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H@pGUqule 3anpocsl, HA4YAj10 nepecoeopoes

Kak nocnams 3anpoc, nonpocums npuciame Kamauioz, Rpaic-iucm, npocnexkm,
3a0ams 60NPOCHL U 06CYOUmMb MEXHUYECKUEe 0emanu npooyKma, 3anpocums 00paszuybl,
demoncmpayuonnvie mooeau. Kak npeonoscumsv ycnosusa coenxku, Memoobl
naamejceil, NONPOCUMb CKUOKU, 00CYOUms ycioeus nocmagku moeapa (Ha
peanuzayuio, 8 Kpeoum).

5.1 IlepBuYHBbIE 3aIIPOCHI

BonsmuHCcTBO MEPBUYIHBIX 3allpPpOCOB 06LI‘IHO GBIBaIOT A0CTATOYHO KOPOTKHUMMU.
OnHu MoryT OBITH OTIIPABJIEHBI IO MOUTE, (haKCy WK AIEKTPpOHHOM nouTe . Kak npasuio,
OHM BKJIIOYAIOT KpaTKyro WHGpopmanuio o Bamreld koMmaHum U croco0e IMoirydeHus
nH(GOpPMaLIMIO 0 KOMITAHUU — aJipecare.
5.1.1 B HavanpHOU YacTH MUChMa COOOIINTE KPAaTKHUE CBEJICHUS O CBOEH dupme

5.1.2 Kak Bw1 y3Ha11M 0 hrpme, KOTOPO# aipecyeTe CBOE MUChMO?

MO>XHO yOMSIHYTh TOT0, KTO PEKOMEHI0Bajl BaM 00paTUThCS K 3TOW KOMITAHHH,
WIM U3 KaKoro MCTOYHMKAa Bbl y3Hamu o Hel.

5.1.3 3ampoc karanoros, Ipaic-11ucToOB, IPOCIEKTOB
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He npuHsTO mpenocTaBisTh CIMIIKOM MHOro MH(opmamuu o cebde, eciu Bel
IPOCTO MPOCUTE MpHUCIATh KaTajJoru, Opoutopsl, mnpocnekTsl. He 3a0yapTe cooOmuTh
CBOM TOYTOBBIM ajapec (WM aJIpec HIEKTPOHHOM TMOYThI), a TaKXKe YyKas3arb,
3aWHTEepecoBaHbl JIn Bl B momydyeHnu Oosee moapoOHOW MH(OPMAIMH O KaKOM-JIH00
HOPOJYKTE.

5.1.4 3ampoc noapoOHOCTEH 0 ToBape

Korna Bel penaere 3ampoc 0 HpORyKTe WM yCIyrax, CTapaiTech MOHSTHO
OO0BSICHUTh, YTO MMeHHO Bbl xorture. Ilpu cchuike Ha OOBsIBIEHHE B Tra3eTre WU
MHTEpHETEe, yKaxkuTe ero aeranu. Ecimm Bwl cchutaereck Ha karanor, OykieT W T.II.,
yHnoMsiHUTE ero, Hanpumep, Cat. No.A143 Item No.54

5.1.5 3ampoc 06pa3ioB

BosmoxxHo, BbI 3ax0oTnTe mosyunTs 00pasiibl TOBapa WK MaTepuaa nepes Tem,
KaK pa3MeCTUTh 3aKa3. BONBIIMHCTBO MPOU3BOIUTENEH MPEIOCTAaBAT 00pa3Lbl WM, €CITU
pedb UIET O CIOKHOM U KPYNMHON TEXHUKE — MPUIIIACAT MOCETUTh IEMOHCTPAI[MOHHBIH
3aJ1 WIK IIpeJIokKaT 1ociarh Bamero npeactaBuTelns Ha 3aBOJ.

5.1.6 YcnoBus mOCTaBKH, METOBI MIIATEXKA, CKUJIKU U JPYTHUE MOJIE3HBIE BHIPAKEHUS

Jaxe ecnu Bbl ocBemoMIIeHBI O CTaHAAPTHBIX YCIOBHSX, BCEr/Aa MOXHO
nornpoOoOBaTh JAOTOBOPHUTHCS O JOMOJHHUTEIBHBIX CKUIKAX C TIOMOIIBIO BBIPAKCHHIA,
KOTOpBIE B JII0OOM cilydae He oOuasaT Bariero koHTpareHTa, HalpuMep:

MO>XHO TTOIPOCUTH HEOOJBITYIO TAPTHIO TOBapa Ha peanm3anuio (sale or return
basis — Ha yCJIOBHSX POAAKU WIIM BO3BpaTa), €CIM BbI HE yBepeHbI, HACKOJIBKO XOPOIIIO
Oyner mpomaBaThcsi ToBap. OOBIYHO Takas cxeMa BO3MOXKHA B pabOTe ¢ MOCTOSTHHBIMH
KIIMEHTAMH WU TIPU HATWIUH TapaHTHH.

5.1.7 Huxe Mbl NpUBEEM ApPYTHE IMOJIE3HBIE BHIPAKEHUS, KOTOPBIE UCIIOJIB3YIOTCS B

HO,Z[O6HI>IX IMUuCbMax-3arpocax

5.1.8 OxoHuYaHuE NMHCEM - IEPBUYHBIX 3aIIPOCOB
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OOBIYHO B KOHIIE TUCEM TAaKOTO poJia A0CTaToYHO mpoctoro "thank you". Tem He
MeHee, Bel MokeTe ymoMsHyTh, 4TO OyJieTe MPU3HATEIbHBI 32 CKOPBIA OTBET, WIH YTO
Bac ycTposT onpeneneHHbIe YCIOBHS.

Bel Takke MokeTe Hamucarh Mapy CJIOB O TEpCleKTHBax OusHeca U
MOCTOSIHHOTO CcOTpyAHuYecTBa. Ecnm mocrtaBmuk moiimer, 4To Bbl MoOXkeTe crath

MNOCTOAHHBIM KIIMCHTOM, a4 HC HACTPOCHBI HA OJHY CHACIIKY, CKHAKH MOT'YT CTaTb
CYImCCTBCHHO 6OJ'II)IH€, a YCJIOBU MOCTaBKU MATUC.

5.2 Kparkue 3anpocsl (mpuMepbl)

A 3anpoc kamanoza u npaiic-nucma

Date

Name/Title
Business/Organization
Address

City, Zip Code

Dear Name:

When we attended the International Electronics Trade Fair in London last month, we visited your stand and saw a very
interesting demonstration of your automatic high-security garage doors. The ability to drive straight in and out of your garage
from the comfort of your car, as well as your emphasis on theft protection, appealed to us. We believe that there is a ready
market for this in the United States.

Our company is a wholly owned subsidiary of the international Zetax Corporation, well-known in the security and theft
prevention industry.

Would you please send us your current sales literature and price list? Of course, we will be glad to provide the usual credit and
trade references if we decide to order from your company.

Sincerely yours,
Signature
Name

Date

Name/Title
Business/Organization
Address

City, State Zip Code

Dear Name:

A business associate of ours, Berend Kasius of the Hilbers Company in Albany, New York, mentioned your name and showed us
your company's brochure. We own and operate six medium-sized hotels in the Moscow area and are looking for a reliable fire
prevention/sprinkler system for these properties. Could you mail us your latest sales catalogue and price list? Thank you very
much.

Sincerely,
Signature
Name

Date

Name/Title
Business/Organization
Address
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City, State Zip Code
Dear Name:

One of our business associates—Mr. Ben Nevins of Gorham Brothers in Hong Kong—informed us that your company is a major
manufacturer of pure cotton-striped or solid polo shirts and terry jumpsuits in all sizes for young women. We would like you to
send us detailed information and your export price list, as well as several samples of the shirts and jumpsuits.

Thank you very much!
Sincerely,

Signature

Name

Dear Sir,
Please would you send me your Spring catalogue and price-list quoting c.i.f. prices, Le Havre? Thank you.
Yours faithfully,

Date

Name/Title
Business/Organization
Address

City, State Zip Code

Dear Sir/Madam:

Could you please send us your current catalog and price list of the video recorders advertised in this month's issue of
Professional Video Equipment News} We are operating a video production facility and are particularly interested in Models AA5
and AA8.

Please, reply as soon as possible as we would like to make a purchasing decision early next month.
Sincerely yours,

Signature

Name

B Ilpocvoa npucname npocnekm modxncem 0blmo 8blpax;cena 6 paziuyHoul opme

Dear Sir,
I would like some information about your Proficiency courses in English beginning this July.

Please send me a prospectus, details of your fees, and information about accommodation in London for the period July-
December. If possible I would like to stay with an English family. Thank you.

Yours faithfully,

Eme onun BAapHUaHT IMUCbMa:

Date

Name/Title
Business/Organization
Address

City, State Zip Code

Dear Name:

We are the U.S. buying agents for a direct mail organization in Japan offering quality merchandise to consumers at bargain
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prices. Products, which carry an unconditional money-back guarantee, include tools, do-it-yourself aids, automotive supplies,
plus a whole range of hobby and sporting supplies.

Would you please send us your latest price lists and illustrated catalogs for all the products you stock, including detailed
information on your discount system for substantial orders?

We look forward to hearing from you soon.
Sincerely,

Signature

Name

Date

Name/Title
Business/Organization
Address

City, State Zip Code

Dear Name:

We are interested in having a stand in next year's Consumer Electronics Exhibition in Boston and would be grateful if you could
mail us a copy of your detailed Exhibition Folder.

Sincerely yours,
Signature
Name

Date

Name/Title
Business/Organization
Address

City, State Zip Code

Dear Name:

Please send us two copies of the color brochure on your new Samson Color Copier Model 33H advertised on page 15 in your
"Office Supplies" catalog No. 93.

Thank you for your prompt response to this inquiry.
Sincerely,

Signature

Name

C Ilpocvba npucnamev obwyro ungopmayuio.

OOparure BHUMaHME, YTO YIOMUHAHKUE B 3TOM NUCbMe (aOpuuHOi 1eHsl (trade
price) TOBOpPUT MPOU3BOJUTENIO O TOM, UTO OH UMEET JIeJ0 C PO3ZHUYHON MIJIM ONTOBOM
(bupMOIi, a HE C YACTHBIM JIMLIOM.
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Date

Name/Title

Business/Organization

Address

City, State Zip Code

Dear Name:

We have heard from the German Consulate in Chicago that you are a leading producer of self-adjusting, all-weather sunglasses
in Germany. Since there seems to be a growing interest in and demand for such high-quality ambermatic sunglasses in the
United States, we would like to know the frame styles that are now available for both men and women.

We are importers of optical products, including glasses, sunglasses, binoculars, and loupes.

Please, send us your illustrated catalog, export price list, and terms of business. As a rule our domestic and international
suppliers allow us to settle by monthly statements. We can supply you, of course, with business and bank references. We look
forward to your reply.

Sincerely,

Signature

Name

Dear Sir,

Could you please send me details of your tubeless tyres which are being advertised in garages around the country?
I would appreciate a prompt reply quoting trade prices.

Yours faithfully,

Date

Name/Title Business/Organization
Address

City, State Zip Code

Dear Name:

We would be grateful if you would send us patterns and prices for your floral-print, quilted com-forters and geometric-design
bed spreads (sizes: Twin, Full, Queen, and King). Please, also inform us whether you could supply these goods from stock,
because we need them before the Christmas season starts.

Sincerely,
Signature Name

Date

Name/Title Business/Organization
Address

City, State Zip Code

Dear Name:

Your company has been highly recommended to us by the Alex Thallier Company in Paris, France. We are a small company
specializing in cordless telephone equipment and have received numerous inquiries from our business customers for a cordless
phone that delivers sound quality comparable to that of a corded telephone. We want to expand our range of equipment and
would like you to send us full details of your cordless phone models as well as the latest sales catalogue and your most
competitive dealer prices. Please, also include information about packing and shipping (GIF Boston) and the minimum quantity
for a trial order.

We look forward to hearing from you soon.
Sincerely,

Signature

Name
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Date

Name/Title
Business/Organization
Address

City, State Zip Code

Dear Name:

We are interested in ordering 175 new electronic memory-read typewriters for our new direct-mail facility at Reddington, Utah.
Could you please send us an estimate? The enclosed specification sheet provides the necessary details.

Sincerely yours,
Signature
Name

Date

Name/Title
Business/Organization
Address

City, State Zip Code

Dear Name:

Could you please send me information about the international sales training program as advertised in the April issue of
International Sales Training Magazine? Thank you very much.

Sincerely,
Signature
Name

Date

Name/Title
Business/Organization
Address

City, State Zip Code

Dear Sir/Madam:

We have seen your advertisement in the March issue of Business Catering Management and would be grateful if you could
send us details about your catering services for medium-sized companies.

A prompt reply would be appreciated.
Sincerely,

Signature

Name
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5.3 3ampoc B oTBeT Ha 00bsIBJICHHE

B 3TOM mHChbMe KIMEHT OTBEYAET Ha OOBSBIECHUE O MPOJIAXkKe KACCET, KOTOPOE OH
OpoYMTaN B OTpacieBoM >KypHaie. [lokymarenb pemmnn 3ampocuTh y MpojaBlia
JIOTIOTHUTEIHHYO HH(DOpMAIIHIO.

251 rue des Raimoni&res F-86000 Poitiers Cidex
Tel: (33) 99681031 Teltcopie: (33) 102163

Ref: PG/AL 12 May 2005
The Sales Dept.

R.G. Electronics AG

Havmart 601

D-5000 KdéIn 1

Dear Sirs,

We are a large record store in the centre of Poitiers and would like to know more about the tapes and cassettes you
advertised in this month's edition of 'Hi Fi News'.

Could you tell us if the cassettes are leading brand names, or made by small independent companies, and whether they
would be suitable for recording classical music or only dictations and messages? It would also be helpful if you could send us
some samples and if they are of the standard we require, we will place a substantial order. We would also like to know if you
are offering any trade discounts.

Thank you.
Yours faithfully,

P Gerarcl

P. Gerard

5.4 3ampoc oT MeHemKepa Mo 3aKyNKam

MHorue QupMBI MUMEIOT B JPYTWX CTpaHaXx CBOMX AareHTOB II0 3aKylKam,
KOTOpBIE ACUCTBYIOT OT UMEHHU I'OJIOBHOW KOMITAHUH.
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Sanders & Lowe Ltd.

Import and Export, (London Office), Planter House, Princes Street, London EC1 7DQ

Birmingham Office: 28 Bradshaw Street, Birmingham B5 1TQ Telephone: 071 5431615
Manchester Office: 343 Oxford Street, Manchester M27 2LR Fax: 071543 1925
Liverpool Office: 54 Bakers Road, Liverpool U 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

Yourref: —— - Ourref: 180/MB Date: 7 JULY 2005

The Sales Manager
Glaston Potteries Ltd.
Clayfield

Burnley BB10 IRQ

Dear Sir or Madam,
We are writing to you on behalf of our principals in Canada who are interested in importing chinaware from England.
Could you send us your latest catalogue and price-list, quoting your most competitive prices?

Our principals are a large chain store in North America and will probably place substantial orders if the quality and prices of your
products are suitable.

We look forward to hearing from you soon.

Yours faithfully,

I8/ =

L.W. Lowe (Mrs)

5.5 3ampoc 00pa3uoB AJ 03HAKOMJICHUS

KnuenT, HanucaBIIMii 3TO MUCHMO, YK€ MMEJ JEJIO C JTaHHOW KOMIAHUEW, U B
3ampoce ymoMuHaeTcss o0 3ToM. K 3ampocy NpuioKeH NpeaBapUTENbHBIN 3aKa3 —
KJIMEHT YBEPEH B COTJIACHH MOCTABIIUKA MPEIOCTABUTh KOMILIEKTHI JIJII 03HAKOMJICHUS
n I/I3y‘-IeHI/I$I cnpoca. B TaKOM cnyqae peKOMeHILaI_[I/II/I HGOGHB&TGHLHBI.
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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 2005
Homemakers Ltd.,

54-59 Riverside,

Cardiff CF1 1JW

Dear Mr Cliff,
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?

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

Yours sincerely,

5.6 3ampoc ot Toprosoii GupmMbl 3apydeKHOMY
NPOU3BOIUTETIO

OTO MNHUCBMO OT PO3HUYHOW CETH HTAIbSHCKOMY IPOU3BOIMUTENIO. 31ECh
BJAJIENIEL] CEeTH OOBACHAET, OTKyJa y Hero MHGpoOpMalus O MPOU3BOAUTENE U AAET
MOHATH, YTO Pa3MEp ONTOBBIX CKUIOK U INpejiaraéMblii METOX OILIATHI MO3BOJAT €MY
caenatb 3aka3. OH 3apaHee CTaBUT YCJIOBHUS, IIOCKOJIBKY, OyIy4d ONTOBBIM
MIOKYIIaTEIEM, CYATAECT BO3MOKHBIM JUKTOBAThH yCIIOBHS.

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 2005
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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5.7 CuaoBa nJjd 3anoMHUHAHUSA

to make an enquiry about a

product

to enquire about a product

a company
a supplier

a customer

a wholesaler

a retailer

a bulk buyer

an agent

a principal

an associate

a representative

a subsidiary

a co-operative society
a Trade Association

a catalogue

a brochure

a booklet

a prospectus

a price-list

a leaflet

a showroom

a demonstration

a circular letter

a trade journal
samples

patterns

to offer concessions
to quote a price

to suggest/state terms
cash discount

trade discount

coenamu 3anpoc 0 npooyKme

3anpauiusams UHGOPMAayuro 0 NPoOyKme
KOMRNAHUsL

nOCMasuWUK

KAUeHm

onmoeast mop2osasi hupma
PO3HUYHASL MOP208ast pupma
ONmMOoBbll NOKYnamelv

acenm

NPUHYUNAT

KOMNAHbOH

npeocmasumeins

Gunuan

KoonepamugHoe 00uecmeo
mopeosast accoyuayus
Kamanoe

bpouwiopa

oyKkniem

npocnexkm

npatic-aucm

pPeKIamMHbll OyKIem
O0eMOHCMPAYUOHHBIU 341
demMoHcmpayust

YUPKYTISIPDHOE NUCbMO
OmMpaciesoll HCYPHAL

obpasyvl

mooenu

npeonazamos CKUOKU
HA3HAYamv yeHy
npeonazamv/onpeoeniams YCio8us
CKUOKU 30 pacyem HATUYHbIMU

mopecoevlie CKUOKU
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quantity discount
monthly/quarterly statement
documents against acceptance

bill of exchange

to place an order
goods on approval
goods on sale or return

to stock a product

to hold/carry (a) stock of a
product

to invite/seek a tender or
estimate

to provide/supply a tender or
estimate

a reference
to ask for trade references

to provide/supply trade
references

CKUOKU 30 KOJIUYECMBE0
e:)fceMec;wubze/Keapmanbele omuyembul

nepeoava OOKyMeHmos Ha NPaso 61a0eHUs.
COOCMBEHHOCMbBIO NOCIE NPUHSAMUSL
noxynamesnem 4exka K oniame

B€EKCEJlb
pasmecmunib 3aKAd3
moeapbul 07151 O3HAKOMJICHUS

mosapwvl ¢ 03MOICHOCHIbIO 8038pama (8
cayuae, eciu oHu He 6yOym npoodambl)

umenivb moeap Ha CcKnaoe
()epOfcamb 6 Haiuduu sanac mosapa

npPOBOOUMb KOHKYPC UNU OYEHKY
YHACmMB8068amb 8 KOHKYpce No yeHe

0mM3b18, PEKOMEHOAYUS
3anpauusams UHGOPMAYUs 0 COCMOAHUU Oell
Gupmol

npeooCcmasisims UHGOpMayus 0 COCMOSHUU
oen

5.8 OtTBeTbl HA NUCHMA-3ANIPOCHI

B oTBere Ha cBoi 3a1poc Br1 MmoxeTte BCTPCTUTLCA C pa3JIMYHBIMU BApHAHTAMU

IMHUCEM:

Name/Title
Business/Organization
Address

City, State Zip Code
Dear Name:

Sincerely yours,
Signature
Name

Thank you very much for your request of April 16 for samples of our new ABC fabrics. We have asked our agents in San Diego,
Arthur Roth Company, to supply you with a copy of our current sales catalog and price list and a full line of samples.

We appreciate your interest and thank you for writing to us.
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Date
Name/Title
Business/Organization
Address
City, State Zip Code
Dear Name:

Thank you for your interest in our sales management training program. Per our telephone conversation of yesterday, I am
enclosing detailed information about this program.

If you have any questions, please do not hesitate to contact me.
Sincerely,

Signature

Name

Date
Name/Title
Business/Organization
Address
City, State Zip Code
Dear Name:

Thank you for your inquiry. I hope that the enclosed information about our institute's direct-mail marketing course will be of use
to you. Just give me a call at (000) 000-0000 and I will be happy to answer any questions you may have.

Sincerely yours,
Signature
Name

Date
Name/Title
Business/Organization
Address
City, State Zip Code
Dear Name:

Thank you for your request for additional information on the Misell Carpet Machine, which we have been producing since 1994.
This professional vacuum cleaner removes deep-down dirt.

Misell Company has an excellent reputation for high-quality products, reliability, and service. Our products are designed and
manufactured in the United States.

I have enclosed a special folder on the Misell Carpet Machine and a catalog that describes our other professional floor care
products, including the Silent Power cannister and the Full-Power Upright Vacuum Cleaner. Please call me at (000) 000-0000 if
you have any questions.

Sincerely yours,
Signature
Name
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Date
Name/Title
Business/Organization
Address
City, State Zip Code
Dear Name:

Thank you for your fax of February 19. Enclosed is our current summer sales catalog for the complete range of Fairfax products
you asked for, together with full details of our liberal terms of business. As you can see on page 3 of our price list, we allow you
a special discount off all net prices for orders of the value you stated in your fax. Delivery will be within four weeks of receipt of
your order. However, to take full advantage of these special summer sales offers, we advise you to place your order promptly.
We expect considerable response to our summer sale and supplies are limited.

If you have any further questions, please contact us. We look forward to hearing from you as soon as possible.
Sincerely,

Signature

Name

Date
Name/Title
Business/Organization
Address
City, State Zip Code
Dear Name:

Thank you for expressing an interest in Elyxx/Automated Simulations. In response to your request for further information on our
product line of computer games, we enclose our latest catalog and price lists.

We are in the process of expanding our distribution channels internationally as the demand for high-quality computer games
increases. Our games are unique and positioned for your market. Take a few minutes and review the enclosures, and you will
see why so many top retailers have added the Elyxx computer games to their product mix.

Please contact us if you have any questions regarding the product line or material enclosed. We look forward to hearing from
you in the near future.

Sincerely,
Signature
Name

Date
Name/Title
Business/Organization
Address
City, State Zip Code
Dear Name:

We are pleased to enclose the Master Film Classic Video catalog you requested in your letter of April 2. Also included is a catalog
of titles available on the Master Famous Films label. You may order these titles using either the Film Classic or Famous Films
order form.

Please note that postage rates listed in both catalogs apply to USA destinations only. Parcel postage to countries within the
European Union is $5 per tape; outside the European Union $7 per tape.

Kind regards,
Signature
Name
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Date
Name/Title
Business/Organization
Address
City, State Zip Code
Dear Name:

Thank you for inguiring about Graphica Corporation and our products. The enclosed literature details the capabilities of our
computer graphics systems. We understand the need for efficient information management and let it guide the research and
development of our integrated software and hardware products.

If you have additional questions after reading our literature, please call our company's regional office in your area. Our sales or
technical representatives would be happy to discuss pricing or arrange a demonstration at your office. A list of regional offices
and telephone numbers is enclosed for your convenience.

We appreciate your interest in Graphica Corporation.
Sincerely,

Signature

Name

Date
Name/Title
Business/Organization
Address
City, State Zip Code
Dear Name:
Thank you for your fax of April 23 requesting dealer information about our company's newest Grand Mobile Homes.

With over 4,000 Grand Mobile Homes sold and in service in the southwestern United States, our unique concept has been
proven popular. Built with the latest technology and newest materials and with simplicity of maintenance in mind, our rugged
and durable Grand Mobile Homes offer flexibility available in no other mobile home on the market today.

The enclosed brochures as well as the detailed technical and dealership information show you why our Grand Mobile Homes
have become an outstanding sales success during the past three years. After you have reviewed our information package,
please feel free to contact us for further information. We also want to invite you to visit our manufacturing facilities in Sun
Valley, Arizona. We would be pleased to show you how our Grand Mobile Homes can meet your requirements of mobile homes
in southern Florida, efficiently and economically.

Sincerely,

Signature

Name

Date
Name/Title
Business/Organization
Address
City, State Zip Code
Dear Name:

In reply to your letter of September 12, we are pleased to enclose a copy of our most recent sales catalog which features the
complete range of our new corduroy sports jackets for men. These handsome and versatile jackets—in beige, navy, chocolate,
or rust—can be worn from the office to informal dinners to weekend activities in great style and comfort. The medium-wale
corduroy is made from a long-wearing blend of long staple cotton and polyester and is soft and easy to wear. The models that
you are interested in are presented on pages 9 to 15.

Mr. Robert Dillon, our regional sales manager, will telephone your office next week in order to arrange a meeting. He will be
able to provide you with complete details of our other new sportswear lines.

Sincerely,
Signature
Name

BUBNWA QENOBbIX MUCEM, ®AKC-COOBLUEHNN, 20 E-MAIL HA AHTTIMMICKOM A13bIKE




5.9 Ortka3 oT HOCTYNMBIIMX MPEAI0KEHUH
B HEKOTOpBIX CilydasiXx, HECMOTPsI Ha BCIO MPHUBJIEKATEIBHOCTh, BaMm mpumercs

OTKa3bIBaThCSl OT pa3IM4YHbIX Ou3Hec-mpemioxenuil. [locrapaiitech 3TO0 nenaTh Tak,
YTOOBI HE HAPYIIUTh JAIBHEHIINX OTHOIEHUH C KOHTPAreHTOM :

Mpu4uHbl omka3a om npoekma: CrUWKOM ébICOKasi CMOUMOCMb

Dear Name:

Thank you for submitting your proposal for name of project. Unfortunately, your proposal makes it clear that the project would be
prohibitively expensive. We cannot, therefore, proceed.

Please be assured that we appreciate your prompt attention to our request for a proposal, and we will keep you in mind for future
projects.

Sincerely,

Dear Name:

Your proposal for name of project is very impressive and has occasioned a great deal of thought here. Unfortunately, after
thoroughly costing the project out, we have concluded that it is prohibitively expensive.

I am returning the proposal to you with our thanks, and we will certainly keep you in mind for future projects.
Sincerely yours,

Mo npu4uHe Hecoomeemcmeus ycJsio8UsiM PbIHKa

Dear Name:

Thank you for your project proposal for name/type of project. We read the proposal with great interest, but have concluded that
it is inappropriate for our market needs, customers, etc..

We appreciate your thinking of us. Sincerely,

Dear Name:

Thank you for letting us see your proposal for name/type of project. Unfortunately, what you propose lies well beyond our area of
specialization and is not, therefore, right for us.

Sincerely yours,

Dear Name:

We have completed our review of your proposal to supply Name of product. Unfortunately, the equipment you propose does not
meet our minimum specifications. There is still time before our date deadline for considering proposals. We invite you to reexamine
our spec sheet and submit a revised proposal.

Sincerely yours,
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Dear Name:

Your proposal is very impressive, but the merchandise you have available d'oes not meet the specifications outlined in our RFP. We
invite you to reexamine the RFP and, if you can supply more appropriate merchandise, please resubmit your proposal before the
deadline of date.

Sincerely yours,

Mo npu4yuHe Henodxodswux ycnosuu

Dear Name:

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, and we have elected to go with the proposal of another vendor.

We appreciate your taking the time to prepare and submit the proposal.
Sincerely yours,

Dear Name:

Competition for this project was not just lively, it was downright fierce. We received many very fine proposals, yours among them.
However, we could only go with one—which offered the very best combination of service, product, and price.

Thanks for taking the time to prepare your very impressive proposal.
Sincerely yours,

Mo npuyuHe usnuwHrelu cneyuanusayuu

Dear Name:

I have received and reviewed your proposal to create a name of product. The idea is a very interesting one, but I am convinced
that the market for such a product is, at this time, too narrow, specialized, and limited to warrant the investment necessary to put
your proposal into production.

I'd be happy to go into greater detail, if you like. Give me a call.
Sincerely yours,

Mo npu4yuHe HeadekeamHbIX 2apaHMUUHbLIX yC/108USIX

Dear Name:

Thank you for your proposal to supply name of product. While there is much that we like about what you propose, your warranty
terms are inadequate. Please consult our specification requirements once again. If you can revise your warranty to meet these
requirements, we will be pleased to reconsider your proposal.

Sincerely yours,

Dear Name:

Your product looks great. Unfortunately, the warranty you offer falls well below our minimum guidelines, which specify terms. We
will not consider purchasing additional coverage, but if you can extend the standard warranty as specified, we will be delighted to
reconsider your proposal.

Sincerely yours,
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Inaea 6

3axaz mosapa

Covering letters — nucoma, conposodcoarowue 3axkas, NOOMeep’cOeHue
niamesica, CKUOKU, O0amvl OOCMABKU, CHOCOObL 0OCMABKU U YNAKOBKLL,
VIAKOBKA;, NOOMEepicOeHUe NOJYYeHUs. 3aKA3d;, OMmepy3Kd, 30A0epPHCKA
OMNPABKU, OMKA3 6 NoCcmaske mosapa u npudunsl (Oonvuie Hem 6
HAIUYUU, NIOXASL PEnymayus, nioxue yCio8us, pasmep 3aKasa).

6.1 Pasmernenue 3aka3sa

3aka3bl 0OBIYHO TIEpeIaroTCs Ha (PupMEHHOM OylaHKe (UPMBI C YKa3aHUEM JaThI
¥ HOMEpa, KOTOPBIA B TalbHEHIIEM ClIelyeT IPUBOIUTH B JIFOOOW MEPENUCKE 110 IOBOIY
naHHoro 3akasza. Jlake 3aka3 mo TeiaepoHy WM AJIEKTPOHHOW IOYTE COIJIACHO
MEXIyHapOAHON JEJ0BOM NPAaKTHKE MOATBEP)KIAETCS NUCBbMEHHO (IIMCBMOM WIH
dakcom) .

Hwmxe MbI pacckaxeMm, M3 KaKUX Pa3/ielioB OOBIYHO COCTOMT MUCbMO-3aKka3. He
BCE pa3/ielibl ABJSIOTCS 003aTENbHBIMU B KaX/I0M KOHKPETHOM CIIy4ae.

IIncema, KOTOpBIE CONPOBOXKIAIOT 3aKa3bl W IMOATBEPXKAAOT HUX IOJIYyYECHHE
JOJDKHBI OBITH KPAaTKMMM, TOYHBIMH, U 110 CyLIECTBY. Bo MHOrux ciyyasx KOMIOaHUU
UCTIONB3YIOT CTAaHJApTHBIE NPOHyMepoBaHHBIE (opMbl. CONPOBOAUTENFHOE MHUCHMO
4acTo MOChUIAeTCsl BMecTe ¢ (opMoil 3aka3a. B cBolo ouepenb MOCTaBIIMKM TaKxke
UCTIONB3YIOT (POPMBI TS TOATBEPIKICHUS IpUeMa 3aKasa.

[Ipu pa3mernienun 3akaza MUCbMOM WM (DaKCOM, CIEAYIOLIUE NETaIN JOJKHBI
OBITh YMOMSIHYTBI: CCHUIKA HA MPANC-TUCT WJIK OTOBOPEHHYIO II€HY, CKHJKH, HOMEpa
KAaTaJIOTOB; KOJIMYECTBO; KAayeCTBO, MOJEIM, Marepuanbl M [BETa; YNAKOBKa,
CIeLMaIbHbIE MAapKUPOBKM, M  HHCTPYKUMU MO JOCTaBKE; XpaHEHUE Ha CKIAJE;
MOCTaBKa; JOKYMEHTHI (Hamp.. cueT-pakTypa, mpo-GpopMbl, TAMOXEHHbBIE JOKYMEHTHI,
TPAaHCIIOPTHBIE HAKJIAHBIC, CTPAXOBAHUE); U MOATBEPKICHHE CPOKOB OILIATHI.
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6.1.1 IIucsma, conmpoBoOKIAIONLIHNE 3aKA3

O6T>${CHI/ITG, 4TO JAHHOC IMMHUCbMO CONIPOBOKAACT Bai 3akas.

[Tpumep mHcbMa, COMTPOBOKIAIONIETO 3aKa3, B KOTOPOM MOATBEPIKIACTCS IIEHA U
YCIIOBUS TTOCTABKU (HAa CKIIJ).

Dear Name:

We acknowledge receipt of your samples and quotation of October 3. Please find enclosed our order No. GW/RK 1193-DdeO, for
450 Martinex 100 percent cotton thermal blankets for twin- and full-size beds.

We would remind you that, as stipulated in our letter of August 29, the blankets must be delivered to our warehouse in Salt
Lake City before October 15, because our special Winter Sales Week will start on Monday morning, October 27.

Sincerely,

OGpaTI/ITC BHUMAaHHEC, 4YTO B OTOM IMHUCBMC MOATBCPKAACTCA OTKPLITUC
AKKpEAUTHBA HA ITOCTAaBIIHKA.

Dear Name:

Enclosed you will find our order No. X776 for 550 Brass Fini sh Table Lamps Model 33D. In accor dance with your terms of
payment we have instructed International United Commerce Bank to open a credit for $18,710.40 in our favor at their branch
office in Newark, New Jersey. This branch office will accept your draft on them for the amount of your invoice.

Sincerely,

Enie neckoabko MMpUMEPOB MUCEM, COIIPOBOKAAOIINX 3aKa3

Dear Name:

Thank you for responding so quickly to our telephone inquiry of June 26 about your "Rough Country" insulated leather sports
boots for men (spring catalog: Model X9-ZZ).

We believe that these guaranteed waterproof boots will sell well in Norway and therefore we enclose our order form No. 02985B
for a substantial trial order. We accept the terms in your quotation o: June 28 and also confirm that payment will be made by
irrevocable letter of credit.

Please acknowledge this order and also confirm that you will make delivery to Dallas, Texas, before September 15.

Sincerely yours,

Dear Name:

We thank you for your quotation of July 3 for the supply of vacuum bottles and find your terms acceptable. We are pleased to
enclose our order, Xo. 993 for 1,500 unbreakable stainless steel vacuum bottles (Cat. No. 330C 1-quart Bottle) at SI9.75 per
bottle.

We would appreciate delivery within one month and look forward to your acknowledgment.

Sincerely,
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Dear Name:

We are happy to enclose our trial order No. SidB-8822, for 325 Burda Ladies' Car Coats, size medium, navy blue color; at $98.75 per
coat, subject to six percent quantity discount. Please sign the duplicate of the enclosed order form and return it to us as your
acknowledgment.

As stated in your quotation of April 8, we may expect immediate shipment from stock.
We are looking forward to your acknowledgment.

Sincerely yours,

6.2 OOcyxaeHue meH

Korna nmponsBoauTenb, ONTOBBIN MPOIABEI] PUBOIUT LIEHY, B HEE MOTYT OBITh
BKIIIOUEHBI WJIM HE BKIIOYCHBI TAKWE U3JEPIKKH, KaK MEePEeBO3Ka, CTPaXOBKA, HAIOTH U
npoure cOopbl. LleHbl, KOTOPBIE BKITFOYAIOT BCE TUIATEKU TPETHHM CTOPOHAM, Ha3bIBAIOT
o0braHO "gross price” — "yena 6pymmo", 1ieHa MPOU3BOIUTENS 0€3 JTOMOTHUTEIBHBIX
cbopoB — "net price” — "yena nemmo".

Kax mpaBuio, oTBeT B Takod (opme HE SIBISETCS IOPUIUYECKUA 00s13aTeIbHOMN
LIGHOfI, T.C. IpOJAABCI] HA 31O cTauu HE CBsA3aH LICHOBBIM O6$I33.TCJIBCTBOM, U MOXECT
0003HAaYHUTh B CBOEM OTBETE CPOKU WJIH YCIOBUS U3MEHEHUS LICHBI.

B s3TOM nuckMe OT3BIBaIOTCS YKC NpCAOCTABJIICHHBIC PACICHKH.

MERION INSURANCE

7542 Warner Place
Chicago, IL 60603

May 10, 20XX

Lisa Reiters

Managed Care Insurance Marketing Corporation

P.O. Box 1051

Los Angeles, CA 90052

RE: 1933 Sterling Silverware

Dear Lisa:
Koncmamayus

As we discussed today, Merion is withdrawing the quotes that I sent you on this case. In reviewing
npu4un

the information that was supplied, we don't feel this would be a good risk for Merion.

I'm sorry this couldn’t be a more favorable response, but I look forward to working with you at Peziome
another time.

Sincerely,
Signature
Joyce Cole
Supervisor
JC/mj
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6.3 YciaoBus omarbl. Bo3M0KHOCTH peI0CTABICHU S
KpeauTa

IHoaTBepauTe yciaoBus OIJIATHI.
[Toapo6Hee o maTexax pacckazaHo B ['aBe 7.

3anp0c BO3MOKHOCTH IIPEAOCTABJICHUS TOBaApa B KPEAUT.

Ha ompenenenHom stamne coTpyAHUYECTBA MOKyHaTeNlb MOXKET PACCUUTHIBATH Ha
60.]166 NPUCMIICMBIC YCJIIOBHA OINIATHI, BKIIOYAOIINUEC OINIATY TOBAapa 4€pe3 OTOBOPCHHOC
BpeMs mociie ero mosiydeHus. OOBIYHO B 3TOM Cllyda€ B CTaHJAPTHONM MHPOBOM
NpPaKTUKE IPUHATHI CIEAYIOINE BApUAHTHI 0OpaIieHus:

Dear Name:

As we have done business with your company for more than 18 months on the basis of payment on invoice, we would now like to
request you to grant us open credit terms with monthly settlement.

You may check our credit rating with Mr. William Hamilton, Branch Manager of the Bank of Indiana, 000 Orchard Street, Belleville,
Indiana 00000.

For information concerning our company's promptness in paying invoices, we refer you to the following credit references:
«  Wells Export Company, 000 Oxford Street, Phillipsville, PA 00000.
- Nathan Kane, Inc., 000 West 42nd Street, Nathan, MA 00000.

Paxton & Asscher Company, 000 Brentwood Place, Chicago, IL 00000.
If you would require additional information, we will be glad to supply it.

Sincerely,

Dear Name:

For the past six months, we have been purchasing household appliances from your company on a C.0.D. basis. However, we
would now like to open a line of credit. Please, let us know your usual credit terms and also what credit references and other
business information you require to open such an account.

We hope your company will be willing to comply with our request.

Sincerely,
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Dear Name:

We would like to order nine Samsom Laser Printers, Model H] 933, at $1,339 per printer, as listed in your January Dealer Catalog.
Also, we request that you open an account with 30-day credit terms for us, starting with the order listed above.

Our company, Computeronica Consultants, was established ten months ago. It sells computer hardware and software to small
businesses located in and around Dayton, Ohio. We also act as computer systems advisers to these companies. Computeronica
Consultants has enjoyed a steady improvement in business since our opening.

The following companies will furnish you with credit information about our financial responsibility and promptness in paying our
bills:

 Kaiser Electronics, Inc.

00 Franklin Avenue, Palo Villas, CA 00000.
e  Edward Mills & Company

000 Broad Street, Cambridge, VT 00000.
e Ruta Computer Sales, Inc.

00 Wilson Plaza, Westwood, NJ 00000.

Our bank is The International American Bank Branch Office (Mr. John Brown, Vice President), 000 Wallington Avenue, Edgewater,
NJ 00000.

You are, of course, welcome to call us if you need additional names of credit references or require more information for granting
credit.

Since your Samsom Laser Printers are of the high quality and attractive price range sought by our small business customers, we
expect to place many more orders for them. This initial order could therefore mark the beginning of a profitable relationship.

Sincerely,

OTBeT Ha 3aMPOC 0 BO3MOKHOCTH NMPEAOCTABJICHUS TOBAPAa B KPEAUT.
IHonoscumenvroii

Dear Name:

Thank you very much for your purchase order #CC-373. So that we may extend our normal credit terms of 30 days, please
provide us with the following information:

= Your company's most recent financial statements

« Names of three suppliers with whom your company is presently doing business
« Name of your bank

Thank you for your cooperation.

Sincerely,
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OmpuyamenvbHblil

Dear Name:

Thank you for your order No. 00530 of January 19 for 600 Bambo Quartz Travel Clocks Model ISA at $19.95 per unit. We have
these clocks in stock and will be able to deliver them before the date— March 6—you requested.

However, we are sorry that we cannot supply your order on the credit terms you requested and for that reason request
prepayment. Enclosed you will find our pro-forma invoice. We would be obliged if you would arrange payment for this invoice by
either irrevocable letter of credit or banker's draft as soon as possible in order that we can ship the goods F.O.B. Buenos Aires.

Sincerely,

Ecnu Bama koMmanusi pemaer BONpoC O MPEIOCTaBIEHUH TOBAPHOTO KPEIWTa,
OOBIYHO OHA 3aMpaliuBaeT TPETbH CTOPOHBI O HANEKHOCTH MapTHepa. VM, HakoHell,
BO3MOXKHO, YTO WMEHHO K Bam oOparsaTcs 3a pexkomMeHaalueir W ¢ MpochOoi o
MPEIOCTaBICHUU MHPOPMAIIUHU O KPEAUTOCTIOCOOHOCTH KJIMEHTA.

Bot moosiceme oamo nonoscumenvHulii 0m3vlé

Dear Name:

We are happy to endorse the Allied Graphics Company—with corporate headquarters at Hooverville, Florida—as a good credit risk.
This company is well known to us, since we have had business dealings with them during the past twelve years. As far as we can
ascertain the company appears to be in good financial condition and their record of payment has been completely satisfactory.
Therefore, you should have no hesitancy about extending credit to the company up to the amount of $15,000 a month.

Sincerely,

Dear Name:

In reference to your inquiry of May 11, as to the financial standing of the Cedexa Company in Mid-dletown, South Carolina, we are
pleased to inform you that this company enjoys an excellent reputa-

tion and has been in business since 1982. We have dealt with Cedexa for the past eight years and they have been very prompt in
meeting all their finanical obligations during that entire period. Most of their monthly purchases have been in the low five-digit
figures.

We believe that your company would be justified in working with Cedexa on the credit terms they propose.
Sincerely,

Hnu y K COXMCANNEHUIO, OMKAa3ambcCA pekomem)osamb oaunylo KomMnaHurw

Dear Name:

I acknowledge receipt of your letter of November 21. However, I regret that I am unable to give you a satisfactory reference for
the Jacques Lamberte Company in Carrollton, Kansas. During the past two years that I have been doing business with Lamberte
Company, my experiences have been unsatisfactory. Payments are never made promptly and the company accounts are always in
arrears for two or more months.

I trust that this information, which is given to you in strictest confidence, will be helpful to you.
Sincerely,

BUBNWA QENOBbIX MUCEM, ®AKC-COOBLUEHNN, 28 E-MAIL HA AHTTIMMICKOM A13bIKE



6.4 Cxkuaku

[TonrBepauTe COracoBaHHBIE CKUAKH.

F. Lynch & Co. Ltd.

ORDER No. DR 4316
F. Lynch & Co. Ltd.

