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PRI TOT=2 TV ELY —ORFAMRP LML 2L, LI—DFBZHBELTRREOX
EhBEVIE, EVARLF—%FE (W, EVARFEORM - REAZVLELEMHEEL LTED 2D,
HEVWIEEFI LAWYy =T, BEL2REVINELTEHEETLION, LWHIATHL,

KE T, 19#HERZEE, CIVAAFFOERKRRAOERICOWTHEN RIS Ro5NE, 12—
(Carl A. Naether) #dZix, VA b L A4 7 (] Willis Westlake) ZIF4Y 1876 EEICHE, How to Write Letters:
A Manual of Correspondence T, V¥ — Ty REBRXRAOFERIZOVTHEELTWS, LRDEHIZHXRT
Wb,

[T A ML A 7#3%I1L, "Yours of the 10th received, and in reply will state! @ k9% Vv —T
YR, FROEIAAL Y —II—BRMICRONSE LR ) ChOEAICH LTEE2EL T
Ho F7z, W [RIBHAEVFALY—RBEETIIHZA, EET, LrdLmkEFoF
FTHb] LHbBF-oTn5s]0

72, FIF-HITEHEL LY —OKREBIIN LT, EENASABIORZES L 03B LA LR
BoOM—sR2ERLLZASLD, KETIR, C0L)% "ING' #HiE, $—KKROIZL LG, BEHD
ONBLERL LTHIFARETHHEELRLTVAZEEHLMIILTVS 2,

—J, #(ETR, EVIABEORIUIOVWTOMBIELL, GLAZEE LWRE [BEnaEs L
DEH, £¥B EBUokl) OFEH] LLT, T2 T7LTHAMSRATWE, BE, EFLLY—12bE
BOBAL ¥ — 2 b BE L OEREHFH GO TVE, SO, FoH—&ZbEHLTw2L 3512,
EERHAOBRTHEBRCBRERICLEL0TH S, KETHE, HEDOLELNREHSEESL, U
AAL =LV Eh—HOBBCEROSE A LB AFAETATVE, KEXORNEALE
AMLRRROHEOATRLSHEL, LBELLAVWHEEHT, M4 L{BEHTHLES 2 bR
728,

HETH, SOk REREHOESH»6, EHTAEOSEIIEVRRAL VS, whws [SX
—3] OBERAFEbNADOL, 20 MHEIZASTHE L BHNE, TOELOBMIIVOELZOTHS
I D

FRTIE, 20ERETOTRY =27V EHRLICEREDFHZ RS THizv 9,
I. John King Grebby, Modern Commercial Correspondence (1909-1951)
1. W.J.Weston, Guide to Commercial Correspondence and Business Composition (1910-1950)
[l. Fred Hall, First Steps In Business Letter Writing (1920-1956)
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IV. James Stephenson, Principles and Practice of Commercial Correspondence (1935-1952)
V. Roland Fry, Manual of Commercial Correspondence (1935-1954)

VI. I.Addington Symonds. Teach Yourself Commercial Correspondence (1949-1952)

VI. Gordon S.Humphreys, The Teach Yourself Letter Writer (1950-1954)

1. BfEX (L&—) D1 T
0W&IZRS L, BHAERR,
[EBAEOEMEICET 2EROMEE (232=2b—-vay) THDS] (VplD)
Y, #RSIFLRTVA LI,

(&t R OEEE ORI, LY —%A4LTETSNLTYS] (1-p9)

(RBTFEOE L Wik, FHHBoORE, 50508 28MOREEIL), BHBENE
ERLRENICET - TWwE] (Vpl)

DTHbH, COBHEBDOENTT,

[ (CoOWHBETEOFHIZEY) 2o THER CHVHBICEEFEHFEE S Tw/izay F
DERIIESR, HEBEEOGEIREIC Ao T b, HEBIX, YHTDIE, K1 DM, ¥
F=—® o — VMG EE2 5252 LBTES ] (1p9)

£t hotze L —%A4LT, ERAMOBEIOBHETY, TLELORASHBALTYH, BEWIZH
BLHETAAMBMEFRTE LI LD TH S,
AR, IHEEEINT | OBETH,

"Confirming our offer made by telephone to-day,’

"With reference to our conversation this morning,"
e EOFRBF (T-pl0) IZRENB LI,

(O ER 2GR0 SE T, HETHERIGELABAZHHL Y —CHRAT L L TE S
(I-p9)

DTHB. BFHEFIELT,

23 King St.
Liverpool.
September 37 19...
Messrs. T Salt & Co.,
Deansgate.
Birmingham.
Dear Sirs,

Referring to your favor of the 29th ulto., and confirming our conversation per telephone to-day, we beg ro say the
Rollers for your esteemed order No. F.5382 will be despatched in 4 to 5 weeks from date.
Assuring you of our best attention,
We are, Dear Sirs,
Yours faithfully,
Wmn. Smith & Co.
DEHIZ (I-pl3), HAMHER FXEMWAL, FLMOEREERL) VLY -2k ahsZ bilnts. M
A, BRO%GAEBZMG|OFETOZHIL, LI—%2 LT, ARFHPEFOHLZIFTLENOTHS,
Z i,
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[LE—%FTFBILid, EVFRAT/ ORERELEBO—HTHY, VRV IY—2EITLZE
i, TOANDEZFAX A )T TRERTREEEHLLES] (T1-p10)
[FAAE, FHEDOLy—lfExdEL T, G IEOMG, @HOMRA, TEENOREE VW) —k
DEBEEZITIOT, ZN (Ly—%ELZE) I, BEHLOMMAE (178) L L THEEHRS
A (Vpl)

DTHb, ZNDEIH, LI—Id,
[CZEROIIa=yr—2a 00K L L ToOBEL, 3322 -3 OR»SER
B LTRA ] (Ip9)

EVIREADzDIZ, BIEICEARTREBEFELLZ-oTWS,

7272, Ly —id, SEEO LD ICRIEICETIE LRRBETIRVEBR S EPTELZVWOT, #EEE, BT0E

HMEBBRINLZWE ) ICERICELLEND S, 207201213,

@ FHEREL BRI AL

@ ELWXELARERAICREDITAZL

B XEDHRBENLER L S FCHORERX 2252
@ BREIZIE L WAL TEL D E

REMRDOENT VS (Mpp9-10). TNHIZ, U FRAL T —IT,

@ W2 BAEMICCEFL LA DT, $RoOME LY, RUNEBEBE#ESFT ORI
Q@ HEFHMTEREINLEHPEBLRACESLALDOT, BETOMRERH L LTHD

%E (Np2) DRATZH2, COZLiE, AIEEOT= 27V TH#EME N THIZmTHD,

CDEIRBEERFOETAALI—b, FTOFXIHIIFENLLDE R, FIZIE,
[EVAZDEFRLVCZALELEFIIEDN IR, BREFLERBVWEIARAL Y —DOFEIFOMIC
KELZEZXRW] (- p45)

(TWhWAEHL Y —HFFOFEZFLWH) LORIEEL LV (Vp21)
[EHERILER, FICPTEELERA Y 4 Lid %] (W-p136)

DThb, EVFABELR, Mo—BMLLy—DBEXFEFIEHLLLOTIE RV, FOEWII,
[RBRERXPHETHY, HIZEVARFHOEMHASEV VLA TWAZ & ] (Vp21)
(B TH2Y 23, BRLOFEHRENSWI & | (M-p.136)

