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(0 O 1)Speedy reciting] 00 10 I’ d like you to have your opinion.OJ OO 200 I’ d like you to check the letter and
see if itisall right] 0 [0 300 Would you please lend me a hand?[] (1 40 You did a good job [ [ 5[] We are
pleased to inform you that(] [0 60 We are very sorry to hear] know that[] [ [0 700 The goods you ordered has
been shipped from[J to[] onJ [0 81 We are sure that this is the best offer we can make and that no other firms can
offer you bet-ter terms than these(]

0 O 2)Role play] 00 Student Al an Export Sales Staff((CJ O O O O )0 Guangdong Foreign Trade Company[

0 O Student BO the customer of AL] the manager of Hongkong Trade Company.[] [ Situation] A has delivered
the 3 000 dozens of socks according to contract[] and A has sent a Fax to BLI but A receives no reply from B after
two days[] So A calls B[

B tells A that he doesn’ treceive any fax’ and ask A to fax againlJ O [J 100 WritinglD [ 1)[J y[J he following is a
business letter] putitin right order] [ [0 1[0 Enclosed is our Sales Note No[l

58 in duplicate[] which we hope you will find correct.] O 200 Yours very trulyd O [ 300 Thank you again for this
orderdd O O 400 Gentlemen [J 507 All the goods ordered are in our stock and can be shipped to you by October
15 at the latest provided you open a letter of credit in our favour immediately[]

0 O 60 Thank you for your order of September 1 for 20 unites Radio set A102[] 10 units of Cassette Tape
Recorder B84 and 10 units of Microphone C590 [ [0 70 As soon as your LI C reaches USO we will start
arranging shipment] 0 O 2)WriteafaxU D 000000000 (0 OO0 DO AD O )J O O ABC Company
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