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Example 1:

Canadian World Foods Ltd.

1240 Royal, Suite 1004, Trois-Rivieres, Quebec, Canada
Tel: 416 233-1902 Fax: 416 233-1917
www.canadianfood.com Email: canadian@foods.com.

September 24, 2005

Anthony Byme Insurance Ltd.

Bruce House, Vorley Road

London N20 6HD

England

Dear Sir,

We are intending to order a shipment of wheat (grades A, B, and C)
from your firm. As this will be our first order, we require details about
your insurance policy that you provide with the shipment.

We need to be insured for all risk of physical loss or damage, including
theft, pilferage, spillage, pirating and hijjacking, fire, environmental
damage and non-dehvery.

Please send us the insurance policy and further details as soon as

possible, so we can process our order.

Yours faithfully,

ﬂer£ert Cg'icédon

Herbert Erickson
Manager
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Example 1: Reply

Anthony Byrne Insurance Ltd.

Bruce House, Vorley Road, London N20 6HD, England
Phone: (44) (207) 567-4325  Fax: (44) (207) 567-4322
www: best.com Email: BEST@insurance.com

September 29, 2005

Mr. Herbert Erickson
Canadian World Foods Ltd.
1240 Royal, Suite 1004
Trois-Rivieres, Quebec
Canada

Dear Mr. Erickson,

Thank you very much for your interest in our company and for your
inquiry into our insurance policy regarding the shipment of wheat. As an
international company that has been shipping wheat to many parts of the
globe for the last 40 years, we are proud to say that we have an
unblemished record with regard to accidents, piracy and hijacking,
pilferage and non-delivery. As the supplier, we cover all the costs for the
insurance of our cargo. The policy is being prepared and will be
forwarded to you by the end of the week.

We will be pleased to send you more information upon request.

Very truly yours,

ﬂowarc! _/4{”10”6{&

Howard Almonda
Manager
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Example 2:

BLC Wholesale Ltd.

257 East Boundary Rd., East Bentleigh, Vic, Australia
Tel: 61 2 9550 4047 Fax: 61 2 9550 3738
www.BLC.com Email: BLC@wholessale.com.au

August 13, 2005

NZ Technology Ltd,
275 Beach Road
Parnell

Auckland

New Zealand

Dear Sir,

Today we received our order of 1000 computers, but we regret to inform
you on delivery it was found that that 25 computers were broken. As the
computers were insured during delivery, we would like to claim under
the msurance agreement that we signed. Enclosed is the insurance claim
form. Meanwhile, we have put the broken and damaged computers aside
in case you need them to support the insurance claim,

We would appreciate it if you would investigate the matter. Awaiting
your prompt reply.

Yours faithfully,

Gary morrid

Gary Morris
Manager
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Example 2: Reply

NZ Technology Ltd.

275 Beach Road, Parnell, Auckland, New Zealand
Tel: 64 0 302 0540 Fax: 64 0 302 0545
www.NZtechnology.com Email: NZ@technology.com.nz

August 29, 2005

Mr. Gary Morris

BLC Wholesale Ltd.
257 East Boundary Rd.
East Bentleigh

Vic, Australia

Dear Mr. Morris,

We are so sorry that 25 computers were damaged. We have processed
your insurance claim, and we are pleased to report to you that we will
reimburse you for the full amount for the loss of the 25 broken and
damaged computers. You can count on all future orders from us being
packed in heavier-duty boxes. We hope that you have not been seriously
inconvenienced and that the insurance claim will settle the matter.

We assure you of our best service at all times.

Yours very truly,

gernara/ Warc!zer

Bernard Wardzer
Manager
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Exercise 3:

Wonderful Adapter Inc.

278 Planter House, Prince Street, London EC17DO, England
Telephone: (44) (208) 879-5432 Fax: (44) (208) 879-7654
www.wonderful.com Email: Wonderful@Adapter.com

June 25, 2005

Calais Insurance Company
358 Ave Saint Exupery
62100 Calais

France
Dear Sir,

We would like your company to give us a quote for the insurance
coverage for ordering a shipment of 100 dozen ERC Adapters 13 Amp
from Technology Instruments, Singapore. The value of this order is
345,000 pounds sterling. We need to be insured for all risk of physical
loss or damage, including; theft, pilferage, spillage, pirating and
hijacking, fire, environmental damage and non-delivery. We would be

very pleased if you could accommodate us regarding our request.

Yours faithfully,
gurton /g auéin

Burton Raubin
General Manager
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Exercise 3: Reply

Calais Insurance Company

358 Ave Saint Exupery, 62100 Calais, France

Tel: 033 3 21 46 05 05 Fax: 033 3 21 46 05 07
www.calais.com Email: Calais@insurance.com.fr

June 29, 2005

Mr. Burton Raubin
Wonderful Adapter Inc.
278 Planter House
Prince Street

London EC17DO
England

Dear Mr. Raubin,

In response to your letter regarding the insurance coverage for your
upcoming order, we are happy to quote you 1% of the order. Qur
insurance policy covers all your requirements, including theft, pilferage,
spillage, pirating and hijacking, fire, environmental damage and non-
delivery. Enclosed is our insurance policy outlining these requirements.

Enclosed you will find the insurance policy that we provide. I am sure
you will be impressed with its content and in-depth detail.

Sincerely yours,

5 /fmﬂ p areson

Elliott Pareson
Manager
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Exercise 4:

Standard Manufacturing Ltd.