(Head Office), Nesson House, Newell Street, Birmingham B3 3EL
Telephone: 021236 6571 Fax: 021236 8592 Telex: 341641

Satex S.p.A
Via di Pietra Papa
00146 Roma
ITALY Authorized
Quantity Item description Cat. Price
No. c.i.f. London
50 V Neck: 30 Red/20 Blue R432 £13.80 each
30 Roll Neck: 15 Black/15 Blue N 154 £9.40"
30 Crew Neck: 15 Green/15 Beige N 154 £16.00 "
40 Crew Neck: pattern R541 £12.60"
Note: Subject to 5% quantity discount
(Head Office), Nesson House, Newell Street, Birmingham B3 3EL
Telephone: 021 236 6571 Fax: 021 2368592 Telex: 341641
SateX S.p.A Your ref:D/1439
Via di Pietra Papa our ref: Order DR4316
00146 Roma
ALY 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, colours, 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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6.5 YciaoBus 10cTaBKH

Cnoco0bl T0OCTABKH

bonvwuncmeo  komnanuti  ucnonvzyiom  mpanchopmHo-3KCneOUYUOHHbIE
aceumcmea — '"'forwarding agents", xomopwsie cneyuanusupyromcs Ha ynaxkoeke u
O0oKkymenmayuu 0711 nepesosKu epy308. Tem ne menee, 6cecoa pazymMHo Hanucams, KaxKyio
UMEHHO YNAaKoBKy U eud 0ocmasku Bel xomume nonyyumo, 4modwvl & ciyyae 3a0epicKu
Unu nogpexcoenus 2py3a é nymu y Bac ovliu nucemennvle 0CHO8aNUs 05 NPEemeH3UlL.

TpaHCTIOPTHO-IKCIIEUIIMOHHBIC areHTCTBA HCIIOJB3YIOTCS AKCIIOPTEpPAMH IS
OCYIIIECTBJICHUSI KaK AKCIOPTHBIX, TaK M MMIIOPTHBIX TOCTaBOK. B mepBom ciydae mx
YCIYTH BKJIIOYAIOT COOp TAapTHUH, OPTraHU3AlMI0 TOCTaBKU, MPU HEOOXOJUMOCTH —
YIaKOBKY W 00paOOTKy BCEil JTOKYMEHTAIlMH, B TOM YHCIE COCTAaBIICHHE HAaKJIaJHOM,
MOJy4YeHHUE CTPAXOBKH, OTIPABKY TOPTrOBHIX CYETOB-(DAKTYyp M IUIATy KOMITAHHH-
MIOCTABIIMKY 32 CBOMX KJIMEHTOB. OHH Takxke HHOOPMHUPYIOT 3KCIETUTOPCKYIO hupmy
uMIopTepa 00 OCYIIECTBICHUH IOCTaBKH IMHUCHMEHHBIM YBEIOMIICHHEM. B CBOIO
ouepesb, 3Ta GupMa YBEJOMHUT KIIMEHTA, OTIPABUT €My TOBAphl WM OPTaHHU3YET HX
XpaHeHHe 10 BOCTpeOoBaHMs. MHOTHE SKCIEIUTOPHI B CTpaHAX-UMIOPTEPAX TAKKE
BBICTYNAIOT B POJIM aceHmo8 no kKiupuney (clearing agents), o0ecrieunBaroNInuX
MPOXOXKICHHUE TOBApa Yepe3 TAMOKHHU U OTIPABKY UMIIOPTEPY.

[TockonbKy SKCIIETUITMOHHBIE (PUPMBI 3aHUMAIOTCS Cpa3y MHOTUMU MOCTaBKaMH,
OHU MOTYT 336paTb napTu Ajgd JOCTaBKUM B OJAWH M TOT JKC ITYHKT HA3HAYCHUSA U
MPEVIOKUTh KOHKYPEHTOCIIOCOOHBIE "TpymmoBbie Tapudbl' Ha OTHPaBKY OOJIBIIOTO
KOJIMYECTBA MAPTUIl B OAHOM mocTaBke. OHAKO MHOTHE SKCIIOPTEPhl CUMUTAIOT Ooliee
yA0OHBIM paboTaTh HAMPSAMYIO C SKCIEAUIIMOHHBIMU areHTCTBAMHU B CTPaHE UMIIOpTEpA,
a HCKOTOPBIC UMITIOPTEPHI NPCANIOYUTAIOT UMCTh ACJIO C SKCIICAUTOPOM IMMOCTABIIIUKA.
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3anpoc rpy30BbIX TaDI/I(l)OB M Tapu(doB HA MOPCKHE NEPEBO3KH

Komnanus 3anpamimBaer rpy30Bble Tapugbl Ha MOpCKHE TIepeBo3KHU B JIOHOH.

Lee Boat Builders Ltd.
Dock 23, Mainway, Hong Kong
Telephone: 385162 Telex: 349512 Fax: 662553 Cable: LEBATS
Far Eastern Shipping Lines 31-4 Park Road
21 April 2005
Dear Sirs,

We intend to ship a consignment of dinghies and their equipment to London at the beginning of next month. The
consignment consists of ten boats which have been packed into wooden crates marked 1-10, each measuring 4 x 2 x 2.5
metres and weighing 90 kilos.

Could you inform us which vessels are available to reach London before the end of next month, and let us know your
freight rates?

Yours faithfully,

JLeg

J. Lee

Yka3aHus TPAHCHOPTHO-IKCIEAUIMOHHOMN pupme

B 53TOoM nmnuceMe KoMmaHus JaeT yKa3aHWUsl TPaHCHOPTHO-IKCIEIUIIMOHHOM
¢dupme 3a6path 20 KOMIIBIOTEPOB, KOTOPBIE CIIEAYET OTIPABUTh KIMEHTaM.

Delta Computers Ltd.
Bradfield Estate, Bradfield Road, Wellingborough, Northamptonshire NN8 4MB

Telephone: 0933 16431/2/3/4 Reg. England 1831713
Telex: 485881 VAT 2419 62114
Fax: 0933 20016 Your Ref:
Our Ref:
Mr J. D. Simpson 11 May 20—

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

London SE10AA

Dear Mr Simpson,

Could you please pick up a consignment of 20 C2000 computers and make the necessary arrangements for them to be
shipped to Mr M. Tanner, N.Z. Business Machines Pty., 100 South Street, Wellington, New Zealand?

Would you please handle all the shipping formalities and insurance, and send us seven copies of the bill of lading, five
copies of the commercial invoice, and the insurance certificate? We will advise our customers of shipment ourselves, and
would appreciate it if you could treat the matter as urgent. Your charges may be sent to us in the usual way.

Yours sincerely,

N. Smith
Senior Shipping Clerk
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[Toxpobuee Tema TpaHCIOPTHPOBKH TOBapa paccMorpeHa B ['nase 8.

6.6 YnakoBka rpy3os

BaskHasi cOCTABJISIIOIIAS IPOLIECCA HMIIOPTA - PEKOMEHIAIINM 110 YIIAKOBKE I'py3a.

HeKomopble 6AJICHbLE BbIPAINCEHUAS

Each piece of 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.

6.7 3aKkII0UYNTEIBHASA YACTH IMHUCEM-3aKA30B

HeKomopble nOJle3Hble 6bIPpAIICCHUA:

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.

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

6.8 IlucbMo0 — pasMelnieHne 3aKa3a areHTOM 10 3aKyINKe OT

HMCEHU

B nmanHom mmceme Mrs Lowe - mpeacraButens (UPMBI — areHTa MO 3aKyIKam
pa3MeInaeT 3aka3 OT MMEHHM TOJ0BHOM Kommanuu. OOpatuTe BHMMaHME Ha WHCTPYKIWH,
KOTOpbIE OHA JTaeT U Ha CChUIKY B IIMCbME Ha pe3yJIbTaThl TeJIe(OHHBIX IIEPErOBOPOB.

Sanders & Lowe Ltd.

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

Birmingham Office: 28 Bradshaw Street, Birmingham B5 1TQ
Manchester Office: 343 Oxford Street, Manchester M27 2LR
Liverpool Office: 54 Bakers Road, Liverpool L3 9HW

Road, Stockport SM3 12K

Directors: L.W. Lowe. D.R. Sanders
Your ref: --

Our ref: 185/MB

Telephone: 071 543 1615
Fax: 071 543 1925
Telex: 928537 Stockport Office: 5 Island

Reg. No. England 155134
VAT No. 013 7001 21
Date: 2 July 2005
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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,
LW. Lowe (Mrs)

6.9 IloaTBep:kaeHME 3aKAa3a MOCTABIUKOM

Bnaronapﬂocn) 3a 3aKa3

Dear Name:

Thank you for your order (SB-8802) for three general purpose lightweight hand trucks. We are currently processing this order, which
we expect to have ready for shipment by Ameri-Express Services within two weeks. Our shipping department will notify you in
advance.

Thank you for doing business with us.
Sincerely,

IMoaTBep:xkaeHHE MOJTYyYeHUS 3aKa3a

Dear Name:

We acknowledge receipt of your trial order No. MvZ-903 for 275 wrist watches (Model X92), which we received today. Your order is
now being processed for immediate dispatch and will be ready for airfreight shipment for delivery to Heathrow Airport London early
next week. As requested, we will enclose a packing note with the goods.

We are sure you will be pleased with this new line of wrist watches and look forward to working with your company again soon.
Sincerely,

baaroaapHocTs 3a nepBblii 3aKa3

Dear Name:

We welcome you as a new customer and appreciate very much your order of May 6, which will be shipped on the 24th by air
express. As agreed upon, this order as well as future orders will be shipped to you on our most favorable credit terms.

We are packing our latest window display cards with this order. Within the next few days you will hear from our sales promotion
department, a service that is conducted exclusively for our customers. Please feel free to make use of this service at any time without
any obligation or charge.

We are looking forward to pleasant business relations with your company.
Sincerely yours,
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6.10.1 U3MeHeHud B 3aKase

Hpezu]omelme MMOCTAaBIIIUKA 0 3aMEHE TOBapa B 3aKa3e€, B CBHI3U C
OTCYTCTBHEM TOBaApa B HAJIUYUH

Dear Mr. Johnson:

We were pleased to receive your order for 10,000 quarter-inch nuts, part number XK22345JM. However, we are unable at this time
to fulfill the order.

Our present inventory has been depleted, and that nut is now on backorder until mid-July. Our supplier of raw materials is unable to
supply the materials until July 1, thus pushing us back to

mid-July for possible delivery. We have tried without success to find an alternate source of raw materials. If you like, we could
substitute part number XK22346]M. It is a penny higher in price per unit. Otherwise, we will keep your order and rush it to you as
soon as we can start production in these nuts again. Please let us know your preference this week.

Thank you for your understanding in this matter. We apologize for your inconvenience.
Sincerely,

ITocTaBIINK NMPOCUT UBMCHUTH CPOK UCIIOJTHCHHUSA 3aKa3a

Dear Name:

Thank you for your order No. C 876-DD for 125 Do-It-Yourself Paint Machines. However, we are unable at this time to fulfill this
order due to a fire in our manufacturing plant in New Orleans three days ago. We intend to resume production next week and expect
to deliver your order early next month.

We apologize for the delay and hope it will not cause you serious inconvenience.
Sincerely,

Dear Name:

We have received your most recent order (#98-ZAZ/Bob) and we thank you. Unfortunately, we are temporarily out of stock of
cordless infra-red headphones. We expect to receive a new supply shortly and we will send your order as soon as possible.

Thank you so much for your patience during this delay.
Sincerely yours,

ITocTaBIIMK COOOIIAET O MOBBIIICHUH LEHbI

Dear Name:

In our circular letter of September 15 (a copy of which is enclosed with this letter), we advised our customers of price increases in
our entire Speedy Sport Bicycle line which would become effective on . October 1. For that reason, we regret that we cannot accept
your order No. ACC-18 of October 10 which uses the expired price list.

Please advise us whether you want to confirm this order in accordance with our current price list.
We look forward to hearing from you soon.
Sincerely,

ITocTaBMK cOO0IIAET O APYroM eHe

Dear Name:

Thank you for your order No. 396CF. Much as we would like to accept your order and to do business with your company, we are
unable to accept your order at the price you requested of $107.25 per ten units. As indicated in our fax of November 14, we stated
that $117.50 was our lowest price per ten units. Our profit margins, which are already the lowest in the industry, simply do not
warrant a further reduction in our quoted price. It stands to reason that we will be pleased to fulfill your order 396CF if you will
confirm our price of $117.50 per ten units.

Sincerely,
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6.10 IloaTrBepxaeHune MOJy4YeHHs 3aKa3a

[IpuBeneM OTHENBHO HECKOJBKO MHCEM-IIOATBEPKIACHUN IIPU MOJYYEHUU
3aKa30B

Satex S.p.A.

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

Telex: 285136

Mr L. Crane, Chief Buyer

F. Lynch & Co. Ltd.

Nesson House

Newell Street 13 March 2005

Birmingham B3 3EL
UNITED KINGDOM

Dear Mr Crane,

Thank you for your order (No. DR4316) which we are now making up. We have all the items in stock and will be advising you in the
near future.

Yours sincerely,
D. Causio

Cnenyroume J1Ba mOHChbMa CHyXaT MJig TOJITBEPXKICHUS 3aKa3a Ha TOBap,
caenaHHoro mo tenegony. OHM JalOT elle OJHY BO3MOXKHOCTH YIOMSIHYTh KauecTBa
TOBapa U BOMTU B KOHTAKT C KIIUEHTOM.

Mom’s Magic
1121 Elm Avenue
Joplin, MO 64804
June 18, 20XX

Ellen Rhymer

Make Believe Catalog Company

P.O. Box 5217 B B

Amit, OR 97101 1a200apHoCcmy

Dear Ms. Rhymer: Tlpeumywecmea

Thank you for your order of 200 Treasure Trunks from Mom'’s Magic. I believe you will Hoameepofc‘()eﬂue

be very satisfied with the quality of costume pieces included in each. It is this quality

which makes my imaginative play apparel so unique. Konmaxmnas
ungopmayus

As we discussed, I will be shipping 125 storybook trunks and 75 professional trunks to
be received no later than August 1. I will be contacting you the week of October 1 to
determine if additional trunks are needed. If you need to place an order before then,
please call me at 913-555-6215.

Thank you again.
Sincerely,
Signature

Jennifer Lewis
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Maximum Sales, Inc.
555 West Access Road
Columbia, MO 65217
March 14, 20XX
Andrew Roberts, President
University Sports
468 Baltimore

Kansas City, MO 64105 Tloomsepoicoenue

Dear Mr. Roberts: Jemanu

This is to confirm your phone order made March 14 for 10, 50- Bblpaofcenu}l

count cases of mini-flying disks in fluorescent colors (green, ()06p0:)fceﬂameﬂbHocmu
yellow and pink) to be delivered no later than May 1, 20XX. Your logo, a copy of which Ipeumywecmea

is enclosed, will be printed on each disk in black ink.

Thank you for placing an order with Maximum Sales. I understand that these flying Saxnouumenvhile

disks will be included in the registration packets of all participants at the Mid-America BbIPASICEHUA

Soccerama scheduled for Memorial Day weekend. I believe you will be pleased with the
increase in sales and name recognition that will result due to this marketing promotion.

We look forward to being of service to you in the future.

Sincerely,
Signature
Lisa Nixon

Sales Consultant

6.11 CooOmenne 00 oTnpaBke

OTO MUCBMO MNOATBEpXkIaeT, 4To ¢upma Satex S.p.A. ormpaBuia 3akas. Ilo
MOJTy4eHUH 3TOro muchMa T-H Kpeitn nomken mnodtu B Northminster Bank, roe on
JOJDKeH OyzaeT omiaTtuth ero. [locie 3Toro oH Moixy4uT JOKYMEHTHI Ha rpy3 (shipping
documents: bill of lading (naxnaouas), insurance certificate (cmpaxosoe
ceudemenvcmeo) U commercial invoice (kommepueckuii cuem), KOTOpbIe TOTPEOYIOTCS
JUISL TIOJTyYEeHUSI TpYy3a.

Kak BeI momHMTE, 3TO Mpoueaypa C.i.f., koraa mpogaser ormIayuBaeT CTOMMOCTb

JIOCTaBKM M cTpaxoBku (documents against acceptance basis — T.e. mepenaua
JIOKYMEHTOB Ha MPaBO BJIAJICHUS ITOCIIC IPUHATHS MIOKyIIAaTeJIEM YeKa K OIIaTe).
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Satex S.p.A.

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

Telex: 285136

Mr L. Crane, Chief Buyer ref.: Order DE4316
F. Lynch & Co. Ltd. Ns. ref.: D/1141
NessonHouse 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,
1= (Caous; o

D. Causio

®upma Glaston Potteries BeimosHMIN 3aka3 MacKenzie u cooOmaroTr uM o0
stoM. MacKenzie Bros yxe OTKpbUTM akKpeOUTHB Ha 3TOT 3aka3 B Canadian Union
Trust Bank sa nms nmocrasmuka — Glaston Potteries.

Teneps GaHK OyZeT KAaTh MOATBEP)KACHHUS OTIPY3KH OT ICKIEIUTOpA, YTOOBI
OTHpaBI/ITB JCHBI'N.
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MacKenzie Bros. Ltd.
1-5 Whale Drive
Dawson

Ontario

CANADA

Dear Sirs,

Order R1432

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

Once we have the necessary documents we will hand them to Burnley City Bank, your bank's agents here, and they will forward

them to the Canadian Union Trust Bank.

We have taken special care to see that the goods have been packed as per your instructions, the six crates being marked with your
name, and numbered 1-6. 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 we only had in red. But we included it in the
consignment as it had the Willow pattern you asked for.

If there is any further information you require, please contact us. Thank you very much for your order, and we look forward to

hearing from you again soon.
Yours faithfully,
J. Merton(Mr) Sales Manager

GIASTON POTTERIES Ltd.
Clayfield, Burnley BB10 IRQ
Tel: 0315 46125  Registered No. 716481
Telex: 8801773 VAT Registered No. 133 5341 08

Fax: 0315 63182

14 July 2005

banker's draft

sight draft

bill of exchange

to draw a bill on a customer

documents against
acceptance

irrevocable letter of credit
quarterly statements
long-term credit facilities
shipping documents

air wayhbill

3anmoMHHuTE

mpamma, 8bICMAGIeHHAsL OOHUM OAHKOM HA Opy20ul
seKcenb Ha npedvagumerns

seKcelb, mpamma

BLICABUMD CUem KAUeHM)

nepeoaua 0OKyMeHmos8 Ha Nnpaso 61a0eHuUs
COOCMBEHHOCMbIO NOCe NPUHAMUS NOKYNAmenem
yeka K oniame

0e30m3bl6HbI AKKPEOUMUs

K8apmanbHble Omyenvl

UCTNOYHUKU 00I20CPOUHO20 KPEOUMOBAHUSL
nozpy30unblie OOKYMEeHmbl

asuazpy306as HaKIAoOHas

1 [axe ecnu Bol ucnonb3yeTe qr00yI0 CTaHAAPTHYIO GOPMY IS pa3MEIICHHUS
3aKasa, MOIUINTE COMPOBOAUTEIBHOE MMCHMO, TIOATBEPKIAIOIIEE YCIOBUS
TUIATEXKa, CKUJIKU, YCIIOBUS IOCTaBKH U YIIAKOBKH.

2 Tlomyuwms 3aka3 (ecnu Bel —akcmopTep), ciemnyer 3To MOATBEPANUTD.

Ecnu Brl HUMIIOPTEP, CICAYCT KAATh OT IMOCTABIIMKA IMOATBCPKACHUA OTIIPABKU
rpy3a co Bceil nHpopManueit (MapKupoBKa rpy3a 1 T.11.)
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6.12 OTKa3 oT cAeJJaHHOIO0 3aKa3a

OOcrosATenbCcTBA MOTYT CJHOXKHTBCS TakK, 4YTO BaM BO3MOXKHO IpHIETCS
OTKa3aThbCsl OT paHee CIEIaHHOIO 3aKas3a, HallpuMep, [0 MPUYMHAM 3aJ€PKKU ITOCTABKU
10 BUHE IIOCTABIIIUKA:

Dear Name:

We are sorry to inform you that we must cancel our order No. GRA:1874 of June 9 due to the inexcusable delay in the shipment of
the goods, which we still have not yet received.

Sincerely,

Dear Name:

We are sure you will understand that your very long delay in delivery puts our company in an embarrassing position. For that reason,
we can see no alternative but to cancel our order #RKTR-741 dated March 28. In addition, we will hold your company liable for all
losses caused by this inexcusable delay.

Sincerely,
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lnaea 7

LInameoicu

Hueoticvl, cuema, niamedxxcu no cuemam, Memoovl niamedxcei (6HympeHHss
U MeNCOYHAPOOHAs MOp206Jisl), NOOMEepIHCOeHUe Niameddcd, OMmCPOYKa
niamesica, npocvboObl 00 YCKOPEeHUU NAAMeHCell.

7.1 HHBONCHI

WHBoOiic — 3TO TOKyMEHT, B KOTOPOM COAEPXKHUTCS MH(OpMaLus 0 MpOoIaBacMOM
TOBape, YCIOBHSA IIOCTABKM M JETald sl COBEpUICHUS IulaTeka. IIHBOWC MOeT
CONPOBOKAATHCS JIOMOJIHUTENBHBIM JIOKYMEHTOM C MH(pOpMaIie, KoTopas HeoOxonuma
MOKYIIaTelo.

DT0 MOBOJIBHO MpocToit uHBoMC. OOparute BHUMaHue Ha pobasienue HIC (VAT)
Y TIOYTOBBIE PAacXobl U yHakoBKy (P. & p.). bykser "E & OE" BHu3y o3nauator "Errors and
Omissions are Excepted" — ommOKH 1 POITYCKU IPUHUMAIOTCS; IPYTUMH CIIOBaMH, €CJIH B
cuere JOMyIleHa OmKOKa, MOCTABIIMK UMEET TPABO MCIPABHUTH €€, TIOTPEOOBaB €Iie ICHET
WM BEPHYB YaCTh CYMMBI.

INVOICE No. B1951
D8R Flectrical Ltd.
35 Hill Street, Seacroft, Leeds LS14 1IND Registered London No. 115662
Tel: 0532 640181 VAT Reg. No. 154 6627 19
To: P. Gwent & Co. Ltd. Date: 1 May 2005
43 Ring Road
Leeds LS16 2BN
Your order No. LS7/5
Number Description Total
40
RVA 250 volt plugs
E&OE @ 65p. each £26.00
AddVAT17Y.% 455
" p&p 135
£31.90
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7.2 IlpensapuresbHblie cuera (IIpodpopma nHBoOICHI)

IIpedsapumenvhviil cuem — 3mo OOKyMeHM, HA KOMOPOM 3HAYUMCSL CTI0O «pro-formay u
KOMOPbLil UCNONb3YEMCslL 8 CIeOVIOWUX CLYUASX:

1 Ecnu nokynarenb AOMKEH 3alIaTUTh 3a TOBAp Mepell TeM, KaK €ro MoJy4uTb — OH
TUTATUT COTJIACHO STOMY JIOKYMEHTY

2 UroObl MOKyMmaTeNb ObUT YBEPEH B HEU3MCHHOCTH IICHBI, B CYMME, KOTOPYIO €My
NPUAETCS YIUIATUTh

3 Ecnu ToBaphl MOCTaBIISIOTCS. HA KOHCUTHAITHIO , C BOSMOXKHOCTBIO BO3BpaTa

4 Kak JOKYMEHT JUIsl TAMOKHHU.

7.3 OT4eT 0 COCTOSSHUM CUEeTAa

Bmecto Toro, uroObl TpeOoBaTh MpPEAOIUIAThl, MPOAABEL] MOXKET IPEIOCTaBUTh
MOKYTIaTeN0 KPEeAUT Ha OTOBOPEHHBIM meproi, oO0buHO OoT 1 1m0 3 mecsueB. B koHue
3TOr0 MEepHoAa MOABOAUTCA OanaHc.

Kak mnpaBuio, OT4eTBl O COCTOSSHMM CY€Ta II0 TOBAapHOMY KpEIUTY HOCAT
CaMOJOCTaTOUHBIN xapakTep. 1 nuib uspeaka conpoBokAat0TCs NTUCbMaMu — HaIlpUMeED,
KOTJia IJIaTeX MPOCPOYEH.

JIaHHBIN OTYET O COCTOSIHUM CUETA CBA3AH CO CHAEIKON MEXKITY ABYMS KOMITAHUSMH.
OOpartute BHUMaHHWE, YTO 37IeCh ykazaH kak pasmep kpeaurta (D/N 311), Tak u nebuta
(C/N C517). [IBa muiateka ObLTH OCYIIECTBIICHBI HAIMYHBIMH, XOTS CJIOBO "dek'" Takke
BCTPEYAETCS B KOHTEKCTE.

STATEMENT
SEYMORE FURNITURE Ltd.
Tib Street, Maidenhead, Berks. SL6 5D2
Telephone 0628 26755
Registered No. 18514391
London VAT No. 231 618831
C.R. Mendez SA 31 May 2005
AvdadelEjercito83
E-48015 Bilbao
Date Item Debit Credit Balance
2005 £ £ £
1 May Account Rendered 270.00
2" Inv. L8992 60.00 330.00

8 " D/N 311 12.00 342.00
" Cash 100.00 242.00
©" Inv. L8995 720.00 962.00
20" C/NC517 40.00 922.00
5" Cash 600,00 322.00
E.&O.E. Cash Disc. 3% if paid within 7 days




7.4 CnocoObl o1JIaThl BO BHEIIHETOPrOBbIX ONEePALMAX
Yex

HMHoCcTpaHHOMY TIOCTaBUIMKY MOXHO 3aIUIaTUTh 4YE€KOM, OJHAKO IIOCTABLIMK
MIOJIyYUT miarex Heckopo. Hampumep, mnpu cuenke Mexny I'epmanuein u

BenukoOpuTaHueit mocTaBIIMK MOXKET OKUIATh TUIATEKH TPU HEICTIH.

KpeauTHble KapThl

VY 1o0HBIM crtocoOOM pacdeTa Ul YaCTHBIX JIMI] MOYKET CTaTh OIUIaTa MOKYIOK
KpeauTHON KapToil. OOBIMHO cIMYaeTcs afpec Biajelblia KapThl U aapec AoctaBku. Ho
OHHU MOT'YT HE COBIIAJIaTh, KAK B TOM IPUMEpE:

This is my order for the Czech Tractor/Wagon, which was advertised in the July issue of Atlantic. This miniature is to be a birthday
gift and should be sent to:

Mr. Keith Wood
115 South Williams Street
Holder, Florida 32645
Please charge the gift ($39.50) to my Visa credit card as follows:
Theodore Wood
Number 0000 0000 0000 0000
Expiration date: 9-96

Is it possible to schedule this mailing so that the gift arrives no earlier than August 15 and no later than August 20? I would greatly
appreciate it if you could. Thank you!

Sincerely,

MexxAYHAPOAHbIE JeHEeKHbIE TepPeBOIbI

MexayHapoaHbIE IEHEKHbIE MEPEBOBI MOKHO KyIUTh B OOJBLIIMHCTBE OAaHKOB B
BenukoOpuranuy, oHM oOIjiauyuBarOTCs B (DyHTaX CTEPAMHIOB WIM Josiapax. baHk 3a
HEeOOJIBIIYIO TUIATy MPOBOAUT MEPEBOJ, MOKYIATeNlb OTIIPABISAET €ro Oeneuyuapy, T.e.
HOJTy4aTelIto.

BaHKoBCKHI IepeBox

[TnaTex MOXKHO OCYILECTBUTH C IIOMOIIBIO OaHKA B CBOEH CTpaHe, MEPEBOILIETO
JeHbI'M Ha 3apyOexHsbIii cyet. [lepeBon moxer ObITh TenmerpadueiM (telegraphic transfer -
TT) u mouroBeiM (Mail transfer - MT). OOmEcCTBO BCEMHUPHBIX MEKOAHKOBCKHX
¢dunaHCcOBbIX TenekommyHukaiwmii (SWIFT) mpemnaraer ycriyru mepeBoaa 3a 24 daca ¢
MOMOIIBIO CBOMX BBIYMCIIUTEIBHBIX CUCTEM.
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MexnyHapoaHblie TPaTThI

310 GaHKOBCKHUM Y€K, KOTOPBIN OaHK BBITUCHIBACT HA CE0sl M OTIPABIIAET KIUEHTY,
a TOT pacIUIauMBaETCsl MM, KaK OOBIYHBIM BHYTPEHHUM deKoM. OOBIYHO OaHK MOTydaTeIs
JIOJDKEH OTKPBITh CUET Ha OAHK OTHPABUTENS WK 3aKJIFOUUTh C HUM COIJIAIIEHHE.

IIpocroii Bekcenb

HpOCTOfI BCKCCJIb — HE MCTOA INIATCXK4A, a IPOCTO IMHCBMCHHOC 00513aTEIBLCTBO
JOJDKHUKA KPEAUTOPY VYIUIATUTh OrOBOPEHHYI0 CyMMY [0 TpeOOBaHMIO WIM B
OTIpeieNieHHbIN Cpok. Bekcens nmeer ¢opMmy IOATOBOM pacmuck "s Bam JODKEH" —
"IOU" (I owe you).

Tparra

[Ipouenypa Takas e, Kak M Uil BHYTPEHHEW TOPIOBIH, HO IIOIPY304YHBIC
JOKYMEHTbl OOBIYHO COMPOBOXJIAIOT CYeTa, KOrja OaHK BBICTYHaeT B KauecTBE
IIOCPEIHUKA TIPU MEKTyHAPOIHBIX TPAH3AKLIHUAX.

JloKyMeHTapHbIil AKKpeAUTUB

OTOT TEPMHH WHCTONB3yeTCs, YTOOBl OTJIMYUTH OOBIYHBIM  aKKPEIUTHUB,
NpUMEHSIEMBIN B OM3HECE, OT LUPKYJISIPHOTO aKKPEAUTHBHOTO NMUCbMA, KOTOPbIM paHbIle
UCTIONIH30BAJIM  ITyTEIIECTBEHHUKH M KOTOPBIA Terepb BhITecHWH "Eurocheque",
JIOpPO’KHbIE YEeKH M OaHKOBCKME YEKM Ha HaJIu4Hble. JIOKyMEHTapHbIE aKKpEIUTHBBHI
MOJTYYaloT B OaHKE MOKYIATels, 3arojIHUB MOApoOHY0 (GopMy o Kpemure (T.e. yKasas,
HNOMJICKHUT JIM 4YEK aHHYJIUpOBaHMIO), OeHeduimape, cymMme, CpOKe, NOKyMEHTaxX H
ONHMCaHWU ToBapa. JleHbI'W NEepeBOJATCS Ha CUET IOCTaBIIMKA IOCHE MOATBEPKACHUS
HIOCTaBKH.

THucvma, noomeepocoarowue oniamy 8 MeNCOVHAPOOHLIX COeNKAX Obleaiom ClOJiCHee,
€ciu bl XOMume 6 NUCbMe BbISICHUNMb ONpPedeNeHHble 0emaiu, 0OHAKO OHU MO2ym Oblmb
KOHKDEeMHbIMU, KaK NPU 6HYMPEHHUX COETKAX.

e 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?

e We would like to inform you that we have arranged for a credit transfer through
our bank, the Hammergsbank, Bergen. The transfer is for £3,120 in payment of
invoice No. Rel641. Could you confirm the transfer has been made as soon as the
correspondent bank advises you?
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e 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.

e 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 arrives in Bonn and
honour your draft at maturity.

e 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.

7.5 YBeaomiieHue 00 omjiare

Tucvma, yeedomnsarowue 0 noryYeHUU ONnIamyl, Ob16AIOM KOPOMKUMU —KAK 8
MeHCOYHAPOOHBIX, MAK U 80 GHYMPEHHUX COENIKAX.

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

e 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.

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

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

e 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.

e We received an advice from our bank this morning that your transfer 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.

e 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.

e 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 1 interest you.
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7.6 Ilpocs0a 0 NpoaJICHUM CPOKA YILIATHI

Ecau BBI nuimTe MOCTAaBUIUKY, MMOYEMY BbI HC OIUIATHIIN CYCT, IOMHUTC — CMY
Ba)KHEE, Ko20a cdeT Oyner oravyeH. Tak 49To, XoTs OOBSACHEHHS HEYIUIaThl HYKHBI,
CJICAYCT TAKIKC YKa3aTh, K020a U KaK BBI HaMCpPCHBI OCYIICCTBUTL OIJIATY.

Haynute mmcebMo C uMeHH KpeauTopa (3TO o00s3aTeNbHOE YCIOBHE B
YCTaHOBHBmeﬁCH NEepCrucKe, HO B JaHHOM CJIydac 3TO 0COOEHHO Ba)KHO: BEI JOJI2KHBI
KOMY-TO, U BaM CJICAYCT 3HATh UMSA 3TOI'0 tICJ’IOBGK'&). VkaxuTe cUeT M U3BHHUTSCH B
SICHBIX, OOBEKTUBHBIX BBIpaXEHHUAX (T.€. He Ucmonb3yiTe ¢pa3 Tuna "Please forgive me
for not settling my indebtedness to you”). 3amerpre: BMecTto cioBa "pay"
ynotpebisitores cnoa "clear" u "settle the account".

Obvacnume, nouemy 6vl He Modceme no2acumv 3a001dceHHHocmb. He cauwkom
opamamusupyiime cumyayuio.

OOparure BHUMaHWE Ha MpaBWJIa JEJIOBOH 3THUKH, B TOCJIEIHEM IHCbME HE
YIOMHUHAETCSl, HI UMEHH KOMIIaHUU-0aHKPOTa, HU CyMMBI foira. OOpaTuTe BHUMaHHE
TaK)ke, 4TO B TIOCJIEAHEH (paze TOBOPUTCS O TOM, YTO CHTYyallUsl PaBHO 3aTPOHYJIA BCEX
MOCTABIIUKOB 3TOH (PUPMBI.

Coo0mure 0 CpoKe ToramieHus: 3aJ0/DKEHHOCTH, 3TO Hambojee BaKHAs 4acTh
uHpopmanuu. [IpeiokuTe YaCTHYHYIO OIUIATy, YTOOBI CTIIaIUTh CUTYAITHUIO.

3anoMHHUTE

1 B WHBONCHI 3alKCHIBAIOT MPOJAHHBIE TOBAaphl. TOProBbI MHBOWC — OIMH W3
OCHOBHBIX JTOKYMEHTOB, HCIIOJIb3yeMbIX B Toprosie. [Ipu Hem MoxeT ObITh
KOPOTKOE COIIPOBOAUTEIBHOE ITUCHMO.

2 IlpenBaputenbHble cuera (MpoGOpMBI HMHBOWCH) OTHPABISIIOTCA B CiIydae
MIPEIOTUIATHI UM YTOOBI COOOIIUTH KIIUEHTY O IICHE.

3 OtueTsl 0 COCTOSIHUU CYETa [0 TOBAPHOMY KPEAUTY, OTHPABISAIOTCSA €XKEMECSIIHO
WIA MHOTJA €KEKBapTaJIbHO M BKIIIOYAIOT MOJAPOOHOCTH BCEX TPAaH3aKLHUHU 3a ATOT
NepUoA.

4 CymecTByeT MHOTO METOJOB OIIaThl uepe3 moutry u OaHku. CompoBOKIaOIINE
TUTATE)XKHW THCbMa OOBIYHO KOPOTKHE, JAl0T BCIO WH(GOPMAIHMIO O TUIATEKE M €ro
npenMere. OfHako TpU HEOOXOAMMOCTH B HHUX MOXHO JaTh JajbHEHIIne
KOMMEHTapHUH.
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5 Ilucema, MOATBEP)KAAOIIME IUIATEX WIM JAOIIHAE PEKOMEHAALMH IO ILIATEXY,
OOBIYHO KOPOTKHE M CTAaHAAPTHBIC, OJHAKO B HUX MOXXHO IPEIJIOKHTH HOBBIC
YCJIOBUS IUIaTeXka WU BBIPA3UTh HEOBOJIBCTBO.

6 Ecmu BBl pocuTe 00 OTCPOUKE TUIATEkKa, BAM CIIEIYET U3BHHUTHCS 33 HEYIUIATy B
CPOK, OOBSCHUTb NPUUMHY HEYIJIaThl M YKa3aTb, KaKk M KOIJa Bbl HaMEpPEHbI
3amnaTuTh. [loMHMTE, Baml KpeauTop OOJIbIIE 3aMHTEPECOBAH B CPOKE MOJTYUEHUS
II0 CYETY, @ HE B XOPOILIUX MPEAJIOrax HEyIUIaThl.

7 TloctaBHIMK OOBIYHO B3BICKHMBAET JOJIT B TpHU npuema. [lepBbiii mar — HamucaTh
BEKJIMBOE IIMCHMO, AOIYCKAIOLIEE pa3yMHYI0 NPUYMHY HEyIuiaTel. Bropoil mar —
OTIIpaBUTh 0OJiee HACTOWYMBBIM 3alpoc CO CCHUIKOM Ha YK€ OTIpPaBICHHOE
IIMCBMO U TIPUIOKEHUEM KONUN HMHBOMCOB M OTYETOB O COCTOSIHMM cuera. Bo
BTOPOM 3alpoCe MOXXHO YIOMSIHYTb, YTO BBl OXKHMJA€T€ YIUIAThl WM OTBETA B
pasyMmHblii cpok. [locnenHee TpeOoBaHME cleAyeT NUCATh C OTPAHUYCHUSMHU.
Onumure npoucuienniee, 0ObSICHUTE, YTO CUYET JI0JIFTO€ BpeMs HE OIUIaYMBAIH, U
IIpU HEOOXOJMMOCTH MPUTPO3UTE CYIAEOHBIM UCKOM, €CIHM CUeT He OyJeT oIuIayeH
K OIIPEACIICHHON JaTe.

7.7 CaoBapsb

an invoice cuem, UHBOUC
a remittance OEHedHCHBIL Nepesoo
a pro-forma npeosapumenvuslil cuem (npo-gopma)

a statement of account
a credit/debit note

a balance

a refund

open account facility
Account Rendered

due date

prompt payment

to clear/settle an account

overdue account
to extend credit

a first/second/third request

a final demand
to recover a debt
carriage forward
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omuem o0 COCMOAHUU cyema
ygeooMieHUe 0 Kpedume/Oebeme
banauc cuema

go3Meujenue yYoblmKos
OMKPbIMbIIL Cuem

ONJIAYeHHbII cuem

oama yniamuol

CBOEBPEMEHHAs YNIama
oniamums cuem

NPOCPOUEHHbIIL CYem
npeoocmasisims Kpeoum
nepewll/6mopot/mpemuii 3anpoc
OKOHUamenvbHoe mpeOo8aHus
83bICKUBAMb 0012

Cmoumocntb nepeso3Ku noonedcum yniame
nojgyuameinem
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trade discount
cash discount

goods on approval/sale or
return

a postal order

a Giro

COD (cash on delivery)

a cheque

a current account

a savings account

a bank transfer

a telegraphic transfer (TT)
a mail transfer (MT)

a bank draft

a sight draft

a bill of exchange

a letter of credit

a money order

a promissory note
documentary credit

Value Added Tax (VAT)
postage and packing (p&p)

errors and omissions are
excepted (E&OE)

The Society for Worldwide
Interbank Financial

Telecommunications (SWIFT)

CKUOKA PO3HUYHbIM mMOopcosUam
CKUOKA npu onjiame HAJaIu4HblMU

mosapul 0Jis1 03HAKOMAEHUS/YCILOBUS NPOOANCU UTU
8o36pama

OeHedCHbII nepesoo no noume
l'upo-cuem

HALONCEHHBIM NIAAMEHCOM

Yex

meKywutl cuem

0eno3umuulii cuem

OanKo6CcKuUll nepesoo
menespaghuwvlii nepegoo

NnOYmMo8blil nepesoo

OaHKocKull cuem, mpamma
gexcellb Ha npeodvAsumens
gexcenb, mpamma

Axkpeoumug

OeHedCHbII NOYMOBBILL NEPesoo
npocmoll excenb
OOKYMEHMAapHbILL AKKPEOUMmue
Hanoe na dobasnennyio cmoumocmo (H/{C)
noumogvle pacxoobvl U YynaKoeKa
OWUOKU U RPONYCKU OONYCKAIOMCS

Medswcoynapoonas medxcoankosckas cucmema
nepeoauu uHgopmayuu u cosepuieHUs naamedgxcell

7.8 YBeanomuieHue 0 3a/iepiKKe OIJIAThI

OTHM MUCHBMOM azapecara yBCAOMIIIOT O TOM, YTO IIATCIK IMPOCPOYCH.
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Western Wear

2212 Boot Hill Rd. e Cheyenne, WY 82001
July 5, 20XX

Ted Wilson

515 Ramey Ct.

Laramie, WY 82063

Dear Mr. Wilson:

Thank you for shopping with us. You are a valued customer. We appreciate your
business and know that you want to keep your account current with us.

On May 15, 20XX, you purchased merchandise worth $319.04 from our store in
Laramie. Your payment of $100 is now overdue.

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. Please send this
amount now.

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

Thank you for your prompt attention.

You may call me at 800-555-9875 if you have any questions or concerns. Your
continued patronage is important to us.

Sincerely,
Signature
Mary West

Credit Manager

7.9 HanoMHuHaAHHE 0 HEOILIATE

"llanka"

[lama (2-3 npobena)
Brympennuii adpec (2-3
npobena)

Ilpusemcmesue
Dopmynuposarue npobiemvl
Dopmynuposarue cumyayuu
Vxasanue cpoxa ynnamol
Vxazanue nocreocmeuii

Vkazanue KoHmMakmuo2o
pabomHuxa

Buipasicenus
006podceramenbHocmu

3akniouumenvivie 8bIPaAdICEHUsL
Ioonuce
Hanevamannoe ums

Jlononnumenvnasn ungpopmayus

DTO MUCHMO HAIOMHUHAET O TOM, YTO BEKCEJIb MPOCPOUECH, U IJIATEX J0 CUX IOP
He mnonydeH. CrapalTech COCPEAOTOUYMTHCS Ha (PAKTUUECKUX JAHHBIX M H30erarhb
npeanonoxennit. Hampumep, dpaza “We have not received payment” (msi ne nonyuunu
niamedc) — KoHcraranus ¢akra. ®Ppasza “You have not sent payment” (s» He
OMnpasuIU naamedxic) — MAIIb npeanooxenue. CoxpaHsiTe MO3UTHBHBIM HACTPOH.
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Western Wear

2212 Boot Hill Rd. e Cheyenne, WY 82001
August 5, 20XX

Ted Wilson

515 Ramey Ct.

Laramie, WY 82063

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. Hanomnume adpecamy o
In the credit agreement you signed, you agreed to pay off your bill in three payments. cumyayuu
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, 20XX. Please send the 3anpocume naamesic u

full amount in 10 days. yKaxjcume KpanHutl Cpox
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 Vkaowcume nocredcmeus,
comfortable payment plan. albmepHamuey u

Thank you for your immediate attention. KOHMAKMHO20 pa6omHuKa
Sincerely, Obosnaubme

Signature 000OpodIcenamenrbHOCmb
Mary West

Credit Manager

7.10 3ampoc o npuYMHAX 3aJ€PKKHU OIJIATHI

B »TOM mHcbMe comepKHMTCS BONPOC, IMOYEMY CUET HE OIUIaYMBaETCS.
[Ipennonaraercsi, 4To OH NpocpoueH. MimeeT cMbIca CONPOBOAUTH 3TO MUCHMO JIMYHBIM
Tene(OHHBIM 3BOHKOM M 3aJaTh TOT k€ Bompoc. YacTto MOXHO pa3padoTaTh
aJIbTEPHATUBHBIM IUIAH OIUIATHI, NMPUHUMAIOIIMK BO BHUMAaHUE TEKYIIHUE TPYIHOCTH
aapecara. Ecim Oyner JOCTHUTHYTO Ipyroe corjialieHue, OTIPAaBbTE apecary KOIHUIO
HoBOro miaHa. CompoBOXAaiiTe MUChMa 3BOHKAMM, YTOOBI MOAJEPKaTh OOIICHHE.
Perucrpupyiite Bce 3BOHKH.

