goods. We hope to promote, through mutual efforts, both
trade and friendship.

We look forward to receiving your early inquiries.
Yours faithfully,

[3ERRiZ]
ABRB|—F R KRR, RPEXT “KE” BEaBHERXE.
BEREZEPFBIWEER, FRPNEOEFSFERRREZAER (FH—BXHE
). ME “Kin” BEAEH. EXEFRLAEAR.
1. BF%EE
(1) B4R, Hidk:
ABC TRADING CO. LTD.,
110 BROADWAY, NEW YORK 10110, U.S.A.
(2) B Hfe, BiE:
(010) 11111111, (010D 12121212

(3) BPFFPRITRIKS:
h E4RAT A Z434T (BANK OF CHINA, NEW YORK)
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