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Please send us the following information about product X.
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Please send us your latest catalogue.

We should like to see your latest models.
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We ask you to reply quickly in order to be able to request the
needed amount.
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We hope that the items in your catalogue go with our
requirements
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L Ddwho : S
AL MAHA CO - o
of electrical ( > Ifloll a5 ju
appliances . s

Ref. PR/F/2009/27 Dated: Jul.
27" 2009

M/s Bushra Fans

Bushra Complex
Hyderabad Industrial Estate
Hyderabad — 500032

India.

Subject:_Information About The Prices Of Fans
Dear Sir¢

We are dealing in retail trade of electrical appliances.

We would be interested in selling your product, Bushra Fans
through our retail showroom.

Could you, therefore« send us your quotations and let us know
the terms and conditions of payment.

Thanking you,

Yours faithfully,

Hani odeh

Purchasing Manager

AL Jawhara tower« Gaza« Palestine. Tel. 00972 8 28440222 Fax8 28440223
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We thank you for your enquiry letter of .....
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We were pleased to receive your enquiry letter of....
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In reply to your letter of .......
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Reference to your letter of ........
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We have pleasure in offering you the following:-
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e
We enclose our latest catalogue and price list which will give
you full information about

ZALSY (& dniaga Ganlially Y]
The weights and measures are indicated in the catalogue
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We hope the quality of goods meets your expectations.
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Specimen of Quotation Letter

Bushra Laundry Soap va

Ref.-SL/F/2009/12 Dated: Aug. 10" 2009

Mr. Hani Odeh,
Purchasing Manager,
AL-Maha Co.

AL Jawhara tower,
Gaza« Palestine.

Subject: Your letter No. PR/F/2009/27
Dated July 27¢< 2009

Dear Sir¢

Thank you for your letter of enquiry. We would be glad to
meet your requirements of selling our fan in your retail
showroom.

Our quotations are given in the price list enclosed. We offer
10% discount on order above Rs.50<000. Besides, we allow a
grace period of 45 days for payment of dues to our regular
customers.

We are confident that you will find our prices competitive and
our terms and conditions reasonable. We look forward to
meeting your requirements.

Thanking you,

Yours faithfully,

Qadir Khan Wadood
Selling Manager

Encl:
-Price List & Terms and Conditions
Bushra Fans« Bushra Complex« Hyderabad Industrial Estate<Hyderabad — 500032, India.
Tel. 0023 4 508632-35¢ Fax. 508600« -mail: bh@fan.vsnl.net.in¢
Website: http://www.bhfan.com
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mailto:Qudaplatic@yahoo.com

Mr. Qadir Khan Wadood
Selling Manager of Bushra Fans
Bushra Complex

Hyderabad Industrial Estate
Hyderabad — 500032
India.

Subject: Your letter of guotation
No. SL/F/2009/12 dated August 102009

Dear Sir«

Many thanks for your prompt reply to our enquiry letter of
July 27¢ 2009. As we find your prices and terms quite
reasonable, we wish to place a trial order as per the list
enclosed.

As pointed out in our enquiry letter, quality is important.
Should the goods meet our expectations¢ substantial orders
will follow.

Payment will be made within the time limit prescribed in your
guotation letter.

Thanking Yous
Yours faithfully:

signature
Encl;
-Order List Partner

AL Jawhara tower« Gaza« Palestine. Tel. 00972 8 28440222 Fax8 28440223
E-mail: elc@maha.com.ps Website: http://www.maha.com.ps
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We were pleased to receive your order of... for... We beg to
inform you that the goods have been forwarded to your
address to-day.
Have the kindness to place L.E... the amount of the annexed
invoice, to our credit.

Trusting to receive an early repetition of your commands,
which we shall always execute with the greatest care
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We think you may be interested in ............
cuaa e Ll e ) aSala) cald o) s
I'm writing to call your attention to our new......
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This goods is available in our stores for the first time.
Basal) Adle cildualgas aiali daludl
The goods has a high quality.
ol Y U lad
Our prices compare favorably with those of our
competitors.
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We grant a discount of --%o.

() A dasial) Lasdl) Baga
The presented service quality is the best.

pelydd) )@ MAS) Ao Juaad) jéa 4
.aSighi dadl) e i Y
Don’t let the chance (opportunity).