Western Wear

2212 Boot Hill Rd. e Cheyenne, WY 82001
September 5, 20XX

Ted Wilson

515 Ramey Ct.

Laramie, WY 82063

Dear Mr. Wilson:

Is there some reason you have not paid your bill of $319.04? In the credit

agreement you signed, you agreed to pay off your bill in three payments. Your
total bill is now overdue. Please send $319.04 within 10 days. If you have any
questions or concerns regarding this bill, please contact me at 800-555-9875 by 3adaiime eonpoc
September 10.

Failure to send the full amount by September 15 may mean that your bill is Vxaorcume CPOK oniambl

turned over to a collection agency. Your prompt attention is urgent to protect

your credit. Vxaorcume xonwmaxmmuoeo
Sincerely, compyoOHuKa

Signature

Mary West Vrkaorcume nocneocmeus

Credit Manager
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7.11 HacroitunBoe TpeOOBaHUE

OTO NHCbMO YyKa3blBaeT Ha HACTOATEIbHYIO HEOOXOAUMOCTh NPEINPUHATH
KaKue-Tuoo NEeHCTBUS B OTHOIICHWHM OTIUIATBHL. DJTO MPOJOJIKCHHE OT4YeTa O CHYETe
aapecata. Eciu panee Obl1 BhIpaOOTaH ajgbTepHATUBHBIN IJIaH OIUIATHI CYETA, YKAXKUTE
JeTalld COTJIAIICHUsT W JaThl TeNedOHHBIX Pa3rOBOPOB, YTOOBI COXPAHHUTH TOYHBIC
3aIliCH O HUX.

Western Wear

2212 Boot Hill Rd. e Cheyenne, WY 82001
November 5, 20XX

Ted Wilson

515 Ramey Ct.

Laramie, WY 82063

Dear Mr. Wilson:
Your bill of $319.04 is now overdue 60 days. Send $319.04 within 10
days. If you cannot send the total, please call me at 800-555-9875.

Failure to respond may mean that your bill is turned over to a collection Obpucyime cumyayuio

agency. Thank you for your prompt attention.
Yxascume nepuoo omcpouxu (eciu

002060puUnUCL 00 atbmepHamuse,

Sincerely,

Signature YKagicume ee)

Mary West

Credit Manager Vkaorcume 6o3mooichvie nocieocmesus

7.12 Cnacu0o 3a onjiaty

ITucemo ¢ BBIPpAKCHUAMUA 6J'IaFO,Z[apHOCTI/I — OTO HHKACCOBOC IIOPYYCHHC, O
KOTOpOM 4acCTO 3a0bk1BaroT. OHO MOXKET CTAaTh HAIIOMHHAHHEM KaK O COCTOSHHU cycTa,
TaK 1 O BAXXHOCTH KJIMCHTA.

Word Trade, Inc.

5698 Adie Road e St. Ann, MO 63074
April 19, 20XX

Vern Mueller

13245 Greenwood Lane

Overland Park, KS 66213

Dear Mr. Mueller:
Thank you for your payment of $563.89.
Your current balance is $3,000 — your credit limit. A payment of $500 is

due May 1. brazooapnocms

We appreciate your attention to your account status with us. Your Hpe()ynpeofcdeHue/HanOMuHaHue
patronage is important to our company.

If we can assist you, please contact us at 800-555-9000. Ilpusnamenvrocmo

Sincerely, K

Signature OHMAKMHAA UHPOPMAYUL

Anita Collins

Account Executive
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7.13 TloTepsiHHBIN IJIATEK/ U3BUHECHUE

WNuorna ObiBaeT HE0OX0IMMa KOPPEKTUPOBKA CUeTa U U3BUHEHHE.

Deem'’s Department Store
2030 Aquamarine Road
Silver Spring, MD 20904
August 4, 20XX

Mrs. Franklin

5930 E. 46th St.
Colesville, MD 20901

Dear Mrs. Franklin:

Your patience has been bountiful. When we last spoke on Friday, I had not yet
located your payment. I have credited $45.89 to your account today.

Our policy states that one percent interest (APR) is accrued on the last workday of

the month on any account balance. However, we are withdrawing this policy for HpuBHaHue

you for August 1 through October 31, during which time your account will reflect a Heobxooumocmu
zero-interest adjustment. KOppeKmupoeKu
We found your check (#984, dated June 20, 20XX) on our mailroom floor this

morning. The envelope was torn away and the check was crumpled. We are still Hpu!{uua KOppeKmuposKu
speculating about how it disappeared. nOTUMuUKU

To offset any inconvenience the interim bills have caused you, we are enclosing a

20 percent discount coupon for your next order. Just attach the coupon to your HpeuMywecmeo
order and I'll personally assist you. Thank you for your patience, Mrs. Franklin.

Please accept our warmest apology. Eﬂaeoaapﬂocmb
Sincerely,

Signature H3zeunenue

Sybil Paxton

Customer Service Manager

7.14 IlpoBepka

He 32051111 J1M BBI:

* YTOUHUTH UMs aapecara?

* HanucaTth mucbMo TBEp/O, HO C IOHUMAaHUEM?

* Yka3atb cymmy goJira?

* YKka3aTh J1aTy, KOr/ia JoJKHA Oblia ObITh MpOU3BEACHA OTuIaTa’?
* Vkazarh mrpadbl, IpU HATUIUH TAKOBBIX?

* [IpennoxxuTh anbTepHATUBHBIN IUIAH OIJIATHI?

* Yka3arh NepHoJl OTCPOUKH, ITPU HATTMYUU TAKOBOTO?

* YKa3aTbh HOBBII CPOK YIIJIaThl?

* Vkazarh TenedoHHbIe HOMepa JIsl KOHTaKTa?

* Vka3aro NOCICACTBUA HCYIIIATHI 11O quTy?

BUBNWA QENOBbIX MUCEM, ®AKC-COOBLUEHNN, 51 E-MAIL HA AHTTIMMICKOM A13bIKE



Inaea 8§

TpchnOpmupOGKa moeapa, mpaHcnopmmHbsle

pCZC.XOabl ucmpaxoedarue

8.1 Tepmunsbl A5 0003HAYEHHUA YCJIOBUN JTOCTABKH TOBAPOB
MexayHapoaHass TOProBas TajaTa yCTaHOBHJIA CIEI[MATbHBIC TEPMUHBI IS

0003HaUYeHMUsI YCIOBUU JOCTaBKU TOBapoB — "Incoterms”. Hx ucnonvzosanue

HeobA3amenbHO, HO 3HAYUMENLHO YNpoujaem cocmagieHue KOHmpaxkmos.

GROUP C — 3a nepeBOo3Ky yILUIa4€HO

CFR (Cost and Freight) ...( ynotpebmnsiercsi ¢ yka3aHHeM MopTa IpUOBITUS Tpy3a —
KOHEYHOI'0 IIOPTa CJIEZ0BAaHUS TOBApa).

GIF (Cost, Insurance & Freight) + ynorpe0GisieTcsi ¢ Ha3BaHUEM TTOpPTa
CFR u GIF ucnons3yercs i1 MOPCKUX U PEYHBIX MTEPEBO3OK.

CPT (Carriage Paid To) + MecTo Ha3HAYEHUS

CIP (Carriage and Insurance Paid) + MecT0 Ha3HAYEHUS

GROUP D — ITo npuOsitun

DAF (Delivered at Frontier), Ha3BaHHe MeCTa

DES (Delivered Ex Ship), Ha3BaHue nmopra

DEQ (Delivered Ex Quay - Duty Paid), Ha3BaHue mopra

DES u DEQ uncnoab3yercs 1l MOPCKHX H PEYHBIX IIEPEeBO30K

DDU (Delivered Duty Unpaid), MecTo Ha3HaUYeHMSsI

DDP (Delivered Duty Paid), mecTo Ha3HaYeHMsI
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GROUP E — OtmpaBka rpysa

Ex-Works (EXW), nHanpumep, ¢ ¢adpukn Win cKjIaga
GROUP F — HeormaueHHas nepeBo3Ka

FCA (Free Carrier), MecTO nepeaaym rpys3a nepeBo34uKy

FAS (Free Alongside Ship), Ha3BaHHMe @OpPTa NOCTABKH, HalpuMmep, mnopra
OTOBITUA IpPy3a

FOB (Free on Board), Ha3BaHue MOPTa OTOLITUSA

8.2 TpaHcmopTt U BOJAHBbIE NIEPEBO3KHU

bespenvcossiii, orcene3no0opodicHulil, 6030VUIHLIL MPAHCHOPM U OOKYMEHMAYUs,
B0OHBINL  Mpancnopm (Munvl C€yo008, oOp2anuzayuu, OOKYMeHmayusi U Cmpaxosxd,
MPAHCNOPMHO-IKCNEOUMOPCKUE A2eHMCMBa); YCiyeu KOHMEUHEPHbIX Nepeso3oK U
OOKYyMeHmayus, ppaxmosarue cyoos.

Be3peJILCOBbIe, KECJIC3HOAOPOKHBIC U BO3AYIIHBIC ICPEBO3KU

Tpu OCHOBHBIX METO/A TPAHCIIOPTUPOBKU TOBAPOB, IOMUMO BOJHBIX IIEPEBO30K,
BBIJICJIEHHBIX B OTHEIBHYIO IJIaBy — 3TO O€3peibCOBBbIE, IKEIE3HOIOPOKHBIE U
BO3/IyLIIHBIE IIEPEBO3KHU.
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Bbe3penbcoBblii TPAHCTIOPT

be3penbcoBblil TpaHCTIOPT OOBIYHO CPAaBHUTENBHO ACUIEBIIE U OoJiee OBICTPHIH 11O
CPaBHEHUIO C KEIE3HOJOPOXXKHBIM. B mociemnee BpeMs 00bEMBI TaKMX HEPEBO30OK B
EBponie yaBownuch. I[lpuumHBI — yBEIMYEHHE TPY30MOIBEMHOCTH T'PY30BUKOB,
OCOOEHHO C MOSBJIEHUEM KOHTEHHEPOB , OBICTpOE OOCITYyKUBAHUE, YIIyUIlIEHUE JOPOT U
BO3MOXKHOCTh TEPENPAaBUTHCS C MOMOIIBIO MAPOMOB, Ha KOTOpBIE I'PY30BUKH MOTYT
3aexaTh, HE Pa3rPyKasich.

7Kes1e3HOIOPOKHBIM TPAHCIIOPT

JKene3HOMOPOXKHBIA TPAHCHOPT ~ CIIOCOOCH TIEPEBO3HTH MACCOBBIC TOBApHI
(red1b, 3epHO, YTOJIb) OOIBIIUMU 0OBEMaMU, YeM OE3PETbCOBBIN.

CBsI3b MEXIY JTOPOKHBIMU U JKEJIE€3HOAOPOXKHBIMU MEPEBO3KaMH 00€CTIEUUBAIOT
Takue KommnaHuu, Kak Freightliners, HO meperpy3ka TOBapoOB W3 BaroHOB B I'PY30BUKHU
HO-IIPEKHEMY MOXKET cTaTh npoOieMoil. CreunuanbHble HapoMbl MEPEBO3AT Moe3]a
yepe3 BOJHBIE nperpaasl (Hanpumep, Jla-Manmr). Tem He MeHee 3TOT BUJ TpaHCIOPTa
CPaBHUTEIBHO JA0POXKE, UeM O€3pEIIbCOBBII.

Bo3ayumHblii TpaHCcopT

HekoTtopsle TOBapbl CO BpEMEHEM TEPSIOT LIEHHOCTh — HAIpUMeEp, ra3eThl — WU
HOPTATCA — HANpUMep, [BEThI, BO3AYLIHBIH TPAHCIOPT MCIOIB3yeTCs A ObICTpOi
JIOCTaBKHM, 0coOeHHO Ha Ooublue paccTosiHus. CTpaxoBKa CTOUT JICLIEBIE, MOCKOJIBKY
TOBAaphl HAXOIATCA B NYTH MeHbIIEe BpeMeHH. OJHAKO TNpH MepeBO3KE OOJIBIINX
00BEMOB  BO3IYIIHBII  TpaHCIOPT TOpa3fA0 JIOpPOKE W MOXKET OKazaTbCs
HEAKOHOMUYHBIM.

OCHOBHON JOKYMEHT — 3TO aguaepy3osas uakaaouas (Air Waybill - AWB),
cocrosimasi w3 12 KOMHA, KOTOpbIE PpACHPEIEISIIOTCS MEXKIy AaBHAKOMITAHHMA,
JKCIIOPTEPOM, UMITOPTEPOM U TaMokHed. B oTimume ot maxnaonou (bill of lading, cm.
HIKe pazaen «ToBapoconpoBoauTeIbHAS JOKYMEHTAIUS), aBHATPY30Basi HAKJIaIHAs —
9TO TOJBKO KBUTAHIIMS, KOTOPYIO HEJIb3s TIepeIaBaTh IPYroMy JIHILY.

Mopckoi TpaHcnopT

DKCIIOPTEp MOMKET BOCIIONB30BAThCS YCIyraMd KOMITAHWUH, COCTOSIIICH B
accollMalliy BIAJENbLIEB KOopadiyiel, KypCUPYIOUIUX M0 OAHOMY U TOMY K€ MapIIpyTy
(Shipping Conference) wiu B banmuitickoti oupoice (Baltic Exchange).
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Accoyuayus — MeXIyHapoJHas OpraHu3alus BiajieiblieB Kopalyel, KoTopble
JIOTOBOPWIIMCH O (PUKCHPOBAHHBIX I[EHAX Ha TEPEBO3KY IPY30B WM MaccakupoB. OHU
NEepUOIMYECKH BCTPEYAIOTCS, YTOOBI YpPEryJaMpoBaTh CTOMMOCTb ()paxTa UX CYIOB.
[IpeumyiiecTBO MX KIMEHTOB B TOM, 4YTO CTOMMOCTb II€PEBO3KH IIOCTOSIHHA M
yHHMBEpcajlbHa — T.€. HE MEHSAETCS 3a KOPOTKMH MNEepuox M OJUHAKOBa I BCeEX
y4acTHUKOB. OHU TaK)k€ MOTYT OOBABHUTH YCTYIKHU (CKUIKH) 3a 00BEMHBIE ITOCTaBKU. B
0o01acTH aBMANEPEBO30K TAaKXKE CYyIIECTBYeT MOAO0OHas opranuzamus - IATA,
MexnyHapoaHasi OpraHu3aliys BO3yIIHOTO TPaHCIIOpTa.

banmuiickass 6upoica HECeT HECKONbKO (QYHKIHH, HO €€ PBIHOK IEPEBO30K
npejularaeT dKCIopTepaM BO3MOXHOCTh (paxTa Kopabieil M camoleToB depe3
OpOKepOB, KOTOPbIE Pa0OTAIOT 32 KOMHCCHOHHBIC U SIBIISTIOTCS CICIIMATIMCTAMH B cepe
JIBUKCHHSI CyJIOB M TIOMCKAa Hamboyiee KOHKYPEHTOCIIOCOOHBIX TapU(OB B JIFOOOM
HIEPHO/I.

ToBapoconpoBoauTeIbLHAS JOKYMEHTALMS

B MCH(HYHapOHHOﬁ TOPIroBJIC UCIIOJIB3YCTCA HECKOJIBKO TOKYMCHTOB. OcHoBHas
TOBAPOCONPOBOAUTCIIbHAA JOKYMCHTALMA TaAKOBA.

Cuem no ¢ppaxmy (freight account) — cuet-akrypa, ornpasisiemas KOMIaHUCH-
NIEPEBO3YMKOM DKCIOPTEPY; B HEM ykaszaHbl Tapudbl. Korma rpy3 mpuHAT B JOKe,
CYNEpUHTCHIAHT TOJy4YaeT opdep Ha omepysky (shipping note) c kBuTaHmmew,
TpeOyrmeil oTnpaBuTh rpy3. Keumanyus, epyuaemasi nepego3uuxy nocie nozpy3Ku
moeapa (dock receipt, urorma wharfinger's receipt) Bo3Bpariaercs rpy300TIIPaBUTEIO,
TEM CaMbIM MOJTBEPXK/Iasi, YTO TOBAPHI XPAHATCS U TOTOBHI K repeBo3ke. Korma ToBapsl
NOTPY>KEHBI Ha OOPT, MOXKET OBITh OTMIPABICHA KEUMAHYUS NOMOWHUKA KANUMAHA
(mate's receipt), moaTBepknaromias TOrPy3Ky TOBapoB. KBUTaHIMS TOMOIHHKA
KalTaHa dYacTO OTMPABISACTCS, KOTJa TapTHsS TOTPYyXEeHa HAMpsIMYH0, W CITYKHT
TUTYJIBHBIM JOKYMEHTOM JIO T€X IOp, ITOKa He OyeT TOTOBa HAKJIaHAS.

Haxnaounas (bill of lading, b/l) — caMblil BakHBII TOKYMEHT, TOCKOJBKY OHa
SBIISICTCS TUTYJBHBIM JOKYMEHTOM, T.€. JaeT ITpaBO BIAJCHUS TOBapaMH JIUILY,
Ha3BaHHOMY B HeW. Ecnu Ha Heit 3HauaTcs cioBa "to order" (Ha 3aka3), 9TO O3Hayaer,
YTO JAaHHBIA JOKYMEHT TOMISKHT KyIUle-pojaxke. B Takom cimydae oH Oyzner
WHJIOCCHUPOBaH Ha 000pOTe (PKCIOPTEp MOMIMUIIET €ro), M €CIU 3TO OJIAHKOBBIN
MHIOCCAaMEHT (T.e. JIMIO, KOTOPOMY TIEPECTylaeTcsi JOKYMEHT, HE YKa3aHo),
OTpaHUYCHUN 1O BiajeHuI0 He Oyzaer. [Ipu mepenade akkpeauTHUBA MOATBEPIKIAOIINN
O0aHk 00BIYHO TpeOyeT ImepeBoja HAKIATHOW Ha ceOs Ha BpeMsl OIUIAaThl SKCIOPTEPY, a
3aTeM MepealoT €€ KIUCHTY.

Omnpaenennas wnaxnaounas (shipped bill of lading) o3nawaer, uto TOBaphI
norpy>xeHsl Ha Oopt. MHorma sto obo3Hawaercst cioBamu '"shipped on board". B
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tpan3akuusax tuma CIF (ctoumocTh, cTpaxoBaHue u ¢paxt - C.i.f.) u "croumocts u
ctpaxoaame" (C. & f.) umcmomm3yrorcs cioBa "freight prepaid" (dpaxt omnadeH
3apaHee), yKa3blBaloIUe, 4YTO CTOMMOCTh IEPEeBO3KM oIulayeHa. HakmaaHele Taroke
noMeyvarTcs Kak '"clean" (4MCTBIE): 3TO 3HAYMT, YTO TOBAphI MOTPYKEHBI Ha OOpPT B
xopoteM coctosiHuy; win "dirty/claused" (rpsi3Hbie/c oroBopkaMu) — T.€. IPH MPOBEPKE
ObuTM OOHApY’KEHBI HETIOJIAAKH, HApUMep, YIIAaKOBKAa WIJIM TOBAphl MOBPEXKIEHBL. JTO
3alUILIACT MEPEeBO3YMKA OT 3asBJICHUMN, UYTO OH HECET OTBETCTBEHHOCTH 32 MOBPEXKICHHE
WIN IUI0XO€ COCTOSIHUE TPY3a.

8.3 3ampoc Tapugos Ha OGe3pesIbCOBbIE IEPEBO3KH

B stom mnuceme kxommanms Homemakers Ltd. mumer ¢upme mo rpy30BbIM
NepeBO3KaM 3arpoc O MPUMEPHOH CTOMMOCTH JOCTABKH MEOEIH KIIMEHTY; OHA OITMCHIBACT
YIMaKOBKY (0OpaTHTe BHUMAaHHUE, YTO OCHOBHBIM [T OTIEpaTopa B JAHHOM Cilydae OyJIeT He
BEC, a pa3Mep), YKa3bIBa€T CTOUMOCTh MAPTUH U BPEMSI JJOCTABKH.

HOMEMAKERS Ltd.
54-59 Riverside, Cardiff CF1 1JW
Telephone: |0222] 49721 Registered No. C135162
Telex: 38217
Transport Manager 10 November 2005
Cartiers Ltd.
516-9CathaysPark
Cardiff CF19U)
Dear Sir,
Would you please quote for collecting, from the above address, and delivering the following consignment to R. Hughes & Son Ltd, 21
Mead Road, Swansea?
6 divans and mattresses 700cm x 480cm
7 bookcase assembly kits packed in strong cardboard boxes, measuring 14 cubic metres each
3 coffee table assembly kits, packed in cardboard boxes, measuring 10 cubic metres each
4 armchairs, 320 x 190 x 260cm
The divans and armchairs are fully protected against knocks and scratches by polythene and corrugated paper wrapping, and the
invoiced value of the consignment is £1,660.50.
T would appreciate a prompt reply, as delivery must be made before the end of next week.

Yours faithfully,
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8.4  3ampoc o ¢ppaxre cyaHna

Komnannu Heo6xoauM Kopaliib Uit JOCTaBKH MAapTUU OOKCUTOB.

Putney & Raven Merchants Ltd.

Dealers House, Cantley Street, London WC11AR
Directors: M.L. Putney, D. Raven
Telephone: 071 467 3149 (10 lines) Reg No: England 615113
Telex: 886125 PUTRAY G VAT No: 21 371942
Fax: 071 467 5959

Keyser Shipbrokers Ltd. 7 July 2005
123-5 Lowland Street
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 consignm.ent 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 if you can get a vessel and let us know the terms.

Yours faithfully,

> Ka~e~

D. Raven

8.5 CuoBaps: TpaHCIOPTHPOBKA IPy3a

Road/rail/air transport Oe3penbCcosulil /Hcene3sH000PONHCHBLIL/B030YULHbLLL
MpaHcnopm

transshipment omepy3Ka mosapos ¢ 00H020 CYOHA HA Opy20e 8
OOHOM U MOM Jice NOPMY

haulage (trucking) nepego3Ka epy308blMu MAUUHAMU

a freight company KOMAAHUSL, 3AHUMAIOWASCS 2PY30NEPeBO3KaAMU

an airline a8UATUHUSA

a forwarding agent MPAHCNOPMHO-9KCNEeOUYUOHHBLU A2eHm

a clearing agent a2eHm no Kaupuuey

a private carrier YACMHAS MPAHCNOPMHASL OP2AHUZAYUS

a consignor 2pY300Mnpasument

a consignee 2py3onoayuamens

a checker KOHmMpo.ep

a packer YRAKOBUJUK

in transit 6 nymu (o epy3ax)

a lorry 2PY308UK

avan @ypeoH, mosapHuwiii 6a2oH

a container KOHmelHep
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a passenger liner

a passenger/cargo vessel

a tramp

a tanker

a bulk carrier

a container vessel

roll-on roll-off facilities

a ferry

a barge

a lighter

a goods depot

a terminal

a consignment

a shipment
cargo

a bulk commaodity
perishable goods
Size

volume (cubic m)
weight (cubic kg)

naccaxcupckull 1aunep
naccaicupckoe/epy3060e cyoHo
2py3080e CYOHO

mankep

cyxoepy3

KOHMeUuHeposo3

MOWHOCMU 0151 MPEULEPHOU NOSPY3KU U PA32PY3KU
CyoHa

napom
bapoica

auxmep

MOBAPHYLIL CKAAO

MepMUHA

napmusi mogapa, py3

nocmaska

epy3

becmaphwlil (HACLINHOU, HABATIOYHDBILIL) 2pY3
cKoponopmsawuecs npooyKmol

pazmep

00vem (Kybuueckue mempoi)

gec (Kkybuueckue Kuniocpammoi)

8.6 OTBeTCTBEHHOCTH NPH MEPEBO3KAX U CTPAXOBbIE

npoueaypbl

OTBeTCTBEHHOCTH IpHA IMEePEBO3Kax

lNaarckue mpaBuna (Hague Rules), monnucannpie Ha bproccenbckoil KOHBEHIIMH
B 1924 rony, peryiupyroT OTBETCTBEHHOCTb 3a IOTEPI0 WIM IOBPEXKACHUE Ipy3a,
IEPEeBO3UMOI0 IO MOPK0 B COOTBETCTBUM C HAKJIAJHOW, M KOHCTATHUPYIOT, YTO
NepeBO3YMK He OyAeT HECTH OTBETCTBEHHOCTH B CIEAYIONIMX YCIOBHSAX: BOMHBI,
BOCCTaHMsI, TPAKIAHCKUX OecropsaakoB; (opc-Maxopa, T.e. TaKUX HCKIIOYMTEIbHBIX
OMaCHOCTEH, KaK IITOPM, aHOMaJbHble HAPYLICHHWS WJIA HEOOBIYHBIE ONACHOCTH;
HEOpEeKHOCTH, T.. KOrja TOBapbl He ObUIM HaAjexalmuM oOpa3oM yHNaKOBaHbI WM
ObUIM B MJIOXOM COCTOSIHUM B MOMEHT YIAaKOBKH; HEOThEMJIEMbIX Ae(EKTOB, T.€. KOTAa
TOBapbl MOPTITCS H3-3a CBOErO COJEpKaHMs WM npupoisl. Hanpumep, ppidba mMoxeT

HUCIIOPTUTHCS, ACPCBO MOKET COACPIKATH HACCKOMBIX, METAJI MOKET OKUCIIUTHCA.
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I'amOyprckue  mpasuna (Hamburg Rules) 1978 roma  pacmmpuiu
OTBETCTBEHHOCTb NEPEBO3UYMKOB 3a MOBPEXKICHUE WU 33JCpKKYy "Tpy30B B cepe ux
OTBETCTBEHHOCTHU", €CIIM OHM HE JOKaXYT, YTO MPHUHIIM BCE MeEphl, YTOOBI M30exaTh
npobiieM.

Jlns HazeKHOCTH OOJBIIMHCTBO KOMIIAHMH CTpPaxyrT CBOM TOBapbl OT BCEX
puckoB (all risk) — 3To 3ammumaeT ux OT OONBIIUHCTBA HETPEABUACHHBIX 00CTOSTEIIECTB,
OJTHAKO JUIl OCOOEHHO OMACHBIX 30H HEOOXoJIuMa clieluaibHas "CTpaXxoBKa Ha CiIydai
BOCHHBIX JIEHCTBUI".

CrtpaxoBblie npoueaypsbl

KoMnanuu u oTaenbHble JIOAM 3alUIIAI0TCs OT YOBITKOB, yuiepOa Wi TpaBM C
MOMOIIBIO CTPaXOBBIX IOJIMCOB, SIBJISIFOIIMXCS KOHTPAKTaMHU Ha CIIy4ail BO3MOXKHBIX
Oynymux puckoB. OOBIUHBIH MpoLIEcC CTPAXOBAHUS TAKOB:

Kenatoumii mosryduTh 00bEM CTPAaXxOBOM OTBETCTBEHHOCTH (COVEr) 3amoHSET
Oyank 3asBku (proposal form). B Hem yka3bIBaeTcsl MpeMET CTPaXOBaHMsI, CTOUMOCTD,
CPOK M YCJIOBHUS, MOCKOJBKY TOJUC MOKET HE OXBaThIBaTh Bce PHUCKU. CTpaxoBaHHS
KoMrmanusi (underwriter), xKoTopas BBITUIATUT KOMIICHCAIUIO B cCllydae TpeOOBaHUS
OIIpeeIIsAeT CTPAXOBYIO IPEMHUIO (Premium), T.€. IEHy CTPaXOBKH.

Ecau ctpaxoBaTens yI0BJIETBOPEH YKa3aHHOH B OJIaHKE 33Ky WH(OpMaIuen, oH
BBIJIaCT YBEIOMIIEHHE O CTpaxoBke (cover note). ato He cam monuc (policy), a
corJalleHue O CTpaXxOBaHWU TOBApPOB O MOMEHTA, MoKa He Oyzaet rotos nosuc. Korga
HOJIMC OTIIPABJICH KJIMEHTY, CTPAXOBIIUK COOOIIUT €My O TOM, YTO OH MO YCJIOBHSAM
nojica 3actpaxoad (indemnified) ot moTepu, MOBpek)ACHHUS WM yIIiepoa.

B cnyuae TpaBMBI WM CMEPTH 3aCTPaXOBAaHHOTO JUIA WM TPU CTPAXOBAHHUH
xu3Hu (Life Assurance), 1mo ycioBHsSM KOTOPOTO TO MPOIIECTBUHU JIET BBITUTAYUBACTCS
¢bukcupoBaHHas cymma, 4ToObI 00Ias CymMMma, Wi MEeHCHs, ObUTa BBIIUIAYEHA K KOHILY
nepuosia, B CWJIy BCTyNaeT NPWHIMI BbIUIATH mocobus (benefit payment). 3Oto
03HAYAET, YTO 3aCTPAXOBAHHOMY BBITIATAT KOMIEHCAIIMIO UCXOS U3 TIOTEPH 3apadoTKa
wii 6omu U crpaganus. [lmaTexu 1Mo cTpaxOBaHWIO JKU3HU BBIYHMCISIOTCS HA OCHOBE
€XKETOIHbIX B3HOCOB IUIIOC TMPOLEHT, KOTOPHIH KOMMIAHHUS ToiydaeT Onarogaps
WHBECTHPOBAHHIO CTPAXOBBIX B3HOCOB.

CrpaxoBble KOMIIAHUM — KPYIHBIE OpraHU3alMU-MHBECTOPHl Ha (POHIOBOM
peiHKe. Brarogapsi ”HBECTUPOBAaHHUIO B3HOCOB OHHM MOTYT BBIIUIATUTH KOMIIEHCALIUHU TI0
CTpaxOBKaM WJIM MOJIMCAM CTPAXOBAaHUS KHU3HHU, CPOK KOTOPBHIX MOAOIIIEIL.
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8.7 3ampoc 0 mo.THOM cTpaxOBaHUU

Kommanuss United Warehouses xoder CMEHUTH CTpaxoBYyK KOMIIaHWio. B
JAHHOM MTHUChME OHA 3alpallliBaeT PACIICHKH.

United Warehouses Ltd.

Chairman: B.R. MacDonold A.C.A. Directors: N.S. Souness, A. Gemill M.Sc, B. Daracott
Head Office, Bruce House, Bruce Street, Aberdeen AB9 I FR

Registered in Scotland No. 166051 Telephone: 022441615

VAT No. 54901013 Fax: 022462219
Telex: 247182

Your ref: Our ref:  N3162-1 Date: 6 Aprill 20 —

Westway Insurance Co. Ltd.
Society House

Ellison Place
Newcastle-upon-Tyne NE1 8ST
Dear Sirs,

We would like to know if you could offer a comprehensive insurance policy covering us against fire, flood, accident, industrial
injury, and theft.

We are a large warehouse selling furnishings to the retail trade, and employing a staff of thirty. The building we occupy belongs to
us and is valued, along with the fixtures and fittings, at £250,000 and at any one time there might be stock worth £70,000 on the
premises.

When calculating the premium, would you please take the following into consideration:

There are no open fires on the premises as central heating is used, and we have a fully operational sprinkler system which is
serviced regularly. There are also numerous fire extinguishers strategically placed throughout, and fire exits on every floor.

The only danger from flood would be from burst pipes, as we are some distance from the river.

Since we began trading six years ago we have never had to claim for industrial injury, and damage to stock has been minimal.
Finally, pilferage, which is common in warehouses, has only cost us £400 per annum on average.

Our present policy runs out at the end of this month, so we would require cover as from 1 May, and we would point out that we are
changing insurance companies because of the increased rates that our former insurers are charging. So a competitive quotation
would be appreciated.

Yours faithfully,
B. Daracott
United Warehouses Ltd.

8.8 3ampoc o pacuenkax Ha MOpPCKOe CTPaXOBaHHE

@upma Kent, Clarke & Co. sBIsSeTCS TPaHCIOPTHO-IKCIICAUIIMOHHBIM
arenTcTBoM. OHa 3ampanivBaeT CTOMMOCTb IOCTAaBKM Ul CBOMX KIMEHTOB B HoBylo
3enaHanio, TOCKOJIBKY TakKas JOCTaBKa HE MPEAyCMOTPEHA YCIOBHSMU T€HEPaIbHOTO
THIOJTHCA.
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Kent, Clarke & Co. Ltd.
Chairman: Lord Matherson Directors: B. Kent ACA, C.D. Clarke HND, R.P. Diller
South Bank House, Borough Road. London SE1 OAA
Reg No: London 3395162 Telephone: 071 928 7716
VAT No: 41 618231 59 Telex: 988153
Fax: 071 9287111
Worldwide Insurance Ltd. 15May 2005
Worldwide House
Vorley Road
London N19 5HD

Dear Sirs,

We will be sending on behalf of our clients, Delta Computers Ltd., a consignment of 20 computers to N.Z. Business
Machines Pty., Wellington, New Zealand. The consignment is to be loaded on to the SS Northern Cross which sails from
Tilbury on 18 May and is due in Wellington on 25 June.

Details with regard to packing and values are attached, and we would be grateful if you could quote a rate covering all
risks from port to port.

As the matter is urgent, we would appreciate a prompt reply. Thank you.
Yours faithfully,

J.D. Simpson Supervisor

8.9 3amomHuure

1

Cmpaxosxka (Insurance) 3amMIIaeT 4esioBeKa WIM OHM3HEC OT TaKMX PHUCKOB, Kak
noreps, ymepd wim noBpexaeHue. CymecTByeT MHOTO THIIOB  TIOJIHCOB,
3a0MIIAIOIMX OT BO3MOJXKHBIX CIIydyacB, HO KJIMEHT JOJDKEH pELIUTh, KaKHe
OITACHOCTH I'PO3ST EMY.

T'apanmuu (Assurance) cBsi3aHbI C TPEATIOKEHUEM BBIIIATHI TOCOOMS MKIMBEHIIAM B
Clly4ae CMEpPHUT WU TIOMy4YeHUS WHBAIMIHOCTH, WM B CJlIy4yae CTpaxoBaHHs Ha
JOKUTUE WK Ha ciiydail cMepTu. KpymHasi meHCHs BBIIUIAYMBACTCS MOCTIE BHECECHHS
BKJIAJIOB Ha MPOTSKEHUN HECKOJIBKUX JIET.

Bosmewenue (Indemnification) — mokpbITHe, MO3BOJSIONIEE BBHIIUIATUTH KOMIICHCAITHIO
B cllydae Totepu wim yiiepda. OHO BBIYHCIISICTCS HA OCHOBE PBIHOYHOH CTOMMOCTH
WIM CTOUMOCTH C YYETOM HM3HOCA TOBApOB, a HE MCXOJs M3 WX IEPBOHAYAIHHOM
crouMocTH. YUTOOBI 3a CTpPaxoBaThCs, KIMEHT 3aIroNHSCT Onank 3asexu (Proposal
Form); 3atem orieHuBaeTcsi cmpaxogas npemus (premium). B BenuxoOpuranuu oHa
paccuMThIBacTCS B IIEHCAX. 3aTeM KJIHMEHT IIOJydaeT KBHUTAHIIMIO O TOKPBITHH,
KOTOpas JAeHUCTBYET, oKa noiuc He OyaeT rotoB. CTpaxoBKa OCHOBaHA Ha MPUHIIHIIE
JTOOPOCOBECTHOCTH W TOJICPIKUBACTCS  3aKOHAMH TIPOTUB  MOIIICHHUYECTBA.
CrpaxoBble KOMITAHMM HCXOASAT M3 TOrO, 4YTO 3acTpaXxOBaHHBIC IpPeaMeTa
MPUHAIEKAT KIMEHTY, HE MOTYT OBITh 3aCTPaxOBaHbI JBAXIbl, MX CTOUMOCTb
COOTBETCTBYET YKa3aHHOM, U YTO KJIIMEHT TOIYUHHUTCS YCIIOBHSM TIOJIHCA.

Mopcras cmpaxoska (Marine insurance) mpeayiaraeT pa3iudHbIC IOIUCHI IS
cTpaxoBaHus rpy30B. OMHAKO OOJBITUHCTBO AKCIIOPTEPOB IMOKYIAIOT MAKCUPOBAHHDILL
noauc (valued policy) ot ecex puckos (all-risk), 3ammmmaronuii MOYTH OT BCEX
cllydaifHOCTeH 1 0OecreunBarofil KOMIEHCAINIO MOTepH WK yiepoa mitoc 10%.
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5 Tenepanvuwiti nonuc (Open cover u floating policy) ucnomnb3yrorcsi, Koraa SKCIopTep
OCYIIECTBIISIET PETYJIIPHBIE IOCTABKU. OJTH TOJIMCHl OOECHEeYMBAIOT €My olliee
TIOKPBITHE, YMEHBIIAIONIEECS 0 Mepe OOBSBICHHUS CTOMMOCTH KayKIOW ITOCTaBKH, HO

HUX MOKHO BO30OHOBUTS.

8.10 C.ioBapsb 1o cTpaxXoBaHUIO IPy3a

an insurance company
a broker

a proposal form

a quotation

a policy

Cover

all risk

underwriter

a syndicate

a cover note
indemnification
original position
subrogation

to cover against

to take effect from

to bond someone

to renew a policy

a claimant

to make/reject a claim
compensation

to inspect damage
negligent

to overvalue

an independent assessor
an assessment
valuation

arbitration

life assurance

benefit payment
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CMpaxosas KOMNAHUsL
makiep

3ase6nenue

pacyenku

noauc

nOKpvlmue

8ce pucku

CMpaxosas KOMNAHUs; CMpPaxo8ujuK
CUHOUKAM, KOHCOPYUYM

yeeooMaeHue 0 NOKpblmuu

803Meujenue, KOMneHcayus

UCXOOHOE NONOJCEHUe

cybpozayusi, 3ameHa 00HO020 Kpeoumopa opyaum
eapanmust

8CmMynams 8 CUy ¢

HOONUCHIBAMb 00J12080€ 00A3AMENLCIEO
60300H0615AMb NOUC

npeowbABIAIOWUL NPABA
no0asamv/OmKIOHAMb Mpebosanue
KOMNEHCayusl

npoeepamy yuwepo

HeOpeXCHbLU

nepeoyenusanms

He3a8UCUMbIL OYEHUUK

OYeHKa

OYeHKa

apbumpandsic

CMpaxo8anue HCU3Hu

8bINIAMA CMPAXO0BOLU CYMMbL, NOCOOUS
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endowment 8K1A0

fire insurance Ccmpaxoseanue om noxicapa

'special perils' policy CmMpaxoeawnue om ocoovix puckos

consequential loss insurance  cmpaxosarnue om Koceenno2o yujepoa

accident insurance CMpaxoeanue Om HeCYaACMHbIX CIyYdes

insurance liability 00513amenbemea no CMpaxo8anuio, CMpaxosdst
0MeemcmeeHHOCb

property insurance cmpaxosanue coOCmeeHHOCmu

personal accident insurance  unousudyanvrHoe/1uuHOE CMpPAxo8arue om
HeCcuacmuo2o ciydas

insurance of interest Cmpaxoeanue npoyeHmo8

fidelity bonds 2apanmusi, 8b10A8aeMAasi OOHUM JIUYOM OPY2OMY
npomus 310ynompe0OieHull mpemvbe2o iuyd

marine insurance MOpCcKoe cmpaxosanue

all risk policy NOJIUC OM 8CEX PUCKOB

valued policy MaKkCupoOB8aHHblU NOJIUC

time policy NOJIUC HA CPOK

voyage policy NOJIUC Ha pelc

mixed policy KOMOUHUPOBAHHDBII NOJIUC

floating policy 2eHepalbHbILL NOJIUC

open cover policy 2eHepaIbHbILL NOJIUC

in arrears UMemb 3a00HCEHHOCHb

a clause cmamos

free from particular average  6e3 omgemcmeennocmu 3a vacmmuyio asapuro; He
BKIIIOYAS YACTNHYIO ABAPUIO

with particular average C 0OMBEMCMBEHHOCbIO 3a YACHYIO A8APUIO;
BKIIOUASL YACHYIO ABAPUIO

declaration form MAMONCEHHASL OeKNapayUsl

an insurance certificate CMpaxogoe ceudemenbCmeao

to ship clean yucmas Nocmaexa

a clean bill of lading YUCMwblll KOHOCAMEHM

The American Insurance aMEpPUKAHCKAs acCoyuayus CmpaxosujuKos

Association

Lloyd's of London JInotio

Lloyd's List peeucmp Jlnotioa

Lloyd's Shipping Index unoekc nocmasxu Jlnoioa
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Lloyd's Loading List peaucmp Jlnotioa na noz2pysKy
Lloyd's Register of Shipping  pecucmp Jlnotioa na nocmasxy

8.11 Ilperen3uu u xajo0bl MO rpy3am

H3eunenue 3a 3(108]).)!('1()7

Dear Mr. Laing:

Our service goal is to fill your orders accurately 100 percent of the time. However, when we fall short and errors occur, it's frustrating
for everyone.

I'm sorry you had a problem with your recent order, and I hope the situation has been resolved to your satisfaction. If there is
anything else we can do for you, please call us toll-free at 800-555-5225 Monday through Friday between 7 a.m. and 4 p.m. Eastern
time.

Thanks for your patience and understanding.
Sincerely,

Peg Mahr

Customer Service Manager

Ilpemen3un Ha HeKaYyeCcmeeHHbLIL mosap

PAM’S PARTY GIFTS
P.O. Box 8473
Torrance, CA 90502
April 18, 20XX

Delta Novelty Company
3217 SW 31st St.
Topeka, KS 66614

SUBJECT: REQUEST FOR CREDIT IN ACCOUNT

The case of Hippity Holiday Bunnies that I purchased from your company do not hop. I am, therefore, returning them to you and
requesting that you credit my account the amount charged plus shipping.

The Hippity Holiday Bunnies which arrived at my store had faulty mechanisms which caused them to fall over instead of hop — as
promised in your sales brochure. Because I plan on selling through my line of seasonal items within the next three weeks, I wish my
account to be issued a credit instead of you replacing the faulty merchandise. Please find enclosed the copies of your invoice, #1342,
in the amount of $36 and my invoice for shipping charges of $2.95.

Your quality products have always sold well in my store, and I look forward to seeing your new line of fall items as soon as
they are available. In the meantime, your prompt attention to this matter is appreciated.

Martha Sacks

Enc.
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Dear Name:

I have been installing name of product for number years now. Since date, I have received number complaints from my customers
and have had to replace number units. This has led me to the unavoidable conclusion that too many faulty units are being shipped,
which means that you have a breakdown in your quality-control procedures.

I strongly urge you to reevaluate your quality-control program in order to determine where the breakdown is occurring. These
repeated problems are making my customers unhappy, which means they are making me very unhappy.

Please give me a call or drop me a note at your earliest convenience in response to this complaint. I would especially like to know
how you plan to improve your quality control. This situation cannot be ignored. You can't afford it, and I can't afford it.

Sincerely yours,

Tloeperrcoennvtit mosap

Dear Name:

The name of item we ordered from you on date was received on date. The following parts were received damaged—we assume in
shipping:

list

On receipt of replacements for these parts, we will make arrangements with you for the return of the damaged items.

