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(1) o] SXIE o shlsh= 82
(O Thank you for your letter of ~.
@ We are duly in receipt of your letter ~.
(® We are obliged for your telex of June 10,
@ Your cable of September 26 would be obliged.,
(® We thank you for your immediate response to our requestfor ~.
® It is our great pleasure in receiving your letter dated ~.

(@ We acknowledge with thanks your inquiry about ~.

(2) MH7H2HE Melsh= 89
(O Through the courtesy of ~, we acquired your name ~.
@ We owe your name and address to ~.
(® We are indebted for the ~ for the name of your firm,
(@) We have learned from ~ that you are ~.
® Your name and address was given by ~.
(® Reference is made to your advertisement in ~.
(@ We have found your name in the directory.
Your esteemed organization has been recommended to us by ~ as

one of the ~,

(3) BEHE! 7H2HE XXt Al=5Hk=E B
(D Please refer to our last letter of ~,

@ Though we have not continued our business relation since ~,
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® Six months have passed since you placed order with us ~.

@ During the last season, we have no communication with ~.

(® With reference to our circular letter dated May 26, in which ~,

(® We refer to the meeting with our director in the Mandarlin Hotel
in your end.

(@ Further to our previous communication, we would like to provide

you for ~.

(4) BlMIO| XIRIEl 7S
O We are very sorry for not having replied you more sooner.,
@ Please accept our apologies for the delay in replying.
® Due to our president’s business trip schedule, we could not attend

to your inquiry,

@ Forgive us for our belated letter,

B ctolH Sxrzt of

(1) UHEIOI ANS EX[5H= H2
(O We are pleased to inform you that ~.
@ We have the pleasure of informing you that ~.
® It is our great pleasure to inform you that ~.
@ This is to inform you that ~.
® We advise (or announce) you that ~.
® The purpose of this letter is to inform you that ~.
(@ Please note that ~,



(2) Mol L A2 EXisHs 29
@O We regret to inform you that ~.
@ We are very sorry to have to draw your attention to ~.
(® We very much regret to announce you that ~.

@ To our greatest regret that we must inform you that ~.

) ABX3IE QFsi= 82
(O Your bank has been referred by ~.
@ Your name was given by ~ as their credit reference,
(® ~has advised us to get in touch with you concerning their
standing,
@ Your name is already familiar to us and please permit us to write

to ask you about ~.

(4) MEZ3|0] SlASh= 8
@ In reply to your credit inquiry of July 21, ~.
@ Replying your inquiry of ~, we are pleased to advise you ~.
(® With reference to the above company, we have the pleasure in
informing that ~,
@ In response to your inquiry of February 26, ~.
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@ sk 28 o
(O We shall much appreciate it if you will send us ~.
@) Please let us know (or have) ~.
® B2 FH : Please + (BFsAF €1%) ~.
@ We shall (or would) be much obliged if you inform us ~.
® We would like to (receive) your (offer) ~.
® Your kind cooperation in this matter would be appreciated.
@ You are requested to send (or know) some samples ~.
You would oblige us by sending us your commission,

© It would be greatly appreciated if you would send us ~.

D xtriol sinte At of

(O We take this opportunity to introduce ourselves that ~.

@ We take the liberty in introducing ourselves as ~.

® It is our great pleasure to introduce our company to you ~.

@ As for our company, we have two modern factories ~.

(® As you may know, we are one of the leading exporters of ~,

(® Taking this opportunity, we are pleased to introduce ourselves to
you that ~.

(@ We would like to introduce ourselves that we are dealing in the
following items,

We wish to introduce ourselves as one of the biggest ~.
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(O We wish to express our thanks to your whole—hearted reception
which you paid to our president,

@ Thank you for your message of sympathy regarding ~.

(® This is to express our sincere thanks for your cooperation,

@ We wish to thank you for your letter of October 1 expressing your
congratulations on ~,

(® We deeply appreciate your courteous letter of 10th July ~.

® We heartily congratulation you on your recent opening a new
wholesale house ~.

