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O00O0OE-maild000OSection1l OO0 O0O0O00Chapterl 0000001000000 0O O Request for
Establishing Business Relations2.(0 (O [0 [0 [0 [0 00 O O O Reply to the Request for Establishing Business
Relations3.00 O O O O O Request for Product Literature4.[1 [0 00 O O O O O Reply to the Request for Product
Literature5.00 OJ [0 O Invitation to the Business Appointment6.0 [0 [0 O O [0 Accepting the Inv.itation to the
Business Appointment7.00 O [0 OO O O Declining the Invitation to the Business Appointment8.00 O O O O O O
00 O O O Request for Changing the Time&Place of the MeetingChapter 2 0 [0 9.0 O O O O O [ Sales Letter to
Specific Customers10.00 00 00 O O O O O Sales Circular to Non—Specific Customers11.00 O O O O [0 Sales
Letter to Old Customers12.[0 [0 0 [J [0 0 Sales Letter to New Customers13.00 [J [J [0 O Sales Letter for
Promotion of New Products14.[] [0 (O [ Sales Letter for Promotion of Labor ServicesChapter 3 [0 (I [0 O O 15.00
0 O O General Inquiry16.00 [0 O 00 O O Reply to the General Inquiry17.00 00 O O Specific Inquiry18.01 0

[J Making a Non-Firm Offer19.00 [0 [ Making a Firm Offer20.00 O O [J Making a Counter Offer21.00 [0 [J [J

[0 Making a Counter—Counter Offer22.0J [0 O Placing an Order23.00 [0 O O Accepting an Order24.00 [0 O

[0 Declining an Order25.00 [0 [J [J Placing a Repeat Order26.0] [ [0 O O Offering a Substitute Product27.0]1 0 O
0 O Accepting a Substitute Product28.00 [J [0 0J O Declining a Substitute Product29.00 [0 O O Notice for Price
Increase30.00 O O O O O Reply to the Price.Increase NoticeChatper 4 0 [J 31.00 O O O O O Asking about
Payment Tems32.00 O O O O [0 Accepting Payment Terlns33.00 O O O [0 OO OO Request for Amendment to L

00 C34.0 0 00O O Amendmentto LO C35.00 O O [0 Payment Notice36.1 [1 [0 [J [J [ Receipt of Payment
Notice37.0 O O O (O O )Urging Payment(First Notice)38.00 1 U [ (O O O O )Urging Payment(Last
Notice)39.00 [0 [0 [0 Asking for Invoice40.00 O O O Sending InvoiceChapter 5 0 01 0 0 0 41.0 O O

[0 Packaging Requirements42.0 (O [0 [0 [0 [0 Reply to Packaging Requirements43.00 OO O O Time ofShipment44.
000 OO O Reply to Time of shiDment45.00 00 O O Urging Shipment46.00 [ O [ [0 [0 Reply to Urging
Shipment47.00 O O O Shipment Advice48.00 [0 [0 O [0 [0 Goods Arrival NoticeChapter 6 0 0 0 O [0 49.00 O
0 O O O O Complaint about Goods Arrival Failure50.00 [0 O O OO O O O Apology for Goods Arrival Failure51.
O O O O Late Delivery52.00 O O O O O O Apology for Late Delivery53.00 [0 00 00 O O Complaint about Poor
Quality of Goods54.00 OO 0 0 O O O O O Apology for Poor Quality of Goods55.00 00 0 O O O Complaint
about Wrong Quantity of Goods56.[1 [1 (I O [0 [0 [0 Apology for Wrong Quantity of Goods57.001 O 0 [0 [

[0 Complaint about Receiving Wrong Goods58.[0 (1 [I O O O [0 Apology for Sending Wrong Goods59.00 [ [
[0 O O Complaint about Poor Packagin960.0J (I [J [0 [0 O O Apology for Poor Packagin961.01 [0 (J [J Payment
Error62.00 OO O O O O O Apology for Payment Error63.00 O O O [0 [J Service Dissatisfaction64.] [0 [0 [0 00 O
O Apology for Customer Service DissatisfactionSection2 0 O O O O O Chapter 70 00 065.0 00 00O

[J Request for Preparing for a Business Trip66.00 [0 [0 O O O O O Reply to the Request for preparing for a
Business Trip67.00 O O O O O Confirming Itinerary Reservation68.00 O [0 O O O Thanks for a Business Trip69.
0 O O O Activity Notice70.00 O O O Gathering Notice71.00 O [0 O O O O Inviting Speaker72.0 O 0 O O

[ Reply to the Invitation for speaker73.00 O O [ O Trade Fair Notice74.00 O O O Reply to the Trade Fair
Invitation75.0 O O O O O O O O Request for Filling Out Questionnaire76.00 U [0 O O O Request for
Reproduction PermissionChapter 8 [0 [0 O O 77.0 O O O Personnel Enquiry78.00 O O [J Looking for Qualified
Personnel79.00 O O O Promotion Announcement80.C1 [ [1 [ Transfer Notice81.01 [0 O OO Complimenting
EmployeesChapter 9 0 [0 OO [0 82.00 O O O Meeting Notice83.[0] [1 [I [ Routine Report84.01 (I [J [1 Problem
Report85.[1 [1 Proposal86.[1 [1 [1 [ Reply to Proposal87.00 O [ [ Convincing the Other Side88.00 [ [

[ Giving Instructions89.00 O O O O New Product DescriptionChapter 10 0 [0 0 [0 90.0 O O O O O Invitation
and Appointment Letter91.00 [0 [0 00 Reply to Invitation92.00 O O Letter of Congratulation93.00 O O Letter of
Sympathy94.00 0 [0 Letter of Thanks95.01 [0 O Letter of Apology96.0] OO O Letter of Advice97.00 O O Letter of
Encouragement98.01 (1 [ Letter of Consoling the Sick99.00 O O Letter of Condolence100.00 [0 [J [J Season’ S
GreetingD D10 00000000200 000 E-mail 300
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[0 OO We thank you for your email of May 19th{] offering US 61 668 dozen small-sized plush monkey toys made
in Jiangsu at$298[1 each dozen CIF New York. We regret to inform you that we cant accept your offer as we have
received a few quotations lower than yours by$10.Still we have the intention to do business with you considering
that we have had years of cooperation[] SO we counter offer as follows[] subject to your reply reaching US by the
end of the month [ 61 668 dozen small-sized plush monkey toys made in Jiangsu at$288[1 each dozen CIF New
York.We are sat- isfied with other terms in your offer.We’ d like the toys half in orange and the other half brown.
[0 O We look forward to your favorable reply.[0] (I Yours sincerely] [0 [0 White Johnson[d [0 White Johnson[]
O ImpJ Exp Dept.Manager[] [J Johnson Trading Co.[ Ltd.U.S.
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