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B atoM yuebHOM mnocoOMM HaIOTCS OCHOBHBIE IIpaBHTA
othopMIeHUs KOMMEPUECKOii KOppecnOHOCHLMH, O0pasubl Mu-
CeM M TOKYMEHTOB, 4 TaKKe (Ppa3bl-IITAMIELI, HCIIONb3yEMEIE B
TMEPENICKeE N0 KOMMEPYECKMM BOIMIPOCAM.

PexomeHzmauvi no odopMIIEHUIO AENIOBOI IEPEnUCKH COo-
CTaBJICHBI HA OCHOBE OpPUIMHAJIBHBIX UCTOYHWKOB, OITyGIHKO-
BaHHBIX B AHriMH B 1990-x rr. Bce nuckMa H OTPBIBKH M3 MH-
ceM M NOKYMEHTOB B3SThl U3 COBPEMEHHOM peaibHOH AeIOBOM
HEPETCKHY BHEITHETOPTOBBIX OPraHW3aL1HIA.

ITocobue cocTOHT U3 Tpex YacTei.

B xaxaulif pa3nen BIUTIOYEHBI MUCHMA, NOKYMEHTHI CO CJIO-
BapHBIMH TOSICHEHHSMH M AOTIONHUTENbHBIE (pasbl-KIHLIE, KO-
TOPBIE IPYNIMPYIOTCA 1O LIEJIEBBIM H TEMATHYSCKUM NPU3HAKAM,
HanpuMep:

HavanbHble ¢passl

3aKITIOYHTENbHBIE (Hpa3hl

YIIOMHHAHHME O MOJIOXKEHHH Ha PHIHKE
CIIPOC ¥ NPEUTOKEHHE

npocsba coodUmMTh pelieHne

NMpocs0a HaNMpaBHUTh JONOMHUTENbHYIO HH)OPMALIUIO
6rarogapHOCTD 3a MOJYyYEHHBIH 3anpocC
LICHA M YCJIOBUA IUIATEXA U T.4.
coo6IeHHE O BBIMOJHEHHH KOHTPAaKTa
MPOIEHHE CPOKOB MOCTABKH
TIPETEH3UK M OTBETHI HA MIPETEH3UU

* % ¥ ¥ ¥ ¥ * ¥ ¥ *



O6pa3upl KoMMepUecKoii KoppecnioHmeEuMy. OHHM BIJIIOYAKOT

TaK{E TEMBI, KaK:

* 3aT1pOCHl Y MPEIIOKEHHS

3aKa3bl, KOHTPAKTHI H HX MCIIOTHEHUE
MpeTEeH3UN
areHThI
pexinama

HagpeeMcs, uro 310 yueGHOe mocobue Oyner none3Ho BceM
33aHMMAIOUIUMCS  BHELIHEIKOHOMHYECKOM  IeATeNbHOCTbIO
CAOyLIATeNaM CIIELMANBHBIX Y4eOHBIX 3aBEAEHMIT, PaVIHHHBIX
KoM OM3Heca, a Takike LIMPOKOMY KpPYTy AEMOBBIX TOACH
KOMY HeoOX0auMO BECTH NMEPEMHCKY C JSIOBBIMU NTapTHEPAMH
Ha aHTJIMIICKOM A3BIKE,

* % X *



I. CTPYKTYPA
N HEKOTOPBIE OCOBEHHOCTH
HAITMCAHWA AEJTOBBIX IINCEM

1. BIAHK

Henoseie NuCHMa, KaK MpaBuioO, MAIIYTCS Ha GraHKax, us-
rOTOBIIEHHBIX THIIOrpadCKUM CrTocoboM.

B Bepxheit yacTy O1aHKa OOBIYHO 0COOHIM IIPHGTOM yKa3bl-
BACTCA OHUMANLHO 3aPETHCTPHPOBAHHOE HAZBAHNE KOMIIAHHH.
B panpHelitieM IIPH HEPEHHCKE M OQOPMICHHH PaTHYHBIX
IOKYMEHTOB ClieQyeT HUCIIONb30BaTh TO HA3BAHHE KOMIIAHHH,
KOTOpOE JaHOo Ha OlaHKe.

PsinoM © nonHsM, opULIMANBHO 3aperucTpupoOBaHHHIM Ha-
3BaHHEM KOMIIAHWUHU YKA3bIBAIOTCA €€ COKPAIUCHHOE HAHMEHO-
BaHHME MM CHMBOJI, 4 TAKXKe chAcAyouan uHbopManys:

® TpeAeNbHO KPAaTKHE CBEOCHHA O THIE KOMMEPYECKOM
JeATEABHOCTH KOMITaHUHK;
MOYTOBBIN aApec;
HoMep TenedoHa;
HOMED daxca;
ATPEC INEKTPOHHOH HOUTH;
TenerpaQpHbiii agpec;
HOMEP TeJICKCA;
HoMep cesa3u 6aanka no CBUDTy (xa bnavxe Banka);
® HAHMEHOBAHME JOYEPHUX OTOEJEHWH M NpeACTaBUTENbCTB,
£CITY TAKOBBIE MMEIOTCA, C YKa3aHHEM CTPaH M rOpOIOB.

HMuorma sca M 4acTh 3To#M uudopmanmu pasmensaercs
B HIDKHEH 4acTH GnaHka.



Ouenp 4acTo, B BepxHeil uyactH OIaHkKa, TOCNE 3arojIoBKa
naerca uHbQpPManusa, KOMY IOJDKHBI aIpecOBAThCS OTBETHI,
HarnpHMep:

In reply please address the Manager.
All letters to be addressed to the Manager.

PaccMOTpHM HEMHOTO MOAPOOHEE YacTh 3arojIoBKa O1aHKa.
B HamMeHOBaHMsIX OONBIIMHCTBA KOMIIAHWH apTHKIIH He
YIOTpeOISAIOTCA, HATIPUMED:

Glaston Potteries Ltd.
Newberry Limited
Mayecy Inc.

Filton Bank plc. (PLC)

OnHako HEKOTOphIE KOMIIaHMH 3aperHCTPHPOBANIM CBOM
HaHMEHOBaHHs, B KOTODEIX YHOTpeOJIEH apTHKIIb, HaNpuMep:

The Western Shoe Co. Ltd.

The Fidelity Bank

The British Bank of the Middle East
The Standard Chartered Bank

Tax Kak apTHKIHM TIPUCYTCTBYIOT M B 3aroJIOBKax Ha GyaH-
Kax 3THX (HPM, TO OHM HOJDKHBI YNOTPeONIATHCA B JalibHEl-
1Iei nepenucke, JOKyMEHTallUU, TIeperoBopax.

Cnosa, Ltd., limited, BXomsmue B HaAHMEHOBaHHWA MHOTHX
KOMIaHHH, SBIAIOTCS cokpamieHHeM oOT limited liability
company, T. €. 00IIECTBO C OrpaHHUeHHOH OTBETCTBEHHOCTEIO.

Byksel plc (PLC), BXomdmue B HaAMMEHOBAHUA MHOTHX
KOMITaHHI, SIBNI0TCA cokpameHneM oT public limited liability
company — 0OHIECTBO C OrpaHHYeHHOi OTBETCTBEHHOCTLIO
OTKPBITOr0 THIA.

Cnosa Inc., Incorporated, Corp., Corporation, Bxomsiue
HAaUMEHOBAHMS MHOTHX aMEpUKaHCKHX KOMmaHuii, 0603Haya-
10T corporation having limited liability — xopnopanmus.

O6pruno nepex cnoramu Ltd., ple, Inc. u T. a. craBuTca 3a-
nATas, ONHAKO, €CIIH HaMMeHOBaHHE (GUPMBI ObLIO 3aperucT-
8



pUpoBaHO Oe3 3amiaTOM, OHA He NOKHA YNMOTPeONAThCS B Ha-
HMEHOBAHUH.

Kpatkas uHpopMannsa o THIE KOMMEPUYECKOi IeATENbHO-
CTH KOMIIAHHU YKa3bIBAaCTCS B 3ar0JIOBKE OlaHKa, HalpUMED:

Home and Overseas Merchants
Importers of Fashion Goods
General Import Merchants
Import-Export Merchants

Hanucanue nouroBoro aapeca GUpMbI B 3aroJioBke 61aHKa
TIOMUMHsIeTC ODIMM HOpMaM HammcaHusd anpecoB. Ilpu arom
HOMEp JoMa BCerda INpeIIeCTBYeT HAUMEHOBAHHIO YIIMLIEL
TIpakTHyiecky, HECMOTPS HA YTBEDXICHUA MHOTHX Y4eOHMKOB,
B afipecax MCTIONB3YIOTC cokpaiienns Str. (Street), Rd. (Road),
Av. (Avenue), Pl (Place).

Iepen HomMepom TenedoHa OObMHO Haercs cnoBo Tele-
phone.

TenerpadHelii aapec KOMMaHHM NpeBapAeTCs OOHHUM U3
CNENYIOLINX CIOB:

Telegrams:

Cables:

Cable:

Cable Address:

Telegraphic address:

AnmnapaTHsiii HOMep Tenekca OOBIYHO AaeTcs IOCNe CIOBa
Telex:. Ha ogHoM OniaHke MOXET OBITH yKa3aHO HECKOJBKO
HOMEPOB TeNeKCHOM CBA3M, HATIPUMED:

domestic foreign exchange and securities telex:

international foreign exchange and securities telex:

B 3aronmoBke OGnanka 6aHKa MOXET NIPUCYTCTBOBATh HOMED
no CBU®Ty, ecnu 6aHK NPHUCOERUHHACA K 3TOH CHCTeME.
(CBHUDT — 310 MexayHapoaHas OpraHu3anms (HIH cHcTeMa)
IUIst OCYLUECTBIIEHHST MEXOAHKOBCKO!H CBA3M MO INNATEXaM —
(Society for Worldwide Interbanking Financial Telecommuni-
cation, SWIFT).

9



2. YKA3AHHME HA CCBLIKY

Ha Onanxax OONBIUMHCTBA KOMNAHMN HEMOCPEACTBEHHO
'HOX 3arojOBKOM CJIEBa WM CNpaBa THIOIrpadCKUM Wiy Apy-
MM CIIOCOOOM JlaeTcs cchuika JUIS MCNOAB30BaHMA B TIOCIIE-
aywoueid koppecnongeHuuy. Mcrnonp3yoTes CAeayouye BHIbI
yKa3aHMil:

Our Ref:
Reference:
In reply please refer to:

Janee uaer cama CChUTKA — HOMED, HHHIMAND], HAH JPyTHe
CHMBOINB], YKa3bIBAIOIME HA OTACA, HRAPABHBIMUN TIUCHMO,
I HOMED Jena, Wik GaMIIRo U T. A.

3nech ke MOXKET OBITh JaHA CCBUIKA HA NMPeasIyLIyiO KOp-
PECTIOHIEHLINIO, TIOCIIE CHIOB:

Your Ref:
Your

~- Ref:
Our

3. HATA ITMCbMA

JlaTta nHcpMa OOBIYHO YKa3bIBACTCA CNPaBa NOMA. 3aI0JI0B-
KOM Ha OAHOI JTHMHHU €O copUtkoii. ITpHHATEH! cneayouye cro-
CcOOBI HamUcaHus aaT:

12 September 1998

12th September 1998

12th September, 1998

‘B aMepHKAHCKAX Y HEKOTOPHIX AHINMHMICKAX MHCEMAX UHO-
TAA AaThl YKA3BIBAIOTCH TAK:

September 12, 1998

10



CokpallieHie Ha3BaHuii MecaLer i UHdpoBoe o0o3HaYeHNE
MeCALIEB BCTPEYAETCA PEAKO, IIOCKONBKY MOXHO JIETKO JOMyC-
THTb OWMOKY B pacuiudpoBke matel. Tak, xara 12.10.98 B
AHnrnun oGo3Hayaer — 12 oxradps 1998 r., 8 CILIA — 10
Iexabps 1998 r.

MexqaynapomHas opraHwsalug crangaprusamms (MCO — ISO
— International Standard Organization) mpennoxuna CHeaylo-
e GopMel HanMcanud AaT B MMCBMax ¥ JOKYMEHTAX:

98 09 12 (12 cenmsbps 1998)
98—09—12
98.09.12

Ommako moka 31 GOpMbI IIMPOKOro NMPUMEHEHHA HE NOMTY-
YWITH.

4. HAUMEHOBAHHE
N AAPEC HHOJTYYATEJIS

HaumMenoBanue u agpec nojyyartens, Kak NpaBuio, YKas3hl-
BAIOTCA ClIeBa CTOJIOMKOM HOCHE CCBUIKH. B koHue Kaxmoii
CTPOKM OOBIMHO CTaBATCH 3alATHIC:

Mr. T. Grover,

Grover Menswear Ltd.,

12 Browns Lane,

Rugeley,

Staffordshire WS15 IDR.

OnHaxo 3an9Thie MOTYT H OITYCKATLCA,

OcoGoe BHMMaHKHE 00palaeTCd Ha TOYHOE YKA3AHHE MOu-
TOBOT'O HHICKCA B KOHUE afpeca, TOYHOE BOCITDOR3BEICHHUE
NPOMEXKYTKOB Mexay ero OykBamMu w uuppamu. Axpec noi-

XKEH TOBTOPATE ajpec, YKa3aHHBbIA Ha ONaHKe NONYYEHHOrO
MUCchMa.

JApyrre 0cOOEHHOCTH HAMMCAHUA afpeca yKkaszaHpl B 1. 1.1,

11



Ecny nuebMO aapecyeTrca ONpeNeicHHOMY MUY MIH OT-
JleNny, TO OHO (JTMLIO MM OTAEN) YKa3blBaeTcd B Hayane agpe-
ca, HanpuMep:

1. The Accounts Departament,
National Westminster Bank plc,
20, Lombard Str., London,
England 3 WRS.

2. The Manager,
Homemakers Ltd.,
59 Riverside,
Cardiff CF | IWV

3. Mr. A. V. Smith,
Manager,
Southern Importers Ltd.,
Dane Street,
Northam,
Southampton SO9 4Y Q.

Ilepen damMunumeil TOMKHOCTHOTO JTHUA YKa3bIBAIOTCS Clle-
JOYIOIIHe COKPALleHHBIE CITOBA:

Mr. ['mister] — IOJDKHOCTHOE JIMLIO — MY>XYHHA.

Mprs. ['misiz] — JOJDKHOCTHOE JIMLO — 3aMYXKHAS
JKEHIUHUHA.

Ms. [mez] — JOJDKHOCTHOE JIMLQ — HE3aBUCHMO OT

CEMEHHOTO ITOJIOXKEHU

YacTo 3TH COKpaILeH!s NHIIYTCA Ge3 TOUEK.

HHorna, B nuceMe, agpecoBaHHOM (DUpMe B 1IETIOM, YKa3bl-
BaeTCa GaMMIUS OMHKHOCTHOTO JIMLA, K KOTOPOMY 3TO MHCh-
MO oTHocuTca HemocpencTtBenHo. B AHTJIMMCKUX nucek-
Max 3TO MOTYT OBITH CIIEAYIOIIME BAPHAHTEIL:

1. attn. Mr. R. Grayson,
2. For the attention of Mr B. Brayan,
3. Kind attention of Mr.
4. Kind at/n Mr.
12



B AMEPMKAHCKHX nuceMax B 9THX Cly4asiX UCHONb-

3YIOTCA clenytoluue GopMBL:

1. Chose Manhattan Bank,

c/o Mr.

2. Chase Manhattan Bank,

Attention: Mr.

3. Chase Manhattan Bank,
Attention: Department No 12.

5. BCTYIIUTEJIBHOE OFPAHIEHNE

B AHIJIMMCKHX nuceMax ynoTpeGIaioTes Cleayomme
BCTYNUTENbHBIE OOpaiLeHH:

Dear Sirs,
Dear Sir,

Dear Mr. Brown,

Dear Madame,

Dear Mrs. Brown,

Dear Ms. Freizer,

Dear Sir/Madame,

IIMCHMO aJpecoOBaHO KOMIIaHHH

B JIEIIOM. ~~

IMUCEMO aipECOBAHO MYKUMHE,
MICBEMO aJpPeCyeTcs XOpoIluo
3HAKOMOMY AODKHOCTHOMY JIMLLY
— MYXHHMHE.

MHCHEMO AXPECYETCA KEHIIHHE
WIIH JEBYILKE.

MHCBMO aIpECyeTcs XOpoLlo
3HaKOMOMY JODKHOCTHOMY JIULLY
— JKCHIIMHE.

MHICHEMO aJIpecyeTcs XOPOILO
3HAKOMOMY JOIDKHOCTHOMY JIMILY
JKEHCKOI'0 oja.

NHCBMO aJIPECyYeTCs AOJIKHOCT-
HOMY JIMLy ¥ aBTOPY MHCEMA
HEN3BECTHO, MY)XYHHE WIH

JKCHIITHMHE.

3anaTeie B KaXJIOM W3 YKa3aHHBIX OOpaIlieHHii MOTYT omyc-

KaTbpCA.

13



B AMEPUKAHCKHX nucemax #CnOAs3yloTeA CICHYO-
LHe BCTYMUTENbHbIE O0paLieHuU:
Gentlemen: AMCHMO aTPECOBAHO KOMIIA-

Dear Sirs: HHH B LIETIOM
Dear Gentlemen:

Dear Mr. Brown: MHCBMO aJPECOBANO OTIPeae-
Dear Mrs. Brown: JIEHHBIM JOJIKHOCTHBIM JIH-
Dear Miss Brown: . nam

6. YKABAHUE HA OBLUEE
COJEPKAHUE NMMCHhMA

Bo MHOTHX IIHCEMaX MOWIE BCTYIMTEILHOIO OOpaIeH st ae-
JIaeTcA KpaTKoe yYKa3aHue Ha ofuiee conepianme mucema. Hacro
3TO YKa3aHHE JaeTcH be3 KaKux-1mdo 1IpeABapAIOLIHX CIIOB, DHO
JIMIIp WOMYEPKHBACTCA uepToil. HHOrma 3TO ykasaHHe rpeaBa-
PAETCA CHOBAMMU;

Re:

Subject:

Conc:

Re ABJISIETCA COKPAIAEHUEM: OT JIATHHCKOTO BBIPaXEHUA in
re, KoTepoe 0003HauaeT o nopogy». “Conc” — 310 Coxpa-
LICHME OT aHTAMICKOro craosa “concerning” («xacaTelbHOY,
«OTHOCHTENILHOY).

7. OCHOBHO¥1 TEKCT ITMCbMA

THocne yxaszanma Ha olmiee COASPXAHME M#MCEMA CNEAYET
caMo n#ucbMO. ODBIYHEO DHO COCTOUT U3 ABYX Miu Gomnee aG3a-
ues. Kaxzawiif a®3ay, Kax mpaBHIO, BbHIpaXkaeT OOHY 3aKOH-
YEHHYIO MbICIIb.

CrietnanucTel TOAYEPKUBAIOT, YTO TOH IHCHEMA OCOGEHHO
BaXxed. OH AOJDKEH OBITh MMO3UTUBHBIM ¥ CTIOKOHHBIM,

14



HucsMo ROTBKEO: ObITh KPaTKUM, JIOTHYHBIM M MIPEICHABLHO
ACHBIM. OJHAKO YPE3MEPHOE YBIICUCHHE JIAKOHHYHOCTBIO W3-
TOXKEHHS HEOTPABAAHHO, TaK KaK MOXET BbI3BaTh IONOAHH-~
TENLHBIE BOMPOCHI, nqnonnmenbnyro MEPENHCKY M 3aTSHYTH
pelIcHYEe BORPOCa.

B Texcre muckma npe.mnoqm"fenbnm HeOO/BIINE NpeEoKe-
Hud. PexkoMeHmyercs uepefoBaTh HPOCTHIE NPEMIOKEHHE €O
CITOXHOCOYMHEHHBIMA W CIIOXHONORYMHEHHBIMK. HeoGxomumo
OTMETHTb, YTO B MUCHMAX IHPOKO yno*rpeﬁnamca dopme! nac-
CHBHOTQ 3aJ10ra IJIaroNos.

S3BIK TMceM B HAaCTOsllee Bpem= Bee Qomee nNpulmDKaeTCA
K pasroBopHOMy. ITo3TOMY  CTHIIb, IMCbMA He JOIXKEH OBITh
CIMIIKOM O(pHIIMATIEHBIM HIIH BBICOKOTIAPHBIM.

Onnako coKpamteH!s aHAIUTHYECKHX GOpM I1aronos, LiH-
POKO HCTIOMB3YEMBIE B PA3TOBOPHO# peiH, B THCEMax MPaKTy-
HeeKH HE HCIONL3YIOTER, W HAI0TCS NOJHLIE UX GOpMBL.

8. VKAZAHUE HA nocJIEzonumE
CTPAHULILI

O6beM GOSIBHIHHCTBA KOMMEPUYECKHX ITUCEM HEBETHK H 3a-
HUMaeT NMiuL OnHy cTpanuuy. Ho ecmm B mmcbMe Gomnbliree
KOJIM4ECTBO CTPAHHI, B KOHUE CTPAaHHULL, CIpaBa KM nocpe-
BUHE, REIAIOTCA CNEAYIOIME YKa3aHUA:

-continued

cont.

