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[J 00 O 100 Subject: Reservations for a FlightDear
Sir/madam,Mr.Zhang Xiaohua, our Marketing Manager, would like
to fly from Guangzhou to London on the earliest flight possible.We
would be obliged if you would book one economy class seat for him
on a flight leaving Guangzhou on or about July 28th.Bank of China
has been instructed to pay the fare and booking fee, and we would
ask you to submit your account directly to them.We appreciate your
early confirmation.Sincerely yours,Lin JieSecretary to
Mr.ZhangGuangzhou Trading Companyl O O 0O O O 0O O O O
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OO0000000000 0 20 Subject: Confirmation of
reservationDear Miss Lin,We have acknowledged your E-mail dated
July 15th requesting us to book one economy-class seat for Mr.
Zhang xiaohua on a flight from Guangzhou to London.One seat has



been reserved on flight S.A 917 departing Baiyun Airport,
Guangzhou at 10:00 a.m. on the 28th, arriving London at 11:00 a.m.
local time on the 30th.The account will be sent to Bank of China, as
requested.Yours faithfully, Tang xiaogangReservations Manager(] []
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000300000000 10 I'would like to reserve a twin room
at your hotel for four nights from June8,2002.01 O [J [J 200201 611 8
0040000000000000000 20 Please reserve a
single room under thenameof Mr.LinO O OO0 O OO O0OOO
[0 O 0O O 0O 30 If there are no room available for the above period,
please inform me ASAP as | must look for another hotel.[J [0 O [
JodododododououoooUuon4d Twould
like to book a flight to Paris on January 8 on Air France, First Class
androundtrip.d 000000000 O0OOW00800O00OO00O
[ O 0O O 50 We regret to inform you that the flight you requested is
fully booked, and there are at present no cancellations.[J [ [1 [J [J
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