IZF &,

B Z L, BHEE (‘business English") & 8RS (Ylegal English") 0322w,
[AEOBEXAFS, W (plain") ZHEBELTWE0IXxL, EELHERLALETE, B
#IEREIC (‘certain”) R 2 &, BHEEZHRTAZEZFANELTWADT, FORHEIL, —
BEICEDRTOWEZOFEOSELIZEL L, BT 512, EBELHESLALETIE, RECHEANLH
BRI RTREEST, BN RERENRDOONLEDTHE, - EREIERPEL/TOLE
OEKIZ#ED A, R ELOBROECCHFENFZOBRROBIRIEBSEL VWL, &
LWAEBEEEHELTXEEERL2{TEL5T, &9 LTHETHE (officialese”) (KA
HEBEB RV, —F, BHXFICQIENE, BESE, BNELLOERLHLIEFINLAY, B
HREOEARL, HLEITHIIGE|LOTIacsr—2aZMBITs2LEDT, BAIE, F
Mz #ELEZEL ), HohLRUEEH 2B L2TNELES V] (V-pl5)

EHBLTHA LT, HEIZHEMR SN E~EHEFE (clearly understood” English) THARHEEL, E

TER FAEE ("precise" English) THALAEREBIZIACHIRL S, [REFEIVRAL Y =TI ) 23§

RBERALFELZINEL L VOD] OBANFETEBES )RS,
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2. BEX (LF—) DEEAHICONVT
(1) ESXAL2—DEZHICONT _
MEIIa=yr—Ya il T, FEEFIARENLREHFLELTIRSOT, BA (EVRATY) &F
BHOBS % 3RBIZ2VIIBREVEYRAAL Y — 4B LRUETHL BWEVRAALY—%
T2,
OF: [ 33585
@ EfERR
D EE SR EES
PROHND (M-pl2),
T/, EBIZLF—FFB G,
D HEBREOLOD L ) EFHD,
@ #WEIL, HAZES
@ BMELTF—IEATANERET S,
@ ELVWERZHWS,
ZEFLANT (Mpp23), &) EMAEEITIE,
D AP TLEL
@ELWARSLEHHAT S,
@ OB EF L,
(D BHAEICARR T B,
® BRICEL,
©® FRERAGME, ELWEigT - KXFREEHEHT 5,
@ BERL ¥ —HBIZHED
LEWKRDHND (1-ppll)e
RS, BWRAL Y — 2% 4 VICBER M,
O AETETTHDHZ L
@D IBEEL 2 &
@ HERETHLH L
@ HEETHDHZ &
HETHDB (Np20)o H>T, BOEIYRALZ—-2FL 2D121F, FRS,
[Eho bR TV 2E < OERMERZ, Ly —OfifEZiE%5 LB LEDTY S,
HROMELIZIE, @E, CEL2ERFALERSTRTHY, HROE YA RITIE I OMEEIK
HHhA] (Vpl)
DTHhb. FlZIT,
"Tt is our intention within the next three or four days or so to visit your neighbourhood, when we
hope to have the pleasure of making a call upon you."
Ti3%< T,
"We hope to have the pleasure of calling upon you within a day or so."
DFEE Y b h RV (T-p21)o
272L, BBTELOL L (v,
[(MELEEEOPFMZEBHETI IV (Ip21)
DTHbH, BAEMIZE, HETCHWRRZIGHTAHETH S, g,
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"Earliest practical period = as soon as possible"
"Unfavourable climatic conditions = bad weather"
"Made the recipient of = received"
"In the contemplated eventuality = in the event"
"Imparted the information to him = informed him"
"Anterior to my epoch = before my time"
DEHIC (I-p21), ¥ELE (450 y ) RBEGBY L FIL v,
T, TRZEHER Uy y),
"He received the news with equanimity of mind." (equanimity = evenness of mind)
"Emtire monopoly" (monopoly involves entire)
"He deserved condign punishment." [condign = deserved (not severe)
"Worldwide recognition by all" (worldwide = by all)
"More than you think for" (for is superfluous)
"Returned back again" (back do.)
"Fellow companions” (fellow do.)
HE (I-p22) b, FHITABIZIEIREZ2T2ITAIEER S E W,

WA, CNETOEMEBHZEZHLL, WbWaHAL EWHE IR ALY -1, [BEROE#R, &
REBROFHIZE S) WHEOHE & MEE] (V-ELpy) O L, BEESNAIREEMLHSH. LiL,
20 MROBA (EVRRA= V) IZL-T, HAOBERZEREIZHLDP )R TEAL7DICIHRXOEEHT
FHER I TIdev, BAUCHELL, LOBENLZH LAY A VBB ELLR-TWDS, FAIE,

["We are in receipt of your favour' "Begging to state”" % O WAl LiX, 84 12T OMEHBED
BALTBY, REKXL->TREZILZVWEAELDH S, - BHL Y —REARTVI EBRYT
HY, LVEXELENHITEL] (Vpl)
CEARDOLNT WS,
7272, HEDICHMBICEFS I LZTICERL TR 264w, BREVRAAL Y —IliT,
[LZ—DOHNBEZWEILZ AREFZHIRD LN TV, BT X560 kv, SEDHE
CRAETH DA, HHHREOFAGEM (padding) OFRITBED LN TH Iv, FIZIE, BHHO
HERLENXOBRE, HICFOoRSZ 285 L0iE, Z20B0OBw (E0t)) 2&bT L, k
D —RBZOREVELLND, EF, BEVWORIFLZMBBOMFFICRIOENSLHFOVEZ B
WRLEBOFEAN L eBATHI LX), WEFIAHBICTLRLHEDL Rkei ] (V-
pp.1-2)
NDTHbo
Tz, (MRZEA LEERBHMEOEA LMD TV 5, #l2 I,
"We thank you very much for your order. "Your kind inquiry' "Your esteemed favour" "We
submit a catalogue for your kind perusal’ "Our best apologies"
GEORI (V-p3l) &, BRENTZZSVEILT, PR THFICHERZREPELIBNLS L, FiCk
e tEEE LeVWIEIANE, A TLTTEIZ2EHTLH T VHEEBELHVLIEMICH Y, KeolF
LIFnE L o w (Vp3l).

7, MELASWHIZIRZ23 L2 ThIZ%E 5% v, HFICKRYICELTE buni-wigsinid, B
MRRREIDSENRELRLATRBT L HENEE Ly, FlAIE,

[HRmOERME, MEORS, MERORLYE, REEAOMEOKE s, ThiiiiEosn
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DL DRI TH Ao "You will remember” "You will of course understand” 7% &, FHF4{L
DERBEFHATHLECHEHRN] (Vp2)
LB, FEBRIC,
THSARMICZ D Hb e [—AM] Tidzd, BB LEELHFARMND [ZAR] FL0FEH]
(V-p.3)
LERDENT VS, f£->T, EBIZEYAAL Y —2 & {HRICS,
D BELREREEEALSNI b, M, MBELWIZ ERHEFEZH) CLRLETH L,
"honoured to serve" "awaiting favoured replies" 7 EOFIREHR T, SLRAEBNLTH D,
@ UTFDEI %, BEROYv—TLRVEEH SN TELBE 2Kk ) Cyo i,
"prox." (— next month), "ult" (= last month),
"beg to" / "hereby beg to" (— EIE&), "your favour." (— your letter),
"T am in receipt of your favour." (= your letter has reached me.), "per" (— by),
"Yours to hand' "your esteemed order” "begging the favour of ',
"thanking you in anticipation”
L EEB L 2 id e 5w (VILppl36-137). LA LAadss, HEDOMINGIOE T, KL LTEX
OEREFRANFEHAEN TS, £, TREHOFEHIZELT, .
(A (E¥rrwy) 28] ELELZBILL R, R2EPL0HBELTHEHNCRITANRT
Wb | (VI Cpv)
PHTHD, A2,
The Manor Oil and Paint Company,
62, Shelduck Lane,
London, ECA4.
29th May, 19.
John James, Esq.,
6, Windridge Street,
Blandford.

