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The Sales Manager
MGaw H Il Publisher
12 Hgh St.

New York, NY.

US A

Dear Sales Manager:

Pl ease send ne
2 copies J.B. Johnson,

1 copy HE Finny,
3 copy G.B. Wiite, personne

The enclosed check for

the books. | f

or sales taxes, please bill me for the additiona
prefer, | wll pay on delivery
| shall appreciate your pronptness
Sincerely,

prices have
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CENTRAL PLAZA QO

16 Silom Rd.

Thai | and

the follow ng books

increased and/or i

Basi ¢ Managenent

$52.00 covers your

Bangkok

Cctober 1, 1983

Basi ¢ Accounting 1983. @ $8.00......16.00

2d ed..1982.€$12.00,..12.00

Managenent 3d ed..1981.@38.00..24.00
$ 52.00
1983 list prices for

f | owe shipping charges

amount. O if you

in handling this order

Sukchai
Pur chasi ng
for CENTRAL

Sabai chi t

Manager
PLAZA QO
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SIAM PLAZA CO.

13 Rama R4.

Chiengmai
October 12, 1983 |

The Sales Manager
A-Vac Stationery Co.
15/1 silom Rd.
Bangkok

Dear Sir:

Confirming the order we placed with you by a long distance
telephone this ﬁbrning, please supply me immediately by passenger train,

carrage forward.

3 dozens No 125 Universal addin§ machines

@ F 1,500 .iuiiniarennnnncannneasnoannans B 4,500

As our supplies of these items are nearly depleted. We

shall appreciate any rush service you can give this order.

Sincerely,

ol Sebick

Sukchai Sabaichit
Purchasing Manager

for sIaM PLAZA CO.
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SI AM PLAZA CO
13 Rama Rd.

Chi engrai
Cct ober 7, 1983

The Sales Manager
A-Vat Stationery Co.
15/1 silom Rd.
Bangkok

Dear Sir:

Thank you for your guptation of Septenber 10 and we shall
an
be pleased if you will supply by train, carriage forward,deliver not

|ater than the end of next nonth:

10 Silk shirts, No 125-A, white @ B 400......... e B 4,000
8 Teacups, No 76-E, Brown @ B S50....ccvevenrrnuresnn- 400
g 4,400

W note that you can supply these items from stock and | ook

forward to delivery within the next few days.
Sincerely,
<‘ gf/tje/xw- \ﬁﬁvf é’/'f///

Sukchai Sabai chi t
Furchasing  Manager
for siaMm PLAZA CO
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SIAM PLAZA CO.
13 Rama Rd.

Chiengmai
October 15, 1983

The Sales Manager
A=-Vac Stationery Co.
15 silom R4,
Bangkok

Dear Sir:

Thank you for your letter of October 15 and we are enclosing

cur Order No 12470 for three items,

A1l these items are urgently required by our customer. We

therefore hope you will send them immediately,

Sincerely,

Sukchai Sabaichit
Purchasing Manager
for SIAM PLAZA CO,
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ORDER FORM

SIAM PLAZR CO,

13 Rama Rd.
Chiengmai
October 15, 1983
Order No 12470
A-Vac Stationery Co.
15 silom R4,
Bangkok
Quantity Please supply: Catalogue Price
item No. {net)
20 Men's Jackets, blue 12-a $ 35.00 each
15 | Arrow Shirts, white 10-a 10.00 "
22 Bed Sheets, 3' 6" ,blue 17-B g.oo0 "

for SIAM PLAZA CO.

Sukchai Sabaichit

Purchasing Manager
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SIAM PLAZR CO.
13 Rama R4,

Chiengmai

October 15, 1983

The Sales Manager
A-Vac Staticnery CO.
15 Silom R4,
Bangkok

Deaxr Sir:

Thank you for your letter of October 15 forwardlng catalogue
w1th details of your range of fOunNntajin-pens,

We are very interested in the different types of fountain-pens
you offer and have decided to place a trial order for the following,
on the terms stated in your letter, but only if you can guarantee

despatch in time to reach us by December 1.

1 gross "Pilot" fountain-pens @ $ 12 per dozen
1 " "Parker' fountain-pens € $§ 25 per dozen

1 " "Marshal" fountain-pens @ $ 10 per dozen

We, there fore, insist on delivery within the time stated
and reserving the right to reject any consignment that should be

delivered later,



119

We suggest payment by bill of exchange drawn on us at

30 days after sight. Please say whether this is agreeable to you.

