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Messrs. William & Sons
58 Lancastor House
Manchester, England
March 20, 1999

Our ref. No.

Your ref. No.

The National Transport Co.

120 Broadway Street

Rangoon, Burma



Dear Sirs,
Re: Lab Instruments

Your firm has been recommended to us by Messrs. Charles
Evans Ltd., Birmingham, with whom we have done some
business for the past two years.

We are thinking of getting a supply of lab instruments.
Please furnish us with a catalogue, price list and brochure, if
available.

We are looking forward to your early reply.

Yours faithfully,

2 000000 Block style)

gbobooboood

gobbooobooboobobooobobboobooooboo
gooboo 2,

o2

EL Mar Trading Company

16 Main Street

Fresno, California

U.S.A.

Tel:123456

Cable Address: ELMAR FRESNO

8 January, 1999

Gentlemen .

We thank you for your letter of January 1. As requested, we

enclose the catalogues for your reference.



We would be very glad to offer any further assistance. Please
contact us if you need any additional information.
Yours sincerely

Encl. : as stated

3.0 O O Semiblock style with indented paragraphs)
goooooood
pUddoddoooooooooood
U moooooooomao 3
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Office of the Attorney
AAA Company
123 Main Street
Centerville, 1L6666
U.S. A.

April 21,1999

President, Billboard Inc.
999 Broadway
Metropolis, NY2222

Dear Sir:

We value your long-term relationship with us.

A review of your account shows that some time has passed
since you last made payment to us. If there is some difficulty you
are facing that is causing this, we would like the opportunity of
working matters out with you. If there is the result of oversight,

we would appreciate early remittance.



We look forward to hearing from you in the near future.

Yours truly,
HAP/dgs

OMmooooooad
1. 0 000 0O D Establishment of business relations)
2.0@M 0000000 XEnquiry (general and specific))
3. 00000000 IKOffer (firm or without engagement) O
4. 0 0 O 0 Business negotiations)
10 M Counter-offer);
20 O O M Declining a counter-offer),
5. 0 O O M Conclusion of business)
10 0000000000000 Sales contract or
confirmation) ¢
200000000000000 Purchase contract or
confirmation)
6. 0 0 D Sales promotion)
7. 00 0 0O [ Order and the fulfilment)
8. 00 00O I Letter of Credit)
U 0 0 Urging the establishment of L/C)o
21 0 M L/C amendment)o
30000 00 Extension of L/C),
9. 0 O O [ ‘Shipment)
1 0 M Urging shipment)o
21 O O O M Shipping advice)
10. O O CRepeat order)
11. 0 O CInsurance)



12. O M Claim)
10 O O @ to lodge a claim);
2 0 @ to settle a claim)
13. 0000000
1 0000 DAsk for an agent) o
2 0 0 O O OProcessing trade) o
31 0 O O 0 CCompensation trade) o
4 0 0000 0 Establishing a joint venture (0 O O

0Mmoooooood

0ddooo0o0dddooooodoooooooooo
ooooooooooooog

1. 0 Oourtesy) D 000000 MOODDDOOODODO
ooooomoooo

2. 000 Conciseness) (I 0 0 0D M OOOOOMODOOONO
oo

3. UMD Clearness) 1 0D 0 O DO 0 O0O0O0OOOOOOOO
0o00d0Mododoo0moooooooooad

gmoooooooodgo

gdobdooododouooouoooooouoooa
goddddoooooooooooooooooooooaa
0o obddddmimooobooooood
gdooooouddououoooouooouooooooa
Mmoo dimimidmomoooooa
gooooooooooa

]

gdobdooododouddouoooooouooa
gbdooodouddodooooouooouooooooa



gooooooooao

oo ™ooodoodmooooooa
ddoouooomooooomooooooooad
ogooo

For years the figures showing the quantities of the steel
plates shipped by you have been in a complete mess-up.
Discrepancies were often found among those stated in your
cables , indicated in the manifests and in the original and
duplicate bills of lading as well as of the report by the ship
agent.

those 000 O0D0O0O quantiiesd O OO O0O0O0000ODO
those D00 DO0O0O0O0O0O0DOOODODO stated U indicated O O
O000000DLFOOODOODOO OO those, as wellas OO
00000 and DO OO
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OO0 00" 00000000000 expressed their
readiness [ 0 000000000 DOODOOOOOO
goddddoooooooooooooooooooooa
goooooouooooooga

In the discussions the representative of London National
Petroleum Company expressed their readiness to go all out to
promote the sale of China’s gasoline in Britain while the
representative of China National Chemicals Import & Export
Corporation promised to provide the former with two barrels of
gasoline as sample.

0O promised [ expressed their readiness OO OO0 the



former 0 London National Petroleum Company 0 0 00 OO0
U0 0OO0"00o0o0oo0Domoddoooooomooo
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In the absence of a settlement through negotiation. the case
under dispute can be submitted to arbitration.

ooo0O0oO0oOoO0oooOoO0oO0oO0oU0oU0oU00DU0Dd0dUd0OOoOoo
D00000000000000000000000 in the
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1)You failed to get the goods ready for loading according to
the time of shipment as stipulated in the contract. Therefore it
resulted in the time on demurrage for the vessel sent by us for 2
days and 10 hours.

