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010  Will you please send us catalogs and price lists for all of your products? As competition is keen
here, we look forward to receiving your best offer.
00200 We are one of the largest personal computer retailers in Japan and are direct agents for Apple

Computer, Inc.
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As requested, I’ve airmailed to you today our catalogs and price lists, quoting CIF New York.
We can guarantee delivery (o7 shipment) of your order within four weeks of receiving your

confirmed order. I’m looking forward to your order soon.
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After close examination of the samples you have sent to us, we found that they are truly of high
quality and meet perfectly with our requirements.
As I’ve listed the items of our order in the enclosed Purchase Order, please confirm it and send us

your Order Confirmation by return.
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We have instructed our bank, the Yokohama Bank, to open an irrevocable Letter of Credit in
your favor for US$100,000, valid until January 31.
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We need the bill of lading to take delivery of the goods from the shipping agent. However, our
bank, which opened the letter of credit, has not received the original Bill of Lading. Would you

please inform us immediately when the shipping documents were posted by your bank?
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While we ordered 12 pieces in our P.O. 2002, we’ve found only 6 pieces were contained in the
case and invoiced as well. Would you please check this matter at your end and send the missing

6 pieces by airfreight immediately?

While 12 pieces were ordered in our P.O. 2002, only 6 pieces were contained in the case and

invoiced. Please look into this error and send the missing 6 pieces by airfreight immediately.)