/2

wilews

Ha cne,uylomeﬂ CTpaHHLE NPH ITOM ALNAIOTCA OTMETKH:

Continuation sheet No 2

sheet 2
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B penxux ciyyasfx Ha 3THX CTPaHMHAX HOBTOPAIOTCA JaTa
THCBbMa H ajpecarT.

HHoraa BTOpas CrpaHMIa TEKCTa NeyaTaeTcd He Ha OT-
JENBHOM JINCTE, a Ha 00paTHOI CTOPOHE OCHOBHOIO NKMchMa. B
3TOM CJIy4ae B KOHUE TIepBOH CTpaHULBI nuueTcs p.t.0., YTO
osHauyaer Please turn over (cmompume na obopome). B ame-
PHKQHCKHX TIMCBMax B 3TOM CJIy4Yae: MOXET ObITh JaHO OOHO
CIIOBO Over.

9. SAKTIOYUTEJIFHASL ®OPMA
BEJXJIMBOCTHU

3axMOYHTENbHBIE CI0BAa BEXUTMBOCTH OOBIYHO NHINYTCH
cnega, ¢ HeOONBIINM OTCTYIOM OT OCHOBHOT'O TEKCTa {IUCHMa.

Bui60p 3aK0unTENbHON POPMEI BEXTHBOCTH 3aBUCHT OT
BCTYNUTENsHOrO obpalteuns. CyuiecTByeT Cleaytoas xoppe-
NAUMS:

Dear Sirs,
Dear Sir, Yours faithfully,

Dear Sir/Madame,
Dear Madame,

Dear Mr., Yours sincerely,
Dear Mrs.,
Dear Miss, Sincerely,

Gentlemen:
Dear Sirs: Yours truly,
Dear Gentlemen: '
Dear Mr. ... Very truly yours,
Dear Mps. ... '
Dear Miss ...

3ansATtas nocie 3aKIIOYHTENbHOH (OPMBI BEXITHUBOCTU MO-
KET OMYCKATbCA.
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10. IIOJHNCH

~ Toxa zaknrounTensHoit GOpMOit BEXIMBOCTH CTABUTCA NOM-

HHCE, @ NOJ NOANMCHIO YKA3BIBACTC (paMUIIHS TOAUCHIBAIO-
HIETO OJDKHOCTHOTO NMLIA, €10 AOJKHOCTE, OTHEI.

HMuorna nmMceMo NMOANKCHIBACTCA AOIKHOCTHBIMHM JTHIAMH
110 TIOPYUEHHIO KOMITAaHHH:

Yours faithfully

- (Signature)

H. Brian Huxbury For the Manager
WIH

Yours faithfully,

e (Signature)

For the Manager

BMmecto cnopa For MoxeT 65ITh MCIIONIB30BAHO COKpallle-
Hue Per. pro mwim p. p., OT JIATMHCKHX. CJIOB per procuratio-
nem, YTO O3HAYAET RO 00EEPEHIOCIHU.

WNHorna, ocobeHHo B 6aHKOBCKOH Iepenucke, Nof caMmoit
MOAIMCHIO NpocTo nuuryTes cnosa Authorized Signature, T. e.
JUYO, UMeIoujee npasoe ROOMUCH, HallpuMep:

Yours faithtfully,

Authorized Signature.

11. YKA3AHW S HA KOIITNA
H IIPUJIOKEHUA

Korga xonuy nucsMa HAnpasjiAIOTCH TAKKE H APYTHM af-
pecaTtam, coorncfrCTBylomaﬂ‘OTMé’rxa 06 sTOM Aenaercsd cnesa
HITH CIIPaBa H¥KE MOIMHUCH:

c.C. ...

Copy to ...

¢.c. — COKpamieHue OT CIIOB carbon copy.
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Eciit K MUCHMY MMEETCS NPHIOKeHHE (RATAIOR, FIPOCHEKT,
KOHTPAKT, CYET H T, [1.), TO BHH3Y, NIOC/IE NIOANHCH, CIEBA WIN
Cripapa OejIacTcs ykaszaHue o0 rom:

Enc:

Encl:

3ro cokpattiennst cnosa Enclosure. Eci pUIioxeHue BKMoYa-
€T HECKONBKO CTPaHULI, TO AENaeTCs COOTBETCTBYIOIES YKa3aHHueE,
HampuMep:

Enc.: Letter of Guarantee (2 pages)

Encl.: Bill of Lading (3 copies)
Insurance Certificate {1 copy)

12. HAZNIICH HA KOHBEPTE

B nmpaBoM BepxHeM YINy KOHBEpTa QOBIMHO YKa3hIBaeTCH
cnocod oTHpaBKM (AOCTABKH), HATIpHMED:

Air Mail asuanoymot

Urgent cpounoe

Express skcnpecc

Registered 3akasnoe

Private AudHoe

Confidential Konudenyuanvuo

To be called for do gocmpebasanun
Please forward Hanpasums daree

By hand HEPOUHGM

B npasom BepxHeM YFy KOHBEPTa HAKIEUBACTCRE Mapka
MNM CTABHTCS INTAMIL, 3aMEHAIOLIHIE MapKy.

HaumeHoBaHHe afipecaTa ¥ €ro NQ4YTOBHIE afpec yKadbl-
BAIOTCS, KaK MPaBHJIO, B LeHTpe KOoHBepTa. Apec OTNpaBH-
TeJsA NULIeTcs 6o Ha 060POTHON CTOPOHE KOHBEPTA, 6O
B BEPXHEM JICBOM YTIIy.
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Koneepmu

Miss K. White

100, South Street
1PURLEY
Surrey
CR24TJ
Messrs Black & Sons
P. O. Box 135
Liverpool
AB3 DE4
Registered
C. V. Tapatex
J1 Tiang Bendera 4
Jakarta
}Indonesia
AIR MALL
Faster Services Inc.
82 West 10th Street
San Francisco, Calif. 27044
USA

MHoOrne KOMNAaHHU HCMIONB3YIOT window envelopes, T. €.
KOHBEPTHI C HEGOBIINM OTBEPCTHEM, TIOKPHITBIM NIPO3PAaYHOIL
nnenkoit. TIMCEMO ckmansiBaeTcs TakuM 06pasoM, YTo6sI aa-
pec MpHUXOoAMJICS UMEHHO: Ha 3TO oTBepcTHe. VI B 3TOM ciytae
HeT Heob6XOOUMOCTH MHCaTh HAMMEHOBAHUE M afipec MOTydHa-
TESTA Ha-KOHBEPTE.
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13. CXEMBI ITMCEM

Henosoe nucemo uz Amenuu

(nara)
(ampec)

Dear Sirs,
Re:

Yours faithfully,

Henosoe nucvmo us CLUIA

(mata)
(azpec)

 Gentlemen:

Yours truly,




14. TEJJE®AKCBI

TIucema, oTnpasiseMsle no pakcuMHNbHOH cBsa3u (daxcy),
M0 HAMTMCAHUIO HAYEM HE OTIIHYAIOTCS OT OOBIUHBIX ITHCEM.

Kak npaBumo, Takue nucbMa (hakcbl) IeyataroTcs HA
6nankax ¢upMm (opraHu3anuii), OTHOPABISIOIMX 3Ty KOoppec-
MOHIEHLHIO.

MOSCOW NARODNY BANK LIMITED
81 King William Street, London EC4p 4js

Registered Office. Registercd in England No. 159752
Telex: London 885401 Swift Address: MNBLG2L Fax No: 071-2834843
Telephone: 071-623 2063

Our Ref: CASH/PC/LQ
Your Ref: 3404/A

Import Bank
Moscow 23rd April, 1998
Dear Sirs,

Financial Agrcement of 21.1.95 and Addendum

of 10.3.96 Finsider Transaction. Instalment
_plus Interest due 16th January 1998

With reference to your letter of 4th February, 1998 and previous correspondence we
inform you that after lengthy investigation of this matter we are unable to trace your
alleged discrepancy in the overall amount paid.

We note from your records that settlements were paid value 16th January, 1998 as the
15th January 1998 was a United States Bank Holiday and that we received separate in-
structions from you to pay one additional day interest. In accordance with your instnc-
tions these additional amounts of interest were addcd and paid off accordingly.

Furthermore our debit to your account with us for the total was made up of several
items representing separate presentations of the Promissory Notes from various
banks.

Accordingly, we should be obliged if you would review your records once again and
inform us on what specific debit-advice (quoting our Statement debit number) the dis-
crepancy has arisen.

Please provide us with the additional information required to enable us to pursue this
enquiry on your behalf.

Yours faithfully,

p- p- MOSCOW NARODNY BANK LIMITED.

Member of the Securities Association
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25/03/1995 12:16 + 44-206-212783 BHA LANGUAGE SERVICE PAGE 01

BHA

Language Traning Services for Management

FAX NUMBER: U. K. (0206) 212783 Int. +44-206-212783

Fax Message

: [To: Svetlana Petrova | From: Brian Howe

Company: Lingvobusiness . Date: March 25th 1998

No. of Pages 1

Fax No: 010-7-095-975-21-13 (including this one)

Dear Svetlana,
Many thanks for your fax of March 12th.

I am still not clear whether you received my report on the audio script which I sent to,

you by fax on March 2ad. Did you receive this? If you did not receive it, please let me
* know and I will send it again.

You also said in your fix that you would be in Londore on March. 14th. We checked the.

Britannia Hotel but they said you were not booked in there! Could you clarify this?

1 am comting to Moscow again on May 10th to do a seminar with the All Russizn Trade:
Academy for Dr, S. Doltov, | wil§ have time after the senvinar té visit you in Moscow

so that I can present a propasal for the project. | would be free to see you on Thursday

13th May in afiemnaoon or Friday 14th May in the morming. Could. you tell me if one of

these times is possible for you?

[ Please let me know that you have received this fax. The fax lin¢s between UK and
Moscow are very unareliable. 1 look forward to hearing from you $oon, Very best
wishes,

Brian Howe

Brian Howe Associates. Danbury House, HarvestersWay, Great Tey, Essex
CO6 1 AD. U. K.

Telefone: U, K. (0206) 21138%/Int + 44-206-211387
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International Management Development

Mrs. Valentina Rozova

Vice General Director
Soloexport

11/13-5 Smolensky Boulevard
Moscow 119121

Russian Federation

FACSIMILE TRANSMISSION 010.7.095.975.2106/2046813

Wednesday, 11 January 1998
Dear Mrs. Rozova,
Re: Meeting in London, Frid uary 199!

1 am much looking forward to meeting you and Mrs. Krasavina again in London later
this week. This is to-advise you our meeting shall take place at:

The Britannia International Hotel
Marsh Wall

Isle of Dogs

London E14 9SJ

telefone: (071) $15-1551/712-0109
fax: (071) 712-0101

If it is acceptable to you I shall meet you in the Hotel reception at 10,00 hours. We shall
have a guided tour of the Hotel, following which we shall have a meeting in one of the
private conference rooms on the 11th floor, during which coffee and other refreshments.
shall be served.

T would be very happy to arrange for a chauffeur-car to collect you from your hotel if
you wish. If you prefer to arrive by public transport, then please take the Docklands
‘ Light Raitway {DLR) from “Bank™ station and alight at “South Quay”™ DLR station.
"The Britannia Interntational Hotel is approximately 200 -metres due “West of South:
Quay” station.

1 hope that you had a pleasant and restfull New year holiday, and 1 wish you a pleasant
.journey to London.

With kind regards.

Yours sincerely,

Victor A. Hill

Director

International Management Development
45 Ironmongers Place, London E 14 9y D'UK Telephore/Facsimile:
(00.44.71)/(071).515.4978
Registered with the UK Department of Trade and Industry

23




Huoraa ¢axcel neyataiorcs Ha cneuanbieix opmax. Ha-
npuMep.

SENT 12-1-95; 12:55; MOSCOW NARODNY BANK

FACSIMILE TRANSMISSION FORM
MOSCOW NARODNY BANK LIMITED

DATE: 12 January 1998 o

TO: MRS. S. A. SHEVELEVA — DIRECTOR..
COURSES OF FOREIGN LANGUAGES.
VICE GENERAL DIRECTOR.
CONSULTBANKER LTD.
VNESHECONOMBANK, MOSCOW

FROM: CHAIRMAN’S OFFICE
MOSCOW NARODNY BANK LTD.
LONDON

FAX NO: 010 70 95 975 21 02 TOTAL NUMBER OF

PAGES:1

MESSAGE TO RECIPIENT SIGNATURE:

Dear Mrs. Sheveleva,

With reference to your fax. dated 5.1.98. We confirm that the 14th January,
1998 for a period of one week is convenient for Moscow Narodny Bank to
receive you and that accommodation will be provided at the Bank’s prop-
erty. Please keep us informed regarding flight arrivals. If we can be of fur-
ther assistance — please do not hesitate to let us know.

Best regards,
Maureen Mills
Moscow Narodny Bank. London.

If you do not receive all the pages or have any difficulty with transmission
please contact 971 623 2062. Ext. 216

Member of the Securities and Futures Authority




IL. TIMCBMA, CJIOBA,
CJIOBOCOYETAHUA, ®PA3LI

1. 3ATIPOCHI (ENQUIRIES)

Hucemo

Dear Sirs,

nal, and would be grateful if you would kindly send us de-
tails of your aluminium fittings.

‘Please quote us for the supply of the items listed on the en-

closed enquiry form, giving your prices c.i.f. Southampton
Will you please also indicate delivery time, your terms of
payment, and details of discounts for regular purchases and
large orders.

Our annual requirements for metal fittings are considerable,
and we may be able to place substantial orders with you if
your prices are competitive and your deliveries are prompt.
We look forward to receiving your quotation.

Yours faithfully,

‘We have seen your advertisement in the Metal Worker Jour-.
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CJIOBA U CJIOBOCOYETAHUSA

to quote
item

enquiry

¢.i.f./CIF (cost, insurance,
freight)

delivery time
terms of payment
discount
purchase

order
requirements
competitive
pro}npt

quotation

cacyiaTh NpECATTOKECHHE

MO3HLMSA, HAHMEHOBAHHE
TOBapa '

3anpoc

cup/CUD (cTonmMocTs,
crpaxosanue, ppaxr)

CPOKHM MOCTaBKH

YCITOBHSA TUIATEXA

cKuaKa

3aKynKka

3aKa3

NOTPeGHOCTH

konxypemo'cﬁoc‘oﬁﬂ_mﬁ‘

HeMe/ITeHHBIH

npe.unoxceﬁne

Jononnuteasagie CIOBa H CAOBOCOYCTARNS

enquiry = inquiry
enquiry for smth.
to make an enquiry

to send an enquiry
to forward an enquiry
to send out enquiries

jto study an enquiry

to examine an enquiry"

to consider an enquiry
26

3aTPOC

3anpoc Ha 3aKYTIKY 4ero-mibo

CASIATH 3aNPOC, HATPABUTS
3aEpOC

OTIIPABHTS 3ANPOC

HaTIpaBHTh 3a1pOC

HAINpPaBUTh 3aNIPOCH B pa3-
Hble afpeca

M3YUYNTD 3afnpoc:

paccMOTpPETH 3anpoc



to reconsider an enquiry
to re-examine an enquiry

to be interested in some
goods

to be interested in buying
some goods

to be in the market for some
goods

to require some goods

to require some goods
urgently

to be in urgent need of some
goods

to establish relations with smb.

to do business with smb.

to coaperate with smb.

to be regular buyers of smth.,

to be potential buyers

to be prospective buyers

keen (competitive, realistic,

reasonable, affordable}
price for smth.

NepecCMOTPETEH 3a1poC

VHTEPECOBATHCH KAaKUM-
Jnéo ToBapoM

HHTEPECOBATBCA 3aKYIKOii
XaKoro-nuQo ToBapa

MCNBITHIBATE NOTPeGHOCTD
B npnoGpereHnH KaKoro-
mbo ToBapa

WCTBITHIBATE NOTPEOHOCTD
B CPOYHOM npuobpere-
HMM KaKoro-m6o ToBapa

YCTaHOBMTB JEROBbIC CBA3N
¢ KeM-I16o

TOprosars ¢ keM-nu6o,
VIMETB JETIOBBIC CBA3H
C XeM-TH6o

COTPYAHHYATH C KeM-THGO
OBITH NOCTOAHHBIMH FIOKY-
NATeaIMHU Yero-mo6o

OBITH NOTEHIIMAILHBIMU
TIOKYIIATENAMU

GBITh TIEPCIIEKTHBHLIMU
MOKYTIATENAMH

xopomast (KOHKypeHTocno-
cobHas, peasbHad, pa3yM-

Has, JOCTYIIHAA) 1ICHA Ha
YyTO-NHO0
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OTPBIBKH U3 ITNCEM

4 HAYAJILHBIE ®PA3H] ¢

Your name has been given us
by the British Chamber of
‘Commerce:

The British Embassy in Mos-
cow has advised us to get
in touch with you con-
ceming...

We saw your products demon-
strated at the Oslo Fair ear-
lier this year, and would like
to know whether...

Messrs. Rawlingson and
Black of Ottawa who we
understand have been do-
ing business with you for
some years, inform us that
you may be able to supply
us with...

We have seen your advertise-
ment in last Sunday’s Ob-
server, and would be grate-
ful if you would let us have
details of...

Your advertisement in this
month’s issue of the maga-
zine states that you can of-
fer...

28

MBI nonyuunu nadopma-
o o Bac ot Aurnuii-
CKOH TOproBoif HanaThL

AHIIHHCKOE [T0COIBCTBO
B MockBe pekoMeHAOBa-~
JIO HaM cBA3aThCA ¢ Ba-
MH 11O BOIIPOCY...

Mbs! Bugenu Bamy npomxyk-
uuio Ha Beictaeke B Ocno,
COCTOSABILEHCA B 3TOM Iro-
Oy, M XOTEeNH OBl Y3HATb...

Pdupma «PonvHrcal u
Bnak» u3 ropona Otrasa,
KOTOpas, KaK MBI TIOHSIH,
umeeT ¢ Bamu genosebie
CBA3H HECKOJBKO JIET, CO-
obIuna HaM, 4YTo, BO3~
MOHO, BEI cMoXxkeTe 1no-
CTaBHUTDH HaM...

Ma! Buaenu Bamy pexnamy
B HOMepe «ObcepBepar,
BBILUEAILEM B ITOCIIETHEE
BOCKpECeHbE, U Oynem
6naropaphsi, ecu Bl Ha-
NpaBUTE HaM [TOAPOOHYIO
HHpopMaluio...

B Bameii pexstame, nome-
LIEHHOM B )KypHaJIe 3a
3TOT MECAL], TOBOPHTCA,
410 BEI MOXeTe npemto-
KHTb...



€ Ynomunanue o nonoxcenuu na poinke

There is a sustained demand
here for high quality
watches you manufacture.

Demand for this type of
machine is not high, but
sales this year will proba-
bly exceed £25,000

These fancy goods are in
demand during the tourist
season (late May to early

September), but for the rest

of the year sales are mod-
erate, and often rather low.

There is no market here for
articles-of this type in the
higher price-range, but less
expensive models sell very
well throughout the year.

You can count ona brisk
tumover if prices are com-
petitive and deliveries
prompt.

V Hac ycToi4unBbId cripoc
Ha BHICOKOKaYeCTBEHHbIE
4achl, NPOM3BOIAMMEIE
Bamu.

Cripoc Ha CTaHKHM 3TOr0. THIIA
HE OYEHb BBICOK, HO HIPO-
JaKd B 3TOM TORY BO3MOX-~
"HO TIPEBBICHT 25 TEIC. aHTJT.
¢. cr.

DT MOJHBIE TOBAPHI OB~
3YI0TCS CIIPOCOM BO Bpe-
M# TYPHCTCKOro ce30Ha
{c xOHLA Masi 10 Havana
CEHTAODA), HO B OCTaNIB-
HOE BpeMS roja npoiaku
OYEHb HEBEJIUKH # YACTO
MPOCTO HU3KHE.

¥ nac Her cnpoca Ha Oonee

JOPOTHE TOBAPHI 3TOFO
.BUJA, HO MEHEE JOpOrye
MOZENH IPOJAIOTCH
OY€HBb XOPOUIO KPYI bl
roa.

Bb1 MOXETE pacCUMTEIBATD
Ha OBICTpBIit TOBapoobo-
POT, €CITH LIEHBI OyImyT
KOHKYPEHTOCTIOCOOHBIMH,
a NoCTaBKU — HEMEJICH-~
HBIMH.

@ IIpocvba nanpasume dononrHumensryro ungopmnanitio 4

Will you please send us your

catalogues and price list for

the cars.

HanpasbTe HaM, TIOXayit-

cta, Bam xatanorn
U MIpefiCKypaHT Ha aBTO-
MOOMIH.
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Will you please quote prices
c.i.f. Odessa for the fol-
lowing items in the quanti-
ties stated in our letter.

We would be glad to receive
specifications of your new
items, together with your
current-export price list and
detail of trade discounts.

We are also interested in
your terms of payment and
in discounts offered for
regular purchases and large
onders.

If we place orders with you
we shall have to insist on
prompt delivery. Can you
guarantee delivery within
three weeks of receiving
orders?

We would appreciate a sam-
ple-of each of the items
listed above.

As we do a considerable
trade in this line, we expect
a keen price.

VraxuTe, noKanyiicra,
LieHbl Ha ycaosuax CHUP
Ozecca Ha crenyonue
TOBapHI, B KOITHYECTBAX,
YKa3aHHBIX B HAIIEM
OHCHEME.

