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Fuji Co., Ltd.
450-4 Shimoneko, Hanamaki-shi, Iwate 025-0025, Japan
Tel: 0198-23-6224 Fax: 0198-23-5818
Email: Fuji@iwate.ne.jp

May 25, 2002
Alexander Company

6, Eschinou Street
108 57 Athens

Greece
Dear Sir,
We have seen your advertisement in ........ (waw)......... of ...
(uiiidend))..., and we interested in ... (Sasiaule).......
— catalogue.
sample.

Please send us a| price list.
leaflet.

brochure.

We would be grateful if you would quote your lowest price and most
favorable terms. Thank you.

Yours faithfully,
_/(imiéo Maéa [ime
Y

Kimiko Nakajime
Manager
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Example 1: Asking for catalogues and price lists

Alternative Stationary Ltd.

Gary and Daphne Clayton, 38 Lawrence Street, Herne Bay
Auckland, New Zealand, Tel/Fax: 64 9 360 8838

May 13, 2003

Stationary.com Ltd.
Woodrange House

13 High Street, Inglestone
Essex, CM49ED

England

Dear Sir/ Madam:

We have been informed that your factory is well-known worldwide as a
producer of ball pens in a variety of brands. We are interested in ordering ball
pens and stationary from you. Would you be so kind as to send us samples of
your products, together with current catalogues and price lists via return post ?
In order to find a ready market for your products, it would be necessary to
offer the lowest prices possible in comparison with those of several of our
other competitors.

Your prompt reply would be most appreciated.

Yours faithfully,
/9 ua/ S;Mrwler

Pual Spender
Purchasing Manager

IB 313
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Example 1: Reply

Stationary.com Ltd

Woodrange House, 13 High Street, Ingtestone, Essex, CM49ED, England
Tel/Fax: 01277 350 www.stationary.com
May 22, 2003

Mr. Pual Spender

Alternative Stationary Ltd.
Gary and Daphne Clayton

38 Lawrence Street, Herne Bay
Auckland, New Zealand

Dear Mr. Spender,

Thank you very much for your interest in our products. We attach samples of
products, catalogues and price lists for your consideration. We are confident
that our product quality is good compared with ones that belong to our
competitors. Furthermore, our prices are cheaper than that of our competitors.
When you order products in each period, we will manage to deliver them to
you immediately. An advanced notification in a proper time is certainly vital
for an order in a large quantity. For brands, sizes, prices and samples of
products, we will manage to deliver catalogues and price lists of our well
known products to you for trial sales. We hope that our product will be popular
in your markets and that they will be our customers in the future. We are ready
to furmish you more details in case you require them/ further information. We
hope that you will orders with us in the future.

We are waiting for your orders and are looking forward to hearing from you
SOOon.

Yours sincerely,

marjéaf/ cf ionéerge

Marshall Lionberge
Sales Manager
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Example 2: Inquiry of details concerning products.

Chong Foodstuffs Ltd.

Qingshan Road, Rushan City, Shandong, China
Tel/ Fax: 0086-631 6781118 Email: Chong@Foodstuffs.com

April 2, 2003

Thai International Canned Foods Ltd.
179/45 Bangna Trad Street
Bangsaothong, Samuthprakarn
Thatland

Dear Sir:

We are interested in a variety of canned foods that you advertised in the
Overseas Post. Initially, therefore, we would like to place a trial order to test
the market. However, the details in your advertisement were not quite
sufficient. Thus, we would like to get more details as follows:

1. Brands and sizes of canned foods.

2. Prices of canned foods classified according to brands.

3. Please advise regarding samples of your company’s canned foods
that are well-known.

We would also appreciate it if you would please send us samples of your
products, together with the refevant catalogues and price lists.

Yours faithfully,

Clu'n Saejaew
Chin Sae Taew
Manager
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Example 2 Reply

Thai International Canned Foods Ltd.
179/45 Bangna Trad Street, Bangsaothong, Samuthprakarn, Thailand
Tel: 66 2 315 3331 Fax: 66 2 315 3213
Email: Thai@CannedFoods.com

Apnti 10, 2003

Mr. Chin Sae Taew

Chong Foodstuffs Ltd.
Qingshan Road, Rushan City
Shandong, China

Dear Mr. Taew,

With regard to the variety of brands of canned foods that you have seen in the
Overseas Post, we are pleased to deliver products to test the potential market.
As you requested, we will deliver you the information you require
regarding sizes and prices of canned foods, including some of the company’s
well-known canned foods.

