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IMpeauciaosue

[Ipennaraemoe  y4eOHO-MeTOIMUECKOE  MOCOOME  MpeAHA3HAYeHO  JUIs
CTYyICHTOB OakajlaBpuaTa HampaBlI€HUS MOATOTOBKH «DKOHOMHKa», a TakKkxKe
CylmaTeaed mporpaMMbl JOMOTHUTENBHOTO MPO(EeCCUOHAIBLHOTO 00pa30BaHUs AJIs
nonyuenus  kBanudpuxkauun — «[lepeBomuuk B cdepe  npodeccuoHanbHOMN
KOMMYHUKauny». OHO MpeACTaBisieT co00il pe3yabTaT MHOTOJIETHUX HCCIIECIOBAHUI
aBTOPOB B 00JIACTH JIMHI'BOAUJAAKTUUECKOTO COMPOBOXKICHUSI UHOA3BIUHBIX PEUYEBBIX
NpakTUK B MNpOo(ECCUOHAIBHON MAESTEAbHOCTH W METOJUKH IPEenojaaBaHuUs
po¢eCCUOHAIEHO OPUEHTUPOBAHHOIO MEPEBOJIA.

3ajada JaHHOTrO MOCOOMS - aTh HAYMHAIOIIMM MEPEBOJAYUKAM BO3MOKHOCTD
y3HaTh O HaBbIKaX, HEOOXOJIUMBIX MpH paboTe B OO0JACTU 3PUTEIBHO-YCTHOTO
nepeBojia C JIUCTAa, MOMOYb WM OBJIAJIETh MNPOGECCHOHAIBHON TEPMHUHOJIOTHUEH,
HapaboTaTh MPAKTHUUYECKUU OMBIT MPeoOpa30BaHUsI MUCHbMEHHOTO TEKCTa B YCTHBIM
0e3 mpenBapuTEIbHOM IMOJATOTOBKHM WM C MHUHHMMAJbHOM IMOJATOTOBKOW M pa3BUTH
YMEHHUSI YUUTHCS UCIOIB30BaTh €ro JJIsi OCYIIECTBICHUS MEXbSI3bIKOBONH PEeUeBON U
KOMMYHUKAaTHUBHOM AEATEIbHOCTHU B MOJIE€ CBOUX MPOPECCHOHAIBHBIX HHTEPECOB.

[eneBass  cnemuduka  AUCKYPCUBHOIO  MPAKTUKyMa —  HAYYUTHCS
OPUEHTHPOBATHCS B PA3IUYHBIX CHUTYAlMSIX KOMMEPYECKOTO JUCKYpPCa, KOTOpPBIE
BO3HUKAIOT MPU YCTHOM MEPEBOJIE C JUCTA, U KOHCTPYUPOBATH COOCTBEHHBIA MYTh
pa3BUTHs WHOSI3BIYHON pedeBoi KommneTeHTHocTH. [log mepeBomom c¢ mucta (sight
translation) TPUHATO CYWTATh YCTHBIM TEPEBOJ, OCYIIECTBISEMBIH Ha OCHOBE
3pUTENBHOTO BOCIPUSATUSA UCXOJHOTO MUCbMEHHOT'O TEKCTA.

B ayauTopHBIX yCIOBUSIX MOJ YYEOHBIM MEPEBOAOM IMOHUMAETCS NEPEBOJ] KaK
OJIHO U3 CPEJCTB M3YyYEHHS] MHOCTPAHHOTO si3biKa. OJHAKO CIEQyeT OTMETUTh, UTO
pu o0y4eHUuu OYyIyIIUX MEPEeBOJUYMKOB MEPEBOJ SIBISETCS 1LI€JIbI0 OOy4YEHUs, B TO
BpeMsl Kak Ipu 0O0yYEeHUU MHOCTPAHHOMY SI3bIKY MEPEBOJ €CTh CPEICTBO OOYUEHHUS.
PeanbHble cUTyaluu YCTHOTO NIEPEBOA C JIMCTA YACTO BO3HUKAIOT, HAIIPUMED, KOraa
HayaJbHUK MPOCUT MEPEBECTH OTBET OT OW3HEC-MAPTHEPA, KOTOPBIM TOJBKO YTO
IIPUILEI 10 3JIEKTPOHHOM OYTE.

[TocoGue packpsiBaeT cieupuKy yCTHOTO IMEPEBOa C JIUCTA:

- CKOPOCTb BBITIOJIHEHHUSI 3aKa3a Ha TIEPEBO;

- 3pHUTENbHAs Omopa OOBIYHO O0OJIerdaeT BOCTIPHUATHE U CHIDKAET (PaKTop
HEPBO3HOCTH;

- y MepeBOJYMKa OBIBAET BO3MOXKHOCTH IMPEIBAPUTEIIHHOIO O3HAKOMIICHUS C
OpUTHHAJIOM;

- He TpeOyeT HUKAKOTO 000pYA0BaHUS IS MPOBEICHUS YUeOHBIX 3aHITHIA;

- IIpYU [IEPEBO/JIE TUCEM MEPEBOJUMK HE 3aBUCUT OT TEMIIA PEUU OpaTopa U caM
BBIOMPACT yIOOHBIHN IS CE0S TEMIT,

- OoJbIIas CTENeHh TOYHOCTH (aJICKBAaTHOCTH) TIEPEBOA.

B pazpaboTanHo#l THCKYpPCMBHO-KOMMYHHKATUBHON MOJIETH MPU MOATOTOBKE
K TMEepeBoAy IHCEM MPENaraeTcsi COCTaBUTh KPaTKyK  XapaKTEPUCTUKY
KOMMEpPUECKOTr0  JHCKypca [Js  mocienyromero  nepesoga.  CTyaeHTam
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PEKOMEHAYeTCsl MpPeIBapUTEILHO O3HAKOMUTHCA C pabdoTaMu, COAECPXKAIUMU
XapaKTEPUCTUKU KOMMEPYECKOro JHCKypca, MPU STOM IOJIE3HO OOpaTUThCA K
HECKOJIbKUM paboTaM pa3HbIX aBTOPOB.

Ha yueOHBIX 3aHATUSX CTpaTervs yCTHOTO MEpPeBOJia C JUCTAa CBOAMUTCS K
CIEeAYIONIEMY:

- aHaJIU3 KOMMYHHMKAaTUBHON CUTyallud MEpPEeBOJia C JNUCKYPCUBHBIX MO3UIUM
(xapakTepuCTUKa OTHPABUTENS U PELUMUIUEHTa, TeMa COOOIICHUS, IEIb/MOTHUB
KOMMEPUYECKOTO MHChMA);

- omnpeaeneHue (opMarta HMCXOJHOTO COOOMIEHHUS M €ro JUCKYpPCUBHOMU
GyHKIMY (Ha3HAUYCHMS), TEKCTOBOM HOPMBI TUChMA U €r0 KOMIIO3UIIUY;

- TMOHHMMaHUE HCXOAHOTO TEKCTa C IMEpPBOro MpPEeIbiBICHUS B 00BEME,
HEOOXOJMMOM JIJI51 aJIEKBaTHOI'O MEPEBO/JIa;

- mpolecc MEepeBoja HUCXOAHOro (MeYaTHOTO) TEKCTa € JIUCTa C MEPBOTO
npeabsiBieHus. B mponecce mepeBona mpenoaaBaTeldb U CTYAEHTHI B ayJUTOPUHU
(UKCUPYIOT yAauHble U HEYJauHble IEPEBOTUECKUE PEIICHUSI, HETOYHOCTHU, OITUOKH,
OILICHUBAIOT SI3BIKOBOE O(OPMIICHUE NIEPEBOIA, BHEIIIHIOIO NMPE3EHTALUIO.

- Bepudukanus nmepeBoja (aHaIM3 pe3yIbTaToB MEPEBOA U €0 COOTHECCHHE C
pe3yJbTaTaMy aHaJdu3a CUTYyallluu NEPEeBOa).

- BepudwUKanus HA3BaHUW JOKYMEHTOB, OpTaHU3AlMi, CTPYKTYPHBIX
MOJIPa3CICHU U JOJKHOCTEH, peajui, CIEHUaJIbHOW TEPMHUHOJIOTMM HA OCHOBE
COCTaBJICHHBIX CTYJICHTAMU TJIOCCAPUEB.

Dtanbl NepeBoJa B PAaBHOW CTENEHH OXBATHIBAIOT YPOBEHb KOMMYHHKAIIHH,
YpOBEHb [UCKypca W YpOBEHb TekcTa. JlJIsi TOCHEeAyoIero camoaHaiu3a |
TPEHUPOBKH HABBIKOB CTYIEHTHl OTMEYAlOT WHIWMBHIYaJbHbIE HENOCTaTKU B
NEPEeBOJIaX, BHOCIT HEOOXOAMMBIC WCIPABICHUS B TJIOCCAPUHU, AHAIUZHPYIOT
HEJOYEThl B CBOEM IEPEBOAYECKOM TIIOBEJICHUW U OMPEAEINSIOT MpoOensl B
COOCTBEHHBIX 3HAHUSX, TPEOYIOIINE BOCTIOTHEHUSI.

[Ipn mepeBoae ¢ nKcCTa MEPEBOAYUK 3PUTEIBHO BOCHPHUHUMAET HCXOIHBIM
TEKCT, UMEIOIUNA TMUChMEHHYI0 (DHKCAlUI0, U «3a4UTHIBACT», WIH IOPOXKIAET,
BTOPUYHBIN TEKCT Ha s3bIKe TMepeBoaa ycTHO. CTyNeHTHl ydatcst OBICTPO BHIOMpATH
BapUMaHT MEpPEeBO/a, CAMOCTOSTEIbHO YCTAHABIMBATH TEMII PEYM M IPEOJI0JIEBATH
IPOTUBOPEUHNE MEXIAY HEOOXOTUMBIM BPEMEHEM [IJIsi MOHWMAaHWS U HEMEIJICHHOU
«roxadvein.

N3 Teopunm mepeBoAa U3BECTHO, YTO TNEPEBOJ C JIMCTa 3aHUMAET
IPOMEXKYTOYHOE MECTO MEXAY YCTHBIM M IHCbMEHHBIM II€PEBOJIOM, C OJHOMU
CTOPOHBI, U MEXJIY CHUHXPOHHBIM W HECHHXPOHHBIM IIEPEBOJAOM, C APYroil, H
OCTaeTcs 3HAYUMBIM JUIsI TIPO(ECCHOHATBbHONM KOMMYHHUKAIIMM BUIOM IE€PEBOjA.
HecmoTpsa Ha Kaxyuiyrocs JErKOCTh MEPEBOAA C JINCTA MO CPAaBHEHHIO C YCTHBIM
NEPEBOJIOM Ha CIyX, Ha MPAKTHKE TaKOW MEepeBOJ| YaCTO BBI3BIBACT HAMOOJBINNE
TPYAHOCTH, YTO B OCHOBHOM OOBSICHSIETCSI HEIOCTATOYHBIM 3HAHUEM POJIHOTO SI3bIKa,
HEYMEHUEM AaJ€KBaTHO BBIPA3UTh CBOM MBICIH, & TaKXE CHJIbHBIM BIHSHUEM
AHTJIMACKOTO TEKCTAa, YTO MPUBOAMUT K KAJIbKUPOBAHHIO, OYKBaJIM3MY, HapYIICHUIO
HOPM PYCCKOTO SI3bIKa.



JIMCKypCUBHO-KOMMYHUKATUBHAs MOJIEJIb yCTHOIO IIepeBoJa C JIUCTa
MPEJICTABISACTCS BECbMA HWHTEPECHBIM METOJUYECKAM pPEIICHUEM B pPE3yJIbTaTe
peanu3annu Takoro mnpaktukyma. OHa mpeamoyiaraeT JABa dTana B OBJIAJACHUHU
TEXHOJIOTUEH TEepeBOjia C JINCTA: MOJATOTOBUTEIBHBIN 3Tan (MCUXOJIUHTBUCTUYECKAS
MOJIelb TEpeBOJia), Ha KOTOPOM aBTOPbl MPENJAraloT BBIMOJIHUTH KOMILJIEKC
TPEHUHTOBBIX OINEPALUMOHAIBHBIX YINPAXKHEHUN W 3aJaHUM, U dTAll MOJEIUPOBAHUS
JUCKYPCUBHBIX  CUTyalluidi B  ayAUTOpUH, OOECHNEYMBAIOIIUN  CUMYIISIHUIO
npo¢eCCUOHANIBHON JIEITEIbHOCTH B JAHHOM BHJI€ IEPEBOJIA.

YCTHBIM MEpEeBOJ C JINCTA MOXHO IPEACTAaBUTh B BUJE TPEX pPa3leibHbBIX
nercTBuil: 1) 3puTesibHOE BOCIPUSITHE U TOHUMAHHUE UCXOJHOIO TEKCTa (YTEHHE MPO
ce0s1), 2) MOUCK pelieHus Ha nepeBo/l, 3) ohopMieHue nepeBojia B YCTHOU popme.

OCHOBHBIMH HaBBIKaMHU, KOTOPBIE JOJIKHBI OBITh OTPAOOTAaHBI CTYJEHTAMH,
SBJISIIOTCS: HABBIKA MEPEBOJYECKUX MPEOoOpa3OBaHUN, HABBIKM MEPEKIIOYEHUS C
OJIHOTO A3bIKa Ha JPYTrOW, HABBIKU YIIPABICHUS PEUYECBBIMU MEXAHU3MaMHU.

Buael ycTHOro mepeBoja ¢ aucTa B ayAUTOPUM IPOBOIATCS B CIEAYIOLIECH
MOCJICIOBATENIBHOCTH W HOCSAT PEKOMEHIATENIbHBIM XapaKTep: MNEePEeBOIUYECKUN
JTUKTAHT; YCTHBIA NEPEBOJ TEKCTa C MPEBAPUTEIIbHBIM YTEHUEM U Pa300pOM TEKCTa
Ha y4yeOHOM 3aHSATHUM; YCTHBIN MEPEBOJI TEKCTa, MPEABAPUTEIHHO MOATOTOBIEHHOIO
JI0Ma; YCTHBIA NEPEBOJ TEKCTa C MPEIABAPUTEIBHOW IOJATNOTOBKOM Ha 3aHATHUH;
HEMOJATOTOBJICHHBIM  IIEPEBOJ €  PYCCKOrO  si3bIKA  HA  WHOCTPAHHBIM;
HEIMOATrOTOBJICHHBI MEPEeBOJI C HMHOCTPAHHOTO fA3blKa Ha pycckui. CTyneHT -
Oynylmui TEepeBOJAYMK MOJydaeT 3aKOHUYCHHBINM HEOOJbIIONW TEKCT, KOTOpHIH OH
paHee He BUIEN. UuTas OpUrMHAI OJHHUMU TJIa3aMH, OH IPOU3HOCUT MEPEBOJ TaK,
KakK OyJITO TEKCT HAllMCaH Ha sI3bIKE TIEPEBOA.

Mo3anka TEKCTOB, CKOMIIOHOBAHHBIX M PAaCHpEAeICHHbIX B MOCOOUH,
MPEJCTABIEHA COrJACHO TEMAaTUKE KOMMEPYECKUX MNUCEM. BKIIOUEHBI pa3jinyHbIC
TUTIBI TIMCEM, CXOAHBIC 10 CBOMM JTUCKYPCUBHBIM (DYHKIHSAM (TIEpBUYHBIC 3aMPOCHI,
OTBETHl Ha MUCHMAa-3aMpoChl, 3aKa3bl 00Pa3IOB/TOBapa, MOATBEPKICHUE TOTYUCHUS
3aKa3a, IMChMa, COMPOBOXKAAIOUINE 3aKa3).

B nenrtpe yuebHOro mporecca — JUCKYpPCHUBHAs TEKCTOBAas NEATEILHOCTH
(MOHUMaHWE MCXOAHOTO TEKCTa C MEPBOr0 MPENbABICHUS B 00beMe, HEOOXOIUMOM
JUTSL aJIEKBATHOTO TEPEBOA, U MOPOKICHUE BTOPUYHOTO TEKCTa). YueOHas 3amada —
HE NIPOCTO MOHATH M IEPEBECTHM TEKCT B €ro JMHIBHUCTUYECKUX MapaMeTpax, a
AKTUBU3UPOBATH KU3HEHHBIN OMBIT O0YJAIONIUXCS B TAHHOM IIpeAMeTHOM obacTh (B
Ipoliecce MOPOKICHHSI BTOPUYHOTO TekcTa). [Ipy nmpaBuibHOM U MOCIIEI0BATEIbHOM
U3JI0)KEHUU MBICIIe TEKCT TMChMa HayuHaeT paborath Ha Hac. C  1enbio
3aKpeIUIeHUsl JIEKCUKM M TpaMMATHKH BKJIOUEH MaTepuan [Jis IepeBojla Kak ¢
AHTJIMMCKOTO  sI3bIKA HAa PYCCKUMHW, TaKk M C PYCCKOrO0 Ha AHIVIMHCKHM.