Dear Sir,

We beg to acknowledge the receipt of your esteemed communication of the 28th wlfo.,
inquiring if we are now in @ position to guarantee early delivery of your order of the
5th inst., for fifty pint tins of paint. We beg to inform you that there has been some
unavoidable delay in connection with the dispatch of the same. Re price, we are desirous of
quoting our new season's price list and we trust that this list will be available 4n the
course of a few days. and that the goods will then be dispatched in due course.

In the meantime it will be cur constant endeavour to gfford our customers every
satisfaction with regard to their valued orders.

We remain,
Yours faithfully,
Robert ]. Belinger,
Secretary, Manor Oil and Paint Company.
DEHZ, kR4 v 7R, SHTHELEROL Y —ICAWHNRTEY, KVFELEERBAICEZ
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BTl 6% (M-p138).
ZDXHIZ, 0RO RAAL ¥ =TI,

(LY —DOLHERKRBROELVWEEN KD ON, HLBREOBRXNILETH LD, BAL ¥ —TIid,
HEXDOERERZHICENTHOTIELL, FSICHEDEL LHEEEZHREICR S 2%
B (M-FX-p6)

(B (EVAR) ORFTIE, $+XTOHRGNE, EEERICRIFLSEIIRLIEEZHALUT
bhanT, BEHL KEEVESIIEBRCTEXS L) LB UMy, A X4E XL LK
FROITRER L] (V- FEX-pyi)

DTHb,
COBRRCELAVI—DEFEEZHEHTTWEHH03M LD

[FAH¥ERE (Commercial English) ¥ v— T 7%, €UOELBIIOLNARZTHY, ELVEEME
WERLKITTWAAIZHLTHVWSZDIRIFELL v, /2, REOEEZF| DDA HENEK
RHELELTAWEORT, RAAREABTOEN T T L) L EREHRT, BEROLVWERE
H (formulae) O, BERIGIOREIZHEL T2 ] (D53 -pp56)

MEREBIL, EETRENEZHECRATAHROBLTE LD, BHEEOMAEIIFEL v,
oo MERRREME L ERIKBHOMAIZ, EVARLOAMERDO O, AE4EE L, AHZYI
CEIBRBEZLBEETHABTHEOE N 2ELR ) | (VMFXLpv)

[#H41X, CVRAL Y —%F(RIL, BERDO) HICHAXE ("commercialese”) ZHHAT 5,
e BHEIE, AT ELEHCERY»SOEWIZTE LRV, FZIE, "beg to acknowledge
our esteemed favour" "Assuring you of our best attention to your valued commands" "beg to
remain ours faithfully" 7 & @3, "ult" "inst” "prox." & FOWEFE, "same" "the former" "the
latter" % KR ZFIE, EERLEMHEE - Py -0 Thb, ZOLILEHERVWERBEHVWS
NRETEEV] (M-ppl213)

Y, HBRIHIELWE Y RAAL ¥ —%2E L -02id, EEVZY—6ITLL2E L1, Er6fEHIM
TELRYEVAAREOERKE - P —TVOFREZEARTNERLBZVOTH S,

(2) ESR2AL2—DER
BHL Y =T, NELAZ A VET TR AR—AORY F, Hoairh, i, £B, BanE
EHLCHEELATREIR SR, FIZIE, Hhsih, HEEE, HREFOMEGEIELT,
HABDOEE
54 ¢ Mr. Robert Ford,
Draper & Hosier,
17 High St
Maidstone.

HUESEE . Dear Sir,
AR - Yours faithfully,
- SHEo%s
' Eh5E% ¢ Messrs, James Write & Sons,
Sparkhall Works,

Bermondsey,
London, SE.
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BUEELEE ©  Dear Sirs, or Gentlemen,
({55 ¢ Madam, or Dear Madam,)
R . Yours faithfully,
¥ (1.p33), FORWEART ALEND L,
FROBEDHAICROSNDI LIS, A Fr b AF AN, 17THERIEHINLHB (Z2—2) @
HHOWW 2RO EEbN S, RFE2EHT S 20 1A, AR—ZARFEH T HEIZIEEELTEA
T, TR LHRORERICT F2VEHFH LTS, TATLESE, ZOKI %A ¥ 7>
e A4 VHELEBHRA IR THWLDIE, BEEFLY—FEADOLE WRE) TEEE~NOBMO&ER
THEOERLZOIS Ly,

KIZ, BLEEBEL, ROLBREOHRTICOMHICHREIRDLENS, fl2iE, LIy—DFEIHLTH,
— kB L ¥ — DA,
[HMFOLI—IERLD, ABOENETITS | (V-pp2-3)
RS+ 7 7 —0BEICIE,
REDEBEZFNLODTERPLETHS] (Vp3)
BEDHEITIE,
[ZRELZLY—DABERHMISRTAILNFEZ L] (Vp6)
=LA L ¥ —DEAIZIE,
[FEFZoLEEHEILBEHLAZEZT L] (Vpls)
&, ARG LEE LR L5,
7oE, MALWEIHIEIEELL 2V,
[ (—#MICL 9 —DBEANOHSTE,) LY —OHERLEFTOBWEHL,?MIT 5, fliE, BT,
wiE, X, BB E0RBLEEBIERON, 2L BVYEOFBRVLO L) LER
2511 (Vp6)
[EEDOE Y AALY—TRR, LTLIRITFSLEFXHLELETE AV, B BB AE2FEHL
&, HEODVI—IIBRTL2HETHL. 2EEL, EHCHGEIRECTEK, Ro0E Ut
TE5] (Vpls)
DEHZ, TOERE, HPLVRICREATILRZE2EVHIZETHD, REORETIC LI LEEH
LOLTKRLLELL D,
/7, L¥—0FXRTIE,
(L —D#bhix, BEOMEETEEFTINENT, KLTRRIZHBDERN, Hodvidmbs
EOEEHE LTHRETAEELET THE, - ZEZIIHLT, REEIIFERPLI—EA
WZPWTIHE LWHRZE5 2, BIBICfT8E2EIE2 X )1miTs TRAROLENSE] (Vp3)
HoT, ThIETL{fHbh T/ "ING o453 CTHi bk,
[((LIELIEZD L) %k T )03 RERIS, BROYICHCWONLIEEXE V., 2BEDL, €0
REFHOL G E82RELTBY, U0 UERT L. FOKE, EEOEFRML A v +—
CEREALAT, LLATTERS] (Vi)
[ZE#HIE, FROEMRRAI DI VEEZILDLT, RRUEEEVFHFSOERLHMBEIZT A2
MR TIE 2] (Vp?)
&, TOMAPBLBEINTWS, TOBENIZ, LEMRELAIS,
[FhEBTERXBETIELEL, P EDEALVEER, ELYWXEOFTHLBIZL TR
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X% 5%\ ] (V-pps7)

"o THbH,

—H, BAEERTLIEVAAL ¥ — DM |,

(L —DFETREINBINL L, BLIFICE S LIZEILICHB, LI EILOSWELEE
LadhFh, EHLETHILHERCE] (VD)

B b5, FlZiE, THE MY 2 FIHDESE T,
[ @@i2) CoREYVXNIX, REODERERE LTEVHRDOLNTE DT, —RUEHFEE
BlBATALY—0HEILE, 20FFEHLTCLREEORVLLCOBEIZ+5RLES (2
D, HICHC "we are” "we remain’ 2ALELZI LRSI ETTH ARV ] (Vp7)

Rl, EREHOEHZEDHBELH L.

