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[ Introduction 0 O O [0 We are desirous of extending our
connectionsinyourcountry. 0 00000000 OoOooOO
We have been having a good sale of umbrellas and are desirous of
expanding our markettoyourcountry. J O OO0 OO0 00000
J000000000000000000 Wehave the
pleasure of introducing ourselves to you as one of the most reputable
exporters. 0 D0 000000000 OOOOOOOOO
O 0O 00 BCQisan ISO, UL and NSF certified company. BCQLI
O OISOOULONSFO O OO OO OO We shall be much
obliged if you will give us a list of some reliable business houses in
Japan. D 0 OO0 000000000 Oo0ooooooood
OO0000000000 Wewould appreciate it if you could
kindly introduce us in your publication as follows: U [ I U 0 U [
DJO000o0o0oooooooooooonoOoon We
specialize inthislineofbusiness. 0 O OO0 O O0OOOOO We
have been engaged in this business for the past 20 years. [1 [1 [1 [ [
DO00000000000DO Because of our past years
experience, we are well qualified to take care of your interests. [ [
Jododoboooooodobooouooouoooooa
1 Our company is well-established and reliable. O U 0O O 0O O [
0000000 We have close business relations with the
domestic privateenterprises. 0 D O 0 0000 OO0O0OOO



000000 We have four manufacturing plants in different
countries: China, Japan, Spain and Philippine. D O O OO O 0O O
J000000o00oooooooboooooooon We
have full confidence that we will meet all your requirements. [J [J [
DJO000o0oboooo0oUd OoodAppointment O O O
(1 1d like to make an appointmenttoseeyou. U O U O 0O O 0O [
0 O O O Would it be possible for us to talk to Mr. Black in person
aboutthat” 1 D 0D OO 0OO0OOO0OOOOOO Mr. White
would liketocomeandseeyou. J 0O O O 0O OO 0O OO Couldwe
meet and discuss the matter in a little more detail? O O O O U O [
OO0000000000 Couldwe get together and discuss it a
littlemore? U 0 O 0OO0OOOO0OOOOO Iwonder if it would
be possible for us to meet you at your office. O U 0O 0 O 0O O O O
[0 O 0O Could I see Miss Jones sometime next week? [ [ 0 O O O
JO0000000000000 Idlike to meet Mr. Cruise at
four oclockintheafternoon. 0 D 0 OO0 OO OO0 OOOOMO
(1 1d like to see you tomorrow if you have time. 0 U U OO 0 O [
OO0O000000 Should I visit you, or would you like to come
overhereandtalkaboutit?0 0 OO0 U000 ooUdodn
How aboutcometomyoffice? 1 D O OO0 OOl
would like to talk about it more often if you have time tomorrow. [
DO00000000000000 Whatdo you say if we talk
aboutitatyouroffice? 1 D 0 OO0 U0O0OOOOOOO I
will have Debbie and Martin visit you and talk about it formally. [
JodododododododododOd Wouldyou
arrange a formal appointmentforus?J U OO0 0 OO0 O 00O O



0000 OO0 O Arrange for an appointment U [ U [0 What
do you think? 0 O [0 O [0 What do you say five oclock? (1 (1 [ [J
0000 Whencanwemeettotalk? U OO0 OO0 O0OOOO
[J Whenis it convenient foryou? O O O O U O O What time
would be convenient for bothofyou? 0 O OO0 O OO0 00O O
[J O How about the day after tomorrow at five oclock p.m.? O 00 [
000000 How about tomorrow night at seven oclock? Is it
OKwithyou? D OO OO OOOOOOOOO How about four
oclockinmyoffice? J U 0O OO0 OO OO O How about next
Monday or the day after tomorrow? U 0O O U 0O 0O 0O 0O O O O
Are you free next Tuesday at two oclock p.m.? 0 0 O 0O O O O O
000000 Couldwe make a tentative appointment for Friday?
DO000000000000O Lets tentatively say next
Wednesday at fouroclockpmU O OO0 000000 Oo0dOo
[0 OO How about ten a.m. in my office? | will arrange this meeting.
Jodododododododouodond Areyou free
right now? | really need to talk about it with you. O U [0 O OO O [
JO00000000000 O0Uo0Uodd Makesure for the
appointment LJ [ O O Seeyousoon. [ U 0 0 OO0 1l see you at
eleven. 1 O OO 0O OO Anytimeyousay. U1 0 0 0O 0O 0O 0O O
Anytime between threeand five. 0 OO O OO O O O O OO Im free after
three oclock. J OO OO OO O O O O Which one do you prefer? Two
orfouroclock? U 00O OOOOOOOODOO Ithinkthree
oclockismuch better. 0 O 0O OO OO O O 1 be out of town next
Wednesday, but anytime after that would be fine withme. O O O [
Jo00o00o0d0odododododod Please callon me



anytime when it is convenient foryou. L O O 0O O 0O O 0O O 0O O
OO0 00O Please callonmeitsuitsyou. U 0O U 0O O 0O O O O O
[ 0 Tenoclock is finewith me. O OO O O O O Just give me a call
beforeyoucomeover. O OO OO0OO0OO0OOOOO Im
looking forward to meeting Mr. Jackson. D O 0 OO0 OO0 OO
[ O We are really looking forward to this appoinment. 0 I 00 [
OO00000000 Wellbeexpectingyouall. 0 00O 00O O
0 0O 0O Well be waiting for Henry and Eileen. O U 0O O O O O O
JOo0Oo0O10Testl OO0 OODODOOUOOUOOOOOOOO
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