[Toco6ue moOCTpOeHO MO TEeMAaTHYECKOMY TMPUHIUIY M COCTOMT U3 Tpex
paszesioB, rae MPEeACTaBlIeH MIUPOKUI HAO0Op MUCEM Ha aHTJIMICKOM U PYCCKOM
A3BIKAX, OTPaXKalOLUX PAa3IUYHBbIE CUTyallUM KOMMEPUYECKOTO AUCKypca B paMKax
OCHOBHOW TEMBbI MPAKTHUYECKOTO 3aHATHS. B pasgene [ HaBbIKM BOCHPHUATHS
INMCbMEHHOTO TEKCTa MJI JAJIbHEHIIEro M3J0KEHHS €ro COAEPKAHUS U YCTHOIO
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nepeBojila  OTpabaThIBAIOTCS  YOPAKHEHUAMH, TPEOYIOUIMMHU  OJHOBPEMEHHOIO
MEPEKIIOYCHUS OT MUCbMEHHOIO TEKCTA K YCTHOM PEYH U C OJHOIO SI3bIKa HA JPYTOW,
YTO CIMOCOOCTBYET CO3/IaHUIO CBSI3€M MEXIY JEKCUYECKUMU €AMHUIIAMH PYCCKOTO U
AHTJIMICKOTO SI3bIKOB U BbIpaOATHIBAET BEpOAJIbHYIO PEAKIMI0 Ha MPEbsSBICHHbBIN
CTUMYJ. YCTHBII MEpPEeBOJl C OMOPOM HA MUCHMEHHBIN (MEYATHBIA) TEKCT O0JerdyaeT
BOCIIPUSATHE UCXOAHOW MH(pOpMaUMH U ee mocienyromuil neperos. [Ipunumas Bo
BHMMaHuE TOT (aKT, YTO UMEHHO YIPaXHEHUS OPUEHTUPOBAHBI HA BBIPAOOTKY
YMEHUM, HaBBIKOB U (OPMHUPOBAHUE KOMIETEHIMN, aBTOPBl YACNSIOT 0coboe
BHHMaHUE CUCTEMATHKE OINEpPaIllMOHANBHBIX yhnpaxkHeHUU. [locie TpeHupOBOUHOIO
CMEIIIAHHOTO JUKTaHTa-TIEPeBOJa MHOTOYUCICHHBIX PEUYEBbIX KIIMILE, CIEHHATIBHOU
TEPMUHOJIOTUM, BBIPAXKEHUN W  MPEJIOKEHHH, YacTo YHNOTPEOJsIEMbIX B
KOMMEPUYECKON KOPPECTIOHACHIINH, MPEI0KEHBI TEKCThHI TUCEM JIJISI MEKbSI3bIKOBOTO
MepeBo/ia C AHTJIMICKOTO fA3bIKa HAa PYCCKHM M C PYCCKOrO Ha AHTJIMMUCKUM IS
OBJIAJICHUS OCHOBaMu YCTHOT'O KOMMEPYECKOTO IUCKypca.

BaxxHoit 4acThio paboThI HAJl TEKCTAMHU SIBIISIETCSI OOCYKJIEHHE UX COAECPIKAHUS
C JIBOSIKOM 11eJ1b10: 00JI€€ OCO3HAHHOTO YCBOEHHUSI CIIEHUAIBHON JIEKCUKU B KOHTEKCTE
JAHHOM TeMbl M PAa3BUTUS HABBIKOB YCTHOM peun B MNpodhecCHOHAIBHOM
nedaTenbHOCTH. B cBOO  odepedb, TMHUCHBMEHHBIM  TEPEeBOJ  CHOCOOCTBYET
(GOpMHPOBAHUIO HABHIKOB W YMEHHU YCTHOTO TMEpeBoAa, ModTomMy B pazgen Il
BKJIIOYEHBI yIPaXKHEHUs Ha OTpaOOTKY HAaBBIKOB U YMEHHI MHCbMEHHOIO MEepeBoaa
TEKCTa KOMMEPYECKOr0 MUChbMa, KOTOpPbIE MO3BOJSIOT BBISBUTH CTEHEHb YCBOCHUS
CTyJeHTaMu MU3yYEHHOTO Marepuala.

B paznene Il nuckypcuBHBIE 1OChE MOTYT CIIYKUTh OAHUM U3 UHCTPYMEHTOB
«hopmupoBaHUS TPOPECCHOHATBHOTO TepeBogueckoro MemuieHus» (B.  B.
CnobunkoB). JIMCKypCMBHOE MEPEBOJYECKOE MBIIUICHHE MOAPa3yMEBAaCT YMEHHUE
«CIIOXKUTh KapTUHKY» CUTyallud, OMUCAHHOW B MCXOJHOM TEKCTE, T.€. «UEJIOCTHOE
BUJICHHE CIEHU(PUIECKOr0 KOHTEKCTa MEXKKYIbTYPHOU KOMMYHUKALIAW).

JIUCKypCHUBHOE JOChE€ SIBISIETCS OCHOBOM i1 OCBOEHUS >KaHpa (Tuma)
HCXOJHOTO TEKCTa KOMMEPYECKOT0 MUChMa. AHanuzy napaMeTpoB
KOMMYHUKATHBHOM CHUTYyallMM W OOCYXJIEHHUIO COOTBETCTBYIOIIHX OCOOCHHOCTEMH
TEKCTa, KOMMEPUYECKOTI0 JUCKYpca, KOMMYHHMKAIUK (IO MapaMeTpaMm JUCKYPCHUBHO-
KOMMYHHMKAaTUBHON MOJENM NEpPEeBOJa Ha MPUMEpPE MaTepualioB, MOATOTOBIEHHBIX
IperojaBaTeeM Ui COOPaHHBIX CTYIEHTAMH CAMOCTOSITENIBHO B X0/ TIOJTOTOBKH )
1esIecooopa3Ho MOCBATHUTH 4acTh 3aHATHUS.

B nmnpunoxenum conaepiKatcs CHpPaBOYHBIE MaTe€pHUAlbl, KOTOpPHIE HE
NPEJICTABISAIOT TPYOHOCTH JJIA CTYJEHTOB © MOTYT OBITh OCBOEHBI HUMU
CaMOCTOATENFHO, a TAKXKE CIMIMCOK PEKOMEHJIOBAaHHBIX Y4YEOHBIX  MOocoOMii  TIO
COCTaBJICHUIO U TMEPEBOJlY KOMMEPUYECKHX IHCEM, KOTOPbIE€ JOCTYIIHBI B
3JIEKTPOHHON OnbHoTeunoi cucreme «HOpaiit» (biblio-online.ru).

B pesynpraTe OCBOEHHMS MOCOOWS CTYAEHT AOJKEH 3HATh mpeb08aHus K
nepesooqUK)y YCMHO20 nepesooa ¢ IUcCma:

- TOYHOCTb, JIOTUYHOCTH, BBIPA3UTEIBHOCTh U CBA3HOCTh PEUH;



- AKKypaTHOCTh KaK MaKCHUMaJlbHOE€ COXPAaHEHHE MCXOJHOTO COOOIIEHUS B
IIOJIHOM O00BEME;

- COXpaHEHHUE PABHOMEPHOTO TEMIa pPEYd TOBOPEHUS O€3 JUIIHUX TMay3,
MMOBTOPECHUM WJI UCTIPABICHUM, KOCHOSI3bIUMS;

- COXpaHEHHE €CTECTBEHHOM WHTOHAIlMM M JIOTUYECKUX YIapeHUh u
€CTECTBEHHOTO PUTMa MEePEBO/JIA;

- YMEHHE OJJTHOBPEMEHHO YUTATh, IEPEBOJAUTH U MTPOTrOBAPUBATH CBOU MEPEBO/I;

- YMEHUE YWICHUTh TEKCT MPU YTCHUH HA TAKUE OTPE3KHU, KOTOPbIE MOT'YT OBITh
YCHEUIHO TIEPEBEJICHBI;

- yMeHuEe OBICTPO TEPEeKIIoYaThCsl Ha S3bIK IEpeBOJla MpU MIHUPOKOM
WCIIOJIb30BaHUU MTOJTYyaBTOMATUUYECKOM MOJICTAHOBKHU TOTOBBIX COOTBETCTBUM;

- YyMEHHE COBMEIIATh MPOTrOBApUBAHUE MEPEBOJA C YTECHUEM CIEAYIOIIEro
OTpe3Ka OpUTHHANA;

- yMeHHE OBICTPO YUTATH MPO ceOs;

- OoraThlii CIIOBapHBIN 3amac B 000X A3bIKAX;

- 3HAHUE HOPM COBPEMEHHOI'0 PYCCKOIO JHUTEPATYPHOIO SI3bIKAa M yMEHUE
NPUMEHATH UX B PEUH;

- TpaMOTHAs pe€4b Ha POJHOM SI3bIKE; CIEJOBAHNE BHYTPEHHUM 3aKOHAM SI3bIKa
nepeBoa;

- BIIaJieHue po(ecCHoHaIbHON TEPMUHOIOTHEH;

- 3HAHUE TPAHULIBI COOTBETCTBUM MEXAY TEPMUHAMU U MOHATUSIMU;

- TOBBIIICHHOEC BHUMaHUE TpHU MPEOOpPa30BaHWHM MHCHMEHHOTO TEKCTa B
YCTHBIH, JIJAKOHUYHOCTH NIEPEBOAA.

- HaBbIKM OBICTPOTO aHAlU3a TEKCTa C TPaMMATHYECKOHM, JIEKCHUYECKON U
CTUJIMCTUYECKOU TOUKH 3PEHUS,

- yMmeHue QUKCUPOBATh HEOOXOAMMBIN 00beM MHGOPMAIIHH;

- YMEHHME CJEOUTh 3a >KECTUKYJSLHMEH W BbIpAKEHUEM JIMIla B MpOIECcCce
epeBoa.

[Tocobue MokeT OBITh PEKOMEHIIOBAHO [JISi CaMOCTOSTEIHLHOTO OBJIAJICHHS

OCHOBaMH IEPEBOJIa KOMMEPUYCCKUX MUCEM JIUIAM, HMCIOIIUM JIOCTATOYHBIC 3HAHUS
aHrauiickoro s3bika (ypoBeHb He Hmwke Intermediate / Bl Threshold) wu
pPa3BUBAIOIIUM KOMIICTCHIIMA MEXbBSI3bIKOBOH KOMMYHHKAIIMH B KOMMEPYECKOM
ousHece.



Pazned 1. YcTHBI OC/Ie10BATEe/IbHBIN MTEPEBO/I C JIUCTA
C AHIVIMMCKOIO SI3bIKA HA PYCCKUH

1. IlepBUYHBbIE 3aNPOCHI: HAYAJIO MEPETOBOPOB

1.1. CiioBa u BbIpasKeHHS AJIs1 CMEIIAHHOTIO JIEKCHYEeCKOT0
AMKTAHTA-TIepeBOaA.

Ynpascnenue. llepeBenute yCTHO € JIMCTa CIEAYIOIIME CIIOBA U
CJIOBOCOUYETaHHUSI B OBICTPOM TEMIIE.

to make an enquiry about a product
IMOCTABIIUK

to quote prices

KJIMCHT

a wholesaler
KOMIIAHBOH

a bulk buyer
BBICTABJIATH HA CTCHAC
a price list

sApMapkKa

a retailer

OyIyIIui MOKyIaTelb
up-to-date price list
MMETH COPOC

the current catalogue
TOPTOBaTh /BECTH JieTia
a newsletter
[IPEUMYIIECTBA TOBapa
a firm order
IMPONU3BCCTU XOPOIICC BIICUATIICHUC

to place an order for something with
somebody

Pa3MECTUTH IIEPBBIM 3aKa3
10



payment by 30-day B/E

OCHBI MOI'YT 6LITL N3MCHCHBI
to look forward to
INPHIIOKUTL K IINCbMY

to state prices and conditions
IMPCIIOKUTDb BBII'OJHBIC LICHBI
the trial order

IICHBbI, YKa3aHHBIC B KAaTaJIOI'C
a prompt reply

YCTOMYUBBINA CIIPOC

to provide samples on approval

CIIELIMATIM3UPOBATHCS HA TPOU3BOJCTBRE
TOBapa

to handle an order

ACCOPTUMCHT TOBapa

to persuade a prospective customer
YIOBJICTBOPUTH CIIPOC

to write on behalf of principals
CTUMYJIHUPOBATH CIIPOC

to encourage the demand for goods
YCJIOBUA OINIATHI

to do business with the company
MOATBEPIUTH HHPOPMAITHIO

a substantial order

HHTCPCCOBATHCA YEM-TO

delivery

CKHJKAd HAa KOJIMYCCTBO

to send samples
ﬂeMOHCTpaHHH,HOKa3(HalﬂﬂCTaBKaX,
sipMapKax)

sign a contract
MPEJCTaBIATh (Ha BBICTABKE, SIpMapKe)

11



1.2. IlepeBoa MpeaI0KEeHUI ¢ AHTJIMUCKOT0 HA PYCCKUI

Ynpasxcnuenue. llepeBennute yCTHO HA PYCCKUN SI3BIK TPEIJIOKEHHUS,
HCTIOJIb3YEMBIE B IEPBUYHBIX 3AIIPOCAX.

e \We are a co-operative wholesale society based in Moscow.

e Our company is a subsidiary of Universal Oil Company and we
specialize in...

e We are one of the main producers of industrial chemicals in Russia,
and we are interested in ...

e We are a major retail store chain and are inviting estimates for the
supply and installation of new universal product code cash registers
in all of our 12 outlets in the Moscow metropolitan area.

e \We were given your name by the XYZ Company in Wien, Austria.

e We have been given your name by our business associates, Messrs.
Carlson & Sons in New York, NY, who inform us that they have
been doing business with your company since 2008.

e Your company was recommended to us by Ms. Andrea Jensen of the
Heyerdahl Company in Providence, Rhode Island.

e The Belgian Consulate General in Moscow advised us that your
company is looking for an import agent in Belgium to represent you.

e We have learned from the Muller Company in Frankfurt, Maine, that
you are the manufacturer of the Elekta answering machine with built-
in telephone and fax.

e Mr. Frank Norris of the Butler Company in Woodlane, UK, advised
me that your company is interested in supplying sporting clubs and
fitness centers with competitively priced, high-energy soft drinks and
candy.

e Your company has been highly recommended to us by Stewart, Jones
& Company in Melbourne, Australia, with whom we have done
business during the past twenty years.

e \We were impressed by the selection of ... tools that displayed on your
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stand at this year's ... Exhibition held in Hamburg.

Could you please send your current catalogue and price list for
exhibition stands?

We are particularly interested in "furniture display" stands.

Would you let us have your summer brochure for holidays to Greece
and Greek islands, and supply details of any low fares and tariffs for
the month of September?

| would appreciate your sending me an up-to-date price list for your
building materials.

| am planning to come and study in London next autumn and | would
like a prospectus for your college giving me information about fees
and special courses in computing.

We have heard about your latest equipment in laser surgery and
would like more details. Please send us any information you can
supply, marking the fax "For the attention of Professor lvanov",
Moscow Central Hospital, Russia.

| am replying to your advertisement in the December edition of
Strictly Slots magazine...

Please send us details about your Document Binding machine as
advertised in the Sunday edition of The Newark Gazette.

We are writing to several industrial coffee machine manufacturers to
invite estimates for the installation and maintenance of automatic
coffee machines in our headquarters in St. Petersburg, Russia, as well
as at our two production facilities in the Moscow area, in accordance
with the attached specification list.

We are interested in importing Dutch cheese (in particular Edam,
Gouda and Zaanlander) and would like to receive a copy of your
latest sales brochure, export price list, and export terms.

We have studied the specifications of your electronic typewriters
(Model 227BB) and would like a quote from you for the supply of
200 of these typewriters.

Since we intend to place a substantial order for your new line of
BMX lightweight binoculars and monoculars, we would like to know

13



whether you are prepared to grant special quantity discounts for
orders in excess of $10,000.

We would appreciate it if you could send some samples of the
material so that we can examine the texture and quality?

Before selling toys we prefer to test them for safety. Could you
therefore send us at least two examples of these children's cars?

| would like to discuss the problem of maintenance before deciding
which model to install in my factory. | would be grateful if you could
arrange for one your representatives to call on me within the next two
weeks.

We usually deal on a 30% trade discount basis with an additional
quantity discount for orders over 1,000 units.

As a rule our suppliers allow us to settle by monthly statement and
we can offer the usual references if necessary.

We would also like to point out that we usually settle our accounts on
a documents against acceptance basis with payment by 30-day bill of
exchange.

Could you let know if you allow cash or trade discounts?

We intend to place a substantial order, and would therefore like to
know what discounts you allow.

Would it be possible for us to have a hundred sets of your imported
knit sweatshirts for young women BO 157—White, Pink, Melon, and
Indigo Blue; Misses sizes: small, medium, and large) on approval
before we place a firm order? We intend to test the response to and
demand for these colorful knits in our stores in Moscow,
Ekaterinburg, and Novgorod.

Please let us know on what terms you can deliver the video
recorders.

Please reply as soon as possible because we would like to make a
decision early next month.

Please send us your latest catalog and full details of your export
prices, discounts, and terms of payment.

14



e Please let me have your quotation as soon as possible.

e We would appreciate a prompt reply quoting export trade and
delivery prices to Moscow, Russian Federation.

e Thank you for your attention. We hope to hear from you in the near
future.

e We would be grateful for an early reply.

e Finally, we would like to point out that delivery before Christmas is
essential and hope that you can offer us that guarantee.

e If concessions we have asked for could be met, we would place a
substantial order.

e Prompt delivery would be necessary as we have a fast turnover. We
would therefore need your assurance that you could meet all delivery
dates.

e If the product is satisfactory, we will place further orders with you in
the future.

e If the prices quoted are competitive, and the quality is up to standard,
we will order on a regular basis.

e Provided you can offer favorable quotations, and guarantee delivery
within four weeks from receipt of order, we will place regular orders
with you.

1.3. IlepeBoJ TEKCTOB MM CEM-3aIPOCOB

Ynpasicnenue. llepesenure ¢ mcTa CieayrONAE TEKCThHI TUCEM-
3aIpPOCOB.

Dear Sir / Madam

Please would you send me your Spring catalogue and price list, quoting
CIF prices, Le Havre?

Yours faithfully

T Rawal

F.Raval (M.)

H
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R. Hughes & Son Ltd.
21 Mead Road, Swansea, Glamorgan 3ST1DR

Telephone: Swansea 58441 VAT No. 215 2261 30
Telex: 881821

Mr R. CIiff, 17th November 2015
Homemakers Ltd.,

54-59 Riverside,

Cardiff CF1 1JW

Dear Mr CIiff,

Thank you for your last delivery. You will be pleased to hear that the
dressing tables are selling well.

A number of my customers have been asking about your bookcase and
coffee table assembly kits, which are listed in your Summer catalogue
under KT 31, and we would like to test the demand for them. Would it
be possible for me to have, say, half a dozen units of each kit, on
approval, before placing a firm order?

| have enclosed an order, No. B1463, in anticipation of you agreeing,
and as there is no particular hurry for the units; you could send them
along with your next delivery.