Sincerely,

-~ }‘ )
C ?>u/1 ai/@u. \ gra [L’H ¢ A(f/'

Sukchai Sabaichit
Purchasing Manager

for SIAM PLAZA CO.
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CENTRAL DEPARTMENT STORES
Head office
Silom Road

Bangkok, Thailand

February 20, 1982

The London Shoe Company
567 Picadilly
London, United Kingdom

Gentlemens:

Thank you for your letter of February 10, 1982 and your

price list, catalogue and for the sample shoes that we have alsoc

received,

We judge that the guality of your shoes is good if the
sample shces are truly representative of your entire product line.
The prices you quote are satisfactory and we will take advantage
of the 5% discount offered on orders in the total amount of 5,000

pounds sterling oy mcre,

Please condider the following as an order to purchase-

reference No, P.O; 168312;

Ouantity Shoe Stock No Price Total
100 pairs 9009 S$ 12,00 $$ 1,200.00
50 ™ 7589 12,00 600.00
50 " 459 10.00 500.00
50 " 3496 106.00 500,00
1o v 9785 10.00 1,000.00
150 4569 7.50 1,125.00
200 3209 7.50 1,500,00
S$ 6,425.00
Less 5% discount 321.25

Net total S$ ©,103,75
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We have instructed our bankers, the Bangkok Bank of
Thailand, to open an irrevocable letter of credit for 6,103.75 pounds

sterling in your favour at their London Branch Bank located at
123 picadilly Square, London,

Your ability to ship quickly will strongly influence future
orders,

Thank you.
Very truly yours,

/&‘{\ ~-§J‘L'Vﬁ//f7ll\/

Arak Savalak

| Director of Purchasing
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A=VAC STATIONERY CO.
15 Silom R4,

Bangkok

November 1, 1983
The Purchasing Manager
Siam Plaza Co,
13 Rama Rd,
Chiengmai

bear Sir:

We were very pleased té receive your Order No 12470 for:

i

20 Men's Jackets,blue cat, No 12-A @ $ 35,00..... ceeses$ 700
15 Arrow shirts, white cat No 10-Aa @ 10,000 ceeunennnn 150_
22 Bed Sheets, 3'6", blue cat,No 17-B @ B.00......... .. _176

| - total 1,026

As all items were in stock and had been despatched to you

today by passenger train, carriage forward.

We hope they will reach you in good time and that we may

have the pleasure of further orders from you.
Sincerely,

., U%;meﬁ?j (ggf'évnfﬂ

Boonsong Songboon
Sales Manager

for A=VAC STATIONERY CO,
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INTERNATIONAI, ELECTRIC CO,
19 High St., Londecn

England
November 12, 1983

Siam Electric Co,
15 Silom R4, Bangkok
Thailand

Dear Sirs:

We are pleased to receive your order for 150 Universal

Type-Writers which has been shipped today by Mercury Eastern Line,

due at Bangkok seaport on January 1,

The machines are to your exact specifications, and are
securely packed in strong wooden containers, which should stand up
to the roughest transport condition, We are sure they will reach

you in good order,

fach machine has been thoroughly tested and now carries
our full guarantee, Our technical representative in Bangkok, Siam
Universal Co, will be pleased to advise you on any point of Fitting

or maintenance; they also hold an adequate stock of spare parts.

You may be sure that the goods now on the way to you are
of the same high standard of workmanship and material as you have
experienced previously, As we hope tc be of service to you for
many years to come, we enclose with this letter details of other
electrical machines and components, all of which we think you may

need at some time,
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You may-fely on us always to give yvou prompt attention.
Sincerely,
T e !
T ) T Lo~
g «

John J. MeCormack

I

Director of Sales

dotue it luanusotnaolulnmud v Buuded

(s) avunlnwflanzn
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(n)  w¥ernslan fuan ingquus ey Ingnea W la durawasann
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SIaM MANUFACTURING CO.
101 Silom Rd., Bangkok

Thailand
October 15, 1983

The Purchasing Manager
Lao Central Plaza Co.
16 Ramayana Rd,, Vientiane

Lao
Dear Sir:

We thank you for your order of September 12 for 100
"Standard" bicycles, but regret that we cannot supply them

immediately owing to a temporary flood in our factory.

We are making every effort to resume production and fully
expect to be able to deliver the 100 bicycles by the end of this
month. Meanwhile, we apologize for the delay and trust it will

not cause you serious inconvenience,

Sincerely,

47

. ‘.‘L//"‘_,_)ZV],[ ‘:)g“ / "7"}5 e
S .,/[

Bconsong Songboon

Sales Manager
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SIAM MANUFACTURING CO.
101 silom Rd., Bangkok

Thailand
October 15, 1983

' The Purchasing Manager
Lao Central Plaza Co,
16 Ramayana Rd,, Vientiane

" Lao
Dear Sir:

