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' ~· Q.l' <1::1 U1J1.JHfl11~fl 2.1 il~tillltlfl11,.1U 

" il-3utlotJ,~ lvA~tJ1tJiltuunlt:n1r~r.~ 

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 make 

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. 

IB 313(H) 9 



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

been able to purchase . 

.. 
<ll~ut1at11~ lrJAfie,t.lilLilttnl~lb'-3flt:f~:J 

4 Jl • -.:'1 I -~ 
2. fft.l fl1\111J01JfJOUl1'WU~ l 1f11u1'Uflfl1~ 

• Jl 

~(Plff'W 1 'il\'lfl~t1~d'-3ci?tJiiufl'1 
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4. t U V-3 'Olfinl'W, ~Vl lfll'i ff -3 ~V'Olfl! 'i ltlJ'U ~l'U 1'Ul.Jlfl 1 'U tl~ ~ l 'i 1 i -3 tl ~~ ~ ffU 1 'Olff'U V!~U cW !fl1:J 

I 
I f d CV 

Ufl'YiltlAflV'lfl'U ............... .. 

' ~· Q.l ~ UU1Jff011~fl 2.2 ~~ttllltJfl11iJ81J01JJ 

" '\l~utJatJ1~ lr.tflfifl ,tJilAUUft11:11 ,llrJ 

1. As we are now interested in purchasing ... we should welcome infonnation ... 

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 

'iV 

il~utJatJ1~ lrJAfis,tJ\l,iJunl'l:l18'~nqll 
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'H1fll'll'U1l~ff~'.il£1r:J::ttHJ~Ui1'Vtl~ 'litH •••••••••••••••••• A'HUf1!'.il 
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uu1J1Jn11~fi 2.3 coV~ttt~lttn11if~uuA'1 

., 
9~uuat11z1£Jfl~a,uu&iJulll~l1JJu 

I. 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 referen~e 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 ... 

14 IB 313(H) 



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

on ... because ... 

'IV 

t~~utJatJ,-~ lt~flfifl,uihih-tnl'l:lla~nq1:1 

1. 

I 1 I ~ , I I 

2. t'il~;;fl~Uiln1l'Yl~~Hl·rd'-3cifflu ;,::vh 1 Ml'huiiu 1 tJfl'lffU~l,t:H!'ilnihnla~nu1J1J6Vl~ 
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5. "J'1fl1'YI fHt,..Utl U~~'HlJ1V'\JtHflTULOV10tJ •••••• o. o ••••••• l1JU'nU1'WtJ \l &lJ"J'"\l~U'O~ 

., 
il~utJatl1~ lttflAtl 1 ilild1cun11!11, tUJ 

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 Wlder your advice of 

... , was badly damaged when delivered. 
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3. We shall be glad ifyou 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. .... 

., 
;J~utJatJ1: lttflfl8,tlihih-Ail11:no~nq151 
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~· Q.l 4 lNI UtJtJNflt1~fl 2.5 11A113Jltffll1Uft ,, 

II' 

11-3uuat.l1~ lrJAfio,t1iltilttnl~l,rtt1 

1. After investigating your complaint, we have ascertained that an error was made I 

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. 

" ;)~U1.Jtn.J1~ loflfl8, tJihiJUill'Ylft-3nqtJ 
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4. All{fffllffV i :od1'W flfh-3~-3~1nfltl111J~h~1Ull:!f111lJ 1tiff~~1flUfl1J;l:T'VlnTU Ll1 i~ff-3ff'Wfl'1 
n~u l'l'W1Jl 1111 t.1 llfll~lniTun~ 

' ~· u .ct 0 ~ UtltJHfl'H~fl 2.6 ctl~11lllfJt111'Ul1~A~'U 

01' 

il-3UUtnJ~~ ltJAflB,uilAiJunll111JJrJ 

I. We enclose our invoice No ... and as requested, have drawn on you at 60 dis 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 1Oth May last? 