Yours sincerely,
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F. Lynch & Co. Ltd.

(Head Office), Nesson House, Newell Street, Birmingham B3 3EL
Telephone No.: 021 2366571 Fax: 0212368592 Telex: 341641

SateX S.p.A Your ref:

Via di Pietra Papa Our ref: Ing. C351
00146 Roma 6 February 2015

Dear Sirs,

We were impressed by the selection of sweaters that were displayed on
your stand at the “Menswear Exhibition' that was held in Hamburg last
month.

We are a large chain of retailers and are looking for a manufacturer
who could supply us with a wide range of sweaters for the teenage
market.

As we usually place very large orders, we would expect a quantity
discount in addition to a 20% trade discount off net list prices, and our
terms of payment are normally 30-day bill of exchange, documents
against acceptance.

If these conditions interest you, and you can meet orders of over 500
garments at one time, please send us your current catalogue and price-
list. We hope to hear from you soon.

Yours faithfully,

L. Crane
Chief Buyer
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To... Satex S.p.A
Cec...

Subject: Sales enquiry

Dear Sir/Madam

We are a chain of retailers based in Birmingham and are looking for a
manufacturer who can supply us with a wide range of sweaters for the
men’s leisurewear market. We were impressed by the new designs
displayed on your stand at the Hamburg Menswear Exhibition last
month.

As we usually place large orders, we would expect a quantity discount
in addition to a 20% trade discount off net list prices. Our terms of
payment are normally 30-day bill of exchange, D/A.

If these conditions interest you, and you can meet orders of over 500
garments at one time, please send us your current catalogue and price
list.

We hope to hear from you soon.

Peter Crane

Chief Buyer

F. Lynch & Co. Ltd

Nesson House, Newell Street, Birmingham B3 3EL
Telephone: +44(0)21236 6571
Fax: +44 (0)21 236 8592
Email: pcrane@lynch.co.uk
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251 rue des Raimonieres

F—86000 Poitiers Cadex

The Sales Department
R.G. Electronics AG
Havmart 601
D-50000 Koln 1

Dear Sir / Madam

Telephone: (+33) 299081031
Telecopie: (+33) 274102163
Email: p.gerard@disc.co.fr

Ref. PG/AL
12 May 20-

We are a large music store in the centre of Poitiers and would like to know more
about the re-writable and recordable CDs you advertise in this month's edition of

‘Lectron’.

Could you tell us if the CDs are leading brand names, or made by small
independent companies, and whether they would be suitable for domestic
recording? We would appreciate it if you could send us some samples. If they are
of the standard we require, we will place a substantial order. We would also like to

know if you offer any trade discounts.

Yours faithfully,
e(/ ?7\(‘5;//’(1/’(/
P. Gerard (M.)

Manager
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2. OTBeTHI HA MM CHMA-3ANPOCHI

2.1. Cji0Ba ¥ BbIpa:KEeHUS J1JI CMEHIAHHOTO JIEKCHYeCKOT0
AUMKTAHTA-TIEPeBO/a.

Ynpasicnenue. llepeBenutre ycTHO C JIMCTa CIEAYIOIIME CJIOBA U
CJIOBOCOYETAHUS B OBICTPOM TEMIIE.

patterns

npeaiiararb yCJIOBUA

to offer concessions

CKHIKH 34 paCuCT HAJIMYHBIMHU
to quote CIF price

OTCYTCTBHC TOBApa Ha CKJIaAC
a discount on/off (the price)
CKHNAKHA 3a KOJIMYCCTBO

to allow/give/grant a discount
U3JEPIKKHU IOCTOSHHO PacTyT
a monthly/quarterly statement
YCJIOBHA INIATCIKA

documents against acceptance
ITIOCTABUTH CO CKJIaaga

a counter-offer

Ka4uy€CTBO U3T'OTOBJICHUA
present stocks

0o0paTuTh BHUMAHHUE

to extend the present range
TOBApPhbI C BOSMOXHOCTBIO BO3BpaTa
to hold/carry (a) stock of a product
3allaC ToBapa

to be subject to a discount
(LLIMPOKUIA) ACCOPTUMEHT

a consignment

MPEAI0KEHUE IEUCTBUTEIBHO
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to buy subject to a 5% discount
npuJiarath K (IMcbmy)

to purchase

OPENOCTAaBUTH CKUJIKY

to buy subject to inspection
OAPOOHOE MPEIIOKEHHE

to be subject to call

YCJIOBHA INIATCIKA

to accept orders

aCCOpPTHUMEHT 00pas3IoB

to deal on a discount basis
JAUAITIa30H LICH

to offer worldwide after sales service
UMETHb B HAJIMYUHU

(to send) by separate post / under separate
cover

2.2. [lepeBoa NpeaIoKeHUH ¢ AHIJIMICKOI0 HA PYCCKUH

Ynpasxcnuenue. llepeBennute yCTHO Ha PYCCKUN SI3BIK TPEIJIOKEHHUS,
HCTIOJIb3YEMBIE B OTBETAX HA MUCHhMa-3aIPOCHL.

e Please find enclosed our color brochure and export price list, which
will give you a good idea of the range of our best-selling brass-look
curtain rods.

e | enclose our latest catalog and export price list which will provide
you with detailed information about our newest range of smooth
leather gloves and crocodile-look belts. Our company allows a trade
discount of 25 percent off the quoted list prices to wholesalers in
North America.

e Please find enclosed a copy of our latest catalog and price list
quoting prices for delivery in Montreal. The prices quoted are subject
to change, however, because the international market for pure cotton
Is rather unstable at the moment. Of course, we will inform you by

fax or telephone if there is an increase in our quoted prices.
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We believe we have covered every point of your inquiry in our recent
follow-up letter. Since the Christmas season will soon start, we must
therefore ask you to answer our letter before the end of this month to
guarantee stock availability.

If your company requires the goods urgently, we will send them by
United Carrier airfreight from London, although this would of course
involve higher freight charges.

Any orders you place with our company will have our prompt
attention, because we can supply from stock. Goods that are
delivered from stock are usually sent within four or five days of
receipt of order.

We are confident of an enthusiastic response from the Russian
market. | look forward to discussing this with you in Frankfurt later
this month, when | hope we may also be able to explore your
production line-up for next year.

The samples you requested in your letter of June 21 will be sent to
you today as a separate airfreight package.

Please let us know if you would like to have a demonstration of our
document- binding machine at your office next week.

If you would like more information or have any questions on any of
our products, please do not hesitate to get in touch with me.

Our international sales manager, Ms. Louise Truffaut, will be in San
Diego next month and will be pleased to visit your office to discuss
the contents of our follow-up letter of April 9.

| am sorry to say that our company no longer manufactures the
Model 3GF tool storage box that you are interested in. However, |
can suggest an excellent alternative, Model 4GG, which also carries a
five-year guarantee.

The brochures you ordered are being printed now. We will ship them
on December 3.

Requests for our color brochure concerning our SLR-35 mm
automatic camera outfit have been so overwhelming that we
temporarily are out of copies. We are reprinting and will soon mail
one out to you.

We very much regret the delay in sending your merchandise and
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assure you that future orders will be handled promptly.

Our usual terms of payment are cash on delivery (C.O.D.).

Our usual terms of payment are 30 days net.

Our usual terms of payment are sixty days from the date of delivery.
Our quotations are subject to 2 percent discount for cash.

Our terms are 30 percent discount, with 3 percent for settlement
within fifteen days of date of invoice.

This is a special introductory offer and is therefore not subject to our
usual discount schedule. If you accept our quotation of November 5,
please advise us by fax or telex.

We are enclosing our current catalog and price list quoting F.O.B.
prices Tokyo and urge you to order as soon as possible, because there
IS a great demand for the new Models ZA2 and ZB3. Our quoted
price includes special export packing and airfreight delivery.

We are offering your company a special discount for our video
recording equipment based upon the following sliding-scale: On
purchases exceeding an annual total of $2,500 but not exceeding
$5,000: 2 percent; $5,000 but not exceeding $15,000: 4 percent;
$15,000 but not exceeding $35,000: 5 percent; and $35,000 and
above: 6 percent.

We hope that this initial order is only the beginning of a long and
pleasant business relationship.

Many thanks for your proposal for name of project.

Thanks for submitting your proposal so promptly. Unfortunately,
your numbers make it clear that this project would be prohibitively
expensive.

Your proposal is most impressive, but I am afraid that it is not for us.

We have read your proposal with great interest, but, unfortunately,
we have concluded that it is inappropriate for our market.

After long and careful consideration of proposals from various
vendors for name of project/product, we have concluded that what
you offer is not quite right for us.

We were pleased to receive your inquiry today, and are inclosing the
catalogue and price list you asked for.
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2.3. IlepeBoa TEKCTOB NMHUCEM-0TBETOB HA 3ANPOCHI

yi npasiCHenue. HGpGBCI{I/ITC C JIuCTa CJIeaAyromue TCKCThbI ITMCCM-
OTBCTOB Ha 3aIIPpOCHI.

Dear Mr Raval

Thank you for your enquiry of 31 January. We enclose our Spring Catalogue
and current price list quoting CIF prices Le Havre.

We would like to draw your attention to the trade and quantity discounts we
are offering in our Special Purchases section on pp. 19-26, which may be of
particular interest to you.

Please contact us if we can be of any further help.

Yours sincerely
e/%/ EKI//(';”/
Tim Hoad

Dear Mr Wymer

Thank you very much for your enquiry. | enclose a catalogue giving detailed
information about our heavy goods vehicle tyres, including the impressive
results we have achieved in rigorous factory and track tests. Please note
especially the items on safety and fuel economy - the main selling points of
this product.

With regard to trade discounts, we can offer 25% off list prices to bona fide
retailers and wholesalers, with quantity discounts for orders over £20,000 00.

We would be pleased to supply any further information you require.

Yours sincerely
_(”(l rren z%;l(//{’(///

Darren Treadwell
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R.G. Electronics AG

Havmart 601
D-50000 Koln 1

Telefon: (+49) 221 32 42 98
Telefax: (+49) 221 83 61 25
Email:gerlachr@rge.co.de
www.rge.de

Your Ref: PG/AL

P. Gerard 14 May 20--
Manager

Disc S.A.

251 rue des Raimonieres

F-86000 Poitiers Cedex

Dear M. Gerard

Thank you for your enquiry of 12 May in which you asked about the CDs we
advertised in this month’s edition of 'Lectron’.

I can confirm that they are of high quality, and suitable for domestic
recording. They are ‘Kolby’ products, a brand name you will certainly
recognize, and the reason their prices are so competitive is that they are part
of a consignment of bankrupt stock that was offered to us.

Because of their low price, and the small profit margin, we will not be
offering any trade discounts on this consignment. But we sell a wide range of
electronic and computer products and have enclosed a price list giving you
details of trade, quantity and cash discounts.

We have sent, by separate post, samples of the advertised CDs and other
brands we stock, and would urge you to place an order as soon as possible as
there has been a huge response to our advertisement. Thank you for your
interest.

Yours sincerely
R. Gerluch

(Herr) R. Gerlach
Sales Director
Enc. Price-list
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GLASTON

POTTERIES LTD

Telephone: +44 (0) 1282 46125
Facsimile: +44 (0) 1282 63182
Email: j.merton@glaston.co.uk
www.glaston.com

10 June 20--

Ms L. Lowe

Sanders & Lowe Ltd

Planter House, Princes Street
London EC17DQ

Dear Ms Lowe

We were pleased to receive your enquiry today, and are enclosing the
catalogue and price list you asked for.

You will see that we can offer a wide selection of dinner and tea services
ranging from the rugged 'Greystone' earthenware breakfast sets to the delicate
'Ming’ bone china dinner service. You can choose from more than fifty
designs, which include the elegance of '"Wedgwood', the delicate pattern of
‘Willow’, and the richness of 'Brownstone’ glaze.

We would very much like to add your clients to our worldwide list of
customers, and could promise them an excellent product with a first-class
service. We would be glad to accept orders for any number of pieces, and can
mix sets if required.

You will see that our prices are quoted CIF to Eastern Canadian seaboard
ports and we are offering a special 10% discount off all net prices, with
delivery within three weeks from receipt of order.

If there is any further information you need, please contact us, or go to our
website at the address above. Once again thank you for your enquiry.

Yours sincerely
I Mertan

J. Merton (Mr)
Sales Manager
Enc.
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Telefon: +39 (0)6 769910
Satex SpA Telefax: +39 (0)6 6815473

Email: causiod@satex.co.it
Vs. rif.: 6 Feb. 20—
D/1439

20 February 20--

Via di Petra Papa, 00146

Mr Peter Crane

Chief Buyer

F. Lynch & Co. Ltd

Nesson House, Newell Street
Birmingham B3 3EL

UK

Dear Mr Crane

We were pleased to receive your enquiry, and to hear that you liked our range
of sweaters. We can confirm that there would certainly be no trouble in
supplying you from our wide selection of garments.

We can offer you a quantity discount, which would be 5% off net prices for
orders over £2,000, but the usual allowance for a trade discount in Italy is
15%, and we always deal on payment by sight draft, cash against documents.
However, we would be prepared to review this once we have established a
firm trading association with you.

Enclosed you will find our summer catalogue and price list quoting prices CIF
London. We are sure you will find a ready sale for our products in England,
as have other retailers throughout Europe and America, and we hope very
much that we can reach agreement on the terms quoted.

Thank you for your interest. We look forward to hearing from you soon.

Yours sincerely
O, Causic

D. Causio (Sig.)
Sales Director
Encs.
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3. 3aka3 ToBapa

3.1.CroBa ¥ BbIpa;KeHUsl AJIsl CMEIIAHHOTO JIeKCHYeCKOTo JUKTAHTA-
nepeBoja.

Ynpascnenue. llepeBenute yCTHO € JHCTa CIEAYIOIIME CIIOBA U
CJIOBOCOUYETAHUSI B OBICTPOM TEMIIE.

consignment

TTOBTOPHBIN 3aKa3

initial/trial/first order
HEBBIITOJIHCHHBIC 3aKa3hbl

to comply with/to conform to

OJTaHK 3aKa3a

to abide by/to be in accordance with
3aKa3 ¢ HEMEAJICHHOM ITIOCTaBKOM

to accept an order

MNOATBCPAUTD ITOJIYYCHHUC 3aKa3a

an order for delivery in May
3aJICPIKATh 3dKa3

coryiacoBaTh (1IEHY), TOTOBOPUTHCS O IICHE
to fulfil an order

(BpEMEHHO) MPUOCTAHABIINBATH

to cancel an order

HEAO0CTATOK, I[C(l)CKT, HCUCIIPABHOCTD
to review terms of payment

HE 110 YbeH-TN00 BUHE

to pay / repair the damages

OTHCCTH pacXxodbl HA Yyen-J1. CUET

a suspension

HCKOHI[I/IHI/IOHHblﬁ TOBAp

through somebody’s fault

yOBITKH
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3.2. IlepeBoja nmpeaIoKeHUI ¢ AHTJIMINCKOT0 HA PYCCKUI

Ynpasxcnuenue. llepeBennute yCTHO Ha PYCCKUN SI3BIK TPEIJIOKEHHUS,

HCIIOJIb3YCMbBIC B ITUCbMaAX, COIIPOBOXIAOIINX 3aKa3.

Please find enclosed our Order No. B4521 for 25 ’Clearsound’
transistor receivers.

The enclosed order (No. R154) is for 50 reams of A4 bank paper.

Thank you for your reply of 14 May regarding the cassettes we wrote
to you about. Enclosed you will find our official order (No. B561)
for...

Your letter of 12 October convinced me to place at least a trial order
for the ’Letherine’ material you spoke about. Therefore, please find
enclosed...

Please find enclosed our official order form No. 338A for fifty (50)
Model B Regina compact disc players.

This fax will confirm our order-placed by telephone this morning
with your representative, Janet Gaynor-for 100 Annis pocket
thermometers Model F4.

We hereby confirm our telephone order for 25 sets of your special
Quartz Clock (see page six of your summer catalog) at $89.50 per
clock, minus two percent cash discount.

We would like to emphasize that this is a trial order. If the quality of
your merchandise is up to sample, we expect to place substantial
orders at regular intervals.

As agreed in our telephone conversation of August 12, we will pay
half the amount of this order against your invoice when the goods are
delivered at our warehouse in Fayetteville, Maryland, and the
remainder within 30 days, deducting three percent discount.

We place this trial order on the clear understanding that delivery to
our warehouse in San Diego, California, has to take place before
May 1. Therefore, we reserve the right to cancel this order and refuse
delivery after this date.

You will find detailed instructions regarding marking and packing on
the attached sheet. When packing, please wrap each part separately in

soft material. Please, limit the overall length of any one crate to two
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yards.

The net price of this article is $10.00, to which must be added VAT
at 1 71/2%, making a gross price of $11.75.

We can quote you a gross price, inclusive of delivery charges, of
$37.50 per 100 items.

These goods are exempt from VAT.

The prices quoted above are provisional, since we may be compelled
by increased costs of raw materials to increase our prices to
customers. | will inform you immediately if this happens.

We can offer you a price of $6.29 per item, firm 21 days, after which
the price will be subject to an increase of 5%.

As agreed, you will draw on us at 30 days, documents against
acceptance, with the documents being sent to our bank at...

We would like to confirm that payment is to be made by irrevocable
letter of credit, which we have already applied to the bank for.

Once we have received your advice, we will send a banker’s draft
to...

...and we agreed that payments would be made against quarterly
statements...

Butler Company in Tolex, Ohio, has listed the name of your
company as a financial reference. This company wishes to establish
an account with us with estimated purchases in the low five figures
monthly.

Mr. John Durham, proprietor of the Durham Fresh Bakery Company
in Bergentown, New Mexico, has applied for an account with our
company and listed you as a credit reference.

Could you please furnish us with information about the Grunder
Company, in particular about the promptness and regularity with
management meets their financial obligations? You have our
assurance that your reply will be held in strict confidence.

