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OTka3 - Refusal

1

We regret to inform you that the goods ordered are out of stock/no longer available.

C coxaseHneM coob1iaeM, 4TO 3aKa3aHHBIX TOBAPOB HET B HaAN4YNI/3aKa3aHHbIe
TOBaphl 0OABIIE He ITOCTaBASIOTCS.

2

We can offer you a substitute which is of the same price and of similar quality to the
goods ordered.

MEI MOXeM ITpeAA0KUTh paBHOIIEHHYIO 3aMeHy 3aKa3aHHBIM TOBapaM IT10 TOM Ke
I]eHe I TOTO >Ke KaJyecTsa.

BepHyTbcsa B cogepkanue

Pekanama - Advertising

1

Full service advertising agency offers export advertising, display advertising,
international advertising, outdoor advertising, national advertising, poster advertising,
direct mail advertising, screen advertising, newspaper advertising, press advertising,
radio advertising, television advertising.

PexsaMHOe areHTCTBO € ITOAHBIM IMKAOM yCAYT IIpeAlaraeT BHEIITHETOPTOBYIO
pexkaaMy, n300pa3uTeAbHYIO peKaaMy, MeXAyHapoAHYIO peKaaMy, Hapy>KHYTO
pexaamy, oOIIIeHallIOHAABHYIO peKAaMy, IlAaKaTHYIO peKAaMy, IIPsAMYIO IIOYTOBYIO
pexaamy, SKpaHHYIO peKdaMy, Ta3eTHYIO peKaaMy, peKAaMy B IIpecce, paguopeKkaamy,
peKaaMy 110 TeAeBUAEHUIO.

2

Enclosed you will find our price list with rates for type setting of a page, make up of
a page, one-time publication, a catalogue, a booklet, a leaflet, a poster, a label, plastic
bags, slides, black and white and color pictures, screen time, air time, window dressing,
participation in an exhibition.

IIpmaaraem Hai mpecKypaHT ¢ paclieHKamy Ha HaOop 1 crpaHuiisl, BepcTKy 1
CTpaHUIIBI, O4HOPA30BYIO ITyOAMKAIINIO, KaTaaoT, OyKAeT, peKAaMHBII AMCTOK, I11aKarT,
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STUKETKY, I11aCTUKOBbIe ITaKeThl, CAaiiAbl, YepHO-0eable 1 I1BeTHbIe (poTorpadpum
®KpaHHOe BpeMs, 9pupHOe BpeM:I, 0pOpMAeHNe BUTPUH, yJacTie B BbICTaBKe.

3

We can offer you preferential treatment, rapid processing, a discount of <...> %

ME1 MOXeM ITpeA0KuTh BaM npuBmaernpoBaHHOe 0OCAy>KIBaHIe, ObICTpoe
BBIITO/IHEHIe 3aKa3a, CKUAKY Ha <...> %

4

Our advertising agency is prepared to launch an extensive campaign through
publishing radio and television advertising to stress the exceptional quality of your
product (services).

Harrre pexaaMHOe areHTCTBO TOTOBO HayaTh MIMPOKOMACIITa0HYIO KaMIIaHMIO Yepes
IleyaTh, paAyo U TeAeBUAeHNe, 9TOObI OOpaTUTh BHUMaHNe Ha MCKAIOYUTeAbHOe
KauecTBO Bamrero Tosapa (ycayr).

5
We are prepared to spend an average <...> a year on advertising.
MBpI roTOBBI pacxo40BaTh B cpeAHeM <...> B IO/ Ha peKaamy.

6

Our agents are prepared to supervise all advertising in your area of production.

Harrm pekaamMHBble areHTBI TOTOBBI OCYIIIECTBAATh HaA30P 3a BCell peKAaMHOII
AesITeAbHOCTBIO B Barreit o04acTu Ipou3BOACTBa.

BepHyTbcs B cogepkaHue

Pekanamauuga — Claim

1
We would like to report damage
Mgr xoTean ObI 3aBUTH O TOBPEXKACHUN

2
We would like to report low quality
Mg1 xoTeau ObI 3asIBUTh O HU3KOM KAauyeCTBe
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3
We would like to report defective goods
Ms1 xoTeau ObI 3asIBUTH O U3AAUSX C AePeKTOM

4
We would like to report that the shipment does not correspond to the samples
Mp1 xoTeau Obl 3asIBUTH, YTO IIAPTUS TOBapa He COOTBETCTBYET OOpasiiaM

5
We would like to report the delay in delivery
Mg1 xoTeAu ObI 3asIBUTH O 3a4ep>KKe ITOCTaBOK

6
We would like to report losses
Mz xoTean OBl 3asIBUTH O TIOTEPSIX

7
We would like to report that the goods are no longer of value to us
Mp1 xoTean ObI 3asIBUTH, YTO TOBaphl OOAbIIIe He IIPeACTaBASIOT 4451 HaC IIeHHOCTU

8
We regret to find that you did not send the quantities ordered
MsI ¢ coxxazeHneM OOHaPY KA, YTO BBl HE OTIIPABMAN 3aKa3aHHOE KOANIECTBO

9
We regret to find that you exceeded the order <..> %
MBI ¢ coxxazeHneM OOHaPY>KIAM, YTO BB IIPEBBICUAN 3aKa3 Ha <...> %

10
We regret to find that the shipment was short of...
M= ¢ coxxasennemM OOHapy>KIAH, YTO B TapTUH He XBATalo ...

11
We regret to find that the quality varies considerably from the samples
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M5!I ¢ cokazeHreM OOHapY>KIAM, YTO Ka9eCTBO CYII[eCTBEHHO OTANYAETCS OT
oOpas1ia

12

We regret to find that you have sent goods of inferior quality

M= ¢ cocxaaeHneM OOHapPY>KIAY, YTO BBI ITIOCTaBMAY TOBAaphl 00.1€e HU3KOTO
KavecTsa

13

We would like to point out that we reserve the right to claim damages

MB5I XOTMIM TIOAYEPKHYTE, 4YTO MBI OCTaBAsIeM 3a OO0 IIpaBo TpeboBaTh
BO3MeIIeHIs1 YOBITKOB

14

We would like to point out that we reserve the right to refer the matter to arbitration

MBb1 XOTHM TIOAYEPKHYTh, 4YTO MBI OCTaBAseM 3a cOOOI MpaBo nepesaTh 440 Ha
paccMoTpeHne B apOUTPaskHBIA Cy4

15
We would like to point out that we reserve the right of an appeal
MpI XOTHM ITIOAYEPKHYTh, YTO MBI OCTaBAsIeM 3a COOOI IIPaBO Ha aIleAAsIIIO

16
We would like to point out that we reserve the right of a claim
M1 xoTM IIO44YE€PKHYTH, YTO MbI OCTaBAsIEM 3a coboi1 IIpaBO Ha MCK

17
We would like to point out that we reserve the right of a cassation
MBI XOTUM IIOAYEPKHYTh, UYTO MBI OCTaBAsIeM 3a cOOOTI IIpaBO Ha KacCallIo

18
We would like to point out that we reserve the right to cancel the contract
MBI XOTUM IIOAYEPKHYTh, UYTO MBI OCTaBAsIeM 3a COOOII IIPaBO PaCTOPTHYTh KOHTPAKT

BepHyTbcs B cogepkaHue
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Xaao6a - Complaint

1

We are disappointed to find that the quality of the goods you supplied does not
correspond with that of the samples submitted.

C pa3odapoBaHeM 06Hapy>1<1/[/u/1, 9TO Ka4geCTBO II0CTaBA€HHbBIX BaMI1 TOBApPOB He
COOTBETCTBYeT IpeACTaBAeHHBIM OOpasIjaM.

2

To prove our statement we are enclosing one of these samples and a cutting of the
material received yesterday.

B kauecTBe g0KazaTeAbCTBa IIpMAaraeM OAVH 13 OOpa3LioB U AOCKYT I1OAy4eHHOI
BUEepa MaTepUIL.

3

We are prepared to retain these unsuitable goods, but only at a substantially reduced
price.

MBI rOTOBBI OCTaBUTBD y Ce0s1 DT HEIIPUTOAHBIE TOBAPhI, HO TOABKO IIPU YCAOBUI
CYIIIeCTBEHHOTO CHV>KEHUS 1I€HBI.

4

This delay is causing us great inconvenience, as we have promised our customers
early delivery.

3ajeprKKa KpaiiHe HEIIPUATHA, TaK KaK MBI 00eIaau CBOMM KAMEHTaM OBICTPYIO
IIOCTaBKYy.

5

Please look into the non-delivery of the <Product name> were ordered on <Date>.

ITpocum pasobparscs ¢ Hegocraskoit <HanMeHoBaHme TOBapa>, 3aKa3aHHOTO HAMM
</Jata>.

6
This order was placed on condition that we received the machines by <Date>.
DTOT 3aKa3 ObLA pa3MelrieH Ha YCAOBUM ITOAydeHsI HaMu 00opyaoBaHis K <Jara> .
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7

We shall be compelled to cancel our order if the goods are not received by the end of
next week.

Ms1 OyaeM BBIHY>KA€HBI OTMEHUTH 3aKa3, €CAU TOBaphl He OyAyT IOAy4YeHbI 40 KOHITa
cAeAyIoIen HeAeA .

8

Two cases in the consignment were found to be damaged on arrival. We have
marked the consignment note accordingly.

[Tpu noaydenun rpysa 65110 OOHaPY>KEHO ABa ITOBPEXKAEHHBIX snKa. Mbl caeaaan
COOTBETCTBYIOIIYIO 3aIl/ICh B KOHOCAMEHTE.

BepnyThbcsa B cogepxanme

OTBeT Ha XAaAoOy - Response

1

After investigating your complaint, we have ascertained that an error was made in
our dispatch department.

V3yaus Bairy >kaa100y, MBI IIPUIIAN K YOEKAEHUIO, YTO CO CTOPOHBI HAIIIero OTAela
A0CTaBKY OINMOOK He OBLAO.

2
We very much regret having given you a cause for complaint.
M5 cokazeeM, 4TO 4aAM BaM IIOBOJ A5 KaA00BbI.

3
Steps are being taken immediately to ensure that such mistakes do not occur in
future.

ITpuHMMAIOTCSI CpOYHbIE MePHI 445 IIPeJOTBpaIeHNs T0A00HBIX OIITMOOK B
Oyay1ieMm.

4

Please accept our sincere apologies for this delay and the trouble it has caused you.

IToxxaayiicTa, IpUMNTe HAIIIV VICKPEHHIE 3BUHEHS 3a 3a4eP>KKy U Hey400CTBa,
BOSHIKIIINIE B DTOVI CBS3IL.
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5

Since this delay is beyond our control, we cannot assume any liability.

ITockoabKy 3asep>KKa IIPOU30IILAa He 10 HaIllell BIHe, MBI He MOXKeM IIPUHSATH Ha
ce0s1 KaKy10-A100 OTBETCTBEHHOCTb.

6

Your claim has been passed on to our insurance company, who will get in touch
with you soon.

Bara nipetensust Obl1a HallpaB/AeHa B HAIIly CTPAXOBYIO KOMIIAHUIO, KOTOPast
CBSIKETCSI C BaMI B OA1KaiiIee BpeMsl.

7
We apologize for the delay and enclose our credit note / rectified invoice.
MBb1 n3BuHsIEMCS 3a 3a4€P>KKY U IIpularaeM Kpe4uToBOe aBu30 / MCIIPaBAeHHBIN

cyeT-PakTypy.

8
A replacement for the faulty equipment was dispatched today.
Cerogns1 Op110 OTTPY>KeHO 00OpyA0BaHe B3aMeH OpaKOBaHHOTO.

9

If you keep the damaged goods, we are prepared to invoice them at 50% of the list
price.

Ecamu BBI OcTaBuTe y Ce0s1 IIOBPE>KAEHHBIN TOBAP, MBI TOTOBBI 3a4€CTh €TI0 110 IIeHe Ha
50% H1Ke, yKa3aHHOI B cUeTe.

BepnyTtbcsa B cogepxanmue

Yctynka - Concession

1
Your offer was disappointing; we had expected better terms.
Barre ripejaoskenue pazouyapoBado, Mbl OKIMAAAN AYYIINX YCAOBUIA.

2
The products you sell are not suitable for our market unless....
IIpeasaraemble BaMu TOBapHI He IIOAXOAAT AAs HAIIIETO PBIHKA, €CAY TOABKO...
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3

We can only consider placing an order if you can give us a price reduction of 10%.

MBbI rOTOBBI PaCCMOTPETH BO3MOXKHOCTb Pa3MellleHNs 3aKa3a, eCA BBl IIPeJOCTaBUTe
ckuaxy B 10%.

4

As far as payment is concerned, we usually do business on a 3 months' credit basis.

Ilo HOBOAy OILAaThI: OOBIYHO MBI BegeM Hallll Aea Ha YC/IOBI/I}IX TpeXMEC}IqHOFO
KpeAUTOBaHI.

5
We trust you can see your way clear to making us a price concession.
Mpbr I1o4araeM, 9TO BbI SIBHO I'OTOBBI ITPEAOCTaBUTh HaM YCTYIIKY B II€HE.

6

We agree to make a reduction in price if this will help you to develop your market
for our products.

M1 coraacHbI CHUBUTD eHy, eCAan 5TO IIOMOZKET BaM B IIPOABVI>KEHVE€ HallllIX
TOBApOB Ha BaIll PHIHOK.

7

In reply to your request, we are willing to allow you an extra discount of <...> % on
this order/ a longer credit period.

B oTBer Ha BaIly Ipocs0y: MBI TOTOBBI IIP€AOCTaBUTh BaM AOIIOAHUTEABHYIO CKIAKY
B <...> % AAs1 DTOTO 3aKa3a / IPOAAUTb KPeAUTOBAHIIE.

8

Since we should like to enter the market in your country, we have cut our margin of’
profit to give you the benefit of a 4% reduction.

ITockoABKY HaM XOTeA0Ch OBI BBIIITU Ha PBIHOK BaIllell CTpaHbl, MBI COKpaIljaeM
HaIIly IIpUOBIAB C TE€M, YTOOBI IIPeAOCTaBUTDh BaM IIPeUMYINecTBo 4% CKUAKIL.

BepuyThbcs B cogepkaHue
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OTrpy3ka - Delivery

1

Should your trial equipment prove satisfactory, we are prepared to place an order

B cayuae, ecan mpoOHas mapTus 000pyA0BaHNs OKaXKeTCs YAOBATBOPUTeABHOTA,
MBI TOTOBBI pa3MecTUTD 3aKa3.

2
Please, send us your delivery conditions
HpOCI/IM BbICAATh HAM YCAOBI/I}I ITIOCTABKIU.

3
Please, confirm the delivery date and delivery schedule.
HpOCI/IM IIOATBEPAUTD AATy U Tpa(l)I/IK ITIOCTaBOK.

4

We deliver equipment against an irrevocable letter of credit.

MEr ocy1riecTBAsIEM IIOCTaBKU 000PYAOBAHIS TP BHICTaBAEHNN OE30T3BIBHOTO
aKKpeAUTHBA.

5
Cost of packing is included in the price
CTOMMOCTB YIIaKOBKI BKAIOUEHO B LIEHY.

6
We insist on a minimum order of <...>
Ml HacTarBaeM Ha MUHMMaAbHOM 3aKase B KOAMYECTBe...

7
The offer is valid till <...>
IIpeasosxeHue ocraeTcs B cuie A0 <..>

8
We arrange equipment delivery by truck
Mm1 gocraBasieM 0OOpya0BaHNe Ha IPy30BMKaX
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9
We arrange equipment delivery by railway
Mp1 gocTaBasgemM 00Opya0BaHNe I10 JKeAe3HON A0pore

10
We arrange equipment delivery by ship
MEr gocTaBaseM 000Opya0BaHUe MOPeM

11
We arrange equipment delivery by air
M=1 gocTaBasiemM 060pyA0BaHe BO3AYIITHBEIM TPaHCIIOPTOM

12
We deliver the equipment on palettes
Mrr mocraBasiem 060pyAoBaHIe Ha TI0A0HaX

13
We deliver the equipment in crates
Mzsr ntocraBasieM 060pyAOBaHNUE B SIIIIVIKAX

14
We deliver the equipment in containers
M5 mocraBasieM 00OpyAOBaHNE B KOHTETHepax

15
We deliver the equipment on frames
Mu1 nocraBasiem 060pyAoBaHMe B KA€TKaX

16

We deliver assembled (disassembled) equipment packed in <...>

MBpI nIocTaBAsieM CMOHTHPOBaHHOE (4€MOHTHpOBaHHOe) 0DOpyAOBaHIe,
yIlakoBaHHOe B <...>

17
Immediate delivery is required.
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ITpocum cpo4YHOI ITOCTaBKIA.

18
We expect your deliver on <Date>
Mur oxxugaeMm Barmeit mocrasku </arta>

19
The delay in delivery was caused by <give the reason>
3a4ep>1<1<a [IOCTaBKM Oblaa BhI3BaHa <yKa)KI/ITe HpI/I‘H/IHy>

20
The delay in delivery is the fault of <give the reference>
3ajep>KKa ITOCTaBKI IIPOU30IILJa 110 BUHE <AaliTe CCBLAKY>

BepuyThbcs B cogepkaHue

Popma oTnAaTbl — Payment

1
cash in advance
IIpesomnaata HAAMIHBIMHI

2
cash with order (c.w.0.)
Haanuneiin pacyer nipu Bbldade 3aKasa

3
cash on delivery (c.0.d.)
Ornaata mpu gocraBke

4
Payment quarterly/monthly/at sight.
OraaTa IOKBapTaAbHO/€XXeMeCSIIHO/TIO IIPeAbSIBAEHUIO
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5
Our usual terms are cash against documents
Harmm o6braHbIe yCAOBIMSI: HAAWYHBIE IIPOTUB AOKYMEHTOB.

6
(c.a.d.)/pro-forma invoice.
Haanuanele npotns AOKYMeHTOB/ cueT-paxkTypa

7
We can allow you three months' credit for future orders.
A5 IOCAeAYIOITX 3aKa30B MBI MOXKeM IIPeAOCTaBUTh BaM TPeXMeCIIHbIN KpeANT.

8

As our prices are so favorable, our terms of payment are 30 days net.

B cBs13m TeM, 4YTO Halllll II€HbI BeCbMa BBII'OAHBI, OIl1aTa AO0A>KHa OBITH ImponsseaeHa
IIOAHOCTBIO B TeYeHe TPUALIATU AHEN.

9

For a quantity of <...> or more, we can allow you a special discount of 2% on the
prices quoted.

ITpu ycaosunm 3akynku 0oaee <...> M34eANiT, MBI MOXKeM IIpeAOCTaBUTh BaM
ABYXITPOLIEHTHYIO CKUAKY.

10
The quantity discounts vary according to the size of the order.
KoanuecTsennast CKIAKa 3aBUCUT OT oOpeMa 3akasa.

11
Your initial order is subject to a special discount of 2%.
/251 BaIIIeTo IepBOro 3aKasa IIPejoCTaBASeTCs CKUAKa B 2%.

12

We can grant you 3% discount on orders exceeding $100 in value/on repeat orders.

MpsI MO>KeM ITpeAO0CTaBUTh BaM CKIAKY B 3% Ha 3aKa3bl, CyMMa KOTOPBIX IIPeBbIIIaeT
100 a0aaapos CHIA/mpu ycA0BUM HOBTOPHBIX 3aKa30B.
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13

We have quoted special prices, and therefore the offer is not subject to the usual
discounts.

MB5I mpe410K1AM CIielabHble IIeHbl, II09TOMY Ha 9TOT 3aKa3 CKIAKa He
I10/1araeTcsl.

14
c.i.f./CIF (cost, insurance, freight)
CH® (ctonmocTs, cTpaxoBaHue, GppaxT)

15
c. &. f./CF (cost and freight)
KA® (croumocts 1 Pppaxr)

16
f.0.b./FOB (free on board)
®OB (ppanko-60pT)

17
f.a.s./FAS (free alongside ship)
DAC (Pppanko-ipnuan)

18
f.o.r. /FOR (free on rail)
POP (PppaHKO-BaroH)

19
franco domicile, free (buyer's address)
dpanko-gomMuIna; $ppaHKo (agpec MOKyIaTeAs)

20
ex works/ex factory
PpaHKo-3aBO/,
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21
These prices are ex warehouse.
YKasaHBbI 11eHbI (PPaHKO-3aBOJ,.

22
Freight and insurance to be paid by buyer/by you.
TpaHcriopTIpoBKa I CTpaxoBKa 3a cYeT ITOKyIlaTeAs/3a Balll CYeT.

23
Delivery can be made from stock/ is not included in the price.
/locTaBKa BO3MOXKHA CO CKAaja/He BKAIOUeHa B IIeHY.

24

Delivery will be made within two months of receipt of your order.

JoctaBka OyJeT mponsseJeHa B TeueHe AByX MecCsIleB C MOMEHTa IOAyJeHs
BaIllero 3aKasa.

25

Your order for shipment per <ship> on <date> was collected yesterday by your
forwarding agent.

Bam rpys, 3anaanupoBaHHbIN K OTIIPaBKe Ha <Ha3BaHIe CyaHa> <gaTa OTIpaBKI>
Ob14 ITOAY4Y€H BUYE€pa Bammuwm TPaHCIIOPTHBIM areHTOM.

26

We have pleasure in informing you that your order is now ready for dispatch and
await your instructions.

Msp1 ¢ yaoBaeTBOpeHreM MHQOpMUpYyeM, 4To Balil 3aka3 roTos K OTIIpaBKe, U MBI
XAeM Bammm ykazaHumii.

27

Your goods were dispatch this morning, carriage forward as requested.

Bamr Tosap Ob1a oTrpy>keH cerogHs yrpoM. Kak mpocman, TpancnopTuposka 3a Barm
cyer.
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28

In view of the urgency of the order, we have dispatched it today by <...>, so that the
goods should reach you tomorrow.

BBuAy cpoYHOCTM 3aKa3a MBI OTIIPABIUAMN IPY3 IO <...>CETOAH:I C TeM, YTOOBI 3aBTpa
OH OblA y Bac.

29

We enclose our pro-forma invoice, on settlement of which your order will be
dispatched without delay.

Me1 npuaaraem Haiir caet-pakTypy, IIOCA€e OIAaThl KOTOporo, Bamr 3akas Gyaer
OTIIpaBAeH 0e3 IpoMeAAeHIsL.

30

We have today executed that part of your order which we could supply from stock.
The remainder may be subject to a delay of three to six weeks. Our invoice for the goods
dispatched is enclosed.

CeroAHs1 MBI BBIIIOAHMAM Ty 4acThb Balrero 3akasa, KOTOPYIO CMOTAMU IIOCTaBUTh CO
ckaaga. Ocrasmmyics ToBap 6y4eT TOTOB yepe3 TpU-II1ecTh HeAeab. Harr cuet Ha
OTHpaBAeHHbHZ I'pys nipmAaaraeTci.

31

Your order has been dispatched by road transport to avoid risks of frequent
handling

UtoOn1 130e3KaTh 4acTO IOTPY3KU-BBITPY3KM, MBI OTIIpaBMAM Barn 3akas HazeMHBIM
TPaHCIIOPTOM.

BepHyTbcs B cogepkaHue

¥Ynakoeka - Packing

1

The 0,5 liter size tins of paint will be supplied in strong cardboard cartons containing
<..> tins. Gross weight <...> kg. The 1-liter size will be packed in cartons of also of gross
weight <..> kg.

bankn ¢ kpackoir eMkocTbio 0,5 4 OyAyT ITOCTaBAEHBI B IIPOYHBIX KaPTOHHBIX
KOpoOKax 110 <...> IIT. B KaXA01. Bec 6pyTTO <...>. Banku emkoctsio 1 4 6yAyT Takxke
yIlaKOBaHBI B KOpoOKu. Bec 6pyTTO <...>.
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All powders are wrapped in polythene bags and packed in tins, the lids of which
sealed with adhesive tape.

Bce chimyune Matepuaasl pacgacoBBIBAIOTCS B ITOAMDTUAEHOBBIE MEIIKU 11
YIIaKOBBIBAIOTCSI B JKECTSIHbIE €MKOCTY, KPBIIIIKI KOTOPBIX 3aIledaThIBalOTCs KAEMKOI
A€HTOI.

3

Fiberboard boxes are used to reduce freight. These boxes are not returnable.

Slmuky 13 ToppUPOBAHHOTO KapTOHA MCIIOAB3YIOTCS A YMEHBIIIeHNs Beca. DTI
SIIVKY He II0AAeXKaT BO3Bpary.

4

We supply <...>in <..>kg. and <...> kg. sacks of impregnated jute, so contamination
during transport is unlikely.

MpsI mocraBasieM <...> B MEIIIKax BECOM I10 <....> Ka>KAbIil. MeIIK 13rOTOBAEHbI 113
IIPOIIMTAHHOTO AKYTa, 9TO JeAaeT KOHTaMIHAIINIO BO BpeM:I IIepeBO3KIA
Ma/0BEePOATHOIL.

5
All bags have an inner waterproof lining.
Bce Memku MMeIOT BOAOHEIIPOHNUITAEMYIO OCHOBY.

6

We supply these machines in specially designed crates. If not returned to us within 3
weeks, the crates are charged to you at $<...> each.

210 o6opy40BaHI/1e MBI IIOCTaBAsIEM Ha CIIelIMaAbHO CKOHCTPYMPOBAHHBIX ITOAAOHAX.
B cayuae HeBo3Bpara Taphl B TeueHue 3 HegeAb, CTOMMOCTb II0440HOB OyJeT oTHeceHa Ha
BaIll cyeT 110 neHe $ <...> 3a IITYKY.

7

All export <...> are wrapped in strong waterproof material at the port and packed in
pairs in lightweight crates.

Bce okcriopTHEIe <...> yIIaKOBBIBAIOTCS B BOAO3AIIUTHEIN MaTepuaA B IIOPTY U
IPy3:TCs Ha AeTKue 0 AO0HBI II0TIapHO.
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A special crate with reinforced bottom will be needed for the transport of such a
large machine, and both padding and bolting down will be essential. The cost would be
in region of $<...> plus total freight charges of $<..>.

/A5 TPaHCIOPTUPOBKYM TaKOTO DOABITIOTO CTaHKa ero HeoOXOAMMO 3aKperuTh
6oaTamMu Ha CIIelaAbHOM I104/J0He C YCAEHHBIM OCHOBaHMEM ¥ aMOPTU3aTOPaMIAL.
Ilena Takoro mogaoHa ,0y4eT B paitoHe $ <...> ILAI0C CTOMMOCTb TPaHCIIOPTUPOBKIA.

9

To save freight we suggest packing in a crate with reinforced base, and overall
waterproof wrapping. A solid case as proposed by you would be uneconomical Export
crates for goods of the type you name are completely enclosed by plywood, and firmly
battened.

,Zl/l?[ YKOHOMIMN Ha AOCTaBKe MbI IIpejdaraeM yIIaKOBKY Ha I10440HaX C yCIA€HHbBIM
OCHOBaHIEM U IIOKPBITHEM BOJO3aIIIUTHEIM MaTepraaoM. LleAbHbIN AMMK, KaK BBl 9TO
npeJaaraete, OyeT HEOKOHOMUYHBIM. DKCIIOPTHEIE ITOAAOHBI A5 TOBapa, KOTOPHII BEI
YIIOMIHaeTe, 11eAKOM OOIIMBaIOTCsI (paHepOIl M ITAOTHO 3aKOAa9MBaIOTCA.

10

Partial boarding of the crate will save freight and give ample protection to the
contents.

YacrnaHast orpyska Ha I0A40HbBI COKOHOMMUTB CTOMMOCTH ITIEPEBO3KI U B
AOCTaTOYHOI Mepe IIPeAOXPaHNUTh COAEPKIIMOE.

11

Export orders are put up in strong cases, cleated and wire-strapped. Solid packing
and stuffing inside the cases gives protection from vibration and jarring.

DKCIIOPTHBIE 3aKa3bl YIIAKOBBIBAIOTCS B KPEIIKNE SIIIVKY, OOUThIE peliKaMi 1
IIepeTsIHYThle MeTaAANYeCKON AeHTOI. I110THas yI1akoBKa 1 3aI10AHEHHBIE ITyCTOTHI
3alUIAIOT OT BUOpAIU U TPSICKIU.

12

A light case reinforced by battens would meet your requirements and be much
cheaper than a solid wooden case, as the former would be non-returnable.

/lerkue AITMKY, yCUAEHHbBIe I.AaHKaM¥ OTBeYaloT BallliM TpeOOBaHMsAM U 000y TCs
AellleBJe, YyeM MacCUBHBIe AepeBsHHBIe SIUKY, TaK KaK MX He TpeOyeTcs BO3BpalliaTh.
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<..>is supplied in 500-kg drums. The drums are of steel, with double hooping as
reinforcement.

<..>nocrasasercs B 500-K110rpaMOBBIX OOUKaX, CTSIHYTBIX 4151 SKECTKOCTU ABYMsI
oOpy4yamm.

14

These products are available in strong metal drums of 1, 2, 5, 10 and 20 liters. The
most economical size for you would be our 50-liter carboy. Carboys may retained by
you without charge for 2 months.

DTy TOBaphl OCTABASIOTCA B METaAANYeCKNX eMKOCTsAX 110 1, 2, 5, 10 n 20 anTpos.
Aas Bac Haubo1ee PKOHOMUYHBIM pazMepoM OyayT OyTeian 1o 50 Antpos. byTeran
MOTIYT OCTaBaTLCsl Y Bac B TedeHle 2 MecslleB 0e3 AOMOAHNUTeAbHON OIlAaThl.

15

All preparations, chemicals, etc., are supplied in stout fiber drums of 50 kg capacity,
and wrapped in sealed polythene bags.

Bce COCTaBbI, XIMIMKAAVN 1 T.A., IIaKYIOTCI B IIOAMDTNAE€HOBDIE 3allasIHHbIE MEIIKU 11
ITOCTABAAIOTCI B ITPOYHBIX TOCpr/IpOBaHHle 60qKax, BMeCTUMOCTHIO 50 KT.

16
Pitch and tar are delivered in wooden barrels of capacity 200 liters.
CMoaa 1 A4eroThb ITOCTaBASIIOTCA B AePeBsIHHBIX OOYKax eMKOCThIO 200 4.

17

We will pack the material in bales of size approx. 2 meters length and 3 meters girth.
The protective canvas will be provided with ears to facilitate lifting.

Mp1 yriakyeM MaTepuaA B TIOKM pasMepoM NPUOAM3UTEABHO 2 MeTpa B AAUHY 1 3
MeTpa B OKPY>KHOCTI. /A5 yA00CTBa BO BpeM:I IIOTPY3KI-BBITPY3K! YITaKOBOYHAs TKaHb
OyAeT MMeTh IPOYIIIIHEL.

18

When the various items of your order are complete in our warehouse we will pack
them into bundles of suitable size for shipment.

Koraa Barm 3axka3 OyaeT cpopMupoBaH Ha HallleM CKAaje, MBI yIIaKyeM ero B TIOKI
IIOAXOASIIIETO AA5 TPaHCIIOPTUPOBKM pa3Mepa.
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We do not object to packing in cartons, provided the flaps are glued down and the
cartons secured by metal bands.

Ms1 He BO3paskaeM IPOTUB YIIAaKOBKY B KOPOOKU IIPU YCAOBUY, €CAV OHM 3aKA€€HBI
U CKpeIlZeHbl MeTaAANYeCKON A€HTOI.

20

Please limit the weight of any one carton to <...> kg and metal strap all cartons in
stacks of <...>.

IToxxaayiicTa, 1103a00THTECH O TOM, YTOOBI BeC KOPOOKM He IIpeBhIIIaa <....> KI.
Kopo0Okn Heo6x041MO cocTaBuUTh B IITabeas I10 <....> IITYK B Ka3KAO0M U IIePETSHYTh
MeTaAANYECKON A€HTON

21

If cartons are used, please supply each <....> in strong polythene bags to ensure
protection from damp.

Ecan ncnoan3yiorest KOpoOKM, MOXKaAyiicTa, yHaKylTe KaXKAblil <..> B IIPOYHbIN
MMOAUDTUAEHOBBIN MeIIoK, 4TOOBI OOECIIeUUTh 3amunTy OT CBIPOCTU.

22

Please sort the smaller metal parts in canvas bags before packing in crate.

IToxxaayiicra, riepe IOTPy3KOi Ha IMOAAOHBI PacCOPTUPYIITE MeTaAANdeCcKe YacTu
MeHBIIIeTO pazMepa 110 MaTepJyaTbiM MeIIKaM.

