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1.0000000000 Ienclose an illustrated supplement toour
catalogue. It covers the latest designs which are now available from
stock. We are most gratified that you have, for several yeas. Include a
Oselection of our products in your mail-order catalogues. The
resulting sales have been very steady. We believe that you will find
our new designs most attractive. Theyshould get a very good
reception in your market. Once you have had time to study the
upplement, please let us know if you would like to take the matter
further. We would be very happy to send samples to you for closer
Inspection. For your information, we are planning a range of classical
English dinner services which ,should do well in the North American
market. We will keep you informed on our progress and look
forward to hearingfromyou.0 D O O OO0 OO0 O00OOOO
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[J O O Thank you for your business. You arecurrently represented
in our directory. This is the only directory of its kind which reaches
all companies in the building and construction industry in the UK.



Advertising in our directory was a wise move on your part. \We are
currently compiling a new edition of the directory which willbe
published in April 1995.The new edition will be expanded to include
major manufacturers of plumbing equipment in the European
Community. For proper coverage in the directory, you ought to
appear in more than one category. If you do opt for a multiple
listing, you will be ableto buy space in additional categories at half
price. You can be assured that the new edition will be on the desks of
allthe major decision makers in the building and hardware trades.
Please complete the enclosed form and return it with the appropriate
fee. Thanks again for yourbusiness. 1 O O OO0 000000
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DO000003.00000000 Thank you for your letter of
2 November. We are delighted to hear that you are to pleased with
the refurbishment of your hotel. As your know .in our line of work,
we depend on good ,reports about our projects to win further
business. Our clients always shop around and look for references
before committing themselves. With your permission, we would like
to use your hotel as a reference when we discuss similar
refurbishments in the hotel industry . Would you agree to our



suggesting that future clients should call you? It would also be most
helpful if we could occasionally bring a client to look at your hotel .
We would , of course , stay overnight at least.1ll call you next week to
hear your reaction. Thanks again for you kind words. [J 1101 2] [J
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[1 T We enclose our new catalogue and price list. The revised prices
will apply from 1 April 1997. You will see that there have been
number of changes in our product range. A number of improved
models have been introduced. Out range of washing machines has
been completely revamped. Many popular lines, however, have been
retained unchanged. You will be aware that inflation is affecting
Industry as a whole .Ws have been affected like everyone else and
some price increases havebeen unavoidable. We have not, however,
Increased our prices across the board, In many cases, there is a small
price increase, but in others, none at all. We can assure you that the
quality of our consumer durables has been maintained at a high
standard and that our service will continueto be first class. We look
forward toreceivingyourorders. J 0 U OO0 OO0 00000
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5, 00000000 Ienclose our new price list, which will come
into effect ,from the end of this month. You will see that we have
increased our prices on most models. We have ,however , refrained
from doing so on some models of which we hold large stocks. We
feel we should explain why we have increased our prices. We are
paying 10% more for our raw materials than we were paying last year.
Some of our subcontractors have raised their by as much as 15%. As
you know , we take great pride in our machines and are jealous of the
reputation for quality and dependability which we have achieved
over the last 40 years. We will not compromise that reputation
because of rising costs. We hope, therefore decided to raise the price
of some of our machines. We hope you will understand our position
and look forwardtoyourorders. 1 0 0 OO0 0000000
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0000 6.00000 We greatly appreciate your letter
describing the assistance you received in solving your
air-conditioning problems. We are now in our fifty year of
operation, and we receive many letters like your indicating a high
level of customer satisfaction with our installation. We are pleased



that our technical staff assisted you so capably. We would like you to
know that it you need to contact us at any time in the future. Our
engineers will be equally responsive to your request for assistance. If
we can be of service to you again, please let us know. Thank you
againforyourverykindletter. 1 OO0 OO0 00000 O0OOO
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Jododoorrv0odododdnd Thank you for your
enquiry of 5 May concerning silk blouses. We regret to say that we
do not manufacture clothing to your own designs to the highest
European standards: Swan Textiles corporation The industrial zone
Shekou We supply the factor with all their silk materials, | enclose a
swatch of our stock materials for your examination. Should you
desire any of these samples made up into finished products , we can
supply the swan factory with them. We hope that this will be of help
to you and wish you every success in your business dealings. [1 [1 5
Os50000000000000000 00000000
JO000o00o0oo0oodooooooooooooon
J000o00o0oo0oodooooooooooooon
Jododoboboooodobooouoooooooooa
Jododoboooooodobooouooouoooooa
D0 doboooudodoooooooooouoobooo
Jo0odooooooodoooouoooooooooa
Jdodoboooooooodooooooooon s o



[ O O Thank you for your letter of 26 January. | apologize for the
delivery problems you had with us last month. I have had a meeting
with our production and shipping managers to work out a better
system for handling your account .\We know we made a mistake on
your last order . Although we replaced it for you. we want to make
sure it does not happen again. We have devised the enclosed
checklist to use for each of your future order. It includes your firms
particular specifications, packing requirements and marking
Instructions. I believe can service your company better and help you
operations run more smoothly with this safeguard. Please contact us
If there are any additional points you would like us to include. O [J 1
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0 OO 00O Thank you for your enquity of 25 August.We are
always pleased to hear from a valued customer.| regret to say that we
cannot agree to your request for technical information regarding our
software security sysytems.The fact is,that most of our competitors
also keep such information private and confidential.l sincerely hope
that this does not inconvenience you in any way.If there is any other
way in which we can help. do not hesitte to contact us again. 81 25
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O 0000000'10.0000000 We have been doing
business together for a long time and we value our relationship of
late, we have not been able to provide the kind of service we both
want. The problem is that your purchasing department is changing
orders after they have been placed. This has led to confusion and
frustration for both of our companies. In several instances. you have
returned goods that were originally ordered. To solve the problem , |
propose that on receipt of an order, our sales staff contact you to
verify it. If you decide on any changes, we will amend the order and
fax you a copy so that you can check it. | trust this system will cut
down on delays and errors, and allow our operations to run
smoothy. 0 0D 00D UOO0OU00OO0OUO0OOUOOOOODOOn
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OO0000 1. 0000000 Ithasjustcome to our attention
that you have lately opened your new European headquarters in
Brussels. Congratulations on your bold venture. As you know , our
companies have had a long business association in the UK. We look
forward to collaborating with you in your European venture. Please
let us know if we can be of any assistance to you. We will be delighted



to help. We wish you the very best of luck and a prosperous future.
1200000000 Couldwe meet some time this month to
discuss the hypermarket proposal? We want to make decision by the
beginning of next month. We would very much like to hear your
thoughts before we make any definite plans. Could you choose a
venue for the meeting? | can fly to London any time, Perhaps you
would prefer Lyon or Paris? | leave it to you to choose. | look
forwardtoseeingyouagain. b !0 00000000 OO0ONO
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