You will probably want to know that our Receiving Department reports that the merchandise was packed without adequate
cushioning material. This may have been an oversight on the part of your shipping department. If not, we suggest that you réévalua
te your damage-prevention procedures.

Sincerely yours,

Kanoovt no docmaeke

Dear Name:

We are sorry to inform you that your delivery of 28 four-drawer chests (Model H95—white finish) on February 19 has given us cause
for serious complaint. They were delivered in substandard condition and cannot be fixed. We have been doing business with your
company for the past four years and have always been satisfied until today. For that reason, please let us know as soon as possible
what your company intends to do to rectify this situation.

Sincerely,

Heoonoxkpammnuvie omuodoKu npu 00cmaegxe

Dear Name:
We've been doing business with you for a long time, now, and I feel I can speak frankly with you.

The performance of your shipping department over the past number months has been, in a word, poor. Of number shipments we
received since date, number have been late by at least number days; number have been incomplete; and number have included
items we did not order.

These errors have cost us time and effort and have inconvenienced our customers. They have simply got to stop happening.

I'd like to hear what you've got to say about this situation, how you account for it, and how you plan to deal with it. A written
response is not necessary, but I do expect a phone call at your earliest convenience.

You've got one unhappy customer here. Sincerely yours,

During this quarter or other time period we have placed number orders with you. Of that number, number included errors: incorrect

quantities, incomplete shipments, wrong items, and unauthorized substitutions.

These habitual mistakes have cost us money, time, and effort. I'm sure they have cost you plenty of the same as well. Neither of us

can continue to tolerate this situation. Please give me a call at telephone number to discuss the problem. If we are going to continue
doing business together, I need to hear your plan for correcting this very serious, very costly problem.

I look forward to speaking with you. Sincerely yours,
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JlocmaegieHHble moeapbl He COOMEECMEYIOm
pamnee npeocmasieHHbIM 00pa3uam

Dear Name:

We are sorry to have to inform you that the bulk of the acrylic loungewear (button-front robe with V-neck; our order no. SSLW-V2)
that was delivered is not up to the samples which we received on March 15.

On comparing the loungewear received with the samples, we were unpleasantly surprised to discover that the models are not the
same high quality. We can only assume that a mistake was made and that the loungewear we ordered has been wrongly delivered.

We cannot accept this delivery because we pride ourselves on the fact that our stores carry only the very best quality in ladies'
fashions. For that reason, we must ask for replacement of this entire collection. Please let us know what you wish to do with this
order.

Sincerely,

locmagnen He ykazanulii mosap

Dear Name:

On June 14, I ordered an answering machine with a built-in telephone (Article No. 172AM-TE) from your Summer Sales Catalog. On
opening the parcel, I found that it did not contain the ordered item. Instead it contained an entirely different machine. I am therefore
returning the item for replacement.

Sincerely,

To:

From:

Re: Wrong Part Shipped, Order Number
I am returning herewith part number number, which we received on date. We had ordered part number number.

This error has caused us considerable inconvenience, and we would therefore appreciate your expediting delivery of the correct part,
part number number.

This is not the first time I've had to write to you about problem.

It's happened again. Your shipping department sent us the wrong parts for item.

On date I ordered quantity merchandise from you. I was promised delivery by date. I have yet to receive the shipment.
To: From:

Re: Order Number

This order was received incomplete, lacking the following items:

list

The name of item we ordered from you on date was received on date, with the following parts damaged in shipment:
list

We have done a lot of business together, so I feel I can—and should— speak frankly with you.

Omcvmcmevem yacmbv moeapa

Dear Name:

On checking the waterproof parkas with taffeta lining (Models 666L and 999XL; our Order No. 7778) we received this morning, we
find that 32 parkas listed on your packing lists as well as on your invoices have not been included in this shipment. For that reason,
we enclose a list of the missing articles. Please check with your packers before we make a formal claim.

Sincerely,
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OOparure BHHUMaHME:

Kntou k Hanmcanuto 3¢h(peKTHBHOro MUChbMa C MPETEH3UEH O MO3HEN JT0CTaBKe

HE TOJIBKO B TOM, YTOOBI KOHCTaTHPOBATh (haKT, HO MPEAYIPEAUTh O TEX HEYJ0O0CTBAX
WIN JOTIOJHUTEIBHBIX pacxoax ( BpEMEHHBIX, (PMHAHCOBBIX MM MOPAJIbHBIX) KOTOPBIE
IIPOUCXOMAT U3-3a OTOT0:

D=

7.

Bame nucbMo 10JKHO BKIIKOYATH:

JleTanu npoOIeMHON TOCTaBKKW: HOMEp TOBAapHOU MapTHH U 3aKa3a.
OroBopeHHas U peajbHas gaTa JOCTaBKHU.

BryTtpennue mpo6ieMsl B Barieit koMmaHuu u3-3a 3aJepiKKU Tpy3a.

[IpoGnemsl huHAHCOBOTO XapakTepa, yiepo 1e10BOi pemyTaluu, ToIPbIB JOBEpHUs
KIJIUEHTOB.

[To3uTHBHOE 3asBIICHHE O BHICOKOM KaudyeCTBE IpOoAYKIHHU IMAOCTaBIIHUKAa U Bamero
JKCJIaHUA TPOAOJIKATDH pa6OTaTI) C HUM.

Uro Bam Ttpebyercss uToOBl M B MalbHEHUIIEM COTPYJHUYATh C IOCTAaBIIUKOM
(TOTOBHOCTH UCHPAaBUTH OUIMOKH, TUCHbMEHHOE COTJIAIIEHHE O TOTOBHOCTH IIATUTh
mrpadsl U TaK jgajee).

[Ipocsba 0 HEMETIEeHHOM OTBETE.

Hocmompume KaK peailu3o6ansl 6ce ymu npasuja 6 nucome:

Dear Mr. Travis:

We received the three linear amplifier circuits we ordered today on PO # 3456. As you know, this is six days past the promised
delivery date.

As a result, we have had to delay shipment of a base station to one of our most important network accounts. We also had to log
considerable overtime in our shop to make up for the delay your late delivery caused.

We now have a major customer complaining about our service, not to mention a substantial loss of profit margin on this particular
sale. Obviously, my management is not happy.

Zarcon makes excellent amplifier circuits, which is why we favor you with substantial business. But now my boss is asking for
technical bids from other companies.

T would like to continuing placing our orders with you if you can assure me that the delivery problem will be corrected on all future
orders. In addition, we may want to write a cash penalty for late delivery into future contracts.

Please call me as soon as possible to discuss these terms and arrangements.
Sincerely,

Bom npumep ewje 08yx necmanoapmuo HanucannwviX RUCEM:

Dear Name:

Repeatedly during the past period of time, Name of company has shipped our orders anywhere from number to number days late.
Occasional late shipments are understandable and, I suppose, unavoidable. But your practice of shipping later than promised is
becoming intolerable. We simply cannot keep adjusting our schedules and disappointing our customers.

I need two things from you at this point—

First: Please send me a letter of explanation detailing the reasons for your pattern of late shipment and outlining a plan for
preventing late shipments in the future. I will expect this letter no later than date.

Second: Start making your shipments on time.
We want to work with you to resolve this problem, but, above all, we need to work with suppliers on whom we can depend.
Sincerely yours,
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Dear Name:

We're all familiar with the concept of a chain reaction. Something happens at one end of a process, and the other end is affected.
One reaction sets off another, and that one another, and pretty soon you've got a very big explosion.

I'm afraid that's what's happening to us. Your company has been consistently late in making shipments to us, which has meant that
we, in turn, have sometimes been unable to keep our promises.

We can't go on this way. Lefs stop the chain reaction right now—before the explosion

I'd like to set up a meeting with you before date to discuss the reasons for the late shipments and to hear your plan for making all
future shipments on time. Please give me a call at telephone number as soon as possible.

We like your product and your price, but we need to be able to depend on you 100 percent.
Sincerely yours,

Omeem nHa npemen3uro 0 3a0epricke 00CmaseKku (6una mpemovei hupmot)

Dear Ms. Jones:
Thank you for bringing the problem of late deliveries to our attention. I'm sure they must be most aggravating.

As much as we would like to help you, the problem lies with the trucking firm. We have contacted them concerning the late
deliveries and are reviewing our use of Nelson Trucking as our carrier. At present, we have no contract with them but shall be
demanding a contract so we have leverage in such matters. I suggest that you contact them, also, to emphasize the seriousness of
the situation.

I'm sorry I can't help you any more than this, but I can assure you that we are trying to remedy the situation as quickly as we can.
Unfortunately, an immediate solution is dependent upon Nelson Trucking. Thank you once again for your understanding.

Sincerely yours,

Dear Name:

We are in receipt of your fax of November 28 and regret the delay in delivery of your order No. SSTX-32AA for floor lamps and pole
lamps. When we received your order in late October, our supplier was out of stock. However, we are pleased to advise you that your
order will be filled by December 8. We apologize for any inconvenience caused by this delay. Thank you very much for your patience
and cooperation in this matter.

Sincerely,

BUBNWA QENOBbIX MUCEM, ®AKC-COOBLUEHNN, 68 E-MAIL HA AHTTIMMICKOM A13bIKE




bnazooapuocms 3a pewienue npooaemvl

Ecin Bame oOpamenne mnpousBeno jaecTBue, U Bbl paccuuThiBacTe Ha
MMPOAOJIKCHUC JCIIOBBIX OTHOLHGHI/II\/JI, HMCECCT CMBICJI HaAUCAaTb KOPOTKOC TMHUCHBMO-
OsarogapHocTh. OCHOBHOM CMBICI TaKOTO MHChMa — MOKa3aTh, YTO MPOsiBJICHHAs Bamu
PCIIMMOCTD B 3allIUTC CBOUX IMPAaB —BO B3dMMHBIX UHTCPCCAaxX CTOPOH.

Ilepconanu3upyiite cBoe MUCHMO-0J1ar0JAPHOCTD:

HpaBI/IJ'II)HO HaITMCaHHOC HI/ICI)MO-6J'IaFOI[apHOCTI) HECeT TIOJIOKUTEIbHBIN
GbyHKIMOHATBHBIN 3apsia. OHO MOOYKIaeT KOHTpareHTa U Jalibllieé OTHOCUTHCS K Bam ¢
MpeaAIIOYTCHUCM.

1. Ckaxwure "criacu00" u 00BSCHUTE 3a UTO.
2. TloarBepmute, yTo Bama skanoba OblL1a yAOBIETBOPEHA.
3. TloarBepaute, yTo BBI rOTOBHI COTPYIHHYATH B AaJIbHEHIIIEM.

[Tpumep nucrMa-01aroTapHOCTH:

Dear Ms. Lieb:
Just a short note to say "thanks" for your courteous letter and for sending a replacement amplifier cover so promptly.
In today's pressured world, many customers (including myself) are quick to criticize and slow to praise. This is a letter of praise.

Your response was fair and exactly was what I wanted. You have resolved my problem, transformed dissatisfaction into satisfaction,
and assured continued future orders from me. Both of us got what we want. Thank you.

Sincerely,

OTKa3 0T TOBAapa N0 NPUYNHE ero 3aJePKKH

EcTb MHOrO npu4MH, 10 KOTOPEIM BBl MOXKETE OTMEHMTH 3aKa3 MOCJE TOro, KaK
Bol ero ornpaBunu. Bel Mornu ycTarth xaaTth noctaBku. Mim, eciu ToBapbl HE ObLTH HE
CHelManbHO M3rOTOBJIEHbl i1 Bac, Bbl Morim Haiftu OGosnee pemeBble 1100
KayeCTBEHHbIC BapUaHThl WM PEIINTh, yTO TOBap Bam Oonbiue He HykeH. HezaBucumo
OT NPUYMHBI OTKa3a, Bamie aHHynIMpoBaHME NODKHO OBITH CHIEIAHO B IMHUCHMEHHOM
dopme. Ecnm Bpemsi orpaHndeHo, mouumuTe (pakc WM COOOIIECHHE IO SIEKTPOHHOU
HOYTE, 3aTeM BBIIUIMTE MOANMUCAHHBIN OyMaXKHBIN 3K3EMIUISAP MOUTON

Co3paiiTe cBO€ MUCbMO-aHHYJIMPOBAHUE 3aKa3a:
O VYkaxwuTe HOMEp 3aKasa.
O VYKaxwuTe NpUYUHY, 10 KOTOpOoi Bbl 0OTMEHseTe Ball 3aKas.

O /laiite mOHATH, 4YTO NOCKOJIBKY Bpl He momyuwin ToBap, Bel He oxupmaere
IOJIyYUTh CYET.
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RE: Order #794556
Dear Mark:
After a six-week wait, we have not received the connectors we ordered from your company.

At this point, we can't wait any longer without the risk of missing our production deadlines. I am buying the connectors from a local
supplier and canceling my order with you.

I do not expect to receive a bill. Sincerely,

Bozepam moeapa

Nuorna Bel MoOXeTe CTONKHYTBCS C HEOOXOAMMOCTBIO TIO KaKUM-TTHOO
MpPUYMHAM BEpHYTh TOBap. BO3MOXHO MPUYMHON TOMY, YTO MOJIyYEH HE TOT TOBAp WU
KayeCcTBO HE COOTBETCTBYET OKugaemMomy. Bwl moxeTe TpeOoBaTh OT MOCTaBIIUKA
UCIPAaBUTh OMUOKY WJIM OTMEHUTH 3aKa3 M MPOCUTHh BO3MECTUTh CTOMMOCTh. B i1r060M
cydae TMOCTapalTech SICHO OOBSICHUTH ModeMy Bwl Bo3Bpaimmaere ToBap, W uTo BhI
OKHJAaeTe OT MOCTABIIIMKA.

Ilepconanu3upyiiTe cBoe MUCHMO 0 BO3BpPaTe TOBapa:

OTKa3bIBasACh OT IIOCTaBKH, YCTKO 00BSICHUTE KaKHe TOBAapPbI Brr BO3BpamacTe.

1. Vkaxunre HOMCDP 3aKa3a U MPUJTIOKUTE €0 KOIINIO (ean CCTh B 6YM8,)KHOM BI/I,Z[e).

2. OOwbscauTe, moueMy BbI Bo3BparaeTe ToBap.
3. OObscHuTE, 4TO BBl XO0THUTE: UCTIPABUTH OIMIUOKY WIIM BEPHYTH JCHBTH.
4. VYkaxure Aary, 10 KOTOpoi Bl X0THUTE UCTIPaBUThH OMIMOKY WU BEPHYTH JCHBTH.
5. IlobGnaromapuTe 3a coaeiicTBHeE.
Dear Name:

This is the second third, etc. name of product I have returned to you because of manufacturing faults. The problems with this unit
include list.

I am willing, yet one more time, to accept a replacement, but I reserve the right to a complete refund if I find the replacement
unsatisfactory.

Might I respectfully suggest that you thoroughly review your manufacturing and quality control procedures?
Sincerely yours,

Dear Mr. Millington,

I am returning with this letter a recent shipment of 500 imprinted golf balls (order #3345) along with a copy of our original purchase
order.

As stated, the logo should be reproduced in our corporate color, which is green. The logos on the golf balls you sent are bright blue,
and therefore unacceptable.

Please make the necessary corrections and send another shipment of 500 golf balls (with the logo in our corporate green) by the
15th of this month. We need them for a company-sponsored event that starts the first of next month.

Thanks for your prompt attention to this matter.
Sincerely,
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Inaea 9

Pexnamvmuwie nucoma u nucema o I’lpOOCDfC@

CoOcTBEHHO TOBOPSI, BCE MIChMa KacaroTcsl NpoJaku. Bel mponaere yeayru nim
IOPOAYKT, a TaKkKe CBOW WMMWIK. Takue muchbma MpHU3BaHBl HAayaTh WJIM 3aKOHYUTh
npouecc MpoJaku. Bce ke MBI MOMBITANNCh COOpaTh B 3TOM pasfeiie KaTerOpuu
OM3Hec-IICceM, KOTOPhIe BCTPEUaloTCsl Hanbolee 4yacTo:

. IIpocwba o BcTpeue

. [IpencraBieHue BO3MOKHOMY KIUEHTY

. [InceMO KIIMEHTY O Ipojaxe

. PexomeHnmaTeapHOE THCHMO

. JlomoIHUTEIhHOE THCHEMO

. [T1nceMO 1O MOBOAY OTCYTCTBHUSA OTBETA

. JlononmHUTENRHOE MUCHMO TIOCIIE MPOIAKU
. [Tucema o nepenaue

[TpuBeneHHbIe HUXKE MUCbMa UJUTIOCTPUPYIOT BCE Pa3eiibl MUChMa.

9.1 Opraausanus Npoaak ToBapa

C nomoupto nuceMm ((pakcoB, COOOIIEHUH MEKTPOHHON MOYTHI) O paclpoaax
U TPOJABWKEHUM TOBapa TMpOJABLbl HAa3HAYalOT WIM MOJATBEPKIAIOT BCTPEUH,
OOBSIBIIAIOT O paclpojiake, MPEICTaBIAIOT KIMEHTaM HOBBIX MeHemkepoB. Camo
IUCHMO SIBJIIETCS MHCTPYMEHTOM MPOAAXKHU. 3a4acTyl0 3TH NUChbMa JIEMOHCTPUPYIOT
TBOPYECKUN MOJXO0/T K COJEPKAHUIO U CTPYKTYpe.
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9.2 IlpeacraBi/ieHHe HOBOI'0O MEHEKEPA KIUCHTY

OTO0 IUCHMO MMpEACTABIACT MCHCPKEPA MOTCHIIMAJIBHOMY KIIMCHTY.

Tom'’s Sport Supply
665 Spinning Wheel Ct. « Bilmont, UT 84106
December 4, 20XX
Terrance O'Toole
Golfers Teed Off
870 C. Street
Walla Walla, WA 98661

Dear Mr. O'Toole:

You and your firm have been recommended by Cal Gonzonles of Fore, Inc. Cal indicated that
you may be interested in the line of products that we have, particularly our new Golflite line. I
have enclosed our latest catalog.

I will be in the Walla Walla area the week of December 16. I would like to meet with you to
discuss how our Golflite line can help your business. I will contact you within the next 10 days
to schedule an appointment. In the meantime, if you have any questions, call me at 800-555-
1125. I look forward to meeting you.

Sincerely yours,
Signature
Chip Ashcroft

Sales Representative

Pexomenoayuu

Hononnumenvhule
yenyeu

Ilpocvba o
ecmpeue

Koumaxmmnasa
ungopmayus

OTO MNUCBMO TaKXkKe MpPEJICTABIsAET MEHEIKEpa U 3a0JHO PEKIAMUDPYET

BO3MO>XHOCTH I'OCTHUHHUIIBI:

WAVERLEY HOTEL
360 South Dearborn e Chicago, IL 60604
August 15, 20XX
Fred E. Sherman, Secretary
The Paramount Institute
P.O. Box 323
Orlando, FL 32822

Dear Mr. Sherman:

Just a note to introduce myself and to let you know of the Waverley Hotel’s interest in the 20XX
meeting plans of the Paramount Institute.

The Waverley Hotel contains 674 newly redecorated guest rooms; this includes 12 double room
suites. The hotel is located in the heart of Chicago, only 30 minutes from Midway airport. Our
three four-star restaurants offer our guests variety in menu selection and atmosphere. Our 36,000
square feet of meeting and banquet space include the city’s largest ballroom and the largest on-
site exhibition hall. I have enclosed a complete schedule of our function space dimensions and
capacities.

Please stop by and see us if you are in our area — we would like the opportunity to show off our
hotel. In the meantime, however, I will call your office next week to answer any questions you
may have on the Waverley’s facilities and to discuss how we may be of service to the Paramount
Institute.

Sincerely,
Signature
Carol Brawn

Director, Convention Services

Hpuuuna
Hanucauus nUcoma

IHoopobrocmu
Tlpunoscenue

Ilononnumenvhvie
OamnHwvie 0
cocmosiHuu 0enl

Iinanw

Koumaxmuas
ungopmayus
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9.3 IIucbMO CylIeCTBYHOIIEMY KJIMEHTY MO0 MOBOAY MPOIAK

B sTOoM nuckMe cenaHa nomneiTKa nepexBaTuTh OU3HEC Y Apyroi Gupmsbl:

GERSON ACCOUNTING SERVICES
P.O. Box 514
San Francisco, CA 94133
September 10, 20XX
John L. Hoffman
United Services Bank
P.O. Box 8976
San Francisco, CA 94133

Dear Mr. Hoffman:

This afternoon I spoke with Don Smith at the United Services Bank in Berkeley. During our
conversation, Don mentioned that the bank uses a local CPA firm to maintain their book depreciation
records.

Since we prepare the tax return for United Services Bank, it would seem to make sense for us to
maintain both systems. We would incur some set-up cost; however, this would be recouped over a
relatively short period through efficiencies in running both depreciation systems through one software
package.

If you are interested in this idea, I will put together an estimate of the set-up cost for you. For your
information, since the bank’s book depreciation system is in very good shape, I would anticipate our
set-up time on this account to be less than what we have encountered in setting up other clients.

Sincerely,
Signature
Steve Brooks

Vice President

9.4 PexoMeHaaTeJlnLHOE MACHEMO

Koncmamayus
cumyayuu

Ilpuyuna

Ipeumywecmeo
Yenyeu

Ipeumywecmeo

OTO MHUCHMO TIPEACTABISIET JIOJEH APYT APYry — HalpuMep, HOBOTO MpPOJaBlia
kiareHTy. Ecim Bbl oOpariaerech K ajapecary 10 MMEHH, MPEACTaBISIEMOTO YeIOBeKa
TaKkK€ MOXKHO Ha3bIiBaTh MO UMeHU. Ecim Oonee yMecTHO BEXIMBOE oOpalleHue
JIOJDKHOCTB, CIICYHTE TOW jK€ MOJICNIM CO BCEMH UMEHAMH, YITOMSIHY THIMH B ITUCHME.

Sea Lanes
8945 N. Shore Dr. « Boston, MA 01611  1-800-555-3456
November 22, 20XX
Carl N. White
Lobster Trappers Ltd.
Box 65
Kepaquadick Cove, ME 04103

Dear Carl:

I am happy to introduce our new sales representative, Terry King, to you. Terry will be in charge of
servicing your account.

Terry is a graduate of the University of Maine and holds a degree in Sales and Marketing. For the last
five years he has worked as a salesman for Boston Fisheries and Equipment. We are proud to have
him on our staff and are sure he will be able to give you the kind of service you have come to expect
from Sea Lanes. Please call us if there is anything we can do for you. Terry will be contacting you
within the next two weeks to personally introduce himself, discuss his monthly schedule and answer
any questions you might have. Ask Terry about his family’s secret recipe for lobster!

Sincerely yours,
Signature
T.K. (Tip) Walton

Director of Sales

Ipuuuna
npeocmaegieHus

Hcxoonan
ungopmayus
Ilpocvba o
noooepaicke
Koumaxmmnas
ungopmayus

Jluunwvie
KoMMenmapuu
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9.5 lonmojiHMTEJbHOE MUCHMO (HET OTBETA HA 3aIPocC)

B 5TOM nuceMe cripaliuBaroT, MOIY4YuII JIK agpecaT MUCbMO.

Three W’s
Box 231 ¢ Medford, MO 64506

December 1, 20XX
Richard Patterson
789 Winterwood Lane
St. Joseph, MO 64503

Dear Mr. Patterson:

On November 10, I sent you a letter describing our newest product. Did you
receive the letter?

I will be happy to answer any questions you may have and explain the unique
features of Vu-More and its benefits to you. You are a valued customer. If there is
any way that I can help you in making a decision, please call me at 800-555-1309.
Sincerely,

Signature

Kay Lynne Overmeyer

Sales Director

KLO:pst

Cebinka
Lenv
JIrobesnocmo

Ipeonooicenue nomowgu u
KOHMAaKmudas ungopmayus

Hamomunanue KIIMCHTY O TOM, 4YTO OH HC OTBCTUJI HA IMMOCJIICAHCEC ITNCbMO.

Lakeland Insurance
7779 23rd St. E. « Camden, NJ 08610
October 2, 20XX

Barry Wu

Wu'’s Gardens

558 Magnolia

Garden City, NJ 08638

Dear Mr. Wu:

Just a reminder: I recently sent you a computer printout of a proposal of health
insurance for your employees.

I have attached another printout for your convenience and hope that you will
take the time to review it. As you can see, we offer a competitive package. Plans
A and B are especially responsive to your needs.

I will call you next Friday after you have had time to review the proposal. I am
eager to do business with you. In the meantime, if you have any questions or
concerns, I can be reached at 308-555-9847.

Sincerely,
Signature
Terry Laforge
Sales Manager
TML:wie

Enc.

Hanomunanue

O630p

Axyeum

Ipeonosicenue nomouyu

Konmaxmmuas unghopmayus
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9.6 HacroilunBoe NUCHLMO 10 NOBOXY OTCYTCTBUSA OTBETA

Takoe mucEMO IMUIIYT, KOrga KIIMCHT HC OTBCYACT JOBOJIBHO JOJITOC BpCMH.

Cattleman’s
3567 Hereford Lane e Tulsa, OK 73072

July 15, 20XX
J.M. Chesterman

900 Oilman Highway
Tinderbox, CO 80215

Dear Mr. Chesterman:

Yesterday I was going through our files and realized that we had neglected to contact you concerning Konemamayus
our proposal to replace your cattle feeders. cumyayuu

I realize that four months have passed since I sent you the
i ) - Pexomenoayuu
information, so I have attached our original proposal. I hope

you will take time to look it over. We feel our prices are very competitive and the quality and HpeuMymecm@a
durability of our feeders will actually save you money in the long term.
I will call you next Monday after you have had time to review the proposal. I am looking forward to Konmaxmmuas
doing business with you. If you have any questions or concerns, I can be reached at 308-555-9847. uH([)OpMaL;u}l
Sincerely,
Signature Tlocmckpunmym
Theodore “Tex” Miller
President

TIM:ssm

Enc.

P.S.You can save $535 on a feeder this year!

9.7 IIucbMo0, CONMPOBOKAAIOIIEE IOTOBOP

KOHTpaKT MOXHO CONPOBOJUTH MHUCHMOM.

Zarcon Laser Systems
80000 Orange Blossom Dr.
Boston, MA 02174
March 15, 20XX
Tony Blumenthal, Realtor
The Winstead Building, Suite 400
P.O. Box 46758
Boston, MA 02180

Dear Tony:

Len»

Tpunoscenus

Two copies of the revised six-month leasing agreement for the Zarcon Laser Copier II are enclosed.
I'm pleased you are happy with its performance.

The yellow highlights on one copy reflect the changes that we addressed in our March 14
conversation. Please indicate any additions or omissions in the margins and initial and date each HUnempyryuu
correction. I will review the copy and get back to you by April 5.

If the current changes meet with your approval, please sign at the “X” on page 3 of the unmarked Anemepramusnoie

copy and return it in the SASE by March 29. UHCIMPYKUUU

If I may clarify or help in any other way, Tony, please call me at 555-3993.
i Koumaxmuas

Sincerely,

Signature unghopmayus

Lee Webster

Senior Account Executive

Enc.

BUBNWA QENOBbIX MUCEM, ®AKC-COOBLUEHNN, 75 E-MAIL HA AHTTIMMICKOM A13bIKE



9.8 IlucsMo0 nmepeaayu ¢ 3apocoM

Ecnu BaM Hy’)XKHO OTIPaBUTH OJIHU JIaHHBIC M 3alPOCUTh IPyrHe, MPUOCTHUTE K
O0TOOHOMY COTMPOBOIUTEIIEHOMY THUChMYy. OOMEH MH(poOpMaIueil — 4acTh CTpaTeruu
npofaxu. OOcyk/IeHne TEeXHUYECKHX BOMPOCOB B MHUCHME JOKHO OBITH KOPOTKUM —

00BSICHEHHUS MPUBCAUTE B ITPUITOKCHUAX.

Rocky Flats Physics Facility
2367 Central Avenue
Albuquerque, NM 87106
February 16, 20XX
Joseph P. Harlow, Ph.D.
Defense Engineering
784 Trinity Dr.
Los Alamos, NM 87544

Dear Dr. Harlow:

Your inquiry regarding our services is welcome. I am enclosing a brochure that will summarize our
optics program for infrared conductors and the surface lab work we do.

If you will send us similar literature from your agency, I can be more specific about what we can do
for you.

I will call you later this week to answer any questions. Thank you for your interest.

Sincerely,
Signature
Zack A. Bromley, Ph.D.

Enc.

Omeem na 3anpoc
Ilpocvba
Ipeumywecmeo

Koumaxmmnas
ungopmayus

9.9 IIucbMO C NPUWIOKEHUAMU

3TO MUCBMO KOPOTKO OCBEIIACT TEXHUYECKYI0 WH(POPMANHI0O W COOOHmaeT o
BO3MOXKHBIX JIOTIOJMHHUTEIBHBIX yclyrax. Bce meranm ocraBbTe Ui MPUIOKEHHI, a B

COIIPOBOAUTCIIBHOM IMUCBME ITPUBCAUTE TOJIBKO KpaTKI/Iﬁ O630p.

William Hennings Accountants
Drawer NN
Burlington, NC 27216
December 10, 20XX
Linda Maple
77 Cherry Brook Terr.
Burlington, NC 27218

Dear Linda:
Your projection for the possible Grantor-Retained Income Trust
(GRIT) is included with this letter.

You may also want to investigate Grantor-Retained Annuity Trusts (GRATS) and Grantor-Retained
Unitrusts (GRUTS). I have taken the liberty of including a pamphlet describing these options in more
detail.

Please let me know if I may clarify anything for you. We could meet any time next Thursday at your
convenience to discuss which trusts best suit your assets and family situation.

Sincerely,
Signature
Davis C. Cernicek

Enc.

Omeem na 3anpoc

Jlononnumenvhule
yenyeu

Ipeonooicenue
nomowu
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9.10 ITucsMo nepeagauu ¢ uHGpoOpMa el

[TucbMO ¢ BBIp@KEGHUSAMH  ONAroJapHOCTH  HIIH

Roger Publications Inc.
8560 College Blvd.
Overland Park, KS 66210
September 21, 20XX

Janet Kirby
Alvarez Advertising
10253 W. Higgins Road, Suite 600
Rosemont, IL 60018

Dear Janet:

You made a wise decision by including Working Women'’s Guide in your marketing plans
for Mor-PEP! Thank you for your order.

Working Women's Guide provides the most effective way to reach this big-volume
market. Readership is unexcelled, as shown by the recent Starch WOMEN'S Study.

Regarding your question on a preprinted insert card: the investment involved is $3,000. If
you would like for us to print a card, the card would be a net cost of $1,575. There would
be no real cost advantage to using a card attached to our reader service coupon.

The cost for the coupon space is $5,000 and includes the printing.

Having your message on the card next to the reader service coupon could be a big
advantage, however, for readership.

I'll call your office next week to answer any questions on this — and thanks again for your
order.

Rebecca Ruddy
Account Supervisor

BOIIPOCAaMH  IIPOJAXKH,

BKJTFOYArOITIee TOTPEOOBaHHYIO KIIMEHTOM HHpopmaluio. OGecreynBaeT KOHTAKT.

JlobposcenamenvHocmo
Ilpeumywecmsa

Hngpopmayus

Ipeumywecmea

Konmaxmmnas
uHgopmayus
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I'naea 10

PR nucoma, nooodepatcusaroujue umuoic KOMnaHuu

B smoii 2nase npusedenvt npumepvr PR nucem, komopvle nomocym
8aM 3aMPOHYMb pA3IUYHbIE MeMbl, GIUAlowUe HA GHEeWHUU O00JUK
KOMNAHUU U OMHOUIeHUs 6Hympu Hee. B maxux nucvmax eoeopumcs o
CREYUATILHBIX COOBIMUSX, OOCMUNCEHUAX U BONPOCAX.

10.1 O0mas dJ1arogapHoOCTH

B sTom muceme BBIPpAXKACTCA 6HaFOI[apHOCTB KIueHTaM. Takoe MHUChMO MOXKHO
HCIIOJIB30BaTh JIA MNPOMdaKHU WM PCKIAMbl MJIM B 3HAK 6HaFOI[apHOCTI/I 3a BCPHOCTH
KOMIIaHHH.

Zebra Prints
224 Bever Ave. * Madrid, MS 39378
October 12, 20XX
Lillian R. Wilkinson
4500 Ramble Road Lane
Madrid, MS 39379

Dear Ms. Wilkinson:
On behalf of Zebra Prints, we wish to express our sincerest appreciation for your continued

"Ilanka"

Jlama

Buympennuii aopec
Ilpusemcmeue

Konecmamayus yenu

patronage. It is because of valued customers like you that we are able to continue to offer /hobesnocms

you the finest in fabrics. Pazsumue

Zebra Prints has been in business for 75 years. We are dedicated to bringing you the finest Hmoz

in fabrics, particularly those of all-natural materials. Mr. Case, our founding father, loved to

say, “The customer wants the best at the lowest price,” and that is the motto we use as our Hpewymecmeo
guiding principle. 3axnouumenvhule
Please stop in and see us soon. Our new spring fabrics will be in the showroom on March

15. If you bring this letter with you, we will give you a 15 percent discount on any fabric BbIpAJACEHUA

you purchase in March. Toonuce

Sincerely yours, Haneuamannoe ums
Signature

Terrance Sullivan Case, Jr. Lononnumenvuasn
President qu)OpMaZ/[uﬂ
TSC:maj
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10.2 TIpu3HATEIBLHOCTH

B »ToMm mmceMme BBIPpAXKACTCA MNPHU3HATCIIBHOCTL 3a MPCANPHUHATHIC I[CﬁCTBI/I?I.
I[OBOJ'ILHO 4JacCTO TaKUeC MMUCbMa OTHPABJIAIOTCA pa6OTHI/IKaM KOMIIaHHH.

Seven Sisters
709 Starry Way e Council Bluffs, IA 50574
April 13, 20XX
R.K. Kirkman
4590 N. Iowa Avenue
Omaha, NE 68164

Dear Mr. Kirkman:

On behalf of the staff at Seven Sisters, I want to express my appreciation for your help in our
recent ad campaign. Your tireless efforts made the campaign one of the most successful we
have ever had.

Seven Sisters’ success relies heavily on the commitment of its employees. Devotion such as
yours allows us to be leaders in the field of fashion merchandising in the Omaha/Council
Bluffs area.

Your efforts contribute to higher sales, and that, as you know, means increased profit-
sharing for our employees.

Thank you for all of your hard work. Seven Sisters is successful because of employees like
you.

Sincerely,

Signature

Laney Moore

President

LAM:rie

Hpuuuna
NPUBHAMENTbHOCU

Obwasn
uHgopmayus o
KOMRanuu

Ocobas
NPUSHAMETTLHOCHLb

brazooapnocmo

10.3 OdpunuansHas nara (MeHeIKepy KOMIIAHUM)

B sTtom mmceMe roBoputTcs 00 OQUIIMANBHON JaTre — Hampumep, U30paHue

INOJIMTHKA WJIH I'OAOBIIHMHA pa6OTLI COTPpYyAHHKA B KOMIIAaHUH.

Wood Hollow Cranberries
850 Random Rd. e New London, CT 06320
April 8, 20XX
Edward Brown
8879 Kirksville Ct.
New London, CT 06320

Dear Ed:

All of us at Wood Hollow Cranberries wish to extend our sincerest congratulations on your
tenth anniversary here at Wood Hollow.

Your work, first as Assistant Plant Manager and now as Plant Manager, has been exemplary.
We are most pleased to have you on our management team and look forward to many more
years of working with you.

Sincerely yours,

Signature

Grant Kleissman

President

GWK:gmn
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Cneyuanvuble
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10.4 Ilpuriamenus - opuuUAIbHbIC

OdunmanpHble BRIPAXKEHUS ATOTO MHUChbMa OTPa)kaeT OPUIHATBHOCTh COOBITHS U

TpeOyIoT O(pHUIIMaTBFHOTO OTBETA.

Erskins and Co.
985 Washington e Boise, ID 83805
555-8800
October 1, 20XX
Carmen and Ted Schmitt
800 Lander Lane
Meridian, ID 83642
Dear Mr. and Mrs. Schmitt:
You are cordially invited to a formal dinner in honor of Samuel
Whitters on October 21, 20XX, at 8 p.m. at the Boise Hilton.
Mrs. Schmitt, as you are an associate of Mr. Whitters, we would

like you to speak briefly about his work in the lumber industry. If this is possible, please let me
know within the next week.

Please note that this is a black-tie event. RSVP with the names of those attending by October 14.
Sincerely yours,

Signature

John Randall III

Chairman, Social Committee

JKR:sat

10.5 Ilpurinamenus - HeopuIUAIbHbIE

Bpewms, oama u
Mmecmo codbimus

Ilpocvba

Cpox

Tpebosanus

3t0 nucpMo Oosiee HepopManbHO M HANKCAaHO 0oJiee Pa3srOBOPHBIM sI3bIKOM. OHO
MOXeT TpeOOBaTh OTBETA, HO OTBET MOXKET OBITh YCTHBIM MJIM HEO(PHUINAIBEHBIM.

TeleWorld
1810 Ohio Ave. e Little Rock, AR 72293
June 13, 20XX
Ramona Jenkins
55 Tremont
Little Rock, AR 72291

Dear Ramona:
The marketing department is having a surprise get-together next Thursday afternoon after work
for the retirement of J.J. Small.

Please bring a gag gift to send J.J. on his way to a happy retirement. We're asking each person to
contribute $5 for a legitimate retirement gift. Wanda Templeman is collecting.

Let Wanda (ext. 233) know by Monday if you can make it so she can order enough refreshments.

Sincerely,

Signature

Chuck Meyers

Chairman, Social Committee

CJM:eem
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Hpurnamenue Ha popMaIbLHbIN YKUH

Erskins and Co.
985 Washington e Boise, ID 83805
555-8800
October 1, 20XX
Carmen and Ted Schmitt
800 Lander Lane
Meridian, ID 83642

Dear Mr. and Mrs. Schmitt:
You are cordially invited to a formal dinner in honor of Samuel Whitters on October 21, 20XX, at 8 p.m. at the Boise Hilton.

Mrs. Schmitt, as you are an associate of Mr. Whitters, we would like you to speak briefly about his work in the lumber industry. If this
is possible, please let me know within the next week.

Please note that this is a black-tie event. RSVP with the names of those attending by October 14.
Sincerely yours,

Signature

John Randall III

Chairman, Social Committee

IIpuHsiTHE IPUTIATIIEHUS

Date
Name/Title
Business/Organization
Address
City, State Zip Code

Dear Name:

Dr. and Mrs. John McDonald are pleased to accept the Winchester Corporation's kind invitation to attend the dinner dance at the
Alexandria Hotel on Saturday, September 12.

Yours sincerely,
Signature
Name

Otka3s ot INPUITAINCHUSA (u3-3a Opyzoii npedsapumenvhoi
002060peHHoCcmu)

Dear Name:

Mr. and Mrs. Alex Longman thank the Management Team of the Winchester Corporation for the kind invitation to attend the dinner
dance honoring William R. Chesterfield on September 12, but regret that they are unable to attend due to a prior commitment.

Sincerely,
Signature
Name
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Dear Name:

Mr. and Mrs. Frank Hitching sincerely regret that owing to a previous engagement they are unable to accept the kind invitation of the
Winchester Corporation for the dinner dance to be held on Saturday, September 12.

Sincerely,

10.6 IIpusHaHue H0CTHKEHUN

B sTOM nucbMe paboToaaTenh NPU3HAECT XOPOIIYIO HICI0 PAOOTHUKA U TPUBOJUT
IIOJIOKUATENBHBIE KOMMEHTAPUH IPYTUX JOJCH.

Baker’s Department Store
432 Washington Ave.
Independence, MO 64052
December 12, 20XX
Sharon Rash
2508 East Elm
Independence, MO 64053

Dear Sharon:

You are doing a super job and it shows! Because of your efforts in coordinating the seasonal Hpu3HaHue
decorations around one theme, each department looks better — and that has the entire store looking

better. And, of course, this makes it a more pleasant place to work for all of us. Kouxpemnuole
Your efforts have been noticed not only by staff but also by our customers. Several have mentioned qbaKmbl

the “new” look. The extra time you spent on this project is greatly appreciated; the enclosed is our

“Thank you for a good idea and a job well done.” Ipunooicenue
Sincerely,

Signature

Steven Baker

President

Enc.

B sToM mmceme MPU3HAIOT OJOCTUIKCHHE KIIMCHTA, pa6OTHI/IKa, POACTBCHHHKA

KIIMCHTAa NN pa6OTHI/IKa, WJIKn Apyra KOMIIaHWUH.

Pampered Prints
282 Kefauver Dr. e Mt. Vernon, KY 42040
March 30, 20XX
Maria Fernandez
3333 Trenton Way
Mt. Vernon, KY 42049

Dear Maria:

Your design for our Kute Kids line is outstanding! Pampered Prints is proud that you are one of our
employees.

Because of your design, Kute Kids is breaking all records in sales.

During the first quarter, Kute Kids outsold all other lines in the Size 6-12 category.
Keep up the good work. We need people like you, Maria, at Pampered Prints.
Sincerely yours,

Signature
Lily Marret
Director of Sales

LNM:ddl

BUBNWA QENOBbIX MUCEM, ®AKC-COOBLUEHNN, 82

Ipusnanue
oocmudicenus

Obwas
uHgopmayus o
docmudiceHuy

Toowpenue

E-MAIL HA AHTTIMMICKOM A13bIKE



10.7 JomosHUTEIbHOE MMCHMO MOCJIE MPOAAKHT

3T0 nuckMo cneayet 3a coobiTueM. OHO MOIAEP)KUBAET NO3UTUBHBIA KOHTAKT U
HOOILPSIET KIMEHTA K MPOJOKEHUI0 COBMECTHOM padoThI.

WAVERLEY HOTEL
360 South Dearborn e Chicago, IL 60604
October 31, 20XX
Cynthia Brown
The First Management Group
110 First Ave.
Clayton, MO 63105

Dear Cynthia:

It was such a pleasure to have a group like yours as our guest! Not only did we enjoy having The Tozopaenenus
First Management Group in our hotel, but getting to work with you was an added benefit!

You are so professional and organized that you make us look good. P enymayus
(;ynthia, Ef tr_\ere’s_ anything,I can ever do_ to help you, give_me a call. Please stay in touch; the next Tuunoie

time you're in Chicago, we'll take some time and see the city!

Sincerely, 06[7 aujenus
Signature

Carol Brawn

Director, Convention Services

10.8 O0bsICHeHNEe MOJUTUKH U MO3UIINH

Ora cioyxeOHas 3amucka OOBSACHSACT IOJIUTUKY KOMITAHWW W TIO3WIHIO B
OTHOWIEHUH pPabOTHUKOB. OOBIYHO CIIy’)KEOHOM 3amMCKM  JIOCTaTOYHO, HO B
OTIpEIETICHHBIX 00CTOATEILCTBAX OBIBACT HEOOXOIUMO OPHUITHATHLHOE TUCHMO.

MEMORANDUM
Date: December 23, 20XX
To: All Employees
From: Manuel Gonzales

Re: Policy Concerning Sick Leave KOHcmamauuﬂ
There seems to be some misunderstanding concerning Swithams' sick leave policy. cumyayuu

Each employee is allowed 10 sick days per year during the first five years of employment. For five ObvsicheHue

to 10 years of employment, each employee is allowed 15 days of sick leave. Any employee of 10 or

more years is granted 20 days of sick leave. Sick leave may be accumulated up to one full year Tlocneocmeus
(365 days). After an absence of two days, an employee must seek medical advice and present a .
doctor’s excuse upon return to work. Failure to do so may result in docking of pay for any sick Konxpempuoiii
leave after two consecutive days. sonpoc

For further information, refer to the employee manual, page 23, or contact our Benefits Officer, Penymayus

Barbara Wieland.

