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O Introduction O O O 0 1 O O 1.2The Principles of Business Writing 0 0 O 0 000010 O 1.3The
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00 O 1.1tis understood that a letter of credit in our favor covering the above mentionedgoods will be established
immediately. 0 0 0 000000000000 0OO00O0ODDOO0OOO0OOO

[0 O 2.0ur customers are quite satisfied with your stationary[] SO we intend to place aduplicate order for the
followingitems.0 O 00D 0000000 0OO0O0DDOO0OODOODODODO0OOOOODOOODODOO

[0 O 3.Upon receipt of your instruction’ we shall make necessary arrangements toeffect shipment..0 O O 00 O O
000000000000 bOOoOoooooo

00 O 4.When the Sales Contract has been signed by the seller it will be countersignedby the buyer.0 0 O 0O O O
O0O0000O0o0oDOooooao

00 O 5.Thank you very much for your cooperation and hope that this may be the begin.ning of long and friendly
relationship between US.O 0D OO0 0000 O0O0OOO

00000000 DbOO0o0bOoOooDDOOooooaon

0 O 6.When all the documents are ready[] we will notify you withoutany delay. 0 O 0 0000000000
goouododod

0 [0 7.We stress the importance of making punctual shipment within the validity of theL C.and any delay in
shipment would be harmful to our future business. 0 O 0 0 000000 000OOOOOOOOOOO0O
gbododoooooooooooao
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