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Example 1: Offering products to foreign markets

Asian Joint Export Company
127 Defu Lane 12, Prime Building Level 1, Room 3, Singapore 539233
Tel: 65- 62559183 Fax: 65-63560821
Email: asian@joint.com.sg

January 12, 2005

Sivapriya Impex Co., Ltd.
228, Arjun Nagar
Safdarjung Enclave

New Delhi

India

Dear Sir/ Madam:

We are pleased to inform you that the enriched foods produced by our
company are the result of long and exhaustive research. We recommend
our products as being of high quality and beneficial to health. The prices of
our products are favorable compared with those of our competitors. The
pictures attached with this letter show only part of our product line. We
suggest that you test the quality of our products by ordering a trial sample
in the confidence that they will be warmly received by your customers.

We look forward to receiving your purchase order.

Yours faithfully,

:Z)wuz/c/ Carfer

Donald Carter
Manager

IB 313

35



Example 1: Reply

Sivapriya Impex Co., Ltd.
228, Arjun Nagar, Safdarjung Enclave,New Delhi, India
Phone: 91-11-26193423  Fax: 91-11-2619327

Email: Sivapriya@lmpex.com.in
January 20, 2005

Mr. Donald Carter

Asian Joint Export Company
127 Defu Lane 12

Prime Building Leve! 1, Room 3
Singapore 539233

Dear Mr. Carter,

Thank you for your leiter dated January 12, 2005 concerning enriched foods.
We regret to inform you that we are not a distributor of enriched foods and do
not have customers for your products. May we suggest the possibility of
finding the kind of customer base you are seeking in markets in large
urban areas of the country.

We wish you good luck in finding new customers.

Yours sincerely,

pona/c[ guréton

Ronald Burkton
Purchasing Manager
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Example 2: Sales letter introducing a product to a new market

NZ Shaving Cream Company
4 Robert Street, Ellerslie, Auckland, New Zealand
Tel 64-9 -526 6305 Fax: 64 -9- 526 6308
www.NZcream.com Email: Shaving@Cream.co.nz

November 16, 2005

Ms. Joan Edpard

Adelaide Business 1Ltd.

3B Inspection Head, Beauty Point
Tasmania 7270

Austraha

Dear Ms. Edpard,

May we take this opportunity to offer you our best quality shaving
creams ? Qur products are the result of years of careful research. We
think you will be interested in the new shaving cream that we have just
introduced to the market. From the price list enclosed, you will see that
our prices are exceptionally low. We are prepared to send you samples
of our products with a special 20 percent discount for a sample order.
A special discount of 30 percent will be allowed on all orders placed
before Christmas. Owing to the high quality but moderate price of our
products, we sincerely hope that it will induce you to entrust us with a
trial order.

We would be grateful if you would grant us an opportunity to supply
you with a sample of our products.

Yours sincerely,

z)am’:l garLery

Davis Barkery
General Manager

IB 313

37



Example 2: Reply

Adelaide Business Ltd.

3B Inspection Head, Beauty Point, Tasmania 7270, Australia
Tel: 81-3-6253 5277 Fax: 61-3-6253 5279
www, Adelaide.com Email: Adelaide@Busines.com

November 22, 2005

Mr. Davis Barkery

NZ Shaving Cream Company
4 Robert Street, Ellerslie
Auckland

New Zealand

Dear Mr. Barkery,

With reference to your letter, we are pleased to confirm our interest in
dealing with your company. Naturally, price is of secondary importance,
but quality is the main point. If your products are of good quality and we
receive a favorable offer, we may be able to place large orders with you.
At this stage, we would like you send us more samples since we have a
lot of sales agents capable of distributing your products.

We would be grateful if you would give this matter your utmost
attention.