I hope this clears up any misunderstanding, particularly concerning the doctor’s excuse.
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Australian Outfitters
P.O. Box 212 e Los Angeles, CA 99045-0212

Corbin Reynolds
3510 Aroya Canyon Road
Hollywood Hills, CA 95234

Dear Mr. Reynolds:

October 3, 20XX

I regret to inform you that your order of boomerangs will be delayed by four weeks because of a

recent fire at Outback Boomerangs in Sydney, Australia.

I hope this delay is acceptable. As soon as we found out about the fire, we contacted Woolabang
Boomerangs in Alice Springs and were able to fill your order. Unfortunately, its boomerangs take

longer to make because they are handmade. This is to your

advantage: Though they are more expensive, we will absorb the difference in cost.

Thank you for your understanding and cooperation in this unfortunate matter. If you have any

questions, please call me at 800-OUTBACK.

Sincerely yours,
Signature
Tanner Dundee

TID:mal
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Inaea 11

Paznoobpasnasn koppecnonoenyus: bponuposarue, ecmpeuil,
cocmenpuumMcmaeo, JludHsle oenoswvle nucoma
11.1 bponupoBanue

B sTom pasmene mpexpcraBieHa pa3HOOOpa3Has KOPPECTOHACHIUS, C KOTOPOW
MOYKET CTOJIKHYTBHCS CEKpeTaph WM MEHEKEP (UPMBI.

Pe3epBHrpoBaHuie aBUANIEPEIETOB

Dear Sir,

This letter is to confirm our telephone conversation this morning when I arranged for two tickets to be sent to us in the names of
P. R. Dell and B. Newsome, our directors, who will be travelling London Heathrow-Rome on flight BA 164 at 10.05 hours, on
Wednesday 12 June.

Please send the tickets to us by return, and find a cheque for £210.00 enclosed.

Yours faithfully,

PesepBupoBanye nyreniecTBM 1Moe310M

Dear Sir,

With reference to my telephone call to you this morning, would you please book a return ticket including couchette in the name
of Mr John Miles for London-Paris-Zagreb, leaving on Monday 18 July, and returning Zagreb-Paris-London, on 3 August?

Please could you reserve a seat in a non-smoking compartment?
I would appreciate your sending the tickets as soon as possible and have enclosed a cheque for £188.00.

Yours faithfully,

Pe3epBupoBaHHeEe MECT B TOCTHHMILE

Dear Mr Ruggerio,

This letter is to confirm my telex and your answer of today in which you agreed to reserve two separate rooms with shower and
bath, from 12 June to 21 June inclusive for Mr P.R. Dell and Mr B. Newsome, who will be attending the Textile Trade Fair in
Rome.

Could you make sure that the rooms are situated at the back of the hotel, as the rooms they were given last year, overlooking
the main road, were rather noisy?

I am enclosing a banker's draft for £40.00 as a deposit. Could you please acknowledge receipt?

Yours sincerely,
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PesepBupoBanne noMeneHuii Ui KoHdepeHmii

Dear Name:

As discussed on the telephone, we want to reserve the use of a small conference room where dinner can also be served for 23
people for the evening of Thursday, June 7 from 6:00 p.m. until 11:00 p.m.

We also want to reserve your three-course steak dinner ($24.95) for every participant, as well as optional bar service.
Please, confirm this reservation by return mail or fax.

Sincerely,

Dear Sir,

We are holding our annual conference this year in Nantes and are looking
for a hotel which can offer us accommodation and conference facilities from
15 to 18 November inclusive.

There will be 60 delegates, 15 of whom will be bringing their wives. Therefore, we will need 45 single rooms and 15 double with full
board for the three days. Provision should also be made for serving morning coffee and afternoon tea in the conference room.

For the meetings we will need a room that can accommodate 60 to 70 people, with sound equipment, and if possible a stage from
where lectures and demonstrations can be given.

We will be bringing our own visual aids with us, so it will not be necessary to provide projectors, boards, or screens.

Please would you send us a list of your tariffs and let us know if you are prepared to allow discounts for a block booking. If you can
offer a competitive quotation, and satisfactory accommodation and facilities, you can rely on regular bookings from us in the future.

Yours faithfully,

Dear Name:

I enjoyed talking to you on Tuesday. The Dorset Hotel does have the facilities that our company needs to schedule its annual
shareholders' meeting on April 2, with check-in time scheduled for 9:30 a.m.

I hereby confirm that we have booked the Wessex Room, which can comfortably seat 100 people; the Flamingo Suite (spacious
seating for at least 15 people) for press meetings; and the Washington Dining Room (seating capacity for more than 100 people)
where drinks and luncheon will be served after the shareholders' meeting.

We also need the following audiovisual and other equipment and services:
e In the Wessex Room:

- Public address system

- One VHS videocassette player

- Four television monitors

- One overhead projector and screen

- Coffee and tea service

¢ In the Flamingo Suite:

- One flip chart

- Coffee, alcoholic and non-alcoholic beverages

« In the Washington Dining Room:

- Public address system

- One motion picture projector (16 mm)

- One motion picture screen

- Alcoholic and non-alcoholic beverages

- Luncheon (including wine service)

I will telephone you on March 29 about the arrangements as outlined above. Please send me your written confirmation.

Sincerely,
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11.2 Berpeun

IIpocb0a 0 BcTpeue

OTUM TUCHMOM MEHE/KEP Ha3HayaeT BCTPEUYM U TMPEACTABISIET CBOW rpaduk.
Bxirounte B HEro ynmoMuHaHUE JOMOTHUTENBHOM YCIyru Uin paboThl, 4TOOBI agpecar

3ax0TCJI C BaMH BCTPCTUTHLCH.
mocJICA0BaTh APYroc NMMucCbMO HJIN TCHG(I)OHHLII\/'I 3BOHOK.

OTO0 NHCbMO-IPEICTABICHUE,

Carrington’s
38 E. 91st St.  Chicago, IL 60614
January 25, 20XX
Linda Montgomery, Manager
A-1 Cleaners
2903 Burresh St.
Lincoln, NE 68506

Dear Ms. Montgomery:

I will be in Lincoln on February 3 and would like to meet with you at your office to
discuss cleaning supplies you may need in the second half of the year.

I have enclosed our latest catalog. Please note the items in yellow highlight. They are
special values or new products that A-1 Cleaners will want to take advantage of now.

I will contact you later this week to schedule an appointment. If you need to get in
touch with me, call me at 800-555-9047. I look forward to talking with you. Thank you
for your continued business.

Sincerely yours,
Signature

Douglas James
Sales Representative

P.S. See page 68 of our catalog for a great value on our most-ordered product choice!

Haszuauyenmne Ou3HeC - BCTPEeUH

3a HHM JOJI?KHO

"Hlanka"

Jlama

Buympennuti aopec
Ilpusemcmeue

IIpocvba o 6cmpeue
Ipeumywecmea
Lononnumenvnas ycnyaa
Tloomeepoicoenue
Buipaosicenue brazooaprocmu
3axntouumensvHule 8bipadicenus
IHoonuce

Haneuamannoe ums
Jlonocnocmo
Hononnumenvnas ungopmayus

Tocmckpunmym

Dear Mr Grane,

Our Chief Buyer, Mr Norman Luman, would like you to contact us with a view to discussing the possibility of setting up a contract

with your company to supply us with steel over the next year.

He will be in his office all next week, and if you could write or phone him on 081-573 6621 he would be glad to arrange a meeting

with you.
Yours sincerely,

Dear Name:

Ms. Diane Bond, national production manager of our sales catalog division, will be in Boston on Thursday, January 28 and would

like to tour your web offset printing plant in nearby Cambridge during that afternoon.

Would it be convenient for you or your assistant to meet her on this date? I will get in touch with you by telephone early next week

to make an appointment.
Sincerely,
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Dear Name:

I will be in Manchester on Tuesday, June 7, until Thursday, June 9, and would like to meet you at your office to discuss the
brochure layout requirements that we briefly talked about at the recent Technical Trade Exposition in New York. Please, let me
know when you could see me. I can come to your office at any time during the above mentioned period.

I will telephone your secretary next week to schedule an appointment. I am looking forward to meeting you.

Sincerely,

Dear Name:

As per our telephone conversation yesterday, I have checked the availability of my French colleague in September. We would
indeed be happy to meet with you in San Francisco on Thursday, September 7, at whatever time would be convenient for you.

I am looking forward to our meeting.

Sincerely,

IloaTBep:kaeHNEe HASHAYEHHOW BCTPEYH

Dear Mr Grane,

Mr Norman Luman has asked me to confirm the appointment you made to see him. He looks forward to meeting you at 11.30 in
his office, at the above address, on Tuesday 2 August.

Yours sincerely,

OTMeHa BCTpeuyn

Dear Ms Hopper,

I am sorry to tell you that Mr Grane will not be able to keep the appointment he made to see Mr Luman on Tuesday 2nd August.
Unfortunately an urgent matter has come up in our Lisbon office and needs his immediate attention, He offers his sincere
apologies for the inconvenience and will contact you as soon as he returns to London.

Yours sincerely,

Dear Name:

Thank you for your letter of November 6 asking for an appointment with Ms. Louise Rainer. Unfortunately, she is away from the
office and is not expected back until the end of this month. Ms. Rainer will contact you upon her return and I am sure she will be
pleased to meet with you.

Sincerely,

JlomoJHUTENbLHOE MHChbMO MOCJIE BCTPEYH

Dear Mr Luman,

Just a line to say that I was pleased we were finally able to meet one another yesterday after having to postpone our meeting
two weeks ago when I was called to Lisbon.

I am also pleased we were able to work out the main points of our contract so quickly and were able to come to a mutually
acceptable agreement.

It would be useful for us to keep in contact so I will call you in a few weeks or so and perhaps we can discuss how things are
going with our supplies or anything else you would like to talk about. I look forward to seeing you soon.

Yours sincerely,
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OTBeThI HA 3aNIPOC BMECTO OTCYTCTBYIOIIET0 COTPYIHMKA

Dear Name:

Thank you for your letter of February 5, addressed to Mr. Ronald Santori, concerning the proposed distribution center. Mr. Santori
is out of town, but I will see that your proposal is called to his immediate attention as soon as he returns to the office next
Tuesday.

Sincerely,

Dear Name:

In Ms. Silverman's absence, I am answering your request for information about our Model XX5 Laserprinter. I enclose a brochure
describing its many new features.

I hope this information will be of some help to you until Mrs. Silverman returns to the office early next week. She will be in touch
with you then to answer any further questions you may have about this new model which we have in stock.

Sincerely,

Dear Name:

Mr. Peter Auerbach is away on business in Canada now and plans to return to Atlanta the second week of June. I will bring your
letter about the sales conference to his attention at that time. I am certain that Mr. Auerbach will contact you promptly.

Please accept my apologies for this unavoidable delay.

Sincerely,

Dear Name:

This letter will acknowledge your letter of May 3 addressed to Ms. Anne Colfax. Ms. Colfax is ill and is not expected to return to
the office until the end of this month. Just as soon as I am in touch with her, I will mention your letter.

Sincerely,

11.3 T'ocrenpunMcTBO

IIpocb0a NPUMHATL M HPEACTABUTHL OU3HEC-TOCTSH

Komnanusi HamepeHa pacHIMpUTh CBOM OWM3HEC M MPOCHUT JI€JIOBOIO IMapTHEpa
IOMOYb M HPUHATH MPUE3KAIOIIEro COTpyaHuKa. OOpaTHTe BHMMaHHUE, YTO MUCbMO
HAUMHACTCS HE C TPOCKOBI, a C BEXJIMBOTO HAIIOMHHAHUS COBMECTHOH pabore
kommanuii. Kpome Toro, mpocb0a BeIpa’keHa B OOLIMX BBIPAKEHHSIX, @ HE KOHKPETHBIX
TpeOOBaHUSIX.
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Dear Mr Deksen,

Thank you for your last consignment. You will be pleased to hear that we are processing another order to be sent to you within
the next few weeks.

The purpose of this letter, however, is to ask if you could offer any assistance to our overseas sales manager, Mr Michael Hobbs,
who will be visiting Oslo from 11 to 17 May.

You may remember that when you were here a few months ago I mentioned that we intended to expand our sales. We are now
looking at the potential of the Scandinavian market, and Michael Hobbsl trip is part of our investigations into the possibilities of
our exporting to Scandinavia.

I wondered if, while he was in your city, you would be able to introduce him to wholesalers and retailers in our trade who may be
able to give him information with regard to the type of products that we would need to offer to the Norwegian market. He will
also be interested in marketing, demand, importing procedures and any other information that would be useful to us.

I understand of course that you are very busy, but if it is not too inconvenient, may I tell him that he may contact you at some
time during his stay? The help would certainly be appreciated, and reciprocated if the opportunity arises.

Yours sincerely,

IIpeacraBjieHMEe HOBOTO COTPYAHHKA

Dear Carl:
I am happy to introduce our new sales representative, Terry King, to you. Terry will be in charge of servicing your account.

Terry is a graduate of the University of Maine and holds a degree in Sales and Marketing. For the last five years he has worked as
a salesman for Boston Fisheries and Equipment. We are proud to have him on our staff and are sure he will be able to give you
the kind of service you have come to expect from Sea Lanes.

Please call us if there is anything we can do for you. Terry will be contacting you within the next two weeks to personally
introduce himself, discuss his monthly schedule and answer any questions you might have. Ask Terry about his family’s secret
recipe for lobster!

Sincerely yours,
Signature

PexoMeHaaTeJ ILHOE MHCHMO

Dear Mr Deksen,

The bearer of this letter is Mr Michael Hobbs, our overseas sales manager, who is visiting Oslo on our behalf to investigate our
export possibilities to Norway.

Thank you for your letter of 10 April in which you offered to help him. I will appreciate any assistance you can give, or
suggestions you make.

Yours sincerely,

BJjaroaapHocTn

Dear Mr Deksen,
Thank you very much for assisting Michael Hobbs while he was in Oslo.

I know he has already written to you expressing his gratitude, but I would like to add my own appreciation. The introductions you
made for him and the contacts and information he gained will be extremely useful in our Scandinavian export programme.

If I can offer you any similar service in the future, please contact me.

Yours sincerely,
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Ilpuraamenune

Dear Mr Grant,

We would like to invite you to attend our award ceremony at Claremont College which is being held on 14 December this year. The
proceedings will begin about 2.00 and end around 5.00 in the afternoon, after which a dinner will be given at 7.00 for our
prominent visitors.

As one of our distinguished ex-students we would like you to address the parents and students with a short speech of your choice
before handing out the awards,

Although we realize you are busy we hope you can find time to accept the invitation and look forward to seeing you.

Yours sincerely,

Corjacue NpuHATHL NPULJIAIIEHHE

Dear Mr Edwards,
Mr Grant, our director, has asked me to write to thank you and accept your kind invitation to attend the award ceremony and
speak at Claremont College on December 14.

He has fond memories of the college where he trained as an engineer, and welcomes the chance to visit it again.

The topic he has chosen to speak on is 'Changing Technology in the next Decade', and he would appreciate it if you would let him
know whether this will be an acceptable subject.

Yours sincerely,

OT1ka3 oT npurJjaleHus

Dear Mr Odensa,
Our Chairman thanks you very much for the kind invitation you sent to attend the reception being held next month at your
embassy.

Although he would have liked to have come, he will be in America at that time. However, he sends you his best wishes and
apologies for not being able to attend, and hopes that you will send another invitation at some future date, when he does not have

any commitments.

Yours sincerely,
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11.4 JInunbie aej1oBbIe MUCHLMA

NHoraa BBl UIIETE CKOPEE OT CBOErO0 UMEHHU, YEM OT UMEHH BCEi KOMITaHUU. B 3ToM
TJIaBC HpI/IBeI[eHI:I HpI/IMepBI JIMYHBIX JCJIOBBIX ITHUCEM.

11.4.1 Tlo3apasiieHusi — 00LIECTBEHHbIE

OTUM MUCHMOM TO3JPABISAIOT pabOTHHUKA, POACTBEHHHKA paOOTHUKA WK JIpyra
KOMITaHHH.

Linder Airplanes
August 6, 20XX
Dear Tommy:

Congratulations on winning the soap box derby during My Waterloo Days. Your father

couldn't stop talking about how proud he was of your victory.
) ) ) ) Ilepsvle nozopasnenus
I was interested in your win because I, too, was a soap box derby winner 21 years ago

in Akron, Ohio. There’s nothing quite like the thrill of knowing that something you've Jluunvie KOMMeHnmapuu

made is capable of winning. (Heobs3amenvio)

Congratulations once again and good luck at the Nationals!
Bmopuie nosopasnenus

Sincerel
v (neobs3amenvio)

Signature
Charles

Charles M. Norris
President
CMN:cro

11.4.2 Ilo3apaBieHus ¢ IHEM POKACHHUSA

B »TOM KOpOTKOM muchbMe uenoBeka (pabOTHHKA, POJCTBEHHHMKAa paOOTHHKA,
JpyTa KOMIIaHUH, JIEIOBOTO MAPTHEPA) C THEM POKACHBS.

May 25, 20XX
Garrett Montgomery
774 Rising Hill Rd.
Lakeland, FL 32340
Dear Garrett:

It's your birthday again! Where has the time gone? We hope your birthday is a happy
one. We appreciate your work here at Oglethorpe’s and Osman and hope that we enjoy
many more birthdays together. podicoenust

Sincerely,

Signature

Larry

Lawrence Oglethorpe

President, Oglethorpe’s and Osman

Tlos0pasnenus ¢ Onem
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11.4.3 Ilo3apasieHust ¢ NPa3IHUKOM

OTUM KOPOTKHUM MHUCHMOM TO3PaBISIOT paOOTHUKA WIIM JIEJIOBOTO MapTHEpa ¢
MPa3THUKOM.

December 15, 20XX
Joshua Schwartz
38 Fairview Ct.
Teasdale, WV 26656

Dear Josh:
The warmest of holiday greetings to you and your family. We at Gibralter Gems hope this holiday
season brings you the best of everything. Our regards to all of you. H030pa6ﬂeHu}l

Hobpooicenamenvrnocmo

Sincerely,

Signature

Tip

Thomas “Tip” Gibralter

Gibralter Gems

11.4.4 Po:xxneHue pedeHKa

B sTOM muceMe anmpecata Mmo3apaBiIsiiOT ¢ POKICHHEM peOCHKA.

June 4, 20XX

Dear Lorraine:

There is nothing more exciting than a new baby. You and T.K. must be proud. We were all Ilepsoe n030pa6/leHue

thrilled to hear about Travis’ birth and know you are, too. Obwas ungopmayus

All of us are looking forward to seeing you, T.K. and Travis when you come to visit us next

week. That's the time for our traditional “Shower of Gifts.” Bmopoe nosopasnenue
Congratulations, Lorraine! We're all envious of your new little one. (neobszamenvo)

Take care of all three of you. Buipaoicenus

Sincerely, 00bpodiceramenbHOCMU
Signature

Shelli

Shelli McAdam

Office Manager
China Dolls for You
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11.4.5 Ilo3apaBiieHus ¢ OpakocoYeTaHHEM

OTUM NUCHMOM MO3/PAaBIAIOT paOOTHHUKA WM AEJIOBOTO MapTHEPA CO CBAbOOM.

February 22, 20XX
Dear Linda:

On behalf of Smith, Jones and Yanacek, I would like to extend our best wishes on your
marriage to Terry Gleason. We all wish you the happiest of times.

It is always a pleasure to share in the happiness of one of our employees. In your case, it
was even more so because you have been such an important part of our firm. I know I speak
for all of us when I say that it couldn’t have happened to a nicer person. We all look forward
to your return after your honeymoon and hope that we will meet Terry soon.

Best wishes once again. We'll see you in a couple of weeks.
Sincerely,

Signature

Monty

Montgomery Smith

Senior Partner

Smith, Jones and Yanacek

Counselors at Law

231 1st St. S.E. e« Remington, MO 63302

11.4.6 CouyBcTBHE — 00/1€3Hb COTPYIHUKA

Ilepsoe
noszopasnerue

Jluunwvie
KoMMenmapuu

Bmopoe
nozopaenemue
(neobs3amenvio)

B sTOM nuceMe BbIpaxkaeTcs CO4yBCTBUE MONABIIEMY B OOJIBHUIYY PAOOTHUKY.

January 10, 20XX
Dear Carl:

I am sorry to hear that you have been hospitalized. I'm sure that the staff at Trinity General
will take good care of you and get you on your way. Please call us if you have any questions
regarding the company’s health insurance.

Ft. Dodge Furnaces relies heavily on its employees and will feel your absence. I hope that you
will recover quickly. We look forward to your return.

Sincerely,
Signature

Ole

Ole Munson
President

Ft. Dodge Furnaces
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Penymayusa
KOMNanuu

Tlomoww

Jlononnumenvrvie
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11.4.7 baarogapHocTh

B »sTOM mmceme BbIpaxkaeTcsi OnaroJapHOCTh pabOTHHKY, €ro pPOJICTBEHHHUKY,
JIeJI0BOMY MapTHEPY 3a CHIEIaHHOE.

Wobbly Horse Gift Shop
4866 Kilimanjaro Dr. ¢ Ann Arbor, MI 48897

April 3, 20XX
Dear Mr. Wu:
I want to thank you for sending me the address and phone number of the gift shop in Hepeaﬂ 6ﬂa20()apHocmb
Hong Kong.
I called them this evening to ask about the tablecloths you told me about. You were right. Obvacnenue
They were most cordial and reasonable in their prices. I was able to order 10 tablecloths (Heobs3amenbHo)
at a fraction of what they would have cost here in the States.
i ) Bmopas
Thank you once again for your kind gesture.
i bnazooaprHocmo
Sincerely,
Signature

R. Jim Robinson

11.4.8 H3BuHEeHHE 32 OTCYTCTBHE

Orto odunuanbHoe H3BHHEHHE. Takue mnuchMa OOBIYHO MUIIYT B CBSI3U C
OUIMATEHBIMY ITOBOIAMHU.

Trundle, Trundle and Smith
P.O. Box 2290 e Frost, AZ 85603
December 1, 20XX
Dear Mr. and Mrs. Lambertson:

Please accept my apologies for missing your Thanksgiving brunch on November 23. I hope
my last-minute change of plans did not inconvenience you too much.

As you know, I had planned on attending and was looking forward to it. However, my Obvscnenue u nuunvie
brother who lives in Boston, Georgia, had emergency bypass surgery, and his wife asked Kommenmapuu

me to be with her. (Heobs3amenvHo)

Hepeoe U38UHEHUe

Had that not happened, naturally I would have been with you.

Once again, I ask for your understanding in this matter and hope that my frantic, last- Bmopoe ussunenue
minute call to bow out was acceptable. (Heo6ﬂ3ameﬂbH0)

Sincerely,
Signature
Thomas J. Trundle, Sr.
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11.4.9 3amnpoc

B sTOM nuceMe 3anpammnBaroT HHGOPMALUIO, KOTOPYIO OyIeT HCIOIb30BATh
KOMIIaHUS.

Cat Man Dew Pet Suppliers
853 Regal Ave. » Oklahoma City, OK 73009
February 14, 20XX
Pekka H. Huovienin
34 Raamintinuu
58 Helsinki 00580

Finland
Dear Mr. Huovienin:

We are trying to locate information on a breed of cat called the Suomi Shorthair and understand that you 3anpoc
are the leading expert on cats in Finland.

We have a client who is interested in buying a Suomi Shorthair. Jhobesnocmo
She had seen one once at the New York Feline Show but has been unable to locate one since. She came Obvacuenue

to our shop and requested that we help her. Since the breed originated in Finland, we thought you might Brazooaprocms
be able to give us some more information. We are most interested in the names of breeders that may D

have kittens for sale.

We will call you within the next month to follow up on this inquiry. Thank you for all your trouble. We K.

look forward to talking to you. OHMAKMHAA
Sincerely, ungopmayus

Signature
Kathleen “Cat” Pence
KMP:nip

12.4.10 IIpocn0a Mo YacTHOMY BOIPOCY

B stom nuceme BbIPAXKACTCA np0056a OTACJIbHOMY JIMIY WX KOMIIAHWH.

PDQ Truckers
P.O. Box 2068 « Denver, CO 80393-2068
August 21, 20XX
Cameron Mrstik
Mrstik’s Mobile Station
582 Robinwood
Minihaha, MN 55437

Dear Mr. Mrstik:
Would you please return the black leather jacket that was left in your gas station last Saturday?

One of our truckers, Sam Maclntyre, left his leather jacket when he was on a run for us. Another of our
truckers mentioned to Sam that he thought he saw a jacket just like Sam’s hanging on your wall. ObvscHenue

He said it had to be Sam'’s; there are few leather jackets that say, “Ivydale, West Virginia” on them. Sam K
asked us to call you as he's on vacation in the Bahamas. We have tried repeatedly to reach you by OHKpemHas
phone, but your phone is always busy. uH(j)OpMab;uﬂ

Please send the jacket as soon as possible, C.0.D. Thank you for your prompt response. Eﬂaeodapﬂocmb

Ilpocvba

Sincerely,
Signature
Patrick D. Quentin
President

PDQ:msq
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12.4.11 Otka3 BBINOJHHUTH YACTHYIO POCHOY

OTO IUCHMO — OTBET HA 3arpoc. B HeM MPUBOIAATCA ITPUYIMHBI OTKa3a.

Mrstik’s Mobile Station
582 Robinwood ¢ Minihaha, MN 55437
August 25, 20XX
Patrick D. Quentin, President
PDQ Truckers
P.O. Box 2068
Denver, CO 80393-2068

Dear Mr. Quentin:
I would like to return Mr. MacIntyre’s jacket to him, but I don't have it.
The jacket your trucker saw says, “I love Dale, Wes and Virginia.”

I had that jacket made specially for my wife. Those are our three children’s names. I checked
our register of truckers, and there was no Sam MacIntyre at our station on the Saturday you

Omka3z

Obwschnenue

mentioned.
Perhaps he was at Mrs. Rick’s Mobile Station on the interstate. The phone number there is ﬂonOﬂHumeﬂbeleyCﬂyeu
612-555-3827. People get us mixed up all the time. Coorcanenue

I'm sorry I couldn't help you. I hope Mr. MacIntyre finds his
jacket soon.

Sincerely,
Signature
Cameron Mrstik

CIM:mjm

JlobposcenamenvHocmo
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I'naea 12

HCK:VCCWI@O U npaesuiaa cCocmaeilieHUus pesrome

12.1 Pe3some

Pestome — 93TO KpaTKoe ONHMCaHUE JIEJIOBOM WIM TIpOodecCHOHATHLHON
KBaATM(UKAIIMKN YEJIOBEKA, €ro o0pa3oBaHus U omnbIiTa padoThl. Llens pestome (koTopoe B
AQHTTIUICKOM sA3bIKE mUIIeTcs Kak '"résumé" u '"resume", W Takke Ha3bIBACTCs
"curriculum vitae" wim "c.v.") — 3amHTEepecoBaTh MOTCHIMAIBHBIX paboTO/aTeei B
CIIOCOOHOCTSIX, KBaIM(PUKAIUU W PEKOMEHIAIMSAX COUCKATENs JUIS BBIOJHEHUS
ompeneneHHo paboTel. B maHHO# T71aBe BBl HaleTe HECKOJIBKO COMPOBOAMTEIIBHBIX
MUCEM, a TAKXKEe 00PA3IOB PE3IOME ISl COMCKATENEH Pa3IMYHBIX JTOJDKHOCTEH.

CymecTByeT JBa OCHOBHBIX (OopMaTa pe3loMe: XpPOHOJOTMYECKHH U
(bYHKIIMOHATBHBIH.

B xpoHonorudeckom pesrome — Hanbosiee MMPOKO pacpoCcTpaHeHHOM (opmaTe
— BBl yKasblBaeTe MecTa paboThl B 0OPaTHOM XPOHOJOTHYECKOM MOpsAKe, HauuHasi C
3aHMMAE€MON B HACTOSINEE BpeMs M caMOW HedaBHEH NOHKHOCTH. CledayeT yKa3aTh:
Ha3BaHUC U aapec KOMIIaHMH, AOaTbl HadaJla MW OKOHYAaHUA pa6OTBI; JOJI2KHOCTH,
omnucaHue COOCTBEHHBIX 00S3aHHOCTEH M 30H OTBETCTBEHHOCTH B TMOPSIJIKE BAXKHOCTH.

B ¢ynkumnonanbHOM pe3romMe BBl JIeaeTe akKIEeHT Ha CBOMX OO0S3aHHOCTSX H
OTBETCTBEHHOCTH, a HE Ha paboTojaTeNsiX, TOYHBIX CpOKax pabdoThl M Ha3BaHUHU
JOJKHOCTEN. Takoe TUm pe3roMe HE CIEAYyeT MCIOIb30BaTh, €CJIM Bbl 3aHUMAJHU
nocTostHHOE MecTo. OOpazer] GyHKIMOHATBLHOTO PEe3lOME MPUBE/ICH B IAHHOM TJIaBe.
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HI/ICI)MO, COIMpoOBOKIAIOIIEE PE3IOME

7260 Vista Drive
Denver, CO 80030
March 3, 20XX
Thomas Randolph, Senior Geologist
Gigantic Resources
One Mountain Plaza
Phoenix, Arizona 99065

Dear Tom:

I enjoyed our telephone conversation this morning and was interested to hear about the opening for an exploration geologist at
Gigantic Resources. As you requested, I am faxing you a copy of my resumé. I will also be mailing you a copy for your
permanent files.

As I mentioned during our conversation, I am a petroleum geologist with seven years of experience in the Rocky Mountain
region. Currently, I am working for Weaver Oil and Gas as their Manager of Geology. My duties include both prospect generation
and sales. I have strong technical abilities and sound written and oral communication skills. Due to family considerations, I am
very interested in relocating to the Casper area.

I look forward to meeting with you on November 11. If you wish to contact me before our interview, you may reach me at 303-
555-5792.

Thank you again for the information you offered me on the telephone this morning.

Sincerely,
Signature
Karl Davis

12.2 CamocrositeqibHble (''X0/10aHBIE") CONMPOBOAUTEIbHBIE
NMUCbMA MOTEHIHAJIBHBIM PA00TOAATEISIM

Dear Name:

This is a letter of inquiry. I am writing to find out if your company has openings for a product manager in one of your
pharmaceutical divisions.

The recent acquisition of Mencken Diagnostics, Inc. (for which I am currently working) by the Rex-tell Corporation has left the
future of many employees uncertain. For this reason, I am seeking new challenges and options and have selected Barker
Pharmaceuticals Corporation as one company whose reputation and leading position in the industry is unparalleled.

At present I am employed as a product manager for Mencken Diagnostics, Inc. in their New Jersey headquarters. My job
involves the implementation of effective marketing plans in order that sales targets are met both on time and within budget.
More specifically this involves the preparation of quarterly sales and analysis reports and forecasts, preparing product
information packages for each new product launched, and producing promotional material for existing products.

After you have reviewed my résumé, I hope that we will have the opportunity to discuss my experience and qualifications
further during a personal meeting. Thank you for your consideration.

Sincerely,

Dear Name:

I am writing to inquire about the possibility of obtaining a position as a bilingual secretary (English-French) in your company’s
international marketing and promotions department. I am currently working as a private secretary for the senior vice president
in charge of international sales of United Belgian Marketing Corporation in Milwaukee, Wisconsin.

Attached is my résumé outlining my qualifications and nine years of experience as a secretary for several mid-sized companies. I
have excellent secretarial abilities, including shorthand (120 wpm) and audio (IBM AS 4010), and computer skills such as Word
for Windows 6.0, business graphics, and desktop publishing (PageMaker 7.0). I can handle heavy responsibility and I have the
ability to work on my own initiative and as part of a team. My experience with United Belgian Marketing Corporation is especially
relevant to the qualifications you may seek. I would enjoy discussing this with you in a personal interview.

I look forward to your reply and hope to have the opportunity to meet with you during a planned visit to Chicago early next
month.

Sincerely yours,
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Dear Name:

I am presently a graduate student at Columbia University in New York City, working toward a Master of Science degree in
geophysics. I will graduate in July 1999. Since my prior work experience during summer and part-time employment is in
geophysics, the profile of your company was provided to me by Columbia's placement office. I am particularly interested in a
position in your company related to geological exploration.

I have worked as a summer intern and later as a part-time employee for the Ferguson Oil & Gas Exploration Company in Madison,
New Hampshire. I was involved in seismic interpretation and acreage evaluation in order to delineate existing and future fields and
to define potential exploration targets. The attached résumé indicates my capabilities. I am available for an interview to discuss my
qualifications and your requirements at your convenience.

Thank you for your consideration and I look forward to hearing from you.
Sincerely,

Louise Jensen
0000 Elm Street
New York, NY 00000
Tel. (000) 000-0000
May 5, 1999
Ms. Martha Peyton Director of Personnel ABC International, Inc.
000 Midwood Avenue
New York, NY 00000

Dear Ms. Peyton:

I am writing to you with the hope that you might have an opening now or in the near future for a personal assistant/secretary in
the international sales division of your company. However, if you do not, I would very much appreciate if you could keep my
enclosed résumé on file for future employment opportunities with Petersen International.

I am an experienced personal assistant/secretary with excellent administrative, organizational, and secretarial skills. I also would
like to use my fluency in French and German, both written and spoken. I have a flexible approach to my work, together with the
ability to cope with pressure and deadlines. The attached résumé details my working and educational experience. I would
appreciate my application being treated as confidential, because I am currently employed as personal assistant to the senior vice
president in charge of sales at an international specialist retail chain in New York City.

Looking forward to your answer to this letter and thanking you for your consideration, I am,
Sincerely,

Louise Jensen

Enclosure: résumé

XpoHoJioruyeckoe pe3rome
(A chronological résumé)

Louise Jensen
0000 Elm Street
New York, NY 00000
Tel. (000) 000-0000

CAREER OBJECTIVE

Personal Assistant/Secretary position in a major international company with long-term career potential for advancement and
growth.

WORK EXPERIENCE
Blackstone Shop Holdings Inc., Manhattan (N.Y.), 1990-Present

Personal Assistant to the senior vice president in charge of sales for 33 stores in the New York metropolitan area, 21 stores in
France, 18 stores in Great Britain and 14 stores in Germany. This position at the company’s headquarters in New York City
demands excellent secretarial skills (105 wpm typing and 100 wpm shorthand), correspondence in three languages, travel
arrangements; heavy client contact, organizational and well-developed communication skills, maturity, diplomacy, and fluency in
French and German, both written and spoken. In addition, this position requires a good sense of humor and the initiative to
anticipate the day-today of a busy senior executive.

Rosado Construction Company, Brooklyn (N.Y.), 1986-1990
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Secretary to the General Manager of a construction company, which is well-known for its innovative office building projects in the
New York Metropolitan Area.

Schaefer & Associates, Manhattan (N.Y.), 1984-1986

Receptionist/Telephone Switchboard Operator/Secretary with a busy law firm, specialized in business and commercial law. This was
my first job after completion of my secretarial training and formal education.

EDUCATION

Volmer Language Training School in Manhattan: Advanced language instruction in French and German (evening courses; 1984-
1988).

Richardson Business Institute in Manhattan: Two-year secretarial, administrative, and “computer literacy” training; 1983-1984.
High school education in France, Germany, and New York City.

REFERENCES
Available upon request

12.3 ITucebMa ¢ oTBeTaMH HA 00 bABJICHUS

Simon Kushner
0000 East 67th Street
New York, NY 00000

Phone: (000) 000-0000

September 16, 1999
CONFIDENTIAL

Mr. Lawrence Rendell
Director, Human Resources Department
XYZ Company, Inc.

0000 Michigan Avenue
New York, NY 00000

Dear Mr. Rendell:

am responding to your company's advertisement for a marketing and promotions specialist in the
September issue of Marketing Promotions magazine. This advertisement looks as if it has been

written with my background, experience, and qualifications in mind.

As a marketing and promotions specialist for my present employer Durham Brown Company in New York (see attached résumé), I
have considerable experience in all phases of marketing, promotions, advertising, and public relations. Although I enjoy the
responsibilities and challenges of my current position, I am looking for the personal and professional growth that only a major
company such as XYZ Company has to offer.

I would welcome the opportunity to meet with you to discuss my qualifications and the specifics of your company's requirements in
greater detail. I prefer to leave the discussion of salary until my interview with you.

Sincerely yours,
Simon Kushner
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XPpoHoJI0rHYeCcKoe pe3rome
(A chronological résumé)

Simon Kushner
0000 East 67th Street
New York, NY 00000

Phone: (000) 000-0000

JOB OBJECTIVE

A position in marketing and promotions offering increasing levels of responsibility and advancement and the opportunity to work for
a quality organization.

WORK EXPERIENCE: 1988 TO PRESENT

Durham Brown Company, Marketing and Promotion Specialists New York City: November 1993-Present

Supervisor of the consumer marketing and promotion department (seven persons). Responsible for all aspects of daily operation of
the department, including planning, organizing, and implementing assignments of personnel and work flow; problem-solving and
troubleshooting; preparation of news releases; public relations as well as marketing, advertising, and promotional materials;
marketing and promotion plans; audiovisual presentations and press conferences. Also, participate in developing new marketing and
promotional plans and objectives for clients.

Finch Palazzi Public Relations
New York City: July 1988-October 1993

Prepared public relations materials and news releases for small and medium-sized companies in the New York metropolitan area;
audiovisual presentations; organized press conferences and press tours for trade journalists.

WORK EXPERIENCE (PART-TIME AND SUMMER JOBS DURING UNIVERSITY STUDY)
KEFG-Cable Television Channel 14 in Garden City, N.Y.

Part-time during 1987 and 1988.

Joined television crew on location and helped edit and present local cable television news reports.
Bergen Herald, Hackensack (New Jersey): 1984-1986

Full-time during summer; part-time (weekends) during remainder of the year.

Junior reporter (local and county news).

EDUCATION
Bachelor Degree in Marketing
Pace University (New York): 1984-1988

Completed six specialist courses in public relations and mass communications at the Mass Communications Institute of New York
University: 1988-1990.

REFERENCES Available upon request

12.4 TloJsie3Hble BBIPAXKEHMS IJIsl MCIIOJIb30BAHUSA B

CONPOBOAUTEIbHBIX MUCbMAaX, CBSI3AHHBIX € MPOCHOOH 0O
npuemMe Ha padory

I am applying for the position of Marketing Assistant, which was advertised in last
week's New York Weekly Review. I have completed my third year at New York
University and intend to take a year off to supplement my education with relevant
work.
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e Seven years as a personal assistant to the public relations manager of the Mancini
PR Corporation in Pittsburgh have given me the background and professional
experience to qualify for the position (Nr. 137) you advertised in last Sunday's
Pittsburgh Telegraph. Therefore, I believe that my qualifications will meet your
requirements for this challenging position with your company.

e I have worked for the past four years as an international sales representative of a
large industrial company, and I would like to apply for the position of Assistant
Sales Manager that you advertised in the New York Times of July 22. This position
calls for qualifications and experience that correspond to my professional
background and job objective.

e I am sending this letter and résumé to apply for the position of clinical technican
with your institute. I believe that my background qualifications and work experience
are very compatible with the requirements of this position you listed in your
advertisement in this month's Specialized Medicine Journal.

e I am forwarding my résumé in response to your advertisement in this week's edition
of Procurement News for an Asian procurement specialist. This position seems
tailor-made to my qualifications and long-time experience with several major
companies in Southeast Asia.

e As an experienced advertising sales representative, I believe that I am the qualified
candidate you are looking for in this month's issue oi Advertising Sales Magazine. I
feel confident that I can make a significant contribution to your staff.

e I am submitting my résumé in response to your advertisement for the position of
program coordinator that appeared in the latest Sunday edition of The Daily Sketch.
I believe that my qualifications and working experience are an ideal match for your
requirements.

e I am confident that my international experience qualifies me for the position of
export sales representative in your marketing department. I am able to handle
assignments individually or as a member of a team.

o I feel confident that I can apply my qualifications, skills, and working knowledge of
computer hardware development to your company.

e I am interested in a part-time or freelance position in your advertising art
production department.

e I am currently seeking a position change and I believe that my management
background in the construction industry might be of interest to your company.
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12.5 Onucanue onbiTa Npeabiaylied padorsl B
COIPOBOAUTEIbHBIX MUCHbMAX

ACCOUNTING ANALYST oyxeanmep-ananumux — 1 am presently working as an
accounting analyst for a subsidiary of the Philadelphia-based Collins Technology, a data
technology company providing storage, management and access products for computer
communications systems. I am responsible for the preparation of the financial
statements of one of the company's subsidiaries, from journal entry to the trial-balance
stage. I am also responsible for accurate measurement and reporting of the company's
marketing and sales programs. This position requires extensive experience of general
ledger and trial-balance preparation and reconciliation, intercompany accounting as
well as sales, cost of sale, and general and administrative expenses reporting.

ART DIRECTOR xyooocecmsennsiii oupexmop — I am working as an art director with
the Artox Design Studio in New York. This company has a strong blue-chip client base
and works in industries as diverse as insurance, automobiles, travel, and business-to-
business. Artox Design's work appears in North America and Europe. It also does a high
proportion of press work and direct mail. My position demands the ability to develop
strong ideas as well as skillful understanding of typography, design, and high-budget,
low-volume work.

BACK OFFICE MANAGER meneoacep ¢ banke — 1 am currently working as back office
manager for a major bank in Tucson, Arizona. Reporting to the General Manager and
working closely with the bank's management team, I am responsible for developing,
establishing, and running all the relevant systems and procedures for the bank. Key
elements of my job include settlements, information technology, accounting, planning,
budgeting, and administration. My position requires a broad general understanding of
international banking operations and wide experience and comprehensive knowledge of
planning, implementing, and managing appropriate systems.

BUYER/FREIGHT FORWARDER meneoxncep no nocucmuxe — I am currently employed
in New Orleans as a buyer/freight forwarder for FGS Sea Transportation Group, a
major system integrator and sea-freight forwarder. I am responsible for promoting the
import and export activities of the company in Great Britain. My specific responsibilities
include product sourcing, negotiating with suppliers, organizing and tracking
shipments, and collecting offers from suppliers and relaying them to the Group's
partners. In addition, I provide general administrative support to the purchasing
process.

CALL CENTER SUPPORT AGENT meneoscep — I am currently employed as a call

center support agent for the Wittax Company, a large producer and supplier of
information and communication services, with headquarters in San Antonio, Texas. The
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company's customers are supported by a comprehensive range of technical services
from a call center where support agents provide assistance to those customers who
have difficulty in installing, configuring, or using Wittax equipment. My job requires a
strong commitment to customer service, a background in computer technology and
computerized systems and detailed knowledge of and experience in tape drives and
CD-recordable technology.

CONTRACTS ADMINISTRATOR aomunucmpamop no au3uHe08blM KOHMPAKMAM —
I am presently working as a contracts administrator for the BEXO International Lease-
Finance Company in Hartford, Connecticut, where I assist in the day-today
management of an ever-increasing portfolio of commercial vehicles. I am a member of
a small team acting as the catalyst for all contractual, financial, and technical
management of the portfolio. My position demands a high level of computer literacy as
well as an organized and methodical manner to support all elements of an international
lease company.