Mp1 Gyzem paasl IONYYHTH
crenuguxanmy Bammx
HOBBLIX TOBAPOB € yKa3a-
HHECM ITOCNEOHHUX 3KC-
NOPTHBIX UEH H TOPrOBHX
CKMAOK.

Ma1 Tarke XoTenu OuI y3-
HATDH YCHOBHA TFIATEXKA U
CKHINKH, KOTOpBIE Bol
TIPEIIATAETE 32 PETYIIAp-
HBIC 3aKYTIKH M Donblive
3aKasbl.

Ecnu Mu1 pasmecTiM 3akas
y Bac, mMu1 gomxisi Byaem
HACTAHBATH HA HEMEA-
nexnoil nocrasxe. Moxe-
Te JTH Bt rapanTuposats
MOCTaBKy B TEYEHHE TPEX
HEHENb CO BHA HOAYYCHAA
3aka3a?

ByneM npusnarensHst, ecm
BrI HATIpaBHTE HaM 00-
pasibl KAXIOTO HANME-
HOBaHMA, YKa3aHHOTO
BBILLIE,

Tax kar Hawa AeOBan aK-
THBHOCTH. IO 3THM TOBA--
paM JOBORBHO 3HAYH-
TEIbHA, MBI HAZEEMCA T10-
JIYYUTH XOPOLUYIO LEHY.



If your goods are up to sam-
ple, they should sell readily
in this market.

If the quality is right and the
price competitive, we think
we can promise you good
results:

Provided you can guarantee
regular supplies and prom-
isedelivery within a fort-
night of receiving our or-
ders, we should have no
trouble in marketing your
products here.

As we are the leading dealers
in this town (area, coun-

fry)...

Since we have conmections
throughout the country...

In view of the fact that we
are sole agents for this .
product...

As our estimated monthly
requirements are in the re-
gion of 2,000 cases...

Ecmu Bam Topap 6yner
COOTBETCTBOBAThH 0Gpa3-
1y, OH 6yIeT XOpOILQ
npoaaBaTheCad HA 3TOM
PBIHKE.

Ecmu xayecTBO Oy IeT xo-
polKM, a HeHa. — KOH-
KYPEHTOCTEOCOOHOH, MBI
CYMTAEM, YT MOXKEM
o6emats Bam xopolne
pPe3yAbTATHL

Ecm Bel MOXXeTe rapaHTH-
POBAaTh PEryAipHbIe 10~
CTABKM TOBApa i 0OEINaTh
TOCTaBKY. B TEYCHHE BBYX
HeZeNb CO AHA MONYyYEHHsA
HAlLMX 33Ka308, Y HAC HE
OymeT HHKaKMX 3aTpyate-
H#it B cObITe Bammx Topa-
PoB B Halneif crpane.

Tak KaK MBI SIRITAEMCS BETY-
e ToproBoit GupMoit B
3ToM ropope (pakione, crpa-
HE)...

Tak Kak y Hac ecThb JIeTIOBEIC
CBS3H 110 BCEH CTpaHe,..

Iockonuky MB: SRRSEMCH
MOHOMOABHEIMHM ATCHTA~
MM 110 3TOMY TOBapy...

Tak Kak, 1o noacueraM,
HallIH eKEeMECAYHBIE NTo-
TPeOHOCTH COCTaBAIIOT
npubGnmmsnTensHo 2000
ALLMKOB...
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We would like to discuss the
possibility of a contract
with you.

We would like to know
whether you would be
willing to grant us a special
discount.

As we are under contract,
please let us know whether
you can guarantee ship-
ment by 3 July.

Would you be able to deliver
within 5 weeks of receipt
of our order?

We require the goods by
-1 June at the latest.

Please quote your price c.i.f.
Liverpool (f.0.b./FOB
St.Petersburg).

M- xoTenu 661 06CyIHTD
BO3MOXHOCTE NOAIIHCA-
HUA ¢ BaMu KoHTpakTa.

Mg xoTenu Grl y3HATh, He
Mornu 661 Bel nipeniocra-
‘BHTB HaM Qco0yio EKHIKY.

"Tak xak MbI CBA3aHBI KOH:

TPAKTOM, MBI XOTesIH 05l
Y3HaTh, MOXeTe i Bl ra-

PaHTHPOBATH OTTPY3KY A0
3 mrons.

CMoxere 1 Bol mocraButs
TOBAp B TEYEHHE ITATH He-
JieTIb CO JAHA MOITyYeHHS
Haulero 3akasa?

Hawm nyxeH ToBap camoe
nosauee K 1 HioHq.

IIpocum gath Bawy nesy
Ha ycnosusax CU® JIn-
pepnynb (POB CaHkr-
Ilerepbypr).

4 3AK/IIOUHTEILHBIE ®PA3H ¢

We are looking forward to
hearing from you.

We are looking forward to
your early reply.

We hope to hear from you
shortly,

We would appreciate a
prompt answer.
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2Knem Baiuero otsera.

Kaem Bamero cxopeiimeroe
OTBETA.

Haneemcs Ha Barr cko-
peiiuiuii OTBET.

Bynem npusHaTenbHsl 3a
OBICTpBIi1 OTBeT.



As our own custoiers are’”
pressmg us for a quota-

T4k K&K HALON KSIHEHTDb:

O4EHb TPOCAT ObICTpee:

: ype-you witibe -AATb M NIPELVIOIKCHHE, MbI
abhmmicem an offer HageeMcA, UTo Bot Hanpa-
within a fortnight from BHTE €10 HAM B TeUeHHNE
today’s date. NBYX HeIIENb, HAYMHAS C

‘ ‘ CETOIHSALIHErO IHSA.

‘Since the season will soon be Tak KaK CKOpPO HA4HYTCH
under.way, we-must.ask™ Npa3iHUKA (HACTYIHT Ce-
you to reply by the end of 30H), npocmn Bac orse-
this month. THTB A0 KOHL{a MecAlia.

2. HPELJIOKEHUWS (OFFERS)
_IZucwo
July 3, 1997
Gentlemen:

We thank you for your-letter of 28 June, and- are glad to in-
form you that all the items listed in your enquiry are in stock.
We are enclosing a proforma invoice for the alluminium fit-
tings you are interested-in. If you wish to place a firm offer,
will you please arrange for settlement. of the invoice by draft
through your bank, and advise us at the same time.

| We can guarantee delivery in Melbourne within 3 weeks of
receiving your instructions. If you require the goods urgently,
we will arrange for them to be sent by air, but this will, of
course, entail higher freight charges. We are enclosing details
of our terms of payment, and would be happy to dlSCllSS dis-
counts with you if you would kindly let us know how large
your orders are likely to be..

We are looking forward to hearing from you, and assure you
that your orders will receive our immediate attention. '
Yours truly,
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CIOBA ¥ CIOBOCOUYETAHHS

to list

to be in stock

a profarma mvou:e
to place an order

a firm order:

to settle an invoice
a draft

to entail

freight charges
details

nepequcm&
6BITH B Ha.tmqﬁh
c'{e'r-npoqxopma
PAa3MECTHTD 3aKa3
TBEpASIt 3aKA3
OIUTATHTDL €YET

Tpatra as

ROBJEE 32 coGolf
TPaHCITOPTHBIE PACXOABI
MoXpoOHLIC CBEACHIR

‘HonommnTe/hinie CI0BA ¥ CI0BOCOYCTANNS

to make an offer/propesal/-
guotation for the goods

to. make an offer.without .
engagementfobhgatmn

o make a firm offer subject
to confirmation

to submit/send/forward an
offer for smth.

to send an offer to smb. for
consideration

to give sertous consideration
.to an offer
4

CRENATE NPEANIOKEHHE
Ha ToB4p
CASRATE RPSANOKEHHE
62 obmaatemery.
CRECNATH TBEPAOE NPERAO-

npémo)xerme Ha lrro-
mbo

"HANPABATE MPENROKCHRE

KoMy-aHGo Ha paccMoT-
peie

YACTIHTE MAKCHMYM BHHMA-
HEA NPEATIOXKEHHIO



to revrse/re{:mdufmew
anoffer *

to decline an offer
to withdraw an offer

to make a counter offer
to accept an offer
an original offer

HEePeCMOTPETH TIPEASIOKEHIE

OTKJIOHHTE NPEIRONKEHHE
OTO3BATH NPEAIOKEHUE
GRENATH KONTPIPEIJIOREHHE
NIPHHSATD NPEIOKEHIE

IEPBORAYATHHOE TIPSANO-
KEHRe

OTPRIBKH M3 TINCEM

& HAYAILHBIE ®PA3L ¢

We are pleased to bave your

. cnquiryﬂf...

‘We thank you for ypur en~
quiry of...

Inreply to yourenqnm_y of...

Replying to your enquiry of
2nd May we are pleased to
inform you that...

'We hai‘e pleasuie in con-*
“firming that we can..

We-thank you for yo_ur €n-
quity #nd are pleased to in-
form you that we hold
stocks of all our produocts. .

In reply to your engquiry-we
--are enclosing full particu-,

‘MBi pagst, 4TO NOMYHHITH

Bauwi 3af1po¢ of....
Bnaroaapum Bac 32 Bam
3aMPOC B OTHOIISHHH. ..
Bnaromapn 3a Bam 3a-
apoc OT...
B otpet a1 Bty 3anpocch'
B orser na Baur 3anpoc or
2 A pa.tu»x COOBUIHTD,
M= _panH r'ltixmep‘ BEPAKTD,
YTO MOXKEM..
Braropapus: Bac 3a3anpoc

# pagst cooONuITs, YTO
MMeeM TOCTAaTOHEIN 3a-

HAMHA | ;

B oTBET Ha Bamaanpoc
HANpaBIAeM NoAPoGHYI0
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lars of our export models.

We thank you for you letter
~of fst July and we'have sent
you today by sepdrate post
samples of...

We have:pleasure in offering
you the following goods...

We have pleasure in quoting_
as follows for...

We have pleasure i in submlt-
ting the following quota-

. tiofi...

We can offer you'immedi-
ately...

As a résult of the favourablg
supply situation we are
able to offer you firm for
immediate delivery...

HH(OPMALKIO O TEX MO~
RENFN%; KOTOPHIE MbL-IKC-
NOPTHPYEM.

Brarogapum 3a Bawe mycs-
Mo ot T Hioms it Coobuta~:
€M, YTO CCTOJHA MBI Ha-
npaswu. BaM 1o noure”
o0pasubLy

MEI ¢ yIOBOABCTBHEM
npeanaraeM Bawm cre-
AYIOI{HE TOBAPHL...

MBI ¢ YAOBONKCTBHEM aeM
Bawm fiensl Ha...

M5l ¢ YAOBOABCTBHEM Ha-
npasnseM BaMm crenyro-
1ee NPEeIOKEHHE. .

MuI MOXKeEM cpasy ripenio-
HUTh...

Briarofaps yaaqaHoMy To-
JIOWEHHUIO C HOCTAaBKAMH
Mb1 MoxeM Bam npemro-
JUTh TBEPAQ C HEMEUIEH-:
HOM TOCTaBKOH...

R 2 'IIeud\dchwaux nramesca @

Our prices are quoted f.0.b,
Odessa (fa.s. Odessa/c.i i, £
London).

Our pnces include packing
and carriage.

The price quoted includes
freight and packing in spe-
cial export cases.
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Hamu nenst — ®OB Opec-
ca (DAC Onccca I CH(D
JloxzoH).

Haiis teHb1 BKIIOYA0T
YHNaKOBKY M IEPEBO3KY,

HaspanHasg nena sioyaer
dpaxt 1 ynaxosky B crie-
LaNBHbIE 3KCIIOPTHLIE
ALK,



The: price includes delivery
to nearest raithead.

All prices are ex works.

Our prices are subject to 2%
discount for cash.

Prices are subject to variation
without notice, in accor-
dance with market fluctua-
tions.

The prices quoted are net..

We can offer a discount of
'12% on list priccs:

We can quote you £ 10 per
metre,

Prices for the quality you
mention range from 75 p
to £3.

Prices have risen (have

- fallen, remained steady).

Raw material prices have risen.
meg to the slump inl com-
" modity prices we can offer

you these goods at below
market price.

Hena BKITIOYaeT MOCTABKY
B Gnvxaiumii xenesHo-
. AOPOXKHEIH ITyHKT.

_Boe UEHBI — Ha yCIOBHAX.

cbpauxo—saaon.

Haum ueHs Moryr GITh
YMEHBUICHH! Ha 2%, eclTH
orata Oyner npousse-
JleHa HATHIHBIMY (Ge3
Kpenura).

Lener MOTyT GBITH. H3MEHE-
HbI 6e3 HALIICFO NIpeaBa-
PHUTENLHOTO YBEOOMIIE-
'HM#, B COOTBETCTBHH C
KoneGaHMAMH Ha PHIHKe.

HaspaHHbie HEHBI ABIAIOT-
CA HETTO-LICHAMH.

MB&1 MQXEM BPEJIONKHTH
12% cxuaxy ¢ npeiicky-
PAHTHOM LCHEI.

‘MBI MOX€EM HasBaTh LEHY

10 dyHTOB 32 MeTP.
I1eHEbI Ha TOBAPHI YKa3aHHO-
ro Bamu xayectsa — ot

75 nencoB 1o 3 HyHTOB.

Hens! ypemmmwincs

(YMEHBLIWIHCH, OCTAINCH
©e3 H3MEHEHHIT).

LleHs! Ha ChIpBE BO3POCIH.

brnaronaps cHIDKeHMIO LieH
HA TOBap MBI MOXEM IipeS-
noxuTs BaM ToBap To Le-
HaM HIDKE PEIHOUHBIX,
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We can offer you thése
"goods on very favourable
terms -

Our termis dte netcash (spot
cash, cash-within 7 days,
cash on delivery, cash with
order).

Onr terms-are payment on
invoice:

Qur tetims are monthly
(quarterly) scttlements..

Qut terms:are 30% discount
to approved dccounts, with
2% for settlement within
15, da,ys af. date of invoice.

Our térms and condmohs of
salé as prmtéd on ‘our -
voices must be’ ste ‘cﬂyob-
served,

Our terms of payment are
settlement'by last day of
month dl‘ recexpt of our
statement.

Payment by banker’s draft
(by Irrevocable lettet of
credit, by bill of exchange)
is requested.

18

ME1 MOKeM NPeTIoRNTE
BaM 3T TOBapK HA:O4¢HD
BRUCQMHBIX YCTOBUAX.

Hamu yChoBHa =310 BET-
TO HATTMUHBIMK.
{HeMeIeHHBII NnaTeK

. HAIHYHEIMH RA MOMCRT
3aKNI0YEHUA CACNKH, Ha-
MUUHBIMM B TEUEHNE CeMU

_JHeH, HaJTMYHBIMM 110 TI0-
CTaBKe, HAIUYHLIMK NIPH
3axaze).

Han ycsoBHg — maaTex
MO NMOMY4YEHHH CHETA. .

Haum ycnoBHs — 310 exe-
MeCAYHBIE (eXeKBap-
TAILHBIE) PACYETHI;

Hawus ycnopusa — 310 300+
Has CKHAKA AJIs XOPOLIO

, 33DCKOMEHIIORARILINX ceba
noKynatenei ¥ Doan
CKMZIKa 3a pacYeT B _Tetxe-
nue 15 nneﬁ OT AaThi c'-rera.

'Hainu yenosiua nponm

ﬁaneqa'raun Ha cyere’
“H HOTKHEL t'rpor‘o ‘005
OmopaTbes. i

Harnm- ycnonns niaTexa —
pactier 10 xoHua MécAia
IO ONYYCHHN BRITIHCKH
IO CYETY. _

TpocuM npowuspeciy nna-
Tex BaHKOBCKOH TpaTTOi
(no Ge3oT3nIBHOMY. aK~
' KPEAMTHBY, BEKCENIEM).



Payment for an initial order
would be réquired on pro-
.forma.invoice.

We shoiild require payment
by banker's draft on.ac-
ceptance-of your order.

ITo nepoHaYadnbLHOMY
3aKasy noTpedyercs ria-
TEX N0 CHETY-NPodopMe.

HaM HyxeH matex Gan-
KOBCKO#: TPATTOH NpH
AKLENTe 3aKa3a,

R 4 Cpat delicmeous npeonocenus &

Thls offet 1s ﬁrm for3 days

We offer these goods subject
~to their being unsold on fe-
ceiptoof your order.

This offer-miist be withdrawn
.if notaccepted within 7
‘tdays. --

'I'hns is 4 $pecial offer and is
ot subject to our usuat
dlscounts

Pleas et us have your order
by 31Jupe as this price
.concession: will not apply
after that date..

Goods ordered from.our old
catalogue can.be supplied
only until stocks are ex-

hansted, .

e

3T0 NpemIoxKeHHe —
TBEPAOE B TEUCHHE TPeX
AHew:

IMpeanaraesm gauubrii To-
Bap OpH YCIOBUH, YTO. OH
He Oynet npoaaH.A0. Ho-
my4enus Bauero 3akasa.

Ipeanoxenme JOMKHO
OBITH OTO3BAHO, ECTIH

- OHO He ByZeT HpUHATO B
‘FEYEHHE CEMHU AHEIL

K HEMY He TPHMCHSTOTCS
HALIH OOLTIHBI CKHIKH.
Tpocum HanpaBHTs Bam
3aKa3 1o 31 MION, TaK
. Kag noc;ne :n'on na-ru
JaHHAA CKHAKA AeHCT-

BOBATE HE 6y,qe'r

Tonapu. 3axa35mawue
) uamemy CTApOMY. Ka-
Tajory, SyayT [OCTaB-
_ARTHCA IPH YCIQBHH MX
HamHA (IOKA HE  ByayT
ucqepnanu 3anacu)
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This is-a special offer and
cannot be repeated.

‘Please note that the goods
supplied must be returned,
carriage paid, within'

7 days if not required.

ITO.CHACHIHANBHOE NIpen-
JIONEHAS, H OHO HE MO-
XeT GBITh MIOBTOPEHO.

O6paruTte BHHMaHHE Ha
TO, YTO ECIIY TOBAp He
TIoTpedyeTCH; OH N0+
seH GbITh BO3BPAINEH B
TeuycHUe CeMU AHEi, ero
IOCTaBKa ROJKHa OBITH
NPH 3TOM ORJiaveHa.

& Cnpoc u npeonoscenue &

‘This commodity is in great
dematd.

In view of the heavy demand
for this line, we advise you
to order at once.

The exceptional demand this
season has nearly cleared
our stocks of..

Owing to the increased de-
mand for this type of car
our stocks have run very
low.

There is no demand here for
such goods.

Tropical fruit is in good sup-
ply just now,

We shall be unable to obtam
further supplies.
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3TOT TOBAP NMONB3YETCA
6onbumM cnpocoMm.

B ces3u ¢ GonpmM cnipo-
COM Ha 3TOT TOBap COBe-
TyeM BaM pa3MecTHTs 3a-
K23 He3aMEUTHTEINLHO.

H3-33 HCKIIOMMTENBHOTO
CNpOoCa B 3TOT NEPHOL
HAaIlM 3aMackl,., NOYTH
NOJIHOCTBIO MCTIONE30BA-~
HEL.

Tak Kax cnpoc Ha aBTOMO-
Gum aToro THNA yBETH-
YHIICA, B HATMIHM Y Hac
oYeHb HEOOMBIROE MX KO-
JIHYECTBO. '

Ha sror ToBap y Hac Her
cnpoca.

Ceityac nocrannsercs MHO-
ro TPOIUYecKHX GpyKToB,

ME1 He cMOXeM NTOMYyYHTE
TOBAp B AajibHEKIIEM.



As we: hivéa good supply of
- thesé machines wé can ef-
fect shipment within'S days.

The model you ask: for is out
.of production, but-we can
supply the improved model
.instead.

We can offer you a wide
range /choice/ selection of
sizes and types from stock.

These goods are available
immediately from stock.

We advise you to stock up
while supplies are available.

Supplies of this commodity
on world markets really
exceed the demand.

Fak KaK:MBL HMEeM 10CTa-
TOYHO FOTOBEIX CTAHKOB,
TO MOX€EM OCYLIECTBUTh
OTTPY3KY B TCUCHHE ITATH
JUHEH,

Mouzens, 0 xoTopoii But
cnpaiusaete, CHATA
€ MPOU3BOACTBA; HO BME-
CTO Hee MBI MOXeM HO-
CTaBUTB YIYYIICHHYIO
MOJENIb.

MrE1 MoXeM NpesIoxKUTh
Bam umpoxwuii accopTh-
MEHT TOBapa CO CKJIajaa.

OTH TOB2pH HMEIOTCA B
HaTMYHH C HEMEIUICHHO
TocTaBkoif co cKi1aza.

CoseryeM Bam co3nats
OTpeneIICHHBIE 3aMachl
TOBapa, NoKa ero MoXHO
3aKyIUTh.

Ilpemnoxenue 3roro ToBapa
Ha MHPOBOM PBIHKE 3Ha-
YUTENHHO NPEeBLILIACT

cnpoc.

* Ilpocsba coobuums pewerue u dams ykazanus @

Will you kindly let us have
an early decision.

Please send us your instruc-
tions by cable (telex/fax).

Please wire/cable your order.

Please telephone. your order.

IpociM coobuyTs Bae pe-
LIeHHE KaK MOXKHO ObicTpee.