(@ This is a note of our appreciation of your courtesy in sending us the ~,

Please accept our thanks for the copies of your catalogue you sent us,

() su=0l 5220 ZatEiof U2 of

(O Enclosed you will find here ~.
@ Enclosed please find ~.
3 We enclose herewith ~.

@ Enclosed is our price list and catalogue,

) vexsixz mnE o
(O We wish to refer you to ~.
@ Regarding to our reference, please contact ~.
® Our standing will be obtained from ~.
@ As for our credit standing, you may check with ~.
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@O We are looking forward to hearing from you in this matter,

@ Since time is running short, we would appreciate your immediate
reply.

(® We highly appreciate your courtesy in advising this matter to our
attention,.

@ We hope to receive your favor at an early date.

(B We await the favor of your early reply.

® A prompt reply would greatly oblige us.

(@ Your detailed reply will have our utmost attention,

For further information, please refer to us,

(2 Aol 2ioig e si= B
(D Please confirm the receipt of this order as soon as possible,
@ We request you to acknowledge our letter,
3 Please let us have your confirmation of this order,
(@) We trust we shall be able to receive your confirmation soon.,

(® Your prompt confirmation will have our careful attention,

(3) Aol O T 7= 52 2= 49
(O We shall be glad to receive your offer by return mail,
@ We request you to send us your quotation,
® Kindly forward us the relevant catalogue and samples,
@ Awaiting your further quotation as soon as possible,

(® We would be interested in receiving your price list.
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(® Hoping to receive your best offer based on FOB,
(@ Your prompt offer will be appreciated.

42, 20 S5 WSsh= 8%

O It will be our great pleasure to serve you at any time,

@ May we expect your tentative order by return mail?

® In reply to your inquiry of January 5, enclosed you will find an
offer sheet for full range of our products,

(@) We hope that our prices will meet with your approval and induce
good result for mutual benefits,

® If you can place an order with us now, we can ship the goods at
5% discounted price,

® We can give you immediate response from our stocks,

(@ Looking forward to your order confirmation near the future,

Expecting your volume order within the end of this month,

SRt RO H2

O Best regards,

@ With kindest regards,

(® Thanking you for your kind cooperation in advance, we are,
@ If you have any questions, please contact us.

(® We thank you for this business and hope to serve you again,
® May we expect your full supports.

(@ With many thanks and kind personal regards,

Let us wish your company a successful operation,
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D 7ol ~2 sict
@ We are pleased (glad, delighted) to [verb] ~
2 We shall gladly [verb] ~
(® We shall feel happy if you will [verb] ~
@ Tt give us much (great) pleasure to [verb)] ~
® We have pleasure in [verb + ing)] ~

@ zusict
(D We shall be (or feel) obliged by your [verb + ing] ~
2 We shall be obliged if you will [verb] ~
(® We should be obliged (or grateful) if you would [verb] ~
@ You will oblige us by [verb + ing] ~

(® We shall appreciate your [verb + ing)] ~

(® We shall appreciate it if you will [verb] ~

@ (We shall) thank you to [verb] (= for your [verb + ing]) ~
It will be appreciate if ~

© It would be appreciated if you could [verb) ~

@ sze= mzsict
O We are sorry to [verb] ~

©@ We are sorry that ~
(® We regret that(or to [verb)) ~
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@ To our regret we cannot [verb] ~

(® We express our regret at [verb + ing] ~
® It is regrettable that ~

@ Tt is regret that ~

We are regretful that ~

@ ~ssizue

@ We shall (or should) be glad (or obliged, pleased) if you will (or
would) [verb] ~

@ We shall feel grateful (or obliged) if you will [verb] ~

® We will appreciate (your) [verb + ing] ~

@ We should like you to [verb] ~

® We would ask you to [verb] ~

® Please let us [verb) ~

(@ Please let us know about (or whether, if) ~

Kindly [verb] ~

© Be so good (or kind) as to [verb)] ~

Be good enough to [verb] ~

@ Will you please [verb) ~

® You will please [verb)] ~

@ We hope to [verb] ~

We hope you will [verb] ~

® May we ask a favor of you by [ver + ing] ~

@ We wish to [verb)] ~

@ We request you will [verb) ~
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@ We will (or would) appreciate your sending us ~

