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• Letters, faxes and Emails 
• Enquiries 
• Replies and quotations 
• Orders 
• Payment 
• Complaints and adjustments 
• Credit 
• Banking 
• Agents and agencies 
• Transportation and shipping 
• Insurance 
• Miscellaneous correspondence 

  

������ �����  $�%�:  

����
� �"�K L�
�� 
5 �  

 H�9M5.� N���MBA ��5B=:	� O�� ���� $�:6	�� ��)���PI(  

�
5 � DBA ��
�� $�:6	�� ��  

 � ����	��& %����� %Q�	���	�� ���5 
� �1��R AS� T�
� � ��������� 
���...  

�1��R ��&�����
U � T�
� %��������� �"��� �� ���6� � J���  
 

 �	
�� ��&' �' � ��:  

V��5� WX� �� 
�Y�� �B�=:	� ���� �	��  

 