'Hanpaspre Bamm pHeT-:

PYKuuH 10 Tenerpady
(renekcy, dakcy).
HanpassTte 3aKa3 nio Tese-
‘rpady.
PasmecTHTe 3aKa3 no Tene-
dony.
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Kindly cenfirm your order at
the price quoted.

We await your instuctions by

retum.

1f our. proposal is acceptable
to you plcase confinyby.
‘refurn.’

If you “accept our quotatlon,
please advise us by télex.

Your reply by retum-would
be appreciated,

Please lct us kriow ‘your:
wishes by Fnday next.

Please.quote Catalogue No.
and colour required when
you order..

If you let us have your in-

' structions-by Thursday at
the latest we could ship |
your. order by s.:s.-Orion,
which sails on 23 Aligust.

Kindly us¢ the enclosed or-
der form when you make.
out your order as this will
facilitate prompt and accu-
rate execution.

Iy}

Hoarsepavre Baut 3axas no
Ha3BaHHMOH HAMH HCHE,

Mat HAZIeeMCA IOy YUTh
m{crpyxuun Hesauemm-
TENBHO.

‘Eqin Hawe npemioxenne;

Bawm nonxoaut, noarsep-
J.m're, nmxanyucra, cpaay.

Ecnn Bur npuHuMaeTe Ha-
1Ie IPeUIOKEHHE, C006-
- I[ATE. HaM 1O TENEKCY.,

Bynenm Bats 6naronapusy,
©CITH OTBETHTE cpaly.

Coo6mure Bamm noxena-
HHUS 10 NATHHUUDI Clie-
Aylomeﬁ Henenm.

Korna 6yznere pasmemmars
3aKa3, YKaXuTe HOMEP 10
KaTasiory i HyKHbIH

Ecnn mbt noayaum Batmu
MHCTPYKUMH JO YeTBEpra,
MEl CMOXEM OTIPY3HTS.
TOBAD Ha, cymie «Opﬂon»,
KOTOpOS OTROMHT 23 aB-
rycra.

Ilpn cocTaBnennm 3aKasa
UCIHIOAR3YHTE NPANTArac:.
Myio dopy: 310 0Gecnie-
HUT BBICTPOE H TOYHOE
€ro0 HCIONHEHNE.



-4 3AKJIOYMUTEJBLHBIE ®PA3B ¢

Our whole ¢ cxpenence is at
‘your sérvice. We' hope
you will make use of it.

We think we have covered
every pomt of your en-
quiry. If not please do not
hesitate to write to us
-again.

We should appréciate the
opportunity of showing
you how efficiently we -
can sc€rve you.

We hope the enclosed .
catalogue will give you'
all the essential facts
about éur lines,

You may rely on s to 5
give your requirements
immediate attention.:

We are sure that these gnods
wﬂlmeetyour réquirs-
mients, arid we look for-
ward to your first order.

We 'will hiold @ quantity in
-reséfve for you, as we
feel sure you would not
wish to miss such an op<

portunity.

HAL# SHABHA 1 OIHIT — K
uT0 Bai Henione3yere Hx.

l’lonamcu, 10 MBI OTBETHIIH
Ha BOE BOTIPOCEI 11O Ba.memy
3anpocy. Ecan Bul e yaos-
JIETBOPEHbI, TO OOAIATENEHO

ByneM pamst BO3MOXHOCTH
ﬂponeMOHm;pupopan ‘Ha-
CKONBKO 3hexTHBHEL MO~
ryT 6bITh 1A Bac Hamn
YCOYFH..

Haneemcs, 4to B npunarae-
MOM KaTaitore Bel Haiinere
BCIO OCHOBHY 10 HHOpMa-
LiM10-0' HAUIMX TOBAPaXx.

Moxere NoNoXHTECH Ha Hac,
MBI yaenuM BammM tpeGo-
BaHHAM MaKCUMyM BHHMAS
‘BHA, i HEIAMEGUTHTCNILHO.

Mt ysepeust; 410 T082p
OYBECT COOTBETCTBOBATE.
Bamum tpe6oaanym v
HETEpPHEHMEM xaeM Bame-
FO-MIEPBOrc 3aKasa.

Mut nepamm mns Bac onpe-

. BETICHHOE KOJIMYECTBY TO-
Bapa B pesepBe, Tax Kak
yBepeHbl, Yro Bal He 3ax0-
THTE YIYCTUTR mxyxo BO3~
MOXHOCTB. =
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We look forward to the
pleasure of serving you.

If you think our offer meets

your requirements, please:

let-us have your order at
an early date, as supplies-
are limited:

Mu1 6yneM pajst OKasaTh

Bam 3Ty ycayrs.

Ecimn Bbl cunTaete, 4To Haue

TIPEIIOKEHHE YIOBIETBOPS-
et Baunm tpeGopatmam,
HanpassTe Baui 3aka3 xak
MOJKHO GBICTpee; TaK Kax

KOITHYECTBO TOBAapa B HaNH-
YTHH OrPaHHYEHO.

Tak KaKk MBI HCTIOJIHAEM 3aKa-
3B CTPOTO 1O Mepe UX nfo-

As-we execute all orders.in.
strict rotation, we

strongly advise you to or- CTYnneéHus, coseryeM Bam
der early. CAENATR 3aKa3 Kak MOXHO
GpicTpee.

Our services are at your Mpsi x Baum ycnyram.
disposal.
3. 3AKA3BI U KOHTPAKTHBI

(ORDERS AND CONTRACTS)

‘Conposadumensnoe nucomo

Dear Sirs, 2nd February, 1998

Please find enclosed our Order No DR 4316, 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?

If you do not have some 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 faithfully,

a



CJIOBA ¥ CIOBOCOYETAHM S

viz (ram. videlicet) a MMEHHO, TO €CTh
documents.against payment IOKYMEHTHI TPOTHB FINATENA
shipping documents OTIPy30UHbIE NOKYMEHTEL
a sight eﬁaft- TpaTTa ¢ HEMEIUIEHHOI! O~
naroti
a substitute JaMeHa
to appreciate OLICHHTD; TTOBBILIATEH HEHY
acknbwledgEment‘ NIPH3HAHHE; NOATBEPKACHHE
S (nony4eHun) '
sincerely HCKpCHHE
3akaz
ORDER No. DR 9517.

F.LYNCH 7CO.LTD,-

(Head Office), Nesson House, Newell Street, Birmingham B3 3AL
| Telephone: 0213356671 Cables: MENFINCH Birminghamt Telex::34641

Satex S.p. 2.
Via di Pictra Papa
00146 Roma
ITALY Autharized L. Coana
Quantity 1tem descrption Cat. No. Pricec. i. f. Lon-
~don
150 | V Neck: 50 Red/100 Blue R432° | £6.90each
120 Roll Neck: 80 Black/40 Blue N 154 £4.70 cach
100 Roll Neck: 70 Green/30 Beige N 154 £ 8.000 each
Note: Subject to 5% quantity discount

Comments: 15% Trade Disc. Pymt. D/P Del 6 wecks Da'e 9 March 1998
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CAOBA ¥ CAOBOCOUYETAHHA

 to authorize, .

' uthorized

+ quantity
quantity discount
item-description
v-neck

roH neck

subject to..

cat. — catalogue’
dise. — discount
Pymt. — payment

D/P — documents
-against payment
Del. — delivery.

YHAONIHOMOYMBATh, IIOPYUYATH

YIOAHOMOHCHHBIH (TIOAIHCATS.. -
_3aKag)

‘KO/H4eCTBO
CKHAKA 32 KOJIHYECTBO-

- GRHCAHHE (HAHMEHOBAHHE) TOBIPA.
‘HYNOBEP, CBUTEP (C BHIPEIOM HA

e B BHAE. OYKBSI ()

"CBHTEP C'KPYIABIM BOPOTHHKOM

€ OTBOPOTOM
TOMISKUT (4eMy-iinGo)

Katajaor

harex

ROXYMCHTEL NPOTHS OILIATSL;

AOCTABKA; NOCTABKA



Konmpaxm

B Contract No 5873/
Mesedw : 23 Decersber; 19..
Messrs Brown and Co., London, England hereinafter referred to 3s “Seflers™ on the
onc part, and Russian Italian Joint Venture Loco, hereinafier refcrred to as “Buyers™ on
the other part, have concluded the présent Contract whereby ¥t is sigreed as folfows: +

1, Subjcct of ontract.

According to the present Contract the Sellcrs have sald and the Buyers have ,
bought i goods which déscription, quantity &id pnces are md:cate& in Specification’
No 1.

Thé Spiceification is considered anintergral'part of the Contract.

2. Prices anid Total Vaiue of the Conitract "'

1. Prices: fot the goods 10, be: delivered: under the present Contract are uaderitood
franco- warchouse, Moscow, B US Doliscs, including pethking, markisg, freight and
insurance.

The total valuc of the Contract is USD 141,000.00 (one hundred and forty one
thousand American: Ddhs}.

1 Time of De[;vegx

Time of Delivery of the gaods is determined: and indicated in. Specification No 1 of
- the present Contract. The date of the Aif waybill issued in the name of the Buyers iy
|} considered 40 be the date of delivery. The goods shall be shnppcd by Jots indicated in
. Specification No 1. Partial shipments ‘are not allowed.

4. ality of
The quality of the goods delivered under the present Contract shall cenform to. the
1 quality of the samples selccled by the Buycrs for the purchase.

‘5. Packing and Markmg

/ Packing and marking of the goods to be delivered under the present Contract are
| made in accordance with the Rules for Air Transportation. Packing shall provide the
| fuil safety of the goods during transportation as well as their storage.

ificatj i
The Sellers are obliged to notify the Buycers of the shipment by telex or by fax not
'} Tater than 2 hours after shipment indicating the following:

number of the Contract

description of goods

datc and time of shipment

number of the Air waybiti

quantity of goods

weight in Kgs

total value of goods

The address of the Buycrs is indicated in Specification No 1,




7:Tems of Payment
The Buyers shall transfer 50 per cent of the total valuc of the Contract; i. ¢. USD

70,500.00 (seventy' thousand five hindred American Dollars), within 5 bankisg days of ¥
the datc of the present Contract, to ihe Sellers® account:

Mesrs. Brown and Co:-
No. 0092 —3...
Barclays Bank, Branch...
London, England. .
The balance af 50 percent shall be transferred by the Buyers within § days upon -
receipt of the following shipping: dociments: E

1. Commercial invoice

2. Air waybill

3. Insurance - policy

4, Packing list

5. Acccptance Report signed by the Sellers

6. Acceptance chptisignccj_hy the :Sqlicrs and Buyers.
, A ftrati

Any dispute which may arise out of, or in connection with, the present: Contract T

Law., ) . )
In'case tlic parties cannot Settle the dispute in an ami¢able way the matter is -
ferred to the Arbitration Comision in... The Arbitration Award shall be final ahd
binding upon both partics.
al Address ties

The Scllers: Messrs. Brown and Co.

E:ndon
England

The Buyers: Russian — Itafian’

Joint Venture
Loco

Moscow
Russia

Signatures:..

shall be settled by the Sellers-and Buyers amicably, without recourse to anyiCouct of ;|
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CJIOBA M CIIOBOCOUYETAHNS

hereinafter

joint venture

to refer to smth.

rgferring to

reference

to conclude a centract

subject of the contract

object of the contract

according to...

d:escriptiqn of goods

integral

to be.considered-an integral
part

-value

the total value
warehouse
ﬁgight
i;i:sumnce
delivery

time of delivery
terms of delivery
to determine
to-indicate

air waybill

to issue

naee B AAHHOM JOKyMeHTe
(3necr)

COBMECTHOE MpeAIIPHITHE

CCBUIATBCA Ha YTO-TN60O

CCBUIAACH HA

€ChUTKA

3aKNI0YHTE KOHTPAKT

NpeaMeT KOHTPAKTa'

KaK yKa3aHo B...
HaUMEHOBaHMe TOBapa
HEOTBEMIIEMBI

CHHTaThCH HCOTBEMIIEMO#H
YaCTBIO -

CTONMOCTB
o0LIad CTOUMOCTE
CKIIag

¢dpaxrt

CTpaxoBaHHe

IOCTABKA

CPOK NOCTaBKH
YCIIOBUA NOCTABKH
ONpenenaTh

yKa3bIBaTh
aBMarpys3oBas HaKJIagHas

BBINHCHIBATH, BblAaBaTh,
BEIIYCKAThH
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lot

partial

partial shipment

to conform to

sample

packing

to pack

marking

to mark

in accordance with.,.:
rule

to.provide

safety

full safety. -

storage

to store

notification

to notify

to be obliged to do smth.

to transfer
transféf -

to make a transfer
account

to smb’s account
for smb's account
balance

50

AAPTHS

YaCTHYHBII
YaCTHYHas OTrpy3Ka
COOTBETCTBOBATH
obpazey

yNaKOBKa
YyNAaKORLIBAThH
MapKHPOBKa
Ma-bmpmarb

B COOTBETCTBHH C...
TIpasHO
obecneunsars.
6e3omacHOCTB
norHas 6e30MacHOCTD

- XpaHeHHe

XPaHHTH, CKIIaAHPOBATL
YBENOMIIEHHE
yBEIOMIIATL

6LITh 0643aHHEIM CACHATD
" YTO-II.

nepeBecTH
nepeBoxn

CRENIATE NEPEBOX
cuer '
Ha ueii-mubo cyer
3a 4eH-nmnbo cuer
OCTATOK



“receipt

insurance policy

packing list

acceptance report

1o acoept

arbitration

dispute

to arise {arose, arisen)

a dispute arose out of smth.

to settle

settiement

in settlement of
amicable

in an amicable way
snicably

“without recoursé to sinb.
‘court of law

party

“to refer

‘10 refer a matter to arbitration

award
ﬁbﬂra'aon award
Sining

HAORYYTHME; KBHTAHUHA

CTPaxOBOH IMOIHC

YIAKOBOYHBIH AMCT

aKT NPHEMKH

NIPHHHUMATD

apburpax

cnop

BO3HHKaTh

CHOP BOFHHMK H3-3a Yero-
nnbo

YperyaAHpOBATH

yperynuposaHue

AAA yperyAMpPOBAHUK

APYRECKHH

IPYKECKMM TiyTeM '

APYRECKHA

6e3 obpalgeHis B...

cyR

3aKOH

YA

CTOpOHA (KOHTpaKTa) ~

nepenaTs

nepenaTh o B Gy

- petesye {Cyaa, apGuTpaxka)

pelizenne apbuTpixa



legal
signature

IOPHIHYECKHI
MnonItch

JononunreinHbie CJI0BA H CTI0BOCOYETEHHSA

to negotiate an order

to fulfil/execute/carry out/
perform an order

fulfilment /exécution/ per-
formance of an order

in the course of the fulfil-
ment of an order

to prevent fulfilment of an
order (a contract) '

complete (partial) fulfilment
of an order

‘obligation

to fulfil obligations under a
contract

to cancel an order in whole
(in part)

cancellation of an order

volume of an order

validity of an order

to be valid

the Contract is valid for

3 months

(up to December, 1998).
an order (a contract) form
an order (a contract) for the

goods
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BECTH NEPETOBOPLI O 3akase
BBIINOJIHATD 33aKa3

BBITNIOJIHEHHUE 3aKa3a
B XOJie BRHIMOJTHECHHSA 3aKa3a

TIOMEIIATE BLIMOTHEHHIO
3aKa3a (KOHTpaKTa)

NONHOE (YACTHIHOE) BHI-
TIIONIHEHHE 3aKa3a.
obA3aTeNBCTBO
BBITNIOJIHUTE 0643aTeNLCTBA
NO KOHTPaKTy
aHHYIHPOBATb 3aKa3 1o~
HOCTBIO (YacTHYHO)'
AHHYJIMPOBaHHeE 3aKa3a
obneM 3akaza
CPOK IeiCTBHA 3aKa3a
OLITH meHCTBHTENBHBIM

KOHTPaKT HMEET CHILY TPH
Mecsma N
(mo nexabpa 1998 r.).
Gnank 3axa3a (KOHTpaKTa)

3aKa3 (KOHTPAKT) HA TOBAP,



a large order (a contract)
substantiat
small
further
relevant
official
formal
original
repeat
firm

trial
sample
lucrative

under/against/on an order
(a contract).

to place an order with smb.
for smth.

to give/send an order to smb.
o order smth. from smb.

to-order from stock

‘to secure/obtain an order
from smb.

to accept an order

‘to confirm the acceptance of
an order

formal confirmation of an
order

GonpiHOoi 3axa3-(i(om'pé"f;r)
3HAYHTEIbHBIH
ManeHbKUI-
AanbHEAIIHA
COOTBETCTBYIOMIMIA
odHUHANBHBIH
dopMabHEIf.
NepBOHAYAIBLHbIH
HOI;TOPHHﬁ

TBEPABIH

npo6HsIii

Kak oOpaser
BBIFOTHBIA

1o 3aKa3y (KOHTpPaKTy)

pasMemars 3aKa3 y Koro-
nH60 Ha yTo-mHbo

HATNPaBUTh 3aKa3 KOMY-. -,
nnbo

3aKa3aTh YTO-MO0 y KOro-
nubo

3aKa3aTh CO CKIAAR

TIONy4UTh 3aKa3 OT KOro-
mbo

NPHHATD 3aKa3

NOATBEPAHTE NPUHATHE
3aKasa

dopmanshoe NoaTBEPXKE=-
HHE 3aKa3a
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to revise an order {a-contritct)

to withdraw an.order

to draw up/make vp 4 don-
tract

to make/canclude a contract
to sign a cantract

to send a contract. for signg-
ture/signing

while signing a contract

on/upon signing & contract’

terms/condmons/tenns and
conditions of a contract

to observe the terms of
a contract

non-observance of the terms
of a contract

_provisions of a contract
a clause of a contract

to'ward a clause of a contract:

the wording of a clause
parties/sides to a contract

contracting parties
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(xoHTpaKT).
AHHYJIHPOBATh 3aKa3

COCTABUTH KOHTPAKT:

3aK/TIOUHTE KOHTPAKT -

. IOZMIUCATH KOHTPAKT
IHanpaBHTb KQH‘I’paRT Ha

NOoANHCaHHUE

npu NoANUCAHUMI
‘KOHTpaKIa

YCNOBAA KOHTPAKTA

cODIIONATh YCROBHA:
KOHTpaKTa

HecoOMoieHNe YCHOBHH
KOHTpaKTa

YCToBHS: (IYHKTEL) KOHTPAKT

TIYHKT Rompax'ra

Kompam e
‘bopMYJaloBKa.f S
cTOpOH, 3aKGsite’

ROroBapHBAIOIMECH CTO-
POHBI



-to prepare a contract
to prepare a draft contract
to prepare 3 revised contract

to specify/stipulate/state/
provide for smth. in the
contfact

to iriake/introduce alferations
.10 8 contract

modifications/alterations/
.amendments of a contract
to make/infroduce an
amendment to a contract
to-amend a contract
.contract obligations

contract undertakings
contract requirethents
coatract period/term
contract cﬁ‘angw
contrict alterations
contract modifications
contract price

" MOATOTOBHTE (COCTABHTS)
+ /KOHTPAKT.

HOOArOTOBHTD MPOEKT
KOHTpaKTa

OOANCTOBMTE HOBMIL BAapH~
aHT KOHTPaKTa

HPEAYCMOTPETD, 4TO-1H60.
B KOHTpPaKTe

B .
B KOHTPAaKT

VMB3MEHEHUA KOHTpAKTA
B KOHTPAaKT

H3MEHATS KOUTPAKT

obs3aTeakbcraa

“fI0 KOHTPAKTY

TpeboBaHKA [l KOHTPAKTY
CpOK KOHTpaKTa

H3MEHeHVR KOHTpaKTa

IICHA 110 KOHTPAKTY
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4. ICITOJTHEHUE KOHTPAKTOB
(EXECUTION OF CONTRACTS)

HIICM(O 0 CPOKAX nOCMAsKu

Dedr Sirs, 8th June,'19...

R ontrag No 57-76/60, Addendgm No |
Contract No 57-76/61

We refer to your letter of May 25th on the subject of the above contracts and would
advise as follows:

Contract No 57-76/60 has alreadly been programmed for completion during October
and November and particular-attention will-be paid to ensure-dispatch before the end
of your financial year.

Contract No $7-76/61 has been completed on all items with the exception of item 24
to which you refer. We are sorry 10 note your dissatisfaction regarding the supply of
{his item and agree that we are in atrears to the terms of the contract originally sped-
fied.

1t will be recalled; however, that we advised you that the original delivery promises
quoted were based an a totally incorrect assessment of our suppliers’ capability. A
full investigation was carricd out and it was ascertained that the best pqssnble delivery -
we would offer was in the order of 8500/5000 items per week.
This was discussed between Mr. Hopkins and Mr. Ivanov and as we recall the situa-
tion this revised delivery rate was accepted and agreed as being sufficicat to. maintain
‘your production programmes.

‘We'have in fact maintairied the riéw delivery promise and anticipate continuing to do
so until dispatch of the balance outstanding well before the end of the year. We shall

be dispatching 5000 units this week by air and understand from M. Ivanov that we
-should revertto sea freight for following supplies.