We were pleased to receive your order of September 12,
.but very much regret that, because of the exceptional demand for
The "Universal" baby powder milk due to increasing in population
growth, we are at present out of stock of the make you ordered.
The manufacturers have promised us a further supply by the end of
next month and if you could wait until then, we would deliver promptly

the hundred Universal big cans you need,

We are indeed sorry not to be able to meet your present
order immediately and hope that in the circumstances you will bear

with us.
Sincerely,

iy ol

Boonsong Songboon

+ Sales Manager
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SI AM MANUFACTURI NG CO.
101 Silom Rd., Bangkok

Thai | and

Cctober 15, 1983
The Purchasing Manager
Japan International Co,
16 Hitsui Rd., Tokyo

Japan
Dear Sir:

The recent strike of transport workers here has caused
delay in the despatch of a nunber of our Export Orders, W are
sorry to say that the goods you ordered on Siptenber 12 (vourOrder
No 1357) are anong those held up.

To nmeke sure that they reached you on tinme we sent them

to the Bangkok seaport three days ahead of schedule, but now learn

that they are still at the seaport awaiting shipnent.

We are making private arrangements to get them to the docks
in time for shipnment by Mercury Eastern Line, which is due to sail

for Tokyo on Decenber 1.

Meanwhil e, we apologize for the delay and hope you will

understand that it is due entirely to causes outside our control.
Sincerely,

+ P : ; o
}///ﬂ. Yo / o
AT

Boonsonq  Songboon

Sal es Manager
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SI AM MANUFACTURI NG QO
11 rama Rd., Bangkok
Thai | and

Cctober 15, 1983

The Purchasing Manager
Lao International Co

16 Ranai Rd., Vientiane
Lao

Dear Sir:

W thank you very nuch for the order contained in your
letter of Septenber 12.

After carefully considering it, however, we have cometo
the concl usion that we cannot accept it. The prices we quoted |eave
us with only the smallest cf margins: they are in fact lower than
those of our conpetitors for goods of similar quality.

The silk wused in the nmanufacture of our "Universal" range
undergoes a special patented process that prevents shrinkage and
increases durability. The fact that we are the largest suppliers
of silk jackets in this country is in itself evidence of the good
value of our products.

If, having given further consideration to this matter, you
feel you cannot accept our offer, we hope it wll not prevent you
from approachi ng us on someother occasion. W shall always be very
happy to hear from you and wll carefully' consider any proposals
likely to lead to business between us.

Sincerely,

- .
—/-l[’)-mgj L/’j&r;’n/-‘

Boonsong Songboon
Sal es  Manager
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SI AM MANUFACTURI NG QO
11 rama Rd., Bangkok
Thai | and

Cctober 15, 1983

The Purchasing Manager
Lao International Co.
16 Silom Rd., Vientiane
Lao

Dear Sir:

It was a pleasure to receive your letter of Septenber 12

that you had decided to place a large order for a nunber of the
items included in our quotation.

Al the itens ordered are in stock except 120 "Universal"
type-witers. Stocks of these have been disposed of since we quoted
for them and the producers told us that replacenents wll be occurred
the nextsix weeks.

According to your order the delivery of all items is a
matter of wurgency, we have substituted "Qdynpia" for "Universal"
which are both identical in design and quality. Their appearances
are rich-looking and nost durable and very popular wth our other
cust oners. VW hope you will be pleased with them but if not, please

return them at our expense. W shall be glad either to exchange them
or to give you credit.

Al items ordered are being shipped to you today by Mercury
Eastern line and should be at Bangkok seaport by December 1. We
hope you wll 1like them

Always at your service.

Sincerely,

oo / .
‘jﬁw_,m (/bﬂ/m//—\

Boon'song  Songboon
Sal es  Manager
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Wite a letter to the Universal Mnufacturing Co., 16 Hgh St.,
New York, NY., USA and order 500 "Universal" adding machines,
1, 000 "Universal" type-witers. State your requirenents regarding

prices, quality, appearance and delivery.

Wite a letter to a foreign wist-watch manufacturer and order

a selection of wist-watches. Mention terns and delivery.

A customer has ordered 500 "Thanin" TV set of your mnufacture.
You cannot fulfiil the order by the date nentioned. Gve an

imagined reason for this and state when you could deliver.

A large section of the manufacturing plant owned by your conpany
has been damaged by flood. Wite a letter acknow edging an
order and explaining the position. Qutline any plans Your

conmpany is nmaking to neet its orders.

You have received an order for goods no longer in stock. Wite

regretting your inability to supply, and explain why.

A customer has sent you an order and asks for a special discount
because of the size and inportance of his order. Wite a

tactful letter explaining why you cannot grant the discount.

An order has been received from an overseas buyer. He does not

mention paynent or give any instructions about delivery.

Wite a suitable reply.



