


Chapter 1

Establishing Business Relation-
ship

1. Announcing the establishment of a
trading corporation

Dear Sirs ,

This is to announce the establishment of
Middle East Trading Corporation in this city
for the purpose of carrying on import and ex-
port business as well as other activities in
connection with foreign trade.

With a view to developing foreign trade,
this Corporation will devote itself to commer-
cial intercourse with the trade and financial
circles of various countries and districts. We
will strive to expand economic cooperation
and exchanges of technology with foreign
countries and will also utilize common and

reasonable international practices in a more
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flexible way.

A booklet including a general introduc-
tion , the scope of business and other topics is
enclosed for your reference. We welcome in-
quiries and discussions about all aspects of
trade development and business cooperation.

Yours faithfully ,
Encl . . As stated

2.Promoting sales of one’s own prod-
ucts

Dear Sirs ,

We have received with thanks your letter
of the 25th March and are“glad to note that
you are one of the leading firms in Tokyo do-
ing extensive business in hardware for some
twenty years and that you are now interested
in promcting the sale of our goods in your

market.
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We are a state-owned enterprise and car-
ry on trade with manufacturers and mercha-
nts of all countries on the basis of equality
and mutual benefit for the development of
commercial relations with the peoples of dif-
ferent countries. We wish to avail ourselves
of this opportunity to extend to you our wel-
come for your desire to establish business
contact with us.Enclosed herewith please
find two copies of our latest catalogue togeth-
er with the price lists. As soon as we are in
receipt of your specific inquiry, we shall send
you samples without the least delay.

Our terms of payment are by confirmed,
irrevocable letter of credit available by draft
at sight. The quality and weight of the goods
shipped depend on inspection certificates is-
sued by the America Commodity Inspection

Bureau which shall be regarded as final.
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Looking forward to receiving your early
reply , we are.
Yours faithfully ,
Encl . : As stated

3.Asking for information from an old

customer

Dear Sirs ,

There is a firm in your district by the
name of Richardson Co., who have recently
written to us giving themselves out to be one
of the largest importers in your locality deal-
ing mainly in Indian products and stating
that for some reasons or others they would
switch to England for purchases of the simi-
lar commodities.

As we have had no dealings with them in
the past, we feel some hesitation in taking

their word for it . Therefore , we should be



oomg

.;ubboooobo

oogoo
gooooooooooooboooooo
ooooobobooooooooooooboon
oooooboooooooooooooon
oooooooooo
gooooooooooooocoooo
ooocoOOoOoOooooboobOobOooooaon

phaw



grateful to you if you could get some infor-
mation for us concerning their credit stand-
ing, ability to conduct business, the way they
have transacted with India and the reason
why they are going to turn to England for
supply instead of maintaining their original
sources.

You may rely on us to treat your infor-
mation as strictly confidential . Meanwhile , we

wish to thank you for your kind services.
Yours faithfully ,

4.Soliciting opinions from a customer
who has stopped ordering for a long

time

Dear Sirs ,
In casting a retrospective glance through
our account for the past year, we ohserve that

we have not had any orders from you for a
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long time.

Assuming that you are still interested in
the market for garments we handle, we would
be grateful if you would inform us of the in-
tentions and purposes of your imminent
sales.If you have any comments or sugges-
tions in respect of placing orders with us,
please lay your case before us so that we may

give it our careful study.Thanks.

Yours faithfully ,
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Chapter 2

Credit Reference

1.Seller’s request for references

Dear Sirs,

Thank you for your order of 6 Novem-
ber. 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 referenc-
es. Will you therefore please send us the
names and addresses of three 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

* despatch immediately we hear further from

you.
Yours faithfully ,
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2.Asking for references

Dear Sirs ,

Thank you for letter of 10 September,
1999.

We are pleased to note that you have
many subsidiaries abroad which can distrib-
ute our products among department stores
there. As we have not had previous transac-
tions , we would like to know where your sub-
sidiaries 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 cus-
tomers and banks with whom you are main-
taining business connections.With such in-
formation, we shall be glad to make further
study.

We look forward to your early reply.

Yours faithfully ,
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