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EEBEEHERKR, REBEENER.
BLUESKER “BHOE” ERMl. EEMKR -

Dear

[manager’s name] is away from the office and is not expected back
until [date].

I have checked [name] schedule and find that [s] he has other plans for
the date you suggest. However, I shall call your letter to [name] attention
as soon as [ s] he returns and perhaps you can make other arrangements.

Cordially,

WA, FHER X TFEFTERBEEBRBERSEE, @
RIEBAIFF ( manager’'s name ), HH ( date ) &,

AR FHIRIOIERE, RRTEREBEFRETREAER, ﬂfb’fﬁ
KEERBEFHERGTT, —HEEZRBELHSG A

I regret that [name] will not be able to keep your appointment on

[date] as scheduled. Let me know if you would like to arrange for another
meeting at a later date.

BBRBRSTEEHTEM
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However, before [name] left [s]he indicated that it would be more
convenient to meet with you at some later time. Will you be good enough
to get in touch with us in a few days/weeks/months?

R EZN Adams , BF|A A +7F B X RER A EzR, Hit
BETZE A +MABRAZ[Y Bates 985 & RUFFax A #, BRI
K, BERTLISERE:

Dear Mr. Bates:

Mr. Adams is away from the office and is not expected back until May
15th.

I regret that Mr. Adams will not be able to keep his appointment with
you on the 14th as scheduled. Let me know if you would like to arrange
for another meeting at a later date.

Cordially,

Sy, KA, JLLRHESFREI N E, BHERFARKERRE
M, HEth RS FE . GRS ABGRMYeEs(S, HiEk
B:

Dear

When you left a package for me yesterday/a few days agoflast week,
I had difficulty waiting until my birthday/my anniversary/the holiday to
open it.

I don’t know how to thank you, [name], for such an attractive present.
It is something that will give me pleasure for a long time to come.

Please accept my sincere thanks and best/holiday wishes.

Cordjally,



EE, UAEoResmERaEsa, EMEIABRR YRR
( yesterday/a few days ago/last week ) . A"N[EIB9EIH (birth-
day/aniversary/holiday ) LA R BB AFRRAFEITHE ( best
holiday wishes ) , BRI ERF T ILREFHFEEH.
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Business Relations, E stablishing

H LK MBI, TRNBAREREEGER, Fik
B A&k REEAMSEF. BTRERS, L TARMEY
B E e R K.

HZ G HMREGE, LARTER, REEML, T2
BPkE, —XBHHTGT —EF PR,

1. EHREHEHHRER

Dear

We learn that you have been dealers of [names of products] for many
years and wish to enter into business relationships with you. We shall be
pleased to forward you for your study catalog/circular/booklet/price list
of any lines in which you are interested.

We will be happy to hear from you at any time.

Cordially,