Yours faithfully,

Supplies Controiler
Overseas Operations
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CHOBA M .CAOBOCOUETAHUS: -

to refer to simith.:
to advise

to programme for
.completion

to pay particular attention to

smth.
to ensure
dfépatch_
financial year
to complete
exception
to note.
dissatisfaction
supply.
to be'in arrears

to specify

to recall

promise

to be based on smth
totally

incorrect
assessment
supplier
capability
investigation

CCBUTATHCA Ha HT0-THGo
coobmars

3aNNAHKPOBATH
3aBepliIeHNe, OKOHYaHHE
YReNATH 0c060e BHUMAHHE:

- yeMy-nubo

obecnieynBaTth

OTNpaBKa, OTChUTKA

duHaHCOBEI rog

3aBEPLINTE, 3aKaHYHBATh

MCKTIOYEHHE

TNPHHUMATE K CBENCHHIO

HEYIOBJIETBOPEHHOCTD

nocraska

HMETE 33{0JDKCHHOCTD,
OTCTaBaTh v

06YCIIORIHBATS, OrOBaPHBATE

BCNIOMHHATD, NPHNIOMHHATS

‘obemanue

OCHOBBIBATHCA Ha YeM-TH60

abCconoTHO, COBEPLICHHO,.
TONTHOCTBIO

HENPaBUIIbLHBIIH
OLIEHKa
MOCTABIIMK
BO3MOXHOCTB
HCCTIeA0BaHNE, H3YUeHHe
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to carry out
to ascertain
per week

to revise
delivery rate
sufficient.
to maintain

production programme

to anticipate

outstanding

unit
to-revert to smth-
follow-up

HpOBOHTE
)'CT&H&BHHB&TB

B HBRCJIIO

nepeCMATPHBRTE
HOPMa 1MoCTaBKH

MOCTATOMHBIN

NOEPKUBATE; COXPAHATH;
YAEPXKHBATH, IEPHKATH MO
KOHTpOmEM: "

NPOH3BOACTBCHHAMN NPO*-
rpaMma

OXMAATE, NPEABHACTS,

HEBBIMTOTHEHHBII, HENTO~
CTaBlNCHHbBIH

CAMHHLA, TIO3HUNA
BO3BPALUATECA K "EMY-TTHGO
nocaeAy oM

HonoauATe: HLtE CA0BA  CAOBOCOMETARNN

to fulfi} 4 contract (an order) .

toexeeuteacmlmet(anor&r}

‘co;macmai obligations
(cmmmtments;

to fulfil contractual obliga-
tions-
timely execution/fulfilment
“of the contract

58

BBNOAHATS xom-pam'
(3axa3)

oﬁmmmsa o KOH-
Tpaxry, xourpalmme
obmsaTenscrea

BBHIONHATE KOHTPAKTHEIE
oba3aTenncrsa

CBOEBPEMEHHOE BBITOIHE:
HHEe KOHTPaxTa:



to ensure timely execution/. .
fulfilment of the contraet

to make due payments”

to make payment vale 16th::
February,

to make/effect delivery
ahead.of time
behind schedule

late delivery
scheduled deliveries

to give priority to the deliv-
“ery of the goods under the
contract

to arrange early shipment

to'speed up/ expedite dclivery
to dehvcr from stﬁck

to pxonuse mformatm on
smth.

to rais¢ a problem

to hold drscusswns

to agree on smth
toreach a comproniise

to clarify smith. (a number of
points)

0becnenTs CBOEBpEMEH-
HOE BHINOJHEHHE KOH-
TPaKTa

NPOH3BECTH HEOGXOHMMBIE
IUIaTexu

IPOM3BECTH NJIaTeX ¢ B~
TOJ BANIOTHPQBAHHUA
16 denpans

NPOU3BOIUTD NIOCTABKY
ROCPOAHO:
comoianueM
CPOUHAN HeMeIIeHHan
NOCTaBKa
3amo3aBIIad MOCTABKA

TIOCTaBKM NTO KANECHAAPHO-
MY IUIaHY, NOCTaBKH 1O

. Tpaguxy

NpUAABATE NEPBOCTENCH-
HOE JHAUEHME NOCTaBKE
"TOBAPOB 110 KOHTPAKTY

‘OPraHH30BATE JOCPOUHYIO

NOCTaBKY

YCKOPATE ToCTaBKYy

MOCT2BIATH CO cxnana
obeiats npencmmmml-

dopmatmo 0 ueM-mbo
NOAHMMATD POGAeMY
TIPOBOAMTH OGCYXAEHHE
AOTOBOPUTECH 0-YeM-THGO
AOCTUTATh KOMIIPOMHCEA
PaIBACHATS YTO-1H6O0 (pAn

BOIPOCOB)
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to-incorporate modifications BKITIOUATE HIMEHEHNS!

to make dlterations. BBOAUTDL H3MEHEHHA
to meet the delivery schedule BBHINOTHATE Ipaduk
NOCTaBKH_
to meet the-deadline: YIOKUTHCHA B CPOK
to meéet'smb’s requireiments YAOBETBOPATE YEH-THGO
_ " TpeGoBanmA
to have difficulties in doing HMeTh TPYJHOCTH C YeM-
smth: nbo
to be faced with a problem CTOJIKHYTHCA € NpoGneMamm
to go bankrupt/to go broke 00aHKpOTHTHCA

OTPHIBKH U3 TIHCEM
¢ HAYAJLHBIE OPA3BI ¢

With reference to our Order Ccpurasics Ha Hauy 3aKas3
_(Contract No 589/79) of (Kontpakr M.r589.79)
30th July... oT 30 uions..

Thank you for your letter of Braronapum Bac 32 ITHCh-
November Ist. We regret Mo ot 1 Hoa6ps. K coxa-
being unable to execute JIEHHIO, MBI He MOXKeM
your order. BBINNOTHUTSH. Bamu 3aka3.

We are very sorry indeed to MEI oueHb coXarnteeM, YTO
have to advise you of HaM IPHXOJUTCH CO06-

a delay in executing Con- maTs BaM o 3agepixke
tract No B BhIioNHeHuu Kontpak-
Ta Ne...

We have the pleasure of Mpb1 umeeM yoBONBCTBHE
informing you that... coobmuts Bam o TOM,

4To...

& Coobuenisé o swnonnenuu xonmpaxma ¢

We managed to fulfil all our Hawm ynanocs BEIIOTHUTE
contractual obhgatlons BCE Hal KOHTPaKTHbIE
oba3aTenscTBa.
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We are pleased to-confirm
that your order is com-
pleted-and ‘awaits coltec~
tion at otir. works.

As requested in your letter-
.we have given priority to.
Coniract No...

We have every reason to
believe that we will'be able
to-meet the delivery date.

The goods are ready for
despatch. We would be
glad to have your instruc-
tions,

We have already advised
.you that the outstanding
balance is being delivered
now and the contract will
be completed by the mid-
-dle of this month.

Mbt HMeeM YROBOTLCTBHE
NOATBEPANTH, uTO Bain
3aKa3 BHINONHEH
M QXHIAET OTHPABKH C
Hauero 3aBoja.

B cooTBeTCTBHMA.C.
npQcEBOM, HATOKEH-
Ho# B BameM nuceMe,
MBI YAEHHAN NIEPBOCTE~
TIEHHOE BHUMaHMeE
Konrpakty Ne...

YV Hae €CTb Bce OCHOBaAHHA
nonararts, 4TO MBI EMO-
HEM YIOXHTBCH B CDOKH

ToBapsl FOTOBHI K OT-
npaske, Mbt OyzieM panst
HONMy4HTh Baluy HHCT-
PYKUHMH.

Mbe1 yxxe coobumnu Bam,
YTO HENOCTABNEHHEIH
OCTaTOK (TOBAp) yXKe
OTNPABIIACTCA, H KOH-
TPaKT GyzeT 3apepiucH
K CepelIMHE MECALA,.

@& Ipodnetine cpoxoe nocmasku ¢

We would like to have your
confirmation that you
agree to the delivery date
being extended to 15th-
February without the pen-
alty clause applied.

We wish to explain why
there was a delay in ship-
ment of...

M1 xoTenu 66 NONYYHTD
TIONTBEPXACHHE TOI'O,
4yT0 BBI cornacHel ¢ npo-
IUIEHUEM CPOKa TTOCTaBKH
no 15 ¢peBpans 6e3 mpu-
MEHCHHA mTpadHBIX
CcaHKIuit.

MbI XOTHM OOBACHHTD,
noueMy 65u1a 3azepxKa

B OTIPY3Ke...
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We apologize for tkwdelay
which was due 8 circum-
stances -beyond eur con-
&o‘:‘\

We regret to inform you that
-there will be a hold-up in
getl;mg -your oonsmnment
to you.

Unforfunately we have run

‘out of the material you
asked for. As you have
pmhcuhﬂyraqmﬂfmly
this material we will iiot of-
fer a substitute, but hope

- wewill get-delivery of a
new consignment within -
the next two months; .

We will be unable to com-
plete detivery by the
stipulated date arid would
apptecmte it if you would
agrec’ to extend the deliv<

ery time,

Please note:that the first ..
consagament was. sinpped

~in due course. Astothe .
second cmsgnmem we
‘are hopeful that we will
have it available durmg
the first half. of Novemb:r

Mz mpuBROCHM HIBHHEHHS
33-3aBPKKY, XOTOpaA
APOHSOIINA A0 HE 3aBH-
CALMM.-OT Hac obcrod-
TERLCTBAM.

K cumeﬂm, MBI 0006-
maeu Bau 9TO0 JLOCTaB-
xa Baineit napmu TOBA-
Pa 3agepKHuBaeTcy.

K coxanennio, y Hac. 3aKOH~

YHACH MATEPHAIL, Q XOTO-

_pos Bet npocusn. {lo-
cxonsxy. Bui sanpaummany
‘TOABLKO ITOT MaTepHATT,
MBI HE IPEIVIATacM 3aMe-
HHTESTB, HO HAACSMCH, HTO
_HaMt ROCTABAT HOBYIO Trap-
THIO B TEYEHHUE cneny;o-
umwx  ABYX MECAHEB,

Mm Be CMOXCM 3AROHINTS
ROCTABKY K HAZHAGCHHOMY
cpoxyuﬁwmﬁu'ma

macumnpowm CPOK
ROCTABKH. .

Tipockm GTmetiTs, 110
nepsas HayTas Ssina o1-
rpysEHa nonpm Hro:
KacaeTcs BTOpOH NApTHH,
-0 MBI nanemm, ¥TO f1b-
NyiHM é¢ B TeUeHRE iep-
BOH ONOBHESI HOAGDA.



ucnoaneuue Konmpaxma ¥

We received your order for-
adapters today but regret
that due to a strike” atthe’
factory we ‘are unablé | to
“fulfit the' order

We have to inform you-that
our main supplicrhas
gone bankrupt. This
means that we will have to
find another stpplier.

1i¢ you wish'to canccl y'our
“ order, you may; butl
think you will f'md most
manufacturers aré faced
with the same difficulties’
alpresent. -

Qur difficulties are only-
temporary. We hope you
will ynderstand the cir-
cumstances wfpch cempe{
us to da jt.

As you know the worldwide
shortage of the metal durr
ing the 3 months has re--;
from many producers.

Mz momysnnu Baur zaxas
Ha aJianTepbl CCrOfHY, HO
‘cOManIeeM, HTO H3-3a '3a-
GacTOBKM HaA 32aBOJE MbI
HE MOXEM BBINOIHNTD
3aKal.

MBI ZODKHEL COOGUHTE

Bawm, 4TO Hanr OCHOBROH
FrocTaBIMK 06aHKpOTHI-
€1..9T0 03HAYAET, YTO
HaM NPHOCTCH HAHTH *

Ecam Bet xoTHTe aHRYANpO-

Bars Bai 3axa3, To Moxe-
Te 3TO CARNIATh, HO % Y-
Malo, YTo Bul 06Hapyxi-
T€, YTO BCE MPOH3BOAMTE-
JIM CTAJIKMBAIOTCA € ITHMH
xe npo6nemaMH BHa-
crosuee BpeMA.

Hanmi TPYLHOCTH: HOGAT
TOIBKO BPEMEHHEHL Xa-
paxrep. Mbl Hafteemcs,
uTo Bt nofisete 06¢TodH-
TEIBCTBA, KOTOPEIE BbI-
HYRRAKOT HaC AETATS 3TO.

Kax Ba manecto, iéxsar-
KA METAMIA BO BCEM MHpe
B TEUCHHE NeBATH MECsIEB
ripuBena K npocpo*mmsm
FIOCTaBKaM OT MHOTHX
NPOH3BOIXTENCH.



¢ SAKNIOYUTEIBHLIE @PA3H ¢

i you have any comments
“or fequire any further in-
formation please do not
hesitate fo contact us.

We appreciate the eonfi-
dence you have placed in-
us. and .assure, you that our
-.aim’is to serve you well.

Please let us know your:
decision as soon as possi-
ble. Thank you for your
consxderatmn

If there is any further infor-
mation you require, please
contact us.

You can rely on us to keep
you informed of the de-
velopments.

We trust that the delayed *
delivery of one part of the
cortitract will not interrupt
the harmonious business
relationship which we
have built up between éur
companies.

We would like to assure you
that every step will be
taken to fulfil our con-
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Ecni y Bac ecih Kakne-

m6o cooGpax(eum W
Bam norpedyercs Kaxas-
GO HonomHATesHas
uHdopMarius, noxcanyn—
cTra, CBH)KHTCCB C Hr'.lMM

M5! BBICOKO ueHEM TO-OO-
BEPHE, KOTOPQE B oka-
3ajTi HaM, M 3aBepxeM
Bac, uro Hama ueib —
xopomwo CIyXHTB Bawm.

Hoxa;zyﬁcra, ceoﬁmme
Ham Bate peinenue Kax
MOXHO cKkopee. brarona-
pHM Bac 3a BHuMaHue,

Ecnu Bam notpeGyetfca xa-
‘Kas-nubo nonoanuTens--
Hax unpopmManus; moxa-
nyiicra, yCTAHOBHTE C
HaMH CBA3b.

Bs1 MOXKETE paCCUHTHIBATS,
YTO MBI OyIeM ACPKATE
‘Bac:B Kypce coObITHIA

% 43¢ Ha,neemca, 4TO MPOCpo-
YeHHAs NOCTaBKA OIHOH
YaCTH KOHTPAKTa He npe-
PBET rapMOHHYHOI'O CO-
TPYIHHYECTBA, KOTOPOE
CJIOXHAOCH MEKIY HallIH-
MH KOMMIAHHAMH.

M&1 661 XOTeMM 3aBEPATH

Bac, uro Bce Mepsr ByayT
NPHHATHI, 4TOOL! B Oy-



tracts to the letter in the JIYHIEM BEITOAHATD Baiuu

future and we would like KOHTPAKTBI TOYHO U B
to apologize for the extra CPOK; M MBI XOTE/IH O8I
work this contract has M3BMHMTLCA nepes Ba-
caused your employees. LIMMH COTPYAHHKaMH 32

JOMONHUTENBHYIO paboTy
10 3TOMY KOHTPAKTY..

5. IPETEH3UY 1 FIX
VPET'YJIMPOBAHUE
(CLAIMS AND ADJUSTMENTS)

! .
Hpemen3zun, ceazaunan ¢ 3adepicroii 6 nocmaske

10th August, 19..
Dear Sirs,
Order No VC 58391

We-are writing to you with reference to the above order and our
letter of July 28th in which we asked you to expedite delivery of
the 60 engines (Model 55) you were to have supplied on July
15th.

We have been greatly inconvenienced by this delay because
the lorries have been completed except for the engines ‘that
need to be fitted.

‘Dnless we receive the components within the next five days
the order will be cancelled and placed elsewhere.

Youss faithfully,
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Omegem na npemeniuio

12th August, 19.. |
Dear Sirs,

Thank you for your letter:of 10 August concemning your Order
(VC 58391) which should have been supplied to you on
15 July.

First let me apologize for the delay and for the problems you
have experienced. But as you may have read in your news- °
papers we are faced with an industrial dispute. which has in-
volved both administrative staff and workers on the shop
floor and 4as a consequence has held up production over the
past-few weeks.

However, I can tell you that the dispute has been settled and
we are back to normal production. Your order has been
- given priority, so we should be able to deliver the engines
before the end of this week.

May I point out, with respect, that your contract with us had
a standard clause stating that delivery dates would be met
-unless unforeseen circumstances arose, and we think you
will agree that a dispute is an exceptional circumstance.

Once again let me say how much I regret the inconvenience
this delay has caused and emphasize that it was due to fac-
tors beyond our control.

Please let us know if you wish to complete your order or
whether you would prefer to make other arrangements.

I look forward to hearing from you within the next day or sa.

Yours faithfully,
T. Blackbell

Managing Director




CJOBA ¥ CSIOBOCOYETAHHA

claim

1o make a claim on smb.
adjustmient

complaint

delay

delay in delivery

with reference to smth.
the above order

to expedite delivery
engine ..

to supply

to apologize

to inconvenience

lorry

to fit

to cancel

to place an order for smth.
with a firm

concerning

to be faced with a problem

APETCH3HSA, pEKTaMaLiUS

[IPEABSIBAATE NIPETEHIUIO
KoMy-nubo

YPEryIupoOBaHME,
YIaKUBAHUE

aso6a, npeTeH3ns
3aJiepXKKa, ONO3JaHHE
3aZiepxKa MOCTaBKH
OTHOCHTENBLHO Yero-IHb0
BBILICYHOMAHYTHIA 3aKa3
YCKOPUTDH NIOCTABKY
ABHIraTeNb

NOCTaBUTh, CHA0XKATH

HM3BUHATHCH, IPOCHTD
TIPOILICHNA

MIPUYHHATH HEYAO0CTBO,
DecnoKoOHUTh

TPY30BUK

MOHTMPOBATH, COBHPATH

AHHYIUPOBATH

pa3MelaTh 3aKa3 Ha
4T0-11n60 y PpupMel

OTHOCHTEJIFHO, KacaTeEHO

CTAJIKMBATECA € MpoOdne-
MOH, CTOATH TIepes npo-
Onemoit
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industrial dispute

to involve H
administrative staff
shop

to hold up production
however

to settle a dispute

to give priority to smth.

to point out
to meet the delivery dates
unless

unforeseen circumstances

exceptional

to regret

inconvenience

to cause inconvenience

to emphasize

factors beyond smb’s control

3abacTonka

BOBJIEKaTh, BTACHBATh
yTIpaBlIeHYeCKHIA TepCoHan
uex

3a[IcpXKHBATH NPOH3BOJICTBO
ONHAKO

YperynupoBaTh criop

NPURABATH NEPBOCTENCH-
HOE 3HaUeHUe YeMy-JInbo

yKa3slBaTh, OTMCYATh
BBITNIONIHATEH CPOKH NOCTABKH
€CJIH He...

HCNPEABHACHHBIC obcros-
TCJABCTBA

HCKITIOYHTENIbHEIA
cOXaJeTh

HeynobcTBO, GecriokoiicTBo
TIPHYIHHUTD HEYROBCTBO
TIOMYEPKUBATD

HEKOHTPOMHpyeMbIe pak-
TOPBI



IIpemen3us, cés3anHan ¢ nogpesicoenneM mosapa

15th August, 19..
-Dear Sirs,
Our Order No. 14478

We are writing to you to complain about the shipment of cardxgans
“we Teceived yesterday against the above order. The boxes in Which
the cardigans were packed were damaged and looked as if they had
been broken open in transit. From your Invoice No 2985 we esti-
mate that thirty. ‘cardigans have been stolen to the value of GBP
150.00. And because of the rummaging in the boxes, quite a few,
other gannents were crushed or stained and cannot be sold as new
articles in our shops.

As the sale was on a_ c.. i f. basis we suggest you contact your for-
warding agents or the Insurance company with regard to compensation.
You will find a list of the damaged and missing articles attached.
We are looking forward to'your early reply.

Yours faithfully,

Omeem na npemensuto.

20th August; 19..
Dear Sirs,

Thank you for informing us about the damage to our consignment
(Inv. No 2985).

From our previous transactions you will realize that this sort of
problem is quite unusual, nevertheless we are sorry about the in-
convenience it has caused you.
- Please would you return the whole consignment to us, postage and
-packing forward, and we will ask the shipping company to come
and inspect the damage so that they can arrange compensation,
If you want us to send you another shipment as per your Order
No. 14478, please let us know. We have garments in stock and it
would be no trouble to send them within the next fortnight.

Yours faithfully,
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€CAOBA B CHIOBOCOMETAHUA

to complain
shipment

to damage

1 transit

to estimate

to rummage
to crush
to.stain

forwarding agemnt
insurance company
with regard to smth.
compensation
missing

damage to smth.
consigament
previous
transaction
nevertheless

postage and packing for-

ward
shipping company
as per smth.
in stock
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KAJNIOBaThCA

naprTus

NIOBPEXAATR

B RyTH, BO BPeMS Tpatic-
MOPTHPOBKIE

OUCHUBATD, NOACHHTHIBATE,
TEPHKHALIBATH

PHITBCH, HCKATh

MATh

HCNAYKATh, ROKPhIBATD.
HNATHAMHU

IKCASAUTOD:

CTPaxXonas KOMAAHHE

B OTHOILIEHHH Yero-miéo

KOMAEHCAIRIA, BOIMELLICHUE

Henograﬁe_;‘mm‘i,-mcyrcr‘-
BYIOLUHIT

MOBPEKACHUE YETa-BHOO

NapFHsL

TpeabIaymet

cacnxa

TEM HE MeHES

€ Halmel ormaToi 3a TpaHc-
HOPTHPOBKY ¥ YIIAKOBKY

CYROXOIHAsA KOMIIaHUs

B COOTBETCTBUH € YeM-JIH0Q

B HAJTUYHH, HA CKIANE,
B 3amace



Ilpemensna yn Hu3IKDE KAYLCINED MOEAPA -,

2nd June, 19.
Dear Sirs,

It is with great regret that we have to inform you that the -material,
delivered under Contract No... does not conform to the specification
on the basis of which the contract was signed.