CREDIT CONTROL MANAGER xpeoummsiii menedxcep 6 danke — 1 am currently
working as a credit control manager for a medium-sized consumer goods subsidiary in
Portland, Oregon, which is part of a multinational group with corporate headquarters in
Omaha, Nebraska. My key responsibilities are: developing credit-control policy,
identifying and resolving significant overdue accounts, recommending action on
different debts, systems development, and considerable liaison with the company's
sales teams. Reporting to the financial controller, I lead a department of six specialists.

DISTRICT SALES MANAGER pecuonanvuwiii meneddicep no npodaxcam — 1 am
employed as a district sales manager for an American subsidiary of one of Germany's
leading industrial companies. It manufactures a wide range of plastic consumer
products. The main responsibilities of my present position are to identify and exploit
business opportunities, to call on prospective customers, to arrange demonstrations, to
manage regular promotional activities, and to close sales with senior decisionmakers. I
report to the general sales manager and one of my specific roles is to develop and
maintain close relationships with department stores, supermarkets, and major cash-
and-carry sales organizations located within my sales district.

ENGINEER unocenep — I am working as an engineer for the customer technical
support group (Fuels) of Stillmeyer Chemical Corporation in Tulsa, Oklahoma.
Stillmeyer is a major marketer of industrial chemicals, polymer additives,
pharmaceutical components, and fuel and lubricant additives. These products are sold
in North America and the Asia-Pacific region. I specialize in fuels and demonstrate the
suitability of the company's products to customers, by providing technical data and
supporting the national and international sales function.
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FINANCE AND INVESTMENT COORDINATOR koopounamop no ¢unancam u
uneecmuyusim — At present, I am employed as finance and investment coordinator for
Kearns International, a subsidiary of Werner Qil Limited, in Dallas, Texas. Kearns
International is primarily involved in the marketing and distribution of petroleum
products in the European Union. I work within an international unit that provides an
independent appraisal service to senior management. My areas of responsibility include
investment and acquisition appraisal, competitor and market analysis, and production
of relevant economic summaries and ad-hoc projects.

GEOPHYSICIST zeogusux — 1 am employed as a geophysicist in the exploration
department of the Columbus Qil Drilling Company in New Orleans, Louisiana, where I
am involved in an exploration program aiming to increase the company's level of
reserves. My specific duties include integrating well and depth conversion, advising on
acquisition and processing of seismic data, and liaising with management and partners
as well as government bodies on relevant matters. This position also requires a sound
knowledge of all aspects of geophysical acquisition, processing, and interpretation,
along with experience in the use of interactive seismic workstations.

INFORMATION TECHNOLOGY SPECIALIST cneyuanucm no uH@opmayuoHHbLM
mexnonocusm — 1 am presently working as an information technology specialist with
the Young & Webster Corporation, a multi-business group with headquarters in Tampa,
Florida. I am responsible for the development and implementation of the corporate
information technology strategy. The company's current systems environment consists
of Protexx and Baana business systems, DEC Alpha, Novell and Microsoft Office
technologies, and upgraded Lan/WAN infrastructure.

INVENTORY CONTROL MANAGER meneoowcep no cxkradam — As inventory control
manager for the Bartlett & Morley Company, I am responsible for the stockholding and
European distribution strategy of this company, which has its headquarters in St. Paul,
Minnesota. With over 1,900 different electronic and electrical product lines being
distributed internationally to each of the company's 184 specialized retail outlets in
Great Britain, Italy, France, Germany, and Austria, one of my principal responsibilities is
controlling computerized holding and stock replenishment procedures at the company's
central warehousing facility in Milwaukee. Another key aspect of my job is the
development and implementation of internal and external procedures, resulting in
improved communications, service levels, and reduced stocks. This requires close
working relations and information links with suppliers, critical thinking and problem-
solving skills, computer literacy, and flexibility, especially when dealing with crisis
situations.

LEGAL SECRETARY cexpemapwv y topucma — 1 am currently working as a legal

secretary for two corporate lawyers in a multinational company with headquarters in
Akron, Ohio. I provide secretarial support, including shorthand, diaries, telephones, and
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travel arrangements. I also type and lay out agreements, correspondence, and
contracts quickly and accurately. In addition, I keep track of spreadsheet figures
relating to budget.

MARKETING COORDINATOR xoopounamop no mapxemunzy — 1 currently work as
marketing coordinator for the Morton Company in Hartford, Connecticut, a leading
manufacturer of hot-water appliances. This company is a wholly owned subsidiary of
Morton International with corporate headquarters in London, England. My
responsibilities include direct marketing; business-to-business and trade press
advertising; coordination of sales and promotional literature production; involvement in
market analysis; provision of sales force support; and budget administration.

MEDICAL REPRESENTATIVE mopeosviii npeocmasumens 6 papmayesmuieckoll
xomnanuu — At present, I am employed as a medical representative for the Sullivan
Company, a medium-sized pharmaceutical company with corporate headquarters in
Scotts-dale, Arizona. I work in a recently established division to contact health-care
professionals in hospitals. This position requires me to spend three to four months a
year traveling throughout the Southwest in spells of one to two weeks duration.

PERSONAL ASSISTANT/SECRETARY nuunwiti nomownux\cekpemapo — I am currently
working as personal assistant/secretary to the senior vice president in charge of
international information technology at Lippencott Management Consultants in San
Francisco. This position demands excellent interpersonal skills and the ability to work in
a role that requires not only the traditional blend of secretarial and organizational skills,
but also the initiative and flexibility to thrive within a varied and often hectic
environment. I am responsible for client liaison at international level, diary
management, the organization of meetings and presentations, travel arrangements, as
well as a variety of day-to-day functions. Other necessary qualifications are excellent
shorthand and proficiency with a wide range of PC-based software packages.

PERSONAL ASSISTANT/SECRETARY — 1 am presently working as personal
assistant/secretary for the head of the sales and marketing support department of the
Van Nuys Corporation in Milwaukee, Wisconsin. In addition to the usual secretarial
duties, I am also responsible for the running of the department's secretarial pool. This
includes the supervision of eight secretaries and typists, extensive preparation of costs
and expenses reports and frequent liaison with the company's regional offices in
Chicago, Detroit, Indianapolis, Cleveland, Grand Rapids, and Cincinnati.

PRODUCTION GEOLOGIST 2eonoe — 1 am employed as a production geologist for the
Hernandez Corporation in Baton Rouge, Louisiana, where I work as part of a closely
knit professional team of geologists, geophysicists, and reservoir engineers. My specific
responsibilities include constructing and maintaining detailed geologic models of
operational fields and adjacent areas, proposing and justifying new development,
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appraisal of well locations, supervising well site activity, and management reporting
and presentations. This position also requires a thorough knowledge of production
geology, well site operations, exploration geology, plus a basic understanding of
geophysics and reservoir engineering.

SAFETY MANAGER meneocep no mexuuxe bezonachocmu — 1 am currently working as
safety manager for Mayfield Facilities, the manufacturing subsidiary of RDF
Corporation, a leading healthcare company. With over 650 employees at its
manufacturing plant near Birmingham, Alabama, health, safety, and environmental
protection are of vital importance. This is reflected in the plant's safety and
environmental department where I am responsible for providing and managing
operational support in safety, fire, and environmental protection as well as strategic
responsibility for training and systems development. My position requires a detailed
understanding of the laws and regulations concerning safety, hygiene, and the work
environment. It also demands a technical appreciation in accident prevention covering
electrical and mechanical installations.

SALES COORDINATOR xoopounamop no npooaxcam — I am currently employed as a
sales coordinator in the document management systems department of the Finnesta
Corporation in Eugene, Oregon. I coordinate support for new product introductions and
sales and marketing activities, as well as business-oriented sales research. Moreover, I
offer assistance to local sales companies in the areas of planning strategies,
promotions, and distribution. My job requires extensive experience with new product
introductions, a market and customer-oriented attitude, team spirit, flexibility, and
excellent communication skills.

SALES REPRESENTATIVE npedcmasumens no npooaxcam — 1 am presently working
as a sales representative for the Curtiss Brown Scientific Corporation, a manufacturer of
sophisticated technical products for the medical community (physicians and nurses),
with headquarters in Provo, Utah. In this position, I deal directly with deci-sionmakers
in clinics and hospitals where I provide a consultative role analyzing and presenting
solutions to their individual requirements. For that reason, my position not only
requires considerable business experience in medical devices, but also negotiating skills
and a thorough knowledge of the decisionmaking processes in hospitals and clinics.

SALES SUPPORT REPRESENTATIVE aomunucmpamop 6 omodene npodaxc — 1 am
currently working as a sales support representative for the XXZZ Database Corporation,
a provider of specialized knowledge bases for safety and the environment, with
corporate headquarters in Norfolk, Viriginia. Within the sales support department, I
answer telephone calls, respond to customer and sales managers' requests and
inquiries, and assist with proposals and quotes. Moreover, I provide general
administrative support to the purchasing process and I have daily communication with
our two other sales support offices in Houston and San Diego. My job requires excellent
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organizational skills, word processing experience (Microsoft), and the ability to work to
stringent deadlines.

TECHNICAL SUPPORT OPERATOR wmeneOxcep no mexHuyeckol noooepicKe
(xkomnviomepvr u m.0.) — I am employed by the Manchester (Indiana)-based Elton
Glenn Transaction Company, an information technology company providing software,
hardware, and services to support high-volume transaction processing for sales outlets
in retail industries. I am a member of the desktop support group where I am working
as a technical support operator. This group is responsible for support and maintenance
of the company's computer users, ranging from printing problems on the network to
actually resolving problems users may incur with the operating systems. The
troubleshooting includes use of remote support with sites all across Indiana, Michigan,
and Ohio.

12.6 Ilose3Hble BbIPAKEHUS 1151 ONUCAHMS LeJIel Kapbepbl
WM PO ecCHOHATBHBIX LeJIel

e Entry-level opportunity at an advertising agency.
¢ An entry-level position in the field of personnel administration.

e Entry-level position in financial services offering a chance to demonstrate initiative
and abilities.

e Seeking an entry-level position in the field of management with preference in sales
promotion.

e To secure an entry-level engineering technician position with the opportunity for
advancement.

e Trainee in a sales-oriented company offering the opportunity to advance to a
position of

e increasing responsibility and career growth.

e A management trainee position in a medium-sized direct marketing company with
an opportunity to advance to management level.

e To obtain a position as a sales management trainee that allows for career growth.
e An assistant sales manager position with a large distributor.
e A position as manager of a furniture department of a large department store.

e A position as personal assistant/secretary with a major corporation.
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e Personal assistant/secretary position with a major international telecommunications
company.

e A position in the field of public relations where a background in journalism and
consumer marketing may be utilized.

e Management position in retail sales commensurate with 16 years of successful
retail/supermarket sales experience.

e Seeking a responsible position commensurate with nine years experience as a direct
marketing specialist. I am looking for a chance to demonstrate a high level of
motivation to succeed.

e A sales management position in a communications company where I can use my
promotion and sales experience.

e A challenging supervisory position and active involvement in accounting with the
opportunity for advancement and personal growth.

¢ A line management position in a growth-oriented pharmaceutical company where I
can apply my research, problem-solving expertise, and experience in medical
chemistry.

e A challenging and career-oriented position utilizing my experience and skills in office
management and providing opportunities for advancement.

e A position as a personnel manager where I can utilize my background and
management experience in human resources and an opportunity to expand my
areas of responsibility with further career potential.

e A position in new product engineering providing an opportunity to apply my
extensive technical experience.

e Professionally and financially rewarding marketing management position offering
challenge, responsibility, and an opportunity for advancement.

e Seeking a full-time staff position offering career advancement and increasing
responsibility in the field of international market research. I am willing to travel and
relocate.

e To seek a challenging position in the financial services field with the opportunity for
professional growth based on performance.

e To pursue an international sales position that offers advancement opportunities.

e Seeking an opportunity to start a new career in audience and marketing research
with a major television station.
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To work in @ managerial position with decision-making responsibilities in which I can
utilize my long-time banking experience and professional skills.

To fully utilize my professional computer programmer experience in a position
offering variety of challenging projects with growth potential in a major software
company.

To find long-time employment in the accounting department of a major European
organization that offers a career with advancement and expansion of
responsibilities.

To obtain a position as an electronics engineer with a progressive Asian company
engaged in advanced satellite research and development.

To obtain a challenging position in which I can utilize my diversified project
engineering background and experience and an environment where individual

achievements will be recognized.

12.7 OO0pa3usl pe3rome

XPpoHoJI0THYECKOE pe3loMe: Oyxrajarep
(Chronological resume: bookkeeper)

Christina Ivanoffa
0000 Bergen Avenue
Avondale, NJ 00000
Tel. (000) 000-0000

OBJECTIVE

To work for a large company where I can utilize my experience and background in general accounting/bookkeeping and payroll
administration.

EXPERIENCE

Jason International Trading, Inc., Teaneck, New Jersey
Bookkeeper: March 1995-present

Major responsibilities include accounts receivable, accounts payable, cost accounting, profit calculations, credit investigations on all
new clients, and biweekly EDP payroll processing, including overtime, bonuses, sales commissions, and incentive awards for 157
employees. I supervise four people.

Simpson & Tague Company, Hackensack, New Jersey
Accounting Assistant: August 1988-February 1995

Duties included processing of invoices, checks, accounts receivable, and accounts payable.

EDUCATION

Fairlawn Junior College, Fairlawn, New Jersey
Associate Degree in Business Studies: June 1988

Fairlawn Junior College, Fairlawn, New Jersey
Diploma, Accounting I, II, and III: May 1990

Paramus Business Institute, Paramus, New Jersey
Certificate, EDP for Business Accounting: December 1991

SPECIAL SKILLS
Fluency in Italian (spoken and written)
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Experience with computer hardware and software, including desktop publishing

REFERENCES
References will be forwarded upon request. Please keep my application confidential at this time.

XpoHoJioruyeckoe pe3rme:
(Chronological résumé: certified public accountant)

Vincent Harrison
000 Chandler Avenue
Chicago, IL 00000
(000) 000-0000

CAREER OBJECTIVE
An accounting career with a large company that offers advancement opportunities and professional growth.

EMPLOYMENT

Bressler & Andersen, Certified Public Accountants, Chicago Certified Public Accountant: August 1991-present
Preparation of financial reports and statements and income tax returns (professional partner ships, corporations and institutions).
Responsible for planning internal control evaluations and audit engagements of publicly and privately owned companies.
Preparation of internal control comments for presentation to senior management.

Schwartz Company CPAs, Chicago

Financial Accounting Intern: June 1990-May 1991

Responsible for preparation of financial statements and monthly accounts analysis.

Hovert Trading Company, Chicago

Designed computerized accounts payable and receivable system: Summer 1988.

International Illinois Bank, Chicago

Assisted in developing revenue forecasts: Summer 1987.

EDUCATION

University of Chicago

Bachelor of Science Degree in Accounting: 1989

M.B.A. Degree: 1990

Certified Public Accountant (Chicago): 1991

Continuing professional education courses in federal taxes: 1994-present.

SPECIAL SKILLS
Fluency in German.

PROFESSIONAL AFFILIATION
American Institute of Certified Public Accountants

REFERENCES
Available upon request.

XPpoOHOJIOTHYECKOE pe3loMe: YIpaBjieHUue OM3HeCcoOM
(Chronological résumé: a career in business management)

Marcia Turner
000 Bond Street
Boston, MA 00000
(000)000-0000

OBJECTIVE:
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A career in business management. Willing to travel and relocate.
EDUCATION
Columbia University, New York City
Bachelor of Business Administration: September 1994
WORK EXPERIENCE
MIRABELLA INSURANCE COMPANY, Hartford, Connecticut
Research Coordinator in Business Planning Division: October 1994-present
Conduct business, field, and desk research and make in-house presentations of results to senior
management. Coordinate and supervise system of current financial business news to department heads.
MARCUS BROWN, INC., Teaneck, New Jersey
Business Development Intern: Summer 1992
Worked in the areas of demographics and sales forecasts.
TIECO SALES CORPORATION, New York City
Business Intern: Summer 1991
Worked in the accounts payable and accounts receivable department.
DERBY INDUSTRIAL ADVERTISING, New York City
Business Intern: Summer 1990
Assisted Account Executive to develop promotion program for several industrial clients.

REFERENCES
Available upon request.

XpoHoJIOTHYECKOe pe3loMe: MeHeIKep B TOCTHHHUIIE

John Morrison
000 Saratoga Avenue
Miami, FL 00000
(000) 000-0000

PROFESSIONAL OBJECTIVE
A management position with a major international hotel chain.

WORK EXPERIENCE
The Colonade Hotel—Miami, Florida
Food and Beverage Manager: July 1989-present

Directly responsible for management of restaurant and kitchen operations (staff of 44) and purchasing in a 326-room hotel with a
restaurant, coffee shop, and banquet facilities.

LaSalle Hotel—New York City
Assistant to Food Services Manager: September 1983-May 1989

Supervised dining room and bar staff of 38. Responsibility for meal planning and coordination of approximately 125 banquets and
large private parties (50-400 guests) per year.

Orange Roof Restaurant—Passaic, New Jersey
Manager: October 1980-August 1983 Assistant
Manager: July 1979-September 1980

Responsible for management of a 124-seat restaurant of a well-known popular restaurant chain with set menus at reasonable prices.

Continental Diner, New York City
Waiter: May 1978-June 1979

Waiter at a busy diner (open 24 hours) in midtown Manhattan.

EDUCATION

University of Miami

Bachelor's Degree in Business Administration: 1994

City College of New York

Successful completion of three Financial Management courses: 1982
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Hotel-Restaurant Institute, New York

Completed six-month management training course (day/evening classes): 1979
Philadelphia Junior College

Associate Degree in Business Studies: 1978

REFERENCES
Available on request.

XpoHOJ0rHYecKoe pe3loMe: MeHeIKep Mo MepcoHaTy

Martin B. Ritter 000 Baxter Avenue Dallas, TX 00000 (000)000-0000

JOB OBJECTIVE
A management position in the human resources department of a major manufacturing company.

WORK EXPERIENCE

DOLLINGER INDUSTRIES—Dallas, Texas
Personnel Manager: March 1990-present

Responsible for:

Recruiting, screening, interviewing, testing and hiring of personnel for secretarial, clerical, production, and research and
development positions (approximately 175 positions per year). Dollinger Industries has 2,550 part-time and full-time
employees.

Negotiate and commission contracts with employment agencies.
Participate in contract negotiations with labor unions.
Conduct compensation surveys and analyses; set salary and wage ranges.

Initiate, formulate, revise, and implement staff training programs, job evaluations, performance appraisals, and personnel
policies.

Supervise the maintenance and retention of all employment records.
Update and revise personnel manual, covering employment, training, salaries, wages, and benefits.
Supervise a staff of eight.
COOPER PRODUCTS, INC.—Cambridge, Massachusetts Assistant Director of Human Resources: July 1985-February 1990

Assisted the Director of Human Resources in areas of personnel screening, evaluation, and selection. Conducted performance
appraisals and contributed to the company manual covering benefits, education, and training.

EDUCATION

Boston University.

Bachelor of Science degree in personnel administration: June 1985

Master of Science degree in personnel management: May 1987

The Institute of Personnel Administration of MIT, Cambridge, Massachusetts.

Certificate: six evening courses in personnel administration and EDP applications (including dBASE
6 and IBC II): 1988-1989.

References are available upon request.

DYyHKIUOHAJIBHOE Pe3l0Me: CUCTEeMHBIA NIPOrPaAaMMUCT
(Functional résumé: systems programmer)

Brad Anaheim
00 Beech Avenue
San Jose, CA 00000
Tel. (000) 000-0000
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PROFESSION
Systems Programmer

OBJECTIVE

A challenging position in the computer programming field where I can utilize my extensive experience and broad analytic design and
problem-solving skills as a systems programmer.

EXPERIENCE
Member of a MVS/0S395 Parallel Systplexx Conversion Team.

Involvement in high exposure state-of-the-art environment, including 0S395 Parallel Systplexx Conversions with full data sharing,
Open Edition, and Internet Connection Secure Server.

Solid experience in the installation, maintenance, tuning, and debugging of MFFS/ESA (0S395), SMPE, JES3, TSO/ISPF, VTAN,
TCP/IP and DB2 and CICS.

Ability to multitask and adaptability to multiple environments; implementing complex systems and network management applications.

EMPLOYMENT HISTORY

1993-present Sonomax Conversion Systems, San Jose, California
1989-1991 ATRAXX Computer Associates, Palo Alto, California
1985-1988 Innova Computer Programs, San Francisco, California
EDUCATION

Bachelor of Science—Mathematics (1983) University of California at Los Angeles
Master of Science—Computer Science (1985) University of California at Berkeley

XpOHOHOFI/I‘leCKOG PpeE31IOME: MEHEIKEP CPEAHET0 3B€HA

Ha peruonanpHoii koHdepeHiuun Amepukanckoit Accoruanuu [IKoIbHBIX
AnmunuctpatopoB Paccen byuanaH, T1aBHBI pPETMOHANBHBIM MEHEKEp IO
JUCTAHIIMOHHBIM MpOAakaM B H3JaTeNnbCTBe, Yy3HaeT 4ro Kommanus Kauffman
Institutional Equipment, Inc. wmMeeT BakaHCHIO PpETHOHAJIBHOTO MEHEKEpA II0
IPOJAXKaM.

The Résumé
Russell R. Buchanan
1416 Saybrook Road
Wellesley Hills, Massachusetts 02181
(617) 944-8778

QUALIFICATIONS SUMMARY

Position: Regional Sales Manager
EXPERIENCE
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1992-present Field sales supervisor, Horton-Miller Book Company. Duties: Selecting, training, and supervising a field
sales staff of 16. Territory includes Massachusetts, New Hampshire, Vermont, and Maine. During this
period, sales in the territory have increased 22 percent.

1988-1992 Sales representative, Horton-Miller Book Company, calling
on teachers and administrators in western Massachusetts.
1984-1988 Head of department of business education, DeKalb (Illi-

nois) High School. Duties: Supervised eleven instructors and managed the department with an enrollment
of over 800 students.

1980-1984 Instructor in accounting and data processing, DeKalb
High School. Also taught evening classes in accounting at Northern Illinois University.

EDUCATION
Degrees B.S. In Business Education, University of Wisconsin, 1981 M.S. in Business Education, 1983
Activities Member of Pi Omega Pi (undergraduate business educa- tion fraternity—served as president in junior

year), Badger diving team (placed second in Big Ten meet), and Tau Kappa Epsilon (social fraternity). As
a senior, I worked part-time as a grader for accounting instructors.

When I was associated with DeKalb High School, I had frequent opportunity to meet and talk with sales representatives of various
companies that supply schools with textbooks and equipment. Although I enjoyed teaching and administration, I became interested
in selling because I felt it provided broader opportunities for me.

It turned out to be a wise choice—I found that I thoroughly enjoyed selling. Meeting new people constantly and providing counsel
and services to the educational community was immensely rewarding. It still is. I have not lost my basic love for education, but I feel
strongly that my influence is much greater in my present capacity.

In my two years as Field Sales Supervisor at Horton-Miller, I have had an excellent opportunity to exercise what I believe is my real
forte: motivating sales personnel and managing a sales organization. To me, the principles of sales management are the same,
whether the product is a book, a desk, or a computer system.

REFERENCES

*Mr. A. 1. Sholes, Director of Marketing
Horton-Miller Book Company

2001 Aurora Boulevard

Northbrook, Illinois 60062

Dr. James C. Hightower, Principal
DeKalb High School
DeKalb, Illinois 60015

*Mr. Sholes is aware of my interest in changing positions. The opportunity to become a regional manager at Horton-Miller in the near
future does not appear to be favorable because of a recent restructure in the field organization.

XPpoHoJIOTHYECKOE pe3loMe: H3MeHeHne 00J1acTh padoThI

Jlmana CuTOH Hayaja Kapbepy Kak cekperapb B Livermore Manufacturing
Company nath JeT Ha3aJ U 32 3TO BpeMs MPOJBUHYJACh A0 AJIMHUHHCTPATUBHOIO
MMOMONTHKKA UCNIOJIHUTENbHOTO Buiie-IIpe3uaenTa.

W xots eil HpaBuTCs paboTa M OHA C HEW CIpaBIISETCS, OHA BCEr/a XOTena
pabortaTh mpernonaBareieM. B cBoe Bpemsi OHa MOMy4Wsia AWILUIOM TPENOJaBaTes
UCTOPUH, HO HE CMOTJa HAWUTH MECTO, MPOIIa Kypchl ceKpeTapeil B OM3HEC-IIKOoJe U
cTasia paboTaTh CeKpeTapeM.

Hecmotpst Ha ycnexu Ha 3ToM Mecte, y CUTOH BCerja OCTaBaloCh CTPEMIICHUE
paboTtaTh B HIKosie. B TeueHuu mocneaHuX 2 JIET OHA MPOXOAMIIA KYPChl HOBBIIICHHUS
KBaTM(DUKAIIMK TIPETIoIaBaTeNieil, HaliesCh YTO OJHAXABI OHA MONYYHT 3Ty padboty. OHa
TOJIBKO 4TO yBHENa oObsBieHue B The Wall Street Journal o Bakancum Menemxkepa mo
Office Training u perraer nocnatek pe3roMe.
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The Résumé Dianne Seaton
517 Park Avenue
Omaha, Nebraska 68105
(402) 862-1175

Position applied for: Supervisor of Office Training

JOB EXPERIENCE

OTHER EXPERIENCE

EDUCATION

SPECIAL INTERESTS

1993-present

1988-1993

1985-1988

1981-1985

University

Business
College

High School

Current
Studies

Administrative Assistant to the Executive Vice President, Livermore
Manufacturing Company, 7400 West Center Road, Omaha, Nebraska.
Duties: Supervise general office activities (including one secretary and
one clerk-typist) and assist the Executive Vice President with such
matters as writing letters and reports, doing research, planning
conferences and meetings, and representing the executive in various
functions, particularly when he is away from the office (very frequent).

Secretary to the Manufacturing Manager, Livermore Manufacturing
Company. Duties: General secretarial activities, such as receiving
visitors, managing the appointment calendar, taking and transcribing
dictation, writing routine letters and reports, assisting in the preparation
of analytical and statistical reports, and handling other responsibilities
assigned by the manager. Reason for Leaving: Promoted to higher
position in the company.

Taught evening courses twice a week in word processing,
typewriting, and business communication, Creighton University, Omaha
Part-time assistant in the history department of the Uni-

versity of South Dakota, where I graded student exams and reports and
did some tutoring of freshman students.

A.B. Degree, University of South Dakota, 1985. Major: History, Minor:
Education. Honors ard Activities: Dean's list three years (B+ average):
Vice President of Kappa Delta Phi (history fraternity): member of Choral
Ensemble; received Award of Merit in History in senior year.

Diploma in secretarial administration, Yankton (SD) Business

College, 1984. Courses included shorthand (two semesters), typewriting
(two semesters), accounting, business mathematics, business
communications, and secretarial procedures.

Vermillion (SD) High School; graduated in 1985. (College preparatory
course. Electives included one year of typewriting and one year of
business English.)

During the past two years, I have taken extension courses

at Creighton University in educational media, adult education methods,
and personnel administration.

My primary avocational interests include music (since junior high school I have always been associated with one or more school and
community choral groups, often as soloist) and working with brain-damaged children at hospitals and social service agencies. I am
also a sports enthusiast (especially water skiing and scuba diving), play better-than-average tennis, and am learning handball.

REFERENCES

Professor H. A. Douthit
Department of History
University of South Dakota
Vermillion, South Dakota 57069
Mrs. Janette Cellars

Yankton Business College
Yankton, South Dakota 57078
Mr. Jason Carew, Principal
Vermlllion High School
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Vermillion, South Dakota 57609

Note: References from the two executives with whom I have been associated at Livermore Manufacturing Company will be submitted
upon request. ' Neither is aware that I am interested in a career change at this time.

XpOHOHOFI/I‘leCKOG PE3IOME: MECHEIKEP BBICIIECIO 3BCHA

@pencuc Poszen, 3aHumaromas BBICOKHII mocT B Oonbliol bantumopckoit
KOPIIOpAIMH, Y3HAET OT JIpyra, 4TO B OJHOW KPYNHON (pupMe YBOIBHAETCS JUPEKTOp 10
oOrmiecTBeHHBIM cBsi3aM. OHa He yBepeHa, YTO KOMITaHHUS UIIET HOBOTO YeJIOBEKa Ha 3TO
MECTO, HO BCE PAaBHO pelaeT 0OpaTUThCS.

The Résumé L. FRANCES ROSEN

1703 Salisbury Road
Baltimore, MD 21201

Position desired: Director of Public Relations

PROFESSIONAL EXPERIENCE

1986-present Manager, Corporate Communications, Regent Chemical Corporation, Baltimore. Duties: Responsible for
employee magazine and other publications, communications with stockholders, general publicity, and
media relations.

1981-1986 Assistant Director of Public Relations, Marchand Manufacturing Company, Arlington, Virginia. Duties:
Handled PR correspondence, news releases, preparation of reports to stockholders, institutional promotion
(including advertising and special brochures). Also responsible for instituting and directing a school and
community relations program, which included the development of educational materials, speaking before
various groups, and representing the company at most civic affairs. Reasons for leaving: Professional and
financial advancement afforded by a larger organization.

1978-1981 Editor and Publisher of Periscope (employee magazine), Marchand Manufacturing Company. Duties:
Directed a staff of five in producing the magazine and distributing

it to employees and others. Also, upon request, assisted various department heads in preparing new-
product information releases.

1974-1978 Administrative Assistant to the Director of Publicity, Marchand Manufacturing Company. Duties: Secretarial
and office management, composing drafts of news releases and other publicity, and writing routine letters
and reports for the director's signature.

PROFESSIONAL ACTIVITIES

Member of the Baltimore Advertising Club (Secretary-Treasurer, 1976), National Public Relations Association, Baltimore Women
Executives Club, and the Board of Directors, Baltimore Symphony Orchestra. Frequent speaker at public relations conventions and
contributor of articles on public relations and management communications to various trade publications.

EDUCATION
A.B. degree, University of Virginia, Charlottesville, 1972, with a major in journalism.

I have taken graduate courses (evenings) in journalism, public rela tions, and management communications at the University of
Baltimore and Georgetown University.

While at the University of Virginia, I was Editor in Chief of Daily Cavalier for one year and a member of Gamma Theta Pi (a
journalism sorority of which I was president in my senior year). I was selected the outstanding student in the School of Journalism
upon graduation.

PERSONAL PHILOSOPHY

I am deeply committed to the concept that public relations is essentially education—that is, educating people in favor of one's
organization—and embraces seven basic groups: the local community, employees, customers, suppliers, stockholders, the financial
community, and the general public. While I believe that those engaged in public relations have the main responsibility for developing
and enhancing a positive image in the eyes of the public, I feel strongly that their end objective should be company growth in terms
of sales and profits.

REFERENCES
References, including Regent Chemical Corporation executives, will be supplied on request.
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DOYyHKIUOHAJIBHOE pe3loMe: nepeMeHa 00j1actu padorTsl (0TCYTCTBHE
OnbITA)

Korma Jleonapa JlamOer 3akoHYHMII KOJUIEIK, MO CHCIHAIBHOCTH peKJiaMa, OH
Havanl paboTy Ha CHOPTHBHOM (akylbTeTe, TJIe OH 3aHUMAJICsl OpraHM3aIed TaKuX
HaIpaBJICHUN KakK pbhIOHAsl JIOBJS, OXOTa, W TEIINe MOXOAbl. XOTs pabota JlambGety
HpaBWJIaCh, OHA HE OYCHH XOPOIIO OIUIauMBajach, HO OH HHUKaK HE MOT coOpaThes C
CHJIaMU W BBIUTH B peasibHbIA MUp. Ho HakoHeI, mocie Tpex JeT paboThl Ha 3TOM MECTE,
OH pelIaeT yBOJNUTHCS W HayaTh Kaphepy Ha HOBOM MecTe. Ero mpemomaBaTenb
KYPHAIMCTUKH cooOuiaeT emy o0 OTKPBITOM BakaHCHHM TOMOIIHHKA MEHEIKepa IO
pexiname B xypHane Southern Outdoors-man, B YapiabscToHe.

The Résumé
Qualifications of
LEONARD B. LAMBETH

As Assistant Advertising Manager
Southern Outdoorsman

Present address:  Address after August 2004:

319 Daly Street 414 Maple Drive
Loris, SC 29569  Columbia, SC 29205
(803) 271-4660  (803) 542-1151

EDUCATION

B.S. degree, University of South Carolina, Columbia, 1990
Major field of study: Advertising

Courses in Advertising

Advertising Theory and Practice
Copywriting and Layout

Advertising Art

Advertising Media

Publishing and Printing Techniques
Advertising Department Management
Advertising Research

Related Courses
Principles of Marketing
Sales Principles and Management

Marketing Statistics
Business Communications
Business Psychology

Special Electives: Newswriting, Photography, Typewriting
Honors and Extracurricular Activities

President, Angler's Club (1990); member of university golf team (1987-1988); student member of National Advertising Council,
Columbia Chapter (1989-1991); advertising manager of The Gamecock (1988); and occasional staff writer for student newspaper
(1988-1990).

RECENT EXPERIENCE
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1990-present Instructor, athletic department, University of South Carolina. Duties: Organized and directed
miscellaneous outdoor sports, including fishing, boat handling, hunting, and archery.

OTHER EXPERIENCE

Sold advertising space (part-time and summers) for a small local magazine (The Grand Strand), Myrtle Beach, SC.
Clerked at the Sportman's Place, Loris, SC, in the summers of 1988-1989.

Worked at the Horry County Beacon, a weekly newspaper, in the summer of 1990 (feature writing, copy editing, proofreading, and

makeup).

Earned money at various times repairing fishing rods (ferrules, grip, guides, and windings).

PERSONAL DATA

Height: 5 feet, 11 inches
Weight: 165 Ibs.
Health: Excellent

Marital status: Single, but engaged to be married in December of this year.

REFERENCES (by permission)

1. Dr. Sophia C. Levinthal
Professor of Journalism
University of South Carolina
3. Mr. C. Raymond Dykstra
Publisher

Horry County Beacon
Atlantic Beach, SC 29577

2. Mr. Patrick L Patton
Athletic Director

University of South Carolina

4. Mr. Harry M. Petrie (owner)
The Sportsman's Place

Loris, SC 29569

BUBNWA QENOBbIX MUCEM, ®AKC-COOBLUEHNN, 120

E-MAIL HA AHTTIMMICKOM A13bIKE




I'naea 13

11 ucoema, Kacarowuecs UsMeHeHUsA mecnia pa60mbl

13.1 IIMCBMA O IPUEME HA PABOTY

CymecTtByeT [Ba THNa THCeM C TMpock0oO o0 mpuemMe Ha padoTy:
(a) camocTosiTenbHbIe ("X0NOAHBIE") MHUChMA, KOTOPBIE OTMIPABIISIOTCS B KOMIIAHUIO B
KOTOpOHl BbI OBl XOTeNu paboTaTh, JaKe €CIM KOMIAHHsS HE JaBajia OOBSBICHHUS O
BakaHcuu; U (0) muchbMa ¢ Tpoch0oil O mpreMe Ha padoTy, SBISIONIMECS OTBETOM Ha
peKIaMHOe OOBSBIEHHUE B Ta3eTe WIM MEPUOJUYECKOM >KypHaJe O KOHKPETHOM
BakaHCHHA. B 000WX clly4asx MHUCBMO C MPOChOOH O mpueme Ha padoTy (Takxke
Ha3bIBaeMoe '"COMpOBOAMTENHHBIM THChMOM'" - "cover letter" wmm "covering letter")
JIOJI’KHO COTIPOBOKAATHCS PE3IOME.

A. CAMOCTOATEJIBHAMA ITPOCBBA O ITPUEME HA PABOTY

IIpocbb6a o mpueme Ha paGoTty

OTO MHCBMO TakKKe MOXHO HCIIOJB30BaTh B KAadeCTBE COIIPOBOAUTEIIBHOTO
nmucbMa IJid pE3roMe. OCHOBHBIC OIICAHUS HamnpsMYIO CBA3aHbI C JAHHBIMHA U3 PC3IOME.

Dear Mr. Carver:

I am responding to the in-house posting for the position of Associate Project Manager with
your organization. A former colleague, Terry Barrington, alerted me to the opening and [[ejlb
suggested that I contact you directly.

I have four years of experience with Michaels & Wade in Redmond, where I specialized in Honorcrnocme
Management Information Systems. As you update your computer network and Pexo MeHdaL;uu
applications, you will need expertise in every department of your import business. The key
descriptors below highlight areas of my experience and education that you will find most
pertinent.

] ) Pesrome
Computer Skills: DOS, WordPerfect, Lotus, Harvard Graphics;
Associate’s Degree in Computer Science, 1993.
Communication Skills: Excellent grammar and usage in writing; good oral presentation and
training skills; wrote and delivered annual department report for board of directors.
Lpeumywecmea
Sales Experience: Retail sales associate as high school and college student for three years
at Pier Trading Post. Cl/lel/ﬂ/lafleble HAeBevlKU
Supervisory Experience: Assistant to the associate warehouse supervisor at Michaels &
Wade for four years.
i . . Ipocvba
May I arrange a time to meet with you or your agent early next week? I will call your
office on Thursday, October 16. I would be available immediately, just in time for the Koumaxmmuas qu)OpMauu}Z
holiday rush at Carver, Barrington & Stephens Imports. My daytime phone number is 555-
7889. Please call collect if you have questions. Bosmooicnocme cesazamocs
Sincerely,
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IHouck padoThI MO CIENHATBHOCTSIM:

Cmpaxoeou cneyuaiucm

Dear Name:

My present employer—Harvest Insurance Company in Memphis, Tennessee—is a regional insurance company that offers limited
opportunity for advancement. Therefore, I am seeking a new and challenging position with a major national insurance company,
that will enable me to use my seven-year experience in the market research field. This confidential letter is to inquire into the
possibility of an opening as research executive in your company's national marketing department.

I am currently working as a senior researcher in the marketing, planning, and research department, which plays a central part in
the development and implementation of marketing strategy. This department commissions continuous and ad-hoc research
designed to support new product development, market monitoring, customer analysis, and advertising and promotional
development. My job involves all aspects of managing research projects, including liaison with internal marketing teams and
research agencies. It also includes field and desk research and in-house presentations.

I would appreciate your time in reviewing my enclosed résumé and would welcome an opportunity to meet with you personally to
discuss a position in your company.

Sincerely,

byxzanmep

Dear Name:
Within the next four months, I will be moving to Chicago where I would like the opportunity to put my ten years of accounting
experience to work for your company.

I am currently working as a financial controller for the Morano Supermarket Group in Seattle, Washington, where I report
directly to the group financial director. I am responsible for the group's financial direction and control, through tighter
forecasting, budgeting, development of modern computerized controls, and more accurate reporting. As a result, I contributed
significantly to the group's profitable growth during the past four years. In addition, I also ensure that all legal, taxation, and
audit requirements are complied with and that appropriate statutory deadlines are met.

I have not yet informed my employer of my intention to leave the company. Therefore, I would appreciate your confidentiality in
this regard. Should you wish to contact me, I can be reached on a con-

fidential basis at (000) 000-0000 during the day, or else at my home phone during evening hours after 7:30 p.m.
Sincerely,

Omoen npecc-ciaycool 8 Danke

Dear Name:

Having worked for the past four years as an international marketing assistant in the marketing unit of a prestigious and highly
rated British bank in Chicago, I would like to apply for a challenging marketing position in your bank's international department
in New York.

I currently work in a close-knit, professional team and I am responsible for a broad range of marketing activities: internal and
investor communications, including regular newsletters, reports and brochures; production of materials for client presentations;
and advertising and direct mail. My position demands marketing experience for the financial management and investment
communities and in dealing with financial data and markets. It also requires excellent organizational skills and the ability to work
to stringent deadlines.

I am enclosing a résumé of my qualifications for your review and I would welcome the opportunity to meet with you. I can be
reached during evening hours at my home phone (000) 000-0000 or at my office (000) 000-0000 on a confidential basis during
business hours.

Sincerely yours,
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Iouck pabomol c yacmuyuHoOU 3aHAMOCHLBIO

Dear Name:

I am planning to return to the work force after an absence of eight years. During this period I raised two children, managed a
busy household, and did volunteer work at the Essex City Hospital. I also retained my secretarial and administrative office skills
and computer literacy with part-time work for my husband, who manages the Blackstone Insurance Agency in Essex City.

Since my family is well established, I am ready and eager to re-enter the job market once again in either a part-time or full-time
position as a secretary or administrative assistant. For that reason, I enclose my résumé with additional information about my
education, work experience, and other qualifications. Thank you very much for your consideration.

Sincerely,

COHpOBOI[I/ITe.]'ILHbIe IMUCbMa IJId pe3rIoMe

OcHoBHast  (pyHKIUS  CONPOBOJHWTEIBHOTO MHChMa —  HH()OPMHUPOBATH
HNOTEHIMAIBHOTO paboToAATENsI O TOM, JOKHOCTh KAKOTO TUIA BBl XOTUTE MOJTYUYUTh.
OHO TakXke JOJDKHO INMOKa3aTh 0COOYI0 KBAIM(UKANNIO, TOCTHKEHUS M CIOCOOHOCTH
WIK ONbIT palboThl (MOAPOOHOCTH KOTOPOIO H3JIOKEHBI B NPUIIOKEHHOM pe3loMe),
UMEOIIUE 0c000€ 3HAUEHUE JUIsl JAHHOM JOKHOCTH.

Ecnu BBI OTBeuaeTe Ha PEKIIaMHOC OOBSABJIICHHE B Ta3eTe MIIN JKypHaJe, BCeraa
COO6H_[I/ITC 00 3TOM B IIEpBOM a63aue CBOCTO COMMPOBOAUTECIIBHOTO ITUCbMA.

Otnpasiisist cBoe pe3toMe Mo (hakcy MOTEeHIUAIBHOMY pabOTOJATENI0, TAKXKe
OTIIPaBbTE MO MOYTE KOMUIO JIJISl €T0 KapTOTEKH.

Penome
Dear Tom:
I enjoyed our telephone conversation this morning and was interested to hear about the opening HpOCb6a
for an exploration geologist at Gigantic Resources. As you requested, I am faxing you a copy of my
resumé. I will also be mailing you a copy for your permanent files. Omeem

As I mentioned during our conversation, I am a petroleum geologist with seven years of experience
in the Rocky Mountain region. Currently, I am working for Weaver Oil and Gas as their Manager of Pesiome (8 06wem)
Geology. My duties include both prospect generation and sales. I have strong technical abilities and
sound written and oral communication skills. Due to family considerations, I am very interested in
relocating to the Casper area.

I look forward to meeting with you on November 11. If you wish to contact me before our Kownmaxmnuas

interview, you may reach me at 303-555-5792. qu’)OpMauu}l

Thank you again for the information you offered me on the telephone this morning.

Sincerel brazooaprocmo
incerely,
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KpaTlcoe CONMpoOBOAUTEC/ILHOC MMCHbMO IJISI PE3IOME, €CJIN BbI HE

3HAaeTe 0 KOHKPETHOM BaKAHCHH.

Dear Ms. Smith:
I am interested in a part-time position with American Academy of Family Physicians as an editor.

My writing and editing experience include newspaper copy, manuscripts, advertising copy, books,
brochures and training manuals.

My resumé is enclosed. If you have questions or need more information, please call me at 555-
4866.