23
Please wrap each item separately in grease-paper.
IToxaayiicra, 3aBepHUTE Ka’KABIN IIpeAMeT B IIpOMacJeHHyIo Oymary.

24
Crates must not exceed an overall length of <...> meters.
ITo aaMHe 1TOAAOHBI HE AOAKHEI IIPEBHIIIATh <...> METPOB.

25
The bottom and back of the crate must be strongly boarded.
OcHoBaHMe U 3a4HS 4acTh 1104 40Ha 4OAKHBI UMETh YCUAEHHBIe Kpasl.
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Packing in sturdy wooden cases is essential. Cases must be nailed, battened and
secured by overall metal strapping.

Y1akoBKa B IIPOYHEIE JepeBsHHbIe ANMKN 0OsA3aTeAbHa. SIMIKI 40A5KHBI OBITH
3aOMTHI TBO3ASMU, OOIINTHI peiiKaMU 1 IIePETSIHYTH MeTaAANIeCKOIl A€HTOIA.

27

<..>and all delicate parts are to be wrapped in soft material and firmly packed in
cardboard boxes. These in turn are to be packed in cases in such a manner that
movement inside the cases is impossible.

<..> I IIpouMe XPYIIKIe AeTaau AOAXKHBI OBITh OOEPHYTHI B MATKYIO MaTePUIO 1
II10THO YAO>K€eHBI B KapTOHHbIe KOpoOku. KopoOku, B cBOIO ouepeab, 40AKHBI OBITH
yAO)KeHbI B JAIIVIKV TaKIM o6pa30M, 4TOOBI He AOHyCTI/ITb "X ABVI>KEHIIST BHyTpI/I

28
Cases must have an inner lining of stout, damp-resisting paper.
SIIVKY M3HYTPU AO0AKHBI OBITH BBLAO>KEHBI IIA0THOI, BAarOCTOMKOI OyMaroii.

29

The packets must be made up in piles of suitable size before being given their air-
tight tinfoil cover, and then packed in cases. The cases must be cleated and battened so
as to eliminate the risk of damage by pressure.

ITakeTsl, 1Ipexxae, 4eM OHI OyAyT TepMeTH4ecK! 3aKpPhIThl (POABIO, HEOOXOAMMO
CAOXUTH B IITabeAn MOAXOASAIIErO pa3Mepa U YAOKNUTD B AMTUKU. SITUKN A0AKHBI
OBITH OOMTHI peiiKaMI TaK, YTOOBI X HEeAb3s1 OBLAO pa3AaBUTh.

30
Please cut vent-holes in the cases to minimize condensation.
ITosxaayiicra, caeaarniTe MpoOpe3N B sIITUKaX, YTOOBI YMEHBIITUTH KOHAEHCAT.

31
Overall measurements of each case must not exceed <...>.
PasmepsnI Ka>XkKA0TO SIIVKa He A0AKHBI IIPEBBIIIATSH <...>.

32
Please supply 4 carboys, heavily padded and packed in a single crate.
HO)I(aAYﬁICTa, Ha OTA€AbHBIX IIOAAOHAaX C aMOpTM3aTopaMul IIPUIIANTE 4 6YTI)I/H/I.
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Please make our order up into bales of about <...> kg., covered with waterproof
fabric and strapped vertically and horizontally with metal bands.

[ToxkaayvicTa, yraky¥iiTe Halll TOBap B TIOKM IPUOAM3UTEABHO I10 <...> KT, 3aKpOJTe
X BOAO3AIINTHON TKaHBIO U IIEPETSIHUTE MeTaAANIeCKON AeHTO BA0Ab U ITOIIePeK.

34

When packing, please take into account that the boxes are likely to receive rough
handling at this end and must be able to withstand transport over very bad roads.

ITpu yrakoBke SIIIMKOB, ITOXKaAyTICTa, IPUMITE BO BHUMaHIIE, YTO Ha Hallleit
CTOpOHE C HUMU OyAyT 0OpamiaThcst HeOPEXKHO, I UM IIPEACTOUT BblAep>KaTh IIePEBO3KY
II0 OYeHbD I1I10XUM JOpOTaM.

35

We give you on the attached sheet full details regarding packing and marking. They
must be strictly observed.

Ha oraeapnom aucte Mpl ipuaaraeM AeTaAbHble MHCTPYKIIUMA I10 yIIaKOBKe U
MapKnposke. OHI 40AKHBI OBITH CTPOTO COOAIOAEHBI.

36

The greatest care must be given to packing and crating, as any damage in transit
would cause us heavy loss.

HamnboabIiee BHUMaHMe 40AKHO OBITH yAeA€eHO yIIaKOBKe U IIOIpy3Ke, T.K. 4100011
yIiepO IIpu IlepeBo3Ke MOKeT IIPUBECTU K 00ABIIINM YOBITKaM.

37

Please convey the finished goods by your own transport to our forwarding agent's
warehouse, where they will be repacked for shipment.

IToxaayiicTa, Ha CBOeM TPaHCIIOPTe AOCTaBbTe TOBap Ha CKAa/ HaIllero
TPaHCIIOPTHOI'O areHTa, Ile ero rnepeynakyior 44s IepeBO3KI.

38
When packing is complete, please notify our agents, Messrs. <...>
Korga ynakoska OyseT 3aKoHUeHa, IIOKaAyiiCTa, yBeJOMIUTe HalllX areHTOoB <...>.
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Please use normal export containers unless you receive special instructions from our
agents.

[ToxxaayiicTa, MCIIOAB3YTITe OOBIYHbIE KOHTEITHEPHI, €CAM TOABKO BBl HE IIOAyYNUTe
AOTIOAHUTEABHBIX MHCTPYKIINIT OT HAIIIMX areHTOB.

40

As the goods will probably be subjected to a thorough customs examination, the
cases should be of a type which can easily be made fast again after opening.

ITockoabKy TOBap BepOsATHO OyAeT ITOABEPTHYT TIIaTeABHOMY TaMOKEHHOMY
AOCMOTPY, SAIITUKU AOAXHBI A€TKO 3aKPhIBAThCA.

41

Rope or metal handles should be fixed to the boxes to facilitate carrying. No grip-
holes must be left in the boxes.

a5 061erdeHus IOrPy3KU-BBITPY3KI Ha SIINMKAX 40AXKHBI OBITh BEPEBOUHBIE AN
MeTaAAndeckye pydky. HMKakyx mpoyImH B AITMKaX He OCTaBASTD.

42

We are pleased to advise you that your order no. <...> has been dispatched, packed in
12 100 kg. cases, in accordance with your instructions.

Hawm mpustHO cooOmuTs, uyto Barmt 3akas No... Op11 otripasaes B 12 100-
KIA0TPaMOBBIX AIINMKaX COTAacHO BaImmm MHCTPYKITUAM.

43

As requested, we have included a packing note with your goods, and have pleasure
in enclosing a further copy of the note.

Kak nmpocnan, BMecte ¢ rpy3oM Ob14 OTIIpaBA€H YIIaKOBOYHBIN AVICT, KOIINIO
KOTOPOTO MBI HallpasaseM Bam.

44

The enclosed invoice shows a charge of $3 each for carboys. The amount involved
will be credited to you on receipt of the returned empties.

B npuaaraemoM cuete ykaszaHa 1ieHa $3 3a OyTsrap. CTOMMOCTD Tapsl OyAeT OTHeCeHa
Ha KpeauT Barrero cuera 1o moayyeHun Tapsl 0OpaTHO.
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Please return empties, carriage forward, to our depot.
IToxxaayiicTa, BepHUTE IIyCTYIO Tapy Ha HaIll cKAaj. TpaHCIIOpTHpPOBKa 3a HAIIl CYeT.

46
Cartons are not charged and are not returnable.
CrouMocTh SIMIMKOB HE BXOANT B IIEHY, a JIIMKNM BO3BpaTy He I1o44e>KaT.

BepHyTbcsa B coaepkanme

YcaoBus Hauma — Employment Terms

1
The job requires experience
Aas paHHOV PabOTHI TPeOyeTCs OIBIT pabOThI

2
The job requires professional training
Aas sanHOI paboThl TpedyeTcs podeccroHaAbHasI TIOATOTOBKA

3
The job requires good educational background
Aas agaHHOM paOOTH TpeOyeTcs Xopolilee 0Opa3oBaHIe

4
The job requires sense of responsibility
Aas AaHHOI pabOTHI TPeOyeTCsI 4yBCTBO OTBETCTBEHHOCTI

5
The job requires ability to deal with people
Aas AaHHOI paboOTHI TpedyeTcs yMeHue padoTaTh C AI0ABMU

6
The job requires excellent reputation
Aas AaHHOI pabOTHI TpeOyeTcs OTANYHAs pelryTarus
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The job requires knowledge of the language
Aas saHHOM paOOTH TpeOyeTcs 3HaHMe sA3bIKa

8
Please send us letter of application
HPOCI/IM BpICAaTh HaM IIMCbMO-3asIBKY

9
Please send us personal autobiography
ITpocum BBICAATE HAM aBTOOMOTpadpUIO

10
Please send us letters of recommendation
HpOCI/IM BbICAAQTh HAM peKOMeH,ﬂ,aTe/leble IIMMCbMa

11
Please send us references
[Tpocum BbICAATh HAM XapaKTEPUCTUKY

12
Please send us certified copies of customary documents
ITpocum BeICAATh HaM 3aBepeHHbIE KONV OOIIEeIIPUHSTHIX 4OKYMEHTOB

13

The Customer is to provide the specialist with furnished offices and living
accommodation

3akasuuk 00s3aH IPeAOCTaBUTh CIIeINaANCTy MeDArpoBaHHOe OpuCHOe
IIOMeITieHNe 1 KIAbe

14
The Customer is to provide the specialist with transport facilities for business trips
3akasuuk o0s13aH IIPeAOCTaBUTh CIIELINAAVICTY TPAHCIIOPT A4Sl A€AOBBIX IT0€340K
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The Customer is to provide the specialist with means of communication
3akas34uk o0s13aH IIPeAOCTaBUTh CIIELINAAVICTY CPeACTBa CBSI3U

16
The Customer is to provide the specialist with entry visa
3akas3ulK 0Os3aH IPeAOCTaBUTh CIIeIINAANICTY Bbe3AHYIO BU3Y

17
The Customer is to provide the specialist with heating installation
3axa3umk 00s13aH IPeJOCTaBUTh CIIeINAaANCTy OTOILAeHe

18
The Customer is to provide the specialist with air-conditioning
3axa3umk 00s13aH IIPejOCTaBUTh CIIeNNAAVCTYy KOHAUIIVIOHEP

19
The Customer guarantees monthly salary
3aKa3uMK rapaHTHUpPyeT eXXeMeCsIIHYIO 3apabOTHYIO T1AaTy

20

The customer guarantees annual paid leave after 12 months' period of work

3aKas34yuK rapaHTUpPYyeT eXXeroAHbIil OIL1a4MBaeMBblil OTIIYCK ITocAe 12 Mecs1ieB
paboTEHI

21
The customer guarantees adequate working conditions
3akas34yuK rapaHTUpyeT HaAAeXKalljiie YCAOBILS TpyAa

22

The customer guarantees free medical service including hospitalization

3akas3uylK rapaHTupyeT OecriaaTHOe MeAUIIMHCKOe 00CAY>KMBaHIe, BKAIOYas
TOCIIUTAAU3AIIAIO
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The customer guarantees insurance expenses
3aKasuMK rapaHTUpPyeT PacXOAbI IO CTPAXOBaHUIO

24
The customer guarantees reimbursement of travelling expenses
3aka3umk rapaHTupyeT BO3MeIleHNe TPaHCIIOPTHBIX pacXo40B

25
The customer guarantees safety measures
3aKka3uMK rapaHTHpyeT Mephl IO 0OecIiedeHNnIO 0e3011acCHOCTI

BepuyThbcsa B cogepxanue

Popc-maxop - Force Major

1

The execution of the contract may be delayed by the in possibility to fulfil liability
due to the effect of force-major circumstances.

BrirtoaHeHe KOHTPaKTa MOXKeT OBITh 3a4ep>KaHo 13-3a HEBO3MOKHOCTI
BBITIOAHEHIIsI 00s13aTeAbCTB B pe3yAbTaTe AeViCTBISI (POPC-Ma>KOPHBIX OOCTOSI TEABCTB.

2

The unforeseen circumstances that may hinder the fulfillment of obligations under
the contract include accidents, calamity, wars, blockade, riot, explosions, earthquake,
flood, fire, typhoon, storm, and embargo.

HemnpeasuaeHHsle 06CTOATEABCTBA, KOTOPBIE MOTYT IIPEIIATCTBOBATD BBIIIOAHEHNIO
KOHTPAKTHBIX 00513aT€AbCTB BKAIOUAIOT B Ce0sI: HeCIacTHbIe CAyday, CTUXVIIHbIE
HeacTBULsL, BOVIHBI, 010Kaay, 6eCriopsiAKy, B3PBIBEL, 3eMAeTpsICeHIe, HAaBOAHEHUE,
noxap, TaitdyH, mropm, sMOapro.

3

The parties concerned should declare force-major circumstances, inform about the
cause, the beginning (the completion) of force-major circumstances, protect the contract
against force-major circumstances, foresee force-major circumstances, prevent force-
major circumstances, take measures to cope with force-major circumstances

3auHTepecoBaHHbBIE CTOPOHBI A0AXKHBI 3asBUTD O POPC-Ma>KOPHBIX 0OCTOATEABCTBAX,
COOOIIUTE O IPUYMHE, Hayale (OKOHIaHNN) (POPC-Ma’KOPHBIX OOCTOSITEABCTB 3allUIIaTh
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KOHTPAKT OT (POPC-Ma>kOPHBIX OOCTOATEABCTB, IPeABUAETh POPC-MakKOpHBIe
0OCTOSITeABCTBA, ITpeAOTBpaIaTh Gpopc-Ma>kOpHBIE OOCTOSATEABCTBA, IPUHIMATh MePHI
A5 TIpeoAoAeHusT pOpPCc-Ma>kKOPHBIX OOCTOATEABCTB

BepHyThbcs B cogepkaHue

YcaoBusa rapanTuu - Guarantee Terms

1
Please, inform us about the details on guarantees.
ITpocyum cooBIINTH HOAPOOHOCTH O ITPeAOCTaBA€HII TapaHTUIA.

2

We are willing to provide the customary guarantees on the presentation of the fault
detection report

ME&I rOTOBBI ITPeA0CTaBUTDL OOBIYHEIE TaPaHTUI 110 IIPeAbsIBAEHNIO aKTa dedpeKTarumn

3

We are willing to provide the customary guarantees on the presentation of results of
examination

MBI rOTOBBI IpeAOCTaBUTD OOBIYHEIE rapaHTum 110 IIpeAbsIBACHIIO Pe3yAbTaTOB
HKCHEePTU3BI

4

We are willing to provide the customary guarantees on the presentation of the test
report

MBI rOTOBBI IpeAOCTaBUTD OOBIYHEIE rapaHTuUM 110 IIPpEAbABACHNIO aKTa
TeXHMNYECKOTIO MCIIbBITaHIsL

5

We are willing to provide the customary guarantees on the presentation of the
certificate of appraisal

MbI rOTOBBI ITPeAOCTaBUTh OOBIYHBIE TAPAaHTUM 110 MPeAbABACHNIO aKTa DKCIIePTU3DI

6
The guarantee includes major defects
I'apaHTys pacmpocTpaHseTcs Ha CyIecTBeHHbIe 4e(eKTh
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The guarantee includes latent defects
l'apaHTIs pacipocTpaHseTcs Ha CKPBIThIe Ae(peKThI

8
The guarantee includes defects of the manufacturer
I'apanTtust pacupocrpansercs Ha AeeKThl 3aBOAa-13TOTOBUTEAS

9
The guarantee includes quick wearing spare parts
l'apanTns pacmpocrpasseTcs Ha OBICTPOM3HAIINMBAIONIVIECS 3alTacCHbIe YacTU

10

The guarantee includes replacement of spare parts sufficient for operation for a
guarantee period

l'apanTis pacmpocTpaHseTcs Ha 3aMeHy 3artacax JyacTell, 4OCTaTOYHBIX A
YKCIIAyaTallUll B T€9EeHIe FapaHT]/If/]HOI'O nepnoaa

11
The guarantee includes improper material
l'apanTis pacmpocTpaHsaeTcsl Ha HeKaueCTBeHHBIN MaTepuaj

12
The guarantee includes breakdown due to defective equipment
TapaHTI/m pacrpocTpaHiaeTCs Ha HeII0AaAK! BCACACTBIIE ,ZI,e(l)eKTHOFO O60py,Zl,OBaHI/I$I

13

The guarantee includes repair works and maintenance during the guarantee period

I'apanTus pacipocTpaHseTcs: Ha peMOHT U TeXOOCAy>KIBaHIe B TeueHue
rapaHTMUITHOTO IIeproja

14
The guarantee does not include slight defects
I'apanTust He pacrIpocTpaHseTCsI Ha HeCylljeCTBeHHbIe Ae(eKThI
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The guarantee does not include fair tear and wear
I'apaHTIs He pacIpoCTpaHsIeTCsl Ha HOPMaAbHBIN M3HOC

16
The guarantee does not include service wear
rapaHTI/I}I He pacClIpOCTpaHsIeTCs Ha 9KCH/1yaTaLH/IOHHbH7[ M3HOC

17
The guarantee does not include non-observant of instructions
l'apaHTHA He pacIIpoCTpaHsAeTCsI Ha HecoDAI0AeHe MHCTPYKIIIA

18
The guarantee does not include carelessness
l'apanTns He pactipocTpaHsAeTCs Ha HeOPe>KHOCTh

19
The guarantee does not include oversight
l'apaHTIS HE pacIIpOCTpaHseTCs Ha HeA0CMOTP

20
The guarantee does not include improper maintenance
I'apanTust He pacrpocTpaHsIeTCs Ha HellpaBIABHOE 0OCAy>KUBaHIE

21

Our products are delivered with a written year-guarantee in quality.

Harru Topaps! IIOCTaBASIOTCS C IMCbMEHHOM rapaHTHell KauecTsa CPOKOM Ha OAUH
rog,.

22
Please tell us for how long the guarantee is valid.
ITpocym coOOIINTH CPOK ATICTBUSA TapaHTUMN.

23
We are ready to extend the period of guarantee to ...
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MbI rOTOBBI IIPOAAUTD IEPUOA TaPaHTUM A0 <...>

24
We ask you to cover the expenses on the elimination of defects.
Mur npocum Bac KOMIIEHCHPOBATh pacXoOAbl I10 YCTpaHEHIMIO Ae(l)eKTOB.

BepnyTbcsa B coaepkanme

CtpaxoBaHue - Insurance

1
The goods are insured while in transit against loss
B 1yt TOBapHI 3aCTPaxOBBIBAIOTCS OT IIOTEPU TPy3a

2
The goods are insured while in transit against damage
B IIyTV TOBApPbl 3aCTPaxOBbIBAIOTCI OT ITIOBPEKACHII I'PYy3a

3
The goods are insured while in transit against robbery
B myTu ToBapHI 3aCTPaxOBLIBAIOTCA OT Tpadexka

4
The goods are insured while in transit against breakage
B myTu ToBaphI 3acTpaxoBBIBAIOTCs OT MOAOMKM IPy3a

5
The goods are insured while in transit against theft
B myTu ToBapHBI 3aCTPaxOBBIBAIOTCA OT Kpasku

6
The goods are insured while in transit against looting
B myTu1 TOBapHI 3aCTPaxOBBIBAIOTCS OT XMIIEHNU IPy3a
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The goods are insured while in transit against fire
B myTu1 TOBapHI 3aCTpaxoBEIBAIOTCS OT ITOXKapa

8
The goods are insured while in transit against earthquake
B IIyTV TOBApPbl 3aCTPaxOBbIBAIOTCI OT 3€MAETPICEHNSI

9
The goods are insured while in transit against war
B 1yt TOBapHBI 3aCTPaxOBBIBAIOTCS OT BOEHHBIX AeVICTBIIA

10
The goods are insured while in transit against wetness
B 1yt TOBaphI 3aCTPaxoBLIBAIOTCS OT CHIPOCTH

11
The goods are insured while in transit against rust
B myTy TOBapHI 3aCTPaxOBEIBAIOTCS OT pKaBAeHNs TPy3a

12
The goods are insured while in transit against oxidation
B 1yt TOBapHI 3aCTPaxOBBIBAIOTCS OT OKMCAEHIIS TPy3a

13
The goods are insured while in transit against strike.
B myTu ToBaphI 3aCTPaxoOBLIBAIOTC OT 32a0aCTOBKA

14
The goods are insured while in transit against distortion
B myTy ToBapHI 3acTpaxoBEIBAIOTCA OT AepopManyy rpysa

15
The <...> insurance company offers a wide range of insurance services.
CTanOBa?I KOMITaHILI <...> npeaaaraeTr LLII/IpOKI/II?I CIIEKTP CTPaXOBBIX yCAYT.
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The <...> insurance company offers aviation insurance
CrpaxoBas koMnaHus <...> IipeJJaraeT aB/allIOHHOe CTpaxoBaHye

17
The <...> insurance company offers additional insurance
CrpaxoBas koMnaHus <...> ripeJlaraeT 40II0AHNUTeAbHOe CTpaXOBaHle

18
The <...> insurance company offers voluntary insurance
CrpaxoBast KoMnaHu <...> IpeAaaraeT 400pOBOAbHOe CTpaXOBaHIe

19

The <...> insurance company offers long-term (short-term) insurance

Crpaxosas KoMHIaHWA <...> IIpejaaraeT 40ATOCPOYHOe (KpaTKOCPOUHOE)
cTpaxoBaHMe

20
The <...> insurance company offers property insurance
CTanOBafI KOMIIaHMA <...> npeadaraeT MMyHmieCTBeHHOe CTpaxXxOBaHIMIEe

21
The <...> insurance company offers personal insurance
CrpaxoBast KoMHIaHNA <...> IpejJaraeT AMIHOe CTpaxXOBaHIe

22
The <...> insurance company offers marine insurance
CrpaxoBasi KOMIIaHUS <...> IIpejJaraeT MOPCKOe CTpaxoBaHIie

23
The <..> insurance company offers direct insurance
Crpaxopasi KoMHIaHus <...> IpejaaraeT IIpsMoe CTpaxoBaHue

24
The <...> insurance company offers extended insurance
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CrpaxoBas KkoMaHus <..> IIpejJAaraeT paclipeHHOe CTpaXoBaHue

25
The <..> insurance company offers social insurance
CTanOBa?I KOMIIaHMA <...> npeaaaraeTr conmnaabHOe CTpaXOBaHIMEe

26
The <..> insurance company offers overland insurance
CrpaxoBas KOMIIaHuUA <...> IIpejJaraeT CyXOIIyTHOe CTpaxoBaHIIe

27
The <...> insurance company offers transport insurance
CrpaxoBast KOMIIaHUs <...> IIpejJaraeT TPaHCIIOPTHOe CTPaxOBaHIIe

28
The <...> insurance company offers luggage insurance
CrpaxoBast KOMIIaHUs <...> IIpejJaraeT crpaxoBaHue Oaraxa

29
The <...> insurance company offers life insurance
CrpaxoBas KOMIaHusA <...> IpejJaraeT CTpaXoBaHUe KI3HIA

30
The <..> insurance company offers sickness insurance
CrpaxoBas koMnanms <..> IpeJaaraeT CTpaxoBaHye Ha cAaydait 001e3HI

31
The <...> insurance company offers medical insurance
CrpaxoBast KOMIIaHUs <...> IpejJaraeT MeAUIIMHCKOe CTpaXoBaHIe

32
The <...> insurance company offers war risk insurance
CrpaxoBast KOMIIaHUs <...> IIpejJaraeT CTpaxoBaHue OT BOEHHBIX PUICKOB
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The <...> insurance company offers insurance against accidents
CrpaxoBast KOMITaHMs <...> IIpejJaraeT CTpaXxoBaHUe OT HeCIaCTHBIX CAydaeB

34
The <...> insurance company offers passenger insurance
CrpaxoBas komnaHus <...> IIpeaJaraeT CTpaxoBaHle I1acCcakpOB

35
The <...> insurance company offers insurance of structures
CrpaxoBas KOMIaHuA <...> IIpejJaraeT CTpaXxoBaHUe CTPOeHMIA

36
Cost of insurance is (is not) included in the price of goods.
CrouMocCTh CTpaxXxOBaHII BKAIOYEHA (He BKAIO‘IeHa) B CTOMMOCTD TOBapa.

37

To get compensation from insurance company a statement of damage by a certified
agent is required.

UTOOBI TOAYINTH KOMIIEHCAITUIO OT CTPaXOBOV KOMIIaHUM, TpedyeTcsl IPOTOKOA O
IIOBPEXXAE€HIN, COCTaBAEHHBIN CTPAXOBBIM areHTOM.

38

Your current insurance rate and the terms of the insurance policy meet with our
approval.

Bamr yposeHs cTpaXoBbIX Tapu(OB U yCAOBUsA CTPAXOBOTIO I10AMCA COOTBETCTBYeT
HallllIM O>KMAaHVIAM.

BepHyTbcsa B coaepkanme

YcaoBus onAaTbl — Payment Terms

1
We prefer cash payment at a discount of. <..> %
MsI mpeariounTaeM or1aTy HaAMYIHBIMU CO CKUAKOI <...>%
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We prefer advance payment
MsI mpeatiounTaeM pesoraarTy

3
We prefer banker's (bank) guarantee
Mpe1 npearniountaeM 0aHKOBCKYIO TapaHTHUIO

4
We prefer payment order
Mu1 mpeariounTaeM AeHeKHBIN IIepeBo,

5
We prefer collection on delivery
Ms1 mpeariounTaeM Ha/0KEHHBIN I1AaTeX

6
We prefer deferred (delayed) payment
MEI peariounTaeM OTCPOYEHHBIN T1AaTEX

7
We prefer partial payment
MsI mpeariounTaeM 4acTMYHYIO OILAATY

8
We prefer payment in dollar terms
Mu1 mpeariounTaeM rnaaTex B 4041apOBOM BRIPaskeHNN

9
We prefer payment by installments
ME1 mpeAriounTaeM raaTesxx B3HOCaMI

10
We prefer payment by banker's (bank) check
MEI peaniounTaeM oraaty 6aHKOBCKIM YEKOM
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Payment is to be made through irrevocable letter of credit
OrnaaTa mpousBoAUTCs 110 O€30T3BIBHOMY aKKPeAUTIBY

12
Payment is to be made through divisible letter of credit
Onaara IIPOMU3BOAUTCA I10 A€AVIMOMY aKKpPeAUTHUBY

13
Payment is to be made through transferable letter of credit
Omnaara mpoM3BOAMTCS 10 IIEPEBOAVIMOMY aKKpeAUTUBY

14
Payment is to be made through confirmed letter of credit
OrnaaTa mpomn3BoAUTCs 110 TTOATBEPKA€HHOMY aKKpeAUTUBY

15
Payment is to be made through revolving letter of credit
OrnaaTa IponU3BOAUTCS IO PEBOABBEPHOMY aKKPEAUTUBY

16
Payment is to be made through documentary letter of credit
OrnaaTa IpOMU3BOAUTCS 110 TOBAPHOMY aKKPeAUTUBY

17
Payment is to be made through paid letter of credit
Omnaara IIPOMU3BOAUTCS I1O aKKpEeAUTVBY C BHECEHHDBIM ITIOKPBITIIEM

18
Payment is to be made through guaranteed letter of credit
Omnaara mpomM3BOANTCS IO aKKPeAUTHBY C rapaHTUel OILAaThI

19
The conditions of payment are <...> % of payment with the order
Yca0BreM naaTexa ABAsgeTcA <..>% onaaTta Ipu opOpMAEHNN 3aKa3a

ODVICITPODV | dpasbr: Ycaosus onaatsl — Payment Terms



20
The conditions of payment are <...> % upon completion of production
YcaosueM naarexa sipasietcs <...>% oIllara I10 3aBepIIeHN ITIPOU3BOACTBA

21
The conditions of payment are <...> % on presentation of the bill of lading
YcaosueM naarexa sBasiercs <...> % oIllarta IO IpeAbsIBAeHNN KOHOCAaMeHTa

22
The conditions of payment are a discount of <...> % of the total invoice.
YcaoBueM naareka sBAseTCs CKuAKa Ha <...>% OT O0IIiell CyMMBI.

23
The payment is to be made within <...> days upon the receipt of the invoice.
Omnaara 404>XHa OBITh TPOM3BeA€Ha B TeueHne <...> JHell 110 IT0AyJeHNN CYeTa.

24

We can (cannot) allow you a credit term of <...> months or payment by installments.

Mp1 MOXeM (He MO>KeM) IIpeJoCcTaBUTh BaMm KpeauT Ha cpoK <...> Mecs1eB AN
pa3perlnTs OI1aTy B PacCPOUKY.

25
We deliver goods against an irrevocable letter of credit.
MsI mocraBasieM TOBap 1O 6€30T3bIBHOMY aKKpeAUTUBY.

26
Our prices are quoted net without discount due on receipt of goods.
Harmm 1ieHs! sSIBASIIOTCSI HETTO, 6€3 CKUAKY IIPU IT0AydeHI ToBapa.

27

We accept (reject) the payment conditions suggested in your offer dated <...>

Mpb1 npuHMaeM (OTKAOHSIEM) yCAOBUS I1AaTexXKa, IpuBeAeHHbIe B Barrem
IpeAAOXKeHUN OT ...
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We regret to inform you that your terms of payment do not correspond to our usual
practice.

Msi ¢ coxxazeHneM coolIrjaeM, 4To Bammm yca0Bust 11aTe>ka He COOTBETCTBYIOT
Hallleil OOBIYHOI MPaKTHUKe.

29
Our invoice is to be settled by <...> in cash.
Harr cuet 404keH OBITH OIl1aueH K <...> HaANIHBIMMU.

30
Please, remit the amount of the invoice to the bank account No....
ITpocum niepesecTu oraaTy 1o quTy-c])aKType Ha OaHKOBCKMII cueT NO ...

BepuyThbcs B cogepkaHue

3akas - Order

1
Please supply / send us the under mentioned goods.
ITo>xaayiicTa, mOCTaBbTe / BBIIILANTE HIUKEIIepeuliCAeHHbIE TOBaPHI.

2

With reference to your quotation, we enclose our order for immediate delivery.

Co ccBLAKOII Ha Balll IIPEVICKyPaHT MBI IIpMlaraeM Halll 3aKa3 AAs HeMeAeHHO
OTIPY3KIL.

3

We can accept your offer on these terms, and are pleased to place an order for....

MBpI MOXeM HPUHATH Ballle IIpeA10KeHNe Ha DTUX YCAOBUIX, I HAM IIPUSATHO
pasMecTuTh 3aKa3 Ha ...

4
As the goods are urgently required, we should be grateful for delivery by....
Tak kak ToBapsI TPeOYIOTCS CPOUHO, MBI OBLAY OBI IIPU3HATEABHBI 3a OTTPY3KY 4O ...

ODUICITPODN | dpasbr: 3akas — Order



5

Please confirm that you can supply this quantity by the required date.

IToxxaayiicTa, IOATBEpAVITE BaIlly BO3MOKHOCTD IIOCTaBUTh JaHHOE KOAMIECTBO K
TpeOyeMoi1 Aate.

6
If any items are out of stock, please submit a quotation for a substitute.
Ecan xakue-To IIO3MIm OTCYTCTByI()T, HO)Ka/ly]ZCTa. HpeAOCTaBbTe ITeHbI Ha 3aMeHy.