By separate mail we have sent you a cutting from this material and
one piece fromthe material of the previous consignment, so that you
can compare the two aad see the difference.

As a result of this situation we sustain heavy losses because we can-
not fuifil our contractual obligations to our clients. In this situation
‘we are prepared to rotain the goods if you will reduce the price, say,
by 40%.

Awaiting your early reply,

‘We remain faithfully yours,

Omeem na npemen3ure

8th Jupe, 19..
Dear Sirs,
We have received your tetter of 2nd June and thank you for sending
us the two samples of cloth. We are greatly concerned over your
disappointment in the quality and complications which may arise in
your retationship with your customers.
If you are willing to accept the goods and dispose of the inferior
cloth we will send you a credit note for the difference.
We apologize sincerely for the trouble caused to you and we will take
all possible steps to ensure that such a situation will not arise again.

Yours faithfally,

LIRS

(4!



CJIOBA 1 CHIOBOCOYETAHHU Y

regret
to conform to smth.

by separate mail

to compare

to sustain heavy losses
to fulfil

contractual obligations

to retain the goods
to reduce the price
to be concemed ovér smith.

complication

to arise

relationship with smb.
to be willing to do smth,

to accept the goods
to dispose of smth.

inferior
credit note

fo cause. trouble
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COXaNnecHHe
COOTBETCTBOBATDL MEMY-~
6o

OTACIBHOM NOCHUTKOMH

CpaBHHBATh
HecTi GoNbIINE YOBITKH
BBINOJIHATE

KOHTPaKTHbIE 063aTenLCT-
Ba, 00A3aTeNbCTRA NIO

KOHTPaKTy
OCTaBHTB Y ce64 TOBRap
CHHXXATD LIEHy
ObIThH ODECTIOKOCHHBIM YEM-
moo.
OCNIOYKHEHHE
BO3HHKATh, NOABIATHCA
OTHOIIEHHS € KeM-THO0

MMETDH XeJTaHUE OCIAaTh
Yyr0-160

[IPUHKMMATH TOBap

H30aBIATECA OT Yero-aMbo,
NpoAaBaTh MTO-IHOO0

Xyaurmi (o ka4ecrny),
HEKa4YeCTBCHHEIH

KpeaHT-HOTa
MPUMUHATD OecnoXoicTBa:



Hpemensun i63-3a nocmasid
Hecoomaeemcmeyowezo mosapa

October 3, 1 5.
Dear Sirs,
We received a consignment of 6000 sweaters from you yesterday, our Order
No 1695,.which were ordered from your autumn Catalogue No GR:.154. But:
on unpacking them we found that all the sweaters were made of synthetic
fibres.- ! SR
As most our: customers live in:the Northern regions it is doubtful that we will:
be able to find a market for these sweaters. We also have finm orders. for
thick woolen sweaters.
We would appretiate it if you would send us the required sweatets and take
back the wrongly delivered goods.
Looking forward to your early reply,
‘We remain faithfully yours,

Omeem na npemensure

10th October, 19..
Dear Sirs,
Thank you for your letter of 3rd October in which you said that you had re-
ceived a wrong delivery to your Order No 1695,
We have looked into the matter and it appears that a mistake was indeed
made in-the-packing throughra confusion of numbers.
We have made arrangements about the despatch of 6000 sweaters required
by you. Relative documents will be mailed as soon as they are ready.
We have already cabled to inform you of this, and we enclose a copy of the
telegram.
We shall be much obliged if you will keep cases Nos......and contents until
called for by the local agents of Eastern Transport Ltd, our forwarding
agents, whom we have instructed accordingly.

Plesise accept our many apologies for the trouble caused to you by the error:
Yours faithfully,
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CJIOBA M CJ1IOBOCOYETAHUA

crate
consignment

to be made of

to be made from

They are made of synthatic
fibre or from gas, froma.
scientific point of view.

to find a market for smth.

wrongly delivered goods/
wrong delivery

to.1ook into the matter

confusion
despatch
relative
to call for

error
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ALK, YITAKOBOYHAA KIICTh

(mony4yeHHbiit) TPY3

LIS CHETTAMNEIM H3.

Osu CRenANE] M3 CHHTCTH-
Ta3a, ¢ HEyIHOI TOIKH

HAXOAMTH PHIHOK COBITA
A gero-mibo

HE TOT TOBap, HeNPABUIb-
‘HO TIOCTaBIICHHBII TOBap

PacCMOTPETh, U3YHUTE BO-
TpoC

CMeHIieHHe, NyTaHHUA

OTIpABKA

BOCTPEGOBATE

eUROKa



Fpemenzus ui-3a nedonocmasks mosapa

January 20 19:,
Dear Sirs,
We have received two shipments from John Brown Engineering on the s.s. Tho-
mas Jefferson when it dischiarged im St. Petersburg in September.
On unpacking the crates our clients. discovered a few shortages in four crates.
With this letter we enclose Experts Examination Acts Nos 15912, 21313, 212314
and 167630 and: 3 list detailing the missing components.
These shortages are: caases of greéat inconvenience to us necessitating the making
of constant excuses to our customers.
It is ‘essential that we deliver part of the consignment to our Finnish customers on
time, as this wag z trial erder from: thern and it would give us an apening. in the
Scandinavian market,
Unless we receive the missing components within the next week we will take
legal action.
Yours faithfully,

P

Omgem na npemensuio

Jamuary 25, 19..

Dear Sirs, _

Contracts 50-0401/2209 and. 50-0461/2210.

We refer to your letter of 20th January 19.. regarding Experts Examination-Acts
Nos 15912, 21313, 2¥2314 and 107630.

Your Experts Examination Acts: in each of the above numbers indicate that cach
case was received undamaged and. with no sign of being opened. Similarly, our
contention is that the components were counted by our Stores personnel and
; Packing personnel and your representative in John Brown Engineering.

In view of the above we therefore consider that agreement cannot be reached be-
tween our two companies on the responsibility for the shortages found on exami-
nation in Russia. However,. because: of business relationship our two: camparnies:
have enjoyed we are prepared in this instance to supply the items which you claim
as shortages. This concession on behalf of John Brown Engineering must not be:
construed as an admission of liability and we will not accept penalties for late
deliveries or further claims of shortages.

We will therefore supply the components detailed on the attached list on an f.o.b.
U. K. port basis. These components will not be available for some time but we
require your shipping instuctions as soon as possible. Please forward these ta us.

Yours faithfully,
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CJIOBA M CJIOBOCOYETAHMA

to discharge

to discover

shortage

experts examination act
to neéesﬁitate ;

to make excuses
a trial order
to take legal action

regarding
similarly.

cohtention

to count
stores personnel

packing personnel
concession

to construe
admission,
liability

penalty

further
to forward
76.
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TOYKA 3PEHHA, YTBEPXK -
Hue (B criope)

CUYUTATD
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Apudmemuuecxue ounibxu u ucnpagnenun
JeGer-noTnl

5 August, 19..
Dear Sirs,

We would like to apologize for the mistakes on Invoice No. €295,
which was due to an oversight. Please would you send us the balance
of GBP 15.00. Thank you.

Yours faithfully,

e .

15th October, 19..
Dear Sirs,
We are sorry to trouble you, particularly since you were so prompt
in settling the account, but we would be grateful if you would let us
have the additional amount of GBP 140.00 as itemized on the en-
closed debit note.

Yours faithfully,

3rd April, 19..
Dear Sirs,

We regret that we miscalculated the VAT and bave now to ask you to
forward the difference of USD 15.76.

Yours faithfully,

Kpenut-notni

17th March, 19..
Dear Sirs,

We have pleasure in enclosing, a Credit Note for USD 17.58. This is
due to a miscalculation on the Invoice dated 12 February.

Please accept our apologies for the mistake.
Yours faithfully,
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Dear Sirs,

28 July, 19..

Please. find enclosed our Credit Note No. C 23 for GBP 5.60 which is
a refund for the overcharge on Invoice No 1 283. As you pointed put
in your letter, the trade discount should have been, 12%, not 10%, of
the, gross price. We apologize for the inconvenience.

Yours faithfully,

CJ/IOBA ‘M CIOBOCOUYETAHUSA

oversight

prompt
to settle an account:

to itemize

debit note

to miscalculate
VAT (value added tax)

refund
overcharge

trade discount
gross price

HEJOCMOTD, OMNIOINHOCTD
ObICTpBIH

OILTATHTB CYET
YTOYHATH, JCTANNINPO-~

BaThb, IEPEUNACHATE MO
NYHKTaM

neber-HoTA

HeMPaBHUITbHO MOACYUTATH

HaJIOr Ha N00aBICHHYIO-
CTOHMOCTS

BO3BPAT, BO3MEILIEHHE-

Ha3HaA4YCHHUC SaBHUJCHHOﬁ
LEHEI, 3aBBIIIICHHAA LICHA

TOProBasi CKHNKA

ueHa-6pyrro (ueHa 6e3 Bbi-
YETOB)

HonoasnHTensHble CAOBA H CI0BOCOYCTAHHA

reasonable/justified/weli-
grounded/correct/lawful

claim
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OGOCHOBAHHAS NPETEH3UA



to meet/satisfy a claim

to justify a claim

1o decline a claim

to withdraw a claim

to claim compensation

to verify a statement
infringement of a contract
violation of a contract
gross infringement

to infringe terms of the
contract

the wrong goods
the wrong address
substandard

due/owing to inflation
short-delivery

error
to make an error

misdirection

default of payment

to compensate smb. for
smth. (losses, loss of
profit, expenses)

YROBIETBOPHTE MPETEH3HIO
0BOCHQBATH NPETEHINIQ-
OTKJIOHUTH MPETEH3UIO
©OT03BaTh NPETEH3HIO
TpeGoBaTh KOMIIEHCALIIIO
NpPOBEPUTDb BHIMHCKY CYeTa

HapylIeHHe KOHTPAKTa

cepbe3HOE HapylleHHe

HapymaTh yCIOBHS KOH-
Tpakra

HE Te TOBaphl
HE TOT ajpec

HenoOpoKauecTBEeHHBIH,
HEKOHOULIHOHHBIH

0o NpHYNHE BHPAAUNH

HEMOJIHaA NOCTABKA,.
HEAOIIOCTaBKa

omubKa

OIIHOUTLCA, COBEPUINTD
OINOKY

oTnpaBka (ToBapa) no He-
NMpaBHIIBHOMY afipecy

Heynnara

KOMIIEHCHPOBATb KOMY-
60 yTo-1n60 (YOBITKH,

YAYIMEHHYIO BHITOLY,
PHCXOALI)

9.



compensation
dispute
to refer the dispute
to arbitration
timely
to remind smb. of smth,

to find fault with smth.

to exceed
inadequate

to meet the deadline
to postpone
unforeseen complications

agreed and liquidated
damages

shortage
force majeure

to (strongly) object to smth.

extra charge

the sum/amount due

to increase the price by 1%
to 500.00 American Dol-
lars
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KOMITCHCAIIHA
cnop
nepenaTh Crop B apGUTpax

CBOEBPEMEHHBIH

HaIlOMHHTH KOMY-IH00
0 ueM-1nbo

HAXOLHTHL HEXOCTATKY,
KPHTHKOBATh YTO-NHOO

TIPEBHIILATD, IPEBOCXOOUTH

HEAOCTATOYHBIH, HECOOT-
BETCTBYIOLUUI, HE OTBe-
Yarouwmii TpeboBaHNAM

YAOXHTECA B CPOK

OTKJIaAbIBATH, OTCPOYHTD

HENpECABHACHHBIC
3aTPYAHCHHA

COTTIACOBAHHEIE H 3apaHee
OLICHEHHBIE YOBITKN

HEXBATKa, HEIOCTATOK

dopc-Maxop, upe3BbIyaii-
Hble 06CTOATENBCTBA

PEIIHTENBHO BO3pakaTh
TPOTHB 4ero-nmto

JONONHUTENbHAA [LAATA,
JONONHHTEITEHOE HAYHC-
JICHHE

CyMMa, NPHYHTAIOIHANCA
K ymare.
YBENHYKTH LeHY Ha 1%

Io 500 amepHKaHCKUX
AOIIapoB



to fulfil an order

to correct a mistake
commitment
misunderstanding
backlog

undercharge

d;eterior,ation
out-of-date

wear and tear

bad workmanship

repair
to be dissatisfied with smth.

to investigate a complaint

to look into a matter
to deny responsibility
to accept responsibility

to give an explanation
to solve/settle a problem
to put matters right

to cancel an order

BBHIONTHATE 3aKas
HCNPaBHUTh OLUKUOKY
o0s3aTeNLCTBO
HexopasyMeHne

HEPBINOIHCHHAA paboTa,
HeBERIIOAHEeHHEIE 3aKA3b}

Ha3HaueHHe 3aHWREHHO#
LECHBI

yXyRuieHue
ycTapenmnii
H3HOC

IUIOXas OTHEJIKA, IVIOXO0E
KauecTBO paboThi

PEMOHT, peMOHTHBIE paGOTEHI

OBITL HEYAOBNETBOPEHHBIM
qyeM-nu6o

TINATENBEHO PaCCMATPUBATD
MPETEH3HIO

paccMaTpHBaTh BOTIPOC
OTPHIIATh OTBETCTBEHHOCTH

6paThb Ha cebs OTBETCTBEH-
HOCTB

DaBaTh OOBICHEHHS

ypPerynupoBath iipobieMy

NONPaBHTh, HCIIPABHTH
CHTyaLHIO

AHHYJIIUPOBATD 3aKa3
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OTPBIBKH U3 NUCEM-IIPETEH3UR
¢ HAYAABHBIE ®PA3LI ¢

We refer to...
We regret to inform you...

It is with 'great regret that -
we have to inform you-
that...

We have to let you know...

We wish to place on record
a formal complaint re-
garding...

We are writing to complain
“about.,.

We wish to place on record

the company’s extreme
displeasure at...

Ml cChITaEMCH Ha..,

K coxxaneHno, Mbi coob-
maeM Bawm...

C'BEIMKAM COXANCHHEM
“HaM TIPUXOAUTCA CO00~
aTe BaM, uTo...

Mbt BOMKHE] {BLIHYKACHB)
coobwuTh BaMm, uTo...

M5l XOTHM 3ad98UTD Odu-
IHAABHYIO MPETEH3HIO
B OTHOLUEHHH...

Mzl nuieM, 9To6B! MOXKa-
JIOBaThCA Ha...

MBI XOTHM BBIPA3HTH
gpe3BBIuaiiHoe HEYmo-
BOJBCTBUEC KOMITAHHH
MO NOBOAY ...

® Hanoxucenne cynecmea npemensuu €

We have sent you copies of
our customers” letters
which speak for them-
selves.

We insist that the problems
we experienced were due
to your negligence, not
ours.

There is one point we
would like to raise. It is
the penalty clause re-
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Mb1 HarpaBuaH BaM ko-
FIMH ITHCEM HalIMX 3aKa3-
YUKOB, KOTOPBIE FOBOPAT
CaMH 3a ce0d.

Mt HacTanBaeM, 4TO Npo-
611eMBI, C KOTOPBIMH MBI
CTOJIKHYJACh, BHI3BAHBI
Barueit HeOpe)KHOCTEIO,
a He Hallei.

EcTh oauH BOIpoc, KOTo-

pblit MBI GBI XOTENH MOZ-
HATBH — 3TO MYHKT O



garding tinie of delivery.

We wish to emphasize that we
are holding you fully re~
sponsible for non delivery of
the cargo in question.

Due to bad stowage 10% of.
the cartons were damaged
and in véry bad shape..

We have inspected the dam-
aged machine and we sub-

- mit you below a description
of the damage.

To repair the described
damage the following
costs have been calcu-
lated:..

As you are probably aware
we have been experienc-
ing a considerable incon-
venience due to wrong
material being delivered
to our customers.

We refer to several tons
of... which appear to have
been included in the
shipment in error.

This is the third time this
mistake has occurred and
we are far from satisfied
with the service you of-
fer.

TpathHBIX CAHKIMAX 32
3aJePXKKY NOCTABKH.

MBI XOTHM NOAYEPKHYTH,

_MTO Bo3jlaraeM Ha:-Bac
BCIO. OTBETCTBEHHQCTD 33
HENOCTARKY 3TOTO Ipy3a.

H3-3a naoxoii yKAAOKH.
10% kapTOHHBIX XOPO-
60K OBUTH NOBPEKAEHSI
H HAaXOATCA B TUIOXOM
COCTOSHMH.

Mbu1 ocMoTpens noBpex-
JEHHYIO MALMHY Y HUXKE
npexcrarnseM Bam ornu-
CaHHe [OBPEXACHMA.

JIns Toro, 4TO6HI OTPEMOH-
THPOBATH OIIMCAHHOE I10-
BpeXacHuE, OB NOI-
CUMTaHBI CIIETYIOUIE
pacxofst...

Kak BaM, BeposATHO, H3-
BECTHO, MbI MCTILITHIBAEM
3HAYMTENBHOE HEYRODCTBO
M3-32 TOTO, YTO HAILNM
K/IMEHTaM NOCTABIIAETCH
HE TOT MaTEpHaIL

Peun MaeT 0 HECKOJIBKHX
_TOHHaX.., KOTOpSIE, 110~
'BHOUMOMY, GBUIH BKJIIO-
YeHEI B MAPTHIO 110

ommnoKe.

Jta otmbKa CiyqaeTCe
B TPETHIt pas, H MBI OUCHb
HEROBOIBHE K34ECTBOM
00CnyUBaHHSA, KOTOPOE
Be1 npepnaraere.
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The mistake must be cor-
rected as soon as
possible.

There appears to be an error
on the statement.

There seems to be some
misunderstanding re-
garding terms of
discount.

The material is not up to
your usual standard.

It is imperative that you

Oumbka nomksa OuiTh
WCTIPABJIEHA KaK MOXHO
cKopee.

ITo-BumiMoMy, B BBINHCKE
ommoKa.

ITo-BumuMOMY, €CTh Ka-
KOE-TO HEXOTIOHHMaNHeE
B OTHOILEHHH YCOBHIA
CKHJIKH,

Marepnan He COOTBETCT-
syer BameMy o6pruHoMy
CTaHAapTy.

Bawum cosepmenno Heobxo-

should upgrade the AMMO MOBBICHTH
quality... KayecTBo...

Our laboratory tests indi- Haum naboparophsie uc-
cate the following de- NBITAHNA BRIABHIIH Clie-
fects:.. Ayionye AedexTs:..

Our specialists have de- Haum cnexmamicrsi onpe-
termined that the shipment ACIWIIN, YTO B MAPTHH He-
was five boxes short. XBaTaer MATH KOPoOOoK.

@ Janenenue ucmya &

We are afraid there is no Mbzi coxancem, HO B OTHO-
room for compromise as IIIEHUH 3TOTO 3aKa3a He
far as this order is con- MOKeT GBITh H pe’IH HH
cemned. 0 KaKOM KOMITPOMMCCE.

We look farward to an Mp&1 paccuuTEIBaEM Ha
early settlement of our CKopeiilee yperyamupo-.
claim for the full amount BaHHE Hallci MPEeTeH3nN
of... Ha NMONHYIO CYMMY B...
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As it is-not the first time:
you have infringed:the
contract we are left with
no alternative but to start
proceedings against you.

We hereby inform you that
we are lodging/making
‘aformal complaint.

We intend to ¢laim all the
expenses we incurred,

We must point out that
unless you settle the
claim in full you leave us
with no alternative but to
place the matter in the
hands of our solicitors.

We have-already been
greatly inconveninced by
this delay and unless we
receive this item within
the next week we shall
have to cancel our order.

Unless you can fulfil our
orders efficiently: in the
future we will have to
consider other sources of

supply.

Please ensure that this sort
of problem does not arise
-again.

Ilockoneky Brruapymacre
KOHTPAKT-HE B TICPBLIHA
pas3, HaM HHU4ero: ye ocra-
eTcs, KaK HayaTh Cyaed-
HOE paaanarenLcrno

Hacrosmpm Mb1 cooﬁm.aeM
Bawm;, 4TO IpeIBsARIACM
ouitHafiEiEo nperemmo

Mbui Hamepeaaelvrcsl norpe-
6oBaTh BO3MelIEHHA BCEX
MOHECCHHBIX HaMK pac-
XOHOB.

MBI JOKHEI OTMETHTD,
YTO, eClTH BEI TOTHOCTRIO
He YOOBIIETBODUTE Npe-
TEH3HIO, TO HaM HUYEro
He ocTaercs, Kak obpa-
TUTBHCA K YCAYraM HaMX
aBOKaTOB.

3Ta 3aepikKKa YKe MPHHec-
na Ham 6oMbuIHe HEYa00-
CTBA M, €CITH MBI He JiQJ1y-
YHM 3TOT TOBAP
B TeyeHue CeayIonieii He-
IeTd, TO HAM TIPHACTCA
aHHYJIMPOBATh Halll 3aKa3.