We will arrange to deliver the catalogues, price lists and samples of our well-
known goods to you in order to test the market. We trust that our products
will be popular in your markets and you will be our customer in the future.
Should you require any further information, we would be pleased to oblige.

We are waiting for your order and looking forward to receiving your answer
soon.

Yours sincerely,

/9 aiéoon l@ uLc[ee
Paiboon Rukdee

Manager
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Example 3: Price inquiry

Nice Products Lid.
1360 Royale, Suite 1005, Trois Riveres, Quebec, Canada
Tel: 819 694 6663  Fax: 819 694 6670

Email: Nice@Products.com

June 22, 2003

Best Distributors Ltd.
6C Jalan Grisek
Singapore

Dear Sir/ Madam:

As we are interested in your products, we would like to get catalogues, price
lists and sample of a variety of pins, necklaces, bracelets, rings for ladies and
necktie pins for gentlemen. Please deliver products that you feel are unique
and provide us with a minimum price in order to respond effectively to a
wide range of customers and tastes. It would be greatly appreciated if you
could provide us with details concermning methods of payment, transport,
insurance and other relevant information.

We need your answer urgently since we already have customers on hand
who are inthe market for products such as yours.

Yours faithfully,

/0 lujﬂp &raﬁce

Phillip Service

Owner
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Example 3: Reply

Best Distributors Litd.

6C Jalan Grisek, Singapore
Tel: 659380 1276 Email: Best@Distributors.com

June 30, 2003

Mr. Phillip Service
Nice Products Ltd.
1360 Royale, Suit 1005
Trois Riveres, Quebec
Canada

Dear Mr. Service,

We are pleased to inform you that we have already delivered catalogues and
price lists to you. As for the samples of a variety of kinds pins, necklaces,
bracelets, rings for ladies and necktie pins for gentlemen, we are unabie to
deliver any samples at the present time. Instead, we request that you view
the items in the respective catalogue. As regards the products displayed in
our catalogues, we have selected only ~ those items that are unique and
cheaper than those of our competitors in order to respond to the needs of
customers who want to stand out from the crowd. Regarding payment,
please pay by cheque. Transportation will be via air freight. Qur merchandise
has already been insured. We are confident that our products will be popular in
your country.

We hope that the first order will lead to continued business that would be
mutually beneficial to both of us.

Yours sincerely,

Wax gtmner

Max Benner
Manager
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Example 4: Asking for a discount and other information

Arm Bangle International Ltd.

5 Rue Petit Coquempot, Montreuil sur Mer 62170, France
Tel/ Fax: 00 33 321 06 0537
www. armbangle.com Email: armbangle@business.com.fr

June 14, 2003

Athen Company
406 Herakliou Ave.
141 Heraklion-Attica
Athens, Greece

Gentlemen:

We are interested in importing 400 arm bangles from your company. As
we are ordering in bulk, we would very much appreciate it if you could
offer us a discount on these arm bangles. If your company can supply the
type and quantity requested, with a suitable discount, we may place a

regular order for large quantities of your products.

We would appreciate it if you would reply at your carliest convenience.
Yours very truly,

Wena&z// _/4 rmerion

Wendell Armerson
Sales Manager

1B 313
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Example 4 Reply:

Athen Company
406 Herakliou Ave., 141 Heraklion-Attica, Athens, Greece
Tel: 30210 2846530 Fax: 30210 2846540
www.athenordament.com Email: athen@ordament.com.gr

June 25, 2003

Mr. Wendell Armerson

Arm Bangle International Ltd.
5 Rue Petit Coquempot
Montreuil sur Mer 62170
France

Dear Mr. Armerson,

Thank you for your inquiry regarding a discount on bulk orders of our
arm bangles. If you order 400 arm bangles, we can offer you a discount
of 10% and a further 5% if payment is received within 10 days. We can

supply the order immediately at your request and are pleased to leamn of
your interest in placing further orders in the future.

We are ready to furnish you with further details, should you so require.

