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000 10 00 Opening of new business Dear Mr/Ms, We have
opened at the above address a sales officefor our products here in
New York. We employ astaff of consultants and a well-trained
servicedepartment which makes routine checks on all
equipmentpurchased from us.We would be pleased if you would
take full advantageof our services and favourable shopping
conditions.We fully guarantee the quality of our products. Yours
fathfully OO0 OO O/000 D0O00O0O00OO0O000O0O0O0
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[J [ Establishment of new branch Dear Mr/Ms, Owing to the large
Increase in the volume of our tradewith this country we have decided
to open a branch here,with Mr Wang Lo as manager.The new
branch will open on 1st March and from that dateall orders and
enquiries should be sent to Mr Wang Loat the above address, instead
of to our London office.We take this opportunity to express our
thanks for yourcooperation in the past. We hope the new
arrangementswill lead to even better results. Yours faithfully O O [
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[1 Discontinuation of business Dear Mr/Ms, With the demolition of
our premises at the above addressunder a redevelopment scheme,
the part of our businesscarried on there will be discontinued after the
end ofOctober.On Monday, 1st October,we are holding a
closing-out sale.Stock on hand will be cleared regardless of cost.
Therewill be substantial reductions in all departments andin some
cases, prices will be marked down by as much asone half.Stock to be
cleared is unrivaled in both variety andquality. As the sale is likely to
be well attended,we hope you make a point of visiting the store as
earlyas possible during the opening days. Yours faithfully 00 OO O [
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[1 Change of name and address Dear Mr/Ms, At our company
meeting on 4 September, it was decidedthat the name of our
company would be changed toCNMIEC Lee Co. At the same time,
it was decided tomove the company from the above address to
No03-6 BroadwayStreet.We will appreciate your informing the
appropriatedepartments of these changes] Yours faithfully O O [
Jo/0000d0odobooobooouooooooooa



OOOCNMIECOOODOOOOOOOoooooooO
O03-600 000000000 oo0ooooooooon
O0O00 500000 Newappointment Dear Mr/Ms, We wish
to notify you that Mr Robert Smart, who hasbeen our representative
in Southwest England for thepast seven years has left our service and
thereforeno longer has authority to take orders or collectaccounts on
our behalf.We have appointed Mr Fred Peterson in his place.
MrPeterson has for many years been on our sales forceand is
thoroughly familiar with the needs of customersin your area. We
trust you will have good cooperationfrom him. Yours faithfully [0 [
JO0Oo/0000o0doooobooooooooooood
J000o00o0oo0oodooooooooooooon
Jododobobooodoboooooouooooboo
Jododoboooooodobooouooouoooooa
JO0000b00o000odoodobodoD 100Testd OO
Joodoboooooooooooooon
www.100test.com