Ecmm Brr e cMokere B G-
OylIeM Z06pocoBeCTHO
BBITIOJTHATS HAaUIM 3aKa3bl,
TO HaM NMPUAETCA HONY-
MaTh O APYTHX HCTOYHH-
Kax cHaGxxeHus1.

Iloxanyiicra, n103a60Ts-
Tech (IPoOCiIeAKTE), YTO-
GBI TaKOTO POna PO~
61eMBI HE BOSHHKANK'
BHOBb.
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We regret that untess we
hear from you by returmn
'we will be obliged to
-cancel the order.

We shall be compel‘fed to
hand the matter over o
our solicitors.

We, feel strongly.about this
claim and think we are
fully justified in claiming
for the full amount.

We feel that we are entirely
justified for the sum of
the claim,

MBt coxaneeM, HO, CIis Mol
He nosyIEM oT Bac nisec-
THIT 0OpATHOR NOYTOH,
HaM HPHICTCH aHHYTHPO-
BaTh 33Kas.

Ham npanetcs nepénats
HeNC HaHIHM anBoKaATAM.

M& HacTpoeHsl OueHS pe-
LUHTENBHO B OTHOLIEHHH
3TOit NPETEH3UM ¥ CUNTA~
€M, YTO HMEEM NOJIHOE
npaBo TpeboBaTh Mox-
HYIO CYMMY.

Mbi eraeM, YTO HMEEM
TONIHOE IIPABO TPebOoBaTh
3Ty CyMMY IO peKIaMa-
umm.

@ Ipedaoscenus no ypezynuposariie npemensuii &

It is our intention to insist
that the missing parts be
replaced by you and
shipped to us via air
freight, alt for your ac-
count;

We do not blame you for
‘the error. It was simply
an oversight and we want
you to correet the error
now if we send you a
debit note for USD... and
deduct it from our next
statement that should put

g6

Mz BamepeBacMcs Ha-
CTauBaTh, YTOOEL HETOC-
Talomne Yyacru 6nuii Ba-
MM 32MECHEHBE H OTITPas-
JICHBI HaM BO3AYIIHBIM
TPAHCIIOPTOM, FIPHYEM
Bee 3a Banr cuer.

Mzt He BuHHM Bac za
owHGKY. 3T0 ObUTa IMpo-
€Tas OIUTOILHOCTD, M MBI
XOTHM, uT00EI BRI Mcnipa-
BRIH e¢ ceiivac. Ecrmr MpI
BBHINEM Bam neﬁe'r-ﬂory
Ha... aMEPHKAHCKMX N0/~
JIapOB H BEIYTEM 3TY CyM-
My M3 HalIero cllexyoLie-



the matter right.

Rather than send a credit.
note you couid send six
‘boxes which would
probably be easier than
ad_]ustmg our accounts,

Athough the quality of the
Taaterial is not up 1o stan-
dard we :are prepared to Te-
tain‘the goods if'you will
reduce the price, say, by...

We are prepared o acoept
the goods sent if you are
willing to make a sub-
stantial reduction in the

We would appreciate it if
yon wonld seplace the de-
fective units or arange 0
credit us with their value,

I CUeTa, TO Bonpoc Gyner
ypatynuponaﬂ

BEI MOTIH OB HE BOCHUIATH

KpEeAWT-HOTY, a BHICNATH
3aMeHy THECTH KOPOGOK,
YTO, BEPOSITHO, OO0 OB
Jierye, 4eM BHOCHTE H3-
MEHEHHS B CHeTe.

XoTA XKa4yecTBO MaTepHana

HE OTBEURET CTARKADTY,

ME I'OTOBN OCTABHTS TO-
Bap y celx, eci Bu cHH-
3UTE LIEHY, CKAXKEM, Ha...

Mgt roToBB! IPUHATS IIPH-
CIaHHBI TOBap, €CNH BN
COTIaCUTECh AATh 3HAIM-
TeNSHYIO CKHAKY € LeHBI.

Mzt Optm O3 IpH3MATENS-
‘HBl, echAH Onl Bol 3amenm-
T RePEKTHHIC YIS HIH
BO3MECTHIM HAM HX
CTONMOCTD.

4 3AKTIOMHUTEJIBHBIE ®PA3BL ¢

Your early reply will be

appreciated in this matter.

We would appreciate your
special consideration of

We shall be pleased to re-
ceive your instructions in
due course.

Mp&1-6yaeM ApATHATEALHEI
Bam 3a cxopsIi OTBET HO
3TOMY BOIIPOCY.

Mzu1 6t1u 611 04eHS NpH-
3HATeRbEH BaM 3a oco-
Ooe BHHMaHHE TOMY BO-
npocy.

Mz Syaem panst monyuTs
Bamm yxasaHus csoe-
BPEMEHHO.
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OTPHIBKW U3 HUCEM —
OTBETOB HA NNPETEH3UH

& HAYAJTBHBIE ®PA3El ¢

We are sorry to hear/leamn
about...

We were distressed to:
‘+hearllearn about...

Thank you for your letter
dated... It was with great
regret that we heard...

We were very sorry to re-
ceive your complaint.

We greatly regret that you.
received only...

We are in receipt of your:
letter requesting paynient
of the penalty due to rion
— completion of Con~
tract No...

Further to your letter of 6th
December we wish to
confirm that we are at-
tending to all claims re-
ferred to.

We acknowledge with
thanks receipt of your
letter dated..: regarding...

We sincerely regret that...

38

C coxaneHHeM MbI y3HalH
o...

Ham 6510 01eHE HERPAAT-
HO Y3HaTh-O...

Bnarozapim Bac 3a mice-
Mo OT..: C GonbumM co-
WaNICHHEM MBI Y3HAH. ..

Mpb1 0ueHp OropYHIHCD,
Korama nonyqnny Bainy
NpETEeH3HIO.

MBI BecpMa coxasneeM, 4Ta
Bel nonywinu TONLBKO...

Mzsr nosyawsin Baine
NACKMO ¢ NPockboit 0
BHITUTaTe WTpada B CBAZH
¢ HeppmonHeHueM Kon-
TpaKTa...

B nononxenue Kk Bamemy
IHCBEMY OT 6 fiekabpsa MbI
XOTHM TIOATBEPAUTD, UTO
3aHUMaeMed BCEMH YIIO-
MSHYTEIMH TIPETEH3HAMH.

MEI ¢ 6saroaapHOCTLIO
MOATBEPXIAEM nonyqe-
Hue Bamero miucsma OT..,
B OTHOIIEHHH..

ME1 pckpenHe opmaneeu,
4T0...



@ ITpunecenue ussunensit ¥

We would like to apologize
for the inconvenience
caused.

We apologize sincerely for
the trouble caused to you
and will take all the possi-

ble steps to ensure that such-

a mistake is pot made
again/does not occur again,

We would like to assure
you that every step will
be taken to fulfil our
contracts to the letter in
thie future.

We much regret that you had

the trouble of writing to us.

We must apologiz for the
delay in returning
(replying/forwarding)...

We are extremely sorry
about this ¢ lay Wthh
you will realize was due
to circumistances beyond.
our control.

The delay was due to the_
fact that...

The delay was the result of...

Mbi XoTenu 65t ipuHecTH
CBOH M3BUHEHMS 32 NIpH-~
YHHeHHOe HeyRo6cTBO.

MB51 IpUHOCHM ucxpcxmee
M3IBHHEHHME 32 NIPUYRHEH-
Hoe Bam GecrroxoiicTso u
IIPUMEM BCe BO3MOXKHEIE
MEpEI K TOMY, YTO0BI no-
IobHan onmbKa He nosyo-
pWIach BHOBB.

Mt xoTenn 65l 3aBepuTH
Bac, yTo GYAYT NPHHATEE
BCE BO3MOXHBI¢ MEPHI K
TOMY, YTOOH HEYKOCHH~
TEILHO BHINONHATE HALIK
KOHTPAKTHI B OyayieMm.

M= BeCbMa coxaneeMm,
yTt0. BaM npuinocs ny-
CaTh HaM.

MBI npHHOCHM H3BeHEHHA
32 3a/ICPAKKY B BO3Bpa-~-
wesny (OTBETE, OTAPaB~
JIeHHHN)...

Mtm1 BeckMa coxaneeM o6
ITOH 3a,ztep>x1ce Roq‘opaa
xak Bel noitmeTe, cnyun-
JIaCh IO HE 3aBUCALIUM O
HAac 00CTOATENBCTBAM. -

3anepkka nmpou3oia
H3-32 TOrO, YTO...

3anepxka GbU1a pe3ynbTa-
TOM...
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We greatly regret the mis--
take in the number which
.resultod in your receiving,
the Mﬁﬁganmles.

We are sorry to have made

Please accept our apologies’
for any inconvenience.
cansed by the delay.

This is very much to be
regretted and we very
‘mruch hope that you will
‘understand our very dif-
fault position.

We shafl be grateful if yom
will advise us what fur-
ther action you would

-iike our company to teke
in this matter.

We have always attached
great importance {0 con-
tinuity in our mutual re-
lationship. We shall be
sarry to know that you
are proposing that our as-
sociation is now ended.

MH BECHMA COXATIeeM
0B oEIIGKE P 1Hpe
(nomepe), ‘KOTODAs HpHBe-
7a & ToMy, uto Bt ioty-
SHOTH HE T M3NEITHS.

MBI TIPOCHM TIPOMIEHNN 32
TO, YTO CAETATH 3Ty

oumbKy.

Tpumure; Rexanyiicta,
HAUIY M3BHHCHNAS 32 BOS
Heyno6CTRa, NPHYUHEH-
“HBIC 3TOH 32/IEPKKOH.

3T DueHD HETPHATHAO,
M MH #aeeMcs; 3To Bsl
BofgeTe B HAIUC YPE3BEHI-
YaHHO TPYIHOE BOIOXE-

Mt GyneM OleHs, TpH3Ha-

~TeAbHS, &ciH B 0606-
HIMTE HaM, KaKHe Jajb-
gHesiinye QeicTRIA JOTDK-
Ha NPeJIpPUHATH Halla
KOMIIAH# FO 3TOMY BO-
pocy.

M= Beeraa fipuaaRany
GORBIIIOE 3HAMCHKE He-
NPEPHIBHOCTH HAMIMX
B3auMeoTHoweHuH. Ham
©yner oueHb HEIPHATHO
y3HaTs, yto BeI npenna-
COTPYAHUYECTBO.



& Peaxyun na npednoxcenite
HCHIG He YPe2YPOGANUre Bpemenaue 4

We have given the highest
possible priority to the
delivery of the machines
which are subject of the
contract,

We are of course willing to
replace any damage due
to our negligence.

We appreciate yous offer to
keep the goads wrongly
delivered and we are
ready to-allow... % off the
invoice price. We hope
this will meet with your
approval.

We will do our utmost to
correct the situation.

Fhis matter is still out-
standing and we hope to:
resalve all the problems

We can assure you that the
company-have fully taken

over the handling of these:

outstanding problems and
you can: expect very
prompt action.

Mpur nocrasrnst BOIPOC.
O ITOCTABKE MAHIH, KO~
TOPBIE ABATIOTCE MIPEAME-
'TOM KOHTPaKT®, B PAX
CaMBIX HEPBOOYEPEAHBIX
3a1aY.

MEI, KOHEYHO,; FOTOBET
YCTpPaHUTB JII060iH
yuep6, npHYNHEHHBE
Haureil HeGpeXRHOCTBIO.

M-t npussarensuer Bam 3a
NIPEAJIKEHHE OCTaBUTh
y cebs ToBapLL, BOCTaB~
JIeHHbIe Mo ommMbKe, U MEI
roTOBHI 1aTk BaM...
%-HYy10 CKMOKY C LIEHEI.
Mbe1 BageeMcs, YTO 3TO
6yzner Bamu omoGpeHo.

Mpb! pUROKHM BCE CHABI,
YTOOB! HCIIPABHTE TOJI0-
KeHHe.

OTOT BOHEpOC Bee CLE He
pelleH, ¥ MEI HafleeMCs
pelIMTh Bee NpobaeMbl
B GmipKaitoee BpemMs.

Mbz1 MoxeM 3aBeputs Bac,
YTO KOMIIAHHS MOJIHO-
CTbIO B3sJ1A Ha ced4 pe-
uieHue aTux npobiem,

U BBl MOXeETe OXHAATEH
6e3oTnaraTeIbHbIX Jeii-
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Under the citcumstances
we i'cspcctfuily ask you-
that the shipping date be
changed from July 19.. to

August 19.. Wehope to
ship before 31-July; but
Jjust to-be on'the safe side
we-do ask for-another-

2 weeks or so.:

In these circumstances
which are completely be-
-yond our control we have
no-option butto. claim
force majeure on your
Contract.

TTpH CITOXUBLIHXCA 06-
CTOSTENLCTBAX MBI y6e-
IMTENBHO NPOCKM Bac
H3MCHHTD ATy HOTPY3KH
c...mons 19.. Ha... aBry-

cra 19.. M1 HafeeMest
ITPOU3BECTH OTTPY3KY O
31 mons, HO YTOOBI NOJ-
CTpaxoBaThCs, BCE XKe
ITPOCHM eIe NPUMEPHO
2 Heneny,

ITpu aTux obcToATENECT-
BaX, KOTOPhIC COBEpHICH-
HO He NTOANAIOTCA Hame-
My KOHTPOIIIO, Y Hac HeT
BBIGOpA, KpOMe KaK 005~
ABUTE (hOpCc-Maxop 1o
Bamemy Kontpaxry.

@ Omxnonenue npemensuu &

We are greatly surprised to
receive your letter of...

We were glad to receive
yourletter but it was with
-great i*egret that-we
heard...

We regret that in‘no way
can we be held responsi-
ble for...

We'would like to émpha-
size that it is your respon-
sxblhty to...

Now t_ha_t you know the full
facts perhaps you...
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M?s1 BecbMa yauBlieHb! Ba-
LM TIICHMOM OT...

MBe1 65U1H panbl NONYIHUTD
Bamie muckMo, HO ©
OONBIINM COXaJICHUEM
Y3HAJIH..,

M1 coxaneeM, HO HI
B XOEM ClIydae He CUHTaeM
cecOST OTBETCTBEHHLIMH -
3d...

ME1 xoTes/m 681 moguepis'
HyTb, 4T0 370 Bama 61+
BETCTBEHHOCTD Iepeist

Ceituac, xorna Bul pacro-
JlaraeTe BceMM NaHHBIMH,
BO3MOXHO, BHI...



If you check, you will find
the guarantee states...

The company finds that it
has no option but to to-
tally reject any claim that
the cargo was damaged
‘because of packing.

We regret we have to de-
cline the claim as the
-material was delivered
f.0.b. in the condition as
described in the bills of
lading which stated that
the bags had been re-
paired.

We return your debit note

. and supporting docu-

" ments 5o you can lodge
‘this claim with the ship-
ping company or your in-

., SUrers.

Unfortunately we cannot
sonsider-your reports. of
damage acceptable as
they do not give specific
details to enable us to
consider if there are in
fact any faults with our
packing procedure.

Ecrmu Bel npopepuTe; TO yBH-
IMTE, YTO B rApaHTHM IO~
BOPHTCHL. ..

Kommnanus cuuTacr, 4ro y
Hee HeT Apyroro Bribopa,
KpoMe KakK KaTeropuye-
CKH OTKJIOHHUTB JH00YIO
NpeTeH3n10, 6yaTo OB
rpy3 GBUT NOBpEXIEH KH3-
3a YIIaKOBKH.

MEI coxkanmeeM 0 TOM, YTO
BBIHYXXACHBI OTKJIOHUTH
IIPETEH3HIO, TIOCKONBKY
MaTepHan 65U1 OrpykeH
Ha ycnosuax OB B co-
CTOSIHUM, YKa3aHHOM B
KOHOCaMEHTaX, TJe OTMe-
4anock, YTO MEUIKH ORIIH
TIOYHHEHBI,

Mz Bo3BpamaeM Bamy
JieGET-HOTY H COIPOBOX-
Jalomue JOKyMEHTBE
¢ T¢M, uToOBI BBI Mornu
00PaTHTECA € HCKOM K.
nepeBo3uHKy Wi Bamieit
CTPaxoBOii KOMIIAHWH.

K coxanenunio, MbE He MO-
XKeM CUuTaTh Bamu co-
00111eHHA O TOBPEXICHUH
MpUeMIIEMBIMH, TOCKONE-
Ky OHH He NalOT KOHKpeT-
HBIX IAHHBIX, NO3BONAIO-
IMX HaM CYJIUTh, €CTE JIH
B CaMOM JieJie Kakue-mubo
HEeIOCTATKH B HalIeM
npoliecce YIaKOBKH.
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There seems to be some Ho-BunUMOMY, €GTh K-
misunderstanding re- KOe-T0 HEJOHOHHMAHHE B
‘garding... OTHOUIEHUHU. ..

6. ATEHTBI
¥ ATEHTCKHE COTJIAIIEHMS
(AGENTS AND AGENCY
AGREEMENTS)

IIpednosicenue npunnunana azenmy

4 May 19..
Dear Sirs,

‘Mr. Smith, of the Canadian Trade Mission in Moscow, informed us
that you may be interested in acting as our-agent in your country.

As you will see from the catalogue enclosed, we are manufacturers of
‘high quality glassware and produce a wide selection of products.

We already export to Europe and the Far East and would like to ex-
pand into the Canadian market where we know there is an increasing
demand for our products.

We offer you a sole agency to cover the whole area of Canada in
selling our products, and as an incentive we are offering a 10% com-
mission pn net listprices, plus advertising support. There would be an
additional 2(2 1/2%) del credere commission if the agent is willing to.
;guarantee his customer’s accounts.

This is unique opportunity for. someone 1o start in an expanding mar-
ket. Therefore, if you believe you can handle a sole agency covering
the whole of Canada, and feel you can develop this market, please
write to us as soon as possible.

Yours faithfully,
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Omeem azenma

17 May 19..
Dear Sirs,

Thank you for your letter of 4 May in which you offered us a sole
agency for your products in Canada.

First, we would like to inform you that we can handle an agency
of the type you described, and that we agree that the demand for
Russian goods here is increasing. However, there-are some points
we would like answered before we make a decision.

Payment_of accounts. Would customers pay you direct in Russia,
or will they pay us, and we in turn would settle with you dedud-
ing our commission? How would payment be arranged? Bill of.
exchange, letter of credit, or bank draft?

Delivery. Would you send the goods on consignment or witl you.
supply from stock? If you supply the customers direct, how long:
will it take an-order to be made up and shipped once it has been:
‘received?

Advertising. You mentioned that you would be willing to-help’
with advertising. We would like more details about the type of
assistance you would give us.

Disputes. If a disagreement arises over the terms of the confract,.
‘which law would be referred to in arbitration?

Leﬁggh of contract. Finally, how long would the initial contract
run? We think a year would allow us to see how your products
‘sell in this market.

If you can send us this mformanon, and possibly enclose a draft.

contract, we would give you our answer within the next few:
weeks,

Yours faithfully,
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CJIOBA M CIOBOCOYETAHHUSA

to act as an agent

glassware
a wide selection of products

to expand into the market

sole agency

incentive
advertising support
del credere

to handle a sole agency

to develop a market
to pay direct

to seftle with smb.

to deduct
bill of exchange

letter of credit
bank draft
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BBICTYNATh.B-KAYCCTRC
arcHra

CTCKIAHHAA TTOCYAA

LIMPOKMIH aCCOPTHMEHT
H3[enmii

BHEIPHUTHCA HA DHIHOK

€MHCTBEHHOE IPEACTABH-
TENBCTBO

-CTHMYT

pekIaMHoe obecneyueHue

IeRBKpegepe
(ITOpYUHTENBCTBO ArcH-
Ta 32 BHITIOJTHEHHE ITO-
KynarejeM GpUHAHCOBBIX
00S3aTENbCTB)

B3AThb Ha ccBs MOHOMOIb~
HOE IIPEACTABHTEIIHCTBO

OCBOMTE PBIHOK

IUTATHTD OpAMO (Henocpen-
CTBEHHO)

_pacILIadMBaTheA € KeM-

160
BBIYINTATh

JTIEPEBOHBII BEKCeTh,

TpartTa
aKKpeauTUB

TPAaTTa, BHICTAB/ICHHAs
OanHKoM



to send goods on consignment

to supply from stock
disagreement

to refer to a law

to run

draft contract

noceIaTh TOBAP HA KOH-
CHTHALHEO

NOCTaBJIATE CO CKJIaga
pa3Horiacue
CChUIATRCA HA 3aKOH
TpoaOMKATECH

MPOEKT KOHTPAKTa

IlOﬂOJlHHTe.IleLle CJIOBA H CJI0BOCOYCTAHUA

agency
agency agreement

sole/exclusive/monopoly
agency agreement

exclusive agency rights
principal
remuneration

to remunerate smb. for smth.
to :ggsPose of smth.

intermediary
broker

factor

to send goods on a 6 months’
consignment

arcHTCTBO
ArCeHTCKOE CorviallcHHue

MOHOIIOJIBHOE AT'€HTCKOE
COoriauicHNe

HCKITKOYHUTCIbHBIC NTpABa
NPHHIHTIAL, AOBCPHTEIDL
BO3HArpaxiacHue

BO3HArPaXIaThk KOro-
nubo 3a yro-nubo

pacnopsIUTECA YeM-
nubo, NnpoaaBaTh

IOCPEOHHUK

Opokep, Makiep, nocpex-
HUK, areHT

areHT, GpakTop,
KOMUCCHOHEp

MOCHLIaTh TOBap Ha IIec-
THMECAYHYIO KOHCHTHa-
LHIO

97



I .
on a consignment basis

consignment warehouse
to serve smb’s interests

to establish an agency

to appoint an agent
to reach the sales level

advertising / publicity
campaign
to run a campaign

to face the competition of big

firms
to back up smb,
to remit/transfer money
remittance
monthly remittance
quarterly remittance
to charge a (5%) commission

to charge smth. to smb’s
account

to renew an agreement
to terminate an agreement

to represent smb.
wholesale

retail

a competitor
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Ha yCJIOBHAX KOHCUTHALMHA

KOHCHIHALMOHHBIH CKNajg

CIYXHUThL YbUM-JTH60
HHTepecaM

OPraHH30BaTh NOCPEAHU-
yeckyro dupmy
Ha3HAyaTh areHTa

JOCTHraTh YpoBH® 3anpo-
Iax

pexjaMHasg KaMIanus

NPOBOAUTHL KaMIIAHKIO
BBIIEPKUBATH KOHKYPEH-
HHIO KPYAHBIX pHpM

NOIEPKHBATL KOTO-JIHO0
MEPEBORHTD ACHBTH
IEHEXHBIN NepeBon
€XEMECAYHBIH NepeBox
€XEKBaPTAJILHBIH NEPEBON

B3UMATh (5%) KOMHCCH-
OHHEIE

OTHOCHTE YTO-JINOO Ha
yel-nmmbo cyer

BO300OHOBUTE COTJIAlICHHE

NpeKpamaTh aeHcTBHE
COTJIALLIEHNSA

MPEACTABIATL KOTO-THGO
ONTOBLIH '
PO3HHYHLI

KOHKYPEHT



competition’
annual turnover

KOHKYPEHIsS
ro0BOI TOBapooGopoT

OTPBIBKH U3 IIUCEM

4 HAYAJILHBIE ®PA3LI ¢

In view of the steady in-
.crease in the demand for
-our goods, we have de-

«tided to appoint an agent to

-handle our export trade
awith your country.