We would appreciate receiving any information you can give us
about the general reputation and creditworthiness of the Miller
Corporation that will help us to make a quick decision about that
company’s credit application.
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We would like to receive information about whether the Berkshire
Hills Company in Pineville, Michigan, is considered to be strong
financially and whether we would be justified in delivering to this
company goods on 60-day credit in excess of $25,000 at any one
time.

We would appreciate receiving your confidential information
regarding the Rosenbaum Company’s credit rating as soon as
possible.

We would appreciate a brief statement concerning your company’s
length of credit relationship with Murphy Jansen Company and that
company’s promptness in meeting financial obligations.

Our credit department is now reviewing Hinton Company’s
application and we would appreciate receiving the following
information regarding your company’s experience as one of Hinton’s
creditors.

We would like to thank you for the 30% trade discount and 10%
quantity discount you allowed us.

Finally, we would like to say that the 25% trade discount is quite
satisfactory.

...and we will certainly take advantage of the cash discounts you
offered for prompt settlement.

It is essential that the goods are delivered before the beginning of
November in time for the Christmas rush.

Delivery before February is a firm condition of this order, and we
reserve the right to refuse goods delivered after that time.

Please confirm that you can complete the work before the end of
March, as the opening of the supermarket is planned for the
beginning of April.

Although the rather low trade discount of 15% disappointed us: we
will place an order and hope that this allowance can be reviewed at
some time in the near future.

...and please remember that only airfreight will ensure prompt
delivery.

Please send the goods by Red Star express, as we need them
urgently.
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We advise delivery by road to avoid constant handling of this fragile
consignment.

Could you please ship by scheduled freighter to avoid any
unnecessary delays?

Each piece crockery is to be individually wrapped in thick paper,
packed in straw, and shipped in wooden crates marked <> and
numbered 1 to 6.

The carpets should be wrapped in thick grease-proof paper, which is
reinforced at both ends to avoid wear by friction.

The machines must be well greased with all movable parts secured
before being loaded into crates, which must be marked.

We hope that this will be the first of many orders we will be placing
with you.

We will submit further orders, if this one is completed to our
satisfaction.

If the goods sell as well as we hope, we shall send further orders in
the near future.

| look forward to receiving your advice /shipment /acknowledgement
/confirmation.

Thank you for your order No. 338B which we received today. We are
now dealing with it and you may expect delivery within the next
three weeks.

Your order, No. 6712/1 is now being processed and should be ready
for dispatch by next week.

We are pleased to say that we have already made up your order, No.
9901/1/5 for 50 canteens of ’Silverline’ cutlery, and are now making
arrangements for shipment to Rotterdam.

Your order No. 8502 for 100 anti-theft auto locks is being processed
and will be ready for shipment on October 13.

We are pleased to inform you that your order (GWRKJ/229) is being
processed and will dispatched by airfreight to Naples on July 2.

Your order (No. 88QE) will be dispatched immediately upon receipt
of your remittance of DM 5,700.69 as per the attached pro-forma
invoice.
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Your order, No. D/154/T, has now been placed on board the SS
Mitsu Maru sailing from Kobe on 16 May and arriving Tilbury,
London, on 11 June. The shipping documents have already been sent
to your bank in London for collection.

We are pleased to advise you that the watches you ordered No.
88151/24 were put on flight BA 165 leaving Zurich 11.00, 9 August
arriving Manchester 13.00. Please find enclosed air waybill DC
15161/3 and copies of invoice A113/3.

Please be advised that your order, No. Y1/151/C, has now been put
on the Glasgow-London express and can be collected at Euston
station. Enclosed is consignment note No. 1167153 which should be
presented on collection. You should contact us immediately if any
problems arise. Thank you for your order, and we hope we can be of
service in the future.

Thank you for your order No. 00833, which has been completed and
transported to the Port of Newark, New Jersey, where it will be
loaded onto the S.S. Denver. The freighter sails for Hamburg on
April 11 and arrives on April 20.

Thank you for your order (D-3302) for 1,000 panel alarm clocks.
Unfortunately, this new product has been so popular that our stock
has been temporarily depleted. However, in view of your urgent
need, we are giving your order priority when a new shipment arrives
at the end of this month.

We are pleased to receive your Order No. AA-9947 for 1,500 chain-
saw sharpeners. However, we regret that we cannot supply these
items immediately owing to a strike of truck drivers in Illinois.

We are very sorry to have to advise you that we are unable to accept
your order #8311 for 575 tricycles until further notice, because our
manufacturing facilities in Thailand are fully occupied with long-
term contract orders.

The above order has now been completed and sent to Liverpool
Docks, where it is awaiting loading on to the SS Manitoba, which
sails for Dawson, Canada on 16 July arriving 30 July.

We would appreciate delivery within the next six weeks, and look
forward to your acknowledgement.
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3.3. [lepeBo TEKCTOB MUCEM, CONIPOBOKIAIOIINX 3aKa3.

Ynpasicnenue. llepeBenure ¢ ucTa CIENYIONIME TEKCTHI MHUCEM,
CONPOBOXKIAIOIINX 3aKa3.

F. Lynch & Co. Ltd.

(Head Office), Nesson House, Newell Street, Birmingham B3 3EL
Telephone: 021 236 6571 Fax: 021 2368592 Telex: 341641

Setex S.p.A Your ref: D/1439

Via di Pietra Papa our ref: Order DR4316
00146 Roma

ITALY 9 March 2005

Attn. Mr D. Causio

Dear Mr Causio,

Please find enclosed our order, No. DR4316, for men’s and boys’ sweaters
in assorted sizes, colors, and designs. We have decided to accept the 15%
trade discount you offered and terms of payment viz. documents against
payment, but would like these terms reviewed in the near future.

Would you please send the shipping documents and your sight draft to
Northminster Bank (City Branch), Deal Street, Birmingham B3 1SQ.

If you do not have any of the listed items in stock, please do not send
substitutes in their place.

We would appreciate delivery within the next six weeks, and look forward
to your acknowledgement.

Yours sincerely,

Lionel Crane
Chief Buyer
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Sanders & Lowe Ltd.

Import and Export. (London Office), Planter House, Princes Street, Lon EC1 7D0

Birmingham Office: 28 Bradshaw Street, Birmingham B5 1TQ Telephone: 071 543 1615
Manchester Office: 343 Oxford Street, Manchester M27 2LR Fax: 71 543 1925
Liverpool Office: 54 Bakers Road, Liverpool L3 9HW Telex: 928537 Stockport Office:

5
Island Road, Stockport SM3 12K
Reg. No. England 155134

Directors: L.W. Lowe. D. R. Sanders VAT No. 013 7001 21
Your ref: - Our ref: 185/MB Date: 2 July 2015
Mr J. Merton

Sales Manager
Glaston Potteries Ltd.
Clayfield

Bumley BB10 IRQ

Dear Mr Merton,

Please find enclosed an order (R1432) from our principals, MacKenzie
Bros. Ltd., 1 — 5 Whale Drive, Dawson, Ontario, Canada.

They have asked us to instruct you that the 60 sets of crockery ordered
should be packed in six crates, ten sets per crate, with each piece
individually wrapped, and the crates marked clearly with their name, the
words ’fragile ’, "crockery *, and numbered 1 - 6.

They have agreed to pay by letter of credit, which we discussed on the
phone last week, and they would like delivery before the end of this month,
which should be easily effected as there are regular sailings from
Liverpool.

If the colours they have chosen are not in stock, they will accept an
alternative provided the designs are those stipulated on the order.

Please send any further correspondence relating to shipment or payment
direct to MacKenzie Bros, and let us have a copy of the commercial invoice
when it is made up.

Yours sincerely,
L. W. Lowe (Mrs)
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SatexS.p.A.

Via di Pietra Papa,00146 Roma
Telefono: Roma 769910
Telefax: (06) 681 5473
Telex: 28s136

Mr L. Orane, Chief Buyer ref.: Order DE4316
F.Lynch& Co. Ltd. Ns. Ref.: D/1141
Nesson House 29 March 2005

Newell Street
Birmingham B3 3EL
UNITED KINGDOM

Dear Mr Crane,

We would like to advise you that your order has been shipped on the SS
Marconissa and should reach you within the next ten days. Meanwhile our
bank has forwarded the relevant documents and sight draft for £1,662.60 to
the Northminster Bank (City Branch) Birmingham.

We are sure you will be pleased with the consignment and look forward to
your next order.

Yours sincerely,

D. Cavsic

D. Causio
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Panton Manufacturing Ltd.

Panton Works | Hounslow | Middlesex | TW 6 23Q
TELEPHONE: +44 (0)20 8353 6783
FACSIMILE: +44 (0)20 8353 6783

EMAIL: d.panton@panman.co.uk

8 October 20

Mr H. Majid
Majid Enterprises
Grant Road
Bombay

INDIA

Dear Mr Majid

I am writing to you concerning your order, No. CU 1154/d, which you
placed four weeks ago. At that time we had expected to be able to complete
the order well within the delivery date which we gave you of 18 June, but
since then we have heard that our main supplier of chrome has gone
bankrupt.

It will be necessary to find an alternative supplier who can fulfil all the
outstanding contracts we have to complete. As you will appreciate this will
take some time, but we are confident that we should be able to deliver
consignments to our customers by the middle of next month.

The units themselves have been assembled and only need completing. We
regret this unfortunate situation over which we had no control, and
apologize for the inconvenience caused. We will understand if you wish to
cancel the order, but stress that we are confident that we will be able to
complete delivery by the middle of next month.

Please let us know your decision as soon as possible. Thank you for your
consideration.

Yours sincerely
ﬂ. gstmton

D. Panton
Managing Director
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To: Richard MacKenzie
Cc:
Subject: Order No. R1432

Dear Mr Mackenzie

The above order has now been completed and sent to Liverpool Docks,
where it is awaiting loading on to the SS Manitoba, which sails for
Dawson, Canada on 16 July arriving 30 July. When we have the necessary
documents we will transfer them to Burnley City Bank, your bank’s agents
here, and they will forward them to the Canadian Union Trust Bank.

We have taken particular care to see that the goods have been packed as per
your instructions: the six crates have been marked with your name, and
numbered. Each crate measures 6ft x 4ft x 3ft and weighs 5 cwt.

We managed to get all items from stock with the exception of Cat. No.
G16, which is only available in red, but we included it in the consignment
as it was of the design you asked for.

If you need any further information, please contact us. Thank you very
much for your order.

We look forward to hearing from you again soon.

John Merton

Sales Manager

Glaston Potteries Ltd
Clayfield, Burnley BB10 1RQ
Tel: +44 (0)1282 46125

Fax: +44 (0)1282 63182

Email: j.merton@glaston.co.uk
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http://vk.com/write?email=merton@glaston.co.uk

4. ILlnaTexu

4.1. Ci1oBa 1 BbIPAKEHUS JJISI CMEIIAHHOTO JIEKCUYeCKOT 0
AMKTAHTA-TIepeBOaA.

Ynpascnenue. llepeBeure yCTHO € TUCTA CAEAYIONIUE CIOBA U
CJIOBOCOUYETAHUSI B OBICTPOM TEMIIE.

to make payment against documents
croco0 maTexa

payment by banker’s transfer
BBIIITMCKA N3 CUCTa

to effect payment

AKKpCIUTHB

a confirmed L/C

CHHU3UTb ICHY 10 MUHHUMYMa
(in)divisible L/C

INPOU3BOAUTD ILIATCK

(inrevocable L/C

JOKYMCHTHI ITIPOTHUB AKIICIITA

a transferable L/C

caciiaTb CKUIKY C HaA3BHAYCHHLIX LICH
to revise the price

JOITOJIHUTCIIBHBIC PaCXOdbI

to lower the price

IIeHa OpyTTO

to make an allowance on the quoted prices
Tpara ¢ OILIaTOU MO MPEIbIBICHUN
to keep prices as low as possible without
sacrificing quality

IMpCAOCTABJIATb KPCAUT

to be guaranteed for 3 years

against normal use
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BCKCCJIb Ha IIPCABABUTCIIA
payment by 30-day B/E

CKHJIKa PO3HUYHBIM TOPTOBLaAM

to be due

CBOCBPCMCHHAA YyILlIaTa

a Letter of Credit

3aJIEPIKKa OMJIaThl

exchange fluctuations
KOMIICHCAIusA 3a HOBpG)KI[@HHBIﬁ TOBAp
a Bill of Exchange

JACHBI'M 3aUUCIICHBI HA CUCT

a prompt payment

OINIA4YMBATh CUCTA B CPOK

an overdue account

KpEeAUTOBAThH CUET HA CYMMY

to clear/settle an account

MapTUs TOBapa ¢ OIUIATOM 32 HAJIMYHBIN CUET
to extend credit

MOATBEPKACHUE U3 OaHKa

due date

HCIIPCABUACHHBIC O6CTO$ITCHBCTBEI
a draft

IJIATEXK C AKKPEAUTUBA OCYIIECTBISETCS
TparTtamu yepes 30 qHeu

payment by/in installments

MOJTHAsl CyMMa c4eTa-(haKTyphl

to remit

HCYyILIAaTa 3aJOJDKCHHOCTH 110 KPCAUTY
to reimburse the credit by installments
JIbTOTHBINA CPOK

delay in payment

NpeaAOCTABIIATh OTCPOUKY ILNIATCIKA
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4. 2. IlepeBoa npeasioKeHNH ¢ AHTJIHICKOT0 HA PYyCCKUH

Ynpasxcnuenue. llepeBennute yCTHO HA PYCCKUN SI3BIK IPEIJIOKEHHUS,

HUCIIOJIb3YCMbBIC B IIMCbMaAX, CBA3AHHBIX C OITJIaTOM.

Please find enclosed our invoice No. B1951 for £29.43. The plugs
you ordered have already been dispatched to you, carriage forward,
and you should receive them within the next few days.

The enclosed invoice (No. D1167) for £56.00 is for 2 'Layeazee’
chairs at £40.00 each less 33 per cent trade discount. We look
forward to receiving your remittance and will then send the chairs on
carriage forward.

Our Invoice No. TR3351/6 for £400 net is attached. We look forward
to receiving your cheque from which you may deduct 3 per cent cash
discount if payment is made within seven days.

Your Order No. H 615D is at present being processed and will be
sent on to you within the next few weeks. Thank you for your order.
We are sure you will be pleased with the units when you receive
them.

| enclose your statement as at 31 July. May | remind you that your
June statement is still outstanding, and ask you to settle as soon as
possible?

Please find enclosed your statement of account as at 31 May this
year. If the balance of £161 is cleared within the next seven days,
you can deduct a 3 per cent cash discount.

The enclosed pro-forma No. 1164 for £853.76 is for your order No.
C1534, which is now packed and awaiting dispatch. As soon as we
receive your cheque we will send the goods which will reach you
within a few days.

We are sending the enclosed pro-forma (No. H9181) for £3,160
gross, for the consignment of chairs you ordered on approval. We
would appreciate your returning the balance of unsold chairs by the
end of May as agreed.

Pro-forma invoice, No. PL7715, is for your order, No. 652 1174, in
confirmation of our quotation. The total of £15,351 includes cost,
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insurance, and freight.

Thank you for your prompt delivery. Please find enclosed our draft
for £2,341 drawn on Eastland City Bank, Sommerville. Could you
please acknowledge receipt?

We would like to inform you that we have arranged for a credit
transfer through our bank, the Hammergsbank, Bergen. Could you
confirm the transfer has been made as soon as the bank advises you?

Thank you for your Postal Order Cheque/draft/credit transfer/postal
cheque for £... In payment of our statement/invoice No.... dated...

Our bank advised us today that your transfer of £761.00 was credited
to our account. Thank you for paying so promptly, and we hope to
hear from you again soon.

We received your Giro slip today informing us that you had paid
£126.00 into our account in settlement of Invoice

No. L231. Thank you for letting us know, and we look forward to
hearing from you in the near future.

Thank you for sending your draft for invoice No. 11871 so promptly.
We hope you like the consignment and look forward to your next
order.

We received advice from our bank this morning that your transferred
for invoice No. RE1641 has been credited to our account. We would
like to thank you, and ask you to contact us if you need anything else
In menswear, or any information about fashions in this country.

Our bank informed us today that you accepted our bill (No. BE 2255)
and the documents have been handed to you. We are sure you will be
pleased with the consignment.

The Nippon Bank in Tokushima have told us that the proceeds of
your letter of credit have been credited to our account. Thank you for
your custom and we hope you will write to us again. We are
enclosing our summer catalogue which we are sure will interest you.

We have pleasure in enclosing our bank draft for £5,141.53 as
payment on pro-forma invoice No. 5512. Please advise us when the
goods will be shipped and are likely to reach Barcelona.

You will be pleased to hear that we have accepted your bill and now
have the documents. We shall collect the consignment as soon as it
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arrives in Bonn and honour your draft at maturity.

Our bank informs us that they now have the shipping documents, and
will be transferring the proceeds of our letter of credit to your
account.

The dock strike which has been in operation for the past six weeks
has made it impossible to ship our products, and as our customers
have not been able to pay us, we have not been able to clear our own
suppliers' accounts yet.

A warehouse flood destroyed the majority of the components that
were to be fitted into Zenith 900. We are waiting for our insurance
company to settle our claim so that we can renew our stock and pay
our suppliers.

We were not able to settle the account because of the bankruptcy of
one of our main customers, who we hoped would have cleared his
balance with us. The debt was considerable and its loss has made it
difficult for us to pay our suppliers.

| am sorry that | was not able to clear my July account.

We regret we were unable to send a cheque to settle our account for
the last quarter.

Failure to pay on time will affect your ability to charge merchandise
at our store.

In the credit agreement you signed, you agreed to pay off your bill in
three payments.

Enclosed please find a copy of your statement up to and including
30" June 20.. showing a balance of € 230.00 in your favour.

We have not yet received your payments. This is to remind you that
both your first and second payments of $100 are now overdue.

Please check this statement again and if you agree with it we shall be
pleased to receive your corrected version. We shall then remit the
amount of € 180.00 immediately to your account by banker’s
transfer.