Very truly yours,

aqaclrdon .J(e[éerton

Jackson Kelberton
Sales Manager
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Example 5: Request for a clarification of terms

Colonial Cosmetic Store

1450 Royale, Suit 1006, Trois-Rivers, Quebec, Canada
Tel: 819 694-6663 Fax: 819 694-6670
www.colonial.com Email: Colonial@Cosmetic.com

November 24, 2003

ABC Advance Company

19430 Fairweather Strect

Santa Clarita, CA 91351

US.A.

Gentlemen:

We want to place an order with your company, but require information
regarding your terms of payment, as they are not included in your

catalogue. Also we require information on the availability of any
discounts for making early payment.

An early reply would be appreciated.

Sincerely yours,

Worfan :bar,éymon

Morton Darleymon
Manger
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Example 5 Reply:

ABC Advance Company

19430 Fairweather Street, Santa Clarita, CA 91351, U.S.A.
Tel: 1-877-523-6140 Fax: 1-661-251-9594
www, ABCadvance.com Email: ABCadvance{@connect.com

December 3, 2003

Mr. Morton Darleymon
Colonial Cosmetic Store
1450 Royale, Suit 1006
Trois-Rivers, Quebec
Canada

Dear Mr. Darleymon,

Thank you for your letter concerning our terms of payment. Qur terms
involve a monthly settiement or 30 days net. Payment by draft is
requested. On regular purchases in quantities of not less than 200, we can
offer you a trade discount of 7 %, and a special discount of 5% off the net

price for payment within 7 days from the receipt of the invoice.

We are ready to furnish you with further details, should you so require.

Sincerely yours,

_/(im 5&8 jae

Kim Sae Tae
Manager
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Example 6: The supply of goods

Central Printer Co., Ltd.

189 Naraba, Sakai, Osaka, Japan
Tel: 072-235-8745 Fax: 072-236-7288

www.central.com
May 23, 2003
Cannon (Singapore) Ltd.
202B Upper Thomson Road
Singapore
Dear Sir,
We placed an order with you last week, requesting the delivery of 50 x
HP 1324 Laser printers and we were informed that these were out of
stock. We are inquiring into the availability of these goods for our

upcoming order.

We look forward to areply at your earliest convenience.

Sincerely yours,

janinaéi ,Sjumao

Taninaki Sumao
Purchasing Officer

IB 313
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Example 6 Reply:

Cannon (Singapore) Ltd.

202B Upper Thomson Road, Singapore

Tel: 65 6475 9277 Fax: 65 6475 9288
www.Hpprinter.com

May 30, 2003

Mr. Taninaki Sumao
Central Printer Co., Ltd.
189 Naraba, Sakai
Osaka, Japan

Dear Mr. Sumao,

Thank you for your inquiry about our HP 1324 laser printers. As
explained to you before, this model has been discontinued. Instead,
however, we can offer you the HP 1345 model, which is of the same
quality and includes the latest technical improvements. Enclosed is a
brochure on this model, plus a current catalogue detailing the full range
of our products.

Please do no hesitate to contact us if you require any further information.

Sincerely yours,

_/(urf ﬂooLLer

Kurt Hookker
Sales Manager

66 IB 313




MHIUMTTOUNY

IB 313

Do you offer a discount for bulk orders ?

What are the terms of payment ?

Do you offer free delivery ?

Can your company guarantee prompt delivery and reasonable prices ?
We require further information on your products and services.

Do free samples come with the catalogue ?

Could you send me the details regarding price discounts when ordering
in bulk ?

We require further information.

We want to place an order with your firm, but require information
regarding your terms of payment.

We are inquiring into the availability of these goods in our upcoming
order.

Please send us a current price list / leaflet / brochure.

We would be pleased if you would quote your most favorable
price and terms.

Also, could you send me the details about price discounts when
ordering in bulk, as per phone conversation ?

We want to place an order with your firm, but require information
regarding your terms of payment, as they are not included in your
catalogue.

Also we require information on the availability of any discounts for
making early payment.

I request discount information, as I am interested in placing a bulk
order with your company.

We would like to request information about the following: - sizes,
elasticity tensions, lengths.
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® We hope you can follow up on this request.

® We are required to be fully insured against physical loss or
damage, including; theft, pilferage, spillage, pirating and hijacking,
fire, environmental damage and non-delivery during the delivery of
this order.

® | would appreciate a prompt reply.
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