BepuyThbcs B cogepkaHue

LLeHa - Price

1
Our prices are valid till
Harm 11eHdsr A4eicTBUTEABHBI AO ...

2
Our prices are no longer valid
Haru 1iens1 0o4pIiie He AeiicTBUTEeAbLHEI

3
Our prices are substantially higher than your quotation
Hamm neHs! cy1miecTBeHHO BbIIle (HyoKe) Bammx pacrieHok

4
Our prices are unacceptable (acceptable)
Hamm nieHs! HerrpueMAeMsl (IIpyeMAeMBI)

5
Our prices are guaranteed
Harmu riens! rapanTuposaHHbIe

6
Our prices are flexible
Hammu 1iens rudkue
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Our prices are established
Hamn IT€HbI yCTaHOBAeHHbIe

8
Our prices are fixed
Hamn 1ieHs! puKcHpoOBaHHBIE

9
Our prices are contract prices
Hamm nener 40rosopHslie

10
Our prices are competitive
Hamu IIeHBbI KOHKypEHTOCHOCO6HbIe

11
Our prices are uniform international
Hamm nieHs! eAVHBIE MeKAYHapPOAHBIE

12
Our prices are world prices
Harmm 1ieHsr Mupossie

13
Our prices are wholesale prices
Harm 11eHs1 orrToBsie

14
Our prices are controlled
Harmn 1iensr peryanpyemsre

15
Our prices are retail prices
Hamun LIeHbI PO3HIYHDbIE
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Our prices are market prices
Haim LHEeHbl pbIHOYHDbIE

17
Our prices are sliding
Hamiu 1ieHs1 ckoan3sinne

18
Our prices are estimate prices
Harma nmena cmernast

19
Our prices are agreed prices
Haim ITI€HbI COTr1aCOBaHbI

20
Our prices are average
Hamra nena cpeansas

21
Our prices are standard
Hamma 1iena crangaprHas

22
Our prices are invoiced prices
Hama nena gaxrypnas

23
Our prices are without further discounts
Harmn 1ieHsr He IIpeAI104araioT 4aAbHEeNIIero CHUKeHILS

24
Our prices include planned costs
Hamun II€HBbI BKAIO4YalOT B ce0sI I11aHOBBIE 3aTpaThl
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Our prices include working costs
Harrn 1ieHsr BKAIOYAIOT B ce0s DKCILAyaTalllIOHHbIE 3aTPaThl

26
Our prices include costs per...
Hammm nensr B pacuere Ha ...

27
Our prices include procurement costs
Hamun IIeHbI BKAIO4YalOT B ce0st 3aTpaThl Ha MaTepnaAabHO-TEXHIMIECKOE cHaO>KeH11e

28
Our prices include cost of installation
Haim ITI€HbI BKAIO4YaIlOT B ce0dst 3aTpaTbl Ha MOHTA>KHbIE pa6OTbI

29
Our prices include cost of construction
Harrn 1ieHs1 BKAIO9AIOT B ce0sI 3aTpaThl Ha CTPONUTEABHBIE pabOTHI

30
Our prices include packing and shipping
Harmm 1ieHsr BKAIOYAIOT B ce0sI yIIaKOBKY U IIEPEBO3KY

31
Our prices include cost of starting-up and adjustment works
Harmn 1ieHs! BKAI0YAIOT B ce0s1 CTOMMOCTD ITyCKO-HaAaA049HBIX paboT

32
Our prices include cost of delivery
Harmn 11eHs1 BKAIOY9AIOT B ce0s1 CTOMMOCTH 4OCTaBKI

33
Our prices include cost of manufacturing
Haim IT€HbI BKAIO4YaIlOT B ce0s1 CTOMMOCTD M3TrOTOBACHIIS

ODINICITPODM | dpassr: Llena — Price



34
Our prices include cost of materials
Harmm 1eHs! BKAIOUAIOT B ce6s1 CTOMMOCTh MaTepraaoB

35
Our prices include cost of labor
Harm 1eHs! BKAIOYAIOT B ceOs1 CTOMMOCTb paboueit CiABI

36
In reply to your inquiry we quote the following prices
B orBet Ha Bam 3armpoc MBI coob111aeM caeAyIoIIe IeHbl

37
In reply to your inquiry we quote the following prices from factory
B oTseT Ha Barm sarrpoc MbI coob111aeM 11eHbI (pPpaHKO-3aB0J,

38
In reply to your inquiry we quote the following prices FOR (free on rails)
B orBet Ha Barm 3arpoc Mbr cooO1riaeM 1jeHb! PpaHKO-BaroH

39
In reply to your inquiry we quote the following prices FOT (free on truck)
B orBer Ha Bam 3arpoc MbI cooOiiaeM caeAyrolye eHbl (PpPaHKO-TPY30BUK

40
In reply to your inquiry we quote the following prices free border
B otseT Ha Barm sarrpoc MbI coob111aeM caeayloriye 1eHsl paHKO-TpaHUIIa

41
In reply to your inquiry we quote the following prices free harbor
B orseT Ha Bam 3arrpoc MbI coo0111aeM caeayioniye 1jeHbl (PpaHKO-IIOPT

42
In reply to your inquiry we quote the following prices C&F (cost and freight)
B otseT Ha Bam 3amrpoc MbI coob1rjaeM caegyioriue 1ieHsl C+® (cromMocTs 1 ppaxT)
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In reply to your inquiry we quote the following prices CIF (cost, insurance, freight)

B orBer Ha Bamm sarmpoc M1 coobijaem caeayoriue meHsl Cu® (ctomMocTs,
cTpaxoBaHue, PppaxT)

44
In reply to your inquiry we quote the following prices without customs charges
B orBet Ha Bam sarmpoc MbI coob111aeM caeAyIoniye 1eHbl 0e3 TaMOKeHHBIX ITOIIANH

45

In reply to your inquiry we quote the following prices with customs charges

B orBet Ha Bam sammpoc MbI coob111aeM caeAyIoniye eHbl C TaMO>KeHHBIMI
IIoImAmHaMm

46
In reply to your inquiry we quote the following prices free warehouse
B orBer Ha Bam sarmpoc MbI coob111aeM caeayioniye 1eHbl (ppaHKO-CKAaJ,

47
The calculation of prices is made on the basis of...
Pacuer 11en mpoussegeH Ha OCHOBaHUIL...

48
We are prepared to reconsider the prices and grant you a reasonable discount
MbI TOTOBBI IepecMOTpeTb LEHBI U ITPEeAOCTaBUTD Bam Pa3yMHYIO CKIAKY.

BepuyThbcs B cogepkaHue

KoTuposka - Quotation

1
Thank you for your inquiry about your interest in ...
baarogapum Bac 3a IIpOsIBA€HHBIN MHTEPeC
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We are pleased to submit our lowest prices / to enclose our latest price list / for the
goods you inquired about.

Hawm npusiTHO 1peACTaBUTh HAIIIYM CaMble HU3KIE LIeHBI / ITPUAOXKUTH HaIll
IIOCAEAHNII IIPEICKYPaHT / Ha TOBap, KOTOPBIM BbI MHTEPECOBAAVICD.

3
We can make you a firm offer for <...>.
ME1 MOXXeM caeaaTh BaM TBepAoe IpeAA0KeHne Ha <...>.

4
This offer is firm subject to acceptance by
Hpeﬂ,/lO)KeHI/Ie SIBASICTCSL TBepﬂ,bIM HpI/I YC/lOBI/H/[ ero Hp]/IH}ITI/I}I A0 ...

5
Kindly remember: this offer expires on (date)
/l100e3HO HaIIOMIHaeM, YTO CPOK AaHHOTO ITpeAA0KEeHNUs UCTeKaeT (4ara)

6
Subject to prior sale.
IIpu ycaoBum 3armpogaskn

7
Prices subject to change without notice.
]_IEHLI MOTIyT OBITH M3MeHeHbI 0e3 IpeABapuUTEAbHOIO YBEAOMAECHIIA

8

The goods you inquired about are sold out, but we can offer you a substitute.

ToBapsl, KOTOPBIMU BBl MHTEPECOBAANICE, ITIPOAAHBI, HO MBI MOXKEM IIPeAA0XKUTh
3aMeHy.

9

Please let us have your order as soon as possible, since supplies are limited.

ITpocuMm HarrpaBUTh Balll 3aKa3 KaK MOKHO OBICTpee, IIOCKOABKY 3aItachl
OTpaHIYeHBI.
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While stocks last.
IToxa ToBap ecTh B HAAUIUIL

11
We look forward to receiving a trial order from you.
Ox1aaeM noay4uThb OT Bac IPOOHBIN 3aKa3.

BepHyTbcsa B coaepkanme

Pac4yéTsl — Settlement

1
We have pleasure in enclosing our check for $(400.)
Hawm npusatHo npnaoxnTs Ham yek Ha (CyMma)

2
In payment of your account we enclose a sight draft.
B omnaaty Barrero cyera mpuaaraeM BeKceab Ha ITpeAbsBUTEAS.

3

Payment is being made by banker's draft in settlement of your invoice for $(400).

Ornaata B noramreHue pamero cyera-Qpaxryps! Ha (CymMma) Iponus3BOAUTCS
OAaHKOBCKIIM BEKCEAEM.

4
The Union Bank will accept your draft on our behalf.
IOnnon baHk 11ponsBeeT aKIjenT Balllero BeKceAs OT HaIllero MMeHI.

5
Please credit our account with the enclosed draft.
ITpocuM KpeAUTOBATh HAIIl CYET HAa CyMMY IIPI1araeMoTO BeKCeAs.

6
We have opened a letter of credit with the Union Bank,
Mpzr1 oTkpblan akkpeauTus yepes IOnmon bank.
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Please draw $<...> on us at 90 days' sight.

ITpocum cusATh ¢ Hamrero cyeTa (CyMMa) IO BeKCeAIO Ha IpeAbsIBUTeAsI C OI1AaToM
yepes 90 anern.

8

According to our conditions of sale, your remittance was due on (Date).

B cooTBeTcTBUM C HAIIMMM YCAOBUAMU A40TOBOPA, Balll A€HE>KHBIN [epeBO4, A0AKeH
©b12 TTOCcTYrIU TS (Jata).

9
May we remind you that your payment has been overdue since (Date) last?
ITo3BoAbTE HAITOMHUTL BaM, YTO BbI 3adep>Kaau 1aaTtex or (Jara).

10

It is no doubt through an oversight on your part that settlement is two months
overdue.

He BBI3BIBA€T COMHEHIS, UTO 3aJep>KKa I11aTexka C Balllell CTOPOHBI IIPOM30IILAa 10
HeAOpa3yMeHUIO.

11

We must insist on receiving payment by <Date>; failing this we shall be compelled to
take legal action.

MBI 40A3KHBI HaCTaMBaTh Ha IIOAYJIeHUN I11atexa K (Jata). B mHOM caydae MbI
OyAeM BBIHY>KAEHBI IIPUHATH HaAAeXKall[/ie MepPHI.

12

We have frequently reminded you of the outstanding amount, but have received no
reply or remittance from you.

MEI HeOAHOKpPaTHO HaITOMIHAAY BaM O Balllell 3a40A’KeHHOCTY, HO He TIOAYYMAU OT
BacC HI OTBETa, HU JeHEKHOTIO IIepeBoJa.

13
Due to poor weather conditions, business has been dull.
J3-3a 1110X1X IIOTOAHBIX YCAOBUIT OM3HEC ITIe I110XO.
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Sales have dropped recently, leaving us in financial difficulties.

HeaaBHO ypoBeHb IIpOAaK pe3Ko CHU3MUACS, YTO IIPUBEAO HAC K PUHAHCOBBIM
3aTPYAHEHIIIM.

15
The recent devaluation of the dollar has caused a setback in business.
Heaasnsisa geBaabBaniis J0A4dapa IPUYMHIIAA YPOH HallleMy OM3Hecy.

16
Would you allow me to postpone settlement of your account.
He moran On1 BB paspeminTb MHE OTAOKUTD OIlAaTy Balllero c4yeTa.

17

We suggest making a part payment of $<...> now, and paying the balance by
(September 20th).

Mz mpeaaaraeM IpoM3BeCT! YaCTUYHYIO oriaaTy B pasmepe (CymMa) cerrdac ¢
rorarieHeM OCTaBIIIeNCs 3a40AKeHHOCTH K (JaTa).

18

Since you have always met your obligations in the past, we are prepared to allow
you a postponement of payment.

ITocKoABKY BBHI BCeTAa BBIITOAHAAN CBOU 00s3aTeAbCTBA B IIPOIILAOM, MBI TOTOBBI
IIOJITU Ha OTCPOYKY ILAaTeKa.

19

Please send us half of the amount by return, and sign the enclosed acceptance for the
remainder.

[Tpocum HeMeAAeHHO ONAATUTh IIOAOBMHY CYMMBI U BBICAATh aKIeIIT Ha OCTaTOK.

20

Since our profit is marginal, we cannot grant exceptions to our terms of payment.

ITockoapKy Hama TpUObIAL He3HAYUTeAbHa, MBI He MOXKeM JeAaTh ICKAIOUeHIs B
HaIIIMX YCAOBMSX I1AaTeXKa.
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Your failure to pay on time is in turn causing us financial embarrassment.

Barrra HecrtocOOHOCTH ITPOM3BECTY CBOEBPEMEHHBIVI pacyeT CTaBUT HAC B
3aTpyaHUTeAbHOe (PMHAHCOBOE IT0A0KEHNe.

22

We trust you will settle the remainder by paying in monthly installments.

Mbpbr I104araemM, 4TO BBI HpOI/ISBeAeTe OKOHYaTe/AbHbIe paC‘-IETbI HyTeM e>XKeMeCsaYHbBIX
BBIIIAAT.

BepuyThbcs B cogepkaHue

CoobuweHne — Announcement

1
You will be interested to know that we have just introduced our new....
Bam OyaeT mHTepecHO y3HaTh, YTO COBCEM HeAaBHO MBI HAYaAI...

2
May we draw your attention to...
ITo3BoanbTe O6paTI/ITb BaIlle BHMMaHIe Ha ...

3

We can offer you a special price/discount if you place your order before....

MBs1 Moran 65l IPeAAOKNUTD BaM CIIELIMAABHYIO 1IeHY/CKUAKY, €CAM BBl pa3MeCcTIUTe
Balll 3aKa3 AO...

4

Please let us know if you would like to have samples or a demonstration.

[ToxxaayiicTa, cCOOOIIMTE HaM, €CAM BBI IIOXKeAaeTe ITOAYIUTh OOpa3Lbl AN YBUAETD
AEMOHCTPAIUIO.

5
The reputation of our products has been spread by all who know them.

Xopomaﬂ pemnmyTtannst HalllIX TOBApOB pacCIIpOCTpaHsAE€TCs BCeMM, KTO 3HAKOM C
HIIMIL.
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We are sending you our catalogue/samples under separate cover.
OraeapHO HallpaBAsieM BaM Halll KaTaA0r/00pasIIbL...

7

We have pleasure in notifying you/announcing that our business has been
amalgamated with....

Ham npusTHO cooOIIUTE BaM/OOBSIBUTE, UTO Hallle IIpeAIpuATIie 00beAUHILAOCH C ...

8
Last week we opened our new branch/factory at....
Ha mporaoii HeaeAe MBI OTKPBIAV HOBOe OTAeaeHne/PpadpuKy B...

9
To mark the occasion we are making a special offer of....
B o3nameHOBaHMe DTOTO COOBITUA MBI JeAaeM CIlellfiaabHoe IpeAA0KeHNe. ..

10

We are writing to inform you that Mr. (Name) and Mr. (Name) have been appointed
as Directors in succession to Mr. (Name) and Mr. (Name).

Hacrostimum coobriaem gto 1-H (Vimst) u r-H (VIMs1) Ob1au Ha3HavYeHbI Ha 40AXKHOCTD
AVpeKTOpoB Ha MecTo I-Ha (Vims) u r-na (Vims).

BepryTbcsa B cogepxanne

PpaxT - Shipment

1

The shipping documents have been sent to the (Name) Bank Inc., (Address), with a
sight draft for $(amount).

OtrpysouHble 4OKYMEHTBI BMeCTe C BeKceaeM Ha IIpeAbsABUTeAs ObLAU OTIIPAaBAEHBI B
(HamMeHosaHne baHka), (agpec OaHka)

2
We enclose packing lists, bill of lading, invoice, certificate of origin and import
license.
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MpI npraaraem yIakoBOYHBIN AYMCT, TOBAaPHYIO HaKAaAHYIO, cdeT-(PpakTypy,
cepTuMKaT IPOUCXOXKAEHNS U AULIEH3UIO Ha MIMIIOPT.

3
The shipping documents will be sent to you by our forwarders.
OtrpysouHble 4OKYMeHTBI OyAyT BHICAaHBI BaM HAIIMIMI ITe€peBO3UMKaMIL.

4

Would you kindly pay the freight and/or warehousing charges and debit them to
our account.

He OyaeTe am BBI CTOAB AI00€3HBI, OIIAATUTh TPAHCIIOPTHBIE PACXOABI U/MAU
CKAaACKle pacxoAbl 11 OTHECTU MX Ha AeDeT Halero cyera’?

5

Contrary to your Advice Note (4328) of (8th April), the consignment scheduled for
arrival here on (14th May) still has not reached us.

I'pys, mpuObITIIE KOTOPOTO COrAacHO BalllemMy M3BeleHnIo (4328) ot (JaTa) 404KHO
©p120 cocrosAThCA (JaTa), 40 CMX TIOP He IOAy4YeH.

6

Since we received no forwarding instructions, we have had to warehouse the goods,
otherwise the carriers would have returned them.

ITockoABKY HM KaKUX MHCTPYKIINIA IIO TPaHCIIOPTUPOBKE ITOAYIEHO He OBLA0, MBI
BBIHY>K€HbI OBLAY TIOMECTUTH I'PY3 Ha CKAaJe, Hade OH Obla OBl BO3BpallieH
IIePeBO3UNKOM.

7
Four bags were missing from the consignment delivered to us on (14th November).
B AocTaBAeHHOI HaM ITapTUM TOBapa He XBaTalo YeThIpeX MecT.

8
Please look into this matter immediately.
ITpocum 3aHATHCSA HTUM BOIIPOCOM HeMeAeHHO.

BepHyTbcsa B coaepkanme
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MoArotoBka nepcoHaAa - Training

1

The training programs we offer include classes, laboratory work, lecture course,
concise course, introductory course, supplementary course, compulsory course, optional
course, advanced course, extension course, vocational training, industrial training,
technical training, free of charge training.

[TporpaMMBbl IOATOTOBKY, KOTOPBIE MBI IIpeAlaraeM, BKAIOYAIOT B ce0sl yueOHbIe
3aHATIS, 2a00paTOpHBIE PaOOTHI, A€KIIMOHHBIN KYPC, KPaTKUIiT KypC, BCTYIIUTEABHBIN
KypC, AOIIOAHUTEABHBIN KYPC, 00s13aTe AbHBIN Kypc, q)aKyAbTaTMBHbHZ Kypc¢,
IIPOABUHYTEIN KypPC, pacIIMpeHHbIN Kypc, TpogecCcnoHaAbHYIO ITIOATOTOBKY,
HpOV[SBOACTBeHHyIO HOAFOTOBKy, TEXHI/I‘-IeCKyIO HOAFOTOBKy, 6eCH/laTHyIO HOAI‘OTOBKy.

2
You may choose the courses that meet your requirements.
Brr Mo>keTe BrIOpaTh Kypchl, oTBedaloniye Bammm Tpebopanmsm.

3

We confirm that we are ready to reserve a place for <..> in our next training course.

Mk1 moaTBep>KAaeM TOTOBHOCTD 3ape3epBUpoBaTh MeCTO 444 <...> B HaIllleM
caeaylolieM yueOHOM Kypce.

4
Your quota for this year is <...>
Barrra kBoTa Ha ®TOT ro4 cocrasaser <...>

5
Your expenses for training and up-keeping of your students will amount to <...>
Barmu pacxoasr Ha oOyJeHue 1 cojep>KaHne CTYAeHTOB COCTaBAT <...>

6
Your expenses for training and up-keeping of your students will be reimbursed by
<..>

Barmu pacxoar! Ha o6yquI/[e 1 cogeprkaHne CTyAeHTOB 6y,Z|,}7T KOMITIEHCUPOBaHbI <..>
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Your programs provide for graduation examination (finals), written examination,
oral examination.

Hamm mporpaMMsl IpeAycMaTpUBaIOT BBIITYCKHbIE DK3aMeHBI, IIICbMEHHBIe
9K3aMeHBI, YCTHBIE DK3aMeHBI.

BepHyTbCs B coagepKaHMe

TpaHcnopTupoBka - Transportation

1

The transportation agreement includes delivery schedules, cancellation fees,
incurring charges for standing time, loading deadlines, time limitations for unloading,
additional expenses, a refund of standing time charges.

TpancioptHOe coraaiiieHne BKArO4aeT B ceds rpadpuk I1OCTaBOK, mTpadsl 3a
HeVICII0Ab30BaHHAIN TPAHCIIOPT, HaulcAeHne mTpada 3a IPOCTO, CPOKM ITOTPY3KIY,
OrpaHN4YeHNs ITPOAOAKUTEABHOCTY PasTPy3KN, A0TIOAHUTEABHEIE PACXOABI, BO3BPAT
I1AaThI 3a IIPOCTOIA.

2
We request to forward the order by air freight.
MbI mpocuM OTIIPaBUTh 3aKa3 aBUaTPaHCIIOPTOM.

3
We request to forward the order by rail.
ME1 mpocuM OTIIpaBUTE 3aKa3 I10 JKeAe3HO A0pore.

4
We request to forward the order by truck.
MBI IpOCUM OTIIPAaBUTh 3aKa3 IPY30BUKOM.

5
We request to forward the order by ship.
MEI IpocuM OTIIpaBUTh 3aKa3 BOAHBIM TPaHCIIOPTOM.

6
We insist upon express shipment.
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MpI HacTarBaeM Ha DKCIIPECC OTIPaBACHNI.

7

We entrust you with the forwarding of <...> in crates with a total weight of <...> to
<.>

Mp1 nopyyaem BaMm nepeBosky <...> B AIMKax OOIIUM BecoM <...> B <...>

8

Please book <...> cubic meters as hold cargo on the vessel <...>

[Tpocum 3apesepBupoBarth <...> KyOMIeCKIX MeTPOB A5 IIepeBO3KI B TPIOMe CyAHa
<>

9
Please inform us about the exact cost of the charter of a 8000 t. vessel.
ITpocuM cooBIIUTL CTOMMOCTB apeHABI CydHa Irpy3onodbeMHOCTHI0 8000 TOHH.

10
The price of transportation of <...> on the route <...> includes loading and unloading.
LleHa niepeBo3Ki <...> [I0 MAPLIPYTY <...> BKAIOYAET CTOMMOCTH IIOTPY3KU 1

pasrpysKn.

11
The order requires direct container shipping
3aka3s Tpe6yeT HPAMOV KOHTEMHEPHON MePeBO3KU

12
The order requires refrigerated units
3aka3 TpedyeT X0A104UABHBIX YCTaHOBOK

13
The order requires equipment for transportation of grain
3akas TpeOyeT 000pyAOBaHNs 445 IePeBO3KU 3epHa

14
This is to ask you to forward the goods to <...>
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Hacrosmum npocum Bac otripasuTs TOBaph! B <..>

15
Please charter us a ship, equipped for the transportation of <...>
ITpocum 3adppaxToBaTh 445 HaC YapTepHOe CYAHO AAs IIePeBO3KN <..>

16

We must pay a higher transportation insurance premium due to the classification of
the ship.

MBI 40AKHBI I11aTUTH DOA€e BBICOKYIO CTPAaXOBYIO IIPEMUIO UCXOAS U3
KaaccupuKaum cyHa.

17

We are interested in handling regular transportation by inland freighter without
transshipment.

M&1 3amHTepecoBaHbl B OpraHM3aly PeTyAsSPHBIX IIePeBO30K BHYTPeHHIUM (PpaxToM
Oes reperpysKu.

18
The bills of lading are to be filled out by the sender
TpancnopTHble HaKAagHBIE 3aIIOAHSIOTCS TPY300TIIPaBUTeAM

19
The bills of lading are subject to certain standards
TpchnopTHme HaKJaadHbIE€ Tpe6y10T COOTBETCTBILA CTaHAapTaM

20
The bills of lading are to be used for consolidated shipments
TpancriopTHbIE HaKAaAHBIE UCIIOAB3YIOTCS 4151 KOHCOAMAVPOBAHHBIX IIOCTABOK

21
Enclosed is a list of freight rates
IIpuaaraem nepeuens Tapudos
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Enclosed are freight charges for mixed cargo and car loads

ITpnaaraem Tapudsl Ha IIePeBO3KY CMEIIaHHBIX IPY30B I IIOCTaBKy OTAEABHBIMM
BaroHaMu

23
Enclosed is railroad directory
ITpnaaraem >xeae3HOAOPO>KHBIN CIIPaBOYHMK

BepuyThbcs B cogepkaHue

bAaaroaapHocTb — Gratitude

1
It is very kind of you to...
Ouens 1100e3HO ¢ Barireit CTOpOHBI...

2
I am writing to thank you very much indeed for...
ITymy, yToOBI TOOGAarOAapuTh Bac 3a...

3
May I take this opportunity of thanking you for...
ITo3BOABTE BOCIIOAB30BATHCS CAydaeM, YTOOBI ITobaarogaputs Bac 3a ...

4
Thank you for contributing so much to...
baarosapum sa croab 60AbIION BKAA B...

5
I sincerely appreciate your kindness...
1 BBICOKO 11eHIO Bamry 4o0pory...

6
Please accept my sincere (deep) appreciation for your help.
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IIpumure, moskaayiicta, MOIO UCKPEHHIOIO (TAyOOKyI0) O0aarogapHOCTh 3a Barmry
IIOMOIIIb.

7
I wish to express my appreciation for all your efforts...
Xouy BBIpa3snUTh MOIO 01arogapHOCTh 3a Bce Bamm ycnans...

8
I am most grateful to you for helping me.
51 ouens 6aarogapen Bam 3a momors.

9
I am truly grateful for your advice.
Sl mckpenne 64arogapen 3a Barr coser.

10
Thank you for letting me know that...
baarogapio 3a coobiieHne o ToM, 4To...

11

I am grateful to you for sen-ding us this extremely useful well-documented
information on...

51 6aarogapen BaM 3a IIPUCBLAKY DTO YPe3BBIUAIHO BasKHON U MA€aAbHO
COCTaB/AeHHOI MHPOPMaLNI IIO...

12

Thank you for inviting me to your company office and introdu-cing me to the staff.

baarogapio 3a mpuraaliieHue oceTUTs KOHTOpy Barreit pupMer 11 3a BO3MOKHOCTD
ITO3HAKOMMTECS C ee TIePCOHAAO0M.

13
This is to thank you again for your wonderful hospitality and to tell you how much I
enjoyed seeing you.
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ITuy, 9ToOBI TOOAaTOAaPUTS €Ile Pas 3a Ballle rocTenIpUMMCTBO U COOOIINTH, KaK
51 Obla paj yBuaeTs Bac.

BepnyThbcs B coaepxanme

3anpoc - Inquiry

1
I would be glad to know ...
51 Ob1a OBI paj y3HATh...

2
Could you please tell me...
ByapTe 2406pbI, cOOOIIUTE, TTOXKAAYIICTA...

3
Please let me know if...
IToxkaayiicra, cOOOIINUTE, €CAL...

4
Would you be kind enough to let me know...
He Oyaete au Bol Tak A100€3HbI, COOOIIUTH MHE...

5
Would it be possible for you to tell me...
He couteTe Ay BO3MO>KHBIM COOOIINTEH MHE...

6
May I hope for...?
Mory an a1 HageATbCA Ha...?

7
We suggest you let us know soon as possible
Ms1 moaaraem, uto Ber coobminTe HaM Kak MOKHO CKOpee...
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We would be very much obliged if you could inform us...
Mpz1 OyaeM odeHsb padbl, ecan Bel cMoskeTe M3BeCTUTD HaC...

9
I would be grateful if you can let me know what... and inform me when
51 612 OBI BecbMa OaarogapeH Bam, ecan 6v1 Bol cooOmiman, 4ro... 1 Koraa...

10
We would be very much obliged if you could give us a short explanation...
Mz 661411 Ob1 BaMm kpaitHe 6aarogapHsl, ecan Obl Bel cmoram gaTth Kpatkoe

ITIOsJICHEHIE...

11

Would you please let me know as soon as possible whether you would be willing
to...

byabre 406pm, coOo0MIMTEe KaK MOYKHO CKOpee, >KeaaeTe Au Bor...

12

Should you have any comments regarding <...> we would very much appreciate
hearing from you.

Ecan y Bac ecTs kakie-aub60 3aMedaHs, Kacalomecs <...>, MBI C YA0BOAbCTBUEM
BBICAYIIIaeM JIX.

13
Would you please be kind enough to let us know how things stand with...
He 6yaete au Bol cToab A100€3HBI OOBACHUTD HaM, KaK OOCTOSAT Aeaa C...

14
I wonder if you could give me some information...
XoTeaocs ObI 3HATH, HE CMOKeTe AY Bbl ITpeAocTaBuTh MHE MHPOPMALILIO. ..

15

I should be very much obliged you could let me have the following information.

51 GpLa Obl OueHb Bam mpusHarteseH, ecau Obl Bel cMoran mpegoctaBUTh MHe
CAeAYIONTYIO MH(OPMALIMIO.
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Perhaps you would be good enough to send me full details of...
BosmozkHO Bl OyseTe HacT0AbKO 400PEI U BBIIILAETe MHE BCe IT0APOOHOCTI

OTHOCUTEABHO...

17
We hope that you will write to us concerning your interest in...
Mbpbr HaageeMcCs, 4TO Byl HarinieTe HaM OTHOCUTEALHO BAIlIVIX I/IHTepeCOB B...

18
We would be pleased to hear from you concerning...
byaem paapl, ecan Bol Hanmirete Ham O TOM, YTO KacaeTcs...

19
I wonder if there is any chance that you could supply us with...
Xoteaocs Obl 3HaTh, ecTh AU y Bac xoTh Kakas-H1OyAb BO3MOYKHOCTh CHaDAMUTD HaC...

20
I am writing to ask whether you might be interested in buying...
[Tumry aas TOro, 4TOOBI CIIPOCUTDL, MOXKET AU Bac 3anHTepecoBaTh HOKYIIKA...

21
I should be grateful if you would let me know whether or not you are still interested

in...

By,Zl,eM IIpM3HaTEAbHBI, €CAU Brr COO6IlU/IT€ HaM, 3allHTepeCOBaHbI AU Brr 110-

IIPEe>KHEMY B...

22
I would be grateful if you could tell me as soon as possible the dates of...
51 Gp1a Obl 61arogapeH, ecau ObI Bel coOOIINMAY MHE KaK MOXKHO CKOpee AaTHL...

23
Is there anything that can be done about this?
Mo>kHO AM 4TO-HUOYAD TIPEAIIPUHATH 110 BTOMY ITOBOAY?
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We would be interested to hear your further comments on this project and whether
you intend to go ahead with it..

Hawm Becbma mHTEpecHO y3HaTh Barmm 3amMedaHns 11o IoBOAy 9TOTO ITPOeKTa, I
HaMepeHBI AU Bbl HayaTh ero ocyIrecTsAeHe.

25

It is important to us to receive information on how our production are received in
trade.

/451 Hac BaXKHO MTOAYYNTh MHPOPMALIMIO O TOM, KaK Hallla IIPOAYKIIUs BCTpeueHa
PBIHKOM.

26
Does the idea appeal to you?
[Ipusaexaer an Bac sTa naesa?

27
Following my conversation with your representative...
ITocae moero pasrosopa c Bammm npeacrasuresem...

28
I should be glad if you would send me your new catalogue of...
br1a On1 pag, ecan Ob1 Bl npucaaan MmHe Bari HOBBIN KaTaAoT...

29

I should be grateful if you would send me by return your catalogue and price-list
of...

br1a Ob1 mpusHaTeaeH, ecan Obl Bol ipucaaan MHe ¢ oOpartHoi mouton Barr katasor
U TIPEVICKYPaHT...

30

If you can guarantee prompt delivery and can quote really competitive prices we
may able to place an order with you.

Ecan Bl Mo>keTe rapaHTHpOBaTh HeMeAAeHHYIO AOCTaBKy 1 Ha3HA4UTh
AEVCTBUTEAbHO KOHKYPEHTOCIIOCOOHBIE IT1eHbI, MBI ObI CMOTAM Pa3MecTUTh 3aKa3 Ha
Bamreir pupme.
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Please enclose descriptive leaflets with your reply, and state what discount you
allow for quantities

ITpocum Bac mpuaoxxuts K Baremy otsery omnmcanme ToBapa U yKa3aTh, KaKyio
CKIAKY BBl mpesocraBasieTe B 3aBUCHMOCTY OT 3aKa3aHHOTO KOANYECTBA.

32

Please send us an offer quoting your best terms and discount for cash payment

[Tpocum BeICAATh HaM IIpeAJ0KeHNe, Ha3HaYUB HanOo.1ee BBITOAHbIE YCAOBILS 1
CKIAKY 3a OIlAaTy HAANIHBIMIL.

33

Your firm has been recommended to us by Messrs., with whom we have done
business over <...>years.

Bary pupmy pekomeHA0Bas0 HaMm pupma <...>, ¢ KOTOPOI HaC CBSI3BIBAIOT A€10BbIE
OTHOIIIeHIs Doaee <...> A€T.

34
Please let us know weather you can supply...
[Tpocum cooOMNTL HaM, CMOSKeTe AM BBl ITOCTaBUTb...

35

We are interested in...which you advertise and should be glad if you would send us
full particulars.

Ms1 nHTEpecyeMcs <...>, KOTOPEHIN Bol pekaamupyerte, 1 OyaeM paasl, ecau Bor
IpUIILeTe HaM ITOAPOOHYIO MHPOPMAaLINIO.