(3) ERIRENDEH
PVEEAGZERICEILRILVIRZIZL 05T, 20 mEoERG,
O BEHOFEZHL OB (I-p37)
"We beg to acknowledge the receipt of your letter of the 6th inst."
"We have (or take) pleasure in acknowledging the receipt of ... ."
"In reply (or with reference) to your letter of the 6th inst."
"Referring (or replying) to your letter of the 6th inst.,"
"In response to your inquiry,"
@ KROHTORBF (1-p38)
"Thanking you in anticipation of an early reply,"
"Apologizing for troubling you."
"Awaiting the favour of your esteemed commands (or orders) ,
"Trusting to be favoured with your esteemed orders,"
"Trusting to hear further from you,"
"Awaiting the favour of your reply by return,’
"Assuring you of our best attention at all times,"
"Soliciting your valued orders,"
@ #ERFEOH (I-p38)
"I (or We) remain, or [ am (or We are) , Yours faithfully, etc.."
DEHZ, KRELTIOHENREREINEHRT ) LARKEEZHEDTHVS,

LA Ladb, 19204F12%5 L, EROHEF ) XARFBA IS LTS, BHlziE,
@ FXHLOH
1) BI&EWIK (Letter of Inquiry) DHH .

"Your firm has been recommended to us by our friends Messrs. Long & Short as a reliable firm
for the supply of watch springs. We are large buyers of watch fittings of all kinds and
should be obliged, etc."

"We are requiring a supply of cleaning cloths for our engineering department, and having seen
your name in the Directory as manufacturers such cloths, we shall be glad to have some
samples of your goods, with quotations for various quantities of the qualities sampled."
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"A little while ago your representative called upon us in order to bring hefore our notice your
'Perfecto' rotary copier. At the time of his visit we were not prepared to place an order for a
rotary copier but are now considering the matter.”

"We are about to place our usual contract for a year's supply of vitriol and other chemicals, and, if
you will ask your Mr. Blythe to call when he is in Manchester on Tuesday next, we shall be
pleased to give him full particulars of our requirements.”

2) ZHLL ¥ —DHEZ (Letters of Acknowledging a Letter Received) @& -

"We are in receipt of your letter of 13th June, for which we thank you."

"In response to the request contained in your letter of 30th May, we have pleasure in forwarding
you herewith the under-mentioned documents -"

"Your letter of 11th July, addressed to our Mr. James Stone, was received last week.
Unfortunately Mr. Stone was in London, and as the letter was marked 'Private' it was
forwarded to him; and our reply has heen delayed in consequence of this."

"Your telegram, regarding delivery of the six barrels of varnish on order, was received this
morning. We investigated the matter immediately, etc."

"We thank you for vour letter of Ist June received this morning, and for the samples sent
therewith." '

"We are obliged for the offer contained in your letter of today's date stating your willingness to
buy the house 'Rosendale' if a satisfactory price can be arranged.”

"We regret to learn from your letter of 29th June, received this morning, that you cannot promise
delivery of our No. 161 for an earlier date than the 6th July."

"We are obliged for your order, No. 127, received this morning and have put the work in hand in
order to ensure delivery of the goods by the 12th June, as requested.

@ BOooFRHHM (/) 12ddT)

"Soliciting your consideration of our sample and an early report, / We are, / Yours respectfully,”

"We thank you for your prompt attention to our requirements. / Yours faithfully,”

"We trust this explanation will be satisfactory. / Yours faithfully,"

"If we do not receive your cheque by return of post we shall feel compelled to hand the account
to our collectors with instructions to take legal proceedings in order to obtain immediate
payment. We trust this step will not be necessary. / Yours truly,’

"Regretting the trouble we are causing you, / We are, / Yours faithfully,'

"Apologizing for the delay that has taken place but assuring you of my personal attention./ I am,
/ Yours faithfully,"

"Hoping to receive your reply by return of post, / We are, / Yours faithfully,"

DL AT (Mppdss0), HEHLOKBIBARTHHEATE LS, KBIZHLTIE, EERBITTHRE
WHREIZL P 6T, MRELTHEUD "ING' REVPRHFA L LTEZHINLTWAS,

XA 1935 FEEICH B L, SRR EZHEL, FHUOOET ) XA'INGEL Lz, #l2IE,
QEXHLOH

"We should be glad to receive details of your prices."

"We should be obliged if you would inform us of the terms on which you are prepared to supply
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"We should be grateful for ..."
"We should appreciate details of ... ."
"As we are now in the market for .. we should welcome information .. ."
@ # U ORBAH
"We look forward to placing further orders with you, and trust that you will make every effort to
satisfy our particular requirements.’
"We hope to entrust you with further business and feel sure that you will make every effort to
accommodate us."
DEIHZ (Vpdd), LRBHRIIHERATCLEFOTIEHT S,
DI ENDL, 19BEEPHLNEFEHITEMLEROBHICZ-TWwa L) Il8bhs, FE, 7
DEHDT =2 TV THRNMEINTVEL Y- RTALL,
1) L&— (V-ppl6l-162)
12th April, 19 ..
Hyblya Sweets Ltd.,

Dear Sirs,

One of our most valued Chinese clients has entrusted us with the purchase of
5000 Ib. of boiled sweets, and we are anxious to know if you can provide us with a
variety particularly suitable for the Chinese market. We have in mind a hard,
brightly-coloured sweet, with a sugar content slightly above the average.

As rigid pricelimits have been fixed, we trust that you will make an effort to
submit a really competitive quotation. Your quotation will not be expected to include
special packing as the goods will be repacked in London.

Our client has left us very little for the purchase, and we must ask you to hold
yourselves in readiness to deliver within seven days. Further orders, however, are
not likely to be so rushed.

The size of this trial order will probably assist you in assessing the value of this
connection, and we feel it hardly necessary to remind you of the benefit likely to
accrue to you from the supply of a satisfactory product.

Yours faithfully,
Smith & Sons.

2) L&— (V-plid)
Dear Sirs:

On February 9 last, we placed an order for 20 reams of Quality B quarto
typewriting paper with your representative. Mr. Bertin. We received your official
acknowledgement of this order on February 12, with a definite promise to deliver
within three days.

