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A. requested  B. therein C. trial D. reasonable E. assure

F. latest G. after H. inquiry I. do J. depend

Dear Mr. Zhang:

Thanks for your inquiry about our bathroom fittings, and as 1, we are sending you a copy of our
illustrated catalog, together with our 2 price list for the items you listed in the 3 form.

Details of our conditions of sale and terms of payment are stated 4

Usually, goods will be ready three weeks 5 we have got the order. Our customers 6  get
discounts for regular large orders. But the discount rate for each deal will 7  on the quantity and
terms of payment to be used. We will 8  you that you will be provided with bathroom fittings

excellent in quality and 9 in price.

We look forward to the pleasure of your 10 order.
Yours sincerely,
Mary Wang
SEER:
1. A 2. F 3.H 4. B 5. G 6.1 7.7 8. E 9. D 10. C
= FEARAE: BTHRENIGHEES R —NTTENA T
1. to meet your requirements; for the captioned articles; we shall be only too pleased; to revert to the
matter; once our supplies are replenished; though we are at present unable
SHER
Though we are at present unable to meet your requirement for the captioned articles, we shall be only
too pleased to revert to the matter once our supplies are replenished.
M. EEE
1. Briefly illustrate writing principles of a routine claim.
SEER
(1) Come straight to the problem at the beginning. Tell what is wrong.
(2) Describe the problem clearly and provide any necessary information.
(3) Present enough facts to help the company to make a decision.
(4) Name specific actions to deal with the problem, and politely mention strong terms if you fail to

get a satisfactory reply.
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(5) End with positive, friendly but firm words.
B BfERk
1. R E RS —RADT 80 M HIR L.
Write a Letter of urging the establishment of Letter of Credit about 30,000 yards of cotton piece
goods under the Sales Confirmation No. 658.
BHER,

Dear Sirs:

In regard to 30,000 yards of cotton piece goods under the Sales Confirmation No. 658 signed at
the Spring Fair, we would like to draw your attention to the fact that the date of delivery is
approaching, but up to now we have not received your relative Letter of Credit. Would you
kindly open an L/C before May 30, so that your order can be executed within the period of

shipment. Otherwise the time of shipment will be postponed.

In order to avoid subsequent amendments, please see to it that the contents of the L/C are in

exact accordance with the terms of the sales confirmation.

Looking forward to your early reply.

Yours faithfully,
Allen Zhang
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