36

As we are prepared to pay cash we trust that you will quote favorable prices for bulk
orders

IToCKOABKY MBI TOTOBBI PacCIIAaTUThCSI HAAMYHBIMYU, MBI HageeMcsl, YTO Bbl HasHaunTe
caMble 0aroNpUsITHBIE LIEHBI 4151 OIITOBBIX 3aKa30B.

37
With reference to your advertisement in <...> I should be pleased to receive...
Ccpraasich Ha Bamry pekaamy B <...>, st Ob11 OBI paj [OAYIUTb...
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We shall be very grateful for any assistance you can give us in this matter.

Byaem mpusHaTeAbHbI 32 AI00YIO IIOMOIIb, KOTOPYIO BBl MOXXeTe OKa3aTh HaM B
9TOM Jee.

39

We have seen your <...> at the exhibition and are very much interested in this model.
We should like to market it in <...> if you are prepared to give us the sole agency there.

Ms1 Bugean Bamry <...> Ha BBICTaBKe 1 OY€Hb 3alIHTEPeCOBaAVICh DTOV MOAEABIO. MBI
OBI XOTeAM HalITI PHIHKM COBITa 4451 Hee B <...>, ecAu BbI TOTOBBI Ha3HAYNTH HAC TaM
CBOVIMI €AVIHCTBEHHBIMU ITPeACTaBUTEASIMI.

40
We have for many years been importers of <...> from...
B TeueHne MHOIUX A€T MBI UMIIOPTUPOBAAN <...> U3 <...>.

41
We should be grateful for an early reply

By,ﬂ,eM IIpM3HaTEAbHBI 3a CKOpeﬂLHI/IﬁI OTBeT.

42

We enclose a pattern of <...> and we should be obliged if you would send us samples
of...

Ms1 mpuaaraem obpaszer; yzopa <...> 1 OyAeM IIpU3HaTeAbHBI, eCAu Bbl 11pu 1miaete
HaM 00pa3Iibl TOTOBO IIPOAYKIIUIL.

43
We should require delivery within <...> weeks of placing the order
Ham norpebyercs 1mocTaBka He I1035Ke, 9eM uepes <...> HeJeAl C MOMEeHTa 3aKasa.

44
As the matter is urgent will you please let us have a reply by return.
ITockoapKy BoIrpoc GesoTaaratedeH, mpocuM Bac gath oTBeT ¢ 06paTHOI ITOYTOIA.

BepuyTbcsa B cogepxanne
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3akAouuTeAbHAs coopma BexausocTn — Complimentary Close

1
With many thanks for your interest in this matter, I remain,
C GaarogapHocThIO 3a Bam mnTepec K 9ToMy Jeay, OCTaioCh,

2
With kind regards and thanks for your patience in this matter,
C cepaeuynsIM npuBeTOM 1 01arolapHOCTLIO 3a Barite Teprienne B 9ToM geae,

3
With many thanks for your good cooperation,
Boaspimoe cnacu6o 3a Balie 400poe coaelcTsue,

4
Thanking for your kind cooperation in this matter, I remain,
baarogapio 3a 2106e3HOe COAeNICTBIIE B DTOM Jele, OCTaIOCh,

5
I sincerely appreciate your patience and continued interest,
sl nckpense 1eHIo Barie teprieHne 1 mpoA0AXKaloIInNics MHTepec,

6
Looking forward to continued cooperation, I remain,
PaccunTeIiBaio Ha IPOAOAKEHNE COTPYAHIYECTBA, OCTAIOCh,

7
Your cooperation in this matter will be most appreciated,
Bame coaerictsue B 5TOM geae OyaeT O 40CTOMHCTBY OLIeHEHO.

8
Thanking you beforehand for your cooperation, I remain,
3apanee 6aarogapio 3a coOAeNICTBIe, OCTaIOCh,
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9
We look forward with interest to our continued cooperative efforts.
MB5I ¢ MHTEpECOM HageeMcsl Ha IIPOAOAKeH e COBMECTHBIX YCUANIL.

10
We would greatly appreciate your answer.
Mpg1 oueHb paccuuThiBaeM Ha Bamr oTser.

11
I am looking forward to hearing from you soon.
Kay ckoporo otsera.

12
I'look forward to hearing from you in due course.
sl paccunTriBalo Ha Barr oTBeT OOBIYHBIM ITOPSIAKOM.

13
We will look forward to hearing from you at your earliest convenience.
Me1 6yaeM HaaesThCsl, 9TO BBl OTBETHUTE IIPU IIEPBOIL 3K€ BO3MOXKHOCTH.

14
We should appreciate receiving your reply at your earliest convenience.
MpI ¢ 6aarogapHOCTBIO HageeMcsl Ha CKOPeMIINIA OTBeT.

15
I would greatly appreciate an early (prompt) reply.
51 6yay oueHb H61arogapeH 3a CKOPBIN (CPOYHBIIT) OTBeT.

16
I hope that I may hear from you soon.
Haaerocs Ha ckopblil OTBeT,

17
A prompt reply will be appreciated.
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Mzl paccunThIBaeM Ha CpOYHBIIL OTBET.

18

Waiting for your kind reply, we remain,
XKaem Bamtero a106e3H0ro orBera, ocraeMcsl,

19
It would be very much appreciated if you could reply at your earliest convenience.
Mpz1 6p1411 ObI O4eHb OaarogapHsl, ecaAn Obl Bel oTBeTHAM TpU IePBOI BO3MOXKHOCTM.

20
Best wishes,
Ha]/[/ly‘«ILT_H/Ie I10>KeAaHus1,

21
With best wishes,
C HaVI/ly‘IH_U/IMI/I I10>KeAaHusIMU,

22
With kind regards,
C Apy>KecKuM IpPUBETOM,

23
With best wishes and kind regard,
C HaMAYYIINMY HOXeAAHUSMU U APY>KECKUM IIPUBETOM,

24
Our best wishes to Mr. <...>.
Hamm HamaydIme moxxeAanus r-uy <...> .

25
My kindest regards to Mrs. <...>.
Moii cepaedHbIT IpUBeT I-XKe <...> .
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26

Wishing you the best of success, I remain,
Keaaro BaM BcsAueckux ycriexoB, OCTarOCh,
27

Please accept my best wishes,

[TpuMuTe MOM HaMAydIIe ITOXKEAAH.

28

We trust that this initial order will lead to further dealings between our two
companies.

MBsI moaaraem, 4TO STOT HauaAbHBIN 3aKa3 IIPUBEJET K 3aKAIOUEHUIO AaAbHETIIIIX
CA€A0K MeXXAy HaIllIMU KOMIIaHVSIMU.

BepHyThbcsa B coaepkanme

U3BuHeHHne - Apology

1
My (our) apologies for...
ITpuuomty cson (Hamu) M3BMHEHN 3a...

2
We offer an apology for...
ITpuHOCHM U3BMHEHNA 3a...

3
Please accept my apologies for...
ITpumuTe, m1o>xaayiicra, MO U3BMHEHNA 3a...

4
I wish to offer my sincere apologies for not coming to...
Xouy IpyHeCTV CBOV CaMble MCKPeHHIIe M3BIHEHN 3a TO, UTO He IIPUIIe...

5

I wish to offer my sincere apologies for taking so long to answer your letter.

XO‘Iy IIPMHECTV CBOM CaMbI€ VICKpEHHIE U3BIMHEHISI 3a TO, YTO 404ATO HE OTB€4Yaa Ha
Bame nimcemo.
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6

I wish to offer my sincere apologies for the delay in <...> which was entirely outside
our control.

Xody nmpmHecT cBOU caMble VICKpeHHIe M3BUMHEHNS 3a 3aJePKKY B <...>, KOTopasl
HpOM30I1IlAa He 110 Halllell BUHe.

7

I wish to offer my sincere apologies for the trouble (inconvenience) it may have
caused you.

Xody mpuHecTy cBOM caMble MCKpPeHHIe U3BMHeHIs 32 TO OeCIIOKOCTBO
(HeyA00CTBO), KOTOPOe HTO BO3MOXKHO ITPpUYMHNIAO0 Bam.

8
I am sorry that...
IIpomy n3BMHUTE 3a TO, YTO...

9
I must apologize that...
J02XeH U3BMHUTLCA 3@ TO, UTO...

10
I sincerely regret that...
I MckpeHHe co’kaaero, 4To...

11
I was extremely sorry that...
51 oueHb BUHOBAT B TOM, YTO...

12
I am sorry, but I cannot be of assistance to you in this matter.
MsBunure, HO 51 He MOry nomouds Bam B 9TOM geze.

BepuyTbcsa B cogepxanne
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Heoao6peHue - Disapproval

1
I am most disturbed that you will not be able to...
SI ogeHn 00OecIIoOKOeH TeM, 4TO Brl He cMmokerTe...

2
This sets up a chain involving several complications.
DTO BBI3BIBAET 1I€IIb OIlpeJeAeHHBIX 3aTPyAHeHMII.

3
I wrote to you expressing our interest in <...> but heard no more.
S mcaa Bawm, Boipaskast HaIll MHTEpeC B <...>, HO He II0AY4YI1A HI- KaKOTO OTBETA.

4

This activity is hampered by limited availability of our production in your country.

DTOII AeSITe ABHOCTH IIPEILITCTBYeT OTPaHIIeHHBIN AOCTYII Halllell IIPOAYKLIVIN B
Bamy crpany.

5
We are not happy about the terms you suggested.
MsI He yA0BA€TBOPEHBI IIPeAA0KeHHBIMY BaMu yCcA0OBISIMIL.

6
I simply cannot understand why you did not tell us...
51 IpOCTO He MOTY IIOHSITH, IIOYeMy BbI He IIpesyIipesnan Hac...

7

I am very disappointed about this fact, and hope that you can help me to clear out
this very strange situation.

51 oueHb OropyeH AaHHBIM OOCTOATEABCTBOM U HaAeIOCh, UTO Bbl 0ObsACHUTE MHE 9Ty
BechbMa CTPaHHYIO CUTyallMIo.

8
By this letter I emphatically protest against..
Hacrosmym nmcsMoM s 3asIBASIIO KaTerOpUIeCcKUil IPOTeCT IIPOTUB...

ODNICTIPODI | dpaser: Heoao6penne — Disapproval m



9
This is, I am sure you will agree, not a good way to conduct business.
DT0, noaaraio, Ber coraacurecs, He Ay4uimit crrocod BecTu JeAa.

10
I am afraid that we must cancel the agreement as...
51 6010Ch, MBI 40AKHBI PACTOPTHYTH AOTOBOP, ITIOCKOABKY...

11
We emphatically deny you permission to...
Mk kaTteropmueckn 3anpeniaemM Bam...

BepuyThbcsa B cogepxanue

OaAo6peHune - Approval

1
I take pleasure of...
C ya0BoabCTBUEM. ..

2
We are delighted that...

Mk1 oueHb paapl, 4ToO...

3
I shall be happy to discuss with you...
byay cuactans obcyauts ¢ Bamn...

4
I am pleased to send you a copy of...
Pag BbicaaTs Bam sx3emmiasp...

5
We were very pleased to hear that you have decided to undertake...
Ham Ob110 oueHb NPUATHO y3HaTh, YTO BeI perman npeAnpuHsITS...
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6
We are pleased to learn from your letter that you have decided to...
Hawm 6p1210 nipuATHO y3HaTh 13 Banrero mucbmo, uto Bol permman...

7
We are most pleased that you want to buy...
Mk1 oueHb paabl, 4TO Bl moskeaaan KyInTh...

8
I was delighted to hear the news that...
51 OBp14 BOCXMIIIEH, Y3HAaB, UTO...

9
It would be truly wonderful to...
Br1a0 Ow1 sgevicTBUTEABHA 3aMedaTeAbHO...

10
We are glad to say that we can reserve for you...
M5I paabl COOBIINTE, YTO MOKEM OCTABUTh 3a Bamir...

11
We appreciate your attitude.
Mp!1 eHuM BaIly IO3UIUIO.

BepHyTbcs B cogepkaHue

OtBeT - Reply

1

In reply to your request for our Catalogue No.... we enclose a copy herewith, and we
hope you may find it useful.

B orBet Ha Bamy nnpocrOy nipucaaTts Bam Hamr kataaor No... mpuaaraeM 9K3eMI1ASAp
KaTaJora 1 HageeMcsl, YTO OH OKaKeTCsl II0Ae3HBIM A4s1 Bac.

2
We were very pleased to receive your letter in reply to our advertisement in...
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Mg1 Ob1AU OYeHb paAbl IIOAYINUTD OT Bac mmuucemo B oTBeT Ha Bailie 0ObIBAEHNE B...

3

We are certain that a trial order will give you full satisfaction and we shall be very
glad to hear from you.

Mu1 yBepensl, 4TO ITPOOHEIN 3aKa3 IOAHOCTBIO YA0BATBOPUT Barmum TpebGoBanmsM,
1 OydeM paabl IOAYIUTD OT Bac mogTsep>kaeHne.

4

We thank you for your inquiry, in reply to which we are sending you under separate
cover our illustrated catalogue of...

baarogapum Bac 3a Bam sanipoc, B oTBeT Ha KOTOpPEIN BhIcbl1aeM BaMm B oTaeabHOM
KOHBepTe Halll I/I/l/lIOCTp]/IpOBaHHbH;I KaTaAaor...

5
We much appreciate your offer...
Mb1 BbIcOKO IleHMM Batre nipeaaosxkenne...

6
We are obliged for your letter of <Date>, in which you inquire...
Mz npusHaTeabHH 3a Bamre mucemo ot <Date>, B koTopom B criparmnsaere...

7
We shall be only too pleased to supply you with...
M1 6y4eM O4€Hb paabl IIOCTAaBUTD Bam...

8

May we use this opportunity to draw your attention to...

ITosBoAbTEe HaM BOCIIOAb30BaThCs AAHHON BO3MOXKHOCTBIO, YTOOBI IpMBAeyb Barire
BHUMAaHMeE K ...

9
We have made a special effort and quoted you prices which leave us only a very
small margin, because we want to secure your order.
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CrnenmaasHo A45 Bac MBI 1TOocTapaanuch Ha3HAUUTD I1eHbl, KOTOPBIe OCTaBASIOT HaM
AVIIb O4eHb HeOOABIIYIO IPUObIAB, IIOTOMY YTO MBI XOTMM COXPaHUTL 3a coboit Barm

3aKaas.

10
We should appreciate it very much if you could send us...
Mpz1 6p1411 OBl OYeHb IpU3HaTeAbHbI, ecAy Obl Bel mpucaaan HaMm...

11

We can promise delivery in a month if we receive your order immediately.

Ms1 MOsxeM oOeIraTh ITOCTaBKY B TeUeHNe Mecs11a, eCAM IToAydnM Bamr 3akas
He3aMeaAUTeAbHO.

12
We hope that our offer will interest you.
Hagaeewmcs, uTo Hallle mpea0>KeHne 3anHTepecyeT Bac.

13

As we are extremely busy at present, it would help us to give you prompt delivery if
you could send us your order as soon as possible,

ITockoAbKy B HacTOsITIee BpeMs MBI KpaliHe 3arpy>KeHbl paboToit, A4
OCyIIIeCTBAeHIsI HeMeAAeHHOI IIOCTaBK/ HaM OBl O4eHb IIOMOTA0, ecay ObI Brr
IpucAaau HaM Bamr 3aka3 Kak MOKHO CKopee.

14
We are awaiting your instructions with interest.
C 3amHTepecoBaHHOCTHIO OXKMAaeM Bammx ykasaHmnii.

15
We are pleased to acknowledge your order for....
Ham nipusaTHO 110ATBepAUTE Balll 3aKa3 Ha ...

16
Your order is already being carried out / executed / processed, and delivery will be
made in accordance with your instructions.
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Bamr 3aka3 y>xe BEIIIOAHsIETCS / 0OpaOaThIBaeTcs, 1 A0CTaBKa OyAeT IIpou3BeJeHa B
COOTBETCTBMI C BaIlIIMU MHCTPYKIVMIU.

17

We confirm that delivery will be made by (Date), as requested.

MpI moaTBEp>K4aeM, 4To gocTaBKa OyJeT mpoussedeHa 40 (Jara), Kak Toro
ITIO>KeAaAN.

18

Delivery will be made immediately on receipt of your cheque / remittance / letter of
credit.

Jocraska OyJeT IIpou3sejeHa He3aMeAANTeABHO 110CA€e ITOAYJIeHNs Balllero yeKa /
repeBoJa / akKpeAUTIBaA.

BepuyThbcs B cogepkaHue

NoxeAaHue - Expectation

1
I hope that all is going well with...
’l HazerOCh, Bce MAeT XOPOLIO C...

2
I hope that you are keeping well ...
sl nagerocs, y Bac Bce xoporo...

3
I hope you will not mind...
sl Hagerocw, Bol He OyeTe Bo3paskaThb...

4

We very much hope that you will come to a positive decision on...

Mp1 oueHs HageeMcs, UTO BhI IpuAeTe K II0A0KUTEABHOMY PeIeHIIO
OTHOCUTEABHO...
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5
We expect you to use every effort to...
MBpI moaaraem, 4TO BBI IIPUAOXKIUTE BCE YCUAVS AASL...

6
We trust your kind attention on the matter...
Ml paccumThiBaeM Ha Ballle BHIIMaHVie K BOIIPOCY...

7
I hope to have further news for you before too long.
sl Haae10Ch, UTO 40BOABHO CKOPO OyAy MMeTh HOBOCTU A4 Bac.

8
I do hope I am not putting you to too much trouble if...
sl Hage10Ch, UTO He A0CTaBAIO0 BaM MHOTO XA0110T, ecan...

9
I sincerely hope you will be able to help me in this matter.
I MckpeHHe HaAeI0Ch, 4TO BBl cMoOKeTe TOMOYB MHe B 9TOM JeJe.

10
I am looking forward to receiving your proposal for...
51 paccamTHIBAIO IOAYIUTH Baru ripeAA0>KeHus 110...

11
We look forward to hearing your further proposals soon.
Mb1 paccunThIBaeM BCKOpe yCABbIIIaTh Barm jaabHerinme moskeAaHms.

12
I'look forward to cooperating with you on this new venture.
I paccunThIBaIO Ha COTPYAHMYECTBO ¢ BaMiy B 9TOM HOBOM IIpeAIIPUATII

BepryTbcsa B cogepxanne
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3asepeHue - Assurance

1
You may be assured that I will make...
MoskeTte OBITH YBEpEHBI, UTO 51 IPEAIIPUMY...

2
We shall do our best...
MpI caesaeM Bce BO3MOSKHOE, YTOOBL. ..

3

Please rest assured that I will do my best to bring this matter to a satisfactory
conclusion.

bByapTe yBepeHsI, UTO 51 cAeAal0 BCe, YTOOBI A0BECTU DTO A€10 AO YCIIEITHOTO
3aBepILIeHI.

4
If you need something else, please let me know.
Ecan Bam Hy>kHO 4TO-HIOYAB ellle, IIOXKaAylicTa, COOOIINTe.

5
I trust you will not hesitate to contact us...
5l moaarato, Bel 6e3 cTeCHeHUsI OOpaTUTECh K HAM....

6

Please do not hesitate to let us know if you require any other information.

IToxxaayiicTa, He CTeCHsIITECh COODIIUTH, €CAM MBI MOKeM ObITh Bam ueM-H1Oy b
[1O/€3HBI.

7
Please do not hesitate to get in touch with me if you would like to receive...
IToxxaayiicTa, He CTECHSIITECh OOPATUTHCS KO MHE, €CAU 3aXOTUTE ITOAYINTb...

8
Please let me know if you require any further information or assistance.
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Coobmiure, nokaayiicra, ecau Bam nmorpeOyercst gaabHerias nHGpopManus UAN
IIOMOIIIb.

9

Should any questions arise during <...> please do not hesitate to contact us.

Ecam BO3HMKHYT Kakue-A100 BOIIPOCH! BO BpeMms <...>, [1I0KaAylicTa, He CTeCHsITeCh
0OpaTUTHCSL.

10

Should you require further details, we would of course be happy to supply this upon
request.

Ecan Bam moHaao0mTcst 4011oAHMTE ABHAS MHQ)opMauM;I, MBI, Pa3yMeeTcs], 6y4eM
C49acCTANMBEI ee IIpeAOCTaBUTDb I10 BameMy 3aIrpocy.

11

Should you have any problems regarding this work please do not hesitate to contact
me.

Ecan y Bac BosHuKAM Kakye-A100 IIpoOAeMBbl B OTHOIIIEHN! DTO pabOThI, He
CTeCH:AITeCh, IIOXKaAylcTa, OOpaTUTLC KO MHe.

12
We would of course be happy to lend you a...
Mp1, KOHeuHO, OyAeM c4acTAMBBI OA0AXKUTD BaM...

13
We will be glad to answer any technical questions on the...
Mzr 6yaem paabl OTBETUTD Ha AI0ObIe TeXHIYECKIe BOITPOCH OTHOCUTEABHO. .

BepHyTbcsa B coaepkanme

Mpocbba - Request

1
Please let me know...
IToxxaayiicra, coobmuTe...
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2
Please send us...
ITpocum BrICAATH HAM...

3
We kindly ask you to send us...
HPOCI/IM He OTKa3aTh B AI100€3HOCTY BBICAATH HaM...

4
Please inform us about...
ITpocum cooOIIUTH HaM O...

5
Please take notice that...
ITpocum 3amMeTnTs, 4TO...

6
We ask you to wire us...
[Tpocum teserpaduposaTsb HaM...

7
We request to pay...
ITpocum onaaTuTs...

8
We would like you to send us...
Mb1 XOTuM, 4TOOBI BBI BHICAAAU HAM....

9
In addition to my cable I would ask you to inform us...
B sgomoanenne K Moeii TeaerpaMMe s ITPOIITY COOOIINTD HaM...

10
Please indicate your post code, telephone and telex number.
ITosxaayiicra, ykaskute Barrr mouToBbIit MHAEKC, HOMepa TedepOHa I TeleKca.
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11
Please take all necessary measures for...
[Tpomy npuHATL Bce HEOOXOAMMBIE MePBI AAS...

12
Please do your best to bring this matter to a fast positive end.
CaeaaiiTte, 110KaAyiicTa, BCe BO3MOXKHOe, YTOOBI IIPUBECTU HTO 410 K CKOPOMY

IHOAOXKUTEADPHOMY (1)I/IHa/ly.

13
Please send us urgently <...> in accordance with our contract.
Brimanre HaM, 11o>KaAyiicta, CPOYHO <...> B COOTBETCTBMY C HAIlIMM KOHTPaKTOM.

14
I wonder if you would do me a favor...
XoTeaoch Obl 3HaTh, HE MOXKeTe A1 Bbl okazaTh MHe AI00€3HOCTb...

15
I wonder if you could help me to...
Xoteaoch Obl 3HaTh, He MOXKeTe A Bl MHe ITOMOUB...

16
It will be appreciated if you will please...
Mp1 Oyaem 6aarogapHsl, ecan Ber...

17
We will appreciate your informing us of your decision concerning...
Mz 6yaem 6aarogapHbl BaMm 3a cooOiienne Bariero perieHns OTHOCUTEALHO...

18
We ask you for some additional information...
ITpocum y Bac HEKOTOPYIO 40IOAHUTEABHYIO MH(POPMALIUIO O...

19
We would very much appreciate hearing from you so that we may...
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M1 oueHb paccumThiBa€EM Ha Bamnr OTBeT, YTOOBI UMETH BO3MO>KHOCTb...

20
Could you please send me...
Byabte 400pbI mpucaaTh MHe...

21
We would kindly request to provide us with...
MBp1 ObI mOTpoCKAM 0OeCIIednThb Hac...

22

I would appreciate very much if you send me; according to clause <...> of the
agreement...

51 6b14 OBI OYeHb OAarodapeH, ecaut Obl BbI BbICAaAu MHE COTAacHO MYHKTY <...>
AOTOBOpaA...

23
In accordance with law I request...
B cooTBeTcTBMM C 3aKOHOM s ITpo1ty (TpeOyIo)...

24
I would be most grateful if you could send me
51 612 OBI BecbMa Oaarogapen, ecay Obl Bel Moram npucaars MHe...

25
I would be most grateful if you could confirm that...
51 612 OBI BecbMa OaarogapeH, ecay Obl Bel Moranm noaTsepAnTs, 4TO...

26
I would be most grateful if you could notify <..> that...
51 612 OBI BecbMa Oaarogapes, ecay Obl Bel Moran nssecturs <...>, 4TO...

27
I would be most grateful if you could add some data about...
51 6b12 OBI BecbMa O.aarogapeH, ecan Ob1 Bel Moran 400aBuTh HEKOTOpBIE AaHHEIE O...
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28

I would be most grateful if you could correspond with me regarding the sale of <...>
and purchase of <..>

51 b2 ObI BechMa OaarogapeH, ecaAy Obl Bel MOrAM CBA3aThCSI CO MHOI T1I0 IIOBOAY
IIpOJaXku <..> I IMOKYIIKH <..>...

BepHyTbCs B coagepKaHMe

CoxaaeHue - Regret

1
Unfortunately,...
K coxxkazenuro, ...

2
Unfortunately, I have been out on business in...
K cosxkazennio, MmeHs1 He ObLAO - 51 OBIA B 4€A0BOII II0€3AKE B...

3
I am very sorry to have caused you so much trouble.
I oueHb cokazelo, 4To NpUunHNUA Bam cTroapko GecriokolicTsa.

4
I was sorry to learn from your letter that...
51 ¢ coxxasennem y3Haa u3 Barmrero mcsMa, 9To...

5
I am sorry that I have no better news for you today.
Coskazelo, 94TO Ha CerOAHs Y MeH:I HeT 4451 Bac AydImx HOBOCTeIA.

6
I am sorry to hear (to learn) that...
C coxaseHueMm y3Haa, 4To...

7
I am afraid that...
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Borocs, uTo...

8
I am sorry (I regret) to say (to inform you, to tell you) that...
C coxxaaeHnueM cooOIaIO, YTO...

9
I regret to inform you that...
K coxxazsenmio, BeIHy>XAeH coob1muTs Bam, gTo...

10
To my great regret I must inform you that I am not able to...
K MoeMy BeAMKOMY COKaA€HUIO, 51 A0AXEH U3BECTUTH Bac, 4TO 51 He B COCTOSIHUIA. .

11

To my great regret I must inform you that it has not been possible for me to...

K MoeMy Be/l]/IKOMy COXaAeH!Io, 51 A0A>KEeH M3BeCTUTDb BaC, qTo y MeHs He OBLA0
BO3MO>KHOCTIL...

12

To my great regret I must inform you that <...> have already been sold.

K MoeMy BeAKOMY COXKaA€HMIO, 51 A0AKEH U3BECTUTDh Bac, 4To <HaMMeHOBaHUe
TOBapa> y>Ke IIPOJaHbl.

13

To my great regret I must inform you that we cannot find any trace of...

K Moemy BeaMKOMYy COKaAeHUIO, s A0AXKEeH M3BeCTUTH Bac, 4To .MBI He cMOTAN
OOHapYy>XUTh KaK1X-A100 CAeA0B...

14

To my great regret I must in form you that at present we do not have any...

K moemy Beaukomy cokaaeHMIo, s 40AKeH U3BecTUTh Bac, uTo B HacTosIIIee Bpems
y Hac HeT KaKMX-A10o...
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15

To my great regret I must in form you that we shall not be able to arrive on <date>,
as planned.

K MoeMy BeAKOMY COKaA€HUIO, 51 A0AXKEH U3BECTUTH Bac, 4TO MBI He CMOKeM
IpUOBITH <jaTa> KaK I11aHUPOBAAOCH

16

To my great regret I must in form you that there has been some misunderstanding
over the...

K MoeMmy BeanKOMYy COKaA€HUIO, 51 A0AXKEH M3BeCTUTH Bac, 4To mpoun3oriio
HEKOTOpOe HeJ0padyMeHIe B OTHOIIIEHNUIA. .

17

To my great regret I must in form you that I have not yet managed to organize...

K MoeMmy BeanMKOMy COKaA€HUIO, 51 A0AKEH M3BeCTUTH Bac, 4To 51 He CMOT IT0Ka 4TO
OpraHN30BaTh...

BepHyTbcsa B coaepkanme

CoobuweHune - Information

1
We intend to...
Mkr1 HamepeBaemcs...

2
We would advise...
MpI XOTUM COOOIIATS ...

3
Be advised please that...
ITpummnTe, IO3KaAyiicTa, K CBe4eHMIO, 9TO...

4
Permit me to say that...
TTo3BoabTe CKazaTsp, 4TO...
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5
In the meantime...
Tem BpeMeHeM (MeXAy TeM)...

6
Let me inform you that...
TTo3BoabTe COOOIIUTD, UTO...

7
I have the pleasure to inform (in informing) you that...
51 mmero yA0BoAbCTBME cooOIUTEL BaMm, gTo...

8
This is to inform you that...
Hacrosamum coobmaro, 4ro...

9
This is to certify that...
Hacrosmum yaoctosepsieTcs, 4T0

10
It is important to us that...
251 Hac Ba>KHO, YTOOBHL....

11
Please take note of the...
Obparture, noxxaayicra, BHUMaHMe, 4TO...

12
This is to notify you that...
CraBao Bac B m3BecTHOCTD, 4TO ...

13
I am writing to confirm that...
[Tumty, 9TOOB TOATBEPAUTS, UTO...
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14
Perhaps I should mention that...
Bo3Mo>kHO MHe caeayer OTMETUTD, 9TO...

15
According to my notes...
CoraacHo MOUM 3aIUCAM...

16
As you know...
Kak Bam ussectHo...

17
As you will see from...
Kaxk Br1 yBugure us...

18
As you know from previous correspondence...
Kaxk Br1 3HaeTe 13 npeapigyinen epemnmckiu. ..

19
As Mr <..>may have told you...
Kak r-H <...> BO3MOXXHO yXe cKa3aa Bam...

20
We agree to your proposal.
Mb1 coraacHbl Ha Ballle IIpeaJ0>KeHne.

21
I would like to inform you that our firm is intending to...
51 6B1 x0Tea cooOmmTh BaM, uTo Harta pupma HamepeBaeTcs...

22
We wish to draw up your attention to the fact that...
Obpamaem Barre BHMMaHIe Ha TO, UTO...
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23
In reply to your telephone inquiry I wish to advise you that...
B otBeT Ha BaI TeaeOHHBIN 3aIIPOC COOOIIAIO, UTO...

24
Since I last wrote you there has been some progress with the...
Co BpeMeHM MO€ro IocAeAHero MICbMO Aela HECKOABKO IIPOABUHYANCH C...

25

I am sure you will understand that my actions will be in the best interests of both our
firms.

5l HageIOCh, BBI ITOVIMeTe, YTO MOU AeNICTBUA OyAyT Ha 04aro obenx Hammx pupM.

26
There are no problems with regard to ...
Het mpo6.1em B OTHOIIIEHUA. ..

27
We have carefully considered your proposal.
Mz TiaTeabpHO paccMoTpean Barre npegaoskenne.

28
We are of a different opinion.
ME1 npuaep>KmBaemMcst APyroro MHEHS.

29
I shall of course let you know should the situation change.
SI, pasymeercs, 4aM BaM 3HATh, €CAY CUTYaLIVIsI UI3MEHNUTCSI.

30
Enclosed please find...
ITpnao>xeHno K nucpmy...

BepuyTbcsa B cogepxanne
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MAaaTexHoe nopy4veHue — Payment Order

1

By order of our bank please pay to our beneficiary the sum of <Amount> by cable.

ITo pacniopszxkeHnio Hailero 6aHKa, IoXKaAylicTa, IIAaTHUTe BallleMy OeHepuIapy
cyMMy <...> 110 Teaerpady.

2

By order of our principals please pay to <Company Name> by airmail.

ITo pacriops>KeHMIO Balllero KAneHTa, IoXKaAylicTa, IAaTuTe cyMmy <...>
aBMAIIOYTOI.

3
Please pay for account of <Company>.
IToxaayiicra, maatute 3a caer <Company>.

4
Please pay less our charges.
IToxaayicTa, AaTuTe 3a BBIYETOM HaIIMX PAacXOJ0B.

5
Please pay less your cable charges.
[ToxxaayiicTa, I1AaTHTe 3a BEIYETOM BaIlNX TeAerpadHBIX pacXOi0B.

6
Please pay to the beneficiary less your airmail charges.
IToxxaayiicta, maarure OeHedpuIapy 3a BHIUETOM BaIIIMIX aBMAIIOYTOBBIX PAaCXOAOB.

7
Please pay less our payment commission.
IToxxaayiicTa, nAaTUTe 3a BBIYETOM Halllel] I1AaTe>KHOM KOMMUCCHUI.

8
Please pay charges our account.
ITo>xaayiicTa, I1AaTHUTe, OTHECS pacXOAbl Ha HAIIl CYeT.
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9
Please pay cable charges our account.
IToxxaayiicTa, I1AaTITe, OTHECS TeAerpadHble pacXoAbl Ha HAIll CYeT.