Two days later (on February 14) we received vour invoice, but the goods have
not arrived and are now more than a week overdue. As they were urgently required
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to meet a customer's immediate requirements, you will appreciate that this delay has
caused us no little inconvenience and we shall be glad if you will please look into the
matter immediately.
We feel sure it is due to circumstances which can be readily explained and we
look forward with confidence to your reply.
Yours faithfully,
D &9z, #iEFRBE "our most valued Chinese clients" (1), @FFEM "On February 9 last" (2) & &,
BADIFATHEY) RHIZR LA LD, wbhwa{ls LuERERRIIELZED, BIFHARROEBEX L2
TWwbh,

K2, ZOERAE L DARICRT DI, ETNVLY—DEbZBAL TRTABLILIZT S,

3. EFnLa—

Bk L7:L 912, 20 R ZIARDOL -2 oo LWHABOE S H~LELRLRRATH L, TOBRIT

R 2 E ST L7202, EFNMLY—-OFEERLZEIZT S,

3—1. Ll

9, MHOL Y —FlIILTOEY TH A,
1) La—f (1) (1-p16D)
Bradford, 9th May, 19.
Messrs. Marsdem & Sons,
London.
Gentlemen,

In reply to yours of vesterday's date, we very much regret the delay in
executing the balance of your esteemed order of the 8th April, which has not been
entirely our own fault. There has been, as you are aware, a great difficulty within the
last two months in getting adequate supplies of the new material. The panicky state
of the market has now, however, subsided, and we have been able to lay in a stock of
material sufficient to execute all outstanding orders. We fully appreciate your position
in the matter, and will do our utmost to send off the goods before the 20th, if possible.
At any rate you can rely upon getting them at latest by that date.

Apologizing for the inconvenience that the delay in dispatch has caused you,

We remain, Yours faithfully,
Stringer & Page.

ARIE, BEXMOEEENOHFEL ¥ —ThHb, BEHTTHL Y —IIERL, HFLTVEE, TOE
NOBERENHER (HHATFORES]) KLALDOTHAEEVRL TS, BREFEICEETERHSE,
HEBEOBRETRHATVWS, AT, TAETOEVRALY—HFEOMLALE, TRIFHELZTY
5H5, L& —ZHER ('yours of yesterday's date") FHKBD"ING'ZIR ("Apologizing.”) % &, £72191t
HOBEEED TV 5,

KT FERDL ¥ —TH 5,
2) LZ—%l (2) (I-p134)
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Dear Sirs,

Referring to your Order No. 347, we shall be glad to know if you can extend the
time for delivery up to the 23rd June? We have had an awkward breakdown with our
engine, and this has interfered with the work. Otherwise we should not have to ask
your indulgence.

Thanking you in anticipating of a favourable reply,

We are, dear Sirs,
Faithfully yours,

ARIZ, HEOBRLZME (indulgence”) ZROTVLHBEBEVOL ¥ —THsb, BEE,OHETIEAIL,
EXMOMMIEE B, ToHH (ryrofPEl) ZSHBL, YHFORWEZITAhLhLI L%
BFFLAELEL, A TW5, F0OAEMHBIEATY 24, KEBIZEEO "ING' #R ("Thanking.”) 2%
HwbhTwnb,

KDOZODL F—ik, TNEFN1920 FEROLDTH S,
3) La—fl (3) (I-p96)
9th April, 19.
Messrs. J. Davies & Co,
Birmingham.
Dear Sirs,

We are in receipt of your letter of yesterday's date and regret you are not able
to accede to our wish and draw a bill for the amount of your account against us. We
will forward cheque, as requested, on the 21st April.

Yours faithfully,
Brown & Jones, Ltd.
AR, PABLVESIMETFOERENI/IIFEREEXTABRELMELL Y —Thi, gHOL Y
—ZHFIE ("in receipt of) AHWVOLNT WA,

4) La—fi (4) (N-p93)
2nd July, 19.
Mr. William Hartley,
Ashton-under-Lyne.
Dear Sir,

It is with great regret that I learn from your letter of the 30th June, that a
portion of my consignment of cigars is not to your satisfaction.

I was away traveling and must ask you kindly to excuse the mistake of my
forwarding clerk. The consignment of light colours in substitution of the four boxes
refused by you will leave here in a few days. as. unfortunately, they are not in stock at
the moment, and will first have to be made. If vou can possibly keep the four faulty
boxes, I shall be pleased to make you a special allowance of 5%, and no doubt you
would be able to find a customer for them.

Trusting that vou will accept my proposition, and that the mistake which has
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occurred will not defer you from placing your further orders with me,
I remain,
Yours faithfully,
Theophilus Stubbins.
ARIZ, Z7V—LIIHTHEETHL, BEHTEML Y —IZERL, AF (EXROBRECNTL 2
L—2a)) R, TOEREZYHTDIATHLEHBL TS, KIZ, EEZOBnEER XL L, MK
DGR 5%0#EE]) ZREL, EROBEOLT 'ING' ) THRATWA,

—ZHLThrsLH, MLy—LirhVMRELEARBOZEFITESVTWS, 2L, LY —
(3) IZiIIFEHLOL ¥ —5HER ("in receipt of) 2%, L& — (4) IZiZKR® "ING' #H ("Trusting ..
Iremain") PMEHINTEYN, FLRHRALEEHIFR- TV A,

Kid 193 EFRDLDTH 5,
5) La—fl (5) (V-pl63)
14th April, 19.
Hybla Sweets Ltd,

Dear Sirs,

We thank you for your quotation of the 13th April, and for the sample tin so
kindly sent us.

As your products are quite up to our expectations, we are pleased to enclose
our Order Form for 5000 Ib. of the "Rainbow" Assortment. You will observe that
delivery is to be effected by the 19th April

We have every reason to believe that this shipment will be successful, and we
hope to entrust you with further business in the near future.

Yours faithfully,
Smith & Sons.
ARz, BXOHATH S, BEHOREE RAOZMIWS 5 RO RS CTHD, EXEORH, Wi
DffERR L, HROWG|IDHFLEHL, A TWwD, BBLEEIAAL Y —Thb,

LTFTolLy—ii, 20l FIELEOSEDTHL,
6) L2—fil (8) (Vp.l115)
Dear Sirs:

We very much regret that it should have been necessary for you to send us
your complaint of February 23.

We have looked into the matter and find that the delay was entirely due lo an
accident which occurred in our packing department, and which caused certain goods
to suffer damage, so that they had to be replaced from the wholesalers. Immediately
on learning of this damage, we telegraphed the wholesalers for fresh supplies, but
these did not come in until yesterday and were not checked until this morning,

We [reely admit thalt we should have notified you of this trouble and explained
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the delay, though in fairness to ourselves we might mention that your order was
apparently a routine one, with no special intimation of urgency. Moreover, our
representative, whom we have specially interrogated, is clear on the point that
nothing was said to him about the need for earlier delivery than the usual monthly
dispatch of goods to you. Even so, we recognize that, as we specifically promised
delivery within three days of sending invoice, it was up to us to fulfill that promise.
The goods have now been sent by express carrier and should reach you within
a few hours of this letter. We shall take the liberty of telephoning you at 12 noon
tomorrow to verify this, and meantime we renew our regrets that you should have
been inconvenienced.
Yours faithfully,

