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Central Bank Ltd.

321 Middling Street

London, E.C 4

U.K.

The Electric Equipment Co., Ltd
Ministry of Foretgn Affairs
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Mr. Gerald C. johnson
President, Cotton Importers,Inc.
Miss Margaret York, Secretary
Boston Manufacturing Company

The Advertising Manager
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SUBJECT: Sales Promotion
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Your Ref.: CM/4718
Our Ref.: 8783
Your Ref.: PUA/4731
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Sincerely yours,
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Yours faithfully
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Affectionately yours or Yours affectionately
Your affectionate
With love from...
With all my love
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Sincerely yours,
B.R. Smith
B.R. Smith, Director
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Yours very truly,
THE INVESTMENT COMPANY
Nadim A. Salim
Nadim A. Salim
Sales Manager
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Sincerely yours,

(Miss) Nada Hussein
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Salma, Farid, Mother, Uncle, Joe...
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Copy to Mr. Roger Black
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Sincerely yours
F.A. Miller
F.A. Miller
Managing Director
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Enclosures 2

ccMr. Adam B. King
Mr. Ahmed Hilal
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Mr. Arthur A. Wilson
Chairman of the Board
The Atlas Steel Corporation
350 Everett Street
Cambridge, Mass. 12083
U.S.A.
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Secretary ijy")f.o iiby b Jluy ()

| think I can competently fill your secretarial vacancy

advertised in today’s paper, because I can:

- take dictation at 110 words a minute.

- transcribe my notes at 40 words a minute .

- type plain copy at 60 words a minute .

- spell correctly and punctuate properly.

- file letters and find letters that have been filed -

- attend to office routine efficiently.

- keep office affairs to myself.

- meet the puplic in person and over the telephone in a manner
that creats good will -

I am 29, married with two children. After finishing high
school in 1968, I completed a secretarial course at the.... college.
Since then 1 have worked for (a name of a company.)

That you may investigate my qualifications further, I refer
you, with their permission, to the féllowing:

Dr. Salim Fakih o President

Union Airlines

Mr. John Strong Director

Stanley Foundation

Mrs. B.M, Habib Personnel director

Huntington Brothers

Please call to tell me that you wish to have me come to your

office for an interview. My telephone number is 398102.
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Will you please send me a detailed statement of your account
up to September 1.
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Thank you for your letter of September 9. We enclose our
detailed account up to September 1. as requested.
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The goods you have ordered are now ready for delivery. We
enclose the invoice, and will send them immediately on receiving
remittance from you.
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We enclose our Money Order (or check etc...) for $215 in
settlement of your invoice No. 74396 of November 13.
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I have just received your account for the new goods, and
I am surprised to find that the sum is unexpectedly large.

I have compared this with previous accounts, and I may
suggest that a mistake might have been made. I will be grateful
if you investigate the matter.
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Will you please send me your catalog of typewriters and
Offset Duplicating Machines and also let me know your terms.
Perhaps you could as well tell me how soon I may expect
delivery after placing an order.
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Thank you for your letter of May 9,
We have pleasure in enclosing our recent catalog of
typewriters and Offset Duplicating Machines.
Our terms are....
You may expect deliveries to be normally made within one
month of receipt of orders.
However, this does not apply to ournewly developed machine
“S 606” (last page of the catalog) for which the delivery period
is about three months.
At any rate we will try to reduce those periods as much as
we can.
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Thank you very much for your order of September 25. The
enclosed brouchure will help you in making another selections,
as the books you have ordered are no longer in print. May we
suggest, for instance, our new series “The Adventures”.
We certainly appreciate your order and hope our
publications will be worthy of your consideration.
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I shall be in Washington on Thursday morning, January 14.
I shall be obliged if you will reserve one single room for me
for that night. If you cannot meet my need, please pass this letter
on to some other first-class hotel that might be able to
accomodate me.
Thank you.
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This is the kind of letter I particularly like to write - a letter
to say «Thank you».
We do thank you for your projects and the good business
you have brought to our company.
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On behalf of the president and Board of Directors of the
Barkobay Corporation, I am writing to express our sympathy
in the loss of your president, Mr. F.W. Haddad.
We realize how much his ability and his wise leadership have
meant to all of you. You will miss greatly, but his example will

remain as an inspiration to you and your associates.
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Congratulations! This is a very special day, not only for your
brilliant son Ahmad, but for both of you, too. His happiness
is a great joy for all of us.
Please give Ahmad and his fiancée our best wishes for their

future happiness.
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May you and all your family share the happiness of your
son and his fiancée.
With our kindest regards.
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1) Will you kindly credit us with this sum.
bl ALl e s of b )
(2) I have instructed my bank to remit the amount of $ 935 for
the credit of your account at «Al-Amal» Bank, Cairo.
Sl 1Y g3 AT0 joa gt (S G pae ) Slees dasl i
Caalall ( JaYy ey 4
(3) It represents the second installment.
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4) All charges are included.
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(5) Please acknowledge receipt.
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(1) Will you please send me a copy of your latest catalog.
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(2) Will you please send us samples of.....
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(3) Provided that you can maintain moderate (competitive,
reasonable) prices.
(Vghne ¢ adls ) ke § land Vyag 0 b2
(4) A prompt reply will be appreciated.
M e ae S O,g.‘..-J
(5) Would you be able to deliver within three weeks of receipt
of order?
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(1) Kindly open a current account in my name.
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(2) We enclose the Bill of Lading and other documents covering
a consigmment of pencils.
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(3) Payment will be made by Letter of Credit confirmed by the
«Roylat» Bank
Sy (0pf cah) ole Oda ol OIS o bl p
RS SR

ohAB™®
RN

AR I



