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CENTRAL PLAZA CO.

16 Silom Rd., Bangkok

Thailand

October 1, 1983

The Sales Manager

McGraw Hill Publisher

12 High St.

New York, N.Y.

U.S.A.

Dear Sales Manager:

Please send me the following books:

2 copies J.B. Johnson, Basic Accounting 1983. @ $8.00......16.00

1 copy H.E. Finny, Basic Management 2d ed..1982.@$12.00...12.00

3 copy G.B. White,personnel Management 3d ed..1981.@$8.00..24.00

$ 52.00

The enclosed check for $52.00 covers your 1983 list prices for

the books. If prices have increased and/or if I owe shipping charges

or sales taxes, please bill me for the additional amount. Or if you

prefer, I will pay on delivery.

I shall appreciate your promptness in handling this order.

Sincerely,

sukchai Sabaichit

Purchasing Manager

for CENTRAL PLAZA CO.
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SIAM PLAZA CO.

13 Rama Rd.

Chienqmai

October I, 1983

The Sales Manager

A-Vat Stationery Co.

15/l Silos  Rd.

Bangkok

Dear Sir:

Thank you for your qu3tation  of September 10 and we shall

be pleased if you will supply by train,
and

carriage forward,,deliver  not

later than the end of next month:

10 Silk shirts, No 125-A, white 8 $ 400...............@ 4,000

8 Teacups, No 76-E, Brown @ @ 50..................... 400

p 4,400

We note that you can supply these items from stock and look

forward to delivery within the next few days.

Sincerely,

Sukchai Sabaichit

Furchasing Manager

for SIAM PLAZA CO.
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SIAM MANUFACTURING CO.

101 Silorr  Rd., Bangkok

Thailand

October 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 number of our Export Orders, We are

sorry to say that the goods you ordered on Siptember 12 (YourOrder

No 1357)  are among those held up.

To make sure that they reached you on time we sent them

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

that they are still at the seaport awaiting shipment.

We are making private arrangements to get them to the docks

in time for shipment by Mercury Eastern Line, which is due to sail

for Tokyo on December 1.

Meanwhile, we apologize for the delay and hope you will

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

Sincerely,

Boonsonq Sonqboon

Sales Manager



1 3 0
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SIAM MANUFACTURING CO.

11 Rama  Rd., Bangkok

Thailand

October 15, 1983

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

Dear Sir:

We thank you very much for the order contained in your
letter of September 12.

After carefully considering it, however, we have come to
the conclusion that we cannot accept it. The prices we quoted leave
us with only the smallest cf margins: they are in fact lower than
those of our competitors for goods of similar quality.

The silk used in the manufacture 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 will not prevent you
from approaching us on some other occasion. We shall always be very
happy to hear from you and will carefully'consider any proposals
likely to lead to business between us.

Sincerely,

Boonsong Songboon
Sales Manager



132

SIAM MANUFACTURING CO.

11 Rama  Rd., Bangkok

Thailand

October 15, 1983

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

Dear Sir:

It was a pleasure to receive your  letter of September 12
that you had decided to place a large order for a number of the
items included in our quotation. /

All the items ordered are in stock except 120 "Universal"
type-writers. Stocks of these have been disposed of since we quoted
for them and the producers told us that replacements will be occurred 8
the nextsix  weeks.

According to your order the delivery of all items is a
matter of urgency, we have substituted "Olympia" for "Universal"
which are both identical in design and quality. Their appearances
are rich-looking and most durable and very popular with our other
customers. We hope you will be pleased with them, but if not, please
return them at our expense. We shall be glad either to exchange them
or to give you credit.

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

Always at your service.

Sincerely,

jL?y c$&J~

Boon'song Songboon
Sales Manager
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Write a letter to the Universal Manufacturing Co., 16 High St.,

New York, N.Y., U.S.A. and order 500 "Universal" adding machines,

1 000 "Universal" type-writers., State your requirements regarding

prices, quality, appearance and delivery.

Write a letter to a foreign wrist-watch manufacturer and order

a selection of wrist-watches. Mention terms and delivery.

A customer has ordered 500 "Thanin" TV set of your manufacture.

You cannot fulfi

imagined reason

1 the order by the date mentioned. Give an

for this and state when you could deliver. *

A large section of the manufacturing plant owned by your company

has been damaged by flood. Write a letter acknowledging an

order and explaining the position. Outline any plans Your

company is making to meet its orders.

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

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 importance of his order. Write a

tactful letter explaining why you cannot grant the discount.

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

mention payment or give any instructions about delivery.

Write a suitable reply.