10
Please pay our beneficiary's charges your account.
IToxkaayiicTa, mAaTUTe, OTHECS pacXoAbl Hallero OeHeduIMapa Ha Balll CJeT.

11
Please pay our principal's charges your account.
[To>xaayiicTa, IAaTHUTe, OTHECS PacXOABI HAIIIeTO KAVMEHTa Ha Balll CJeT.

12
Please debit our account with the sum of <Amount>.
IToxaayiicra, AeDeTyiiTe HaIll CY€T CyMMOI1 <...>

13

Please credit your account with the sum of <Amount> by order of our principals.

ITosxaayricTa, KpeAUTYIITE Balll CIET CYMMOI] <...> IIO pacIIOPs>KEHNIO HaIllero
KAVeHTa

14
Please debit our USD dollar account with the sum of <Amount>
[Toxxaayiicra, AebeTyiiTe HaIl CY€T B aMEPUKAHCKUX A0AAapax CyMMOI <...>.

15
Please credit our account with the sum of <Amount> by cable.
IToxxaayiicTa, KpeAUTYIITe HAIIl CIeT CyMMOII <...> 110 Teaerpady.

16
We enclose our debit-advice.
Mp! ipraaraem Haile ge0eT-aB130.

17
We enclose your Payment Order No. <..>.
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Mp1 npuaaraem Balile raaTesxHoe nopydenne No <..>.

18
We enclose our payment instructions.
Mur InprnaaraeM Halllll IIAaT€>KHbIE€ VIHCTPYKII L.

19
We enclose payment No. <...> dd. <Date>.
Mer npuaaraem maarex Ne <..> ot <..>.

20
We enclose our principal's instructions.
MsI mpusaraeM MHCTPYKLIMY HAIIIeTO KAVEHTa.

21
We pay to your bank by cable.

MbpI naaTum BalemMmy 6aHKy I10 TeAerpa(l)y.

22
We credit our account with the sum of <Amount>.
MpE1 KpeanTyeM Halll cdeT CyMMo <...>.

23
We debit your account with the sum of <Amount> by airmail.
Mp1 gebeTyeM Balll cueT CyMMOI1 <...> aBMaIlOuTOIA.

24
We enclose our cheque.
MBsI mpusaraem Harr Jex.

25
We pay the sum of <Amount> to your bank by airmail.
MsI iaatum cymmy <...> BalieMy OaHKY IO aBUaIlouTe.
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26
We credit your account with the sum of <Amount>.
Mpg1 KkpeanuTyem Balll cdeT CyMMOI <...>.

27
We debit our account with the sum of <Amount>.
Mp1 gebeTyem HaII cyeT CyMMOIt <...>.

28
We have debited your account under advice.
Ms1 geGeToBaam BamI cyeT IpU ybeAOMAEHNI.

29
We have credited your account with the sum of <Amount> under advice.
MBsI KpeauTOBaAM Balll CIET CyMMOII <...> IIPU YBeJOMAEHI.

30
We have paid the sum of <Date> under advice to the beneficiary.
MEI BBITTAQTIAY CYMMY <...>, yBegoMuB OeHeduimapa.

31
We have paid the sum of <Date> to our principals under advice to your bank.
MBsI BBIIIAATUAY CyMMY <...> HaIlleMy KAUEHTY, YBeJOMUB Balll OaHK.

32
We have debited your account value <Date>.
Mk geGeToBaAM BaIl cyeT CPOKOM BaAloTHposaHms <Date>.

33

We have credited your account value <Date>.

M&1 kpeanTOBaAM BaIll C4eT CPOKOM BaalOTHposanms <Date>.
34

We have paid <Amount> value <Date>.

MEI BBIIIAQTUAY CYMMY <...> CPOKOM BaAloTuposaHms <Date>.
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35

We have credited the sum of your Payment Order to our account value <Date>.

Ms1 kpeauToBaau (3a4MCANAN) CYMMY BaIllero I11aTeXXHOTO IIOPyJYeHNs Ha Halll CueT
CpokoM BaaoTupoBanst <Date>.

36

We have credited your account with the sum of <Amount> less our cable charges
value <Date>.

MBpI KpeauTOBaAM Balll CYET CyMMOII B <...> 32 BBIYETOM HAIIINX TeAerpadHbIX
pPacxoA0B CpOKOM BaAOTHpoBaHMs <Date>.

37

By order of our principals we have debited your account with the sum of <Amount>
under advice to your bank value <Date>.

ITo pacrops>KeHUIO Halllero KAMeHTa MBI AeDeToBaAM Balll CUeT CyMMOI <...>,
yBeAOMUB Balll 0aHK, CPOKOM BaAlOTHpoBaHms <Date>.

38
per pro

10 AOBEPEHHOCTNU

BepHyThbcsa B coaepxanme

ABu3o - Letter of Advice

1
We wish to inform you that...
M1 xoTM cooOI1ThH Bam, uTo...

2
We wish to advise you that...
Mpz1 xoTuM m3BecTuTh Bac, 4To...

3
We wish to give you the drawees' reasons for dishonor.
Mpz1 xotuM nipuBectyt Bam nipuunHel HeonaaThl (HeaKIielTa) AaTeAbIINKa.
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4
We wish to inform you of the following;:
Mpz1 xoTnM coobmuTh Bam o caeayiomem...

5
We wish to collect our charges.
Mbp1 xoTuM I/IHKaCC]/IpOBaTb HaIlim paCXO,ZI,bI.

6
Please advise us that you have paid our draft
IToxaayvicTa, cCOOOIUTE HAM, YTO BBI OIAATUAN HaIly TPaTTy.

7
Please advise us that you have collected our charges.
IToxxaayvicta, cooOmuTe HaM, 4TO BBI MHKaccHpoBaAy HaIIM PacXOABL.

8
Please inform us that you have advised the beneficiaries.
IToxxaayiicra, cooOmmTe HaM, yTO Bol m3BecTnan GeHedpunmapa.

9
Please advise us that you have delivered the documents to the drawees.
IToxxaayiicTa, cooOIIIMTEe HaM, 4TO BhI Ilepesaan 4OKyMeHTHI I11aTeAbIINKY.

10
Please inform us that you have attached the following documents.
IToxaayiicTa, cooOmuTe HaM, YTO BBl Mpnaoxmnan caeayomye JOKyMeHTBI.

11
Please credit the account that we hold with you.
IToxxaayiicra, KpeAUTYIITe CYeT, KOTOPBINI MBI ACP>KMM Yy Bac

12
Please debit the account that we hold with you.
IToxaayiicra, AebeTyiiTe cueT, KOTOPBI MBI Aep>KuM y Bac.
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13
Please debit our account with the charges that are <¢ amount>.
IToxxaayiicTa, AebeTyiiTe Halll C4eT Ha CyMMY PacXxoA0B, KOTOpBIe COCTaBAAIOT <$...>

14

Please follow the instructions that are in the collection order.

IToxxaayiicra, caeayniTe MHCTPYKUIMAM, KOTOpble COAeP>KaTCs B MHKAaCCOBOM
HOpy‘«IeHI/H/I.

15
Please insure the goods that are in <Port>
IToxxaayiicra, 3acTpaxyiiTe ToBap, KOTOPbI HaxoAuTcs B <Port>.

16
Please pay the amount mentioned below/ above
ITosxaayvicTa, OrLAaTUTE CyMMY, YIIOMSHYTYIO HI>Ke/BBIIIIE,

17
Please airmail the documents mentioned below.
ITosxaayiicTa, HallpaBbTe aBMAIIOYTON AOKYMEHTBI, YIIOMSHYTbIe HILKe.

18
Please remit the sums mentioned above.
[ToxxaayiicTa, IepeBeANTE CyMMBI, YIIOMSIHYTBIE BBIIIIE.

19
Please accept the bills mentioned below.
IToxxaayiicTa, aKIeNTyiiTe BeKCeAsl, yIIOMSIHYThIe HIKE.

20
Please pay the charges mentioned above.
IToxaayiicTa, OILAaTUTe PacXOAbl, yIIOMSHYTbIE BBIIIIE.

21
We have settled your charges.
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Mpb1 onaaTtuan BaIm pacxoapl,

22
You have settled the bill.
Bol onizatman sexceas.

23
The clients have settled the cable charges.
KaueHT onaatna noutosble pacxoAbl.

24
They have settled the Bill for Collection.
OHU oI11aTNAM MHKACCO.

25
You have settled the draft at maturity.
Byl onaaTman TparTy B CpOK (IpM HACTYILA@HUI CPOKa).

26
settlement of our charges
oIlaTa HaIllMX Pacxoj0B

27
settlement of the Bill for Collection,
orrlaTa MHKacco

28
settlement of the Payment Order
OILlaTa I11aTe>KHOTO TOPYJeHIsT

29
settlement of interest
oriara IPOIIeHTOB
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30
settlement of a bill
orLaaTa BekceAast

31
We settled the Bill for Collection on <Date>.
Mprr onnaatuan nakacco <Date>

32
The customer settled the bank's charges on <Date>.
KanenT onaaTna 6aHkoBckme pacxoasl <Date>

33
The drawees settled the bills on <Date>.
ITaareasmuk onaatua sekceast <Date>

34
The shipping company settled all our charges on <Date>.
Mopckoe 1apoxo4cTBO OIIAaTIAO BCe HaIli pacxoasl <Date>

35
On <Date> we remitted <$ Amount> in settlement of our invoice.
</Aara> mbI IepeBean <$cymma>

36
Pay, as instructed
ILaaTture, Kak OBIA0 YKa3aHO

37
Present the documents, as instructed.
IIpeansBuTe AOKYMEHTHI, KaK OBLAO YKa3aHO.

38
Deliver the documents, as instructed.
Ilepeaaiite AJOKyMeHTHI, KaK ObL10 yKa3aHO.
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39
Remit the sum, as instructed.
IlepeBeauTte cymMMy, Kak ObLA10 yKa3aHO.

40
Pay the charges, as instructed.
OrnzartnTe pacxoapl, Kak ObL10 YKa3aHO.

41
through our bank
Jyepes HaIll OaHK

42
through your bank
yepes BaIll DaHK

43
through Chase Manhattan Bank
gyepes Yerrs ManxoTosH OaHK

44
through European American Bank
gyepes EBpomneiicko-AMepuKaHCKUI OaHK

45
through Central Bank of Russia
yepes LlenTpaabnsiin bank Poccun

46
We have remitted the sum through your bank
Mr1 nepeBean cymmy yepes BaIl 6aHK

47
We have paid you the net proceeds as instructed through the bank that you
mentioned.
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MBpI BBITIAATUAN BaM YMCTYIO BRIPYUKY, KaK ObLA0 yKa3aHO, yepe3 OaHK, KOTOPBIN BbI
YIIOMSIHY AN.

48
We have sent the documents to the drawees through your bank.
M5 BBICA2AM AOKYMEHTEHI I1AaTeABIINKY depe3 Balll OaHK.

49
We have remitted the proceeds through Moscow Bank.
Mp1 nnepesean BLIPYUKY yepe3 MOCKOBCKII OaHK.

50
We have settled the Bill for Collection through a first-class bank.
MEI o112aTnAM MHKACCO Yepes IepBOKAACCHBIN OaHK.

51
advice of payment
I11aTe>XXHOE aBM30

52
our reference No
HOMep Baiiero pedepeHca

53
particulars of the proceeds
II0APOOHOCTU BBIPYYKI

54
draft amount
CyMMa TpaTThI

55
your postage commission
BaIlla KOMICCHA 3a IIePeChLAKY 110 Ho4Te
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56
authorized signature
IIOAIIVICH YITOAHOMOYEHHOTO ANIIa

57

We wish to inform you that our customers settled the Bill for Collection mentioned
below on <Date> and we have paid you the net proceeds as instructed through <Bank>.

MpbI XOTUM U3BECTUTD BaC, 9TO Halll KAMEHT OIlAaTA MHKaCCO YIIOMAHYTOe HIKE,
<Date>, 1 MBI BBIIIAaTHAY BaM 4MCTyIO BRIPYUKY, Kak YKazaHO uyepes <Bank>.

BepuyThbcs B cogepkaHue

MHkacco - Collection of Payment

1
Twenty days from the date of receipt of the documents.
/JBajliaTh AHeT C AaTHI IOAYYeHUs JOKYMEHTOB.

2
Eleven days from the date of receipt of payment.
OamnuaanaTh AHEN C 4aTHI TOAy4YeHIs I11aTexXa.

3
Eighteen days from the date of receipt of Payment Order.
BocemHaa11aTh AHETI ¢ QT TOAYYEHNUS I1AaT€KHOTO ITOPYIeHN.

4
Twenty five days from the date of shipment.
/JBaaniaTh ISITH AHEVI C AQThl OTIIPaBKU IPy3a.

5
Twelve days from the date of acceptance.
/JBeHaaI1aTh AHEII C AQThI aKIIeIITOBAHIA.

6
Fifteen days from the date of receipt of the advice of collection.
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ITaTHaAIIaTH AHEN C AQTHI ITOAYYEHM s MHKACCOBOTO M3BeIleHNs.

7
Seventeen days from the date of receipt of the goods.
CemHaaLaTh AHEN C AAThl IIOAy4YeHNs TOBapa.

8
Please attach the Invoice.
[ToxkaayiicTa, IpUAOXKUTE CIeT-PAKTYPY.

9
Please attach the draft.
[ToxxaayiicTa, IpUAOXKUTE TPATTY.

10
Please attach the Package List.
IToxxaayiicra, IpUAOXKIUTE YIIaKOBOYHBIN AVCT.

11
Please attach the Certificate of Origin.
IToxaayvicTa, MPUAOKUTE CBUAETEABCTBO O IIPOVICXOXKAEHIIA.

12
Instructions follow by next mail.
Mucrpyknum caeayror OAVKaNIIe IoYyToN.

13
Duplicate documents follow by airmail.
Konun 40KyMeHTOB caeAyIOT aBuaIloYTON.

14
Duplicates follow by 1st mail.
Konnn A0KyMeHTOB CAeAyIOT ITepBOii ITOYTON.
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15
Duplicate invoices follow by 2nd mail.

Ay0AuKaThl cueTOB-(PaKTyp CAeAYIOT BTOPOI ITOYTOI.

16
Instructions follow by return mail.
MucTpyKijum caeayioT oOpaTHOM HOYTOIA.

17
We enclose the following drafts:
MpI npuaaraem caeayioniye TPaTThL.

18
We enclose the following instructions:
Ms1 npuaaraem caeayioniye MHCTPYKIUAL.

19
We attach the following lists:
MBsI mpuaaraeM caeAyromiue CIycKIA.

20
We draw the following drafts:
M5 BBICTaBASIEM CAEAYIOIIVIE TPATTHI.

21
We enclose the following documents for collection:

Mpr npuaaraem caeayromuye AOKyMEHTbI Ha MHKacCcCoO.

22
We enclose the following documents for acceptance:
Mr1 npnaaraeM caeayroniye JOKyMeHTBI Ha aKI[elIT.

23
The shipment particulars shown below
/laHHbIe 110 OTTPY3Ke, YKa3aHHbIE HIKe
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24
The information shown below
Vudopmarins, yKazaHHas HIKe

25
The commodity particulars shown below
,ZlaHHbIe O TOBape, yKa3aHHbI€ HIIDKe

26
The maturity date shown below
/ara naarexka, ykazaHHas HIKe

27
The due date shown below
Jara raartexa I10 TpaTTe (BeKceAal0), yKadaHHas HVDKe

28
The draft drawn on the payer
Tpatra, BoICTaBAEHHAsI Ha I11aTeAbIIUKA

29
The draft drawn on the bank
Tparra, BbicTaBAeHHas Ha OaHK

30
The draft drawn on the beneficiary
TpatTa, BIcTaBAeHHas Ha OeHepuIIMapa

31
Subject to the instructions...
ITpu cobArOAeHNI MHCTPYKIIWIA. .

32
Subject to the following instructions...
IIpu coba0aeHnUM cCAeAYIOIUX UHCTPYKITUIA. .
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33
Subject to the instructions shown below...
ITpu cobAOA€HUM MHCTPYKINIL, YKa3aHHBIX HIKE...

34
Subject to the rules shown below...
ITpu cobaroseHnu npasn, yKa3daHHBIX HIUDKe...

35
Subject to the Rules for Collection...
ITpu cobaoaennu I1pasna o mHKacco...

36
Subject to the Rules for Acceptance...
ITpu cobaoaenun I[Tpasua mo akijenry...

37

The documents attached: 1. Invoice, 2. Bill of Lading (B/L), 3. Insurance Certificate, 4.
Package List, 5. Inspection Certificate, 6. Certificate of Origin

ITpnaaraemolie gokymeHTsL: 1. Cuer-daktypa, 2. Konocamenr, 3. Crpaxosoe
CBIAETeABCTBO, 4. YIIaKOBOUHBIN AUCT, 5. VIHCIIeKIMOHHBIN cepTuduUKaT, 6.
CB1A€eTeAbCTBO O IIPOUCXOXKAEHNN

38

We enclose the following drafts and documents for acceptance subject to the
instructions shown below.

Mp1 npuaaraem caeayiomue BeKceAs (TpaTThl) M AOKYMEHTHI 4451 aKLleIlTa
(axuenToBaHM:), PYKOBOACTBYSICh MHCTPYKUIMAMMY, YKa3aHHBIMU HIDKE.

39
Draft particulars: No, amount, date, term, drawer, drawee
/laHHBIe O TpaTTe: HOMep, CyMMa, AaTa, CPOK I11aTeKa, II0AyJaTeAb, II1aTeAbITIK.

40
Deliver documents against acceptance.
Briaaiite 40KyMeHTBI IIPOTUB aKIleITa.
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41
Deliver documents against undertaking.
BrrgaiiTe 4OKyMEHTBI IIPOTUB 00513aTE€ABCTBA.

42
Deliver documents against written undertaking.
BrigaiiTe 40KyMeHTBI IIPOTUB IICbMEHHOTO 00s13aTeAbCTBa.

43
Deliver documents against the drawee's written undertaking.
BrigariTe 40KyMeHTBI IPOTHUB MICbMEHHOTO 00s13aTeAbCTBa I11aTeAbIITKa.

44
Deliver documents against payment.
BriaariTe JOKyMeHTBI IIPOTHUB I11aTeXa.

45
Advise payment by airmail.
Coo01ure 00 akIrernTe IMO4TO’.

46
Advise acceptance by cable.
CooOmnre 00 akiente Teaerpadom.

47
Advise non-payment by airmail.
Coobmiure 0 HeyI1aTe aBMaAIIOYTOI.

48
Advise non-acceptance by cable.
Coobmiure 0 Heak1enTe Teaerpadom.

49
Advise maturity date by return mail.
CooOmnTe 0 cpoke 1naaTexka 0OpaTHOI ITOYTOIL.
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50
Advise us (of) non-acceptance giving reasons.
VuapopMupyiiTe Hac O HeakIlelTe, yKa3as IPUUIHBL

51
Adpvise us (of) non-payment giving reasons
Mudopmupyiite Hac o HeyIlAaTe, yKa3aB IPUUIVHBL

52
Cable non-payment giving reasons.
Teaerpadupyiite o HeyIaaTe, yKasas IIPUYMHEL

53
Cable advice of dishonour giving reasons.
Teaerpadupyiite 06 OTKasze OT aKIIeIITa, yKa3as IPUYNHBEIL.

54
Airmail advice of dishonour giving reasons.
Coo01uTe aBMaIrodToN 00 OTKa3e OT aKIlelTa, yKa3as IPIIIHEI

55
Please collect our bank charges.
IToxxaayiicTa, MHKacCUpPYIiTe HAIIV OAaHKOBCKIIE PACXOABL.

56
Please collect our cable charges.
IToxkaayiicta, MHKaccUpyIiTe Hallly TeAerpadpHble pacxoAbl

57
Please collect interest at 3% per annum.
IToxxaayiicTa, mOAyduTe MPOLIEHTHBIN 40X04 B pasmepe 3 % rog0BbIX

58
The bank charges, if any, are for our account.
bankosckue pacxoarl, eCant TaKOBbI€ IMEIOTCS, 3a Halll CUEeT
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59
Your charges are for the payer's account.
Barmm pacxoAsl - 3a c4eT I1AaTeAbIIMKa.

60
Please collect interest from the above date.

IToxxaayiicra, moayunTe (B3uMaliTe) IPOLIEHTHI OT BhIIIeyKa3aHHOM AaThl.

61
Please authorize us to debit your account with the bank.
ITpocum paspemmTs HaM AeOeTOBaTh Balll cYeT B OaHKe.

62
Please remit the proceeds by airmail.
[ToxkaayvicTa, mepeBeauTe TOCTYTIA€HNUS aBIATIOYTO.

63
Please remit the proceeds to the Banker's account.
IToxaayiicra, mepeseAnTe IOCTYIIAeHNs (BBIPYUKY) Ha cdeT ODaHKa

64
Please remit the proceeds to our Payer's account.
IToxxaayiicTa, IepeBeANTe IIOCTYIIA€HNS Ha CUET HAIIIeTo I11aTeAbIIIKa.

65
Kindly advise the maturity date.
ITpocyum cooOMINTH CPOK I1AaTeXa.

66
Kindly hold the payment documents.
ITpocum XpaHUTH I1AaTeKHBIE A0KYMEHTHI.

ODIVICITPODM | dpassr: Vakacco — Collection of Payment

105



67
Kindly send us your banker's payment
ITo>xaayiicTa, BBIIIANTE HAM TPATTy Balllero OaHKa

BepHyThbcs B cogepkaHue

AkkpeauTtus - Letter of Credit

1
Please open a documentary credit in our favor.
IIpocuM OTKPHITh AOKYMEHTapHbBIV aKKPEeAUTUB B HAIIly I10Ab3Y.

2
Please open a confirmed Letter of Credit in favor of <Company>.
[TpocuM OTKpPBITh IIOATBEPIKAEHHBIN aKKpeAUTHB B 110463y <Company>.

3
Please open a revocable credit in favor of the Ministry.
ITpocuM OTKPBITH OT3BIBHOI aKKPEAUTHUB B 1043y MUHIICTEPCTBA.

4
Open an irrevocable Letter of Credit in favor of <Company>.
ITpocym OTKPBITh aKKPEeAUTUB B 110153y KOMIIaHUI.

5
Open a divisible credit in our favor
OrtkporiTe 4eAVMBI aKKPEAUTUB B HaIIly II0Ab3Y.

6
Effect payment not later than <Date>.
ITponsseanTe naarexx He nosgHee <Date>.

7
Send the invoice not later than <Date>.
Harmpasbre cuet He 11o3AHee
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8
Transfer the sum mentioned in the cable not later than <Date>.
IlepeBeaute cyMMy, YKa3aHHYIO B TeAerpaMMe, He II034Hee

9
Open the credit referred to not later than <Date>.
OrtkpoiiTe akKpeAUTIB, Ha KOTOPBI AeAaeTcs CChLAKa, He Io3Hee

10
Confirm the transfer not later than <Date>.
IToaTBepauTe TIEpEBOZ HE ITO3AHEE

11
Cancel your payment order enclosed not later than <Date>.
AHHYAMPYIiTe IPUAOKEHHOE I11aTeXXHOe IIOpyJYeHNe He IT03AHee

12

We authorize you to effect payment against L/C No.
ITopygaem Bam mipomspecTu raaTexx 1o akkpeauTusy No...

13

We authorize you to effect payment against our credit
ITopyyaeM BaM IpOM3BECTH I1AaTeX 10 HallleMy aKKpeAUTUBY.

14

We authorize you to effect payment against our credit valid for 90 days.

HopyqaeM BaM IIPpOM3BECTU I1AaTeX I10 HallleMy aKKpeAUTHBY, AEIZCTBMTEABHOMY B
Tegenune 90 axern.

15

We authorize you to effect payment against our divisible credit payable in American
dollars.

HopyqaeM BaM IIPOM3BECTN I14aTeX I10 HallleMy A4€eAVIMOMY aKKpeAUTNBY, 110
KOTOPOMY OCYIIECTBASIETCSI I1AaTE2K B aMEPIUKAHCKIUX AOAAapaX.
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16

We authorize you to effect payment against our confirmed Letter of Credit
mentioned in the cable.

[Topy4yaeM BaM IIpOM3BECTH I11aTeX I10 HALIIEMY ITOATBEPIXKAEHHOMY aKKpeAUTUBY,
YIIOMSIHYTOMY B TeAerpaMMe.

17
We authorize you to effect payment against the L/C opened in favor of <Company>.
[Topy4yaeM BaM IIpOU3BECTH I1AaTEX 110 aKKPEAUTUBY, OTKPBITOMY B II0AB3Y

18
We shall effect payment in <Date>
Mir1 npousseaem naartex B <Date>

19
We shall open a Letter of Credit in <Date>
Mbg1 oTkpoeM akkpeanTus B <Date>.

20
We shall utilize the credit in <Date>
Ms1 ncrioassyem akkpeautus B <Date>.

21
We shall amend the credit opened with your bank in <Date>
MErI caeaaem ao110AHEHNE K aKKPeAUTHUBY, OTKPBITOMY B BalreM OaHke B <Date>.

22
We shall extend the validity of the Letter of Credit indicated in your cable.
MEI TpoAAMM CPOK A€MCTBUS aKKpeAUTHBa, YKa3aHHOTO B Balllell TeAerpaMMe.

23
We shall amend the terms of the documentary credit opened on <Date>.
MBbI M3MeHIM yCA0BUsI AJ0OKYyMEHTapHOIO aKKpeAuTuBa, OTKpbIToro <Date>.
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24
Re: Irrevocable credit No<...> dated <...>, 199... .
KacareabHo: 6e30T3bIBHBIN aKKpeAnTUB No<..> oT <...>199....

25

Transfer in our favor of <$ amount> under confirmed letter of credit of <Date>.

ITepeBog B Hamly M0Ab3y <$ CyMMa> aMepUKaHCKIX 4011apOB IO
IOATBEP>KAEHHOMY aKKpeAUTHUBY OT <gaTa>.

26

Please make a transfer under the documentary credit indicated in the cable.

HPOCI/IM caeaaTthb IIepeBoy I10 AOKYMEHTAPHOMY aKKpeAUTUBY .YKa3aHHOMY B
TeAerpaMMe.

27
See sections marked X in the above credit.
CwMm. pasaea, 0003Ha4eHHBIN X B BhIIIIeyKa3aHHOM aKKpeAUTUBe.

28
Refer to the photocopy of the credit enclosed.
CM. Ip1nA0KeHHyI0 (POTOKOIINIO aKKpeAUTHBA.

29
The invoice and the draft have been approved.
Cyet n TpaTTa 0400PEHDI.

30
Any reservations may be withdrawn.
/1100B1€ OTOBOPKI MOTYT OBITh OTMEHEHB.

31
Any guarantees shall be sent by airmail.
/l100b1e rapaHTNY OyAYyT HaIIpaBA€HbI aBUATIOYTOIL.
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32
Any documents should be returned.
/1100bIe A0KyMEHTHI 40A>KHBI ObITh BO3BPaIleHBbI.

33
We authorize you to effect payment to the drawer.
,ZlaeM BaM IIpaBO ITPOM3BECTU I1AaTeXK I1101ydaTealo.

34
The amount is indicated by the drawee.
CymMa yKasaHa I11aTeABIIIKOM.

35
We have not accepted the draft to mature on <Date>.

MprI He IIPpNHSIAN K OIlAaTe TpaTTy, CPpOK I1AaTeXa I10 KOTOpOI?I HaCTyIINUT <Date>.

36
We have informed the bank of the irregularities indicated by you.
Msr1 coobmman 6aHKy 00 yKa3aHHBIX BAMM HapYIIEHISIX.

37
The applicant has mentioned the amount of <§ amount>.
ITpuxasoaareap yIoMsiHyA cymMmMy <$ cymma>.

38
We shall revert to the matter in June.
MBI BepHEMCsI K TOMY BOIIPOCY B MIOHE.

39
Upon receipt of instructions we shall transfer the amount mentioned.
ITo moAy4YeHNy MHCTPYKIINI MBI ITepeBeAeM YIIOMSAHYTYIO CyMMY.

40
The guarantees may not be returned.
rapaHTI/II/I HE MOIYyT OBITD BO3BpaIll€HbI.
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41
Obtain the drawee's consent.
IToayunre coraacue rareapliyka.

42
We have cancelled the above credit.
MBI aHHy/H/IpOBa/H/I BbILHeyKa3aHHbH7[ aKer&I/ITI/IB.

43
The credit has been cancelled under confirmation to us.
AXKpeaUTHUB OBLA aHHYAUPOBAH IIPU ITOATBEP>XKAEHUN HaM.

44
Sign the invoice, which please send us.
HO,ZI,HI/ILT_U/ITG C49eT ! HallpaBbTe €ro HaM.

45
According to the terms of the credit the charges are...

Kak YKa3aHO B YCAOBILIX aKKpeAUTIIBa, pacXOAbl COCTaBASsIOT...

46
All the expenses should be for your account.
Bce pacxoapr 3a Bam cuer.

47
The above credit has expired.
BrlneykasaHHbIN aKKPeAUTHUB UCTeK.

48
The credit has expired with an unutilized balance of...
AKXKpeAUTHUB ICTeK C HeMCII0Ab30BaHHBIM OCTaTKOM B...

49
The credit has been cancelled.
AKer,ﬂ,I/ITI/IB 6bI/l aHHYAI/IpOBaH.
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50
In reimbursement we have transferred the sum indicated by them.
Kax BO3MeIlleHIe MBI HepeBe/U/[ CyMMy, yKaSaHHyIO IMI.

51
Please credit us with... as instructed.
Kpeauryiite Hamr cueT Ha CyMMY..., Kak OBLA0 yKa3aHOo.

52
We authorize you to debit their account.
ITopygyaem BaM geDeTOBaTh MX CYET.

53
We enclose the cheque for...
IIpnaaraem 4gex Ha...

54
At the drawer's request we have added the sum of...
ITo mpocsbe moay4daTteast Ml 400aBUAN CYMMY...

55

Since the credit is payable with the above bank reimburse yourselves on them.

Tak Kak akKpeAUTUB OI11a4MBAETCsI BBIIIIEYKa3aHHBIM OAaHKOM, paMOypcupyiiTech Ha
HIIX.

56
Please state your correspondent on whom we may reimburse ourselves.
YKask1Te KOppecroHAeHTa, Ha KOTO MBI MOXXeM paMOypcupOBaThCsI.

57
The credit will be utilized upon presentation of the following documents.
Akkpeautus OyJAeT UCIIOAb30BaH IPU IIPeAbsABA€HUN CAeAYIOMNX A0OKYMEHTOB.

58
We have arranged for the cancellation of the credit indicated by you.
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Mp1 opranmnsoBaamu aHHyAMpPOBaHUe YKa3aHHOIO BaMIU aKKpeAUTHBA.

59
We confirm having charged their account with their consent.
[ToaTBep>kAaem geOeTOBaHMe UX CYeTa IIPY VX COTAACHIA.

60
Our charges in this connection should be...
Harrn pacxoasl B 9TOM CBA3M 4OAXKHBI COCTABAATE...

61

Pay the sum to <Bank>which please honor on presentation.

ITaaTture cymmy (HaspaHue banka), KOTOpyIO, ITOXKaAy¥icTa, yIraaTuTe I10
peAbsIBACHUIO.

62
We have credited this amount to your account.
Mpbr erAI/ITOBa/H/I BTy CyMMy Ha BaIll CUeT.

63
Please debit your account with this amount.
Iloxxaayiicra, aeOeTyiiTe BTy CyMMY Ha Balll cUeT.

64
The check is valid for <months>from the day of issue.
Uek aelicTBUTEAEH B TeueHNe (KOA-BO MECSIIER) CO AHS BBITTMCKI.

BepHyTbcs1 B cogepxaHme
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LLUaBAOHBI NMcem

1

3anpoc - Enquiry

01. O6uyuur sanpoc 6 adpec akcnopmepa-npoussooumers. Hepedko maxue nucoma npueooim x
HAYAAY cOmpYyOHULeCcmea.

We have heard from <Jaiite ccplaKy Ha MCTOYHUK Bammrert mapopmanyir> in <Ykaxure
MeCTOHaxOKJeHle UCTouHnKa napopmanuir> that you are producing for export
<[IpmBeanTe HAaMEHOBAHIIE TOBapa>.

There is a steady demand in <Yka>xure, rae Tpedyetcs Tosap> for high-quality goods of
this type. Sales are not high, but a good price can be obtained for fashionable designs.

Will you please send us your catalogue and full details of your export prices and terms
of payment, together with samples of materials used in your articles and, if possible,
specimens of some of the articles themselves.

We are looking forward to hearing from you.