2)Your failure to get the goods ready for loading according
to the time of shipment as stipulated in the contract has resulted
in the time on demurrage for the vessel sent by us for 2 days and
10 hours.

O00D0d00O0o00O0o0oOoUoooOoooooooOoooo
00000000 @muooood0oo0moooooooo
D0d0d00o0o0ooU0oooooooDooooooooon
000000000000 00000000000 fallOO0OO
falure 000 00DOD0OOOOO

O s



goddoooouoobboooboboobobobooooboood
gooboooobood

During the next few years there will be no chance for a
substantial growth of requirements for rubber unless some
bottleneck problems are solved in its processing techniques.
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1. Jdododooooooa
10to have/know/obtain/note one’s name and address
from. ..
2)to owe one’s name and address to. ..
3)through the courtesy of. ..
4)on the recommendation of. . .

5)to be recommended to sb. by...0O0O



a.d0doddoouooooooooooooooao
We have obtained your name and address from China
Council for the Promotion of International Trade.

b. OO ABCUOUODDODOUODODOUOOOOOOOoOooOA
gooooooooao
We owe your name and address to ABC Corp. ,
through whom we have learnt you are importers of
textiles.

godooooood

1)to establish business relations with. ..

2)to enter into business relations with... O O
gdoooodouoodooooouoobooooan
We are willing to establish/enter into business
relations with you on the basis of equality and mutual

benefit.

oomoooo

Dear Sirs,

Having obtained your name and address from Messrs. "

Anderson & Co. , Rotterdam, we are writing you in the hope of

establishing business relations between us*.

We have been importers of arts & crafts for many years. At

present, we are interested in various kinds of Chinese arts and

crafts and would appreciate your catalogues and quotations.

If your prices are in line, we trust important” business can

materialize.

We are looking forward to* receiving your early reply.

Yours faithfully,
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1. Messrs. 000 Messieuwrs DO0OD0OOO0OO0OO M/S,
OO0 Mr.OOQOQOOO
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We have learnt from Messrs. J. Hughes & Co. that you
can supply Chinese nuts.
OO0OOOMessrs. 00000000 DOO0OOOOODOOO
oooo0o00000d¢idedO0 theDOOOOOOOOO
O OSir John Hughes & Co.. The Hughes Advertising
Agency 000 0O0OO0D0DOOOO0O Messrs.

2.between us M OO0 0000 with you,
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1. 0O00oooa
1)to thank sb. for sth.



2)t10 be grateful to sb. for sth.

3)to be obliged to sb. for sth.

4)to be indebted to sb. for sth. OO

.00 000ooooo
Thank you for your prompt reply.

bh.OOODODODOOODDODODOOOOO
We are very grateful to you for giving us so much
advice.
000000000000 thank sb. for sth. O be
grateful to o be obliged to . be indebted to [ U [J U [TJ
O00O00O0O0O00000a0 sb. will/shall/would
(highly/ greatly/very much) appreciate it if... [l O
000 It will be appreciated if. .. 0 0 0000 We
will/shall appreciate it if... (0 O
oooooooooooooooo
We will/shall appreciate it if you will quote us the
lowest price.

.goooao

1)to quote sb. a price for sth.

2)to quote for sth. at...

30 to send U make, giveD sb. one’s U best. lowest O

quotation for... 0 O

2. 000000oog
We take pleasure in quoting you our lowest price for
black tea.

b.OOOOO FOBOODOMmMO 20000
We quote for this article at U.S. 0O 20 per case FOB
Qingdao.

c. 0000O0DOODO2IO000000O



We will give you a quotation for 20 long tons of Tin
Foil Sheets as socon as possible.

30000000 bn...basis O on the basis of [1J [
O000000oOoOooFOB ODOOOOOO
Please note the prices you quote should be on the basis of

FOB Japanese ports.

oo0moooo
Dear Sirs,

Thank you for your quotation for Men’s Shirts and the
samples sent us on May 6. We have approached* a number of our
customers in this area and many of them take an interest in
“Swan” brand men’s shirts. We, therefore, ask you to make us
your best offer on CFR Rangoon basis for 5 000 Men’s shirts
(NO. G—3). We believe we may secure’ some orders for you.
We, however, would like to point out that unless your quotation
is attractive to the buyers, it would be difficult to push the sale”
of your shirts successfully.

We shall appreciate your offer in the form of a proforma

invoice.
Yours sincerely,
OOomaoo
1.0 O Capproach 0 O O contact, get in touch with oo
0 connect
¢ 00070 secure MO0 get OO OOMOOOO0O
aad

3. push the sale 000000000000 to promote the

sale,
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1.0 O O O Cenclose

»ood
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For your reference. we are enclosingd herewith Ua
photostatic copy of our letter dated July 12.

20 000000000000000
gooooooooooo
Enclosed are two copies of our price list.

0o oooooodad
godbooouooobobouoboooooobog
Enclosed please find one copy of the relative L/C
opened by our bank.

2. 000000 catalogue0 00000000 price (-) list



