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[J (1) Subject: An order Gentlemen: The price quotes contained in
your E-mail of May 20,2002 gained favorable attention with us. We
would like to order the following items consisting of various colors,
patterns and assortments: Large 2000 dozen Medium 4000 dozen
Small 2000 dozen As the sales season is approaching, the total order
quantity should be shipped in July. At that time an irrevocable L/C
for the total purchase value will be opened. Please confirm the order
and E-mail a shipping schedule. Sincerely, Xxx O O 0O O 0O O 0O O
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O 0O O 00O O xxx (2) Subject: Out of Stock Dear Sir, We thank
you for your Order No.222 received this morning for 8000 dozen
cotton shirts, but regret to have to disappoint you. At present we
have no stock of shirts in the size required and do not expect further
deliveries for at least another five weeks. Before then you may have
been to obtain the shirts elsewhere, but if not we will notify you
Immediately our new stocks come in. Yours faithfully, Xxx I [ .[J
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a.We have pleasure in sending you an order for Cosmetics. [ [ [
DO0O00000000000 b.Wewant the goods to be of
exactly the same quality as that of those you previously supplied us.
J0000000000000000000A0d c.Please
supply ... in accordance with the detail in our order No.. I [ [ [
OO00000000 d.Thisis atrial order. Please send us 50 sets
only so that we may tap the market. If successful, we will give you
large ordersinthefuture. O OS00 0 000 O00OO0OO0OOOMO
OO00000000O eThis order must be filled within five weeks,
otherwise we will have to cancel the order. 0 O 0O OO O 50 O O O
DJO0000o00o00ododo f.Wehope our products will



satisfy you and that you will let us have the chance of serving you
again. J 000000 o0o0ooooooooo 1.oooo
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DO0000000000 0000 (ageneralinquiry):0d O 0O O
D00 00000 (acatalogue)d 0O O O O O O O (a price-list
or quotation sheets)d [J [ (asample)d O O (illustrated photo
prints)lJ O O O O O (aspecificinquiry): U O O O 0O O O O (the
name of the commodity) ] [ [ (the specifications)J [1 [ (the
quantity)d O OJ (the unit price FOB O CIF [0 ),00 U O (the time of
shipment) 00 O 00 O (the terms of payment)] [0 [0 O 0O O O O
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DJO000000000000 020000 Subject: Enquiry
Dear Sir, We are interested in buying large quantities of steel screws
In all sizes. We would be obliged if you would give us a quotation per
kilogram Camp.F Singapore. We E-mail you this morning offering
you 300 metric tons of polished rice at A$2400 per metric ton,
C&amp.F Singapore, for shipment during August/September 2002.
This offer is firm, subject to the receipt of your reply before 16 July
2002. Please note that we have quoted our most favourable price and
are unable to entertain any counter offer. With regard to soybeans,
we advise you that the few lots we have at present are under offer. If,



however, you were to make us a suitable offer, there is possibility of
our supplying them. As you know, of late it has been a heavy
demand for these commaodities and this has resulted in increased
prices. You may, however, take advantage of the strengthening
market if you send an immediate reply. Sincerely yours, Xxxx [J [
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(1)As requested, we are offering you the following subject to our final
confirmation: U 0 000000000 O0O0OOOOOOOOO
OO0O000000 (2)Asrecently the goods are in extremely short
supply, we regret beingunabletooffer. D U O OO0 OO 0O0OOO
OOOo00 (3)It' sapleasure for us to offer you the goods as
follows. O 0O OOOOOOOOOO (4)Referring to your
E-mail dated July 10 in which you inquired for shirts, we have
pleasure in giving you an offer as follows: [J [0 O OJ 70 1000 O O [
Doo00oogodn (5)We will keep in mind your
requirement for shirts and shall contact you once it is available. (1 [
Jododobooodoodooooooouoooooa
(6)We regret being unable to quote on FOB basis, as it is our general
practice to do business with all our clients on CIF terms. O O O [
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