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Dear Mr. Jason,

   I am Edmund Mark. I work in the catering business. We met each other at the trade fair last month and you gave me your business card so as to make further contact. Through comparison, we found that the coffee beans sold by your company are of high quality. We were deeply impressed with the rich taste of your coffee beans. I believe that your coffee beans are perfect for ground coffee. As the purchasing manager of a catering company, I have intention to make a bulk purchasing. I am wondering if you can send me more information about you company and products. And I will be much grateful to be notified about your order procedures. 

   I’m looking forward to hearing from you as soon as possible.

Yours sincerely,

Edmund Mark
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Dear Mr. Hawking,

   I have a good feeling about your children garment brand, which is quite fashionable and affordable. I have seen the samples you sent to us. The fabrics are very comfortable, light, and suitable for children. From the conversation that we had at your office, I could tell that you are a veritable entrepreneur. So I would like to join your company and open a chain store in Ottawa. 

   Could you please send me your company profile and the catalogue of you products? My business partner wants to know more about this commercial opportunity. After we hold a consultation about it and make a decision, we will contact you in no time.

Best wishes,

William Pan