@ We should be glad (or obliged, pleased) if you would send us ~
® Please send us ~

@ Please let us have ~

® We would ask you to send us ~

@ ~= = 7ns o
(O We have learned [heard) from ~ that you are-:
@ Your name(and address) has(have) been given [to] us by ~

3 We owe your name to ~

@ We are indebted for your name (and address) to ~

(® We have obtained your name (and address) from ~

® It has come to our attention through ~ that you are-

(@ We have found your name in ~ showing you as**-

We have ween your advertisement on xxx in the February edition

of ~ magazine

@ ~ouxt 7 Mate wsLICt
(O We thank you very much for your letter of ~
@ Your letter of ~ has been received with thanks

(® We acknowledge with thanks your letter of ~
@ Your letter of ~ is acknowledged with thanks
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@ ~# see 7
(O We look forward to your reply soon
@ We look forward to receiving your early reply
(® We anxiously wait for your reply
@ We would appreciate a prompt reply from you
® Your early reply would be appreciated

) ~xt HAr msis eIt

@ Thank you for (your inquiry of) ~

@ We are (much) obliged for (your inquiry of) ~
® We are very glad to receive (your inquiry of) ~
@ We are pleased to have (your inquiry of) ~

® Many thanks for (your inquiry of) ~

(® Thanks you for your inquiry dated ~

(@ We acknowledge with thanks your inquiry of ~

D ~=ss=s0

(O We have pleasure in enclosing ~
@ We are enclosing ~

(® We enclosing ~

@ We are sending herewith ~

® Enclosed is (are) ~
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@ as requested

® as required

® as your request (= at the request of you)

@ according to your request

(12 ENEIE=E TG

@ as soon as
@ without delay
® promptly

@ immediately

(® at one’'s earliest convenience

B ~< ool FMtel siEi0| =2t51= 2 Aoz

@ subject to your reply (being) received here within ~ days
@ subject to your reply reaching us within ~ days
(® subject to our receiving your reply within ~ days

@ for your acceptance within ~ days

@ ~ol zsiof
@ as for ~

@ concerning ~

® regarding ~
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® in regard to ~
® as regard
® with regard to ~

B ~= 2= =2 =01 Sz

(O We regret to inform you that ~

@ We regret to advise you that ~

® We are sorry that ~

@ Tt is most regrettable that we have to inform you that ~
(® We regret to have to say that ~

D 7ol =201 = Agct

(O We look forward to being of service to you

2 We look forward to the pleasure of serving you

® We would (or should) like to be of serving you

@ We would (or should) appreciate an opportunity of serving you
® Our service are always at your disposal

) ~= =i
(D Please be assured that ~
@ Please rest assured that ~
® You may be(feel, rest) assured of ~

@ We assure you that ~

(® We assure you of ~
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(O We would like to do business with ~

(@ We wish to establish business connections with ~
(® We desire to open an account with ~

@) We desire to open business relations with ~

&) == == cisa zol e
(O We confirm our cable of today as follows :

(@ We wish to confirm our telegram sent you today reading :
(® This is to confirm our cable of today to the following effect :

@) ==& 7k

O We await the favor of your orders
2 We look forward to your orders

(® We hope we may have your orders

o] =]
e |

@ We (shall) look forward to [verb + ing] (or [noun)) ~
@ We (shall) await(wait for) [noun] ~

(® Please let us have your ~

@ Please rush information so we will have it ~

® Looking forward to [noun) (or [verb + ing)) ~

® Awaiting (or waiting for) [noun] ~
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@ Your (prompt) reply would be appreciated

Anxiously awaiting [noun)

(© Heartily waiting for [noun)

We sincerely hope that we shall have the pleasure of hearing from

you ~

E 7|E}

(D upon consideration(FESH Ay

@ upon investigation(ZAFEH Zuh)

® upon checking into the matter(71 72 ZARSE 21}
@ upon unpacking(FEAS Eo] H1))

(® upon arrival of the goods(ZFEo| E=2FsIAulA})

® upon receipt of your letter( A3k WRjulR}
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