As we have been dealing with one another for some time, | hope you
will agree to trade on the basis of open account facilities
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4.3. IlepeBoj TEKCTOB MU CEM, CBSI3AHHBIX C OIJIATOM.

Ynpasxicnenue. llepeBenure ¢ nucTa CIEAYIOIIUE TEKCTHI ITHCEM,
CBSI3AaHHBIX C OILIATOM.

Western Wear

2212 Boot Hill Rd. « Cheyenne, WY 82001
Ted Wilson

515 Ramey Ct.

Laramie, WY 82063

July 5, 20XX

Dear Mr. Wilson:

We have not yet received your payments. This is to remind you that both your
first and second payments of $100 are now overdue. This $200 plus the balance
of $119.04 is due on August 15.

In the credit agreement you signed, you agreed to pay off your bill in three
payments. The first payment of $100 was due June 15, 20XX, the second
payment of $100 was due July 15, 20XX, and the final payment of $119.04 is
due August 15, 20X X. Please send the full amount in 10 days.

Failure to pay on time will affect your ability to charge merchandise at our
store. If you want to discuss your account, call me at 800-555-9875. Perhaps we
can arrange a more comfortable payment plan.

Thank you for your immediate attention.

Sincerely,
Signature
Mary West

Credit Manager
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PLANCO LTD

16 Garden Avenue

HARWICH

CO12 4JR

Great Britain 11 July 20..

Attn: Ms Anne Howard, Accounts
Dear Ms Howard
Your statement of account no. 5471 of 30 June 20..

Enclosed please find a copy of your statement up to and including
30" June 20.. showing a balance of € 230.00 in your favour.

Unfortunately, we think there is a mistake in this statement. You
have forgotten to credit us with € 50.00, a reduction which you
granted us on 5™ 20.. because one case of your delivery covering
order no. 3099 arrived here in damaged condition.

Please check this statement again and if you agree with it we shall be
pleased to receive your corrected version. We shall then remit the
amount of € 180.00 immediately to your account by banker’s
transfer.

Yours sincerely
Sellhuber & Maier GmbH

45




R. Hughes
& Son Ltd

21 Media Road, Swansea
West Glamorgan 3ST 1DR
Telephone: +44(0)179258441
Fax: Swansea +44(0)17925947
Email: r.hughes@huson.co.uk

18 July 20—

Mr R. CIiff
Homemakers Ltd
54-59 Riverside
Cardiff CFIUW

Dear Richard

| have enclosed an order, No. B.1662, for seven more 'Sleepcomfy' beds which
have proved to be a popular line here, and will pay for them as usual on invoice.
However, | wondered if in future you would let me settle my accounts by
monthly statement as this would be more convenient for me?

As we have been dealing with one another for some time, | hope you will agree
to trade on the basis of open account facilities. | can, of course, supply the
necessary references.

Yours sincerely

aggb—ert

Robert Hughes
Enc. Order No. B1662
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R.G. Electronics AG

M. P. Gerard

Disc S.A.

251 rue des Raimonieres
F-86000 Poitiers Cedex

Dear M. Gerard

Hayma rt 601
D-5000 Koln 1

Telefon (+49) 221 32 42 08
Telefax (+49) 221 83 61 25

Email gerlacnr@rge.co.de
www.rge.de

Your Ref: PG/AL

8 December 20—

Thank you for your letter of 3 December in which you enquired about credit

facilities.

We appreciate that you have placed a number of orders with us in the past,
and are sure that you can supply the necessary references to support your
request. However, as you probably realize, our products are sold at extremely
competitive prices. This allows us only small profit margins and prevents us

offering any of our customers credit facilities.

We are very sorry that we cannot help you in this case and hope you

understand our reasons.

Once again, thank you for writing, and we look forward to hearing from you

soon.

Yours sincerely

R. Gerfack

R. Gerlach

Sales Director
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S. TpaHCIOPTHUPOBKA TOBAPA U TPAHCIOPTHHIE PACXOAbI

5.1. CiioBa 1 BbIpaKeHUS JJISI CMEIIAHHOTO JIEKCUYeCKOT 0
AMKTAHTA-TIepeBOaA.

Ynpascnenue. llepeBenute yCTHO € JHCTa CIEAYIOIIME CIIOBA U
CJIOBOCOUYETAHUS B OBICTPOM TEMIIE.

rmapTus ToBapa, rpys

to deliver CIF St. Petersburgh

ITIO0CTaBKa

to (strictly) observe

HUMIIOpTHAs IMOIIJIMHA

detailed packing and shipping instructions
MOoCTaBUTH Ha ycloBusx cud Cankr-IletepOypr
freight charges

OTrpy3Ka TpeOyeTcsi B TeueHue 4 Helleab OT IaThl 3aKa3a
a pro-forma voice

OpraHnu30BaTh IIOCTABKY

an invoice

TPAHCIIOPT, IEPEBO3Ka MOpeM, (ppaxT, CTpaxoBaHHE
a consignment

YUCTHIA KOHOCAMEHT

a consignee

MMOBPCKIACHHUC TOBApa

carriage forward

BeC OpyTTO

to charge expenses to somebody’s account
MNPCTCH3UA, pCKIIaMallud

«freight prepaid»

TPYy300TIIPABUTEI

damage to the goods

rpy30Basd HaKjIagHas
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a bill of lading

HakjaagHas 00 OTIpPaBKe

a consignor
TPAHCHOPTHO-3KCIEIUITMOHHBIN ar€HT
haulage (trucking)

CTPOTO COOII0OIaTh AAThl OCTABKU

a freight company

instructions for dispatch form

5.2. IlepeBoa NpeaI0KEeHUH ¢ AHIJIMICKOI0 HA PYCCKUH

Ynpasxcnuenue. llepeBennute yCTHO Ha PYCCKUN S3BIK MPEIJIOKEHHUS,
HCTIOJIb3YEMBIE B TIUChbMAX, CBA3aHHBIX C TPAHCIIOPTUPOBKOW TOBApA.

e | am writing to complain, not only about the very poor service we
received from your company this week, but also about the
discourteous behavior of your new sales representative, Arthur Jones.

o We refuse to pay for merchandise that was never delivered to our
company.

e | am returning the damaged goods to your office for a full refund. We
are returning the defective products for credit at your expense.

e We are returning the entire order of 55 tennis rackets and would like
to be refunded for their full purchase price of $2286.37 plus shipping
expenses of $198.11.

¢ In our opinion, the damage seems to have been caused by inadequate
packaging.

e | would like to clear up this unpleasant situation without delay. For
that reason, | expect a prompt reply.

e This mistake must be corrected as soon as possible, because we are
far from being satisfied with the service your company offers.

e We are confident that we can resolve this serious complaint without
having resort to the Small Claims Couirt.
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Our order No. 88KLS was placed on condition that we receive the
blue jeans before November 15. Unless your company can fulfill our
monthly orders efficiently in the future, we will have to consider
other reliable sources of supply.

| am seriously disappointed to find that the quality of the tricycles for
young children (Model EK3-RR) you supplied does not correspond
with that of the sample tricycle submitted to us in February.

Thank you for your promptness in dealing with our complaint.
However, we absolutely deny allegation that our company is at fault
in this matter Therefore, we demand a formal and thorough
investigation of our claim.

Your recent action not to replace the faulty floor-to-floor belt
conveyor constitutes a flagrant breach of contract.

Things have now reached the point that | want action within forty-
eight hours or will place the whole matter in the hands of my lawyer.

Thank you for your letter of February 28 bringing this problem to our
attention.

We thank you for bringing this matter to our attention.

Thank you for writing us as candidly as you did about the defect in
your new vacuum cleaner.

We can understand your annoyance at not having received the color
television set you ordered on September 15.

We are sorry that the Model 233 Espresso Machine you purchased on
April 12 has not lived up to your expectations. We are prepared to
exchange this model or give you a full refund.

We greatly regret your unsatisfactory experience with our direct mail
order products. You have every right to be upset about the fact that
the clock radio did not work.

We are sorry to learn that you are not completely satisfied with the
performance of our multipurpose manual lift, Model 34-10-16A. We
are prepared to exchange the faulty parts.

We are very sorry that our work was unsatisfactory and did not meet
your company's expectations, especially since we take great pride in
50



our work. We can, however, assure you that we will do our utmost to
correct this situation as quickly as possible. Please, accept our sincere
apologies for the inconveniences this has caused you.

We sincerely regret to inform you that the replacement of your two
damaged tablecloths will be delayed by approximately five weeks
due to a fire at our manufacturer's plant in Chicago.

| suggest you discuss this problem with your local dealer for a
replacement or a possible refund. We will make every effort to
ensure that this problem will not happen again.

Enclosed you will find our credit note for $371.40 representing a
complete refund on the faulty merchandise you returned to our
warehouse last month.

Therefore, we are anxious to settle this claim to your complete
satisfaction. Don't you agree this is an equitable way to settle this
matter? We do see your point of view, but we are also sure that you
will consider ours.

We appreciate your patronage and are, of course, always willing to
help a customer with a problem.

Thank you once again for your concern and understanding and for
bringing this serious matter to our attention.

Your company will receive immediate credit for all shipping charges.
If this is not satisfactory, please let me know.

Please return the damaged chair to our warehouse in Deakinsville.
They will replace the chair and ship a new one to your office address.
Thank you very much for your understanding and cooperation. If we
can be of further service, please let us know.

The replacement of the faulty vacuum cleaner is on the way and
should be in your possession within one week. Please, accept our
apologies for the inconvenience.

We will correct the discount error on your pro-forma invoice
immediately. It is unusual for this type of error to arise and we
apologize for any inconvenience this may have caused you.
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5.3. IlepeBoa TEKCTOB NMKCEM, CBA3AHHBIX ¢ TPAHCIIOPTHUPOBKOM

Ynpascnenue. llepeBeaure ¢ nucra CIAEAYIOIIHE TEKCTHI MHUCEM,
CBSI3aHHBIX C TPAHCIIOPTUPOBKOI TOBaApa.

Putney & Raven Merchants Ltd.

Dealers House, Cantley Street, London WC11AR
Directors: ML Putney, D. Raven
Telephone: 071 467 3149 (10 lines) Reg No: England 615113
Telex: 886125 PUTRAY G VAT No: 21321942
Fax: 071 467 5959

Keyser Shipbrokers Ltd.
123-5 Lowland Street 2 July 2015
London EC 1 2RH

Dear Sirs,

We would like to charter a vessel for one voyage from Newcastle,
New South Wales, Australia, to St Malo, Brittany, France, to take a
consignment of 4,000 tons of bauxite.

Our contract states that we have to take delivery between 1st and
5th August, so we will need a ship that will be able to load during
those dates. Please advise us you can get a vessel and let us know
the terms.

Yours faithfully,
D. Raver
D. Raven
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T, Lynch & (o, L2d

Head Office

Nesson House

Neweil Street

Birmingham

B3 3EL

Telephone: +44(0)21 236 657

Fax: +44(0)21 236 8592
Email:pcrane@lynch.co.uk
www.lynch.com

Order No. 144781
15 August 20
Satex .p.A.

Via di Pietra Papa
00146 Roma,
ITALY

Attn. Sig. Daniele Causio
Dear Sig. Causio
Our Order No. 14478

| am writing to you to complain about the shipment of sweaters we received
yesterday against the above order.

The boxes in which the sweaters were packed were damaged, and looked as if they
had been broken open in transit. From your invoice N0.18871 we estimate that thirty
garments have been stolen, to the value of £550.00. Because of the rummaging in the
boxes, quite a few other garments were crushed or stained and cannot be sold as new
articles in our shops.

As the sale was on a CIF basis and the forwarding company were your agents, we
suggest you contact them with regard to compensation.

You will find a list of the damaged and missing articles enclosed, and the
consignment will be put to one side until we receive your instructions.

Yours sincerely

Peter Crane

Deter Crane

Chief Buyer
Encl.
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Dnternnational
Stippens Ltd

Telephone: +44(0)3 975 036
Facsimile: +44(0)20 617

14 May 20

Mr J. D. Simpson
Supervisor

Kent, Clarke & Co. Ltd
South Bank House
Borough Road

London SE1 OAA

Dear Mr Simpson

In reply to your fax of 13 May, the earliest vessel due out of London for New
Zealand is the Northern Cross, which is at present loading at No. 3 Dock,
Tilbury, and will accept cargo until 18 May, when she sails. She is due in
Wellington on 25 June. The freight rate for cased cargo is £ 612.00 (six
hundred and twelve pounds) per ton or 10 (ten) cubic metres.

I have enclosed our standard shipping note and bill of lading for you to
complete and return to us.

Yours sincerely

Yvorne Dollard

Yvonne Pollard

Shipping Manager

Enc. Standard shipping note
Bill of lading
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Far eastow

31-4 Park Road.,Hong Kong
Telephone: (+852) 602135
Email: mwhang@fareast.com
www.fareast.com
Cable FREAST

24 April 20
Mr J. Lee
Lee Boatbuilders Ltd
Dock 23
Mainway
Hong Kong

Dear Mr Lee

Thank you for your fax of 21 April. Enclosed you will find details of our
sailings from Hong Kong to Tilbury for the end of this month and the
beginning of next.

You will see that the first available vessel we have will be the MV Orient,
which will accept cargo from 3 May to 7 May, when she sails. She is due in
Tilbury on 3 June.

Our freight rate for crated consignments is £91.00 (ninety-one pounds per
tonne, and | have attached our shipping instructions to the enclosed itinerary.

Yours sincerely

M. Whang

M. Whang (Mrs)
Director

Enc. Itinerary
Shipping instructions
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Lever Estate

Scarborough

Yorkshire

YO11 3B

Telephone: +44(0)1723 16932
Fax: +44(0)1723 81953

Email: m.biackburn@fohan.com

20 June 20
Herr R. Zeitman
E.F Baden AG
Zulpicher Str.10-20
D-40000 Dusseldorf 11

Dear Herr Zeitman
Order No. C58391

We are writing to you with reference to the above order and our letter of 22
May in which we asked when we could expect delivery of the 60 dynamos
(Artex model 55) you agreed to supply on 3 June for an export order. We
have tried to contact you by phone, fax, and email but no-one in your
organization seemed to know anything about this matter.

It is essential that we deliver this consignment to our Greek customers on
time as this was an initial order from them and would give us an opening |
the Greek market. Our deadline is 28 June, and the lorries have been
completed except for the dynamos that need to be fitted.

Unless we receive the components within the next five days, our customers
will cancel the order and place it elsewhere. We would like to make it clear
that we are holding you to your delivery contract, and if any loss results
because of this late delivery we will take legal action.

Yours sincerely,
Micbael Blackbirs
Michael Blackburn
Director
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Pazned I1. YcTHBIN IEpeBO € JIMCTA ¢ PYCCKOTO SA3bIKA HA
AHIJIMACKUN

1. IlepeBox NMCHbMEHHO HA AHTJIMICKHUI A3BIK PYCCKOI0 TEKCTA MUCEM.

Ynpasicnenue. llepeBenuTe NHCBMEHHO Ha AHTJIWWCKUAM  SI3BIK
CJICAYIOIINE TEKCThI TMHUCEM, HCIONB3YSd IMPH HEOOXOAMMOCTH CIIOBApb.
CpaBHUTE Balll MEPEBOJ C TEKCTOM IIEPEBOJA HA AHTIIMMCKOM SI3BIKE
(Cwm. TIpunoxenne 4). CoryacHsl JIU BBl C TIEPEBOTUNKOM?

LITEX and Co. Ltd.
Green Mills Emsley; Bridford
Tel. 086 304 4104 +++ Telex 589324

S.B.M. Industrielle

153, bd Herriot

Lyon 3,

France 8 okTs6ps 20..

YpaBiagromui JUpeKTop
YBa)kaeMble rocrnoja,

Mpb1 Bce cUbHEE omyuracM CrpoC Ha IIPOMBIINIICHHBIC TKaAaHHW, UMCIOIINUC
XOopouume CBOMCTBA COXPAaHATBCA OT U3HOCA U ITPOTUBOCTOATH KOPPO3HUHU B
3aBOJCKHX YCJIOBHX.

C uenbio yJOBIECTBOPEHUSI CIpPOCAa Mbl MPUCTYNWIA K ITPOU3BOJACTBY
«BapTtekc» — HOBOM raMMbl TKaHEW U3 XJIONKA C TEPUIIEHOM, COUETAOIIUX
COXPAHHOCTb OT U3HOCA C MATKOCTBIO U THOKOCTHIO.

B npunoxkenun K d3TOMy TiMchbMy Bbl  Haiiere oOpasibl HOBBIX
MaTepraioB Pa3IMUHBIX IIBETOB BMECTE C AK3EMILISIPOM HaIllel OpOIIoph
C YKa3aHHMEM BCEX JIETAJIEW BO3MOKHOTO MCIOJIb30BAHUS 3TOM TKAHHU.

MpbI TOTOBBI PUHATH MPOOHBIE 3aKa3bl, © UX CJIEAYET HaM HAIPaBIATH,
3amoJIHUB OJIAaHKW 3aKa3a, KoTopble Bel HaiigeTe B Hamel Opomrrope. Mbl
TOTOBBI MPEAOCTABUTH 15%-Hyr0 CKUJIKY Ha BCe 3aka3bl Ha «Baprtekcy,

nosrydeHHbie 10 31 gexadpsi.
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C 6onpInM HeTEpIIeHHEM OxkuaeM Barrero orsera.

C yBaxeHuew,

ITutep Yuron

JIupexTop 110 mpoaaxam

WADCO MANUFACTURING CO.LTD.
24 Crescent St., London SW4

Ref.: FT/AB

I'-ny JDKJIEJIOTY
Service des Achats
Societe UNICOUPE

191, av. Halevy

69002 LYON CEDEX 02
FRANCE

1 urons, 20..

VBaxxaemblii rocnoiuH JIesor,

Mbl nmonmyuwsin Bam 3anpoc oT 25 WIOHS, KacCaroIMUCA PA3IAYHBIX
ctankoB cepur CUJIbBA, riepednciaeHHbIX B HAIIEM HOBOM KaTaJIOTE.