Sincerely,

OTBET HA OFBABJIEHUSA O BAKAHCHUH

IIpocs0a o0 mpueme Ha padoTy

lpuuuna
Pesome (6 oowem)
Ilpunoowcenue

Konmaxmmuas
ungopmayus

DTO OTBET Ha OOBSBJICHHE O BAKAHCHUHW; B HEM MPHUBEICHO PE3IOME aBTOpa U

npock0a o cobeceoBaHUU.

Dear Ms. Armstrong:

I am writing in response to your advertisement in the December issue of Publishers Monthly
Journal, in which you announced an opening for a sales representative with Taggerty and Sons
Publishing.

I have five years of retail experience in the book industry. For the past three years, I have
managed Books for Us, an independent bookstore located in Rolling Hills. I am familiar with the
products that you publish and believe my experience as a retailer and with the buying public
would benefit your company. As the manager of an independent bookstore, I have demonstrated
my ability to set goals and complete projects in a timely and thorough manner.

In my current job, I am responsible for buying both new publications and backlist inventory as
well as the analysis of sales trends using a computerized inventory system. I have a B.A. in
English literature, and I am an active participant in local writers’ workshops. I have enclosed a
copy of my resumé for your review.

I would like to meet with you and will contact your office the week of April 27 to determine if an
interview may be arranged. If you wish to contact me before that date, please call 555-2434.

Sincerely,

Cneyuanucm no oxpane oKpyycarouieii cpeobl

1]env

Jonscnocms
Pexomenoayuu
Pestome
Cneyuanvtvie HABbIKU
Ipunooicenue
Ilpocvbda

Konmaxmmuas
ungopmayus

Dear Name:

I am responding to your advertisement in the Manchester Herald of August 14 for an entry-level position as environmental analyst.
As my résumé will indicate, I appear to fit the candidate description as specified in your advertisement. I have a strong interest in
this position and I believe that my background, qualifications, and work experience appear to be well-suited to your company's

specific requirements.

I received my Bachelor of Science degree in environmental chemistry from Manchester College last month. In addition, I have
worked as a summer intern with several chemical companies in the Manchester area during the past three years.

Please accept my enclosed résumé in consideration for this position. Thank you for your time. I am looking forward to hearing from

you.
Sincerely,

BVMBNAS JENOBbIX MUCEM, ®AKC-COOBLUEHUIA, {24

E-MAIL HA AHTTIMMICKOM A13bIKE




DuHaHCOo8bLIL KOHCYIbIAHM

Dear Name:

Your advertisement in this month's edition of Management News states that you are looking for several management trainees to
add to your financial management staff in Boston. I would like to apply for one of these positions, because I believe my
professional training and career objective are very much in line with your requirements.

I attended Columbia University in New York where I earned my bachelor of arts degree in Economics. I was awarded the master of
business administration degree last year. I am currently working as a financial research assistant in the business planning and
research department of the Mirabella Insurance Corporation in Washington, D.C.

I appreciate your time in reviewing my enclosed résumé and would welcome the opportunity to meet and discuss my qualifications
and experience with you.

Sincerely yours,

Mexncoynapoonslit punancoswlii Mmenedicep

Dear Name:

The position of international Business Development Manager as advertised in the weekend edition of The San Francisco Times
sounds like an interesting opportunity, especially since I am planning a move to the San Francisco metropolitan area. My
international background, professional qualifications and fluency in Spanish and Portuguese appear to be an excellent match for this
challenging position. Therefore, I am enclosing my résumé for your consideration.

I am currently employed as a business development manager for Jones & Bateman, a Chicago-based international organization
providing a variety of management and marketing services to a wide range of clients in consumer and business-to-business
markets in the United States, Canada, Mexico, and countries in Latin America. Business development managers have responsibility
for maintaining and developing business among existing clients; identifying new clients for existing services; investigating and
identifying new services and markets in which the organization should operate; providing appropriate proposals for participation in
these markets; implementing agreed-upon plans for such new activities; and controlling revenue and profit budgets. I also manage
a small team (five people) to carry out day-to-day contact with existing and new domestic and international clients.

Jones & Bateman has recently been sold to a Canadian conglomerate and the offices will relocate to Toronto, Canada. I am very
interested in joining your organization in San Francisco.

Should you agree that my experience and qualifications, as outlined in the enclosed résumé, are a good match for your specific
requirements, I would look forward to the opportunity of meeting with you personally in San Francisco early next month. Thank you
for your consideration.

Sincerely,

Meneoicep no nianuposanuio

Dear Name:

I have read your advertisement for a planning manager in the Friday edition of the Financial Times with a great deal of interest.
Comparison of my background and professional qualifications with your candidate description, as specified in this advertisement,
suggests that I would be an excellent candidate for this interesting position. For that reason, I am forwarding my résumé for your
review and consideration.

In my current position as planning manager for the Danzo Corporation—an international consumer-oriented marketing organization
with corporate headquarters in Newark, New Jersey—I work on the development of two-year strategic and annual operating plans
and in the critical area of allocating resources to meet the changing needs and objectives of the corporation. I report to the
corporate planning manager. My job demands a strong backgound in corporate, strategic, and marketing planning in a large
international consumer goods organization, where a sophisticated monitoring of international market and economic trends and the
ability to respond rapidly to changing market conditions and directions is of vital importance. It also requires strong communicative
and persuasive skills, together with the capacity to work effectively with senior management. I am willing to relocate for the right
opportunity.

I would welcome the opportunity to discuss this challenging position with you personally.
Sincerely,
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Hupexkmop no ceésa3u ¢ Kiuenmamu

Dear Name:

I am forwarding my résumé in response to your advertisement in the October edition of International Oil magazine for a director of
client relations. This challening position appears to be an exciting opportunity and has prompted me to submit my résumé for your
consideration.

At present, I am employed as director of client relations for the USA-Euro Marine Spill Response Corporation in New York City. This
corporation is an international, not-for-profit organization dedicated to providing a best-effort response to cleaning up catastrophic
oil spills in the coastal and tidal waters of the countries bordering the Atlantic Ocean and the North Sea. I am responsible for client
relations, including the negotiation and administration of a variety of contracts for oil spill response services with our clients, who
are major producers, transporters and users of petroleum. In addition, I am responsible for the establishment and maintenance of
an international network of specialized subcontractors in Europe, the United States, and Canada who assist the organization in
meeting its oil spill response obligations. My position requires extensive knowledge of the oil industry (particularly transportation of
petroleum products); excellent negotiating skills; and the ability to interact with all levels of management and government.

I am confident that I can make the transition from a small organization to a large international company smoothly. I look forward
to your response and an opportunity to further discuss my international experience and qualifications and the possibility of working
for your company.

Sincerely,

Dunancoeulii ouaep

Dear Name:

This week's Financial Weekly contained your advertisement for an experienced international financial transaction dealer. I appear to
be an excellent match for your specific requirements.

As you can see in my enclosed résumé, I am currently working as an international financial transaction dealer at the corporate
headquarters of Janssen International Finance BV in Curagao, the Netherlands Antilles. I am a member of the capital markets and
asset financing division, which is charged with bond issues of all types, including Euro equity issues, equity warrants and other
international equity-linked products, swaps, and derivative instruments, infrastructure financing, and tax-based crossborder leasing.
I am bilingual (English/Dutch) and I have a working knowledge of German and Spanish.

I would welcome the opportunity to meet and discuss my experience and qualifications with you. Since I will be in Miami at the end
of this month, I will call you next week to set up a personal meeting.

Sincerely,

Jluunwtit cexkpemaps - nepegoouuK

Dear Name:

I read your advertisement for a bi-lingual personal secretary in the September 9th issue of The Los Angeles Times with
considerable interest. This position sounds quite interesting and I have the qualifications that you are seeking. I am therefore
submitting my résumé for your review and consideration. I am looking for a challenge and feel that I can meet the exacting
standards you require.

Since 1991,1 have been the personal secretary for the Director of the international department at the American-Scandinavian
Investment Bank in Los Angeles. In addition to the usual secretarial duties, I am also responsible for the smooth running of the
department's secretarial pool. My job includes the supervision of a small team of secretaries, extensive preparation of cost and
expense reports, and constant liaison with New York headquarters. It also demands excellent shorthand, word processing skills,
desk top publishing, a sound knowledge of Lotus 1-2-3, and strong personal qualities of initiative, maturity, loyalty, diplomacy, and
confidentiality.

If my experience and qualifications are of interest, I would be delighted to meet with you to further explore career opportunities
with your company.

Sincerely,
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Koncyrvmanm no ¢punancoevim puckam

Dear Name:

The position advertised in the October issue of The Financial Post for a risk management consultant is of special interest to me,
because I appear to have the profile and qualifications that you are seeking.

I am currently working as a consultant in the risk management department of the Lanchart Consulting Group in Wilmington,
Delaware. Reporting directly to the senior vice president in charge of the

department, my position involves providing advice on alternative risk-financing solutions to medium-sized American and Canadian
corporations. My duties include: high-level client contact and liaison with the Lanchart insurance network on all matters related to
alternative risk financing; analysis of prospects and clients' insurance and risk management programs, including preparation and
presentation of detailed feasibility studies.

The attached résumé details my business and academic background. I would be willing to relocate to New York City for the right
opportunity.

I will be in the New York area from November 1 through November 6 and would be happy to meet with you regarding this position
at that time. Would it be possible to arrange an interview with you during this period? I look forward to hearing from you soon.
However, I would appreciate my application being treated as strictly confidential, as I am currently employed.

Sincerely yours,

Meneoicep no mamepuanam

Dear Name:

Your advertisement for an experienced materials supervisor in this week's edition of International Drilling describes a position that I
believe is well suited for my background, experience, and qualifications.

At present I am employed as materials supervisor for the Johanson's Drilling and Development Company in Houston, Texas.
Johanson is an independent exploration and production company. As a key member of the company's production team, I am
involved in all aspects of inventory control and procurement of goods and services relating to drilling and development operations in
Texas and Louisiana. Sourcing suppliers and ensuring delivery of highest quality and reliability within rigidly applied cost parameters
and timescales is a very important part of my job. This also applies to the ability to plan and schedule long-term procurement
requirements. My position requires relevant experience in the oil industry and an extensive knowledge of domestic and international
procurement, safety compliances, and computerized purchasing and materials management systems.

I would appreciate the opportunity of meeting with you personally to discuss my background and professional qualifications, as
outlined in the attached résumé, in more detail.

Sincerely,
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IIncsMa couckareisi Ha HOJKHOCTDb, ¢ YHIOMUHAHHUEM KOHTAKTAa

B sTtux mucemax aBTOP MMPOCHUT O CO6€C€I[OBaHI/II/I 1 YIIOMHHACT HMMEBIIHH MECTO
KOHTAaKT.

Dear Mr. Hunter:

John Stewart, your director of public relations, told me that you were looking for a communications Konmaxm
specialist. I am a recent graduate of Richmond University and would like the opportunity to talk with

you about the position. Ipuuuna

My degree is in journalism, and my intern work during my senior year was on the community desk at P

the Kansas City Star. Peszrome

The summer of 20XX I assisted the editor of the St. Joseph Hospital newsletter and was responsible

for writing the articles and taking pictures. Hp00b5a

May I have an appointment to discuss my qualifications and my interest in working with you as a

communications specialist? I will call your office Wednesday morning for a time that is convenient for Konmaxmnas
you. ungpopmayus
Sincerely,

Dear Mr. Carver:

I am responding to the in-house posting for the position of Associate Project Manager with your organization. A former colleague,
Terry Barrington, alerted me to the opening and suggested that I contact you directly.

I have four years of experience with Michaels & Wade in Redmond, where I specialized in Management Information Systems. As
you update your computer network and applications, you will need expertise in every department of your import business. The key
descriptors below highlight areas of my experience and education that you will find most pertinent.

Computer Skills: DOS, WordPerfect, Lotus, Harvard Graphics; Associate’s Degree in Computer Science, 1993.

Communication Skills: Excellent grammar and usage in writing; good oral presentation and training skills; wrote and delivered
annual department report for board of directors.

Sales Experience: Retail sales associate as high school and college student for three years at Pier Trading Post.
Supervisory Experience: Assistant to the associate warehouse supervisor at Michaels & Wade for four years.

May I arrange a time to meet with you or your agent early next week? I will call your office on Thursday, October 16. I would be
available immediately, just in time for the holiday rush at Carver, Barrington & Stephens Imports. My daytime phone number is
555-7889. Please call collect if you have questions.

Sincerely,

Dear Name:

I received your name from Dr. Helmut Schwartz this week. I spoke to him regarding career opportunities with Silver Star Polymer
Industries in Maryland. He suggested I contact you about the opening for a product development engineer in your company's
engineering department in Hamilton.

I am currently employed as a product development engineer for Atlantic Polymer GmbH in Bonn, Germany. This company is well
known in the field of polymer engineering. To ensure that their position in the German marketplace is consolidated and developed,
the company employs me as a specialist engineer to build further relationships with their German customers. This position calls for
a "hands-on" engineer who is capable of designing and developing new products from concept to manufacturing. This in turn
requires the ability to build excellent relationships with customers.

I would welcome the opportunity to meet with you or a representative of your company to discuss the information on my enclosed
résumé. May I call you next week to determine the most convenient time for such a meeting? Thank you for your consideration.

Sincerely,
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13.2 ITPOCBBA O BCTPEYE, COBECEAOBAHHUE

A. HEPE/I COBECEJIOBAHUEM

IIpocs6a o BeTpeue

B »Tx mmceMax BbIpaxkaeTcsl Mpock0a O coOecemoBaHUU ISl OOCYKACHHUS
Oynmymieit pabotel. Takme mnHcChMa cojaepkaT TOCTATOYHO HMH(POPMAIMH, YTOOBI
3aMHTEPECcOBATh aJpecaTta, HO He MPEACTABISIOT MOIPOOHOTO PE3IOME.

Dear Mr. Justin:

) i i i i - ) Hnpopmayus
I am a professional business editor who will be relocating to your area within the next six months. I
plan on being in New York April 22 through April 25. May I have an appointment with you to HpOCb5a (6 051446/1/1)
discuss employment opportunities in the New York area and specifically with Justin and Cramer
Publishing? Pesiome
My expertise is both as an editor and as a business writer. I have six years of experience in
business editing: four years as an assistant editor at Smart Company Books and, most recently, Hp00b6a
two years as a business writing consultant for professional groups. I have also published (KOHermHa}Z)
newsletters for two not-for-profit organizations on a volunteer basis.
If it is convenient, may I schedule time to talk with you between April 22 and 25? I will call your Koumaxmmnas
office the week of April 1 to determine if there is a time you will be available. In the meantime, if
you have any questions or need additional information, please contact me at 219-555-9846. qu’)OpMauu}l
Sincerely,

B crnenyromem nucbMe mpockb6a 00 HMHTEPBBIO ISl Ta3eThl HCIONIB3YETCS B
KauecTBe "Kprovka', MOo3BOJISIONIETO MOMAacTh B KOMITAHHIO. B TO ke Bpemsi aBTOP YETKO
OTHCHIBAET CBOIO KBATH(DHKAIMIO U JKEJTaHHE CTaTh MPETEHACHTOM Ha JOKHOCTb.

Dear Mr. Crenshaw:

May I have an interview with you to discuss your work in personnel as well as any new directions you see
developing in the personnel field?

Ilpocvba

I am gathering information for an article I am writing on students, graduation, job prospects and future
developments in personnel.

The article will appear in the local section of the Kansas City Star. Hpuuuﬂa
I would very much like your input for my article.

I am especially interested in what is taking place in manufacturing companies such as ABC. As a college senior,
I will graduate from Kansas University at the end of May with a degree in human resources and business
communication. I feel that my education and summer activities, writing news releases for the regional YMCA
and developing skill programs for YMCA employees will qualify me in the future for a trainee position in
personnel.

Pesrome

I will call your office next Wednesday morning for an appointment time that is convenient. My interview should HpOCb6a
not take more than 30 minutes.

Sincerely,

YMeHnue BrIpa3uTh Npock0y 0 BCTpeue Wik codeceJOBaHUH OYEHb BaXKHO.
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Dear Ms. Montoya: brazooaprocmo

Thank you for your response to my April 19, 20XX, inquiry concerning the position of escrow
representative at Valley National Bank. Ccvinka na dondicnocmo

If you have any time available on either May 7 or 8, I would appreciate 10 minutes of your HpOCb6a
day to review a five-step plan for developing an escrow division in one month. This plan

could benefit the entire bank. If the plan interests you, we could then schedule additional Hpeumymecmso
time to discuss how I might assist VNB in achieving its escrow goals.

I will call on May 2 to arrange an appointment. I look forward to meeting you in person. Konmaxmmnas
Sincerely, ungopmayus

Ilpurnamenue Ha codeceqoBaHue

HILL MULTI-MEDIA CORPORATION
301 E. Armour Blvd. e Kansas City, MO 64111

March 5, 20XX
Kay E. Anders

7923 Noland Road
Lenexa, KS 66215-2528

Dear Ms. Anders:

Thank you for your application for the position of Communications Director. We are pleased to invite you to be interviewed for the
position. Your interview has been scheduled as follows:

Date: March 17, 20XX
Time: 11:15 a.m.
Location: Conference Room A
Second Floor (Northeast)
Gillham Plaza Building
301 E. Armour Blvd.
Kansas City, MO 64111
Parking:  Underground area off Gillham Road
You can expect to meet with the committee for 30 to 45 minutes. If you have any questions, please contact me at 816-555-6889.
Again, thank you for your interest in the position.

Sincerely,

Signature

Carol J. Kennedy

Interim Director of Programs

Otka3 npeacraBuress GUPMBI OT codeceI0BAHUSA

Dear Mr. Korslund:

Your letter inquiring about employment opportunities in our company was forwarded to me from Personnel because of your interest
in advertising and copy writing. I am pleased you thought of David Smith Advertising.

At this time, however, all our writing slots are filled, and I do not anticipate there being any openings this year. I will ask Personnel
to keep your letter on file for three months. In April, let them know if you still want to be considered for an opening.

Sincerely,
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b. INOCJIE COBECEJOBAHMUA

YTouHeHue yca10Bui padoThI
Tucvmo nocie cobecedosanus

Dear Mr. Harris:

I am looking forward to beginning my position as office manager at Jenkins, Louis & Albright effective August 1. Thank you for the
confidence you have shown in my abilities.

In reviewing our conversation regarding my compensation, it is my understanding that the position pays $26,000 per year and that
my salary will be reviewed on an annual basis beginning one

year after I start with the company. I will receive both medical and dental insurance as stipulated in the health care enrollment
package I was given during my second interview on July 21. In addition, I am entitled to two weeks of paid vacation per year after
I have been with the company 12 months. I recognize that I must schedule my vacation at least four weeks in advance and
arrange for a temporary replacement to fulfill my duties while I am away.

I am pleased to be associated with Jenkins, Louis & Albright.
Sincerely,

BbaarogapHocTs 3a cobeceqoBaHue

W cHOBa, coXpaHHTE CBOE MMs B MaMSITH MOTCHIMAIBHOTO pabOTOMATENsl U Ha
ero crone. JleMOHCTpHpOBaHHE XOpOMHMX MaHep — 3(PQPEKTUBHOE CPEICTBO s
MOJTy4eHUsT PabOTHI.

Dear Ms. Montoya:
Thank you for the interview today. Your joke about the lonesome lawyer still makes me laugh. EﬂazodapHocmb
I appreciate your consideration of my qualifications and application for the job of escrow

representative. I will check in with you next Monday to see if you have made a decision about the Hanomunanue
position. If I can answer any questions or concerns, please call me at 555-6678, mornings, if

i Konmaxmmuas
possible.
Thank you again for your interest. ungopmayus
Sincerely, Bnazodapnocme

13.3 PEKOMEHJIAIINN

PaGoromareneii 4acto MpoCAT O XapaKTePUCTHKAX WIU PEKOMEHJATEIbHBIX
NUChbMax il OBIBIIMX COTPYIHUKOB. Pasnuyusi MEXIy STUMH JBYMS JOKYMEHTaMHU
MUHUMaNbHBL. PekoMmenmatensHoe mmchkMo (letter of recommendation) — »st0
OJTaronpHsITHBIA OT3BIB OBIBIIETO paboToaaTens o KBandukanuu, paboTe, XapakTepe 1
HAJIGKHOCTH OBIBIIETO COTPYIHUKA, PEKOMEHAYIOIIUH JaHHOTO pabOTHUKA Kak
NOJXOMAAIIETO JUIsl ONpPENCNICHHONW JOJDKHOCTH WJIM  BBINIOJHEHHS ONPEACIICHHBIX

(byHKIMHA.
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Xapakrtepuctuka (letter of reference) oOsuHO TOATBEpXKIaeT (HAKTHI,
Kacaroluecsi ObIBIIET0 paboyero mecra (HampuMep, CpPOKH pabOThl M OINHCaHUE
paboOTBl) COTPYAHWKA, XOTS OHA YacTO COACPKUT MH(POPMAIMIO O CHOCOOHOCTSX,
xapakrepe u padore dyenoBeka. JIMIo, MpeaoCcTaBIsAIONMe NOJO0HYI0 XapaKTePUCTHKY,
o0bruHO Ha3biBaeTcs "reference" ("pexomendamens").

Omnako  cienyeT  YNOMSHYTb, UYTO  pPEKOMEHJIATENbHbIE MHChbMA W
XapaKTePUCTHKHU COJIEPKAT TOIBKO 0€30rOBOPOYHO MOJIOKHUTEIbHBIE OT3BIBBI O OBIBIIIEM
coTpynHuke. B o0mieM, Takue nucbMa HE HECYT HEraTHBHOM WJIM yMAJSIFOIIEH 3aciayru
uH(bOpMaIlMH, MTOCKOJIBKY TaKHe 3aMe4aHusl O ObIBIIEM PaOOTHHKE MOTYT MPHUBECTH K
cyneOHOMY HWCKy TpoTWB  ObIBIIero  paboromarens. [lo  3Toit  mpuumHe
PEKOMEHIaTeIbHbIE MMChMA U XaPAKTEPUCTUKH 3a4aCTYI0 HE CTOJIb BAJKHBI, KaK TyMalOT
MHOTHE COWCKATeIM — €CJIHM TOJIbKO paboTodaTeNid CIEUUaTbHO HE TPEOYIOT HX
npenocTaBieHus. MHorue paboTonaTeNd MPEearnoYruTalOT OTOBOPUTH MO TenedoHy C
HAaYaJIbHUKOM KaHJWJaTa, 4YTOOBl TONYyYHTh 'KUBbIE" OTBETHI Ha BO3HHUKAIOIIWE
BOITPOCHI.

IIpocs0a 0 pekoMeHgALMH

Jlst GOJIBIIMHCTBA JIIOJIEH TOMPOCUTH O PEKOMEHAAIMSAX TOBOJIBHO TPYIHO.
JlaHHOE MMCHhMO OMOXET BaM B 3TOM B KaueCTBE IMpUMeEpa.

IIpocvoa o pexomenoayuu

Dear Jason:

May I use your name as a reference for a job I hope to get? I am applying for risk manager openings

at Johns Oil Company, Fast Food Inc., and Ploish Publishing. Our experience together at JJT helped Hpueemcmeue
give me the confidence to try for these jobs.

Since I graduated with an Associate Degree in Risk Management last spring, I have taken several Hp00b6a

courses in industrial engineering. I am experienced with OSHA regulations and a variety of plant

operational systems. THoopobrocmu
Being both co-workers and friends for many years, I naturally thought of you as a reference. If you

are comfortable with that idea, please return the enclosed self-addressed stamped postcard to me Hogvie ceedenuis
stating your approval. I'd appreciate your help, of course, but also understand not wanting strangers

calling and wanting inside information about someone who out-fishes you on every camping trip. Yet, Jluunvie

I know I could have a great career with any of these companies and could then afford to treat you to 3amMeyanus

a fish dinner at a

fine restaurant! bnazooapnocme
Thanks either way for being a friend — and the son of a heavy equipment company owner who hired 3

a poor fisherman years back! aKuodumenbHovle
Sincerely, 6bIPAJICERUA

PeKOMeHI[aTeJ]LHOC IIUCBMO

CoctaBnssi peKOMEHJATeNbHBIE TMHCbMAa WIH XapaKTePUCTHKH, H30eranTe
nomyJsipHoro kKorga-to npusercTBus "To Whom It May Concern" ("scem, kozco smo
kacaemcs'"). Bmecto aroro o3arnasbpTe nuchMo "Letter of Reference for Ronald Bush",
"Letter of Recommendation for Laura Webber" nim "Recommendation for Peter Finch".

Pexkomenoamenvnoe nucomo
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Dear Mr. Doerter:

Elizabeth Kidder, who has applied for the position of City Clerk/Finance Director for the City of Burlington, has asked me to provide
you with a letter of recommendation. I am pleased to comply with her request.

Ms. Kidder was the personnel clerk at the City of Olathe, Olathe, Kansas, when I began as personnel director in September 20XX. I
found her to be very capable.

During the two years that she reported to me, Ms. Kidder was extremely skilled in handling the administration of all office functions,
which included supervising the part-time clerk.

Ms. Kidder is a self-starter, a capable, efficient supervisor and an exceptional worker; I give Ms. Kidder my highest
recommendation. She would be a valuable member of your team.

Sincerely,

13.4 OTBETHI HA ITPE/IVTIO’KEHUE O PABOTE

A. COI'JIACHE HA PABOTY

Coraacue Ha padoTty

Cz[enaﬁTe 3TO IHMCHMEHHO! HO,I[TBep,I[I/ITe AOTOBOPCHHOCTH TaK, KaK Bbl HX
ITIOHUMAacCTCE.

One Tailgate Dr.
Sioux City, IA 50584
December 15, 20XX

Mr. Kevin Johns
Johns Oil Company
R.R. Box 45

Sioux City, IA 50523

Dear Mr. Johns: Coenacue

It is a pleasure to accept the position of risk manager, effective January 3, 20XX. I am eager to begin
my new assignment. Jlama

Thank you for your confidence in me. I will do my best to surpass the challenge presented by Johns
Oil Company’s phenomenal growth.

Sincerely, Hamepenue
Signature
Cody Helm

brazooapnocms
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OTtBeT Ha npeAJIOKeHHe padoThI: 00CYy:KIeHUEe YCI0BUI

OTO OTBET Ha MpPEUIoKEHUE paboThl. ABTOp 00CYKIIaeT yCIOBHsI pabOTHI.

1231 Holly Drive
Carrollton, Texas 75007
July 16, 20XX
Edward Harris
Jenkins, Louis & Albright
505 Santa Fe Ave.
Coppell, TX 75019

Dear Mr. Harris:

I am looking forward to beginning my position as office manager at Jenkins, Louis & Albright
effective August 1. Thank you for the confidence you have shown in my abilities.

In reviewing our conversation regarding my compensation, it is my understanding that the position
pays $26,000 per year and that my salary will be reviewed on an annual basis beginning one year
after I start with the company. I will receive both medical and dental insurance as stipulated in the
health care enroliment package I was given during my second interview on July 21. In

addition, I am entitled to two weeks of paid vacation per year after I have been with the company
12 months. I recognize that I must schedule my vacation at least four weeks in advance and
arrange for a temporary replacement to fulfill my duties while I am away.

I am pleased to be associated with Jenkins, Louis & Albright.
Sincerely,

Signature

Melissa Waters

b. OTKA3 OT IPEJUIOKEHHOM PABOTHI

OTBeT Ha 0TKAa3 B IpueMe Ha padoTy

Coenacue
Jlama
brazooaprocmo
Yenosus

JIrobesnocmo

DTO0 OTBET Ha MPEBIAYIIee MTUCHMO ¢ HH(OPMAILIHEH, YTO HHTEPECYIOIast aBTOpa
BaKaHCHs 3amofiHeHa. [IMChbMO MO3WTHUBHO M OCTaBISET BO3MOXKHOCTH JJIsl OYIyIIEro

KOHTAaKTa C KOMIIaHUEH.

Janet E. Thompkins
2244 West Nassau Street
Aurora, CO 80013
October 21, 20XX
Smith Engineering
P.O. Box 2955
Denver, CO 80206

Dear Mr. Smith:

I appreciate your promptness in writing that the human resources director has been selected. The
opportunity to discuss the position and find out about your company was a pleasure, as was
meeting the staff. Thank you.

If, in the future, a position is open at Smith Engineering that would fit my goals, background and
experience, please call me. I am committed to this area and the human resource field and, of
course, am very interested in Smith Engineering.

Sincerely,
Signature
Janet E. Thompkins

Tonumanue
brazooaprocmo

Penome
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OTO NHUCHMO HAIIMCAaHO II0CIE OTKaza B npuemMe Ha pa60Ty. OHO ocTaBisgeT
BO3MOXHOCTb IJid ITIOBTOPHOT'O 06paHIeHI/I$I B CJIy4dac MOABJICHUA BaKaHCHU. ToH mmceMa

NPUBETJIMBBIA U PO(ecCHOHATBHBIMN.

2343 South 10th
Eugene, OR 97405
July 21, 20XX
Marcus Edwards, Personnel Director
Tachert & Hood Manufacturing
P.O. Box 8452
Eugene, OR 97405
Dear Mr. Edwards:

Thank you for considering me for the position of account supervisor at Tachert & Hood. I understand
that my qualifications are not in line with your company’s needs at the present time.

I am very impressed with your company. I believe that Tachert & Hood continues to be successful
because of the skill of your management in analyzing the direction of market trends. I hope you will
consider me again should another employment opportunity compatible with my experience become
available.

If you wish to contact me, please call 555-3416.

Thank you again for the opportunity to interview with Tachert and Hood.
Sincerely,

Signature

James Andrews

Otka3 oT NpeAIoKeHHOr0 MecTa padoThI 0 MPUYNHE

HeI0CTATOYHO! KBATH(PUKALMHU

brazooaprocmo
Penome
Ilpocvba
Koumaxkm

brazooaprocmo

Oto TpyaHas curyanus. Eciu Bbl 3HaeTe, 4To paboTa BaM HE TOJAXOAMT, OyIbTe

YCCTHBI U HOCTapaﬁTeCL HCIIPABUTHL CUTYyalHIO.

174 Bittersweet St.
Broken Arrow, OK 74012
January 18, 20XX
Carroll Connell, Director
Intercomp, Inc.
P. O. Box 23659
Tulsa, OK 74133

Dear Ms. Connell:
The position of executive drafting assistant sounds exciting.
Thank you for considering me. However, I cannot accept this offer in good conscience at this time.

The computer expertise this position requires for success demands more experience than I currently
have. I want to do an excellent job; therefore, I am enrolling in a CAD course at Tulsa University. In four
months I will have the training to pursue a similar position with determination.

Perhaps TU instructors can suggest names of recent students who are prepared now to accept the
responsibilities of the job.

Someone better trained than I is waiting to discover Intercomp.

Thank you again for thinking of me. It has been the incentive I needed to get the extra training I must

have to continue in the drafting field. I intend to be prepared for the next executive drafting assistant
opening as your company continues to expand its operation.

Sincerely,
Signature
Chris Jensen
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Honoicnocmo
bnazooapnocme
Omkas3
Tpuyuna
Pewenue

Tlpeonosicenue
anbmepHamuesl

brazooaprocmo

Hamepenue
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OTka3 0T npeIoKeHHOro MecTa padoThl B CBSI3H € APYTrUM

npeaI0KeHueM

OTO0 O3UTHUBHOE MUCBbMO, IIpCANOoJIararomee NpogOJILKCHUC JCJIOBBIX OTHOIIICHUH

B Oymymiem.

June 23, 20XX
Veronica Black President Quinta Exploration
P.O. Box 1312
Phoenix, AZ 85029

Dear Veronica:

Thank you for your letter notifying me that I am one of your final candidates for the position of
Corporate Vice President. I certainly enjoyed meeting with you Tuesday, touring the company and
learning more about the goals of your Board.

However, as we discussed at our meeting, my priority has been to settle on the East Coast, and I have
continued to pursue opportunities. Recently, I received an offer in my field of hydrogeology, located
within a day’s drive of the coast and in

proximity to family members. With the responsibilities that are inherent in the position and the future
that it promises, I have accepted the offer.

I hope that we meet again, perhaps at the national conference next summer. Since it is scheduled for
Atlanta, I can promise you a tour of the city.

Thank you again for the fine day at Quinta Exploration.

Sincerely,
Signature
Janet T. Lundquist

13.5 KIBMEHEHUME MECTA PABOTbI

HN3menenue mecta padorel. Ilo3uTuBHANA 0TCTAaBKA

brazooaprocmo

Tpuyuna
omkasa

Pesynomam
byoywee
Penome

brazooapnocmu

Korga Bbl 7omKkHBI "IBUTraThes Janblie" K HOBBIM BO3MOYKHOCTSIM, UCIIOJIb3YHUTE
9TO MHCBMO Kak oOpaser] juisi muchMa 00 orcraBke. OHO MOXKET OBITh KOPOTKUM M
NPEICTaBIATh JIUIIL OQUIMAIBHOE YyBEAOMJICHHE IS AoKyMeHTaruu. OHO Takxke
MOJKET COJIepKaTh OOBsICHeHHSI. B Takol cuTyanuu paboToaaTesu eHAT TOHUMAaHHe.

34458 Seminole Lane Tampa, FL 33640
February 2, 20XX
Jerry Sanderstein
Sanderstein Aviation
8865 Hidden River Parkway
Tampa, FL 33637

Dear Jerry:

With deep regret and with some excitement, I must resign as night shift supervisor, effective March 1,
20XX. My family will be relocating to Georgia this spring so my wife can pursue a lucrative offer in a law
firm. This is an opportunity we cannot overlook.

I will be glad to assist in the training of my replacement. Our night shift has a couple of competent
workers who would make excellent shift supervisors.

Your encouragement during the past nine years has allowed me to grow in my responsibilities and
capabilities. Thank you for these successful years. I will miss you, Jerry, as well as all my other friends at
Sanderstein Aviation. Your leadership provides me with many fond memories. I wish you continued
success.

Sincerely,
Tom
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Yyecmea
Omcmaska
Jlama
Ipuuuna

IIpeonoocenue
nomowu

bnazooapnocme

Jluunwvie
KoMMenmapuu
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HN3menenue mecta padorel. HeratuBHas orcraBka

Ecmu BBl BBIHYXXIEHBI yWTH ¢ pa®OTHl W3-3a JaBJICHUS WJIM CTpecca, Balld
OOBSCHEHUSI JTOJDKHBI OBITh KOPOTKMMHM, YECTHBIMH W TO3WTHBHBIMH. Hukorma He
NUIINTE MUCbMO 00 OTCTaBke, Oynyuu B pasapaxeHuu. [lomHute o mocnosuue "He
CTOHUT CKUTaTh MOCTHI". Llenp muchbmMa — CHOKOMHO, PallMOHaIbHO M YYTHBO 3asBUThH O

koHpnukTe. HecMmoTpst Ha pasnuuusi Mexay BaMu,
peKOMeHAalus Balllero paboToaaress.

345 Cedar Lake Road
Minneapolis, MN 55426
July 14, 20XX
Leslie Young, Marketing Director
Marketing Towers
60 S. Ninth St.
Minneapolis, MN 55402

Dear Ms. Young:

I am resigning my position as special accounts representative, effective July 30, 20XX.

Recent circumstances incompatible with my personal values require that I change my employment.
Thank you for the chance to work and learn at Marketing Towers.

Sincerely,
Signature
Julie Mast

13.6 IPOYME ITMCbMA

IHoBbIIeHNE - TO3APABJICHUSA

BaM MOXET TOHAJTOOUTHCS

Omcmasxa

Jlama

Ipuuuna

brazooaprocmo

OTUM TIMCBbMOM pabOTHUWKA WM JIEJIOBOTO TMapTHEpa TMO3JAPaBIAIOT C

IIOBBIIICHHUECM.

Cadrell’s
290 26th Ave. « Winston, GA 30067
August 8, 20XX

T. Molly Rathburn

8944 Tripp

Winston, GA 30067

Dear Molly:

I would like to congratulate you on your recent promotion to Assistant Plant Supervisor. You must be
roud of your accomplishments.

Because of your hard work and dedication, you deserve this promotion. Employees like you help Cadrell’s
keep ahead of the competition and lead the way in the field of dental equipment.

Your efforts are appreciated.

Congratulations again. Welcome to the management team at Cadrell’s.

Sincerely yours,

Signature

J.K. Cadrell, Jr.

President

IKC:1tj
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Ilepsoe
noszopasnerue

Obwas
ungopmayus
(neobs3amenvio)

Bmopoe
noszopasnerue
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IIpekpamnienue 1ej10BbIX OTHOIICHUI (IIO3UTHBHO)

B 3TOM muceMe BbIpakaeTcsl yAOBIETBOPEHHE OT COBMECTHOW pabOThl, OJHAKO
OJTHOBPEMEHHO aJipecaTy cOOOIIAeTCsl O MPEKPALLIEeHUH COBMECTHOTO MPOEKTa.

Valley View Shops
P.O. Box 5310
Aurora, CO 80013
June 1, 20XX

Sharon Young

Right On! Writing

P.O. Box 6864

Boulder, CO 80322

Dear Sharon:
Enclosed is a summary of the teambuilding workshop evaluations. We are very pleased with the

results and feel you met our expectations extremely well. Thank you for tailoring the course with our
materials in order to meet our objectives.

Even with all the good feedback, however, the money we need in order to schedule additional
workshops with you is not available.

Hopefully next year will be another story, and the two of us can plan more skill development
workshops for the secretaries.

Again, it was a pleasure working with you. I am enclosing a “to whom it may concern” reference that
states how highly we regard your work.

Sincerely,

Signature

Bernice Kendrick

Supervisor, Purchasing Services

Enc.

brazooapnocme
IInoxue nosocmu

byoywue
B03MOXHCHOCHIU

Penome

OTBeTHOE MUCHbMO KJIMEHTY, OTMEHUBIIIEMY COBMECTHBIN MPOEKT.

OTO MHUCHEMO KIIMCHTY, OTMCHUBIICMY COBMECTHBIN IIPOCKT. Ono mnomoraer
MoAACPKATh OTHOUICHUA 1 3aKJIaAbIBACT OCHOBY 6yzlymel71 COBMECTHOM pa6OTLI.

Managing Your Time — for Yourself! Workshops
Plaza Parkway Building
P.O. Box 5130
Salem, OR 97304
May 31, 20XX

Joyce Roland

Training and Development

Perry Stores

P.O. Box 312

Salem, OR 97304

Dear Joyce:
Thank you for letting me know this far in advance that you will not be scheduling additional
workshops in “Managing Your Time — for Yourself!”

I have enjoyed my work with the groups from Perry Stores and feel the workshops were productive
for your staff. Perhaps there will be an opportunity in the future to plan a workshop with you on
another aspect of skill development: telephone techniques, getting organized or presentational
speaking. I'll call you next quarter.

In the meantime, all the best to you and Susan. Thank you again!

Sincerely,
Signature
Barbara Dennis
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Penome

Obuwue
KOMMEHmMapuu

Konkpemmnuie
KOMMeHmapuu

Jluunwvie
3ameqanus

bnazooaprnocmo
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I'naea 14

Kanobwl u npemensuu

Tucvma, yrywwmarowue unu nodoepicusaioujue Xopouiue OmHoueHus
C KIUeHMAaMu, no00epIHCU8arom umuoxc komnanuu. Huowe 6wl Hauioeme
KOpomkoe O00vACHeHUue Kaxcoou udacmu nucoma. B nepsom nucvme
npeocmasiena Kaxicoas 4acmos, 8 OCMAaibHbIX — IULUb USMEHEHUs OCHOBHO20
gdopmama.

IIpusHanue xKaa00bl

OTUM MMCHMOM IPU3HAETCS kKajto0a U MpeiaraeTcsi perieHrne mpooIeMsl.

Tiny Toes Dance Studio
33 Barbara Dr. « Butte, MT 59777
September 2, 20XX
Mickey Wu
790 7th St.
Butte, MT 59777

Dear Mr. Wu:

Thank you for your letter of August 30 discussing our policy concerning payment for missed

Tpusnanue scanobwvi
classes.

I have checked with our owner, Ms. Timberlane, for a clarification. In the past, our policy was that Pewenue
missed classes would still need to be paid for. Under the circumstances, however, she said that you
will not have to pay for the classes your daughter missed because of her unfortunate accident on
the way to class.

We hope this is a satisfactory solution for you and wish your daughter, Jasmine, a speedy Hmoe
recovery. We shall put a hold on your account until she is ready to return to her tap lessons. Thank
you once again for your concern. BﬂGZO()apHOCmb
Sincerely yours,
Signature

Mary Manson
Business Manager

MLM:wmj
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Kano06a 00 oIIn00YHOM JOCTABKE

B sTom mmceMme BUJHO, KaK CJICAYCT MPCACTABIATL MIPECTCH3NUU.

R. Hughes & Son Ltd.
21 Mead Road, Swansea, Glamorgan 3ST1DR
Telephone: Swansea 58441 VAT No. 215 2261 30
Telex: 881821
Mr R. CIiff, 3rd February 20—

HomemakersLtd, 54-59 Riverside, Cardiff CF1 1JW
Dear Mr Cliff,

I have received a consignment of 6 dressing tables from you yesterday, my order No. 1695, which were ordered from your summer
catalogue, Cat, No. GR154. But on unpacking them I found that six heavy mahogany-finished dressing tables had been sent,
instead of the light pine-finish ones asked for,

As most of my customers live in small flats earning a moderate income it is doubtful that I will be able to find a market for larger
more expensive products.

I also have firm orders for the goods asked for. Would you send someone with my consignment as soon as possible and at the
same time pick up the wrongly delivered goods? Thank you.

Yours sincerely,

R. Hughes

Kasnoba o noBpekaeHun

F. Lynch & Co. Ltd.
(Head Office), Nesson House, Newell Street, Birmingham B3 3EL
Telephone No.: 021 236 6571 Fax: 021 2368592 Telex: 341641

SatexS.p.A. YourRef:

Via di Pietra Papa Our Ref:

00146Roma

ITALY Date: 15 August 20—

Attn. Mr D. Causio
Dear Mr Causio, Our Order No. 14478
I 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 No. 18871 we estimate that thirty garments have been stolen to the value of £150.00. And 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 c.i.f. basis and the forwarding company your agents, we suggest you contact them with regard to
compensation.

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

Yours sincerely,
L. Crane
Chief Buyer

7Kao06a o HeoCylIeCTBJICHHOH JOCTABKe
DTOT npUMep WITIOCTPUPYET NPUMEP CEPbE3HON MPETEH3UHU B aJIpec MOCTaBIIMKa. B

JAHHOM CJy4Yae KJIMEHT MPOW3BOAWT I'PY30BUKM Ha AKCIOpT. OH pa3sMecTusl y KOMITAHUU
Baden 3aka3 Ha moctaBky 60 TeHepaToOpoB, MpeAHA3HAYEHHBIX IS SKCIOPTHOM MapTUH
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rpy3oBukoB B I'perto. Baden He BbImonHMIa 3aka3 ¥ HE OTBETHIIA Ha MPEABIIYINEE MHCHMO
Forham, Tpebyro1iiee nmponsBecTH 10CTaBKY.

FORHAM VEHICLES PLC

Lever Estate, Scarborough, Yorkshire Y011 3BS
Directors: M. Blackburn, M.H. Thomson

Telephone 072316952 Reg. England: 8969135
Fax:072381953 VAT. 1462321 17
Telex: 437865

MrR. Zeitman Date: 20th June 20—
E.F.Baden AG

Zillpicher Str. 10-20
D-4000 Dlisseldorf 11

Dear Mr Zeitman Order No. VC 58391

We are writing to you with reference to the above order and our letter of 22 May in which we asked you when we could expect
delivery of the 60 dynamos (Artex model 55) you were to have supplied on 3 June for an export order.

