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Example 1

Pelham Radio & Television Ltd.

16B Leader Street, Sydney, Australia
Tel: (61) (2) 6754-8765 Fax: (61) (2) 6754-8769
Email: pelhamt@Industries.com

March 23, 2005

National Bank L.td.
170 Nesson Hout
Birmingham B3 3EI
England

Dear Sir:

The approach of the New Year is likely to lead to a considerable increase
in our turnover; however, stocks are exceedingly low and we are unable
to obtain long-term credit from the wholesalers. Consequently, we are
requesting an  extension in our credit with your company. We are
requesting an increase in our company’s credit limit from AUDS 20
million to AUDS$ 25 millon.

We would appreciate your co-operation in this matter.
Yours faithfully,

Wibeon Spinder

Milton Spinder
General Manager
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Example 1: Reply

National Bank Ltd.

170 Nesson House, Newell Street, Birmingham B3 3El England
Telephone: (44) (208) 456-2345 Fax: (44) (208) 456-2350
www. national.com  Email: National@Bank.com.

May 7, 2005

Mr. Milton Spinder
Pelham Radio & Television Ltd.

16B Leader Street
Sydney
Australia

Dear Mr. Spinder,

In response to your letter of 23" March, we have pleasure in informing
you that we have agreed to extend your credit line. We are pleased
to confirm that this has been approved and the funds are available as of

now.

We trust that we have accommodated your request to your liking,.

Yours sincerely,
gernara/ waa'igrone

Bernard McBrone
Managing Director

IB 313 195



Example 2

National Bank Ltd.

170 Nesson House, Newell Street, Birmingham B3 3El, England
Telephone: (44) (208) 456-2345 Fax: (44) (208) 456-2350
www. national.com  Email: National@Bank.com.

May 23, 2005

Mr. Milton Spinder

Pelham Radio & Television Ltd.
16B Leader Street -

Sydney, Australia

Dear Mr. Spinder,

Since receiving your letter of 12™ March, we have pleasure in
announcing the approval of an increase in your company’s credit limit.
However, we must report that the interest rate will increase from 2.5% to

2.75%.

We hope to be of service to your company well into the future and look
forward to continuing our good business relationship.

Yours sincerely,

germm{ WC rone

Bemard McBrone
Managing Director
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Example 2: Reply

Pelham Radio & Television Ltd.

16B Leader Street, Sydney, Australia
Tel: (61) (2) 6754-8765 Fax: (61) (2) 6754-8769
Email: Pelham@RadioTelevision.com

May 29, 2005

Mr. Bernard McBrone
National Bank Ltd.
170 Nesson House
Newell Street
Birmingham B3 3El,
England

Dear Mr. McBrone,

We are writing to thank you for the increase in credit that your bank has
allowed our company. This injection of funds that your company has
provided will complete the crossover for our company from a national
concemn of note into a world leader in our business.

We would be very grateful for any assistance you can give us in this
matter.

Yours sincerely, .
m!fon _S;;»im{er

Milton Spinder
General Manager
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Example 3

National Bank Ltd.

170 Nesson House, Newell Street, Birmingham B3 3El England
Telenhone: (44) (208) 456-2345 Fax: (44) (208) 456-2350
www, national.com  Email: National@Bank.com.

May 23, 2005

Mr. Milton Spinder

Petham Radio & Television Ltd.
16B Leader Street

Sydney, Australia

Dear Mr. Spinder,

With reference to your letter of 12" March requesting an increase in your
company’s credit limit, we regret to inform you that we are unable to
comply with your request. We are refusing this application, as the
maximum credit limit has been reached. We do not provide credit of
more than AUD$ 20 million to our customers.

Should you require any further clarification, please feel free to contact

us.

Yours sincerely,

gernan[ mcgrone

Bemard McBrone
Managing Director
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Example 3: Reply

Pelham Radio & Television Ltd.
16B Leader Street, Sydney, Australia
Tel: (61) (2) 8796-5436 Fax: (61) (2) 8796-5440
Email: WesternLight@Industries.com

April 6, 2005

Mr. Bernard McBrone

National Bank Ltd.