I'ocnmogun Jlonanba JPKEHKUMHC, HAll MEHEKEP 10 NPOAAXKaM B 3TOM
palione, mMo3BOHMT Bam B Onwxkaiiiee Bpems B 0QUC, YTOOBI
JIOTOBOpPUTECA O BcTpeue. OH cmoxker aaTth Bam 0Oosnee moiaHyro
HH(pOpMAIIHIO IO ’TUM CTaHKaM M MOCOBETOBATh, KAKKWE U3 HUX HauboJsee
yAOOHBI 1l IPOBEICHUS UCTILITAHU.

Msbr yBepennl, yto ctanku cepun CHUJIBBA mnpekpacHO yJIOBIETBOPST
Bamu tpeGoBanus.
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C yBakeHUEM,
Baako Manydexaypunr Ko., JITx.
@. TomkuHC

Menemxkep no npoaaxaMm U MApKETUHTY

LIGHTFOOT INDUSTRIES Ltd

18 Churchill Place
Tipton NT4 9HJ Somerset

Ref: JD/CP
PENTAMEX S.A.
15 La Boiserie
92100 BOULOGNE-BILLANCOURT
FRANCE
4 anpens 20..

YBakaembIil rocrioguH <(pamuians>,

Mpg1 nonyuunu Bamry Gpomnropy, B KOTOpOW MpecTaBieHbl Baiyu HOBbIC
npoaykTel, Bxoasmme B rpynnmy  Chairmex. Hekotopeie w3
MpEeACTaBIEHHBIX TOBApOB MOTJIM OBl HAWTU MPUMEHEHHE W B HalleM
MIPOM3BOACTBEHHOM Iporiecce. bein 661 Bam npu3HaTenbHbl, eciii 061 Bl
HanpaBWIX HaMm OoJjiee MOJHBIE JaHHBIE MO BCEM TOBapaMm 3TOW TPYIIIIbI
BMECTE ¢ Bammm TekymmnM mpercKypaHTOM IEH C YKA3aHUEM YCIIOBHOM
IOCTaBKH Ha KCIIOPT 3a TPAHUILY.

C yBaxkeHHUEM,
Jxon JIMKCOH,

OTBETCTBEHHBIN 3a MOKYIIKU
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ETERNA-TOOLS, INC.
Route 9

Saddlebrook, N.J.07666

I'-ny Ixeky Ilarrepcony
Jack’s Hardware Store

72 Elm Street

Kennenbunk, Maine 066606

9 anpens, 20..

YBaxxaembli rocnofyH IlaTTepcon,

MpsI coxkalieeM, 4TO 3aKyruieHHbIe Bamu pydHble muuiel Mojenu 88D He
onpapaanu Bamux oxuganuii. OTKPOBEHHO TOBOPS, MbI YJIWBIICHBI, YTO
OHM OKa3aJIuCh TaKUMU XPYIKHUMHU U COTJacHbI ¢ BamuMm BO3BpaTOM HX
HaM. COTpyIHMKM Hallled JadopaTopuu yke pabdoTaroT HaJ MOHCKOM
MPUYUH 3TOU MPOOJIEMBI.

MBI TOTOBBI BO3MECTUTh OHECEHHBIE BamMu TpaHCIIOPTHBIE PACXObI, I-H
[Tarepcon. OHaKO, XOTUM NPEIIOKUTh BaM BMECTO BO3MEIIEHUS CYyMMBI
9TOTO 3aKa3a IMEePEHECTH ¢ B CUeT OILIaThl 3aKa3a Ha MWIbI Mojemn 78D.
N3 Bamero coocTBeHHOr0 onbiTa Bl 3HaeTe, HACKOJIBLKO OHU HAJCKHBI U
MBI YBEpEHBI UTO 1 Baru nokynarenu Oy1yT JOBOJIbHBI 3TOW MPOAYKIIUEH
KOMITaHUHU «ITepHa-Tyiy3».

Ecmn BBl mUCbMEHHO TOATBEpAMTE Baie cornacue Ha OTrpys3kKy, Bammu
py4HBIC TTWITBI MoJeNn 78 D OyyT oTHpaBIIeHBI B TCUCHHUE HECIH.

C yBaxxeHueM,
Jx. MepTon
Menemkep 1o npogaxxam

New York, New York 10055
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JASONS COAL MINING LTD.

Head Office, Bruce House
Bruce Street, Aberdeen AB9 1FR

IN'ocnoauny k. Cumncony

Otnen no paboTe ¢ MPETEH3UIMHU
Kent, Clarke & Co. Ltd.

South Bank House
Borough Road
London SE1 OAA

1 nrons, 20..

VBaxkaemsprii I'-H CuMIICOH,

bnarogapro Bac 3a cooOmieHne o ToM, 94TO BbI TaK M HE MOJYy4riIn 14 TOHH
yTJIg 1o 3aka3y Ha nmoctaBky Ne 1239 ot 5 anpens 20.. 1.

Yrone O orrpyxken 16 ampens 20.. r. Mbl caenamu 3ampoc o
MOTEPSIHHOM TPy3€ U COOOIIMM BaM O pe3yJibTaTe 3alpoca, KaKk TOJbKO
MOJIyYUM COOTBETCTBYIOIIYIO HH(OPMAILIHIO.

Ecnn Ham He ymacTcs BBIICHHTH €r0 MECTOHAXOXKACHHE, T'Py3 OyaeT
HE3aMEUIUTEIIbHO OTIIPABJIEH MTOBTOPHO.

[IpyHOCHM HaIlIM U3BUHEHHUS 3a CIOKUBIIYOCS CUTYAallUIO U 3aBepsaeM Bac
B TOM, YTO IIPUMEM COOTBETCTBYIOIINE MEPHI.

C yBaxeHHUEM,
Omninn CHeNK

OTtaen nocTaBKU
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2. IlepeBoa YCTHO € JIMCTA HA AHTJIMMCKUH SA3BIK
PYCCKOI0 TEKCTA NMUCEM

Ynpasricnenue. llepeBenmure ¢ JuUCTa HAa  AHIMJIAMCKAM  SI3BIK
CJICIYIOIIME TEKCTHI MUCEM € MPeABAPUTEIbLHBIM MPOUYTEHHEM, OTCTaBas
HAa TPHU-YETHIPE CJIOBA OT BAIlIErO KOJUIETH, 3aYWTHIBAIOIIETO TEKCT Ha
SI3bIKE OpUTHHANA. BeIOepuTe ONTHMAaNbHBIN BapHaHT IIEPEBOIA.

VYBaxkaemblii rocriogus IlaTTucon,

B orBer Ha Bame nuceMo or 10 mapra mbel  HampasisieM Bam Ham
MOCJICTHUM KaTaJIOT.

B Hem copep:kuTcs monHas ramMMa NPOU3BOAMMBIX HAMH B HACTOSIIEE
BpEMs JINHUU.

Mogenun, koTopble Bac MHTEPECYIOT, MPEACTABIEHBI HA CTpaHUIax ¢ 16 mo
22.

Ecnau Bel 3axoTenu moiayduth 0osiee MOJHYI0 WH(POPMAIIUIO O JIFOOOM M3
ATUX MPUOOPOB, CBSHKUTECh, IOXKAIyMCTa, C HaMH, BO3BpAaTUB
IPUIIOKEHHYIO KapTOuKy. MBI 00s13aTenpbHO mpeacTaBuM BaMm Bce meranm
B OJIrKaiIee BpeMs.

C yBaxeHueM,

YBakaeMble rocIioja,

Mpb1 u3yunnu Bairy Opoiitopy ¥ Hac, B 4acTHOCTH, npuBiiek B5T nHa 24
CTpaHHI[axX.

KauecTBeHHBIC XApaKTCPpUCTUKU IOTOro TOBApd, BHAWMO, OTBCYHAIOT
HOTpe6HOCT$[M HallluX KJIWMCHTOB.

Kak Bwi coBeryere, Mbl cBsizanuch ¢ pupmoit MODAZ, xotopyro Bl
YIIOMHUHAeTe Kak Baiiero areHra ¢ MCKIIOYUTEIbHBIMU NIPAaBaMHU B 3TOM
paiione. Ham ckazanu, yto 3ta pripma OoJbllle HE 3aHUMAETCS IIPOJIaKen
Bamunx ToBapoB. Mbl MHTEpECYEMCS, MOXKETE M BBl Ha3BaTh HaAM ajJpec
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JIPYTrOro MOCTaBIIHWKA, WA B CIy4a€ HEBO3MOXKHOCTH, CMOXETE JIU BbI
npouHdopmMupoBaTh 0 Barelr BO3MOKHOCTH MOCTaBUTh HaM HaIMPAMYIO.

B stoM cnydae mbl ObulM ObI TIPU3HATENBbHBI, €clii Bbl Ha3oBeTe HaM
YCJIOBUS MIPOJIAXKHU.

C yBakeHUEM,

VBaxxkaemniii rocriogud CMuT,

Mpe1 nonyunnu Bain 3aka3 Ha Bujeo-kamepy «COHM», HO, K COXKaJIEHHUIO,
BBIHYX/ICHbI BEpHYTh Bar uek.

Hamia KOMIIaAHUs, KaK IIPOU3BOAUTCIIL BHACO-KAMCP, IIOCTABJIACT HX
TOJIBKO JWJICpaM, ¢ KOTOPBIMH Y HAC UMCIOTCA OIPCACIICHHBLIC JOI'OBOPLI
110 OIITOBBIM ITIOCTaBKaM.

Tem He MeHee, Os1arogapHbI 3a MPOSIBICHHBIN BaMu uHTEpeC K MPOAYKIIUU
«CoHu». B cB43M ¢ 3TUM mpuiiaraéM CMCOK MarasuHoB B Baiem palione,
KOTOPBIE TOPTYIOT BCEMHU TUIIAMH HaIIMX BUCO-Kamep. B mro0om u3 Hux
Bac BcTpeTsT ¢ paiocTbio.

C yBaxkeHHUeEM,
J>xon Hair,

MeHnemxep no npojaxxam

YBajkaeMble rocrnoja,

Mp1 Ob11H pajbl TOTy4uuTh Ba 3aka3 oT 15 ceHTsi0ps u xoTenu Obl
MONPUBETCTBOBATH Bac B KauecTBE HOBOIO KIIMEHTAa KoMaHuu «llerTon
TIJIACTUKC.

Bam 3aka3 (Ne 62997) na mroxxuny auctoB 4” X 5” mracrmaccer % Lucite
HAXOJIUTCS B UCIIOJTHEHUU U OyJIeT roToB K oTnpaBke 21 centadps. Ox
Oyzaet noctasieH B Baiil 1iex HaiiiM aBTOQyproHOM Ha YCIOBHUAX
HAJIO)KEHHOTO TUIaTe)ka (TakoBa Hallla IPaKTHKA JIJIS BCEX 3aKa30B Ha
cymmy menee $100).
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YBepeH, uTO BbI 10 JOCTOMHCTBY OLIEHUTE BBICOKOE KaY€CTBO U IIPELEI
MIPOYHOCTHU NP PACTSHKEHUH BCEX BUOB HaIllel miactMacchl. Harm
MpeACTaBUTENb OT/AeNa cObITa U r-ka [xynu Metens BCKope npuOyaeT K
BawMm ¢ kaTamorom u obpasiamu.

C yBakeHueM,

YBakaeMble TocIoa,

OtHocutensHO Bamero 3amnpoca ot 29 mapTa, Kacaromerocs ynakoBKH U
MEePEBO3KK TOBAPOB HA SKCIIOPT, MBI PaJibl COOOIINTh, YTO MAPTUM HAIIUX
TOBApOB OOBIYHO OTrpykaroTcs B makere mo 100 mTyk Ha KapTOHHBIX
noAJ0OHaX C  NPOKJIaJKaMd W3  HECMUHAEMOro  KapToHa  JUIs
IPEAOTBPAILICHUS TTOBPEXACHUIN TPU HEOCTOPOKHOM OOpaIliCHUH.

OKCIOPTHBIE  3aKa3bl OOBIYHO TIEPEBO3STCS KOHTEHHEPOBO3aMH  C
NEePErpy3Kol KaxkJI0M MapTUU Ha KEJIE3HYIO0 JIOPOry B MOPTY MPUOBITHS
CyJHa.

[Toxanyiicta, COOOIIUTE, YCTpAUBAET JIM BacC MOJ00HAsi CUCTEMA OTIPY3KHU.
Mpb1 Bcerna paabl U3MEHUTh KaKWe-TO €€ JIeTalli B COOTBETCTBUHU C
BalllUMU MOTPEOHOCTSIMH.

C yBaxkeHueM,

Ynpasricnenue. llepeBenmure ¢ JUCTa HA  QHIMNIMMCKAM  SI3BIK
CIEAYIOIIAE TEKCThl NUCEM 0e3 MNpeaBaAPUTENbHOT0 TNPOYTEHHS.
CpaBHUTE Balll MEPEBOJi C BapHaHTOM IepeBoja Tekcra mucbma (Cwm.
[Tpuoxxenue 4).

VYBaxxaeMble IrocIioja,

bnaronapum 3a Bam 3anpoc. Huxke Mbl TpUBOAUM HalIM OOBIYHBIC
YCJIOBHUS IUIATEXKEN 110 3aKa3aM U3-3a TPAHULBI.

64



OOBIYHBII METOJ IIaTEXa - 3TO OAHKOBCKHU I1epeBoa B TeueHne 30 mHEH
IIOCJIC IOJyYCeHMS BBIMUCKUA. Korma MbI MOJIYyYHMM IOJATBEPIKICHHUE OT
Bamrero 6anka o cACIaHHOM IEPEBOJIC, Mbl HEMEJICHHO BBIIOJIHHMM Bar
3aKa3 1 OyaeM KIaTh HHCTPYKIIMHK 00 OTrpy3ke oT Barmero arenra.

Mp1 yBepeHsl, uto Bel OyzieTe y10BJI€TBOPEHBI KAYECTBOM HAIIIUX TOBAPOB
Y YCIIYT.

C yBakeHuEM,

VYBaxkaeMblil TOCIIOAYH,

[TonTtBepkmaem TmonydeHre Bammx o0pasmoB W KOX, B YacTHOCTH,
3anHTEpecoBaia mojens Chambord.

IIpu sToM mpunaraem 3aka3 Ha 200 KOMIUIEKTOB 3TOr0 THIA CKATEPTH C
canderkamu. Bonpeku Tomy, B uem Bac yoeawn r-u J{1oBuBbe, UX ClIeTyeT
IOCTAaBUTh B Halll Mara3uH B ['aBpe, a He Ha Ham ckiax B [ptone. Jlara
IIOCTaBKU OCTAETCS MIPEKHEN - TTOCIICIHAA HEAES MapTa, CaMOe KparuHee.

Mpk1 Hageemcs, uTo Bbl, kak 00bI9HO, OBICTPO ITOCTABUTE ATOT 3aKa3.

C yBaxkeHHUEM,

VBaxxaemble Irocro/a,

N3yyuB Bam peknaMHbIM NPOCHEKT MO KYXOHHBIM MHUKCEpAM THIIA
Cookhand 2000, MbI XOTUM pa3MeCTUTh CPOYHBIN 3aKa3 Ha ISATh €IUHUIL
IpoeCCHOHAILHOTO 00opyHOBaHUS C JTOIOIHUATEHHBIMU
IPUCIIOCOOJICHUSIMH B COOTBETCTBUHU C IpUiIaraeMbIM OJIAaHKOM 3aka3a P

3409 T.

Ecnun Cookhand 2000 okaxyTcsi TakKMMH, KaKUMH MblI HaJeeMCs, OHH
SIBJISFOTCSI, MbI HAJCEMCSl Pa3MECTHTh JOIOJHHUTEIbHBIN 3aka3 y Bac B
Onukaifiiiee Bpemsi.

C yBaxkeHueM,
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YBa)kaeMble rocrnoja,

Mrb1 ¢ Bamu pabotaem yke B TeueHHE Toja Ha 0a3e OmiaThl MPOTUB
BBICTABJICHHBIX CUETOB, U MBI Obl XOTelau Bac momnpocuTth NMpenocTaBUTh
HaM B Kau€CTBE YCJIOBHUH IJIATEXKa OTKPBITHIM CUET C IJIATEKOM OJIUH pa3 B
KBapTaJl.

Jlpyrue Hamm OCHOBHBIC IMOCTABIIMKHU B Bailel ctpaHe yx e COTJIaCHIIMCH
Ha TOPrOBJIKO C HAMU Ha 3TUX YCJIOBHSIX.

Haneemcs momyunts Batil mojgoXuTeIbHBIA OTBET Ha HAIITY IIPOCKOY.

C yBaxkeHHUEM,

YBakaeMbI TOCIOANH XEJINH,
Mpbl monyumnum Bame mmceMo ot 3 HosOps, 3a KoTtopoe MbI Bac
OJlaro1apum.

K coxanenuto, momxHbl Bam cooOmMTh, 9TO MBI MPEKPATHUIN BBIMYCK
Mojienu 42K HECKOIbKO JIET TOMY Hazad W 3aMEHUJIU €€ Ha mozeib S8K,
KOTOpas, 10 HallleMy MHEHUIO, SIBJISICTCS Jy4YIlIMM HUHCTpyMEeHTOM. Kpome
TOT0, MOJIeNIb 36K Takke MOXKeT y0BJIeTBOPUTH Bariu tpeboBanus.

[lenpl BCcEX UMEIOIIUXCA B HAJIMYUU HHCTPYMEHTOB BMECTE C UX
XapaKkTEPUCTUKAMHU YKa3aHbl B IPUIIOKEHHOM IEPEYHE.

Mbl MOkeM OTnpaBuTh Bam OAMH MHCTPYMEHT CaMoOJIETOM C OILUIATOM
Bamu qocTaBKM ¥ TAMOKEHHBIX COOPOB.

