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[0 O Dear Sirs,[1 [1 We are pleased to receive your order No.138 of 20 October forcotton table cloths. You can
expect delivery in about three weeks.Meanwhile, as your name does not appear on our books and as weshould like
you to take advantage of our usual payment terms, weshould be glad if you would complete the enclosed credit
applicationform and return it to us at once.[J [J You will find that our products are of the superior quality and
wefeel sure you will be satisfied with them.[0 [0 We hope that we will receive your further orders and that this,our
first transaction together, will mark the beginning of a pleasantbusiness connection.] [0 Dear Sirs,[J [J Thank you
for your email of 18 November, 2009.00 [0 We are pleased to note that you have many subsidiaries abroadwhich
can distribute our products among department stores there. Aswe have not had previous transactions, we would
like to know whereyour subsidiaries are, how you deliver our supplies to them, by airor by parcel post, and at what
interval you make deliveries to them.Would you please give us a list of the principal customers and bankswith
which you are maintaining business connections(]

With suchinformation, we shall be glad to make further study.J [0 We look forward to your early reply.
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