FIRZ, ELRREDI L —LIIHTERETHS, ¥HOIAIZINFERI EN-BEHn-», %
BEiE, 3%, FROER- - vE32, BRREORRL L, PRURAHEPICRBELTVS, LA LEAS
5, MEOHEL, FMLHEAIETDORWI LT, SEEOEFTLELLAVIILEENZShTWA,
ROV R ("due to an accident” "take the liberty of telephoning”) ZSR.HNBA, HEIXDH D RT3,
FLLEEHISHE:,

KOV I —ix, BEIEDIBELERBEE~NDOMETIRTH 5,
7) La—fl (7) (W-p149)
The Commercial Engraving Co. Ltd.,

Gentlemen,
We have received a request from the Twentieth Century Trading Company
Ltd. 23, Endlington St., Halifax, to open an account with us. They have given us
permission to make reference to you before we accept their proposition. In view of
the fact that this account will involve us in an annual liability of several thousands of
pounds, we should be grateful if you could inform us, in confidence, if you have found
from your experience that the Twentieth Trading Company is a reliable and sound
company and if your business and financial dealing with them have been in every way
satisfactory.
Yours faithfully,
James Prudent & Sons, Ltd.
AR, RERFICHTLEHAEOKETD 5, MEREOLEN, HRSEZ EAPMRIEABNT
Wb, BWEH "In view of the fact that .." ZER< &, HIZIHRXOEMEKHL 2L, bhhRdw,

3—2. 5%

INFEFTOEFNVLY—DRED» LIS L), BETIE, 20 0osizEs 9tim e
FHABEEINTVD, L& —DOZHERR ING O UTOERELR L, IXFEREEMNERAS R, BEL
WE LAY 5o

0FRIL2E, ANBRBAORECHBOFLL T, HEOBIFIZEILLAvEEHINLLIIC
Bolehy, TETFNL Y —ZIFERMEHAMEKRE LTHAIATHS,



— 16— REH R BFREATE# No 31

RMWNT, S0FMfICRAE, BEREBICEINUEOL #F— (2, BRNZEREBRIEIHEZ, LR
DEXHFVBFOERE Lo Tzl THbH,

ZOXHIZ, v= 2TV ETIE, 1935 £FEHAF LOERADERFH L W2 545, B LTEBROBA
b LERZE720h, EBEOBAL Y —ZRTh S,

4, @mALZ— ‘

20 HAHDBADRZF VAL F =R EDLHICERL TS, TOBIEDLY ZERMIZR TV,
4—1. La—1fl

T3, PHOMOERICELICABEOLDEZIY) BT 5,

1) La—6l (1)@
LIVERPOOL, 26th Novr. 1901
My dear Governor,
Your letter of 2nd came duly to hand and I thank you for your kind suggestion.
I should be delighted if I could fall in with it, but it is not a good thing to have any
kind of an arrangement as regards lighterage at Sekondi. We must arrange to have
proper lighters and do the lighterage in a proper way. With this object in view we
have taken over the Government lighters and have dispatched further ones and a tug
from Sierra Leone. Whatever is necessary shall be provided. In addition to this we
must get the Wharf into proper working order with plenty of steam cranes on it. We
have a permanent arrangement to pay for the Wharf at Bathurst which works
splendidly. We pay so much a year for the use of it and there is never any difficulty.
I trust you will be able to make such an arrangement with the Manager of the
Sekondi Lighterage Company,
Yours faithfully,
Alfred James
His Excellency,
Major Matthew Nathan. CM.G.
Government House,
‘ ACCRA.

FRIZ, PRAWCEINLATHE, FETETML Y —28k, BHLTVE, DEAL (Lo
Bof | Missiaomm) Z#HMEL, YHOBVWAEZITANLNE Z L wfH:, HATWwS, FEOFEH
LD L & —ZH KM ("Your letter of 2nd came duly to hand") & F53RFEB ("vour kind suggestion”) # < &,
HRELGEBEHPERAEINTED, FECDOIYRT WV,

RiZ, 79 7V AO¥EBDLOFEIIH T HREOFEE P LOBFET, 1920 FRObDTHS,
2) La—fl (2) @
Grand Road,
Birmingham,
22nd Oct., 19..
Messrs. Lucille & Co.,
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Rue de la Mer, 25,
Paris.
Gentlemen,
We beg to thank you for your esteemed inquiry of the 18th inst.
We are able to deliver our most recent type of motor engine, F.0.B. Southampton, at
£250 (two hundred and fifty pounds) each.
We should point out that this figure includes the oiling of the various parts, and
packing in specially designed wooden cases which are lined with metal and sealed.
It is our custom to allow 10 per cent. discount for cash with order, or 5 per cent.
discount, at a month. '
Assuring you that our services are always at your disposal. and trusting to be
favoured with your order,
Yours truly,
For J. Henderson & Co., Ltd.
Henry Brooks.

AR, 5IBICHTLEE (A77-) ThHhid, BEEHTHVWERIZEHL, DBEELH (F—F—xr ¥
) KHETARBOBEFENLETVWSE, ABFEDLL )R T V. BRHFOBEOFERH ("beg to" "your
esteemed inquiry"), Hf} ("the 18th inst"), KE® "ING" £ ("Assuring” "trusting”) Z Eh o, KAIERK
DLy -SRI T 5,

ROBIS FERIC, EEOXEIZLLEETH S,
3) La—f @)™
London, 22nd Oct, 19..
Dear Sirs,
In reply to your favour of the 15th inst, we have pleasure in enclosing herewith
copy of our Price List, and would refer you to page 11 of same for our condition of
sale.
From these you will see we accept orders for execution at prices and terms ruling
at time of shipment.
Goods could be ready for shipment in a few days from receipt of order.
Trusting to be favoured with your esteemed orders, which should be accompanied
by remittance, or usual references,
Yours faithfully,
Philip Day & Co,,
James Day
(Managing Director)
Messrs. Henry Miller Co.,
Montreal
AR, EMBOEMNEANTHAH. HHTEML ¥ —IERL, EfiROXFEALE, EXOBROSE
HERLTVS, BiRIZ, Ly — (2) LRBERICH2DRFT VA, FREHR ('vour favour' "vour esteemed
orders") & HAf ("the 15th inst"), FKE® "ING" #H ("Trusting) % ¥, FTFEAL ¥ —0FE2HA T
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Who

WLy— (2) 3) LHLEHE (FEHL) LRKR WUk T, HRE ShZEMRRAIHLIT
B0, 1920 FRETEHLWEL~ORLIZRAZ V.