Ecmu Bpl xoTuTe 3aka3aTe OJAWMH WHCTPYMEHT, NPHUILINATE, MOKAIYWUCTA,
HaM 0aHKOBCKHI BeKcelb Ha ero 1eny u mmoc 100 dpaniry3ckux ppaHkoB
3a CIIEHHAIBHYIO YIIAKOBKY.

Ecnu Bam Hy)Ha nonogHUTEIbHAS HHPOpMAIIUs, COOOITUTE HaM.

C yBaxkeHueM,
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Paznea I11. CocTaBiieHue 1MCKYPCUBHBIX JI0Che

Ynpasxcuenue. BctaBbre B 1a0JIOH TUChMa HEJOCTAOILYIO0 HHPOPMAIIHIO.

REQUEST FOR INFORMATION IN ADVANCE OF PURCHASE
ORDER

[DATE]

[CONTACT NAME]

[NAME OF COMPANY/BUSINESS FIRM]
[CONTACT ADDRESS]

[ZIP/POSTAL CODE]

Dear [CONTACT NAME],

We are writing to inform you that we have attached a document bearing
an overview of the item/products and services from [NAME OF
COMPANY/BUSINESS FIRM] which we are interested in ordering. At the
same time, we would like to ask if you could also send us back more
information about the products we’re interested in, including the price
list of your items/products and services, terms and conditions, applicable
discounts, fees, shipping dates, modes of payment, policies etc.

Provided that your terms and conditions are favorable and that your
prices are competitive, you may look forward to our first order within
[SPECIFY NUMBER] days.

We also attached our procurement of specifications and conditions for
your review. Thank you for your cooperation and we look forward to your
reply.
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Sincerely,

[YOUR NAME AND SIGNITURE]
[JOB TITLE]
[COMPANY/BUSINESS NAME]
[CONTACT NUMBER]
PURCHASE ORDER LETTER

[INSERT MONTH DAY YEAR]

[INSERT NAME OF RECEIVER]
[INSERT COMPLETEADDRESS]

Subject: Purchase Order Letter

Dear Mr. /Ms. [INSERT SURNAME],

Greetings!

This letter is sent to formally inform you of our order for the merchandise
detailed below.

Description Quantity Unit Price Total Amount

We request that you ship the merchandise following the information
mentioned above using the [INSERT METHOD] method of shipment with

[INSERT SHIPMENT COMPANY NAME]. We expect that these ordered
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merchandise be delivered on [INSERT MONTH DAY YEAR] as agreed. As
for the payment terms, we shall follow the standard [INSERT DETAILS].

We look forward to your confirmation of our order upon your receipt of
the purchase order letter. If you have any questions regarding the
contents of this purchase order letter and of order itself, you can contact
[INSERT AUTHORIZED PERSON] with the following contact information:
[INSERT CONTACT INFORMATION].

Thank you for your prompt handling of this order.
Sincerely,
[INSERT NAME OF SENDER]

[INSERT JOB TITLE]
[INSERT CONTACT INFORMATION]

LETTER PURCHASE ORDER ISSUED ON ACCEPTANCE OF DELIVERY DATE

[DATE]
[CONTACT’S NAME]
[STREET ADDRESS]

[CITY, STATE/PROVINCE]
[ZIP/POSTAL CODE]

Dear [CONTACT’S NAME],

69



This is to acknowledge the estimated delivery date on [DATE] that you
have provided us for our order of [SPECIFY MERCHANDISE]. As such, we
have approved the date and we are enclosing our purchase order
[PURSHASE NUMBER ORDER] for this transaction.

We would like to reiterate the urgency of the delivery, which must arrive
in our premises on or before [DATE] due to other commitments we have
made to our customers. We will take your word that everything will go
according to promised regarding our order.

Thank you for your cooperation regarding this matter. Have a good day!

Sincerely,

[NAME]

[TITLE]

[CONTACT NUMBER]
[EMAIL ADDRESS]

PURCHASE ORDER CANCELLATION LETTER

[DATE]

[NAME OF IN-CHARGE FOR ORDERS]
[NAME OF COMPANY]

[COMPANY ADDRESS]

[CITY, STATE]

[ZIP CODE]
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Dear [MR. /MS.] [NAME IN-CHARGE],

This is to formally inform you that we are cancelling our entire order
under purchase order [NUMBER].

Based on your terms and conditions, it is stated that we are allowed to
cancel our order if shipment is not made on or before the date
mentioned on the receipt.

As such, our ordered goods were supposed to arrive in our premises on or
before [DATE]. It's been [NUMBER] and we still have not received our
order.

With this we are cancelling our order and expect a full refund for the
amount of [AMOUNT]. Attached with this letter is the receipt of the
order.

If you have any questions, please contact me at [PHONE NUMBER].
Thank you.

Best regards,

[SIGNATURE]

[NAME OF COMPANY REPRESENTATIVE]

[COMPANY]

[PHONE NUMBER]
[EMAIL]
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DEMAND FOR EXTENSION OF PAYMENT DATE

[DATE]

[CONTACT’S NAME]
[STREET ADDRESS]
[CITY, STATE/PROVINCE]
[ZIP CODE]

Dear [MR. /MS.] [CONTACT’S NAME],

Good day!

| am writing this letter following our conversation over the phone recently
regarding our scheduled payment on [DATE].

However, due to unfortunate and unforeseen circumstances, we cannot
guarantee to be able to make the payment on the said date. We would
appreciate it if you extend the due date for our payment of the account
until [DATE]. This will allow us to ensure that our payment is complete
and that we have collected and prepared the proper documents for this
invoice.

Thank you for understanding and it has been a pleasure conducting
business with your company and we are excited with the years to come.

Sincerely,

[NAME]
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[JOB TITLE]
[COMPANY NAME]
[CONTACT NUMBER]
[EMAIL ADDRESS]

FINAL DEMAND FOR PAYMENT LETTER

[DATE]

[RECIPIENT’S NAME]
[RECIPIENT’S ADDRESS]
[ZIP/POSTAL CODE]

Dear [MR/MS] [RECIPIENT’S NAME],

This letter serves as the final demand for payment for the delinquent
amount in your account which has reached S[SPECIFY AMOUNT]. This is
for invoice Number [SPECIFY INVOICE NUMBER] dated [DATE IN THE
INVOICE].

Your refusal to settle the account deeply concerns us, and so we demand
your immediate response on the matter.

You have [SPECIFY NUMBER] days to make proper arrangements and pay
for the amount. Failure to do so will prompt us to seek counsel and
pursue legal action against you.
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If you feel that this message was sent to you in error or any of the above
information is incorrect, please feel free to contact us at [CONTACT
NUMBER]. We hope to hear from you soon.

Respectfully,
[SENDER’S NAME]
[SENDER’S JOB TITLE]

[SENDER’S CONTACT NUMBER]
[SENDER’S EMAIL ADDRESS]

SPECIAL PRICING POLICY FOR REPEAT BUYERS
[DATE]

[CONTACT NAME]

[ADDRESS]

[ADDRESS 2]

[CITY, STATE/PROVINCE]

[ZIP/POSTAL CODE]

Dear [CONTACT NAME],

Good day!

| received recently your first repeat order for our [PRODUCT]. We highly
appreciate your continued support and usage of our products. Our
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[PRODUCT] is a popular buyer’s choice and you are well-assured of its
high quality.

Prior me filling your order, | want you to know that our company offers a
special pricing policy for repeat buyers. If you order [AMOUNT/UNIT] or
more of our [PRODUCT] — in any specific combination of styles — and
make a purchase order of them all in one shipment, you can avail of a
discount of [DISCOUNT PERCENTAGE] % from our wholesale price.

There is no real need for further advertisements. You may even attest for
yourself how well our [PRODUCTS] are being received, and this special
pricing gives you the opportunity to explore our other [DESIGNS/
MODELS/PRODUCTS]. Personally, our novelty line, including the
[PRODUCT] and [OTHER SAMPLE PRODUCT/MODELS], sells very well
with an audience that appreciates unique quality styles.

Please feel free to call me before your scheduled shipment for the
[PRODUCT] if you want to avail of the volume buyer discount plan. Thank
you for your time and continuing patronage for our [PRODUCT]. Best
regards to your business.

Sincerely,
[NAME]
[TITLE]

[CONTACT NUMBER]
[EMAIL ADDRESS]

FINAL REMINDER TERMS AND PRICING GOOD FOR A LIMITED TIME
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[DATE]

[CONTACT’S NAME]

[COMPANY’ NAME]

[STREET ADDRESS] [CITY, STATE/PROVINCE]
[ZIP CODE]

Dear [MR. /MS.] [CONTACT’S NAME],
Greetings!

This letter is written to inform you that the terms and pricing on this
guotation are guaranteed for only [NUMBER] days.

This is not to rush you or get ahead of your capacity to decide for your
own business and preference. However, if in the event that you have
made a decision in favor of our [PRODUCT/SERVICE], kindly give us a
written confirmation notice and let us know right away. We shall lock in
the prices without delay and begin the paperwork to move your
transaction forward.

If you think you might want a different [PRODUCT/SERVICE] than what is
described in our quotation, kindly tell us what you have in mind. We shall
give you a revised quote immediately.

If you are unsure whether you are going to proceed but have considered
the possibility, please do not hesitate to call me at [PHONE NUMBER] any
time during business hours. | will extend the terms and prices on the
enclosed quotation for another [NUMBER] days, regardless iCf whether

our suppliers increase their prices during that time. If they do, we will

take care of the difference.
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Thank you for your careful and detailed attention to this matter and we
look forward to a prompt response.

Sincerely,

[AUTHORIZED SIGNATURE]
[NAME]

[JOB TITLE], [DEPARTMENT NAME]

[COMPANY NAME]
[CONTACT NUMBER] / [EMAIL ADDRESS]

NOTICE TO CANCEL SHIPMENT OF BACK-ORDERED GOODS
[DATE]

[NAME OF IN-CHARGE FOR ORDERS]

[NAME OF COMPANY]

[ADDRESS OF COMPANY]

[CITY, STATE, ZIP CODE]

Dear [MR. /MS.] [NAME OF IN-CHARGE],

This is regarding our purchase order under the contract dated [DATE].
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We received partial shipment last [DATE] in our [OFFICE WAREHOUSE
ADDRESS] and we noticed that some items were out of stock or were
on backorder.

In view of this, we would like to request that you cancel our order for the
back-ordered goods. Please also make the necessary adjustments on our
invoice for the items we received.

Best regards,

[SIGNATURE]

[NAME OF COMPANY REPRESENTATIVE]
[COMPANY]

[PHONE NUMBER]

[EMAIL]

WE ARE WORKING ON THE MISSING SHIPMENT

[DATE]

[CONTACT’S NAME]
[STREET ADDRESS]

[CITY, STATE/PROVINCE]
[ZIP CODE]

Dear [CONTACT’S NAME],
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This is regarding your ordered shipment, which you’ve mentioned has not
reached you.

First of all, let us extend our sincerest apologies for the inconvenience.
We checked on your order and everything in the shipment went
accordingly, which is why we honestly do not know what happened.

Thank you though, for not waiting any longer to call us and inquire about
your order.

As such, we’re shipping the products you ordered [INVOICE NUMBER] by
air at our own expense so that you’ll have them for your [PURPOSE]. They
will arrive on [DAY] to ensure that you will be able to meet your
obligations in time.

In the meantime, we are also working on gathering information regarding
the missing shipment and we are currently seeking answers to ensure
that neither you nor any of our customers will experience this
inconvenience ever again. | promise to let you know immediately once we
have all the answers.

Thank you so much for your patience and understanding throughout all of
this. We certainly value you as one of our best customers and would be
sorry to see you go.

Sincerely,

[NAME]
[TITLE]
[CONTACT NUMBER]

[EMAIL ADDRESS]
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Hpunoxenne 1

Cnucoxk HanOoJ1ee yoTpeOUTEIbLHbIX B /1€J10BOI NMepenucke
a00peBUATYpP M COKpaIlICHUH

ack. acknowledgement TIOJITBEPIKICHUC

add(r) address azpec

amt. amount CyMMa, KOJIMYECTBO, UTOT

appro approval 0JI00peHuE

approx approximately MIPUMEPHO

arr arrival pUOBITHE

a.k.a. also known as TaK K€ U3BECTEH, KaK

AOB any other business U TIPOYHE BOIPOCHI

appx appendix MIPUJIOKECHHE

assoc. association acCOIHMaIHs

asst assistant ITIOMOIIHUK, ACCUCTEHT

Attn Attention BHUMAaHHIO

av. average CpeIHUI

Av(e) avenue aBCHIO

bc blind copy IIOMETKA B MHCbME, KOTOPYIO
CTaBHUT aBTOP, €CJIKM OH HC XKCJIACT
YIIOMHUHATBh UM JIPYroro
ajapecara

b.e. bill of exchange IEPEBOAHOM BEKCEIIb, TPATTA

cat catalogue KaTajor

C circa (roughly this date) | mpumepHo, IPUOIUZUTEIBHO,
OKOJIO

cC carbon copy MAaIlIMHOIIMCHAS KOS

dif(f) difference pa3HHUIa

do the same as before TaK )K€ KaK 1 paHbIIIe
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contd continued IPOJOKCHUE CIICTyET

cont contents CoJIep)KaHue

dd Dated; deadline date JaTUPOBAHHBIN; IIpeeabHas JaTa

E&OE errors and omissions WCKJTFOYasi OIIMOKHU 1 MIPOITYCKHU
excepted

enc. enclosed IpUJIaraeTcs

eta estimated time of arrival | pacueTHOE BpeMs IPUOBITHS

etd estimated time of pacuyeTHOE BpeMs OTOBITHUS
departure

LOC Letter of commitment rapaHTHITHOE TTUCHMO

mdse merchandise TOBap

misc miscellaneous pasHoe

NB nota bene (take special o0paThTe BHUMaHUE
note of)

no(s) number (s) HOMep(a)

NIS not in stock He OBITh Ha CKJIAJE, B

aCCOPTHUMEHTE

NL no liability HE HECTH 0053aTeIbCTBA

P page; penny; per CTpaHUIA; IEHHU; YEPE3, B

pa per annum €KETOJHO

p/d postdate JaTUPOBATH Oo0JIee MO3THUM

YUCJIOM WJIA 00JIee MO3IHsIS JaTa

pd paid OILIAYCHO

p&p postage and packing IIEPECHIIKA U YIIaKOBKA

p.m. per month eKEMECSITHO

pp, P-p. post procurationem (for | mo moBepeHHOCTH
and on behalf of)

pp pages CTPaHMIIBI

PS postscriptum IPHUIIHICKA
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pt

payment

IJIaTEX

PTO Please turn over. [ToxxamyiicTa, mepeBepHUTE
CTpaHHUILy.

Qu gueen; question KOPOJIEBa; BOIIPOC

qv quod vide (which may be | cmoTpu Tam-TO

referred to)

rcd received OJyYEHO

ref. refer to CCBUIATHCS Ha

re with reference to CO CCBUIKOM Ha

sae stamped addressed KOHBEPT C OOPAaTHBIM aJpecoM

envelope

SAYE save-as-you-earn cOeperaiite 1Mo Mepe moJydeHus
I0X0/1a

Sec secondary; secretary BTOPUYHBIIL; CeKpeTaph

sgd signed OAMKMCAHHBIN

Sr. senior CTapIIni

tbc to be confirmed OyJieT mOATBEPKICHO

temp temporary BPEMEHHBIN

urgt urgent CPOYHO

VAT value added tax HAJIOT Ha 100aBOYHYIO
croumocts, HIIC

Viz. vidilicet (namely) TO €CTh, & UMEHHO

VS Versus TIPOTHB

V.S. vide supra CMOTPH BBIIIIC

wit weight BEC

w/o without 0e3

yr year; your roj; Baii (a, e, 1)

yf yours faithfully C COBEPIIECHHBIM MOYTECHUEM,

HUCKpeHHe Bar
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yrs ty

yours truly

HUCKpeHHe Bar

yS yours sincerely UcKkpenHe Bain
& and COI03 H
@ at KOMMepueckoe at B aapece

BJICKTPOHHOW MOYTHI
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Ipunoxenue 2

Yka3arteiib BaKHeNIIMX KOMMEPYeCKUX COKPALleHU I

a.a.r. against all risks IIPOTHB BCEX PHUCKOB
alc account cuer
a/d after date OT CEro 4ucia, OT JaThl
BEKCEJIs
art. article CTaThs; MPEAMET, TOBAP;
ApTHKYI
AJS account sales oT4eT (KOMHUCCUOHEPA) O
poJaxKe
ad val. ad valorem C 00BSABICHHON CTOMMOCTHU
B/E bill(s) of exchange TpaTTa, MePEBOIHBIA BEKCEb
(B(s)E)
B/L bill(s) of lading KOHOCAMCHT
(B(s)/L)
CAD cash against HaAJIMYHBIC TTPOTUB
documents JOKYMEHTOB
C.C. carbon copy KOITUS TI0]] KOTTUPKY
C.C. charges collect C OILIATOM PacXxo/0B
c.p.d. charterer pays dues IIPOBO3 OIJIa4Y€H
D/A documents against JOKYMEHTHI IIPOTHB aKIleITa
acceptance
D/P documents against JOKYMEHTBI 32 HaJTUUHBIH
payment pacuer
d/s days after sight yepes...JHeH mocie
IPEIbSIBICHUS
ETA estimated time of HA3HAYEHHOC BPEMS IIPHOBITHS
arrival
encl, enc(s) enclosure(s) IPHIOKEHUE (TIPUITOKCHHS )
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ICC

Institute cargo clauses

YCJIOBUSI CTPAXOBKH I'PY30BBIX
TPaHCTIOPTOB

e.t.c. expected to complete | B okmmaembIii CPOK
MOTAIICHUS

e.t.s. expect to sail IPEAMOIOKUTEIBHBIA CPOK
OTILUIBITUSA

EXW ex Works C 3aBOJIa

INCOTERMS | International MEKTyHApO/IHbIC MpaBUJIa

Commercial BBIPaOOTKH (HOPMYIT
Terms TOProOBOIO JOTrOBOpa

L/C (L(S)/C) letter(s) of credit aKKPEIUTHB

m/s months after sight yepes... MECSIICB IMOCIIe
pEabSIBICHUS

No/Nos number(s) HOMeEp (HOMepa)

O/0 to the order of 110 ITOPYYCHHUIO,
PaCIIOPSIKEHUI0; TIPUKA3Y
KOTO-JI.

pc (pc(s)) piece(s) HITyKa

pd paid OILJIAYCHHBIH; OIJIaueHO

P.O. Box Post Office Box AOOHCHTCKHH SIITUK

P.O. postal order JICHES)KHBIN TTEPEBOJI 110 TIOUTE

p.o.d. paid on delivery HAJIOKEHHBIM TUIATEKOM

pp. per pro (curationem) | 1o JOBEPEHHOCTH

ppd pre-paid C IPEeIOIIATOM

recd. received [OJIy4YE€HHBII; MTOJIy4YeH
3apEruCcCTPUPOBAHHBIN (O
TOPrOBOI Mapke); 3aKa3Hou (0

regd. registered HACHMAaX)

R.O.G. receipt of goods II0JIy4YE€HHE TOBAPOB
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R.P. reply paid OTBET OIJIAYCH
rsvp repondez s'il vous Ipoch0a OTBETHUTH
plait

S/IA Statement of Account | Beimrcka u3 cueTa

sgd. signed MOAMKMCAHO; MOAIHUCH

Through B/L, | through bill of lading | ckBo3HOI KOHOCaMEHT

Thru B/L

VAT value added tax HAJIOT Ha T00aBJIEHHYIO
CTOUMOCTD

WB, w/b waybill (AE) HaKJIaIHasl, TPAHCIIOPTHAs
HaKJIaJHas

wt. weight BEC

yd. yard AP
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Ipunoxenune 3

Kpartkuii c;ioBapb TEpMHUHOB /1JI 0003HAYEHUA YCJIOBUI JOCTABKH
TOBapOB

Abbreviation

Incoterm

Explanation

Group C

CFR

Cost and Freight
(...named port of
destination)

CroumocTb 1 PppaxT (YmoTpeosItoTCs
C yKa3aHueM IMopTa NpHUOBITHS IPy3a
KOHEUHOTO MOPTa CJIeT0BAHUS
TOBapa).