4. We must insist on receiving payment by 31st 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 20th 
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il ~ utJ-a tJ,~ ltJftflfl, uilAihtrt11:Jl ~ ~nqcw 

' + ' 
1. rwtJGJill::cUqj~ !~n 1~u u lJ91'1u'f1nA~unulfll'.i t.We'1111::irty;~nlJ 1 uthntJffulil~TU1ut1u 

' " fl 

2. , 111'nnil~'Hi.:nnnnu~nt ~ \1 \ll ~.Yiln~~uil ua~'H1-r:h'ti1l.t 11:: ff111l'i t~'li1m11 1 u n11ufl'l 'lf 
'U 

r Jl 1 

3. -,tlfl1llJfl~illlt)Ulll;tNUl~t.lll'Ufi U'tl~'il'i~l~'U11i'Hnlllflltll'tJ'j'U.yjl6 VU}l:JflltllJ 
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~· cv .::1 ... 1 cv u U1J1.JHfl11\11Yl 2. 7 ilA'HlllrJfl11u1~flUiltl 

~ 

9-3utJatl1~ lEJAfltl ,tJihilulll\:11,11!1 

.1. Your claim will be carefully considered when we receive the information. 

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

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

5. I regret to report the loss of ... which is insured with you under the above policy. 

" 'D~tnJau1~ irJA,j~1t.liJJfJtJilTM1B-3flqM 

IB 313(H) 25 



3. L-s,~v~n1l'thtJ·na1tuhtti''Ufl11t~Lav~'Jn'lfii~uh11i'lJ nll\ttl!'av 'YilV\1tlJ'Ynv 11lla~n,, 
1t'lf1'.i11J, eu 1lJv, n1-su~n11'n, n1-s1.Jtl'uua~n1'ii, irJ,11l1, flV1i'.i'HJ'lf19l ua~n1-si1hl~fftl"'l 

., 
~~utlatl1~ lttflfia,t.lihih~nl'l!il,tJtt 
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1. We thank you for your enquiry of ... and quote as follows for the shipment of 

... to ... 

2. In reply to your enquiry of ... we are please to inform you that S.S. Johannesburg 

will be loading at No.4 Dock from gth to 13th 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 
\j 

should reach you tomorrow . 

.., 
'\l-3UUtlU1: 1ttflfttl,tlilaiJun11!n8'~nqll 

01..1 ............... "010 •••••••••••.••••••••••• •. it.Jii'~ ..••••.•..•...••••..... 

tl tl •• 
~ ' ~ Q~~l ~ Q. 

f11'it~ff.:Jl1-:J'HlJRU L1J1J'UL1fl'VI'l18 M.V.Cannonfodder 
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4. rnvi~t1tlu1'Unl'li'~~hau/i', n1w,tJfi,j~~,1J-«flfillfulflnll'lluri~~~il "a-~auA'1, ~1u'VIu 

ff~ffufl\ fl11J'Uff~'V11~l1~tn, r-hu.Wif1'an1n1, '\Jt.lff~l11~1Jn 

' ~· OJ ct U'UlJHfl\i~YI 2.9 ctt~11'-JlfJfl11fi1-!lfl11 

" ~~utltlt11~1utlfia,tlihilunltn1f1EJ 

1. Please accept and pay the following drafts for me and, at maturity, debit them to 

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

against payment (acceptance) of our draft. 

3. Please instruct your correspondent tn . . . 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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~~ut.latJ1~ l£Jflfie1tJihiJun11:JlO~flq~ 

' II ' 

2. 1lllJ11Jff-3c;fl'lJ6·HillH1·:r)ufi 11.11.2000 l"ll,lli'~tr-3ff\H'~1U"'1 Ui.'l~ 1~i~ff~160tl111UV~ 
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I P 9/ O,.,GI ... 

ttlfl.:t'VIl\Jf'l{lf11-3fl tHt.l11,1'l.JflJ'l1 $2313 
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