LBagiaa duaslld elighi il g3 Y
We have a little amounts.c Don’t let the
chance(opportunity)

Agadl) M s grdal) (S)lu sl
This offer until finishing the quantities.

haid Ao lia 5139 1000 J5Y amadd) e
The discount is given for the first 1000 sold units.
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Buy soon, before finishing the inventory.
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The goods were damaged by .......
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The goods are not in accordance with the samples.
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The sent quantity differ from our requirement.
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as we needed the This caused us considerable difficulties
goods urgently.

This has caused us considerable difficulties with a number of
clients.

oY) e S 13 WG i
This has caused us a great deal of annoyance.

28 LS Gl deliadl) Baga
The quality of the goods did not meet our expectations.

LAYl de bl cilialse Lilial
We are disappointed with the quality of the goods.
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I'm looking forward to getting your easily response .......

aSislat Jal€ W gt () Jals
We hope you will give us your full co- operation.
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We recommend you to reconsider.
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From a (scientific, commercial, ....... etc.) point of view, | can
suggest the following.
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Please send us replacements for the damaged goods
immediately.
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__ebpall
Specimen of Complaint Letter
AL MAHA CO ol puiwall
For Exports ( > -
and Imports Hanillg
Ref. PR/F/2009/27 Dated: Sep. 5" 2009

M/s Bushra Laundry Soap
Bushra Complex
Hyderabad Industrial Estate
I|—|3aqlerabad — 500032

ndia.

Subiject: Complaint regarding fans

Dear Sir,

| would like to draw your attention to the fact that
some laundry soap are found missing in the parcel,
dispatched by you, which I received today.

It appears that the following items were not included.
Laundry Soap 3Kg.

Laundry Soap 0.5Kg.

We will appreciate if the above Laundry Soap are sent
to us or the amount credited to our account.

Yours faithfully«
Signature
AL Jawhara tower« Gaza« Palestine. Tel. 00972 8 28440222 Fax8

28440223
E-mail: elc@maha.com.ps Website: http://www.maha.com.ps
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We thank you for your enquiry letter dated on ...... which call
our attention to the mistake.

..... o L mSadl ally e by Algall oSl ) 5LEYL

Reference to your letter dated on ...... which you Complain

wie juieyly badl) eigant el Al Glul) muiags .2

e lia e oS sl Wl s
We are sorry for the trouble we have caused you.

Ariadll g Aa) saldl & Cigaell Cauls
We are sorry due to faulty materials or workmanship.
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We are pleased to inform you our approval at the salutation
you present.
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We shall do our best to settle the matter.
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We are ready to exchange the goods immediately.
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We assure you that such mistakes will not recur again.
2l O sl le gl By el
| once again apologize for the inconvenience caused.
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CVv
PERSONAL
INFORMATION
The Name Mohammed Fayez Abu Sulaiman.
1.D: 801263237
Date of birth 03.07.1987
Nationality: Palestine .
Address: Gaza _ el- Nasser o34
Telephone no: +9728 2871256
Jawwal no: +972599 695904
Address email msulaimann@hotmail.com
EDUCATION
QUALIFICATIONS

September, 2005- July, 2007
The Diploma in Secretarial Admin & office
automation, from community college of applied, The
general grade is "VERY GOOD".

April, 2004- June, 2005
Towijihy certificate literary section- Gaza.

THE COURS

e Teaching skills course 20 hours.

e Financial management throngs the internet.
Course Top Fly company.

e The art off providing series course.
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e Marketing through the internet course.

PROOFESSIONAL
EXPERIENCE

September, 2007 tell now
Working as teacher typing in university college of applied
science & Technology.

July, 2007
working in IBDAA society for training and consultation.

July, 2006
Working as a printer "books".

SKILLS

Microsoft office.

Movie maker.

Photoshop

Typing English & Arabic 65 words per a minute.

HOBBIES

e Reading.

e Using internet.
e Swimming.

¢ Playing football.

LANGUAGES

7189 )



e Arabic "very Good".
e English " Fair".

REFEREES

e Mr. Bassam Al Agha- Ahead of fanatical department in
university college of applied science & Technology.-Jawwal:
0599859000

o Mr. Mahmmod skik- Teacher assistant in university college
of applied science & Technology. Jawwal: 0599655568

e Mr. Marwan Al Duhdar- Teacher in university collge of
applied science & Technology- Jawwal: 0599993766

e Mr. same Abu Shamala- Teacher in university collge of
applied science & Technology- Jawwal: 0599487497
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