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Date Line [0 1) Kee amp.Co. Ltd, and we are writing to enquire
whether you would be willing to establish business relations with us.
We have been importers of shoes for many years. At present, we are
Interested in extending our range and would appreciate your
catalogues and quotations. If your prices are competitive we would
expect to place volume orders on you. We look forward to your
early reply. Body I I Yours faithfully Complimentary Close [ [
[ O O Tony Smith Signature Block [1 [ [ Enc. Enclosure
Notation U O OO ODOOO0OO OOCourtesy 0O OO0 O
DJo000000o0dooooooond 0od Wehave
received with many thanks your letter of 20 May, and we take the
pleasure of sending you our latest catalog. We wish to draw your
attention to a special offer which we have made in it. You will be
particularly interested in a special offer on page 5 of the latest catalog
enclosed, which you requested in your letter of 20 May. [
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“ You earn 2 percent discount when you pay cash. We will send you
the brochure next month.” O O “ Weallow 2 percent discount
for cash payment. We wont be able to send you the brochure this
month.,” OO0 OO Completeness U 0 DO OOOOOOO
Oo00o0o0ooooooooooooooooodgo



DJO000o00odododClatyd0d D000 oOoOooOOd
O O0O000000odn OO Asto the steamers sailing from
Hong Kong to San Francisco, we have bimonthly direct services. [
[ bimonthlyd 0O O O O O O twice a month [J [J once two month.
DO00000000000000 1.We have two direct sailings
every month from Hong Kong to San Francisco. 2.We have
semimonthly direct sailing from Hong Kong to San Francisco. 3.We
have a direct sailing from Hong Kong to San Francisco. U [ [0 [ [
DO0O000000 000 1. We shall be able to supply 10 cases of
the item only. 2. We shall be able to supply 10 cases only of the item.
J0odooooooooooooooooooooo ™
[ O 1.We sent you 5 samples yesterday of the goods which you
requested in your letter of May 20 by air. 2.\We sent you, by air, 5
samples of the goods which you requested in your letter of May 20.
OOConciseness 0 OO0 OO0OOO0OOO OO0 1.We
wish to acknowledge receipt of your letter...[] [J [0 [J We appreciate
your letter... 2.Enclosed herewith please find two copies of...L1 [ [ :
Weenclosetwocopiesof.. U U OO0 OOO0OOO OO0O
000000000 Enclosed herewith----- gt.now due to the fact
that----- gt.a draft for $1000 [0 (I Concreteness L1 [ [

[ Correctness L [0 O 0O O OO O:0 O Consultation Dear Mr. /
Ms, We are much concerned that your sales in recent months have
fallen considerably. At first we thought this might be due to a slack
market, but on looking into the matter more closely, we find that the
general trend of trade during this period has been upwards. It is
possible that you are facing difficulties of which we are not aware. If



so, we would like to know what we can do to help. We, therefore,
look forward to receiving from you a detailed report on the situation
and suggestions as to how we may help in restoring our sales to their
formerlevel. Yoursfaithfuly O O DO OO O/000 O0O0O0O
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