Ilepesog

Kak MpI capimtaan or ... u3 ..., Bel mponsBogure Ha 9KCoOpT ... .

Ha 1mo00HbIIT BBICOKOKaueCTBeHHBI TOBap CYIeCTBYeT YCTONUMBBIN CITIPOC B ... . O0beM
IIpOoJa’k He BeANK, HO 32 COBpEMEHHBIN AM3aifH MOXKHO IT0AY4YNTh XOPOLIYIO IieHy. He
Morau 651 Bl HallpaBUTh HaM Balll KaTaAoT U ITOAPOOHYIO MH(POPMAIINIO O BaIllMX
DKCIIOPTHBIX LIeHaX U YCAOBUSX OILAATHI BMecTe ¢ oOpas3liaM1 MaTepuaaa, CII0Ab3yeMOro
AAs M3TOTOBAEHMs Balllell IIPOAYKIIUM, 1, €CAY 9TO BO3MOKHO, HeCKOABKO 00pasIioB CaMoii
HpOAYKLIMN?

JKaeMm Barirero orsera.

02. 3anpoc 6 adpec nocmasujuxa npooyKuL.

We have seen your advertisement in <Ykaxkure, rae Bol mpounrtaan oobsasaenne>, and
would be grateful if you would kindly send us details of your product.

Please quote us for the supply of the items listed on the enclosed enquiry form, giving
your prices C.L.F. <Ykaxxure mecro gocraskir>. Will you please also indicate delivery times,
your terms of payment, and details of discounts for regular purchases and large orders.

Our annual requirements for <Bseanrte HazBaHMe ToBapa> are considerable, and we may
be able to place substantial orders with you if your prices are competitive and your
deliveries prompt.

We look forward to receiving your quotation.
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IlepeBog

Mz npounTaan Bamry pekaamy B ... u Oyaem 6aarogapHsl, ecan Bor a1060e3H0
HaIlpaBuUTe HaM 0o0.ee 1ToApOoOHYIO MHPOPMAIIKIO O BaIlleM TOBape.

IToxxaayiicra, ykaxkute Bamm paciienku Ha u3AeAns, epedrcAeHHbIe B IIpuaaraeMoM
Ppopmyaspe, c mocraskoir CH® ... . ITpocum Tax>ke 0003HaUMTh CPOKM ITOCTaBKy, Barmn
yCAOBMS T1AaTeKa U MOPAOK CKUAOK IIPU PeryAsPHBIX 3aKyIIKaX ¥ OOABIINMX IapTUIX.
Hamu roagoBsle noTpeOHOCTU B 4aHHOM TOBape BechbMa BeAMKM, TaK YTO MBI CMOTAM OBl
pasMenarh y Bac 3HauMTeAbHbIe 3aKa3hbl B CAydae, eCAM Ballly IIeHbl ABASIOTCS
KOHKYPEeHTOCIIOCOOHBIMH, a 4OCTaBKa OIlepaTUBHOIA.

Mk1 >xAeM Balnx npeaA0>KeHUI.

03. Obvrurotii 3anpoc 6 adpec Mopz06020 AzeHMA, 6bICIYNAIOULE20 O UMEHU KPYNHOT
KOMNAHUU.

I see from the <Ykakute ncrounuk nyoankanumr> that you are the <Ykaxxure pernosn
areHTa> for <YKa>kuTe Ha3BaHUe KOMITaHIU Y MECTOHAXOXXEHIe ee TOA0BHOI
OpTaHM3aLINI>.

Would you please send me price lists and catalogues for all <Hassanue komnanuu-
nponssoauTeas> products you stock, as well as details of discounts and terms of payment.
Are you prepared to grant special terms for annual orders totaling US$<Yxkasxure cymmy
3akasa> in value?

I would appreciate a visit from your representative when he is next in the <Yxakure
HaspaHue Bamero ropoga> area: perhaps he could bring same samples of your <Vkaxure,
KaKye MIMeHHO 0Opa3Iibl BBl XoTeau Obl yBuAeTh>, which are attracting a good deal of
interest here.

I'look forward to your reply.

IlepeBog

Cyas nmoromy, 4To s HpOYUTaA B ..., BBI sIBAseTeCh areHTOM KOMITAaHUA ... B ... .

He Morau 651 BbI HaTpaBUTh MHe ITPECKYPaHTHI ¥ KaTaAO0IM Ha BeCh aCCOPTUMEHT
TOBapOB, MMEIOIINXCs y BaC B HaAM4YNIY, a TakK’Ke MHPOPMAIINIO O CKUAKAX M YCAOBUSX
naaTexxa? ['oTOBBI AM1 BBl ycTaHOBUTE cIlelaAbHBIe CKMAKM Ha 3aKa3bl, OOIIjast To40Bast
CTOMMOCTH KOTOPBIX cocTaBuT US$ ...7

51 6b121 OBI HE IPOYB BCTPETUTHCS C BammmM mpeacraBnuteseM BO BpeMsI ero CAeAyIOIein
II0€3AKM B ... . BO3MOXXHO, OH cMOT OBI 3aXBaTUTh OOpa3iibl Barmmix HanOo1ee XO40BBIX
TOBapOB, KOTOPBIE TTOAB3YIOTCS 34€Ch XOPOIINM CIIPOCOM.
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04. INucomo 6 adpec nocmasuyuxa, 6 KOMOPOM 3AKASUUK UHMEPecyemcs. KOHKpPemHbM
mosapoM. B nucome maxke 2060pumocs 0 mom, umo nooyouAo asmopa Hanucambv Imom
3anpoc.

We have now been importing your <Ykaxkute HazpaHue npoaykuuu> for a number of
years, and our trade connections throughout <Yxa>xure pernon pameit gesareabHOCTI> have
been more than satisfied with the product.

However, two or three local manufacturers have recently launched similar models, and
these are catching on very fast. In view of the increased competition this involves, we
wonder whether you have considered marketing more recent products of yours in this area.
A garment of this type would have a large sale in this country if you could offer it at a
competitive price, that is to say not more than US$<Yxkasxure neny> for a man's model, and
slightly less for a woman's. You will be interested to learn that <Yxa>xnure HazBaHme
KOHKYPEHTHBIX TOBapoB> being produced here suffer from one major drawback, namely
<YKa>kuTe Ha OYeBIAHbIE HeAOCTaTKV KOHKYPUPYIOIIel IMpOAYKITIIL>.

We would be grateful for your preliminary comments as soon as possible.

Ilepesog

Y>Ke HECKOABKO A€T MBI UMIIOPTUPYEM BaIlly IPOAYKIINIO, VI HaIllYl TOPTOBbIe ITapTHEPHI
B /TA€?/ O0Aee yeM yAOBAETBOpPEHBI KaUeCTBOM TOBapa. TeM He MeHee, HeJaBHO HECKOABKO
MECTHBIX IIPOMBIIIAEHHIKOB Ha4aAVl BBIITYCK ITOXOXKVX U3A€AUI, KOTOpbIe OBICTPO
3aBOEBBLIBAIOT IOy ASIPHOCTb.

C yueToM pacry1ueil KOHKYPEHIINY, MbI XOTeAV OBl Y3HATh, He I11aHUPYETCs AU BBIITYCK
Ha pBIHOK HOBBIX, 00ee coBpeMeHHBIX Moeaent. OAeKa TaKoro TUIIa Moraa Obl IpuHeCT!
3HAYUTEABHBINT 00OPOT, ecau OBI BB CMOTAU IIPEAAOXKUT ee [0 KOHKYPEHTHOI! IieHe,
ckaxeM He 0oaee US$/ckoapko?/ 3a My>KCKIe MOAeAN U HECKOABKO HIYDKe 3a JKeHcKue. Bam,
HaBepHOe, OyeT HeOe3bIHTEPECHO Y3HaTh, UYTO TOBAP MECTHBIX KOHKYPEHTOB CTpajaeT
O/AHIM BeCcbMa CyIIIeCTBEHHBIM He40CTaTKOM, a MMEHHO /KaKuM?/.

Byaem GaarogapHsl 3a Bally IpeABapUTeAbHbIE 3aMeYaHNs 110 JaHHOMY BOIIPOCY.

05. TTucomo mopzosya, Komopbvlii He 060AeH C60UM NOCMOSHHVIM NOCMAasuyukom. busrnecmen
Hadeemcs, NOAYHUMb XOPOUuLUe YCAOSUS U CIMapaenicsl nposeumo 00CmanowHo maxkma u
YUMuGoCcmu.

We have been given your name by our associates <Ykakute nmeHa Tex, KTO
pekoMeH0BaA> of <YKaKuTe ropod, rae >XKIUBYT peKOMeHA0BaBIINe Autja>, who inform us
that they have been doing business with you for some fifteen years. We asked them if they
knew of a manufacturer who might be able to supply at very short notice the articles
specified on the enclosed list, and they advised us to contact you.

We can explain in confidence that our normal supplier has rather let us down on
delivery dates this year, and we are in danger of getting into arrears with some of our
overseas contracts.
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If you can supply the goods we require, please accept this as our order. Payment will be
made in accordance with your usual terms of business.

We hope you will be able to help us in this instance, and can add that if your products
and terms are as competitive as we have been led to believe, we will be interested in a long-
term contract with you.

We would appreciate a prompt reply.

Ilepesog

Bac pekomengoBaau HaIu napTHephl /KT0?/ U3 /0TKyAa?/, KOTOpble COODIINAM, 9TO
BeAyT C BaMU JeJa y>Ke IIATHaAlaTh AeT. Mbl IIOMHTepecoBaAlch y HIX, He 3HAIOT A OHU
KOTO-HMOYAb U3 IIPOU3BOANTEAEl, KTO ObI MOT' B KOPOTKME CPOK!U ITOCTaBUTh TOBap,
0003HaYeHHBII B IIp1AaraeMoii OIIMCH, X OHM IIOCOBeTOBAaAM CBA3aThCs C BAMI.

J0AXHBI 3aMeTUTD, MeKAY HaMJ TOBOPSI, UTO HaIlM OOBIYHbIE ITIOCTABIIMKY OYeHb
II0ABeAM HacC B 9TOM I04y, CBOMM HecoDAI0AeHIeM CPOKOB IIOCTaBOK, UTO ITOCTaBIAO Hac B
3aTpyAHUTEAbHOE II0A0XKeHIe Mepe HallUMU 3apyOesKHBIMM KAVIEeHTaMIA.

Ecan Ber MoOXKeTe 1TOCTaBUTh HEOOXOAVIMBIN HaM TOBap, TO IIPOCKM IPUHATDL HTOT 3aKa3.
[TaaTexx OyaeT ocyIiecTBAeH B COOTBETCTBUM C BaIllMMM OOBIYHBIMM YCAOBUAMU BeACHIS
Aeaa. Mb1 Hageemcsl, uyTo Bel OygeTe B cocTOSIHUM BRIPYIUTH Hac Ha 9TOT pa3. K caoBy
CKa3aTh, €CAM KOHKYPEeHTOCIIOCOOHOCTD Baiieit mpoAyKumm 1 ycA0BuUii COOTBETCTBYeT TOMY,
4TO HaM IOBOPMAN, TO MBI OyAeM 3alHTepeCcOBaHbl B 3aKAIOYEHUN A40ATOCPOYHOTO
KOHTpaKTa C BAMM.

Byaem GaarogapHsl 3a orepaTUBHBII OTBeT.

06. 3(111POC nop2o6020 azewma omn UMEHU €60€20 3AKA3HUKA. AzeHm, csiuecku noauepkusaem
SHAYUMOCMDb €60€20 NAMmpoHa.

We have just received an enquiry from a multi-national organization owning several
luxury hotels in <Ykakute pernon>. They are opening a new hotel next spring, and have
asked us to submit quotations for furniture in accordance with the attached list.

The articles in question must be hard-wearing and up-to-date in design and delivery by
January of <Yxaxxure roa> is essential. Will you please let us know, therefore, whether you
will be able to complete an order for the quantities required within the time at your
disposal.

We will also be glad to have an estimate for the number of containers required and the
approximate cost of packing.

Please let us have your quotation as soon as possible.
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IlepeBog

MpbI TOABKO YTO 110Ay4IMAN 3aI1poc OT O,ZI,HOIZ TpaHCHaI_II/IOHaAbHOﬁ KOMIIaHINN,
BAaAeIOIel HECKOABKVMU IIINKapHBIMU OTeASIMMU B /rae?/. CAeﬂ,onmeﬁ BEeCHOI OHU
CO6I/IpaIOTC}I OTKPBITH €111€ OAVH OTE€Ab, 11 IIODTOMY ITOIIPOCUAN HaC ITPeACTaBUTDb paCl€HKU
Ha mebeap u (1)I/ITI/IH1" B COOTBETCTBUM C anAaraeMoﬁ OIINCBIO.

Hepe‘II/ICAeHHLIe npeamMmeTnl 40A°KHBI COOTBETCTBOBATbh COBPEMEHHOMY ,ZI,I/ISEII?IHY U OBITH
AOATOBEYHBIMU B DKCIIAyaTallny, a IIOCTaBKa K CPOKY /xoraa?/ nmeer pelnaloliee 3Ha4YeHHe.
Taxum ob6pasoM, moxkaayiicta, HponH(PpOPMUPYIITE HAC O CBOEN CIIOCOOHOCTY BBITIOAHUTH
3aKa3 B COOTBETCTBMI C 0D03HaUYeHHBIM KOAMYECTBOM U B OCTaBIlleecs B Bamem
PpacIiops1I>KeHnM BpeMI. Ham Tak:kxe xoTea0ch ObI UMETh HpMGAMSMTeAbHBIf/I pacuer
HGO6XOAMMOTO KoAmnm4yecCcTBa KOHTeﬁHepOB 1 CTOMIMOCTY YIIaKOBKI.

HpOCI/IM HaIlpaBUTDb CBOU IIPEAAO>KEHNS KaK MO>KHO CKOpee.

BepHyTbcs B cOaepKaHue

2

OtBeT Ha 3anpoc — Reply to an Enquiry

01. Omeem na 3anpoc 0dujezo xapaxmepa. B omeeme maiske coodbuyaemcs o npedcmosiuyem
su3UmMe NPedcmasumers GupMbl, KOMopulil 201Mo6 AULHO Npedcmasumo 00pasyvl moeapa.

We thank you for your enquiry of <Bseaute gaty> and appreciate your interest in our
products.

Details of our export prices and terms of payment are enclosed, and we have arranged
for a copy of our catalogue to be sent to you today.

Our representative for Europe, <Bseaure nmsa npeacrasureas>, will be in <Bseanre
Ha3BaHUe ropoja> from the <Bseaure AaTy Havaza Bu3uTa> to the <Bseaute AaTy
okoHuaHM: Bu3nuTa> of this week, and we have asked him to make an appointment to visit
you during this period. He will have with him a full range of samples of our handmade
lines, and is authorized to discuss the terms of an order with you or to negotiate a contract.

We think our articles will be just what you want for the trade, and look forward to the
opportunity of doing business with you.

Ilepesog

Mp1 Gaarogapum Bac 3a Bam 3anpoc ot <Date> u BepakaeM IpU3HaTeABHOCTD 3a
UHTepec, IIPOsIBACHHBIN K HaIlell mpoaykuun. [Toapobnas nagpopmanms o HaImx
DKCIIOPTHBIX IIeHaX M YCAOBUAX I1AaTeXKa IpuAaraeTcs K mucbMy. Mpl Takke 103a00TUANCE,
9TOOBI ceroaHst Bam Ob14 HamrpaBAeH Halll KaTaAor.

Hamm nnpeacrasureas 1o crpanaM Esponier <Name> Oyaet B <City, Duration>. Mt
IOIIPOCUAU €ro, IOKa OH OyJeT TaM, BcTpeTuThes ¢ Bamu. [Tpu Hem OyayT oOpasiibl HaImx
TOBapOB, ¥ OH YIIOAHOMOYeH 0OCyAUTh ¢ Bamu yca0Bus 3akasa 1AM coraacoBaTh KOHTPaKT.
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Ml I104arae€M, 94TO Halll TOBap - 9TO MMEHHO TO, Y€M Bbl XOTUTE ITIOIIOAHUTDH CBOU
aACCOPTUMEHT, U KAE€M BOSMOJKHOCTI A4 Ha4dada COTpyAHIM4IEeCTBa C Bamu.

02. Omeem Ha oﬁmuﬁ 3anpoc. OH Moxem 0bimb UCNOAB30BAH 8 KALEeCHse conpoeoaumw\bﬂozo
nucoma, eCAU 6vl HanpasAiletre cuem—¢a1<mypy UAU YCAOBUS coeAKU.

We thank you for your letter of <Bseaure gaty mmncpma>, and are glad to inform you that
all the items listed in your enquiry are in stock. We are enclosing a pro-forma invoice for the
goods you are interested in: if you wish to place a firm order, will you please arrange for
settlement of the invoice by draft through your bank, and advise us at the same time.

We can guarantee delivery in <BseanuTte nyHKT HasHaueHMs1> within <Bseaure cpok
nocrasku> of receiving your instructions. If you require the items urgently, we will arrange
for them to be sent by air, but this will, of course, entail higher freight charges.

We are enclosing details of our terms of payment, and would be happy to discuss
discounts with you if you would kindly let us know how large your orders are likely to be.

We are looking forward to hearing from you, and assure you that your orders will
receive our immediate attention.

Ilepesog

baarogapum sa Bamre nucoMo ot <Date> 11 pagbl cOOOIINTE, 4TO BCe MO3ULINI,
yKa3aHHBIE B BaIlleM 3aIIpoce, ecTh B Haananuu. [Tpuaaraem cuer-gaxrypy Ha
MHTepecyiomuit Bac Tosap. B caydae, ecan Bbl moskeaaeTe pasMeCcTUTh TBePABIIN 3aKas,
IO>KaAyIicTa, 1103a00ThTeCh, YTOOBI CueT OblLA OIlAaueH IlepeBOAHBIM BeKceaeM Barrrero
DaHKa C HeEMeA1€HHBIM OITOBEILIEHIIEM.

Mpz1 MO>KeM rapaHTnpoBaTth 4ocTaBKy B <Place> B Teuenne <Duration> co agns
noaydeHns Bammx ykasanuii. Ecan toap Hy>keH BaMm cpo4HO, MBI MOXKeM OTIIPaBUTh €TI0
I10 BO34YXY, HO 9TO [IOB/Ae4eT yBeAndeHle pacxoA0B Ha IlepeBO3Ky. MBI Ilpuaaraem Halim
yCAOBMA I11aTeKa 1 OyaeM c4acTAUBEI 00CyAUTh ¢ BaMy pasMepsl ckinaky, ecan Ber
A100e3HO cooDIIITe HaM BO3MOXKHBIe OObeMbI Barx 3aka3os.

03. B omeeme 1a sanpoc codepxkumcs nodmeepxoeHue 603M0KHOCU NpedocasreH s
CHeUUaAbHUIX CKUOK, 4 MAKXKe UHGOPMALUS 0 NpedCcmosiujem 6Usume npedcmasumens.

Many thanks for your letter of <Bseanute aaty nucsma>. We are interested to hear that
you saw our advertisement in the <Bseanre ncrounuk pexkaamer>, and appreciate your
interest in our products we stock.

We are enclosing our Terms of Business, where you will find details of our quarterly
discounts, and our price list for the complete range of our products. As you will see, we can
grant special terms for orders of the value you mention.
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I will be in <Hassanue ropoaa> myself on <Bseaure agary susura>, and will be happy to
call on you at any time in the afternoon. Perhaps you would like to let me know whether
this is convenient. I will, of course, bring the complete range of our samples, which are
described in the catalogue we have sent you today.

I am looking forward to meeting you.

Ilepesog

ITpemuoro 6aarogapHsr 3a Barte mucsmo or ... . Ham Ob110 nHTEpecHO y3HaTh, 4TO Bor
BIAEAM HaIlly peKAaMy B ..., I C YA0BAeTBOPeHIeM OTMedaeM IIpOsIBAeHHbI Bamu nHTepec
K HaIllM TOBapaM.

Mu1 npuaaraem oponnopy "Kommepueckne ycaosus”, B KOTOpbIX Bel Haligete
II0APOOHOCTM HaIIMX KBapTaAbHBIX CKIMAOK M IIPeIiCKypaHT Ha BeCh aCCOPTUMEHT HallMX
ToBapoB. Kak BEI yBIAUTe, MBI MOXKeM IIPeJOCTaBUTh CIIeliaAbHbIe YCAOBIS Ha 3aKas3hl,
ynomsiHyTol Bamu crommoctn.

sl 6yay Haxoaurcs B <City> anuno <Date> n Oyay paa nocetuts Bac B a1000e Bpems1 BO
BTOPOII MOAOBUHE AHA. BosaMo>kHO, Brl moskeaaeTe cooOImMTh HACKOABKO 9TO OyeT yA00HO.
I, KOHeYHO, 3axBauy 0Opa3IIbl TOBAPHOIO aCCOPTMMEHTa, KOTOphle IIPUBOAATCSA B KaTaAore,
HaIlpaB/AeHHOro Bam ceroamsi.

Kay scrpeun ¢ Bamu.

04. Omeem Ha 3anpoc, 6 KOMOPOM Maxxke co0epKUmcs UHPoOpMayus o uenax, ynakosxe,
docmaske u YcA06usx naamexa. ITucomo codepxum saseperus 6 20MosHOCMU K 0eA060MY
compyoHuyecmsy.

We thank you for your enquiry of <Bseaure gaty 3ampoca>, and can confirm our
telephone conversation of yesterday, in which we informed you that we can deliver part of
the goods required from stock in accordance with the enclosed detailed offer. For the
balance we would require approximately three weeks from the date of receiving your
confirmation that this arrangement is acceptable.

Prices as quoted are F. O. B. <Bseaure nopt oTrpysku>.

Packing in wooden cases.

Delivery as specified above.

Payment against documents, by banker's draft.

We hope your client will find our terms and delivery dates satisfactory, and we can
assure you that you may count on our full co-operation and attention in this matter.

Ilepesog

Mp1 6aarogapum Bac 3a Bamr sampoc ot ... 1 MOKeM IOATBEpAUTH y>Ke CKasaHHOe Buepa
B TeAe(POHHOM pa3roBOpe: MBI B COCTOSIHIN IIOCTaBUTh YacTh TpeOyeMoro ToBapa Co cKaaja
B COOTBETCTBUU C IIpMAaraeMbIM IOAPOOHBIM IpeaaoskeHneM. UTo KacaeTcs He0CTaloIero
TOBapa, HaM IIOTpeOyeTcs MPUMePHO TP HedeAl CO AHA noaydeHus Bamero
IIOATBEP>KAEHIS O TOM, YTO TaKOi MOpAAOK Bac ycrpansaer.

Llensl, xak ykazano npusogsarcsa POb ... .
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YmakoBka OyaeT IpoussejeHa s ... .

[IaaTex - IpOTHUB AOKYMEHTOB I10 OaHKOBCKOMY BeKceAlo.

Mbr1 HageeMcsl, 9yTO Baln KaneHT HaliaeT HaIlly YCAOBMS M CPOKM IIOCTaBKI
yAOBAETBOPUTEABHBIMMY, 1 MBI 3aBepsieM Bac B Tom, uTo Bbl MOXeTe paccunThIBaTh Ha HaIITy
IIOAHYIO TOTOBHOCTb K COTPYAHMYECTBY U BHMMaHNIe B 9TOM BOIIpOCe.

05. Omeem Ha 3anpoc ¢ IreMeHmaMy peKAambl H060u AuHuY mosapa. Xopouiuti o0pasey,
UHOUBUOYAALHOZ0 100X00a K KAUEHINY.

We are very pleased to have your enquiry, and are enclosing the price-list you
requested, together with our terms of sale.

As you have evidently realized, <Bseaute HamMeHOBaHIe TOBapa> is here to stay - it has
already ousted other similar goods from the most markets. Dealers who have displayed
range of our goods have reported good sales even in the present season, when sales are
usually at their lowest.

After studying our prices and our liberal terms to the trade, you will understand why
we are working to capacity to meet the demand. We would advise you, therefore, to let us
have your order by the end of the month, as this will enable you to have stocks of our
attractive lines by <Bseaure aaty>.

We look forward to the opportunity of being of service to you.

IlepeBog

Ham ouens npusaTHO noayuuts Bamr 3arpoc, B OTBeT Ha KOTOPBIN MBI IIpyiAaraem
IpeNicKypaHT BMeCTe C HalllMV KOMMePYeCKMMH YCAOBUAMMY, KOTOPbIMU Bl
MHTepPecoBaAyCh

Kax BrI co Bcell 04eBMAHOCTHIO y3Ke moHsAY, <Product> 3aHs14 mpoyHOe MecTO Ha
pbIHKe. DTOT TOBap BBHITECHIA MHOIE I0AO0OHbIe ceDe ToBaphl CO MHOTUX PBIHKOB. /uaepsl,
Ha IIp1AaBKaX KOTOPBIX BBLA0OXKEH HaIll TOBap, COOOIIAIOT O pOCTe TOBapooOopoTa AaKe B
Ce30H, KOTAa IIpoja’ky OOBIYHO CHIKAIOTCS 40 HIYKHETO IIpeJea.

ITocae 3HaKOMCTBa C HAIIIMMU LIeHaMU 1 OAaropUATHEIMY KOMMepPYeCKIMU
YCAOBUSMI, BaM CTaHeT IIOHATHO, YTOOBI yA0BAETBOPUTH CIIPOC, HAM IIPUXOAUTCS pabOTaTh
Ha ITpeje/e BO3MOXKHOCTeL. B cBs13u ¢ 9TuM, MBI XOTeAn Obl peKOMeHA0BaTh Pa3MeCcTUTh
Bam 3aka3 40 KOHIIa MecsI11a, UTO ITO03BOANT BaM co3aaTh 3amac cToAb MONYASPHBIX TOBApOB
K Ipa3AHUKY.

Ml HajgeeMCs Ha BO3MOJKHOCTD OKa3aTh Bam ycayry.

06. Kommepueckoe npedroxenue, skatouatroujee 5% cxudxy. B nucome npucymemeyem
CUALHDITL IACMEHI PEKAAMDbI MO6APA.

Improved methods of production enable us to offer you our range of Beeanure Hassanme
Tosapa at a reduced price for large quantities.
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Details of the new prices for your market are enclosed, and you will see the average
price reduction is 5%. As our prices are quoted C. I. F. Ilopt HasHaueHn:1 you will agree that
they are considerably lower than those of similar products, both here in Beeaure crpany and
elsewhere.

The quality of our products remains the same - only the finest materials are used. The
new prices are for minimum orders of Beeanure cymmy and are effective as from Bseaure
Aaty. Immediate dispatch is guaranteed, and we hold ample stocks.

We appreciate your past custom, and look forward to supplying you in the new year at
the new prices.

IlepeBog

Y ay4d1rieHHbII cr10co0 MPONU3BOACTBa I103BOAsA€T HaM IIPe4A0>KUTh BaM TOBaphl HaIlleTo
acCOpPTMMEHTa I10 CHIKEHHOI! LIeHe A5 3aKa30B 0oabIrtero oosema. [loapobHast
mnHQpOpMans O HaIlIMIX HOBBIX IIeHax A5 Barrero peiHKa mpuaaraercs. Bsl ysuaure, 9To B
CpeJHeM IleHbI CHVKeHBI Ha 5 %. ITockoabky nensl mpusoasatcs CVI@ <Destination>, Ber
COT/acUTeCh, YTO OHU 3HAUUTEABHO HIDKe, YeM Ha OA00HYIO IPOAYKIINIO KakK 34eCh
<Place>, Tak u rae-amuoo eire.

KauecTBo HaIei mpoAyKIINM OCTaeTCsl IMPeXKHUM - B IIPOM3BOACTBE MCIIOAb3YIOTCS
MaTepuaAbl TOABKO BBICIIIEro KayecTsa. HoBble IleHbl Ha MIHMMAABHBIN 3aKa3 B <Amount>
BCTYIAIOT B C1Ay, HaunHasl ¢ <Date> . HemeaeHHast OTTpy3Ka rapaHTUPYeTCsl, U MBI
pacriosaraeM A4OCTaTOYHBIM 3aIrlacoM.

Mzr nenum Bac, kak HaIllero IocTosIHHOTO KAMEHTa, 1 HageeMcsl, UTO B HOBOM ToAy
OyaeM IIOCTaBAsATh BaM TOBap I10 HOBOI IeHe.

BepHYTI)CSI B cOaepXaHNe

3

3akas3 — Order

01. ITucomo coaepmum 6Ce IAEMEHMBL KOMMEPUECKO20 3aKA3A: CCOIAKY HA UCTMOYHUK
MH¢OP.MIZLIIMM, nepevieHv mosapos, Kommepueckue YyCA06uUsl, npe()f\oxeﬂu;l no 3amete,
mpe608aHue 6bzcmpozo UCNOAHEHUS 3aKa3d.

Thank you for your letter of <Bsegure gaty nucema>. As you will already know, your
representative Mr. <Ykaxure ums rpeacrasuteas> called on us a few days ago and left a
range of samples. We think articles of this quality will find a ready market here, and we are
prepared to order the following as a stock trial order:

<Tabauria c TOBapHBIMU ITO3UIVIIMIL>

If nos. <Yka>kmurte OTCyTCTBYIOIIE ITO3NIINIL> are not available for immediate delivery,
as Mr. <Bseante ums nipeacrasureas> suggested might be the case, please send nos.
<Ykaxure 3aMeHy> instead.
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Since we must have the goods on display in time for the autumn season, our order is
placed on condition that they are dispatched by <Ykaxkute gaty orrpyskir> at the latest.

As soon as we receive your confirmation and pro-forma invoice, we will arrange for
settlement by banker's transfer.

We are looking forward to hearing from you shortly.

Ilepesog

baaroagapum 3a pamre mucemo ot (Jdata). Kak BbI y>ke 3HaeTe, Balll IpeAcTaBUTeAb I-H
(VIms1) moceTna Hac HECKOABKO AHell Ha3a U OCTaBMA psjA oOpasios. Mbl moaaraem, 4To
TOBap TaKOIO KayecTsa HaiiAeT 34eCh PhIHOK CObITa, ¥ MBI TOTOBBI B KauecTBe IIPOOHOI
IapTUM 3aKa3aTh cAeAyIOIIye ITO3UIINN.

(Tabaura)

Ecan nosuum (Homep ) He MoryT ObITh MOCTaBA€HBI HEMeAAEHHO, KaK IIPeAII0A0KIA
r-H (VIma npeacraBuTeas), To moxkaayiicta BeliauTe Ha 3ameny (Howmep).

[TOCKOABKY MBI AOAKHEI YCIIETh BRIBECTI DTOT TOBap Ha PBIHOK K OCEHHEMY CE€30HY, MEI
pasMelraeM STOT 3aKa3 Ha yCAOBUM €TO OTTPY3KH He rnosanee (Jata).

Kak T0AbKO MBI IIOAY4MM OT Bac MOATBEP>KAeHMe U caeT-PaKTypy, Mbl OTAaAUM
pacnopskenue 00 onaare 6aHKOBCKMM IIE€PEeBOAOM.

02. Ilucomo-3axas Ha KoHKpemHbli 6ud mosapa. B nucome codepxumcs mpebosarie
HeYKOCHUIMEALHOZ0 COOMEEMCMEUS KALechea mosapa npedcmasaeHHvim 00pasyam.

Many thanks for your prompt reply of <Bseaure aary orsera> to our enquiry for
<BBeaurte HasBaHue nIpoayKTa>. We enclose our official order for <Bseaurte 06bpem 3akaza>
we understand you can supply from stock.

As we pointed out in our first enquiry, the quality must be up to the sample we sent
you, and the weight and color of the material identical to that of the sample. Our order is
placed on these conditions.

Ilepesog

IIpemHoro 61arogapHsl 3a BaIll CKOpBIl OTBeT OT (/aTa) Ha Halll 3alIpOC OTHOCUTEABHO
(Hassanue ToBapa). MslI mpuaaraeM Har opuimaAbHbii 3akas Ha (Koandectso ToBapa),
KOTOpPOe, KaK MbI [IOHIIMaeM, Bbl MOXKeTe IIOCTaBUTh CO CKAaAa.

Kaxk MbI ykazaan B HallleM IIepBOM 3aIIpoce, KauecTBO 40AKHO COOTBETCTBOBATh
00pa3Ity, KOTOPBII MBI HaIlIpaBUAM BaM, a BeC I I1BeT MaTepuasia UAeHTUIHBI TOMY Ke
oOpaairy. Hamr sakas pazMertaeTcs: Ha 9TUX YCAOBUAX.

03. 3axas na mosap ¢ npocv00L CHUSUMb YeHY 6 C643U C 0CMPOLL KOHKYPeHuel Ha poiHke U
SHAUUMEALHVIM 00DEMOM 3AKYNKU.
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Thank you for your quotation of $<Bseaure 11eHy 3a ea. Topapa> per ton for <Bseaure
HalIMeHOBaHIIe TOBapa>.