JlocTaBka cuuTaETCsl OCYIIECTBIEHHOU
10 TIEPECEYCHUH TPY30M Tparia Ha
KopabJsie B 0003HAYECHHOM TIOPTY
ornpaBk. [locTaBmyk onjgaynBaeT
BCE€ Pacxo/ibl O KOHEYHOTO MOPTa, HO
UMITOPTEP HECET OTBETCTBEHHOCTH 3a
IPy3 C MOMEHTA JIOCTAaBKH.

CIF

Cost, Insurance,
and Freight
(...named port of
destination)

CtoumMocTb, CTpaxoBaHue U PpaxT
ynotpeOseTcs ¢ Ha3BaHUEM TopTa.
JlocTaBka OCYyIIECTBIIAETCS TaK XKeE,
kak u ipu CFR (BbImie) u ¢ Temu xe
pUCKaMH, HO MOCTABIIUK MTOJTHOCTHIO
OIUIAYMBAET CTPAXOBKY I'py3a J0
KOHEYHOTr'0O MyHKTA.

CFR u CIF ucnonb3yroTest Ajis MOPCKUX U PEYHBIX MTEPEBO30K

CPT

Carriage Paid To
(...named port of
destination)

CTOMMOCTB TPaHCIIOPTUPOBKH
orutayeHa Jo ( + MecTo Ha3HAuYEeHUS).
MoMeHTOM Noy4eHus: TOBapa
cUuTaeTcs Inepeaaya rpysa
TpaHCIIOPTHOU (upme (TIEpBOit, eciu
HX HeckoJibKo). [TocTaBmuk
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orraymnBacT CTOMMOCTD JOCTaBKH 10
YKa3aHHOT'O MCCTa U OTTyda
HaCTylIacT OTBCTCTBCHHOCTD
3aKa34dHnkKa.

CIP

Carriage and
Insurance Paid
To (...named
port of
destination)

CTOMMOCTB TPAHCIIOPTUPOBKH U
CTpaxoBaHMs oruiaueHa Jo (+MecTo
Ha3HA4YCHUS ).

Toxe 4To, U NpeabIIYIIUN BapUaHT,
PHUCKH MOKYyNaTeNsl TAKUE ke, HO
AKCIOPTEP OIIAYMBAET CTOUMOCTh
CTPaxOBKH.

Group D (Arrival)

[To mpulOBITUH

DAF

Delivered At
Frontier
(...named place)

[TocTaBneHo 10 rpaHuIlbl (Ha3BaHUE
MecTa).

JlocTaBKa pOU3BOAUTCS IO MECTA Ha
rpaHulle, TOBAp OUYUILEH JJIs
AKCIIOPTA, HO HE Jy1s umriopta. C
ATOrO0 MOMEHTA MOKYNaTENh
MIPUHUMAET Ha ce0sl BCE PUCKHU.
CTOMMOCTB Pa3rpy3Ku U TaAMOKEHHOU
OUYKCTKH JIOKUTCS HA MMOKYMaTESl.

DES

Delivered Ex-
Ship (...named
port of
destination)

ITocTtaBiieHo Ha Cy/HE (HA3BaHUE
1opTa).

MoMEeHTOM JOCTaBKU CUUTAETCS
MOMEHT JOCTABKH B IMOPT. 3aTEM
MOKyIaTeIb IPUHUMAET BCE PUCKHU, B
TOM YHCJIE TI0 pa3rpy3Ke U yIjaTe
cOOpOB 32 UMIIOPT — JO ITOTO
MOMEHTA BCE PAaCcXO0/bl HEC IKCIIOPTED.

DEQ

Delivered Ex-
Quay (...named
port of

ITocTaBieHo Ha MpuUcTaHb (Ha3BaHUE
1opTa).
BapuaHT npenpIaymero yciaoBus,
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destination)

TOJIHLKO MOKYIATeIb MPHHUMAET TOBAP
B CBOEM IOPTOBOM CKJIaJI€ (JIOKE) U C
ATOTO MOMEHTA IMMPUHUMAET Ha ceOs
Bce pucku. [Ipongasers ormiayuBaer
MMIIOPTHBIC TOIIJIWHBIL.

DES u DEQ ucmonbs3yeTcs Ij1s MOPCKUX M PEYHBIX MIEPEBO30K

DDU Delivered Duty | ITocraBneno 6e3 ommiaThl MOIUIHHEIL.
Unpaid ®daKT T0CTaBKU 110 MECTY MPUOBITHS
(...named port of | ToBapa B OrOBOPEHHOE MECTO B CTPAHE
destination) uMIioptepa. J{o ’Toro MoMeHTa BCe
pacxo/ibl — 3a UCKIIOYCHUEM HAJIOrOB
1 cOOpOB — HECET MPO/IABEIl.
DDP Delivered Duty | IlocTaBiaeHO ¢ OIIaToM HOIUTHHEIL.

Paid (...named
port of
destination)

JlocTaBka TOBapa B OTOBOPEHHOE
MECTO B CTpaHe UMIIOpPTEPaA, BCE
MJIaTEKH, BKIIIOYAsi TAMOXKCHHBIE,
OCYIIIECTBIIET IKCIIOPTEP.

Group E (Departure)

OtnpaBka rpy3oB

EXW

EX-Works
(...named place)

C ¢abpuku miam cKiaaa.

[IpomaBelr TOTOBHUT IPpy3 AJIA OTIPABKU
CO cBOeH (haOpUKH MM CKJIajIa, 1ajiee
MTOKYIIATe/Ib IIPUHUMACT BCE
TPaH3UTHBIC PHUCKHU.

Group F(Main carriage unpaid )

Heorutauennas nmepeBo3ka

FCA

Free Carrier
(...named place)

MecTo nepenaun rpy3a IepeBO3UHKY.
DKCIIopTep NepeaacT rpys
IIEPEBO3YHKY, YKa3aHHOMY
MTOKYyIIaTeaeM. DKCIIOPTEP OIIaYUBaCT
BCE DKCIIOPTHBIC MOIIJIMHBI U
CTOMMOCTB JIOCTABKH JIO TOI'0 MECTA.
Jlns mro60ro BUIa MM KOMOWHAIIUH
BHJIOB TIEPEBO30OK.

89




FAS Free Alongside | CBobOomHO Bosib OOpTa CyaHa
Ship (...named | (Ha3BaHUE TIOPTA IOCTABKH).
port of JlocTaBka J10 Tpara KopaOJis B IIOPTY,
destination) yKa3aHHOM ITOKyIareneM. Jlaaee Bce
IUTATE)KU, BKIIOYAs IIOTPY3KY,
OIJIAYMBACT MOKYMaTeNlb. TepMuH
UCIIOJIB3YETCS TOJIBKO IS TIEPEBO30K
MOpPEM U BHYTPCHHUMH BOIHBIMU
IyTSMH, HAIPUMEP, KaHIaJaMH | T.J,
FOB Free On Board | CBobOoaHO Ha OOpTY cynHa (Ha3BaHUE

(...named port of
destination)

mopTa OTOBITHS).

JlocTaBka ToBapa Ha OOpT KOpabJis B
NOPTY, YKa3aHHOM TOKYTIaTeIEM.
IIponasen omnayuBaet norpysky. Jis
MIEPEBO30K MOPEM M BHYTPCHHUMH
BOJHBIMH Ty TSIMHU.
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Hpunoxenne 4

Kuaroun k ynpa:xneausim Paznena |1

LITEX and Co. Ltd.
Green Mills Emsley; Bridford
Tel. 086 304 4104 +++ Telex 589324

S.B.M. Industrielle
153, bd Herriot
Lyon 3,
France
October 8, 20..

Dear Sirs,

We have been increasingly aware of the demand for industrial fabrics
which have good wearing qualities and corrosion resistance in the factory
environment.

In order to meet this demand we are bringing out “WEARTEX”, a new
line of cotton/terylene fabrics which combine resistance to wear with
general flexibility. Enclosed with this letter you will find samples of the
new material in varying colors, together with a copy of our brochure
setting out full details of the possible applications of the fabric.

Trial orders are welcome and should be sent to us on the form which you
will find in our brochure. We are prepared to grant a 15% discount on all
orders for “WEARTEX” received before the 31st of December.

We look forward to hearing from you.

Yours faithfully,
LITEX and Co. Ltd

Peter Upton
Sales Manager
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WADCO MANUFACTURING CO. LTD.
24, Crescent St., London SW4

Ref.: FT/AB
Mr. J. LELOT
Service des Achats
Societe UNICOUPE
191, av. Halevy
69002 LYON CEDEX 02
FRANCE
1% July, 20..

Dear Mr. Lelot,

We were pleased to receive your inquiry of 25 June concerning the SILVA
range of machine tools featured in our new catalogue.

Mr. Donald JENKINS, our Area Sales Manager, will telephone your office
shortly in order to arrange a meeting. He will be able to give more
complete details of the machines and advise you on suitable items for trial.

We are sure you will find our SILVA range excellently suited to your
requirements.

Yours sincerely,
WADCO MANUFACTURING CO. LTD

F. TOMKINS
Sales and Marketing Manager
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LIGHTFOOT INDUSTRIES Ltd
18 Churchill Place
Tipton NT4 9HJ Somerset

Ref. : JD/CP
PENTAMEX S.A
15 La Boiserie
92100 BOULOGNE-BILLANCOURT
FRANCE
4™ April, 20..

Dear Sir,

We are in receipt of your brochure introducing your new products in the
"CLAIRTEX" range.

Some of the items presented could have applications in our own
manufacturing processes.

We should be obliged if you would forward fuller details of the range
together with your current price list quoting terms for overseas delivery.

Yours faithfully,

John DIXON

Purchasing Manager
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ETERNA-TOOLS, INC.

Route 9
Saddlebrook, N.J.07666

April 19, 20..
Mr. Jack Patterson,
Jack’s Hardware Store
72 Elm Street
Kennenbunk, Maine 066606

Dear Mr. Patterson,

We are sorry that the model 88b handsaws you purchased have not lived
up to your expectations. Frankly, we are surprised they have proved so
fragile and appreciate your returning them to us. Our lab people are
already at work trying to discover the source of the problem.

We are glad to assume the shipping costs you incurred, Mr. Patterson. But
may we suggest that, instead of a refund, you apply the price of these saws
to the cost of an order of model 78b saws. Your own experience will bear
out their reliability, and we are sure your customers will be pleased with an
Eterna-Tool Product.

If you will drop us a line okaying the shipment, your 78b handsaws will be
on their way within the week.

Sincerely yours,

J. Merton
Sales Manager
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JASONS COAL MINING LTD.

Head Office Bruce House
Bruce Street, Aberdeen AB9 1FR

June 7, 20..
Mr J. Simpson
Kent, Clarke & Co.Ltd.
South Bank House
Borough Road
London SE1 OAA

Dear Mr. Simpson,

Thank you for advising us that you never received the 14 tons of coal
covered on your purchase order No. 1239 dated 5 April 2000.

The coal was shipped on 16 April 2000. A tracer is being initiated and we
will notify you as soon as the information becomes available. If we are
unable to determine the status, we will immediately release a duplicate
shipment.

We are sorry for this situation and assure you of our prompt attention.

Yours sincerely,
Emily Snake
Shipment Department

Dear Mr. Pattison,

In reply to your letter of 10 March we send you herewith our latest
catalogue.

It features the complete range of our current lines. The models you are
interested in are presented on pages 16 to 22.
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Should you wish to obtain more detailed information about any of these
appliances, do not hesitate to contact us, by returning the enclosed reply-
card. We will not fail to provide full particulars as soon as possible.

Yours sincerely,

Dear Sirs,

We have studied your brochure and are particularly attracted by the B5T
on page 24.

The qualities of this item seem to correspond to the needs of our clients.
As you advise, we have contacted MODAZ, whom you mention as the
exclusive distributor in the area. We were told that this firm no longer
distributes your products. We wondered whether you would be able to give
us the address of another supplier or, failing this, to let us know if you are
in a position to deliver directly.

In the latter case, we would be grateful if you would give us details of your
terms of sale.

Yours faithfully,

Dear Sir,

During the International Trade Fair, you visited our stand and displayed an
interest in our products, and more particularly in our electronic toys.

| would be very happy to discuss with you the possibility of having these
articles distributed in your country, where we have no engagement with
any specific firm. We could meet at our... Headquarters unless you would
prefer me to come to...l enclose our brochure "Electronic Toys" which
includes our very latest models and in particular the second generation of
the "Linguistic Games" is which seemed to interest you.

| hope that we will be able to meet soon.

Yours faithfully,
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Dear Mr. Smith:

We have received your order for a Sony VCR but, unfortunately, must
return your check.

As a manufacturer, we sell cameras only to dealers, with whom we have
very explicit wholesale agreements. Nevertheless, we sincerely appreciate
your interest in Sony products. We are therefore enclosing a list of retailers
in your community who carry a full line of our cameras. Anyone of them
will be happy to serve you.

Sincerely yours,
John Knight
Sales manager

Dear Sirs,

We are pleased to have received your order of September 15 and would
like to welcome you as a new customer of Payton's Plastics.

Your order (No. 62997) for one dozen 4" x 5" sheets of % Lucite is being
processed and will be ready for shipment on September 21. It will be
delivered to your workshop by our own van, and payment will be c.o.d.
(our policy for all orders under $100).

We are sure you will appreciate the clear finish and tensile strength of our
entire line of plastics, Mrs. Julie Methel, our sales representative, will call
on soon with a catalog and samples.

Cordially,

Dear Sirs,

Further to your inquiry of 29th March concerning packing and transport of
overseas we are happy to supply the following information:

Consignments of our products are usually supplied in unitised loads of 100

on cardboard pallets with crush-proof boards as protection against rough
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handlings. Orders for overseas delivery are usually despatched by
container-ship, each shipment being transferred to the local rail freight
system on arrival at the port of entry.

Please advise us whether the above arrangements would suit your
requirements. We are always happy to modify details according to your
needs.

Yours faithfully,

Dear Sirs,

Thank you for your inquiry. Please find below our usual terms of
settlement of foreign orders.

The usual method of payment is by banker's transfer within 30 days of
receipt of statement. When we receive confirmation of credit transfer from
your bank we will make up your order immediately while awaiting
despatching instructions from your agent.

We are sure you will be satisfied with the quality of our goods and
services.

Yours faithfully,

Dear Sir,

We acknowledge receipt of your samples and are particularly interested in
your Chambord model.

Please find enclosed an order of 200 sets of this type of table linen.

Contrary to what Mr. Duvivier left you to understand, they should be
delivered to our shop in Le Havre, and not to our warehouse in Dieppe.
The delivery date will remain unchanged - the last week in March at the
latest.

We look forward to your usual prompt delivery of this order, and remain.

Yours faithfully,

Dear Sir,
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Having studied the brochure on your kitchen mixers COOKHAND 2000
we wish to place an urgent order for five of the caterer-sized units with
accessories as per the enclosed order form P3409 T.

If the COOKHAND 2000 unit fulfils our high expectations we would hope
to place a further order with you in the near future.

Yours faithfully,

Dear Sirs,

As we have now done business with you for over a year on the basis of
payment on invoice we would like to ask you to grant us open account
terms with quarterly settlements.

Our other main suppliers in your country have already agreed to trade with
us on these terms.

We hope you will be willing to comply with our request.

Yours faithfully,

Dear Mr. Helin:

We are in receipt of your letter of November 3, for which we wish to thank
you.

We are sorry to inform you that we discontinued the 42 K several years
ago, and have replaced it by model 58 K, which we think is an even better
instrument. The 36 K may also meet your requirements.

The prices of all available instruments, together with their specifications
are indicated on the enclosed list. We can ship one instrument to you by
Air Freight collect for shipping and duties.

If you would like to order one, kindly send us a bank draft or the price of
the instrument and add FF 100 for special packing.

If you need any more information, please let us know.

Sincerely yours,
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