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1. We are taking the liberty of sending you a copy of our latest catalogue and price-

list.

2. As you have placed many‘orders with us in the past, we have decided to xhake

you a special offer of...

3. We hope you will take full advantage of this exceptional offer.

4. We feel sure you will agree that this product is not only of the highest quality but

also very reasonably priced.
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5. We are able to offer you very favourable prices on some goods we have recently

~ been able to purchase.
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1. As we are now interested in purchasing ... we should welcome information ...

2. We are pleased to submit our lowest prices/to enclose our latest price list/for the

goods you inquired about.
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3. We have seen your advertisement in...and shall be glad (obliged) if you will send

us particulars of. ..

4. We understand that you are manufacturers of (dealers in) ....and would like to

know whether you can supply...

5. We require ... for immediate delivery and are interested in buying and would like

to have further details and would like to introduce these goods
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1. We regret to inform you that the goods ordered are out of stock/no longer

available.

2. Please supply {send) the following items as quickly as possible and charge to our

account.

3. With reference to your quotation, we enclose our order for immediate delivery.

4. We are pleased to inform you that the goods included in your order of...have

been sent to you today by...
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5. We are sorry to have to tell you that we cannot supply the goods you ordered

on...because...
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1. We regret having to report that we have not yet received the goods ordered on...

2. We are writing to inform you that case No...., despatched under your advice of

..., was badly damaged when delivered.
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3. We shall be glad if you will look into the matter at once and let us know the

reason for the delay.

4. We are disappointed to find that the quality of the goods your supplied does not

correspond with that of the samples submitted.

5. We are concerned to learn from your letter of ... that the goods sent under your

order number ... did not reach you until.....
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1. After investigating your complaint, we have ascertained that an error was made 1

n our dispatch department.

2. A replacement for the faulty equipment was dispatched today.

3. We trust that arrangements we have made will satisfy you and look forward to

receiving your further orders.
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4. We apologize for any inconvenience (trouble) of our mistake may have caused

you.

5. We very much regret having given you any cause to complain and assure you

that we shall do all we can to put matters right.
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1. We enclose our invoice No...and as requested, have drawn on you at 60 d/s for

the amount due.
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2. Payment is being made by banker’s draft in settlement of your invoice for $400.

3. May we remind you that your payment has been overdue since 10™ May last?

4. We must insist on receiving payment by 31" March; failing this we shall be

compelled to take legal action.

5. We suggest making a part payment of $200 now, and paying the balance by
September 20 '
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1. Your claim will be carefully considered when we receive the information.

2. If you will make out your claim on the enclosed we will attend to it immediately.

3. Thave completed and enclose the form of claim for loss of....
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4. Please let me know any details you need from me when I submit my claim.

5. Iregret to report the loss of ... which is insured with you under the above policy.
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]. We thank you for your enquiry of... and quote as follows for the shipment of

...to...

2. Inreply to your enquiry of...we are please to inform you that S.S. Johannesburg
will be loading at No. 4 Dock from 8" to 13™ April, both dates inclusive.

3. We enclose the bill of landing for goods you will shortly receive by S.S. Arran

Castle, which sailed from ...on...

4. Will you please give us the current rates of freight for the following:
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5. In view of the urgency we have sent the goods today by passenger train and they

should reach you tomorrow.
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1. Please accept and pay the following drafis for me and, at maturity, debit them to

my account.
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2. Asarranged, we have instructed our bank to surrender (hand over) the documents

against payment (acceptance) of our draft.

3. Please instruct your correspondent in ... to release the documents only on

payment of our sight draft for ...

4. We have received your invoice number.. and agree to accept your draft at 60 days

after sight for the amount due.

5. Please present the bill for acceptance and then discount it for the credit of our

account.
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