Before we place an order with you, we would like to know whether you can quote us a
slightly better price for the product. We are thinking in terms of an order for some <Bseaute
oOneM 3akasza>, and as the goods are for export to a highly competitive market, a keen price
is essential.

Ilepesog

baarosapum sa samn pacrienkn 3a (Koamgecrso) no (Llena) Ha (Tosap).

IIpexxae, 4eM pa3zMecTUTD Y Bac 3aKa3, HaM OBI XOTeAOCh Y3HATh, He MOTAY OBI BB
HEeCKOABKO CHU3UTD LIeHy Ha 9TOT ToBap. MuI nnaanupyem 3aka3 B ooneme (Koanuecrtso), a
IIOCKOABKY TOBap IpejHa3HaueH AAs1 DKCIIOPTa B CTPaHy C O4eHb BLICOKOV KOHKYpPeHIIMelt,
IpuB/AeKaTeAbHas IleHa CylljeCTBeHHa.

04. B nucome codepxumcs mpebosariue NOHUSUMD UeHY HA MO6AP, NOCKOALKY €20 UeHa
SHAUUMEALHO Npesviiiaent polHouHY10. 3aKasuuk makxe oopauiaem eHuMarue Ha
SHAUUTNEADHDITL 00DeM 603MOKHOT 3AKYNKU.

We have received your quotation of <Bsegure gaty moayuenns> and the samples of
goods we asked for, and thank you for this.

While we appreciate the good quality of your products, we find the prices of these
materials rather high for the market we supply. We have to point out that very good
materials of this type are being exported by European manufacturers at prices from 10% to
15% below yours, so the prices you quote would make it impossible for us to compete on
the market in question.

We would like to place our order with, but must ask you to consider making us a more
favorable offer. As our order would be worth around <Bseaute cymmy 3akasza>, you may
find a concession worthwhile.

IlepeBog

Mp1 moayunan sanu pacrieHku ot (Jara) 1 oOpasiibl ToBapa, KOTOpbIe 3arpalinbaln,
3a 4TO OAarojapuM Bac.

XoTs MBI OIIeHIAM KayecTBO BalllIX TOBapOB, MBI HAXOAMM, UTO IleHa Ha 9TU MaTepuaAabl
AOBOABHO BBICOKA 4451 PBIHKA, Kyda MBI ITIOCTaBAseM. MBI 40AKHBI OTMETUTD, UYTO OYEHb
XOpoIIe MaTepuaAbl TAKOTO THUIIA ITOCTABASIOTCS €BPOIeVICKIMY HKCIIOPTepaMI IO IleHaM
Ha 10-15 % HuKe Bammx, TakuM oOpa3oM 0ObsIBA€HHas BaMI 1leHa JelaeT 4451 Hac
HEBO3MO>KHBIM KOHKYPUPOBaTh Ha JaHHOM PBIHKe.

MBp1 XoTean OBl pa3MecTUTD Y Bac 3aKa3, HO 40AKHBI IIPOCUTH BaC pacCMOTPEeTh
BO3MOXKHOCTb cAeAaTh 0D0aee OaaronpusTHOe IpeaaoskeHne. I10ckoApKy HaIll 3aKka3 MOT OBl
coctaBuTh (CyMMa), BO3MOXKHO, CHIDKEHIIe I[eHBI TOTO 3aCAY>KIBaeT.
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05. Hoxyname/\b omxasvleaemcs pasmecmumo 3axKa3 no COO6]7£DK€HM}1.M aOPOZOSuSHbl u
HeevLC0K020 Kavecmea mosapa.

We thank you for your letter of <Bseaute aaty opeprsr>, in which you offer us <Bseaure
HalIMeHOBbIaHIe TOBapa> at $<BseauTe 11eHy 3a eaquHuIy ToBapa> per kg.

We are sorry to tell you that we cannot take you up on this, as the price you are asking is
above the market level here for the quality in question. The <BseauTe HantmMeHOBBIaHIE
ToBapa> we bought from same source last year was not of the quality we had expected for
the price quoted.

IlepeBog

baarogapum 3a Bamre rmuceMo ot (Jara), B KOTOpOM BhI ITpedaaraete HaM (Tosap) 1o
(Llena) 3a (Ea. VIsmepenn:).

C coxasennem cooOI1jaeM, YTO He MOXKeM HPUHATD Ballle IIpeAA0>KeHle, IIOCKOABKY,
1leHa, KOTOPYIO BBl IIPOCUTe, HAMHOTIO BBIIIIe PHIHOYHOI Ha TOBaphl ITI0400HOTO KayecTsa.
(ToBap), KOTOpPEIN MBI 3aKYIIMAN B IPOIILAOM IrOAY 13 TOTO K€ MICTOYHIKA, He
COOTBETCTBOBAA 10 Ka4eCTBY, KaK MBI TOTO OXKI1AAAM, 3aIIPOIIEHHON LIeHe.

06. ”OKyTlEH’HEJ\b npocum nocmasuuxka nNpuHAms Ha cebs 00s13amerbcmaa no cpoxam
nocmaskKu.

Thank you for your letter of <Bseaure gaty odpeprer> and for the details of your product.

We have now seen samples of your products and are prepared to give them a trial,
provided you can guarantee delivery on or before <Bseaure kpaitnnii cpok riocraskir>. The
enclosed order is placed strictly on this condition and we reserve the right to cancel and to
refuse delivery after this date.

IlepeBog

baarogapum 3a Bame npegaosxenue u mHGOPMaLMIO O BallleM ToBape.

Teneps MbI, TO3HAKOMMBIINCE C BaIlIIM TOBAPOM, FOTOBBI MICITBITATh €I0, €CAN BbI
MO>eTe rapaHTUpoBaTh nocrasky 40 (Kpainuii cpok). [Ipuaaraemeiit 3akas pasmMerraeTcs
CTPOTO Ha ®TOM yCAOBUM, ¥ MBI COXpaHseM 3a COOOM IMPaBO OTMEHUTH €TI0 U OTKa3aThCs OT
IIOCTaBKM I10CA€ YKa3aHHOM AATBL.

07. HOCTHIZGWII/{K He cozaauiaemcs Ha darvHetiliee CHUXeHue ueruol.

Many thanks for your letter of <Bseanure gaty noayuenus odpeprsr> in which you ask us
for a keener price for our <BseanTe HarMeHOBaHNE TOBapa>.

Much as we would like to help you in the market you mention in your letter we do not
think there is room for a reduction in our quotation as we have already cut our price in
anticipation of a substantial order. At $<Bseaute 11eHy 3a equHuiry ropapa> per kg this
product competes well with any other product of its quality on the home or foreign markets.
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IlepeBog

IIpemuoro 6aarogapHsl 3a nucbMo oT (JaTa), B KOTOPOM BbI HPOCUTE CHU3NUTH LIeHYy Ha
Ham (Tosap).

ITpu Bcem HamIeM >keAaHNUM IIOMOYb BaM Ha PBIHKE, KOTOPHIN BBl YIIOMMHaeTe B CBOeM
I1CbMe, MBI He BUAVIM BO3MO>KHOCTVI CHV>KEHISI 3aIIpOIIIeHHOM 11eHbl, TaK KaK MBI, B
OXMAAHUM 3HAaYMUTEABHOTO 3aKas3a, y>Ke U Tak cHus3uAn neny. Jt1ot (Tosap) no (Llena) sa
(Ea. VIsmepeHs) ycIiellIHO KOHKYpUpPYeT CO MHOTMMM TOBapaMU II0A00HOTO KadecTBa KaK
AOMa, TaK U Ha 3apyOe>KHBIX pbIHKaX.

08. Ilocmasujux urndopmupyem o 20Mo6HOCIIU 3AKA3A K OMNpasKe, 0aem Kpamioe onucarue
2pYy3a U UHPGOPMALUUIO 0 KOMNAHUU-TIePECOSUUKE.

We have pleasure in informing you that your order no. <Bsegure N 3axasa> has been
completed and awaiting collection. The consignment consists of <Bseaure KoaAmdecTBO MeCT
B TOBapHOII naptuir>, each weighing <Bseaure Bec ognoro mecra> kg. Transport, insurance
and freight are being arranged by our forwarding agents, <Bseaure HazBaHMe KOMITaHUM-
nepeHBo3unKa> of <Bseaure HazpaHme ropoga>. We can vouch for their expertise and
efficiency.

As soon as we receive details of forwarding charges from our agents, we will send you
our invoice and the shipping documents. The amount of the invoice will be charged to your
account, and in future we will draw on you quarterly, as previously agreed.

IlepeBog

Ms1I ¢ yaoBoabcTBUEM MHPOPMUPYEM Bac O TOM, YTO Balll 3aka3 (Homep) BririoaneH u
oxxmaaet orrpaskn. I'pys cocront ns (Koamyecrso mecr), Kaxka0e 13 KOTOpBIX BecuT (Bec).
Harm TpancnioprtHsii arent (Hassanue komnanun-nepesosunka) ns (Hassanne ropoga)
3aHIMaeTCsl BOIIpocaMM TPaHCIIOPTa, CTPaxXOBKI U IepeBO3KM. MBI MOXKeM pydaThCs 3a ero
KBaAnUpUKaIMIO I AeA0BbIe KauyecTsa.

Kax T04pK0 MBI OAy4MM MHQPOPMALINIO OT HaIlleTO TPaHCIIOPTHOTO areHTa
OTHOCUTEABHO CTOMMOCTH IIepeBO3KM, MBI HaIIpaBIM BaM Halll CdeT 1 OTTPY30UHbIe
AokymeHThl. CymMa cueTa OygeT oTHeceHa Ha AeDeT Balllero cyeTa, a B JaAbHelIeM,
COraacHO Halllell AJ0TOBOPEeHHOCTH, MbI Oy4eM BBICTaBAATDH cdeTa eXKeKBapTaAbHO.

09. Omxkas crusumo yeny. Ilocmasuux daem Kpamiuti AHAAUS HOCHABAAEMbIX 106APO6 U
npedaazaem é3amet 0oAee deuiesultl Moeap.

Many thanks for your letter of <Bseanurte aary noayuenns>. We have now given careful
consideration to your comments on our offer of <Bseaure HaumeHnosanme Tosapa>.

We are keen, of course, to meet your wishes and to supply you with material which will
enable you to compete in your market, but regret that any reduction in the prices quoted is
not possible at present. The qualities offered are the finest available at these prices, and
considerably better than those of other makers who supply the markets you mention.
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We think you would do better to order <Bseaute ToBap Ha 3ameHy> in our catalogue,
and we are arranging for our representative to call to discuss these with you, as they are
ideal for your market and the prices are right.

We will do our very best for you.

IlepeBog

ITpemHoro 61arogapHsl 3a Baille mpeaaoxkeHne ot (Jata). Mbl BHUMaTeAbHO
paccMoTpeAn Ballly 3aMedaHILs 110 1ToBoay Hareitr ogepTsl Ha (Tosap).

Koneuno, Mb1 04eHb xoTean OBl YA40BA€TBOPUTH BalllM ITOKeAaHNsI OTHOCUTEABHO
TOBapa, KOTOPBII CMOT OBI IIOMOYb BaM B KOHKYPeHTHOI O0phOe Ha BallleM phIHKe, HO
co’KazeeM, 4TO A1000e CHIIKeHMe IIpeAA0>KeHHO I1eHbl B HacTosIIiee BpeM s HeBO3MOKHO.
IIpeasosxeHHOE KauecTBO ABASETCS HaMAYYIINM 3a 9Ty IJeHy ¥ HAMHOTIO Ayd4Ille TOTrO, 4YTO
IIOCTaBASAIOT APYyTVe Ha Balll PHIHOK.

Mp1 gymaeM, uto BaM Ooabie ntogoiiget (ToBap) 13 Hallero xkataaora, 0 4eM BbI
CMO>KeTe IeperoBOpuUTh C HAIllMM IIpeJcTaBuTeAeM, KOrda OH OyeT y Bac, IIOCKOABKY 9TOT
TOBap 14eaAbHO IIOAXOAUT AAs BallleTo PbIHKa, KakK IO KauecTBY, Tak U I10 1IeHe.

MpzI caeaaem A45 Bac Bce BO3MOXKHOE.

BepHYTI)CH B codepXKaHue

4

Ynakoeka — Packing

01. B nucome codepxumcs nodpodHoe onucarie ynakosKu mosapa u npasur nozpysxi.

We thank you for your letter of <Bseaure gaty nucpma>, and can confirm that we are
still offering our range of products at the prices quoted in our initial offer to you.

We understand your concern with packing, and can assure you that we take every
possible precaution to ensure that our products reach our customers all over the world in
prime condition.

For your information, we pack our goods as follows:

<BBeAuTe HeOOXOAUMYIO MHPOPMALIIIO>

We hope this has answered your questions, and look forward to receiving orders from
you.

IlepeBog

Mp1 Gaarogapum Bac 3a Ballle IIICbMO (4aTa) M MOKeM HOATBePANUTH, YTO MBI I10-
IIpe>XKHeMy IIpejJaraeM acCOpTMMEeHT HalllX TOBapOB 10 IleHaM, IPUBeAeHHbIM B Halllei
odepre BaMm.

HaM nonsTHO Bariie OeCIIOKOCTBO OTHOCUTEABHO YIIaKOBKM, [IOSTOMY MOXKeM Bac
3aBePUTH, YTO MBI IIPUHIIMAeM BCe BO3MOKHbBIE MePHI IIPeA0CTOPOKHOCTH C TeéM, UYTOOBI
o0ecIieunTh 40CTaBKy HalllMIX TOBApPOB KAMEHTaM B I1eA0CTH U COXPAaHHOCTHU 10 BCEMY MUPY.
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Aas Bamient mHGoOpMaLuy MBI IIaKyeM TOBaphl cAeayiomuM odpasoM. (Jasee caeayior
AeTaau yI1aKOBKIA.)

HageeMmcs, uyto Ta nHpoOpManus yA0BA€TBOPUT BaIll MHTEPEC, U JKAeM ITOCTYIIAEHIS
Balllero 3akasa.

BepnyTtbcs B cogepKaHme

5

BsammopacyeTsl — Invoicing

01. B nucvme noxynamero obpaujaem 6HuMarue npooasya Ha ouudxy, 0onyujeHHymo
nOCMAGUAUKOM NPU 0POPMACHUL CHEM.

With reference to your invoice no. <Bseaute Homep cuera> of <Bseanre gaty>, we have
to point out that you have made an error in your total. We calculate the correct figure at
<BBeanTe MpaBUABHYIO CyMMYy cueTa>, not <BBeauTe repsoHadaAbHYIO CyMMY> C4yeTa as
given by you.

Our check for the former amount is enclosed and we should be obliged if you would
amend the invoice or pass the necessary credit.

Ilepesog

Co ccprakort Ha Bamr cget N (...) ot (daTa), MBI A0AKHBI COOOIIUTH, UTO IIPU
COCTaBAEHUM HaKAaAHOM BBl AOIyCTIUAN OIINOKY B UTOroBOi cyMMe. I1o HammM pacuetam
npasnuabHast udpa (Cymma), a He (CymMa), Kak yKa3aau BbI.

MBp! ipmuaaraem Halll 4yeK Ha IIPaBUABHYIO CyMMY, 1 Oy4eM IIpu3HaTeAbHbI, €CAM BB
UCIIpaBNTe OIIMOKY B HaKAaAHOM UAM COOTBETCTBEHHO KpeAuTyeTe Halll CYeT.

02. B nucvbme noxynamerv ykasvisaem Ha ouudKy 6 pacuene croumocnu 00HOU U3 mMosapHbvLx
Nno3UUUL.

We thank you for prompt delivery of our order no. <Bseaure nomep 3axaza> of
<Bseaute gaTy 3akas3a>, and are pleased to report that the goods arrived in good condition.

Your invoice has now been received, and on checking this we find that you have made a
mistake in the extension of item no. <Bsegure HOMep TOBapHOI NO3UITUN B HAKAaAHOIL>,
<BBeauTe HayMeHOBaHNE V1 KOAMIECTBO TOBapa> at <BseauTe 11eHy 3a e AMHNUILYy TOBapa>.
You have extended this as <Bseaute ommoounyio cymmy>, whereas the correct figure is
<BBeauTe IIpaBIABHYIO CYMMY>.

Please let us have your credit note for the difference.

Ilepesog
Ms1 6aarogapum Bac 3a ObICTpOe MCITOAHeHMe Halllero 3akasza No(...) ot (Jdara) u ¢
YAOBOABLCTBMEM COODIIlaeM, YTO TOBap HPUOBLA B XOPOIIIeM COCTOSHUMN.
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MBpI TaxoKe 11oAy4mnAan Bally HaKAaAHyIO, II0CAe IIPOBePKM KOTOPOI MBI OOHaPY>KIAU
omINOKy, AOMYILeHHYIO BaMI IIpu ItogcyeTe oOieit croumocty (Homep TosapHoOII
nosunun), (Hanmenosanne tosapa) no (CToumMocTs 3a e4uHNITY). Bel ommmbouHo 3aBbicnan
cymmy 40 (Cymma), B TO BpeMsl, Korga npasuabHas cymma (Cymma). ITpocum Bac opopmuts
pasHMIly KpeAUTOBBIM aBU30.

03. B nucome yxasvieaemcs Ha ouudKy, donyueHHyro nocmasuyukom: KOAUUecmeso
3AKA3AHHO20 U NOAYUEHHOZ0 MOBAPA He CO0MBEMCcmaYyen KOAUUeCmeY, YKa3aHHOMY 6
YNaKosouHOM AuUCHIE U HAKAAOHOL.

Our indent no. <Bseaurte HOMep KOHTpaKTa>

Your invoice no. <Bseaurte Homep HakAaAHOI>

The various items supplied against the above indent have now been checked and we
regret to inform you that there is a discrepancy between the goods sent and the amount
invoiced.

Item no. <Bseanute HOMep TOBapHOI MO3UIIUM COTAaCHO KOHTpakTy> of our indent called
for <BseanTte KoAMYeCTBO 1 HaMeHOBaHIe TOBapa COTAacHO KOHTpakTy> and this quantity
was in fact received. We noticed that your packing note showed <Bseanute xoamuectso,
yKa3aHHOe B YIIaKOBOYHOM ArcTe> against this item, and now we find that your invoice
shows this quantity, too.

Will you kindly look into the matter and let us have your credit for the difference in due
course.

IlepeBog

Kacareapno: Ham xonTpakr No (...), Bamna HakaagaHas No (...).

Tosap, 11ocTaBA€HHBIN B COOTBETCTBII C BBIIIIEYTIOMSIHYTHIM KOHTPAKTOM IIpOIIiea
IIPOBEPKY Ha COOTBETCTBIE U MBI C COXKaleHneM MHPOPMIPYEM, UTO CYILIeCTByeT
pacxoxAeHre MexXXAy KOAMIeCcTBOM ToBapa 1 oOl1Iell CyMMOIl HaKAaAHOIA.

CoraacHo KOHTpakTy mo3uiiust Ne (...)404KHa Oblaa OBITH IIpeacTaBAeHa
(HamMeHOBaHIe 11 KOAMYECTBO TOBapa), U AaHHOe KOAMYeCTBO ObLA0 IT0Ay4eHO. MbI
OTMETNAM, YTO Balll yITaKOBOYHBIN AMCT cchraaercs Ha (Koamgectso), a Terieps TO Xe
KOAMYeCTBO YKa3aHO M B HaKAaAHOIA.

Byabre 2100e3HBI, pa3zOepuTech ¥ BO3MECTUTe Pa3HUIY B OOBIYHOM HOPsIAKe.

04. Ilpocvba yseruuumo pasmep ckudKu, max Kax 6blnUcKa cuema, noAy4eHHas on
nocmasuyuxa, Oviaa cocmasiena 0es yuema 002060peHHOCL.

Your statement of account for the <Bseaure nepmnoa> has been found in order but we
think you have made an error in the special discount shown. In your letter of <Bseante aaty
mcbMa> last you agreed to allow us 5% extra on quarterly transactions exceeding <Bseaure
cymmy> in value. The amount of the statement in question is <Bsegurte cymMy BBIIIMCKI
cyeTa>, but you have shown discount at only 2.5%.
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Will you kindly adjust this, after which we shall be pleased to pass the account for
payment.

IlepeBog

Bamma seimucka cuyera 3a (ITeproa) coorseTcTByeT HalllM 3aIICAM, HO MBI ITOAaraeM,
9TO BBI AOITyCTUAM IOTPEITHOCTh IIPU pacyeTe CHel[aAbHOM CKUAKN. B Bamiem nucpme ot
(daTa) BBI coraacnmAucCh IpeAOCTaBUTL HaM AOTIOAHUTeAbHbIE 5 % 110 ntoraM 3a (Ilepuoga)
npessiaiomuM (CymMma). Beimmcka cuera noxkassisaet (CyMMa), HO IIpU 9TOM CKMAKa
cocrasuaa Bcero 2.5 %.

He Gyaete Ay BB cTOAB A100€3HBI, BHECTU COOTBETCTBYIOIIEe VICIIpaBAeHIe, IT0CAe Yero
MBI C YA0BOABCTBYEM OILAATUM CYeT.

05. B nucome npueodamcs Hekomopble Hecoomsemcmeus Mexaoy yudpamu, noAyueHHbIMU
3AKASUUKAMU 6 bINUCKE Cuemd, U e20 COOCMEeHHBIMU 0YX2AAMEPCKUMU SANUCIMU.

We have received your statement for <Bseanrte nepmoa> and must point out certain
discrepancies in your entries:

(1) <BBeaurte gaTy BBIIMCKIL>. You debit us <Bseaute cymmy aebeta> against invoice no.
<BBeaurte HOMep cueTa>, but we have no record of such an invoice in our files, nor can we
trace any packing note for goods that might explain this item.

(2) <BBeaurte gaTy HakaaaHoir>. Invoice no. <Beaurte HoMep HakaagHOIE> for <BeauTe
cymmy HakaaaHoir>. This item is charged twice; as you will see, you have made a similar
debit dated <Bseaure aaty>.

Will you please let us have your comments?

Ilepesog

Mz noayunan Bamy BeIINCKY 3a (Ilepnog) 1 4045KHBEI yKa3aTh Ha OIlpeAe/eHHble
HECOOTBETCTBISI B BAIIIMX 3aITMCSIX

1. (daTa) Ber aeGetyete Hac Ha (CyMMa) B cOOTBeTCTBUM C HaKAagHo1 (N2), HO B Hammmx
3aINCaX TaKas HaKAadHas He 3Ha4MTCs, MBI TaK>Ke He MOXKeM HalTU ¥ COOTBETCTBYIOITUI
YIAaKOBOYHBIV AMCT, KOTOPHIN OBl MOT OOBSICHUTD I1OSIBAEHME HaKAaAHOI.

2. (dara). Hakaaanas N (...) Ha (CymMa). Dta mo3miins, Kak BbI MOXKeTe yOeAUThCs,
IIPOCTaBA€Ha ABa>KABL.

IToxxaayiicra, cooOIINTe Ballle MHEHHe.

06. I1pocvba npedocmasumv OmMKpPuUNbLL CHem.

Today we have arranged payment of your invoice no. <Bseanure Homep HakaagHo> for
goods received on <Bsegute agaty moaydeHus Topapa>.

The material arrived in good condition and has now been sold.

As we have now done business with you for a <Bseanure cpox coBMecTHOIT pabOTBL> ONn
the basis of payment on invoice, we would like to ask you to grant us open account terms,
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with quarterly settlement. Our two other main suppliers, Messrs.... and..., have recently
agreed to supply us on these terms.

IlepeBog

Cerogns MblI onaaTtnAau Bamr cueT NO (...) 3a ToBap, moaydeHHbli (Jata).

Matepuaa mpuObLA B XOpOIIIeM COCTOSHIU U B HAacTOsIIIee BpeMsI HaXOAUTCs Ha
peaansannm.

ITockoabKy MBI BegeM ¢ BaMu geaa y>Ke B TedeHne (CpoK), paccuMThIBasICh 3a TOBap I10
Mepe M0Ay4eHNs BallliIX CYeTOB, MBI XOTeAM Obl IPOCUTD Bac IpeAOCTaBUTh HaM
BO3MO>KHOCTD €>KeKBapTaAbHBIX B3alIMOPacyeTOB I10 OTKPBITOMY cueTy. Apyrue ABa HaIImx
nocrasiyka, (Haspanus komnanmii), He4aBHO COTAacUANCDH IIPeAOCTaBUTh HAM TaKyIO
BO3MO>KHOCTb.

07. Ilpocvba o nepexode Ha HOBY10 POpMY PACUenos - OMKPLIMBLLL Cuem ¢ ONAAMOtL 6 KOHle
mecaya. B nucome deaaemcs ynop na 00Az0cpoutvie NAAHYL HOKYNATEAS.

We have now been doing business with you for nearly a year and are pleased to say that
we are more than satisfied with the goods you have supplied. In the coming year we will
probably place regular orders with you and our present method of payment by letter of
credit will become inconvenient. We would also find a short credit of advantage to our
trading capacity.

We would therefore like you to supply us on monthly account terms, payment against
statement within 30 days. You may refer to Messrs. <Bseaute nassanmue komnanmum> and
Messrs. <BBeaute HazBaHue kommnanum>, with whom we have credit.

Ilepesog

Mps1 BegeM ¢ Bamu geaa y>Ke OKOAO roja 1 HaM IPUATHO CKa3aTh, YTO MBI D04ee ueM
AOBOABHBI BalllM TOBapoM. B HacTynaromem roay Mel, BO3MOXKHO, OyAeM pa3Mellarh y Bac
3aKas3pl Ha PeryAspHON OCHOBE, IOYTOMY pacdeThl 110 aKKpeAUTUBY CTaHYT HeY400HBIMIL.
HampoTtus, KpaTKOCpOUHBIN KPeAUT MOKeT 0AaroIpusATHO ITOBAMATD Ha JaabHelllnee
pas3BuTIE HaLlell TOPTOBAN.

[TosTOMY MBI XOTeAu OBl HOAY4aTh TOBAp IPU yCAOBUM PacdeToOB B KOHIIe MecsIia 110
IIpeACTaBAeHMIO BBIIIMCKY 110 cyeTy. OTHOCUTeABHO Hallleil KpeAMTOHAAEKHOCTH BhI
MO>KeTe HaBecTH cripaBku B (Haspanue komiiannu), Kotopas KpeAUTYeT Hac.

08. Ilpocvba omcpouxu naamexa no 00beKMUSHVIM NPULUHAM, He HOCSULUX POpC-MaxopH LIl
xapaxmep.

Your quarterly statement reached us yesterday and has been found correct. As you
know, we have always settled your account promptly and regret very much that we now
find it necessary to ask you for an extra few weeks in which to clear the current liability.
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Our difficulties are temporary and have been caused by the <Bseante npranny
3agep>Kki> here, on which many of our customers are dependent. We are confident of being
able to settle in full within 6-8 weeks.

We would appreciate it as a helpful guesture if you could grant us this concession.

IlepeBog

Bamra kBapTaabHas BeIIMCKa cyeTa I10AydeHa 1 BbiBepeHa Buepa. Kak Bbl 3HaeTe, MBI
BCerJa oIllauMBaau cueTa 0es3 3ajep>keK U coxKaleeM, YTO HaM IPUXOAUTCS IIPOCUTD
HECKOABKO AOMO/AHUTeAbHBIX He4eAb AAs MOTallleHNs TeKyIeil 3a40AKeHHOCT.

Hamm TpyaHOCTH SIBASIIOTCS. BpeMEHHBIMU 1 OBLAY BBI3BAHBI <YKaKUTe IPUINHY
3a4ep>KKIL>, OT Yero 3aBUCIT MHOTVE Hallli KAMeHThl. MBI yBepeHbl, YTO OyAeM B COCTOSHUN
IIOAHOCTBIO pPacCYMTaThCs B TedeHue 6-8 HeaeAab.

Aas Hac 10400Has yCTyIIKa C Balllell CTOPOHBI CTaAa Obl >KeCTOM ITOMOIII.

09. Ilocae noAyuerus nep60z0 HANOMUHANHUS, NOKYNANEAD GbICHIAAEIN YeK HA YACTHD CYMMDbL U
npocum darvHeiuieil 0mcpouKu.

We have received your letter of <Bseaute gaTy HartoMMHaHUs O HOTaIlleHUN
3a40A>KEeHHOCTI> reminding us that your account was due for payment on <BBeante Aarty
noramreHyst>. We intended to clear this account by the end of last month, but business has
been slack in <Bseaute HamMeHOBaHMe Balleil geaTeabHocTIr> trade, and our own customers
have been very slow in clearing their accounts. This has, of course, resulted in a temporary
liquidity problem for us.

Today we have sent you a check for <Bseanure cymmy ueka>, which we must ask you to
accept on account. We will send you a further sum in a fortnight's time, and will clear the
balance outstanding by the end of <BseanuTe cpox noramenus 3a40A>K€HHOCTIL>.

We are very sorry to have to keep you waiting, but hope you will realize that we are
doing everything we can under difficult circumstances.

IlepeBog

Mp1 noayunan samie nmucbMo ot (Jara) ¢ HallOMMHaHMEM O IIPOCPOYKe I14aTexXka OT
(daTa). MbI HaMepeBaACh pacCIUTATHCS B KOHIIE IIPOIILAOTO Mecslia, HO 4eA0Bas
aKTUBHOCTD B 004actu (Bug gesiteapHOCTH)IONIAA HA ClIaj, a HAIIM COOCTBEHHbIE 3aKa34uMKIU
CAMIIIKOM M€A/J€HHO OIlAauyMBaAM CBOM CYeTa. DTO BpeMEHHO CKa3aA0Ch Ha Hallleil
AVKBUAHOCTI.

Cerogns Mpl HarTpasuAan BaM 4ek Ha (CymMMa), KOTOPBIN IIPOCUM 3a4eCTh B c4eT Halllel
3agoaxxeHHocT. CAeayIollyIo 4acTh Mbl HallpaBUM depes ABe HeaeAl, M IIOTacuM OCTaTOK K
xoH1y (Cpok).

Hawm ouens >xaap, 4TO MBI 3aCTaBUAM Bac >KAaTh, HO HaA€eMCsl, Bbl IIOHMMaeTe, Mbl
AeAaeM BCe BO3MOXKHOE B 9TUX TPYAHBIX yCAOBUSIX.

BepHyTbcs B coaepkanue
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6

OT1rpy3ska — Shipment

01. 3anpoc cydo6aaderblyy OMHOCUMEALHO CIOUMOCTY PPAXIna.

Please quote us your freight rate for <Bseaure Bug rpysa> for shipment from <Bseaute
nopT yourtus> to <Bseaure mopt npubeitus>, and let us know when you will be sailing to
<BBeaure nopt HasHaueHMsT> during the next three months.

Ilepesog

ITosxaayiicTa, cooOIMTe Ballly paclieHKN 3a IepeBo3Ky oaHoro mecta (I'pys) us (ITopr)
40 (ITopt), a Tax>ke cooOINTe KOT4a B TedeHIe CAeAYIOIINX TpeX MecslleB Bbl [IAaHupyeTe
npuowITh B (CTpana).

02. 3anpoc nocmasujuxa 6 adpec cyoo6AA0eAbUA OMHOCUTNEADHO CPOKOE OMZPY3KU U
cmoumocmuy Gpaxma.

We are about to make up an order for a customer in <Bseaure nynkr Hasnauenus> for
<BBeauTe KOAMYECTBO U HaMMeHOBaHMe Ipysa>, and in accordance with the terms of the
letter of credit the consignment has to be shipped by <Bseanre xpaiitnnii cpok oTrpyskir> at
the latest.

Please inform us whether your SS <Bseaure HazBaHMe Teniaoxoga> will be able to meet
our requirements, and kindly quote us a rate for the voyage.

IlepeBog

Mp1 3akaHuMBaeM opopMaeHNe 3aKa3a Halllero nokymareas u3 (l'opoa), kotopslit
BKA104aeT (KoamyecTso rpysa) 11, cOraacHO ycAOBUAM aKKpeAUTNBa, IPy3 40AKeH OBITh
OTTpy>keH camoe 1osaHee (Jara).

IToxxaayiicra, cooOIINTe yKAaAbIBaeTCs A B Ha3BaHHBIe CPOKU Balll Teriaoxog, (Vims) u
Ha30BUTe CTOMMOCTH (ppaxTa.

03. TloxynameAvb unpopmupyen nocmasujura o mom, 4mo colepxariue 00H020 U3 NOAYUeHHIX
AULUKOG6 He COOMEenCeyent 3axKasy.

We duly received the documents and took delivery of the goods.

