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LESSON 1 HANDOUT 1 Write down the type of business documents in 1 - 5

1……………………………………..

2. ……………………………………….G.M..Electronics Ltd.
Malle Callie 2289
Los Angeles
Ref: 
Super Office Furniture Ltd.
Cambridge Rd.
Cambridge, NE2 4134
England		              16 Jan., 2017
Dear Madams,
We have read an article in “Office News” about your range of visible record system filing cabinets. We are interested in introducing a modern filing system in our main office. We also wish to install an electronic system for the storage and retrieval of data.
Please send us price list and catalogues of your manual and electronic data processing systems, quoting your price f.o.b. London if possible. We are particularly interested in type TW37, so we would be grateful if you would enclose more detailed information about this particular model. 
We look forward to hearing from you soon.
Yours faithfully,
J. Rodriguez,
Office Manager
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3. ………………………………..
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4……………………………………
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KEY
1. Letter of inquiry
2. Quotation
3. Catalogue
4. Invoice
[bookmark: _GoBack]5. Complaint
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Date: Mar 1, 2015

[COMPANY NAME]
[Address] S 887426

[Website]

Name: wawmce Name: wawmce

Address: 414 Park Avenue 51284 Address: 414 Park Avenue 51284

Tel: 555-4123 Tel: 555-4123
Item#  Description Qry Unit price Line total
1 Milk 929 $974.00 $96,426.00
2 Tea " $311.00 $3,421.00

Total: $99,847.00





image6.emf

