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41 1 : Dear Sirs,

The Overseas Trading Co. Ltd., London informs us
that you are the most well-known producer of a variety
of sweaters for men and women of all three sizes: large,
medium, and small. Would you please send us details
of your various ranges, including sizes, colors and
prices, and also samples of different materials used?

We are one of the leading department stores here
and believe there is a promising market in our area for
moderately priced goods of the kind mentioned. We
hope that we will be able to conclude some transactions
with you.

We are looking forward to hearing from you soon.

Yours faithfully,

141 2 : Dear Sirs,

Thank you for your enquiry of 11th May, in which
you expressed your interest in our sweaters. We are
enclosing our illustrated catalogue and price-list giving
he details you asked for. Also under separate cover we

are sending you a full range of samples and, when you
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have a chance to examine them we feel confident that
you will agree that the goods are both excellent in
quality and reasonable in price.

On regular purchase in quantities of not less than
five gross of individual items, we would allow you a
trade discount of 30%,

We also export a wide range of hand-made
blankets in which we think you may be interested. They
are fully illustrated in the catalogue.

We hope the samples will reach you in good time
and look forward to your order.

Yours sincerely,
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Application of Cooperation and Polite Principles in Business Correspondences

ZHAO Ru
(Anhui Communications Vocational & Technical College, Hefei, Anhui 230051)

Abstract: In common verbal communication, speakers follow some communication principles so that the

conversation can last successfully, while sometimes speakers flout communication principles for some special

meaning. In this thesis,it discusses the application of cooperation principles and polite principles in the course of

business English correspondences, which produces special conversational implicature and conveys special business

information.
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