We are much obliged to you for the prompt execution of this order. Everything appears
to be correct and in good condition except in case No. <Bseaute Homep mecTa>.
Unfortunately when we opened this case we found it contained completely different
articles, and we can only presume that a mistake was made and the contents of this case
were for another order.

As we need the articles we ordered to complete deliveries to our own customers, we
must ask you to arrange for the dispatch of replacements at once. We attach a list of the
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contents of case No. <Bseaute HoMep Mecta>, and shall be glad if you will check this with
our Order and your copy of your Invoice.

In the meantime we are holding the above mentioned case at your disposal; please let us
know what you wish us to do with it.

IlepeBog

Mmbr HOAy‘II/I/lI/I ,ZI,OKYMeHTI)I n rpy3 B Hagae>XallieM HOp}I,ZI,Ke.

Mz1 npeMHOTrO 64arogapHsel 3a OBICTpOe MCIIOAHEeHNe 9TOTO 3aKasa. Bce kaskercs
IpaBUABHBIM U B XOPOIIIeM COCTOSIHUU 3a McKAI0ueHMeM smuka Ne... K coxxazeHnio, koraa
MBI OTKprAI/I DTOT SIIINK, TO 06Hapy>1<1/1/11/[ B HEM COBCEM He TO, I Mbl MO>KeM TOAbKO
rmoAaraTh, 4TO Oblaa AOITyIlleHa ommbka, n COAepP>KMMO€ DTOTO SIINKa IIpeAHa3HavYaa0Ch
Apyromy.

HOCKOAI)Ky MBI Hy>1<4aeMc;1 B 3aKa3aHHOM TOBape, '~ITO6I>I 3aKOHYMTDH ITIOCTAaBKM HAaIllIM
COOCTBEHHBIM KAMEHTaM, MBI IIPOCKM Bac HeMeA/1eHHO OPraH130BaTh OTIIPABKy 3aMeHBI.
Mpe1 npuaaraeM onmch cogdep>kKumMoro smmka NO ... 1 OyaeM padbl, eCAM Bbl CBepPUTe ee C
HaIllMM 3aKa30M U Balllen HaKAa,ZI,HOﬁ.

I'Toka >ke MBI OCTaBAsIeM YIIOMSHYTBIN SIIUK y cebs1 1 >KAeM BaIlimx yKa3aHU, KakK Onl
BhbI >KeAaAalu UM paCHOpflﬂ,I/ITbC}I.

BepHyThbcs B cOaepKaHue

7

Bark — Banking

01. Bustecmer obpawaemcs 6 6anK ¢ npocv0oil 0 npedocmasreruy 0sepopadma npomue
obecneveHusl.

Further to our interview of yesterday, I request your permission to overdraw my
account up to a limit of <Bsegure cymmy osepapadra> between <Bsegure aaTy Hauaaa
nepnoga> and <Bseaure aaty KoHia nepuoga>. As I explained to you yesterday, I have
during this period to meet certain capital costs incurred in the expansion of my business.
The benefit of this expansion will not be felt till around <Bseaure gary konija nepuoga>,
when considerable sums will be due to me from home and overseas customers. As security,
<BBeaure B1A 1 crouMocTs obecriedennss> will be deposited with you.

I'look forward to an early reply.

IlepeBog

B nmpoaoakeHMe HaIlleTo BUepalllHero pa3roBopa, s IPOIIY BallleTo pa3pelleHns Ha
osepapadT Moero cyeTta B Iipedeaax (CymMa auMuTa) B riepuoa Mexay (Jara) u (data).
Kaxk 51 BaM 00BsICHIA, B HTOT ITepMOA MHE IPeACTOUT HOKPHITh OIIpeJeeHHbIe KalliTalbHble
U3Aep>KKH, TIOHECeHHbIe MHOIO B pe3yabTaTe pacimpeHus deaa. [1104p1 9TO pacmmpeHns
nposBsTcs He paHee 30 MIOHS, KOT4a MOM MeCTHBIE U 3apyOe>KHble KAMEHTHI OyAyT HauHyT
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CBOM pacyeThl cO MHOII. B KauecTse obecrnieuenms s1 MOTy gentoHMpoBaTth (CTOMMOCTD U BUJ,
obecrieueHms).
Kay Barero ckopeiiiero oTsera.

02. baxx HanomuHaem o 3(Za€p>KK€ naameka u npocum COO@MMW[D NnpuvtuHy.

With reference to our payment order no. <Bseaure HOMep I11aTeXXHOTO TOpydeHU> for
the amount of $<Bseaute cymmy> we wish to inform you that the remitters state that the
beneficiaries have not received these funds.

Please investigate this matter and let us know the date of payment or reason for delay or
non-payment.

Ilepesog

Co ccpraxoit Ha Hame I1aaTesxxHoe mopyuyenne No.... Ha cymMMy ... , MBI XOTeAU OBl
IIponH(OPMIPOBaTh Bac O 3asBA€HUN OTIIPABUTEAs, B KOTOPOM OH YTBep>KAaeT, YTO
Oenedunmap He moayumna stu cpeacrsa. [loxxaayiicra, pazdepurech B 9TOM BOIIpoce U
cooOIIMTe AaTy I1AaTexka, IPUIMHY 3alep>KKU UAY HeOIIAaThl.

03. Batik coobujaem o HE603MOKHOCIY NPOUSEECT ONAAMY U3-34 OMCYMCMEUS. PEKEUSUTNOE
Oeredpuiuapa u 0AHKA NOAYHAMEAS.

With reference to your letter dated <Bseaure agary nucsma>

Ref. <Bseaure ncxoasammir> regarding your Money Payment Order dated <Bseaute
AaTy I1AaTeXXHOTO IopyudeHus> we return the above mentioned instructions unpaid as we
are unable to execute the payment without the full addresses of both the beneficiaries and
their bankers.

IlepeBog

Co ccrLAKOI Ha Ballle MIUCBEMO OT ....., Vcx. No...., oTHocuTeabpHO Baitero [1aaTesxHoro
IIOpy4YeHNs OT ....., BO3BpalllaeM OpAep HeoIlldaueHHBIM, IOCKOABKY He MOXKeM ITpOBecT!
IaaTexx 0e3 IOAHOTO I0PUANYECKOTO ajpeca Kak OeHeduIapa, Tak 1 OaHKa I10AydaTeasl.

04. banx c006m,aem 0 He nocmynieHuu JeHexHOZ0 TZEPEBO()EI U npocum 6vlCAAMb KONUuU 1exos.

We refer to the letter dated <Bseante aaty nucema>, copy enclosed for easy reference.

Please be advised that we have reviewed our records and cannot locate ever receiving
your remittance dated <Bseanre saTy geHesxHOrO Iepesoga> for the amount of $<BseanTe
cymmy nepesoga>. So that we may further investigate this matter kindly supply us with
photocopies of the checks, if copies are not available, with a complete description of each
item, including on American Express Traveler Cheques the two letter prefix.

We thank you for your cooperation and hope to be hearing from you soon.
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IlepeBog

M5 ccplaaeMcst Ha Ballle IIChMO OT ....., KOIIMIO KOTOPOTO IpuJaraeM AAs1 CIIpaBKIL.
IToxxaayiicTa, IpUMNUTe K CBe€HUIO, 4YTO MBI, IIPOCMOTpPEeB HaIlly KHUTHY, He CMOTAM HallTu
OTMETKY O IIOAY4YEeHMUM BaIllero repesoaa oOT .... Ha CyMMY ..... . 445 TOTo, 4TOObI MBI CMOTAU
IIpOBECTU gaAbHelilllee paccaeloBaHle II0 HTOMY BOIIpocy, OyAbTe A100e€3HbI CHaOAUTH HAC
KCepOKOIMAMMU YeKoB. Ecan xonmit HeT B Haau4ny, gaiTe oApoOHOe OIMcaHue KaXKA0ro
13 HUX, BKAIOYas AByx3HauHbIl ITpedukc Tpopea-Uekos.

Mp1 Gaarogapum Bac 3a Balle COTPyA4HIUYECTBO U HaAeeMCs Ha CKOPBIN OTBET.

05. Batix coobuyaem, umo bereduuuap He npuuLeA 3a nepesodom, U npocum 6biCAANDb
QONOAHUMEADHYI0 UHPOPMAL,UT0, KOMOPAS NOMOZAA ObL eMYy peuLumo npodAeMy SoINAANIbl
cpedcms.

With reference to your payment order no. <Bseaute HOMep I11aTe>KHOTO HOPYYEHI>,
dated <Bseaure gaty naarexxuoro nopydensr> 31.01.1998 for $<Bseante cymmy
I1AaTeXXHOTO IopyJeHns> in favor of <Bseanre mms moaydareas> we write to inform you
that up till now the beneficiary has not called at our counters to collect the funds.

Please investigate the matter and provide us with the beneficiary's full address as well as
the name of the local bank with whom his account is maintained to enable us to dispose of
the funds.

Your early reply will be highly appreciated.

IlepeBog

Co ccpraxoit Ha Barre ITaaTesxkHoe rmopyuenne NO ... OT ..... HA CyMMY ..... Ha UM
cooO111aeM, 4TO 40 cUX ITop OeHeduIap He IPUXOANUA 3a AeHbraM.

ITosxaayiicta, pazdepuTech B 9TOM BOIIPOCe U COOOIMTE HaM IIOAHBIN azpec
roaydJaTtes, a TaK>)Ke Ha3BaHIe MeCTHOTO OaHKa, TAe OH Aep>KUT CBOII CUeT, C TeM, YTOOHI
AaTh HaM BO3MO>XKHOCTD pacIOpsANTCS CPeACTBaMIU.

Byaem Becbma OaarogapHsl 3a BaIll CKOPBI OTBeT.

BepHYTI)CH B cOaepXaHNe

8

CtpaxoBaHme — Insurance

01. HPOCbﬁll COOﬁMMMD CIMOUMOCIb CHIPAXO08AHUSL OM 6CEX PUCKOB 60 8peMsl

mparcnopmuposku. Cmpaxoska 0oAXKHA Jeticme0sans no NPUHUNY - om ckaada 0o
ckAada.

Will you please quote us a rate for the insurance against All Risks of Shipment? The
insurance is to be warehouse to warehouse as from the <Bseaute gaTy Hauasa cTpaxoBKIr>.
Looking to your early reply.
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IlepeBog
IToxkaayiicTa, cOOOIINTe Ballll paclleHK! Ha CTpaxoBaHIe OT BCeX PUCKOB BO BpeMsi
TpaHcrnopTuposku. CTpaxoBKa 404Ha ObITh "OT cKaaga 40 cKaaga" 1 HaunmHaThcs (Jata).

02. Mncmpyxiyuu omnpasumeis. Cmpaxosomy azetmy, Komopole 00biLHO cAeOYt01m nocae
NOAYHeHUS UHPOPMAL UL 0 pasMepe CIpaxoe020 coopa.

We confirm our telex instructions, as per copy enclosed, and shall be glad if you will
cover us accordingly, against All Risks, Warehouse to Warehouse, to the value of <Bseaure
CyMMY CTPaxOBKIL>.

The certificate must be in our hands by the <Bseanre xpaitnnii cpok roayuenus
roauca> at the latest, for presentation with other documents to the bank with which a Letter
of Credit has been opened.

We shall be pleased to have your early acknowledgement.

IlepeBog
Mp1 moaTeep:kAaeM Hallli MHCTPYKLINM, HaIlpaBAeHHbIE 110 TeAEKCY B COOTBeTCTBUU C
IIpuAaraeMo KOIMel, OT BCeX PUCKOB, OT CKaaja 40 ckKaaja Ha cymmy (Cymma).
CrpaxoBoii MoAMC A0AKeH ObITh Y Hac Ha pyKax camoe rosaHee (Jarta) aas
npeJcTaBAeHle BMecTe C APYTUMU AOKyMeHTaMI B OaHK, KOTOPBIN OTKpbIBaeT aKKpeAUTUB.
Ham OyaeT npusATHO MOAYYNTH Ballle CKOpelilllee IIoATBepP K AeHIe.

BepnyTtbcs B cogepkaHue

9

MpeteHsng — Claim

01. 2Karoba na 3adepKKy nocmasxu.
Our order no. <Bseanrte No 3akaza> of <Bsegure gary 3akaza>

The goods ordered under this number arrived today in good condition, and your
invoice has been checked and found correct.

However, we have to point out that these articles were ordered subject to their arriving
here by the end of <Bseaure xpaitunit cpok rocraskir>. Since they did not reach us until
<BBeaure gaty>, we have been hard pressed to meet our commitments to our own
customers.

As you will no doubt understand, a recurrence of this situation could well result in our
customers placing orders elsewhere, and this is a risk we are unwilling to take. We must,
therefore, insist that you observe delivery deadlines for future orders.
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IlepeBog
Kacareapno: No 3akasa ot (JdaTa)

ToBapsl, 3akazaHHbBIE 1104 STUM HOMEPOM, IIOCTYIIIAN BYepa B XOpOIIIeM COCTOSHUM,
Ballla HaKAaAHas Oblaa MpoBepeHa I HalljeHa IIPaBUABHOIL.

Tem He MeHee, MBI 40AKHBI YKa3aTh Ha TO, 4YTO TOBap ObLA 3aKa3aH Ha yCAOBIX
rioctaBku 40 KoH1ia (Mecsir). [TockoapKy oH nocTynna To4bko (JaTa), MbI ¢ 6OABIINM
TPYAOM CMOTAM BblAep>KaTh HaIlll 00s13aTeAbCTBa Ilepes, CBOMMM KAMEeHTaMIA.

Kak BpI 6e3 coMHeHI:I ITOHMMaeTe, IIOBTOpeHNe ITI0400HO CUTyally MO>KeT IIPUBeCcT
K TOMY, UTO HalllM 3aKa34MK!/ HaYHYT pasMelllaTh CBOU 3aKa3bl B APYTOM MecTe, a MBI He
MO>KeM ceOe DTOTO M03B0AUTD. [To9TOMYy MBI 40A>KHBI HacTauBaTh Ha COOAI0A€HUN CPOKOB
IIOCTaBOK B OyAyIlleM.

02. 2Karoba na HusKoe Ka4ecmeo u 6036pam mosapa.

We are very sorry to have to inform you that your last delivery is not up to your usual
standard.

We have always been able to rely on the high quality of the materials you sent us and
we are all the more disappointed in this case because we supplied the product to new
customers. As we shall have to take it back we must ask you to let us know, without delay,
what you can do to help us in getting over this difficulty.

IlepeBog

MI)I BeCbMa CO>XaAaeeM II0 HOBO,ZI,y TOrO, 4TO Ballla ITOCAeAHss ITOCTaBKa He COOTBeTCTByeT
BalllliM O6I)I‘IHI)IM CTaH,ZI,apTaM.

Mmbr BcCerda 1rioaaraAamncb Ha BbICOKOe Ka4deCTBO BaIllX MaTepI/IaAOB u HOBTOMy
UCIIBITBIBaEeM ellfe OOAblllee pazodyapoBaHlie Telleph, IIOCKOABKY IIOCTaBIAM HTOT TOBAP
HOBOMy KAI/IeHTy. Tak xkax MbI BbIHy)K,ZI,eHI)I 3a6paTb TOBap, MBI A40A>KHBI HpOCI/ITb BacC
6630TAaFaT€AI)HO COO6H_U/ITI) HaM, 94TO BbI MO>XeTe caelaTh, lITO6I)I IIOMOYb HaM BI)I6paTI)C}I
13 BDTOTO Sany,ZI,HI/ITEAbHOl“O ITIOA0KEeHW .

BepHYTI)CH B cOoaepXaHNe

10

lNocpeaHu4ecTBo — Agency

01. busnecMeHn IpoCUT IIpeAOCTaBAEHMs aTeHTCKUX IIpaB.

The excellent quality and modern design of your <BBeanTe HauMeHOBaHIe TOBapa>, a
selection of which we saw recently in <ykaxure, rae BBl BuAean ToBap>, appeals to us very
much. We have since seen your full catalogue and are interested to know whether you have
considered the possibilities of the market in this country.
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As a leading firm of importers and distributors of many years standing in this trade, we
have an extensive sales organization and a thorough knowledge of the <sBegute HazBaHME
crpanbsr> market. We think your products would sell very well here, and are prepared to do
business with you either on a consignment basis or by placing firm orders, if your prices
and terms are right.

We are also interested in handling a sole agency for you, which we think would be to
our mutual advantage.

Please let us have your views on these proposals: if you are interested in establishing an
agency here, our <Bseaute nms npeacrasuteas> would be pleased to call on you in
<Vkaxurte gaty susuta>, when he will be in <Yxaxute crpany>.

We look forward to your reply.

The excellent quality and modern design of your <sBeaure HauMeHOBaHMe TOBapa>, a
selection of which we saw recently in <ykaxkure, rae BbI BuAeau ToBap>, appeals to us very
much. We have since seen your full catalogue and are interested to know whether you have
considered the possibilities of the market in this country.

As a leading firm of importers and distributors of many years standing in this trade, we
have an extensive sales organization and a thorough knowledge of the <speaute nazsanue
crpanbr> market. We think your products would sell very well here, and are prepared to do
business with you either on a consignment basis or by placing firm orders, if your prices
and terms are right.

We are also interested in handling a sole agency for you, which we think would be to
our mutual advantage.

Please let us have your views on these proposals: if you are interested in establishing an
agency here, our <Bseaute nms: npeacrasurteas> would be pleased to call on you in
<Vkaxure gaty susuta>, when he will be in <Yxaxure crpany>.

We look forward to your reply.

IlepeBog

OranyHoe Ka4ecTBO 1 COBpeMeHHBIN An3aliH Bamlero (Tosap), K0A4eKIIMI0 KOTOPOIO MBI
HeaBHO Moran yBuaets (MecTo), Ham oueHb ToHpaBnauck. ITocae Toro kax M
II03HaKOMMAMCH C BaIllMM KaTa/A0roM, HaM ObLA10 Obl MHTepeCHO y3HaTh, He XOTeAM ObI BB
BBIVITY HAa MECTHBIN PBIHOK.

Kak Beay1ias koMnaHmus UMIIOPTEPOB U AUCTPUOBIOTOPOB C MHOTOAETHEeIl perryTaliein
B 9TOI 001acTy, MBI pacIioJaraeM pa3BeTB/AeHHOI TOPTOBOI OpTaHM3alllel U TA1yOOKIMU
3HaHIAMM paHKa. MBI gzyMaeM, 4TO BaIll ToBap Oy4eT XOpOoIlIo IpoAaBaThCs 34€Ch, ¥ TOTOBBI
K COTPYAHMYECTBY C BAMMJ Ha yCAOBMAX KOHCUTHAIIUM AV pa3dMelias TBepAble 3aKa3bl, ecAu
y Bac IIOAXOASAIIVE YCAOBS U II€HBI.

Mp1 Taxoke XoTean OBl HOAYUYNUTH MCKAIOUNTEAbHBIE areHTCKIe IIpaBa. DTO OTBevaeT Kak
HaIllyM, TaK U BalllM MHTepecaM.

Kaewm Barmero orsera.
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02. Azenm npocum nosvitleHusl KOMUCCUOHHOZ0 BOSHGIZPEDK()EHM}L

You letter describing the new lines you wish to put on the market in this country
interests me very much. There is a lively demand for this type of product and I am keen to
assist you to get your products known here.

However, as you probably know, your American, German and Japanese competitors are
very y firmly established in this market and it will be a hard fight to win business in the face
of such opposition. I am quite willing to step up my advertising and really make a strong
sales drive because I am sure that there is business to be obtained. This would mean a
considerable capital outlay, from which you would also have lasting benefit, and in view of
this I must ask you to bear part of the costs. Perhaps the easiest way would be for you to
allow me an increased commission on the sale of these new lines. I would be pleased to hear
what you have to suggest in this direction.

Ilepesog

Bame II11CbMO, C I/IHCl)OpMaL[I/IeIZ O HOBBIX TOBaan, KOTOpI)Ie BbI 61)1 XO0TeAn BBIBECTU Ha
MECTHBIN pI)IHOK, O4YeHb SaI/IHTepeCOBa/lO MEH:I. S,ZI,er CymeCTByET SKIIBOI CHpOC Ha TaKue
TOBapr, I MHE XOTeAO0Ch 6bI IIOMOYb BaM CaeAaTh Tak, ‘ITO6I)I Ballinn TOBapr y3Ha/H/I Ha
MEeCTHOM pI)IHKe.

TeMm He MeHee, KaK Bbl, BO3MO>KHO, 3HaeTe, aMepUKaHCKIe, HeMellKIie I SITIOHCKe
KOHKYPEeHThI IPOYHO 0OOCHOBAAMCh Ha 9TOM PBIHKE, I IIPeACTOUT TsKeaas Oopnoa. 5
BITIOAHE I'OTOB YBeAI/IlII/ITb CBOU paCXO,ZI,bI Ha peKAaMy n Hp]/[/lO)KI/ITb IIONCTUHE 60AbIlII/Ie
peKAaMHbIe yCI/I/lI/IH HOTOMy, 9TO yBepeH - 6y4eT HpI/I6I)IAb. HOCKOAI)Ky Hpe,ZI,CTO}IT
Cyn_[eCTBEHHI)Ie KalitmTaAabHbIE SanaTLI, B pesyAbTaTe KOTOpBIX BbI HOAy‘II/ITe
,ZLOAFOBpeMeHHy}O BI)IFO,Zl,y, 51 AOAPKEH HpOCI/ITb BacC paS,Zl,eAI/ITI) 9acCTb I/IS,Zl,Qp)I(eK. BOSMO)KHO,
Ham6011ee HpOCTbIM BapI/IaHTOM AAs1 BaC 6bI/lO 6bI yBEAI/ILIeHI/Ie MOUX KOMUCCMOHHBIX C
IpOoJa>Ky STUX TOBApOB.

Miue 6y4eT HpI/ISITHO yC/lbIH_IaTI), YTO BbI AyMaeTe I10 9TOMy HOBO,Z],y.

03. Kpamxuii omuem azettma no o6vemam pearusavuu. ITpocvoa cruxenus yerot Ha
nocmasAsieMyto npooyKyuto.

Our account sales for the <Bseaure nepnog> is enclosed with this letter and shows a
balance of <BseanTte kpeaurosoe caabao> in your favor. If you will draw on us for this
amount at 60 days we will accept the draft on presentation.

We very much regret the fall in sales in the past quarter year, which is undoubtedly due
to the new import duties which came into force on 1 January. This is likely to operate with
increasing disadvantage to exports from countries outside the tariff wall. No doubt you
have plans to meet the strong competition which we will now have to face in this market,
and further information from you on this point would be useful to us in respect of our own
plans for the future. Some reduction in prices seems inevitable if you wish to hold your
position.
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For our part, we wish to continue to represent you and are fairly sure that the high
reputation of your goods in this country will ensure the continued support of many
customers. We are also prepared to accept a 2% reduction in commission if you are
prepared to make an all-round price cut.

We look forward to your reply and wish to assure you of increased effort on your behalf.

Ilepesog

Brinncka cueta mpogax 3a nepuog (Ilepmoa) npmaaraercs K 9ToMy IICbMY U
yKasblBaeT Ha Ballle Kpeautosoe caabo (Cymma). Ecan Bel BeicTaBuTe cueT Ha 60 AHelt, MBI
aKIlerTyeM BeKceAb I10 IIpeAbABAeHMIO.

MbI oueHb coxkaaeeM MO MOBOAY CHIUKEHI IIpOJak B IIOCAeJHeM KBapTale roaa,
IIPUYMHON KOTOpOMY, 0€3yCAOBHO, ITIOCAY KAV HOBbIe IOIIAMHEI Ha MMIIOPT, BCTYIIMBIIIE
B cuay c 1 ssuBaps1. IToxoxke 910 OyAeT IpersaTcTBOBaTh 9KCIIOPTY U3 CTpaH, HaXOASAIITMXCS 3a
npejeaaMy TapuQHOIi cTeHsl. be3yca0BHO, y Bac MMeeTCsI I11aH IPOTUBOCTOSHIAS
KOHKYPEeHIIIM, C KOTOPOI HaM IPUAETCs CTOAKHYThCSI Ha 9TOM PhIHKe, U AaAbHeiIas
mnHpopManus OT Bac IO STOMY BOIIPOCY Obl1a OBI I10A1€3HOI A5 HaC B OTHOIIIEHN! HaIINX
COOCTBeHHBIX T11aHOB Ha OyAy1iiee. Ecan BbI cTpeMuTech COXpaHUTDb CBOM TTO3UITUM, TO
HeKOTOpoOe ITOHIKeHNe I1eH KasKeTCsl HeM30e>KHBIM.

Co cBoeli CTOPOHBI, MBI XOTeAU OBl U JaAbllle IIPeACTaBAsATD Ballli MHTePeCckl U BIIOAHe
yBEpeHBI, UTO BbICOKas perryTallisl BallliX TOBapOB B 9TOM CTpaHe 0DecrieduT
AOATOBPEeMEeHHYIO IOAAePIKKY KAMeHTOB. MbI Tak>Ke TOTOBBI IIOMTH Ha COKpallieHune
KOM1ccuM Ha 2 %, eCAM BbI TOTOBBI OCYIIIECTBUTD OOIIee IIOHVKEHIe 1IeH.

MpI >xA€eM Balllero oTseTa ¥ XOTUM 3aBepUTh Bac B CBOEI HEM3MEHHOM MOAAePIKKe.

BepHYTI)CH B cOaepXaHNe

11

Ob64g3aHHOCTH cekpeTapsa — Secretarial Duties

01. Bporuposatiue 00HOMeCHIHBLX HOMEPOS 6 20CUHULe.

We shall be glad if you will reserve the following accommodation for two of our
directors Mr. <Beeaute ¢pammanio> and Mr. <Beeaute pammanio: 2> single rooms, if
possible each with a private bathroom, from <Bseante aaty npuesaa>, for <Bseaure
KOAMYECTBO CyTOK> nights.

Please be so kind as to let us have an early confirmation of this booking.

Ilepesog

Mz 6yaeM paabl, ecan BBl 3ape3epBupyeTe 445 Hamx AupekTopos (Pammans 1) u
(Pammans 2) gBa 0O4HOMECTHBIX HOMepa C OTAeAbHOM BaHHO, HaunHas ¢ (JeHb 3ae34a) Ha
(Koanuectso cyTOK).

ByabTte 400p5I, He 3ajep>KuBaiiTe C IIOATBEP>KAeHIeM OpOHIL.
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02. Bponuposariue anapmamenimos 6 20CMuHule u 0moeAbHoz0 Homepa OAsL ceKpemapsi.

The Chairman and the Managing Director of this Company will be visiting <Bseaure
Ha3BaHIe ropoaa> in <Bseaure mecsir>, for the World Trade Fair, and will require a suite
with two bedrooms. A single room, on the same floor if possible, will also be needed for
their secretary.

Please let me know whether you can reserve this accommodation from <Bseante aary
npuesja> to <Bseaure gaty orpesaa> <Ykaxure mecsir> inclusive. I shall be glad to have a
reply by return, with details of your charges.

IlepeBog
IIpeaceaaTean n ynpasasomuii komnanuy nocetAr ('opoa) B (Mecsir) aas yuactus Bo
BcemumpHnoit Toprosoii sspmapke. VM noHag005TCs AByXMecTHBIe allapTaMeHThl. Ecan 9To
BO3MOXKHO, Ha HTOM >Ke 9Ta’ke OTpeOyeTcsl O4HOMEeCTHBII HoOMep A5 ceKpeTapsl.
IToxkaayiicra, coOOIINTe, €CAM BB MOJKeTe 3ape3epBUpoBaTh 9T HoMepa c (data 1) 40
(data 2) BKa10OUnTEABHO. 5 OyAy pad MOAy4YUTH OTBET C OOpaTHOI IIOYTOI BMeCTe C
nH¢opmMaliuein o Ballnx paciieHKax.

03. bponuposaHnue O1naera Ha caMOAeT.

Our Technical Director, Mr <Bseaute ¢pammanio>, will be arriving in <Bseaure Hazanue
ropoga> next week and will then go on to <BseanTte HazaHme cTpansl 1> and <Bseaure
HaspaHue ctpanbl 2>. We shall therefore be obliged if you will book a seat for him on a plane
leaving <BseanuTe Ha3BaHMe cTpaHbL> on or about the <Bseaure gaty>, for <Bseaure myHKT
HazHadeHus>. Your account for the fare and booking fee will be paid by the <Bseaure
PEeKBM3UTHI I1AaTeAbINKa>, who have instructions to do so on our behalf.

We thank you in advance for your attention to this matter.

IlepeBog

Hamnr texumdecknit gupekrop, r-H (Pammanst) npudyaet B (lopog) Ha caeayrorieit
HeJeae, mocae yero rnpocaeayet B (Crpana 1) u gaaee B (Crpana 2). Mu1 Oyaem,
IIpU3HaTeAbHBI, €CAM BBl 3ape3epBupyeTe AAs Hero OuaeT Ha peiic, Boraetaomuit B (CtpaHa)
(data) mo mapupyty (I'opoga). Bamr cuer 3a 61aeT 1 KoMuccoHHbIe OyAeT OIl1auyeH
(ITaaTeapIIUK), KOTOPHIN TOAYINA HaAAe Kalllyie MHCTPYKLINH cAeAaTh 9TO OT Halllero
VIMEeHI.

3apanee Oaarogapum 3a BaIly 3aboTy.

04. Aperida mautunvl 3a pyoexom.

We wish to make arrangements for the transportation of a car and four passengers from
<Ykaxure mapupyt>, and will be glad to know what your charge is for this car-ferry
service, also how much notice you require for the booking. At the same time please give us
an idea of possible alternative routes and the time required for the crossing in each case.
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IlepeBog

M1 xoTeau ObI 3aKa3aTh aBTOMOOMAD AA51 9€TBEPBIX I1aCCa’>kMpPOB 113 (MapmpyT) n
6y4eM PpaAbl Y3HaTh Balllll paCll€eHKN 3a aBTOMOOUAD U ITapOMHYIO IIepelrpaBy, a TakK>XXe
BpeMsI IIpeABAapUTEABHOTO 3aKa3sa. B To xe BpeMsI, ecAM DTO BO3MOKHO, COO6IlH/IT€
aAbTE€pHATNBHbIC MapIIPYThI I BpEM: IIpO€34a B Ka’)KAOM CAydae.

05. Ilpocvba opzanusosamv 6cmpey K020-10 ¢ Kem-1mo.

Mr <Bsegure ums>, our Export Manager, will be in <Yxa>xute ropoa> at the beginning
of next week. He will telephone you as soon as he arrives to arrange a time for an
appointment. Mr. <Bseaute nms> is very much looking forward to meeting you.

Ilepesog

I'-u (PaMmans), Hall yIpaBASIOMINIA 110 9Kcrtopty, nocetut (l'opoa) B Havaae
caeayiomeil Hegean. OH IO3BOHUT BaM Cpa3y >Ke 10 IIPUOBITUIO, YTOOBI AOTOBOPUTLCS O
Bcrpeue. -0 (Pammans) oueHb HageeTcs yBUAETBCA ¢ Bamu.

06. Ilpocvba o AuvHol 6cmpeve.

I will be visiting <Yxa>kute crpany> early next month, and will be in <Yxa>knute ropoa>
from the <Yxaxxure npoaoAxuTeApHOCTb BusnuTa>. I hope to have the pleasure of seeing you
then and renewing the pleasant contact of a year ago.

IlepeBog

s namepen nocetuts (CTpaHa) B Hayaae caeayromiero mecsana u 0yay B (I'opoa),
HaunHasi ¢ (ITepnoa). Hagerocs mmeTs y40BOABCTBUE YBUAETD Bac I BO3OOHOBUTD IIPUATHOE
3HaKOMCTBO, KOTOpO€e COCTOs10Ch TO/, Hasad.

07. ITucvmo dupexmopa Gpupmor napmepy no dustecy ¢ npocvOoii 0 6cmpeve.

In connection with the matter of <Ykasxure npo6aemy>, I would like to have the
opportunity of meeting you in person while I am in <Ykaxmure ropoa>, and would
appreciate it if you could spare me an hour or two sometime during the next few days. My
secretary will telephone you the day after tomorrow to see when a meeting can be arranged.

IlepeBog

B cBsa3u ¢ Borrpocom o (ITpob.aema) 51 xoTea ObI MMETh BO3MOXKHOCTb BCTPETUTHLCS C BaMU
AVMYHO BO BpeMsI Moero IpeObiBanms B (I'opoa) 1 6b14 Obl Ipu3HaTEA€H, €CAy OBl BBl CMOTAU
YA@AUTHh MHe Jac AU ABa B OAVH U3 IOCAeAYIOIINX AHeil. Mol cekpeTaphb IIO3BOHUT BaM
I10CA€e3aBTpa, YTOOB! YTOUHUTH BPeMsI BCTPeU.

BepHyTbcs B coaepkanue
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