Yours faithfully,

Joan Cf’f,{panl

Joan Edpard
Manager
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Example 3: Sales letter announcing a large ramge of product and price
reductions

Parkline Car Import & Export
62-64 Parramatta Rd., Concord, NSW 2137, Australia

Phone: 61 29744 0540  Fax: 61 2 9744 0560
www. parkline.com Email: parkline@car.com.au

April 22, 2006

Auto Square Company
488 Arjun Nagar
Safdarjung Enclave
New Delhi 110029
India

Announcing a large range of products and price reductions

To whom it may concem:

1 am writing to inform you of a new line of products in which we feel
your company is sure to be interested. We are the leading car dealer in
the country. We trade in the most reputable brands of cars, such as
BMW, Mercedes, Benz, Porsche, etc. Although a top-quality product,
together high standards of customer service, remains our motto, we are
continually striving for perfection. To mark this special occasion, we are
having a sale, offering significant price discounts on all stock, new and
old.

We ook forward to continuing our valued business relationship well into
the future.

Yours very truly,

p Oy Waﬂzerdon

Roy Walzerson
Owner
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Example 4: Announcing a new line of products

Asian Garment Import & Export
16 Defu Lane 3, Singapore 539455
www. asiangarment.com Email: asian@garment.com.sg

June 21, 2006

Australian Business Company
372 Concord Rd., Concord W
NSW 2138

Australia

Attention: Purchase Manager

Dear Sir:

Subject: A new line of products

We have been looking to expand our company into new markets, and
have completed the first stage of this transition. Not only do we supply
shirts, but we now supply trousers. We are confident that their good
quality materials and low price will make these shirts and trousers a

quick-selling line. We are sure a sample order will lead to mutually
profitable business.

We would be grateful if you would grant us an opportunity of supplying
you with a sample of our products.

Very truly yours,

_/4 rf/m,r } g)reen

Arthur J. Green
Marketing Manager
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Example 5: Offering products for sale

Mamli Textil Co., Ltd.

13-14 Astidamantos, Athens, Greece
Tel: 30 31 539280 Fax: 30 31 55373
E-mail: Mamli@Textil.com.gr

March 14, 2006

Mr. Thomas Benellor
Toronto Distributors Ltd.
120 Marmora Street
Weston, Ontario

Canada

Dear Mr. Benellor,

Given our long experience in trading worldwide and our extensive market
research, conducted over several years, we are confident that our chintzes are
of excellent quality and enjoy widespread popularity in markets throughout
the world. We have attached samples of our fabrics for you to test for yourself
the superior quality of our products. We hope that the high standard of quality
we are offering will result in your placing a trial order for our products.

Please let us know of your interest in our company and its products.

Yours sincerely,

M/&'ﬂert o[’inéerg

Wilbert Linberg

Manager

IB 313
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Example 5: Reply

Toronto Distributors Ltd.

120 Marmora Street, Weston, Ontario, Canada
Tel: 416 740 5055 Fax: 416 740 7422

Email: Toronto@Distributirs.com
March 24, 2006

Mr. Wilbert Linberg
Mamli Textil Co., Ltd.
13-14 Astidamantos
Athens, Greece

Dear Mr. Linberg,

We are pleased to inform you that we are interested in your chintzes and
would like to place a trial order because we have a market for your
products. It is expected that they will prove popular, especially with our
domestic customers. We would, therefore, like to have more detailed
information regarding your products, and would be grateful if you would
send us the requisite catalogues and price lists ?

We are looking forward to receiving the information we requested from
YOuU.

Y ours sincerely,

j/wmad gem/&r

Thomas Benellor
Purchasing Manager
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A top-quality product, together with high standards of customer service,
remains our motto.

Our products are second to none.

To mark this special occasion, we are having a sale, offering significant
price discounts on all stock, new and old.

We have been looking to expand our company into new markets, and
have completed the first stage of this transition.

We can offer a demonstration, given by one of our sales representatives,
and can send you samples upon request, if you are interested in this new
line.

As you are an old and valued customer, I would like to offer you a
generous discount.

Using our services, we can cut your costs in half and double your profits.

We are hoping you will take advantage of this offer, as we believe that it
offers great value for money, and that it will establish a significant new
trend for your fleet of company cars.

We trade in the most reputable brands of cars, such as BMW, Mercedes
Benz, Ferrari, Porsche, Lamborghini, etc.

Iwould like to take this opportunity to welcome you.

We look forward to continuing our valued business relationship well into
the future.
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