We have tried to contact you by phone, but could not get anyone in your factory who knew 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 in 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, the order will be cancelled and placed elsewhere. We should warn
you that we are holding you to your delivery contract and if any loss results because of this late delivery we will be taking legal
action.

Yours sincerely,
M. Blackburn

I[OHO.]IHI/ITGJILHOC MUCHMO MOCJIE 5KAJT00bI

[Tocne Toro kak >xanoba rmojaHa M Ballla KOMIIAHUS YPEryJIHpoBaja ee, MOIUIUTE
JIONOJIHUTENbHOE THCHbMO, YTOOBI €Ie pa3 IOCTapaTbCsd BOCCTAHOBUThH Bally
penyTanuio.

McGiven Publishing Company
29 New York Ave.
New York, NY 10022

May 21, 20XX
Steve Laing
444 Madison St.
Livingston, NJ 07039 Leny
Dear Mr. Laing: Ipusnanue owubxu
Our service goal is to fill your orders accurately 100 percent of the time. However, when we fall
short and errors occur, it's frustrating for everyone. HUsseunenue

I'm sorry you had a problem with your recent order, and I hope the situation has been resolved

to your satisfaction. If there is anything else we can do for you, please call us tollfree at 800- Penome
555-5225 Monday through Friday between 7 a.m. and 4 p.m. Eastern time.
) i Ipeonosicenue

Thanks for your patience and understanding.

) nomowju
Sincerely,
Signature Konmaxmmnas
Peg Mahr ungopmayus
Customer Service Manager
PM:hs brazooapnocms
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7Kano0a Ha noBpexAeHUE MPH T0CTABKE 110 JKeJIe3HOH 10pore

B nanHOM nuceMe peub UET O TOBapax, OTHPABIECHHBIX JKEJIE3HOU JOpOroil no
3aMpocy Ipy30M0aydaTelis, ¥ OBPEXKIEHBI B ITyTH.

Disc SA

251 rue des Ramoni
Tel: (33) 99681031 Telecopie: 133] 102163

R#f: PG/AL 15 August 20—
The Sales Director

R. G. Electronics AG

Haumarte 60I

D-5000 KoIn 1

Dear Mr Gerlach,
Consignment Note 671342 158

Yesterday we received the above consignment to our order, No. T1953, but found on opening boxes 4, 5, and 6 that the CDs
and tapes in them were damaged.

Most of the CDs were either split or warped, in boxes 4 and 5, and the majority of cassette cases in box 6 were smashed,
with tape spilling out of the cassettes themselves.

The goods cannot be retailed even at a discount and we would like to know whether you want us to return them, or hold
them for inspection.

Yours sincerely,
P. Girard

BoccTranoBiienue A0BEPUA KIIMECHTA

Kirou kK BOCCTaHOBICHHUIO JOBEpHs KIIMEHTA — OBICTPHIA OTBET Ha jkanoly, BHE
3aBUCHMOCTH OT TOrO, pEIIeHa JH Yyke mpoOiema miu HeT. Bcerma coxpansiite
npodeccrHoHaIM3M MPH pacrpeieieHHd OTBETCTBEHHOCTH 3a MPOOJIeMy — HUKOT/AA He
nepekyaapBaiiTe BUHY HE MMesl TIOATBEP)KICHHBIX (hakToB. BMecTo 3TOTO CoOOImMUTE O
NO3UTHBHBIX JICWCTBHAX, NPU3BAHHBIX IOMOYb H30EKaTh TNpoOieM B OyIymieM.
Haunute ¢ mnpu3HaHusi KOHKpeTHOH mpoOiemer. CooOmmre, 4YTO JenaeTcs Uis
UCTIpaBJICHUs MpoOJIeMbl. 3aTeM yBepbTe€ KIMEHTa B BaXXHOCTHM €ro Jena JUlsl Bac U B
BaIllel 3aMHTEPECOBAaHHOCTH B TIPOJIOJKCHUN OTHOIICHUH.

BUBNWA QENOBbIX MUCEM, ®AKC-COOBLUEHNN, 142 E-MAIL HA AHTTIMMICKOM A13bIKE



Modern Medical Supplies
302 Main e Portland, OR 97272
November 23, 20XX
Dr. Laura Schmitt
1520 Barston Blvd.
Sacramento, CA 95808

Dear Dr. Schmitt:

Please accept our sincerest apologies for the recent mix-up with the shipment of tongue
depressors. I can assure you that action has been taken to remedy the problem in our
warehouse.

As a token of good faith, we have deducted 15 percent from your bill. We hope this will help
compensate for any inconvenience this problem caused. Because of this unfortunate
situation, we have discovered a number of errors with our shipping department.
Consequently, we have brought in a new person to head this department. We are confident
that our new shipping clerk will keep things running smoothly for you and all of our
customers. Thank you for bringing the error to our attention.

We hope this will be a satisfactory solution. Your corrected order of tongue depressors should
be arriving shortly, as they were sent

November 22.
Sincerely yours,
Signature

Graham Johnson
Customer Relations

GlJ:amr

Koncmamayus yenu

Boccmanosnenue
dogepus

Pesyromamai
brazooapnocmo

Kpamxoe cooepoicanue
3akaza

Hugopmayus

IIpuzHanue xkan00bl — OTPUIIAHNE OTBETCTBEHHOCTH

B 3ToM muceme aBTOp MpHU3HAET kajoly KIUEHTa, YTOOBI COXPAaHUTh XOPOIIHE

OTHOIICHMHA, OJHAaKO IIMCBMO OTChLIACT KJIIMCHTAa K

OTBCTCTBCHHOMY 3a BOBHUKHOBCHUC HpO6H€MBI.

IpYyroMy MCTOYHUKY,

Peoria Pet Foods
3005 Lincolnway e Peoria, IL 61635
March 30, 20XX
Mary Louise Jones
Paws R Us
8900 Waconia
Joliet, IL 60434

Dear Ms. Jones:

Thank you for bringing the problem of late deliveries to our attention. I'm sure they must be
most aggravating.

As much as we would like to help you, the problem lies with the trucking firm.
We have contacted them concerning the late deliveries and are reviewing our use of Nelson
Trucking as our carrier.

At present, we have no contract with them but shall be demanding a contract so we have
leverage in such matters. I suggest that you contact them, also, to emphasize the seriousness
of the situation.

I'm sorry I can't help you any more than this, but I can assure you that we are trying to
remedy the situation as quickly as we can.

Unfortunately, an immediate solution is dependent upon Nelson Trucking. Thank you once
again for your understanding.

Sincerely yours,

Signature

Lucy McAlister

Customer Relations
LIM:glu

Tpusnanue dcanobwvl

Omka3z om
0MeEemcmeeHHOCmU

Ipeonpunsmoie
Oeticmaus

Pesyromam
Ipeonooicenue
H36unenue

brazooaprocmo
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IIpu3zHanue xkaj100bl — 00bSICHEHHE HEIIOHUMAHUS

YroObl COXpaHUTH XOPOILINE OTHOILEHHS, IPU3HANTE Kano0y KIMEHTa, O0ObSICHUB
HETIOHNMAaHNE MEXy KJIMEHTOM U KOMIIaHUEH.

RTM, Inc.
P.O. Box 2089  Milwaukee, WI 53219
January 16, 20XX
Thomas R. Linder
Bottlers’ Distributors
7035 Wacker
Milwaukee, WI 53227

Dear Mr. Linder:

I appreciate you bringing to my attention the problem of our Colden Beer and its
introductory flyer. I understand your confusion perfectly. Hpu3HaHue acanobwl

When we sent you the letter introducing our new beer, our marketing department
mistakenly sent a mock-up of an ad for Eagle’s Wings Ale. Naturally, you would be
confused because we were referring to the blue eagle on Colden Beer while giving you the
bald eagle label of Eagle’s Wings Ale. We are most sorry for this error and have enclosed a Henonumanue
corrected flyer.

Obvschenue

u
I hope this letter and the enclosed corrected flyer clear up this unfortunate Jeuncnue
misunderstanding. Thank you once again for bringing this to my attention. EﬂaeodapHocmb
Sincerely,
Signature

R. Edwards Rands
Public Relations Director

RER:kks

HcnpasiieHue omuoOKu

HcnpaBbTe 0mNOKY, COBEPIIEHHYIO KJIMEHTOM MJIM KOMITaHUEH.

Capital Credit Union
890 Minnesota Ave. e« Washington, D 20041
April 24, 20XX
Mr. and Mrs. John Gallup
3256 Mozart Dr.
Silver Spring, MD 20743

Dear Mr. and Mrs. Gallup:

After our current auditing we discovered an underpayment to your account of $53.23 in Koncmamayus owubku
interest.

The error occurred in the transferring of funds in March from your High-Fi account to your Obvacuenue

regular savings account. We have corrected your savings account and credited you with u
$53.23. cnpaenenue

I hope this is satisfactory, and I apologize for any confusion this error caused. Thank you Hzeunenue
for your continued patronage.
Sincerely, brazooapnocms
Signature

Molly Butters

Vice President, Accounting

MMB:tli
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O01mue n3BUHEHUA

OTHM MMCHMOM KOMIIAHHUS U3BUHSICTCS MNnepea KIIMCHTOM.

Merkers Department Store
1115 Brandon e New Ulm, MN 56053
July 22, 20XX
Kim Langworth
R.R. 1
Red Earth, MN 56670

Dear Ms. Langworth:

We at Merker’s would like to extend our sincerest apologies and ask for your H3zeunenue
understanding.

Our recent sales brochure made claims that we could not follow through on. Not all Obvacnenue
merchandise in the Summer Saver Sale was on sale at 50 percent off. The printer
inadvertently left out the important word “selected”. Because of this glaring error, we have Pewenue
decided to postpone our sale and reschedule it for another time. By postponing the sale
we will be able to offer you even better bargains than we had originally planned. HpeuMymecmGO
Thank you for your understanding in this embarrassing situation.

) brazooaprnocme
Sincerely,

Signature
R. Merker
Chairman of the Board

RCM:hhh

7Kano0b1 Ha OIMOKY B BBICTABJICHHOM cYeTe

[Tpumep mMeHee GopMaTbHOI 1O CTHITIO KaTOOBI

Dear Name:
I am tired of having to audit your invoices.
Since date, I have placed number of orders with you. In no fewer than number instances, you have billed me incorrectly.

I simply can no longer afford the time and inconvenience involved in ferreting out your errors. If you wish to retain me as a
customer, I strongly urge you to examine your billing procedures in order to find out just what is going wrong.

Everyone makes occasional errors, but mistakes committed with such regularity suggest that something very basic is going very
wrong. If it would help, I am very willing to discuss the problem with you in detail.

Sincerely yours,

B 3TOM mmcbMe KIMEHT OTKa3hIBACTCS OIJIaUYMBaTh HCIIPABUJIBHO BBICTABJICHHBIN
CUcT

Dear Name:

I am returning your date invoice unpaid. It lists number items I neither ordered nor received. I've indicated these by check marks
on the invoice.

Your firm has sent me a good many erroneous invoices in the past. I used to review them, correct them, and send you a check. I
do not intend to do that any longer. Any problem invoices I receive will be returned to you for correction first.

Please take some time to examine your billing procedures. Sincerely yours,
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KnueHT yka3plBaeUT Ha HECOBMAJEHHUS CyMMBI [0 CUETYy U paHee COOOIICHHBIX
LEH

Dear Name:

Enclosed is my check for $ amount, the price (including shipping) you quoted for number items, which we received on date. The
invoice accompanying the shipment indicated a total charge of $ amount, which I assume is in error.

Sincerely yours,

Dear Name:

I am returning the enclosed invoice unpaid because the amount charged— $ amount—differs sharply from the price I was quoted
on date. I assume the invoice is in error. Please send me a corrected invoice.

Sincerely yours,

Pa3bsicHeHus 11 0AaHKA 0 CYyTH OLIMOKH

Jlpyras pacnpocTpaHeHHass mpoOieMa, ¢ KOTOpPOM YacTo MPUXOAUTCS
CTaJIKMBAThCS — 3TO OLIMOKa OaHKa mpu padote ¢ Bamumu cueramu.

OcHoBHbBIC IPAaBHJIA NHCbMA-TIPETEH3HHU K 0aHKY:

baHKOBCKHE BBIMHMCKU CO CYETOB HE 3aCTpaxoBaHbl OT OMIMOOK. Beeraa xpanure
NUCbMEHHBIE MOJATBEPXKJIEHUS OAHKOBCKUX IE€PEBOJOB JMJIi  COCTaBJICHHS IMHCEM-
MIPETECH3UN:

1. CooOmure, yTo BBl cunuTaeTe 4To MpoOM30ILIa OMKUOKA B BRITHCKE CO CUETa.
VKakuTe 1aTy OMUOKH M HOMEp CUeTa.

2. Yro, no Bamemy, nomxHO ObUIO B CUETE.

3. Kakux pgericteuii BbI okumaere ot OaHKa.

Dear Ms. Jensen:

I believe I may have discovered an error in our February checking account statement. Could you please look into this and help us
reconcile the discrepancy?

Our statement shows deposit of a client check (Morgan Jewelry, check #551) on February 26 for $350.

Then on February 27, a check we wrote to a vendor (TheftProof Electronics, our check #1106) for $872 was returned for
insufficient funds, and we were assessed a $25 overdraft fee.

According to my records, however, the February 26 deposit was actually $3,500, not $350 as the statement shows. And that
amount would have more than covered our February 27 check.

Attached are copies of the check we deposited on February 26 along with the deposit slip. Perhaps the teller misread my
handwriting on the deposit form.

Please call me with your assessment of this situation. Our office number is 123-456-7890.1 am at extension X242.

Thanks for your helping me resolve this situation as promptly as possible. I look forward to hearing from you within the next few
days.

Sincerely,
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HN3BuHeHus 3a OIIII/I6Ky B BBICTABJICHHOM CUY€TE

Dear Name:

I am in receipt of your letter of April 9 and regret the error on your bimonthly invoice. When this invoice was made up, two items had
been duplicated on invoice 778, with the result that your company was overcharged $1311.29. I have deducted this amount from
your invoice and will mail you a new one for the correct amount of $11,430.88.

Thank you for bringing our billing error to our attention. Again, I apologize for the inconvenience this has caused you.

Sincerely,

N3BuHeHUs 32 HECBOEBPEMEHHYIO OILIATY

Dear Name:
I have something better than an apology for having let this invoice go over thirty days. It's a check for the balance due.

We have had some personnel difficulties here, which caused delay in paying some of our bills. The problem is now fully resolved, and
I assure you that future invoices will be paid promptly.

I greatly appreciate your patience and understanding in this matter. Sincerely yours,

Dear Name:

Here's one I bet you've never heard: The check is in the mail. Honest.

No, my dog didn't eat your invoice. But my filing system did. And I just now resurrected the bill.

Please accept my apologies for any inconvenience this delay may have caused. I promise to be more careful in the future.
Sincerely yours,

N3BuHeHne 32 OIIUOKY B cUeTe

Dear Name:

Thank you for your letter of June 17 pointing out the error in our invoice No. A-531 dated January 9. We would like to apologize for
this billing error and we are sorry for any inconvenience that our error has caused you. We try our best, but occasionally errors do
slip by our accounting department. Therefore, we have canceled the old invoice and now enclose a revised invoice for the correct
amount.

We would like to thank you once again for bringing this matter to our attention.
Sincerely,

BUBNWA QENOBbIX MUCEM, ®AKC-COOBLUEHNN, 147 E-MAIL HA AHTTIMMICKOM A13bIKE




IIpu3Hanue MoJIy4eHUs1 3aKa3a — HEBbINOJHEHHbIN 3aKa3

OTHM TIMCBMOM KOMITaHUS NpU3HACT, YTO 3aKa3 KIMWCHTA IOJY4YC€H, HO HC
BBITIOJTHCH, YTO BBI3BAJIO 3a1CPIKKY.

Todmann Nuts and Bolts
P.O. Box 3445 e Idaho Falls, ID 83406
June 3, 20XX
Timothy R. Johnson, Purchasing
Sheppard Hardware Distributors
P.O. Box 1078
Kansas City, MO 64109-1078

Dear Mr. Johnson:

We were pleased to receive your order for 10,000 quarter-inch nuts, part number XK22345JM.
However, we are unable at this time to fulfill the order.

Hpusnanue
NONYyYeHUs 3aKasa

Our present inventory has been depleted, and that nut is now on backorder until mid-July. Our Obvsacuenue
supplier of raw materials is unable to supply the materials until July 1, thus pushing us back to mid-
July for possible delivery. We have tried without success to find an alternate source of raw materials. Anvmepnamusa
If you like, we could substitute part number XK22346]M. It is a penny higher in price per unit.
Otherwise, we will keep your order and rush it to you as soon as we can start production in these (He06ﬂ3amejsz0)
nuts again. Please let us know your preference this week.

e ) ) ) bnazooapnocme
Thank you for your understanding in this matter. We apologize for your inconvenience.
Sincerely, H3zeunenue
Signature
Cass Walker
Production Head
CBW:pst

IHoaTrBepxkaeHne MOJyYeHUsI 3aKa3a - 00bAICHEHUE MPOoLeTyPbl
NMOCTABKH

OObscHUTE KIWEHTY MpOIeaypy IOCTaBKH, MPH 3TOM MpPHU3HAB MOJy4YEeHUE
3aKasa.

Raging Bull Farms
R.R. 2 « Kingman, OK 73439
August 13, 20XX
Natalie Gorman
Cherokee Crafts
900 E. Main
Tulsa, OK 74102

Dear Ms. Gorman:
Hpu3HaHue noJyYenus

Thank you for your order of 25 authentic Cherokee head-dresses On August 11, 20XX. We
3akKkasa

will be sending those immediately.

Because of the fragile nature of our headdresses, we hand deliver to our customers within Obvscnenue
Oklahoma. Our delivery day for Tulsa is Friday, which means that your headdresses will
arrive this coming Friday, August 17. If this is unsatisfactory, please call us so that we can
arrange an alternative delivery date.

Thank you for your business. I'm sure you will be most pleased with our headdresses, and AﬂbmepHamugHblﬁ nian
we look forward to working with you in the future.
Sincerely yours, brazooaprocmo
Signature

Tamara Whitewater
TIW:zmd

Inan oeticmeuii
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N3BuHeHue 3a feicTBHE PAa0OTHHKA

W3BuHMTECH 3a A€lcTBUA paOOTHUKA, KOTOPhIE HAaHECIH YLIEpO OTHOIIEHUSIM C
KJIMEeHTOM. Boznepxurech OT yOMMHAaHUS UMEHM pabOTHHMKA M, NMPH BO3MOXHOCTH,
OOBSICHATE ANbTEPHATHUBHBIN TUTAH, KOTOPBIH BBl BRIPAOOTaIM JJIsi 3TOrO pabOTHHKA.
Ecnu Her mnocTosHHBIX NpoOjieM, B HHTEpecax KOMIIAHUU MPOJAEMOHCTPUPOBATH

COYYBCTBHUC KIIMCHTAM U pa6OTHI/IKaM.

Belle’s Phone Store
Windale Mall
8855 Outer Dr. « Waukegan, IL 60079
November 3, 20XX
Travis C. Schultz
5554 Rocky Shore Dr.
North Waukegan, IL 60079

Dear Mr. Schultz:

I wish to personally apologize for your unfortunate treatment by one of our employees last Friday.
His actions toward you were totally inappropriate.

Because of this situation, the employee has been placed in a position working directly with our
inventory, having less contact with customers. We would also like to offer you a $50 gift certificate
for merchandise at our store. We value our customers and hope this token will help compensate
for the embarrassment you felt. We are increasing our training in customer relations for all of our
employees to avoid just such a problem occurring again.

Thank you for your business and your understanding. We hope this is a satisfactory solution to the
problem.

Sincerely yours,
Signature
Belle June Maples

BJIM:kio

YBeaoMiieHue o0 Kaj100ax

H3zeunenue

Ipeonpunsmoie
Oeticmaus
(HeobsizamenvHo)

1]env knuenma
Yooeremesopenue
Pesynomam

brazooaprocmo

OTO MMCbMO HAYMHAETCA C MPOCHhOBI YyperyiupoBaTh kajo0y Ha HEHCIIpaBHbIE
TOBapbl, HO 3aKaHYMBAETCS 3aBEPEHUSIMU B TOM, 4YTO JIEJOBBIE OTHOILEHUS

mocTpaaaroT, YTOOBI COXPAHUTH HpO(i)CCCI/IOHaHLHBII}’I KOHTAaKT.

PAM’S PARTY GIFTS
P.O. Box 8473
Torrance, CA 90502

Delta Novelty Company

3217 SW 31st St.

Topeka, KS 66614

SUBJECT: REQUEST FOR CREDIT IN ACCOUNT

April 18, 20XX

The case of Hippity Holiday Bunnies that I purchased from your company do not hop. I am, therefore,
returning them to you and requesting that you credit my account the amount charged plus shipping.

The Hippity Holiday Bunnies which arrived at my store had faulty mechanisms which caused them to
fall over instead of hop — as promised in your sales brochure. Because I plan on selling through my
line of seasonal items within the next three weeks, I wish my account to be issued a credit instead of
you replacing the faulty merchandise. Please find enclosed the copies of your invoice, #1342, in the
amount of $36 and my invoice for shipping charges of $2.95.

Your quality products have always sold well in my store, and I look forward to seeing your new line of
fall items as soon as they are available. In the meantime, your prompt attention to this matter is
appreciated.

Martha Sacks
Enc.

Tpebosanue no
npuuuHe
(KOHKpemHbix)

Jlemanu
Ipunooicenue
Coenawenue

3anpoc (obwuti)
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OTBeT HA IPeTEH3MIO 0 MOBPEKIEHUHN TOBapa

OOBscHEHNE OTBETCTBEHHOCTH MEpCBO3YHKA

R. G. Electronics AG
Havmart 601 D-5000 Koln 1
Tel: (221)324298
Fax:(221)836125

Telex: 6153291 Your Ref:  JA/MR
P. Gerard 20 August 20—
Disc S.A.

251 rue des Raimonieres
F-86000 Poitiers Cedex

Dear Mr Gerard,
I was sorry to hear about the damage to part of the consignment (No. T1953) that we sent you last week.

I have checked with our despatch department and they tell me that the goods left here in perfect condition. There should be
our checker's mark on the side of each box, which is a blue label with a packer's number and date on it.

As you made the arrangements for delivery, I am afraid we cannot help you. However, I suggest you write to Gebrilder Bauer
Spedition and if the goods were being carried at “carrier's risk” 1 am sure they will consider compensation.

I have enclosed a copy of their receipt from their goods depot at Koln, and you can have any other documents that we can
supply to help you with your claim.

Yours sincerely,
R. Gerlach
Sales Director
Enc.

Iucsmo ¢ TpeGoBaHMEM pelieHus: MPo0JieMbl

D10 muceMO TpeOyeT pemeHne mnpodseMbl. TpeboBaHWE TOATBEPKIACTCS
JOKYMEHTAJIbHO, B IUChME yKa3aHa jKelaeMas JaTa yCTpaHeHHS POOIeMBbl.

A-1 Merchandise Supply Company
P.O. Box 1276
Grandview, MO 64030
May 29, 20XX
Taylor Jackson
Jackson Roofing Contractors
P.O. Box 5692

Grandview, MO 64031

RE: Roof repair, invoice #1724, March 11, 20XX

Dear Mr. Jackson:

The roof, which you repaired in March, continues to leak along the south wall of our overstock

merchandise storage area. Please repair the roof by June 1, 20XX, without charge, as stated in Tp€60307'm€ no
your two-year guarantee. npuiuHe

Bill Wagstone, a repairman with your company, has examined the roof and informed me that

the new seals placed between the roof and the surrounding brick walls were not properly ,ZIemaJlu
installed. Mr. Wagstone has advised me that the roof will continue to leak until this problem is

corrected.

Fortunately, before the last storm, we were able to move the merchandise out of the area
before any damage was done. My company cannot afford the loss of this storage space,
however, so all additional repairs must be completed by June I.

Please contact me the week of May 25 so that I will know when to expect your roofers.
Sincerely, Tpebosanue
Signature

Anne Smith
President
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I'naea 15

L lucvma 6 cpeocmea maccosoti ungopmayuu

30ecv npusedenvl 06pazyvl, KOMOpvle NOMOSYM BAM NUCAMb NUCbMA
8 cpedcmea Maccosol ungopmayuu (2azemsl, meiesu3UOHHbIE NPOSPAMMbL,
JHCYPHATbL).

IIncsma B CMU — Havya/10 KAaMIIAaHUH PACTIPOAAK

Coobuure CMU 0 Havane KaMIOaHUM PacHpo]aX M MPUTIIACHTE MX OCBEIIATh
9TO COOBITHE.

Capital Crystal
449 Worthington e Charleston, WV 25009
March 16, 20XX
Todd Phillips, Station Manager
KOAL
2525 Kanawah
Charleston, WV 25009

Dear Mr. Phillips:

On March 25, Capital Crystal will announce the winner of our “How Many Goblets in a Dump
Truck” contest. We will do so at noon in front of our business at 449 Worthington.

"anxa"

Jlama

Brympennuii adpec
Ilpusemcmesue
Obwvssnenue

Kouxpemmnuie oemanu

Our “How Many Goblets in a Dump Truck” contest has been going on now for approximately Hmoz
three months, and one of the more than 4,000 entrants will be the lucky winner of $1,000. We
will also donate $1,000 to Charleston’s Homeless Shelter at that time. Eﬂazoaapﬂocmb
During the announcement we will dump the goblets out of the truck and onto the ground.
Wade Wilson and His Debonnaires will play during the reception that follows. Saxmiouumenvivie
We are sure that this event would be of interest to i f “E Charleston” at BbIPAACERUA
your viewers of “Eye on Charleston” a
noon because of the huge response we have had to the contest. Thank you for your interest. TToonuce

Sincerely yours,

Haneuamannoe ums

Signature

Candice Trotter Lononnumenvnas
President

CIT:Isj ungopmayus
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IIucemo B CMMU - roomieit

C moMOIIpI0 TAKOTO MHChMA MOXKHO COOOIIUTH MPEcCe O TOAOBINMHE Ballen
KOMITIaHUH.

Evanson Buick Obvsaesnenue
7793 Sahara Way ¢ Reno, NV 89585
May 19, 20XX
Wayne Wilson
KBET
444 Plaza Dr.
Reno, NV 89588
Dear Mr. Wilson: 06
bACHEHUEe
Evanson Buick will be turning 50 years old on May 9, making us the oldest car dealership in
Nevada. We will be staging a three-day celebration. Jlemanu
On May 29, we will kick off our anniversary with free hot air balloon rides and an ascension at
6 p.m. On May 30, we will have the oldest race car driver, Judd MacElroy, signing autographs
from 2 to 4 p.m. On May 31, we will have our drawing for a Buick Reatta at 5:30 p.m.,
followed by a picnic open to the public. During all three days there will be displays of antique
autos and carnival rides for the children. We think that our anniversary event would make a
fine spot on your “Neighbors” segment on the 6 o'clock news. Umoz
I have enclosed a flyer describing the complete festivities.
Thank you for helping us celebrate our anniversary. Brazooapnocme
Sincerely,
Signature
M. Art Evanson
President

IIpecc-penns - wonIei

Otum npecc-penuzom coodmure CMU o robuiee cBoelt KOMITAaHHUH.

Darling’s Cookies
309 Watertown Road » Tacoma, WA 98438
January 29, 20XX
v Obwssnenue
FOR IMMEDIATE RELEASE
On February 5, 20XX, Darling’s Cookies will celebrate its 50™ anniversary, making us the oldest Obvsacnenue
bakery in Tacoma and the second oldest in the Tri-State area.
Darling’s Cookies was established on February 5, 195X, by Darrel Darling. At first, Darling’s Hemanu
employed only three people and was located on Front Street in downtown Tacoma. After the war,
Darling’s moved to its present location on Watertown Road and now employs 25 people full-time.
Darling’s specialties are cinnamon rolls, chocolate chip cookies and its patented double chocolate
fudge bar. Darling’s will host an open house on February 5 at its plant. We are expecting children
from several local schools, residents from several nursing homes and group houses, as well as our
regular patrons. Please stop by for free refreshments.
FOR MORE INFORMATION CONTACT:
) Konmaxmuas
Darrel Darling, Jr. gb
uH@opmayus

President pMay
555-2211

BUBNWA QENOBbIX MUCEM, ®AKC-COOBLUEHNN, 152 E-MAIL HA AHTTIMMICKOM A13bIKE



I'naea 16

9JZ€KI’I/Zp0HHbl€ nucoema

DJIeKTpOHHAS TI0YTa — CPABHUTEILHO HOBAast (hopMa MUCbMEHHOTO OOIIEHHS B JICTIOBOM
mupe. OHa O3BOJISET YIOBICTBOPUTH IOTPEOHOCTH B O0JIee OBICTPOM TEMIIE BEACHUS
nein. Y Hee eCTh CBOM ILTFOCH 1 MUHYCHI. OCHOBHBIC IPEUMYIIIECTBA — CKOPOCTh U
yA0OCTBO, @ OTCYTCTBHE HEMMPUKOCHOBEHHOCTH YaCTHOM MH(pOpMau U O€30MacHOCTH
— €€ HeIOCTATKU. DIIEKTPOHHAS [T0YTa HE BCEM HPABHUTCS M3-32 MPHHATOTO
HeQOpPMaIBLHOTO CTUJIS. BonbIoe KOJTMYecTBO OTIPABICHHBIX 1O OLIMOKE WK B
PEKJIaMHBIX TEJISIX — "MYCOPHOM MOYTHI" — AJIEKTPOHHBIX COOOIICHUH, PUBOIUT K
HEJIOBKUM CHUTYALUsAM M MOATBEPKAAET MHEHUE O TOM, YTO 3TO HE BCETAA MOIXOISIIHI
croco0 KOPPECTIOHIEHITUH.

OoOpaTute BHMMaHHe: DTO JenoBoe nucbMmo! CrapailTech mucath €ro JeJ0BbIM
TOoHOM. Ilummure SICHO, XOpOIIUM AHTJIMUCKUM SI3BIKOM U Bcerga 6y,Z[I>Te BEXKJIUBBGI!
Bynpre OCTOpPOXHBI TIpH OTHpPABKE BAXXHOW WM KOH(PHACHIMAIBHOW HHGOpPMAITIH.
Jywmaiite 00 3JIGKTPOHHOM THChME KaK 00 OTKPBITKE — €ro MOXET MPOYHUTaTh KTO
yroaHo. CooOuieHusi MOXKHO IepexBaThiBaTh WM TMEPEnpaBlATh — CIy4YalHO WIH
HaMCPCHHO — 663 BallICro Corjiacus ujin yBCIOMIICHH.

O0bsiBiIeHHE 0 BCTPeUe

OTUM 3JIEKTPOHHBIM NHCBMOM HA3HAYAIOT COOpaHUE U OOBABISAIOT O HEPBOI
3aIUIAHMPOBAHHOU BCTpeYe.

Hngopmayus 06

To: Department Managers
omnpaeumeﬂe/nOﬂyl{eHuu/meMe

From: C. Jarrett
Subject: Budget Meetings Obvsgnenue o ecmpeue

We will be meeting to plan the capital budgets for the coming year.
o : Tloomeepoicoenue damol, 6pemenu u
I expect it will take three to four meetings for us to get the numbers on the

table and then work it all out to the final projections. Mmecma

The first meeting will be held on November 2nd at 10 a.m. in the conference
room. We will set the remaining meeting dates/times during this first one.
Bring your department’s budget projections and be prepared to explain how
your department will contribute to the company’s cost-cutting drive.

3anpowennasn unghopmayus

3akatouumenvHule 8blpadCerHUs

’

Thanks, Baknouenue u “noonucs’
Carl
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IIpoBepka cooOeHust

He 3a0ynpTe mpoBepuTh, MOIYUYEHO JIM Balle COOOIIEHHE, OCOOEHHO €Cl OHO
o4eHb BaXHO. CeTH 3JEKTPOHHOM MOYTHI, MPOrpaMMHOE O0OeCIieYeHHEe U KOMITBIOTEPHI
HE BCEr/la HaJEXHbI, U MUCbMa WHOT/AA Tepstorcs. Kpome Toro, Bel HE y3HaeTe, 4TO
NHCBMO HE OBIJIO JOCTaBJIEHO, €CIM HE BO3bMETe Ha ce0s TPyJd NMPOBEPUTH 3TO C
HOMOIIBIO (PYHKIMHU “‘COOOIIUTE O TOTYYSHHUN WITU IPYTroi Mog00HO0M yCiyTu.

Koraa ciaenyer ucnoJib30BaTh 3JIEKTPOHHYIO NOUTY
*  Uro0ObI OBICTPO ¥ OJHOBPEMEHHO CBS3aTHCSI CO MHOTUMHU JIFOIbMU

*  YroObl OTHPAaBUTH KOPOTKOE JIMYHOE COOOIIEeHWEe, HE Tpedyromiee OQHuInaabHOMI
"manku" ¥ DOAMNCH

* YroObl  oTnpaBuTH  cooOmeHue, He  TpeOyromee  OE30MacHOCTH  WIIH
KOH(bI/IIICHL[I/IaJIBHOCTI/I TpaﬂHHHOHHOﬁ IIOYTHI

3anp0c 3aKa3aHHbIX MaTE€pUuaIoB

[IpsiMoe 3J7EeKTpOHHOE MNHUCBMO — BechbMa 3((EKTUBHBIH CHOCO0 clenaTh
OBICTPBIN HEO(DUITHATFHBIHN 3a1pOC.

To: Roger Carlton

From: C. Celderon

Subject: Presentation Slides Not Delivered
Roger,

You were going to have the presentation slides for the Cortland project to me by 3anpoc
yesterday. They have not arrived.

Please get in touch with me ASAP! We'll need those slides for tomorrow afternoon’s
presentation!

I left a voice mail with you this morning, too. ’HonOﬂHumeﬂbHaﬂ
Charlie qubop Mayusn

byabTe TAKTHYHBI

Uem cepre3Hee COOOIIEHUE, TEM MEHBIIE AIEKTPOHHAS TTOYTA MOIXOIUT JIJISl €T0
nepenayn. [llmoxmue HOBOCTH HUKOTAA HE CIEAyET MOChUIaTh IO AJIEKTPOHHOM moute. B
takoM (Qopmare odunuansbHas HWHPOpPMAIKMA JIETKO MOXET OBITh HW3MEHEHa,
danpcudumpoBaHa WM CKOMUpoBaHa. HUKorna He MUIIUTE IO AIEKTPOHHOU MOUTE TO,
YTO HE XOTeNM Obl CKazaTh JIMYHO. [lepen oTmpaBiieHHeM Bcerjaa cieayeT MoaymaTh,
MOKa3ajy Obl BBl IIIYTKY WJIK OCTPOYMHYIO 3alTUCKy Ha4aIbHUKY.
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IIpenio:xkenne npoexkTa

C noMo1p0 3JeKTPOHHON MOYTHl MOXHO ObICTpO HEO(UIIMATHHO MPEASIOKUTH
pabOTHUKY WM KJIMEHTY KOHTPAKT WiH MpoekT. Kak u B ciydae npenioxenus paboTsl,
COO0IlleHHEe JOJKHO paccMaTpuBaThbCi Kak KOHTpakT. [IpuBenuTe BCIO BaKHYIO

UHPOPMALINIO, HEOOXOTUMYIO JUISl IPUHATHS PEILICHHS.

To: Patrick Murphy

From: R. Jordan

Subject: Book Revision Project
Pat,

I have a book revision project if you're interested. The book is Business Communication
Made Easy. It was last revised in 1993.

Revision points would include:

» Update form sections

¢ Update samples and language in samples

* Add section on e-mail

¢ Add any communication strategies for new or changed situations

is $3,600.

If you're interested, I'll overnight the book to you so that you can take a look at it. We
need to have a contract on this by midweek.

Thanks,
Rich

This would be work for hire. Turn around time is about 2 months (text in by Nov. 29). Fee

Ipeonosicenue
Hcemopus
Onucanue npoexma

Llenu

Onnama u cpoku

JlonoTHUTEeIbHOE MUCHMO T10 MPOEKTY

DNeKTpoHHAas MouTa yaA00Ha, KOrja IiaBHas Ledb — NOJACIUThCS HHpOopMaLnen.
TenedoHHBI 3BOHOK MOET 3aHATh OOJIbLIE BPEMEHHU, YeM HEOOXOAMMO HPOCTO AJIs
oOMeHa uHdpopmMmaruei, a opuiraaTbHOe TUCEMO TPeOyeT OOJbIINe YCHINUN, UeM HYXKHO.
Hwxe npuBeneHo cooOmieHne, B KOTOPOM OIHCAH IUIaH JIeHCTBUN pabOTHUKA M TPOCKOa
00 yuactuu. OTmpaBuTeNb yKa3bIBaeT, YTO MUCHMO CHAOXKEHO MPUIOKEHUEM, YTOObI

aapecaTt TOYHO NPpOCMOTPEI €ro.

To: Rich Jordan

From: P. Murphy

Subject: Revision Outline

Rich:

I'm attaching the overall description of the plans I have for revision of the BCME

project. I will begin working directly with the text that you sent me, but would like you
to review these plans for your input/direction.

I will be adding additional information about the use of postcards to Chapter 3. And, I
will work up a new chapter on informal business meetings (i.e., the coffee house, book
store, etc.). Unless something unforeseen should arise, I will expect this project to be
wrapping up the end of next week. Hope that will get it to your layout team with plenty
of time to spare. As always, your feedback is valuable and appreciated!

Murph

Koncmamayus yenu u
3anpoc

Vkazanue na npujiostcenue

Jlononnumenvnas
ungopmayus o nianax

Cpoxu
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Bce npouee ...

VYabioku (smileys wim emoticons) — 53To CHUMBOJBL, (HOPMHUPYIOIIHE
CXEMAaTUYECKOE HW300paKCHHE JIMIA, BBIPAKAIOIIETO HJMOIUU. XOTS MHOTUM
KOMIBIOTEPHBIM  CIIELIMATIUCTAM OHM KaXyTCSd CMEIIHBIMU  JOTNOJTHEHHUSIMH K
SJICKTPOHHBIM MHUCbMaM, APYIUC CUUTAOT UX HCIMOAXOAAIIHWMU I ACJIIOBOrO IMHCbMaA.
OrpanuybTech HCNOJIb30BAaHUEM TaKUX JIMI[ B MEPENHUCKE C JIIOJbMHU, KOTOPHIE — BBI
yBEpeHbI — He OyIyT BO3paXKaTh.

Hcnonb30oBaHne AaKPOHMMOB H CeTEeBbIX a00peBHATYp CIEIyeT TaKXKe
OTPAaHUYMUTH TEPENUCKOM €O 3HaKOMbIMH ajapecatamu. He Bce 3Haror, uto "[OW"
o3Hauaet "in other words — npyrumu cnoBamu", wiu yto "IMHO" nepeBoaurcs kak "in
my humble opinion — mo MoeMy CKPOMHOMY MHEHHUIO".

B snextponHbix coobmenusx He ymecTHo mucath Teker INOJIHOCTBIO
3ATJIABHBIMU BYKBAMM. Takue cooOIIeHHsS Topa3go TPYyIHEE YHUTaTh; ITO
TOBOPUT O BalleM HaMepeHHH Kpudath. Mcnonb3yiTe atotT npumem aiisi BBIJIIEJIEHN A
OTJICTBHBIX CJIOB.

“Flaming” ("Y:xacHo') — ceTeBoil TepMHUH, 00O3HAYAIOIIUN Ype3BBIYAITHO
SMOITMOHAJIbHBIC, OCKOPOUTENbHBIC WM 37bie cooOmieHus. He 3a0yapTe mpoBEepUTH
IIUCBMO Ha IIPEAMET SMOLHUU.
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Inaea 17

OmKpoimku

Omxpuimku — Oeutegvle U NPU IMOM MOUHbIE UHCIPYMEHMbI
koppecnoHOeHyuu. OmKpolmKU MO2Yym OOHeCmU coooueHue, UHGOPMayuo
UU Y8€00OMUMv 0 COOLIMUU.

B 101 rI1aBe MpUBEAECHBI IPUMEPBI OTKPBITOK, BKIIIOYAs CICIYIOIINE:
» Tlo3mpaBieHre KIUEHTa C 0COOBIM COOBITHEM
* [lpurnamenue
* Hanomunanue
Ha »T0i1 cTpanuie Bl HaiiieTe KOPOTKOE OOBACHEHHE KaXKION YacTH OTKPBITKH.

[lepBble mpHUMeEpHl WUTIOCTPUPYIOT BCE YACTH COOOLICHHUS, OCTAIbHBIE — JIUIIb
U3MEHEHHs OCHOBHOTO (opmara.

IHozapasienue ¢ MpasaAHUKAMU

OTUM THCHBMOM MOKHO MO3APaBUTh KIMCHTOB C IPa3aHHUKOM. KemarenpHo
HCIIOJIB30BAaTh OTKPLITKY CIICLIUAJIBHO JJIS 3TOI'O IMpa3aHUKaA.

Flatt Tire Co.
223 Nueva Matica » Santa Cruz, CA 95066
December 5, 20XX

Dear Mr. Brown: THo3s0pasnenus

Flatt Tire Co. would like to wish you and your employees the very best this holiday season.
We hope that your establishment has been blessed with exceptional customers, as we have. Paseumue memot

We are most fortunate to have customers like Glendale Amoco and hope that during this (neobsizamenvio)
coming New Year we can continue our relationship. We know our prosperity depends on our
customers. brazooapnocme

Thank you for helping make Flatt Tire Co. one of the leaders in Southern California. Our
fondest regards for all of you at Glendale Amoco.

Happy Holidays,

Signature

Rhonda J. Flatt

President

Penome
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IMo3apasiieHne KIMEHTA C 0COOBIM COOBITHEM

OTOM OTKpPHITKOM KIMEHTa NO3APABISAIOT C JHEM POXACHHUA U JapAr
CIELUATIBHYIO CKUIKY.

It’s Your Birthday!
Let us help you celebrate! Cobvimue
Present this card and we will give you 15% off your purchase as our special gift to you!

) ) Cneyuanvhoe

(Sale merchandise not included.)

i npeonodicerue
Valid for 60 days.
Happy Birthday!
from
Gracie’s Gifts and Collectibles
2891 Clairmont e Jacksonville, Florida 35695 Jlocomun xomnanuu

(202) 541-6301

Ipurnamenue

DTa KOMITAHHUS UCTIONB3YeT opMaT OTKPBITKU JJIS TIPUTAIICHUS TIOKYIIaTeIe B
TOPTOBBIN JIOM.

You're Invited!

The Toulles House is having an Open House. Cobvimue
Please join us for caroling, cocoa and cookies on Sunday, November 30th, 6
anytime between 2:00 and 5:00 o'clock in the afternoon. Hngopmayus o cobvimuu

Toulles House

1601 Lexington Drive

Nantucket Sound, Massachusetts 21807
203.617.0202

Hanomuuauue

OTKpBITKa MOXKET OBITh 3(P(PEKTUBHBIM CPEICTBOM 00ECIIEUNBAIOLIEM OBICTPOE U
HeQOpMaTbHOE HATIOMHHAHUE O COOBITHH.

Just a Reminder!
Your special order is ready for pick up! Hanomunanue
Please call to make an appointment.
Harvey's

Books and Papers Ilpocvba
10 Lindlewood Lane « Campaign, Washington 98940
709.334.0088
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