KIZ, 10 FROL ¥ —%RTAhL,
UTofiz, or FroZEEPSBERQOEHE~R TG BHADORETH S,
4) La—fl (4) @
HAY & ROBERTSON
51 VICTORIA STREET
LONDON. S.W.1
10th April, 1936.
The Tokyo Trading Ca, Ltd,
Marunouchi, Kojimachi Ku,
Tokyo.
Gentlemen,
We are in possession of vour letter of the 18th ult, and have also received a
communication from our mutual friends, Messrs. Williams & Sons, of your city, by the
same mail.
We are favourably impressed by our friends' information concerning your firm, and
are ready to enter into the business which you propose. As a trial we are sending you
a consignment of 3 cases of Woollen Goods by s.s. "Hakone Maru,” sailing on the 12th
inst., which we would ask you kindly to sell to the best advantage for our account and
hold the net proceeds realized at our disposal.
Qur productions are of very fine quality, and if you can place this shipment
satisfactorily we shall be pleased to forward large consignments. The goods are fully
insured, which would be the case with all future shipments.
We are willing to allow you the extra 2 1/2 per cent. for del credere, as we, of
course, could not risk any losses through bad debts.
We trust the present consignment will reach yvou safely, and lead to a mutually
profitable connection between us.
Yours very truly,
Hay Robertson
SRL
FRiZ, WOTORFHMFADEBFETH D, BHETEML ¥ —L KA ERBAL) »HoBH (L
B) IERL, HFEOFLEYICHE|IT A LA TS, WG| OTFEDH @A) & LT, Zitlitnm
OWEEL IO, BB OB ENEEGE A TS, L7 —%HEB (in possession of'), Hf} ("the 18th
ult” "the 12th inst"), V% —f{%3 ("a communication”) 7% ¥, [HA L SNAHERHAMNALNEH, KREIZ
"ING" b 2 A HiRICH A TV 5,

M_Félﬁlﬁﬂﬂlfﬁ—'@ﬁ)ée
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5) L&—fl (5) @
The British Marine Insurance Company, Ltd.
127-9, Leadenhall street,
London, EC. 3,

30th December, 1936.
Messrs. Samuel Smith & Sons,

109-111 Oxford Street,
London, W.1.
Dear Sirs,

Re: 2 cases Silk Goods
per s.s. "Columbia”, Yokohama to London
We are in receipt of your letter of the 20th inst. and have pleasure in handing you
herewith a cheque for £16 — 1 — 0 in settlement of your claim.
The amount is made up as under:
1 case slightly damaged by sea-water, with an allowance of 10 %.
1 cases sound.
Insured value: 2 cases at £ 300.
1 case in proportion at £ 150,
depreciated 10 % ... ... £15-0-0
Survey fee 1-1-0
£16—1-—10

We shall be glad to have your receipt in due course and remain
Yours faithfully,
THE BRITISH MAR. INS. CO., LTD.
James & Harrison

Secretary
JEH/FS

Cheque enclosed
ARIKiZ, MREYICHT 2RERSE»COEEHEOM S ((MWIFoRY] [£8oRHR)) THb, H
BEBOERZRICL DL T, RO TEHINAEREKIH ("in receipt of' "the 20th inst." "in due
course"), FKED"remain / Yours faithfully, 2NEH &N TH Y, HAL ¥ —OFBEEHA TV 5,

PUF 4 1930 sFCO FIAERICET 268 ThH %,

6) La—fl (6)
Liverpool.
9th June, 19 -
Messrs. Prince & Co.,
Manchester.
Gentlemen,

In reply to yours of the 6th inst, I have pleasure in advising you that I have
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succeeded in chartering a vessel on the conditions laid down by you. She is the three
year old schooner "Swallow." Captain F. Wardley.
As you will see from the enclosed charter party, I was able to obtain terms
somewhat below the figure you fixed, but, on the other hand, have guaranteed the
captain, a steady and capable seaman, a premium of £5 10s. should he deliver the
cargo to the satisfaction of the consignee.
Requesting vou to pass the usual £ 1% Commission on the freight to my credit, and
always at your service,
I remain, Gentlemen,
Yours faithfully,
John Wilson.
FR T, BHKIE ("advising”) O, B (HRRGOKE] [EDoEL2EXORN]) ZHLET
Wao KEIZ'ING' BTHRAZ TS, ERIOFL ¥ —KB ('yours of the 6th inst."), KED "ING" EH
("Requesting .., I remain) %2 &, HRXOEIFR LIS,

F/2, TRlORLFEFROMELHEXBEOMBENTH 5,
7) La—4l (7)™
Manchester,
20th June, 19 —
Messrs. Wilkins & Co.,
Lagos.
Dear Sirs,
The Cargo of Agricultural Implements advised by ours of the 11th inst. was shipped
from Liverpool on the 28th inst., by the Schooner "Swallow,” F. Wardley, Captain, as
per documents enclosed.
Trusting the goods will reach you safely, we await your good news, and remain,
Yours faithfully,
Prince & Co.
AARIE, BHELZMEAENIZL 22 H 5, [HAFEIH (ours of the 11th inst" "on the 28th inst." "as per”
"Trusting .. , remain,") PEZHENRTV S, Zhid, HEYEFHTVHFLVWBEXH LI 02 E#RET,
INFETCHEZS (ad—) 2T ATLOITIHMHALLZDEEbNS,

—%, EERIZL2H5T, LToX) 2BRAOLY—-bdh b,
8) La—fil (8) =
Samuel Smith & Sons
109-111 OXFORD STREET
LONDON, W.1.
20th December, 1936
The British Marine Insurance Company, Ltd.,
Leadenhall Street, E.C.3.

Dear Sirs,
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Re: 2 cases Silk Goods
per ss. "Columbia”, Yokohama to London,
We are holders of your policy No. 3601 issued by your Japanese office on the above
shipment valued at £ 300.
During the voyage the vessel encountered heavy weather and in consequence one
case was damaged by sea-water. We enclose Lloyd's survey report, also the policy,
which is against all risks.

Kindly adjust the claim and hand us cheque in settlement at your early

convenience,
Yours very truly,
SAMUEL SMITH & SONS
Y.E.Blask
Manager.
GEB: EK
Enclosures

AR, FRKEOEREIRT, HEZERIMZEZ TV 3, VbW AIEROEREHIIR S,

DT HRBKORBREFROHITH 5.
9) La—fFl (9) @
JAMES C. HARRIS & CO,, LTD.

298-302 HIGH HOLBORN
LONDON, WC.
15th December, 1936.
Messrs. R. Robertson & Co,
Insurance Brokers,
25 Fleet Street, E.C4.
Dear Sirs,
SS 'NEPTUNE"

With reference to the shipment of 8 cases Cigars per the above-named steamer,
insured with Lloyd's through your goodselves, we regret that our Tokyo friends write
us to the effect that 6 cases of this shipment were damaged by sea-water. We
therefore claim £600 (being 6 cases at £100 per case), according to the award of
Captain Smith, Marine Surveyor, whose certificate we enclose together with Policy of
Insurance.

Kindly place this claim before the underwriters immediately so that we may be
favoured with a prompt settlement, and oblige

Yours faithfully,
For JAMES C. HARRIS & CO., LTD.
H. Brounms
HB-LA
Enclosures:
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Insurance Policy
Surveyor's Certificate of Damage
ARiZ, Ly— (8) LR, MRICHGE EATw5, BHA "per" "goodselves": KE "oblige /
Yours faithfully," ®FERR SN LD5, FLOWEX HITEWV,

LEofn 5, 1930 F£40%, KRE LTHRAREEHICEHBL TV AEA [Ly— 4) (5) B) (7)]
E, BILOFXHICHEDABA [Ly— B8) 9] EMRELTVALHICBbhd, b Cniki]
LEAAMD LG,

1950 ERUcZ B L, FTROZODLIY—IZRO6NSE L9, ALEHOLDTH, BREFIZL - T4
HX & S LEAFHAE I NLY, [HAEROFEHFHIRD TR,
10) La—f (10) w
26th July, 1955
Our Ref: EW 1005
Heiwa trading Co. Ltd.,
Tokyo, Japan
Your order No. HA-2700
Dear Sirs,
We acknowledge the receipt of your letter of the 19th July, 1955 and in responsc to
your request have pleasure in advising you that shipment of this order has now been
effected per s.s. "LAOMEDON" which closed for cargo at Birkenhead on the 20th inst.
Arrangements have been made for direct shipment to Yokohama, and we attach for
your information copy of our shipping specifications.
Yours faithfully,
Westwood Works, Ltd.
Sgd.
AR, MEENTHS. BEHTEWL Yy =I5 kL, @MER (advising"”) (e, AHETHEIEX
mOMEDOFHMEEZ TV 5. B#BTH 5,

