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{(Speaking on the telephone)

. Hello.

. Hello. Is this Korean Fire Protection Association ?

* Yes.

: Is Mr. Kim in?

. Yes, he is. Who is calling, please ?

* This is Robert Taylor speaking.

: Just a moment please. [’ll connect you with Mr. Kim.

:Hello, Kim speaking. I'm sorry to have kept you waiting.
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> Hello. I'm Robert Taylor. Hello, Hellal can’t hear you very well . Won't
speak a little louder?

. Hello, hello. How'’s this ?

: 1 can hear you well now. How have you getting along recently ?

: Same as usual .

: By the way, are you going to be home‘this evening 7

> Yes, I expect to be home after six o’clock.

: I'd like to drop in for a few minutes if it's convenient. i

. Yes,I'd be glad to have you come. What time shall I expect you?

. Is seven o’clock all right ?

. Fine . Seven o’clock, then.
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> Goodbve. I’ll be seeing you tonight .

you
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An Example of Business Correspondence

It is well-known fact that a very large part of the business of the world is-
conducted by means of correspondence. Therefore it is extremely important to
be able to write good business letters—letters that represent one’s self and one’s
firm to best advantage, _

Here is_ a good example of business letter. This letter was forwarded to direc-
tor Cho of our association from Mr. Pickard, Executive Director of Fire Insurers’

Research and Testing Organisation of England.



Dear Dr. Cho,
Visit of KFPA Trainees to FIRTO

Thank you for your letter dated the 9th January 1982 in reply to mine of the
16th December 1981 relating to the above matter.

In this connection I have now had an opportunity to discuss your alternative
proposals with my senior colleagues and am happy to say that we should be plea-
sed to receive two trainees from KFPA in the latter part of 1982.

There are however certain specific comments regarding this visit which I have been
asked to raise with you.

First,you will recall that FIRTO comprises technically two main divisions- the Con-
struction Division which deals very largely with fire tests on building materials and
structures and the Appliances Division which deals with the evaluation of active fire
protection equipment and systems. With regard to the Construction Division I am bo-
und to point out that the least disruption to the programme of work would occur
if your trainees obtained the information they require by observing the tests which
are carried out after which senior staff of the Division would be available to answer
specific questions regarding techniques, apparatus, instrumentation etc.. Since we op-
erate as an independent commercial test laboratory I am sure you will appreciate
that there are restrictions on the amount of information regarding design and com-
position of the materials or structures tested which can be given to your trainees.

A similar situation obtains in our Appliances Division although here I think a
closer involvement in the evaluation work itself will be possible for your trainees .

As regards dates I should like to suggest that it would be convenient for us if
the trainees could start with FIRTO not earlier than the lst September 1982 and
not later than mid-October 1982.

With regard to the period of time which your trainees may wish to spend with
FIRTO I should explain that we work a 5day week i.e . Monday to Friday. You
suggested in your earlier letter “40 calendar days” and I would accordingly be ha-
ppy for the trainees to spend 6 working weeks with FIRTO.

I have discussed the above proposals with Mr. Nice who will of course be writing
to you separately in due course regarding arrangements with the Fire Research Sta-
tion.

Thank you again for your kind remarks about FIRTO and 1 look forward to he-

aring that you can agree to the proposals I have made concerning the visit to us.

Yours sincerely,

R.W. Pickard,
E xecutive Director
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