100 High Street # 02-03, The Treahury, Singapore 179434
Tel: (656) 323-8402 Fax: (656) 334-5312
Email: Standard@Manufacturing.com

January 11, 2005

Sdney Insurance Ltd.
14B Leader Street
Sydney, Australia

Dear Sir,

We are sorry to have to report a slight accident regarding our last
shipment in that the entire shipment was bumt during delivery. As all
our orders are covered by insurance with your company, we would like
to make a claim for these damaged goods. We are making a claim for the

complete order.
Could you please investigate this matter at your earliest possible

convenience.

Yours faithfully,

}OJQPA goueﬁe/c{

Joseph Govefield
Manager
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Exercise 4: Reply

Sydney Insurance Ltd.
14B Leader Street, Sydney, Australia
Tel: 61 734231889  Fax: 61 7 3423 0713
www, sydney.com Email: Sydney@insurance.com.au

January 22, 2005

Mr. Joseph Govefield
Standard Manufacturing Ltd..
100 High Street # 02-03

The Treahury

Singapore 179434

Dear Mr. Govefield,

We refer to your letter of 11* January, regarding the damaged order from
Standard Manufacturing Ltd., Singapore, and shipped by the freight
company, Cartiers Ltd., Australia. We believe that our representative

called on you recently regarding the matter. Enclosed you will find a
claim form. Please complete it and return it to us as soon as possible.

We will deal with the matter immediately.

Yours sincerely,

./4 gzn gvalmmmer

Alan Grahammer
Manager
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Exercise 5:

Sunrise Enterprise Ltd.
79 Turbito 75001, Paris, France
Phone: (33) (01) 4234-8287 Fax: (33) (01) 4234-8274
Email: Sunrise@Enterprise.com

March 23, 2005

Aristotle Company
27 Diakou Street
Hellinikon

Athens

Greece

Dear Sir,

We acknowledge with thanks your letter of 10" March asking us to
complete the outline of the insurance agreement that your company has
requested. The policy is now being prepared and it should reach you in

about a week's time.

We trust you will find this agreement to your liking.

Faithfully yours,
.gter/en genec/ix

Steven Benedix
Policy Manager
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Exercise 5: Reply

Aristotle Company
27 Diakou Street, Hellinikon, Athens, Greece
Tel: 32109652228 Fax: 32 10 9634953
www.aristotle.com Email: aristotle@business.com.gr

March 31, 2005

Mr. Steven Bendix
Sunrise Enterprise Ltd.
79 Turbito 75001
Paris, France

Dear Mr. Bendix,

Upon receiving the insurance policy, we are glad to inform you that we

are countersigning it without any reservations.

Please forward the remaining documents to us.

Very truly yours,

_/Ueréerf :barfon

Herbert Darton
Manager
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gruaumsidsznude
e We would like to be insured for all risk of physical loss or damage,

including theft, pilferage and non-delivery.

® The claim is to be signed by the insurance agent and countersigned by the

shipper.

® The legal terms that we have placed in this insurance policy have a

specialized meaning in the language of the law.

® We are rejecting this claim upon conclusion of an investigation

conducted by Mr........ , the insurance agent assigned to your case.

® We are happy to inform you that we are enclosing the outline of the

insurance agreement that your company has requested.
® Please forward the remaining documents to us.
® We arc happy to quote you 2% of the order.

® Our insurance policy covers all the requirements that you have asked
for including theft, pilferage, spillage, pirating and hijacking, fire,

environmental damage and non-delivery.

® We have processed your insurance claim, and we are pleased to report to

youthat. ...
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3. Mr. Lionel Borth U84 Simmons Company, England i@gusanuiondanisisenio
ANFoN1804 Barnley Ltd., Switzerland Ha81lisuaatu1g1i Mr. Borth 420

4. piﬁ'ﬂmiihﬂﬁ"ﬂﬂmm Lone Star Company, Norway  (dsusanuieljias
n3uH33I52 1A (Insurance Policy) 494 Air Insurers Ltd., Singapore Lﬁmmrmmq 1

5. 113!'@{11111?!11mﬁuﬁu%ﬂﬂﬂm‘um Fason Company, Chicago 14 Walton Brokers
Ltd., London AeafuuTeviemalserusodmunsuuadedudimanzia

6. RUUIANNIYDY Mr. Jamison Michael r;’l_’ﬁ'ﬂmwm Cranley Company, England B
funnendosmdomedmivaudfivamiohlanluddonud 2742 WTousamne
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7. Mr. Merle Herzog, Insurance Agent, 193 Chandler Insurance Ltd., German ﬂﬁm bi]
MINANIVDIVTEN Amory Ltd., England Tuiaaudomieiufuil ndwinnisasivdon
¥99 Mr. Herzog WUMHuHoAuAman 9liasetudonlalumsilsein MSousanue
Uiasmasonioanudeniedina 1ds Amory Ltd,

8. PRK Insurance Ltd., Sydney 1#5umsiSeniosnin P & 1 Company, Singapore
Lﬁﬂjﬁ'ﬂﬂ:nm‘h§ﬂmmﬁuﬁwzwinmwuﬁﬂﬂﬂ JKI Shipping and Transport Ltd. Wina
Y84 PRK Insurance Ltd.An Mr. John Smith lavinisérsrsnazalfrasmsiSoniesrudone
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