170 Nesson House, Newell Street,
Birmingham B3 3E]

England

Dear Mr. McBrone,

We acknowledge your rejection of our request for an increase in credit
with your firm. We must inform you that we are not happy with this
decision, as we have been a most valued client to your company. We will
seek other alternative arrangements, as this injection of funds in

necessary and urgent.

I trust this explanation will make matters clear and hope you understand
our situation.

Yours sincerely,
m!ton \Sjpim!er

Milton Spinder
General Manager
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Example 4

Benello's Bank Ltd.

36 Rue La Perouse, 75700 Paris, France
Tel: (33) (1) 8796-3421 Fax: (33) (1) 8796-3430
Email: Parisbas@Bank.com

QOctober 20, 2005

Simson Ltd.
S4-Bb1-44 Nanyang Avenue
Singapore 639798

Dear Sir,

We are writing to inform you that we have received your company
cheque no. G1324 for the amount of 14,728 euros, but we regret to report
that there are insufficient funds in your account to cover this cheque, as
there is a balance of only 57,726 euros.

We are sure that this is just an oversight on your behalf, and that you
will be equally surprised to learn of the matter. We require you to
change the amount on the cheque, and re-present it. Or, could you please

make a deposit to cover the cheque amount.

An early reply would be appreciated.

Yours faithfully,

ngré \/(?,errin?don

Clerk Herringson
Finance Manager
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Example 4: Reply

Simson Ltd.
S4-Bb1-44 Nanyang Avenue, Singapore 639798
Tel: (65) 790-4505 Fax: (65) 793-3318
Email: Garjirison@Tiles.com

October 30, 2005

Mr. Clerk Herringson
Benello's Banl Ltd.
36 rue la Perouse
75700 Paris, France

Dear Mr. Herringson,

We wish to apologize for the error in our cheque no. G1324 that we
presented to your bank. We wish to inform you that today we have
transferred more than enough funds via the interet to cover the afore

mentioned cheque.

We regret any inconvenience that this may have caused your company.

Yours sincerely,

5 Jwinn gua/c/er

Edwinn Gudder
Manager
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Example 5

Barnclay Company
1-4 Whale Drive, Dawson, Ontario, Canada
Tel: (613) 238 7896 Cable: MAKIE Telex: 315515
www.foodstuf.com Email: Foddstuf@canada.com

November 2, 2005

Mr. Frank Amerson

Imex Co., Ltd.

139 Wolverton Road

London SW13 7DN

England

Dear Sir,

Due to the outstanding debt that we have with your organization, we are
offering a payment schedule that will provide remittance for the amount
owed. We have drawn this up with our legal advisors and we are happy
to inform you that the proposal is legally binding on both companies.

The proposed payment schedule is as follows: -

45,000 pounds per quarter for the first year
72,000 pounds per quarter for the following three years

We trust that you can accept our payment offer.

Faithfully yours,

&euen c[)ermer

Steven Lermer
Managing Director
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Example 5: Reply

Imex Co., Ltd.

139 Wolverton Road, London SW13 7DN, England
Telephone: 01-327-7869 Telex: 303113
www.harris.com Email: Harris@Scarfe.com

November 20, 2005
Mr. Steven Lermer
Barnclay Company
1-4 Whale Drive
Dawson, Ontario
Canada

Dear Mr. Lermer,

With reference to your letter regarding a proposed payment schedule,
we have pleasure in informing you that we are accepting your proposal.

We confirm that the payment schedule is as follows: -

35,000 pounds per quarter for the first year
64,000 pounds per quarter for the following three years

We acknowledge your effort to make this a legally binding agreement.
We thank your company for composing the schedule and making your

payments on time.

Yours sincerely,

j ranL ._/4 mevrion

Frank Amerson
Manager
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AIUIUMSEUIAT

® As per statement, your account is now overdrawn.
® (Compound interest is calculated quarterly.

® We received your international money order, but it will take three

working days to clear the funds.

® A cheque was drawn against your current account for $24321, yet since

there was only a balance $24721, your account is now $1321 in arrears.
® We confirm that the payment schedule is as follows: -

® We thank your company for composing the schedule and making

payment on time.

® In reference to your letter concerning delayed payment, we wish

to inform you that we are accepting your proposal.

fomwidir

fndnlumsdiouvaning
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