1) L=l (11) @
17th August, 1955
Our Ref: EW 1005
Heiwa Trading Co., Ltd.,
Tokyo, Japan
Dear Sirs,
Your Ord ber -27
We enclose herewith parts lists and operating instructions, and also the record card,
for the Model EW 18 Tractor Leader Serial No. LD. 1235 called for under your above
order.
We should be obliged if you would pass these manuals on to your customer as usual.
Assuring you of our best attention at all times.
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Yours faithfully,
Westwood Works, Ltd.
Segd.
IR, FXHCDPDLANELEOXRTRATH 5. HBICAKEZEL TV, KEFERORD
NEhroTWnab,

L ¥ — (10) TirERH4A ("per" "advising” & Bft (“the 20th inst"), L #— (11) TIIEKROEL
"ING” &I ("Assuring”) T EDVROLNLD, ML F— IR TH S,

EARCE, TEROLVY—0 L) 2BRBOFEEHA—HHLLoTnD,
12) L2 —f (12)
WESTWOOD WORKS, LTD.
5 Barton Street, Manchester
9th June, 1955

Heiwa Trading Co., Ltd.

3-2. Ginza, Chuo-ku,

Tokyo, Japan.
Dear Sirs,
Subiect: Your order HA-2700

We were pleased to receive your above order dated the 1st June, 1955 for one
Model EW 18 Tractor Loader with spare parts in accordance with the list attached to
yvour order, and these instructions have been entered under our reference EW 1005.

It is noted that confirmation of the order will be given by establishment of the letter
of credit to an amount of £3500. 0. 0. and we hope that we may shortly receive from
you details of the mine car in order to proceed to schedule assembly. Providing we
can receive the requisite information and Import Certificate from you shortly, we
would not anticipate any difficulty in effecting shipment about the middle of July, 1955
so that it may be received on the site in Japan during September,

Meantime we assure you that these instructions will receive our best attention.

Yours faithfully,
Westwood Works, Ltd.
Sgd.
Managing Director
AR, EXOFE (L) Thb, BETELHFOZIZHLM:IIL, UEENETOESG (Lo
SEAT) [REHITEIRO AR [MAEHEFONUS]) M, METFEEALE TS, FKRTIE, HBREEND
FEMEFHIFEH I TES T, BARDEFE FITEV,

4 — 2. =1

VEoWE - mitrobrbXHl, LI—0EEH - AFANVIZBELT, BALY—TLEFLL Y
— EFEBRIZ, 1935 FEITLOIREIFH TH o720 LA LEAS, EBEOBAL ¥ —TIL, 1935 FE 5
W5 B E LRIk e L, 1930 EMRIEH - IBLy—REL T [AXLy— @ (5) B) (7),
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BAURL ¥ — 8) 9], LT, 1940 FROAFELMEKSE #F) 2/HTL950FICZ-T, HILE
EH AT ANDBFERE -T2 [LF— (10) (1) (12)]. b A, BAPEEEL LY -2,
BEEOFAR, 7XI2XD, BAEREHRARONLY, @AMICRIZEHRBOH L EE - 254
VAR EINTWAE, WhwABXOME 2 ERIFHIL 1930 ELAHE, 40 18, 50 FRED - < &M
AT EFOEAIIEI TV 2L Th s,

5. & — 20 tHCD4FE—

VARV S —i, HBERHELZDOTREZ{BEOEETEINLG—MNWLLI—LALTHEL~=
ATV THASINTVE LI, ZEHAOHABEE I (b )T L HRIZHL] TEHFLETH L,
7272, TDEILEBEHOERZPBTLOPEI A ATy —T, WBLZEREKEHATHY, 20T ES
2, IR EEHDPOH LWBEAROEFEE LR T B TH - 120

WEDT =27 VOHEZPLHEOH,2 L HI, EETIE, 1910FERFTZ 19EHLES O HE
XN, HXOEHAERAZOFTIHEHEINTW S, 20FE/RIC2DE, RHEBBAORE, EXROELED
L, MEODEREHRZFEIRETRILVEBCERTEII ko1, EBEOL F—IZ3 T ZHXD
EREXRNRZTOENE, P TI0ERIZERSE, TEIZ ["new wine' # AL b "new bottle” @ HEM: |
(VFEXpv) PRdikzh, T2 T, HXOZERERSLELHEL, FFILLERXPSRI)IANLGNE L9
Zhotze WhWABRNROERY LV Y —HANBBLEEZ 5,

FILZEHD, WELVHFEROZALIEH L4, ERBIZLF—Z2FBTWBALBIZLYTIRE S,
BoNRFCL & —id, 20 BAEIZIT 19 HEORELZT| EHFVTnAs, 1930 FERICEE L, HLw
BEMOBEHFRONE LI kol RS, HEROBEHEBE LV IY—-bR LN, HIARED
B Thotze 20H, BPFELHETIBOFEIILLE, ALYV RAAL Y -HEOERERNZIEHLL
HALVZF—b R o228 EEIZEEAICHLVWEE INLBoTwaz k9 icBbhns,

ZOXHI, BHBig (v=a7n) ETIX 1930 £RITEIZ, EBOBIE|ORE T 1950 £ LREI, [h
PR E, MBSl ZHTFCuERNLEE A ED o, FILWBROEEHFAEE LTy
llHEEEND,

P
(1) Carl ANaether, The Business Lelter: Principles and Problems, 3rd edition, Dubuque, Jowa: WM.C Brown Company, 1952, p.738
(2) Ibid., p.695
(3) Thid., p.743
(4) B/ TBELC LAY 27 VENTORY ThH L,
1. John King Grebby, Modern Commercial Correspondence, 1951
1I. W.].Weston, Guide to Commercial Correspondence and Business Composition, 1950
. Fred Hall, First Step In Business Letter Wiiting, 1956
V. James Stephenson, Principles and Practice of Commercial Correspondence, 1952
V. Roland Fry, Manual of Commercial Correspondence, 1954
VI. F.Addington Symonds, Teach Yourself Commercial Correspondence, 1952
WI. Gordon S. Humphreys, The Teach Yourself Letter Writer, 1954
) A7 7 4 N (Correspondence between Alfred James and Matthew Nathan: 1900-1903)
) BIEEZB [40 B VmmERE] AREENE, 19284, 4566 — 466 X—¥
) AL, 472 =¥
8) JEIEARE (BB A L] LRAEHE, BM25E, 242 - 2433V

—
o



20 it O H A E O

(9) FLE, 572 %—%

(10) WGFRER [EXEE EEWREREERTRG] HE, 1037 (B8 12) F, 265 -7

(11) FE, 267 "—¥

(12) &4, ai8E, 571 ~—¥

(13) ElLE, 574 ~"—¥

(14) BRBTARD [WRMEE] SOCE, 1955 4, 143 =3
(15) ML, 147 =¥

(16) [k, 137 #=¥