Our sales to Greece and the
Ns:ar East have increased
50 much in the last six
'months that we feel we
should appoint an agent in
this area,

Mgare looking for an agent
whoéan represent us..

We would like to appoint a
-9ole &gent in Scotland to
et on-our behalf selling...

We arg trying to find an es-
tabltshed Sfirm who will
represent us in selling our
products

.

BBuay HeyKIIOHHOTO poc-
Ta CIIpoca Ha HallH TO-
Bapbl, MBI PEIIUAYN Ha-
3HAYMATD ACEHTA, YTOOBI
OH 32HUMAJICS HAILIUM
3KkcnoproM B Bamry
CTpaHy.

Haiu sxcnopr B ['penuro
M Ha bmkHuit Bocrok
Tax BO3pOC 3a mociea-
HHE WIeCTh MECALIEB, UTO
MBI CHHTAaEM HeOOXoau-
MBIM Ha3HAYHTH arcHTa
B 3TOM paiioHe.

MEI HiueM aredTa, KOTQO-
pBIH MOXET NpeAcTaB-
NATH HAC...

MeI xoTenu Obl HAa3HA:
YUTH MOHOTIOIIHLHOTO
arenTta B IHoTnanmin
C TeM, YTODLI OH AEHCT-
BOBAJI OT HAILUETO HMe-
HH, IpOJaBasd. ..

MbI nbiTaeMcs HATH CO-
NUARYIO PUPMY, KOTO-
pas GyHeT NpeaCTaBIATh
Hac TIPH ITPOJAXKE HA-
IIMX M3OENU,
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@& Ycnoeus compyonusecmeaa

We prefer our customers to
pay us direct, and usually
deal on a letter of credit ba-
sis...

You would not be required to
hold large stocks of our
products, but a representa-
tive selection of samples.

Leaflets and brochures will
be sent you to hand out to
your customers as one
method of advertising,.

With regard to advertising
we find that newspapers
and magazines are the best
media.

The initial contract will be
for one year, subject to re-
newal by mutual agree-
ment.

All disputes will be settled
with reference to Japanese
law, as our relative legal
systems are different.
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M-EI npennoynTaeM, Yro-
OBI HAaIIM KJIMEHTHI IU1a-
TYUTH HEIOCPEACTBEHHO
HaM, H MBI OOBIYHO pa-
6oTaeM Ha OCHOBE aK-
KpeauTHBa.

Ot Bac He notpebyerca
co3naHusA GONBIINX 3a-
I1aCOB HAIIUX TOBApOB,
BaMm nykHO 6yzeT Tone-
KO HMETh peTIpe3cHTa-
THBHBII aCCOPTUMEHT
obpa3nos.

Bam OyayT BBICTAHEI
6pomoph! A1 pasgaun
ux Bamum nokymarenam
C LETBIO PEKIIAMBI.

YTo Kacaercs peKiIaMsl,
TO MBI CUATaEM, YTO Ia-
3eTHI M XYPHAIBI 9BJIS-
I0TCS JIYYIINMU CpeCT-
BaMH peKJIaMBl.

ITepBoHauanEHEIH KOH-
TpakT 6yner Ha OquH
TOA M ITOUIEXXUT BO3006-
HOBJICHHIO IIPH B3aHM-
HOM COTIJIaCHH,

‘Bee ciopsr 6yayT pa3pe-

IIATHCA HAa OCHOBE, /i
STIOHCKOTO IPaB3,. ¥aK
KaK Hallli COOTBETET-
BYIOIINE IIPABOBEIE CUC-
TeMBI OTJIMYAIOTCS IPYT

OT apyra.



@ Ipednosrcenue azenmcekux ycayz ¥

The name of our company is,
no doubt, known to you al-
ready on account of our
-¢onsiderable connections in
the business world.

We’ are a big company spe-
cializing in marketing all
" types of textile machinery.

We would like to introduce
ourselves as a big company
specializing in distribut-
$ingfil

Ha3ssanue Hamei koMna-
HuM, 6e3 COMHEHNS, U3~
BeCcTHO BaM BBHIY Ha-
IIKHX 3HAYHUTEILHEIX CBSI-
3¢il B IelIOBOM MHpE.

Mps1 — KpynHas xoMmna-
HU, CIIELIHANIA3UPYIO-
LIascq Ha Mpojaxke BCeX
BHIIOB TEKCTHJILHOTO
obopynoBaHus.

Xotenu GBI OTMETUTD,
YTO MBI — KpyIHas
KOMIIaHHS, CTIIELUAIH-
3UpyIomasics Ha cOsbITe. ..

& Iloxcenanue azenmoe &

Weiae actively seeking
a well established manu-
facturer whose programme
includes...

W are prepared to do busi-
ness with you either on a
Oonsigument basis or by
placing firm orders.

We are writing to inform you
thatwe wish to obtain your
dushority for: selling your
cotton in Great Britain,

MBI aKTHBHO MIiIEM CO-
JIUIAHOTO IIPOU3BOAUTE-
14, IporpamMma KOTopo-
ro BKIIIOYAET...

MsI roToBHI BecTH ¢ Bamu
Jes10 ¥WIM Ha KOHCTHUL -
HAUMOHHOM! OCHOBE, MJIN
IyTeM pa3MEOICHHA
TBEPIBIX 3aKa30B.

MBI nuieM, 4To6wI co-
OOILINTD, YTO MBI XOTUM
nony4yuts Bame paspe-
ImeHue Ha npoaaxy Ba-
mero xjaomnka B Benuko-
6puTanmy.
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@ Mnuenue azenmos o yene &

We think that a general re-
duction in prices will be
necessary if you wish to
remain competitive.

We have to inform you that
your quoted prices are ab-
solutely uneconomic for
the U. K. market.

You are doubtless aware of
the growing competition in
the market from Indian and
Chinese products all of
which are of quite good
quality and considerably
cheaper than yours.

Mb&r cuHTaeM, UTo 06Iee
CHM>KEHHE NieH Oyner
HeoGxoauMo, ecliH Brl
XOTHTE OCTATECA KOHKY-
PEHTOCMOCOGHBIMH,

M-&1 BEIHYKIOEHBE CO00-
muts BaM, uto Bamn
LEHBI COBEPUIEHHO 3KO-
HOMHYECKH HenpHeMmIIe-
MBI AJIA aHTJIMICKOTO
pPHIHKA.

Bb1, 6¢3 coMueHnS, 3HaeTe
O PacTymeH KOHKYpEH-
LIMM HA PBIHKE CO CTO-
POHBI MHOIHHCKHX H KH~
TaHCKUX M3NEIHIA, KO-
TOpBIE BECbMa XOpolLle-
TO KauecTBa U ropasgo
Oeuiepiie, yeM Banm.

¢ 3AKTIOYUTEIBHLIE ®PA3bI ¢

If you are interested in es-
tablishing an agency here,
please contact us at your
early convenience.

We thank you for giving us
an opportunity of taking
up your agency.
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Ecnu Bel 3auHTEpeCOBaHBI

B CO3JaHHU IOCPEAHUYE-
cKOi HUPMEI, OXKaTyi-
C€Ta, CBAXKUTECH C HAMH,
KOT/1a CMOXETe.

M&1 Grarogapum Bac 3a

TO, UTO JaJI¥ HAM BO3-
MOXXHOCTSH B3sTh HA cebs
cosmaHue Bautero npéy-
CTaBHTENRCTRA.



7. PEKJIAMA (ADVERTISING)

Pexnamnoe nucomo

Dear Sir,

Our new Spring collection of suitings contains designs which,
I am sure, will be of great interest to you personally.

Interest, however, is not merely confined to the moré formal
suitings, for we also have an exceptionally pleasant selection of
week-end and country worsteds in our Daks suiting range.
I believe the patterns enclosed will appeal to you, one is a
novel design for town wear, and the other two indicate the
trend for muted shades for country wear.

I.do hope you will be able to call and let us show these fine
new materials. As you know, we are open until 7 p.m. on
Thursdays.

Should you require any further information on current styles or
cloth, -please do not hesitate to telephone me at Grosvenor

7688.

Yours sincerely,

CJIOBA U CIOBOCOYETAHUA

suiting MaTepHast JUIA KOCTIOMOB

to'bsiconfined to smth. GBITh OTPAHHYEHHBIM
yeM-1mGo

to-have an exceptionally MMETDb UCKITIOUHMTENBHO

plessant selection of... XOpOIIHit BHIGOP...

worsted TKaHb U3 rpeGHeBoi
epCTH

1n our suiting range B HALLIEM aCCOPTUMEHTE
TKaHe#l

103



pattern

to appeal to smb.

a novel design

for town wear

for country wear

trend

They indicate the trend
for...

muted

I do hope,..

to call

to show

You will be able to let us
show you these new ma-
terials.

Should you require...
current
current styles

Do not hesitate to
telephone me at... number

PHCYHOK, BBIACIIKA

HPaBUTBCS KOMY-HHOYIDL

HOBBII TU3aiH

U1 TOpoa

IU1s 3aropofna

TeHACHINA

OHY CBUIETENLCTBYIOT
O TCHACHIUHH K...

NPUTTYIUICHHBII

U 1 oueHb HAZICIOCH,..

3aexaTh

MTOKa3bIBaTh

Bs1 gaaHTe HaM BO3MOX-
HOCTB NTOKa3aTh BaM 311
HOBEIE MaTEpHAJTHI.

Ecnn Bam motpebyeres...
COBPEMEHHBIH, TeKYLIHH
COBPEMEHHBIC CTHIIN

O043aTeNbHO MO3BOHUTE
MHe 1o Tene)oHy
HOMED...

HOIIOJ'IHHTGJILHLIE CJIOBA H CJIOBOCOYECTAHUA

to get a wonderful feeling
of freedom and ease

extensive (extended, inter-
esting, exciting, splendid)
range

a wide variety of...
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MOy YUTH YIHBUTENEHOE
OLLYLIEHHE CBOOOmBI
H JIETKOCTH

LUIMPOKUIi (pacIMpeHHEII,
MHTEPECHDIH, YAMBUTE B~
HBIA, NPEKPACHBIif)
BbIOOP

LHPOKOE pa3HOOOpa3He
4yero-mbo



{ntriguing novelties

wwelt-established favourite

tear (plane, ship, boat, hy-
“drofoil jet)

famous types of aircraft

‘yety advantageous prices

infinitesimal cost

o give prompt service

thie highest quality service

themost current and accu-
rate information on...

a reply (reply paid) card

HHTPHIYIOIHEe HOBHHKU

XOpOLIO 3aPeKOMEHIOBAB-
LIHii ce6d, caMblii M06u-
MBI aBTOMOOHIIB
(camoner, cyaHo, JTOIKa,
CYQHO HA MOABOIHBIX
KPBUIbAX)

M3BECTHBIC TUIIBI CAMONETOB
OYeHb BBITORHBIC LEHBI
MUHHMATBHAA CTOMMOCTE
OBICTPO OOCITYKHBATH
BBICOKOKIIACCHBII CEPBHC
camas IOCTeM s ¥ TOUHaA
uHopMaum o...
KapTouka Img oTeeTa (¢
OIUIa4YeHHBIM OTBETOM)

OTPBIBKH M3 IITNCEM

“For Bolidays at home or
abroad, you get a wonder-
ful feeling of freedom
‘and ease when you wear
lie $tits — expecially
when every one else
ardund you is sweltering
iheavier clothes.

Next week 'we shall be
sending you some illus-
uﬁ;m at_..',-.hi

Has it ever yceurred to you
that a very large part of
such a compliment is de-
served by...

Bo Bpems oTIycKa JOMA WK
3a py6exkoM Ber nomyurrre
OLIyIIeHHE CBODONEI 1 JIer-
KOCTH, eyt Bei Gygere
OICTHI B HAII KOCTEOMB,
OCOOEHHO TOTraa, KOraa
IpyrHe Bokpyr Bac myua-
FOTCS B CBOMX OOBIUHBIX
omexIax.

Ha cnenyromeit Henesne Ml
HanpasuM Bam wutioct-
pauuu...

He 3agymeiBanuch jiu Ber
paHsIle, 4YTO TaKas Io-
XBalla B OCHOBHOM 3aCJIy-
AKUBAETCA...
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If the dress is not chosen
with the greatest care, the
perfect line and cut of the
ensemble is lost.

For next week we have
arranged a few demon-
strations. The living
models will demonstrate
how to get the best possi-
ble effect.

They will show you just

how correct this style
-really is.

If you will kindly return the
enclosed card indicating’
the day and time you
would like to attend the
demonstration the tickets
will be sent to you at
once.

Our fashion stores have
a thousand and one things
to delight you.

Our range of merchandise
covers every need from
good inexpensive to more
highlypriced.

Have you thought of the
benefits that our services
can bring to your busi-
ness?
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Ecmu rtaTee He BEIGHPATE C
OrpOMHOM TIHATETBHOCTBIO,
TO JIMHHS ¥ CTHIIb aHCAMOTIA
OyIoyT HapyLIeHBIL.

MEI HOATOTOBWIN He-
CKOJIBKO JEMOHCTpaLHi
Ha CJIEAYIOLICH Hexene.
MaHeKkeHIIMIBI Hpoae-
MOHCTPHPYIOT, KaK AOC-
THYb HAWITYYIero 3¢-
dexra. )

OHHM noxaxyT, HACKOIBKO
TIPaBHIIBHEIM ABIIACTCH
(paxTHYECKU ITOT CTHIID.

Ecnu Brl 6ynete Tak mo-
Oc3HBI H BEpHETE NpHIIa-
raeMyIo KapTouKy C yKa-
3aHMEM JHA.M BDECMEHH,
xoraa Bel xotenu Gvl no-
CETUTh AEMOHCTPALHUIO,
MBI cpa3y HanpapuM Bam
Owiersl.

Haw marasyn MOJX UMeeT
THICAYY U OIHY Bellb, KO-
TOpbIE BOCXUTAT Bac.

Haur accopTHMeHT ToBa-
POB BKIHOUAET BCE BHIBL
OT Ka4YE€CTBCHHBIX H HE-
JOpOrHX 0 CaMBIX ZOpO-
roCTOAIINX.

3anymeiBanvce 14 Bei o
NpEeMYLICCTBAX, KOTO-
pble MOT'YT ZaTh HaliN
ycmyru st Bawero 6u3-
Heca?



Your telephone call will
‘ave immediate attention
fot booking and infor-
‘mation.

The enclosed leaflet gives
you a selection of some
.of the special commodity
fates.

If you would like us to help
you with problems,
please return the reply-
paid card and our repre-

sentative will gladly
come to give you expert
assistance and advice.

The enclosed replypaid
card will secure prompt
.attention.

This person will, of course,
be able to give you full
information about our
services.,

The enclosed card will
‘brng you full particulars,
without any obligation on
your part.

Please fill ont the enclosed
reply card if something
has been troubling you.

ITo Bamemy tenedpoHHOMy
3BOHKY MBI Cpa3y IIpHMEM
3aKa3 4 JaJuM Heobxo-
JHUMYIO HHOpMALHIO.

B npunaraemom OykeTe
JnaHsl Bce Tapudsl no on-
peEAENEHHBIM caoenvalib-
HBIM TOBapaM.

Ecnu Be1 xotute, 4T0681
MbI TOMOTTIH PELIUTh
Baiu npo6Giemsr, Ha-
TpaBbTE HAM KAPTOUKY
C OIUIaYeHHBIM OTBETOM,
H HAlll IPEACTABUTEND
npuener nats BaM mpo-
¢eccuoHaNBHEIN COBET
H 0Ka3aTh MOMOILb.

Mul yaenuM MakcHMyM
BHHUMaHH#, Korjga noiy-
YHM NPHJIATAEMYIO Kap-
TOUKY C OIUTAYEHHEIM OT-
BETOM.

3TOT CIELHANNCT, HECOM-
HEHHO, nacT Bam nomyio
nHGOpMALIHIO O HATOHX
yciyrax.

B npusnioxeHHoit xkaprouke
Jiana Bca uspopManui 6e3
Kakux-m0o obsa3aTensCTB
B Baiei cropoHsl.

3anmoaHuTe NPHIOKECHHYIO
KapTOYKY IUIA OTBETA, eCITH
y Bac ectb kaxue-ym60 Bo-
NPOCH.
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This Trade Fair is a won-
derful opportunity for
your manufactures to
show their products to
our country and to her
neighbours.

Consider some of the ad-
vantages of these goods.

This machine is neat and
compact. Handling is ex-
tremely simple.

It is just the very thing for
you.

A full range of these suits
at this very adantageous
price awaits your choice
at ourstores.

We take this opportunity of
giving our regular custom-
ers the first change to se-
cure a pair of such shoes,
for we don’t think they
will be there long.

The cost is so infinitesimal
that it is hardly worth
mentioning.

Our products have been
regarded as the best for a
century and a half.

This company established
in 1884, is well known as
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JTa BHICTABKa SIBJIFETCA
NPEKPACHO# BO3MOXKHO-
cThio U1 Banmix pupm-
HM3TOTOBHTEJNIEH OKA3aTh
CBOIO MMPOJAYKLHUIO HAIICH
CTPaHE H ee COCEASIM.

Ilogymaiite 0 HEKOTOPBIX
NIPEUMYIIECTBAX 3TOI'O TO-
Bapa.

3TO YCTPOHCTBO OYEHB
AKKYPaTHO ¥ KOMHAKTHO.
PaboraTs ¢ HUM Ype3BLI-
YaifHO NpOCTO.

DTO UMEHHO TO, UTo Bam
HYKHO.

IMonueii HaGop KOCTIOMOB
O 2TOM BBITOOHOI LieHe
Oynet npeanoxexd Bam B
HallleM MarasmHe.

Mpbi1 tonb3yeMcs 3TO BO3-
MOXHOCTBIO JaTh HALIHM
TOCTOSTHHBIM TIOKYTIaTe-
JISM IIaHC KYIMTE 3Ty
00yBb, M MBI IyMaeM, UTO
oHa Hefoaro OyaeT Ha
NpHJIABKaXx.

CTOHMOCTH HAaCTONBKO
Malna, 4To O Hel Bpam u
CTOMT TOBOPHTb.

¥Yke monropa Beka Haua
NPOAYKIMS CUUTACTCSL
CaMOH nyuei.

OTa KOMIaHHs, OCHOBAH-
Hasi B 18384 r., xopouio



manufacturers of first
class optical equipment
and instruments,

The reputation of our prod-
ucts has been spread by
afl who know them.

Competition has not af-

fected the quality or at-
traction of our goods.

Please refer to the enclosed
price list and let us know
your requirements on the
form attached.

Our catalogue is enclosed:
the choice is yours.

‘We are sending you our
catalogue (samples) under
separate cover.

“You will be interested to
know that we have just
‘introduced our new...

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

lese.vv‘le_t‘ us know if you
would like to have sam-
ples or a demonstration.

M3BECTHA KaK M3rOTOBU-
TeNb NePBOKJIACCHOIO
ONTHYECKOro 00opyao-
BaHUA ¥ IPHOOPOB.

Cnapa 0 HamMX TOoBapax
pacnpocTpaHaeTcs BCeMH,
KTO 3HaeT HX.

KoHkypeHIms He cka3anach
HH Ha Ka4ecTBe, HM Ha
MPHBJIEKATENBHOCTH Ha~
LIEro ToBapa.

IIpocM nocMoTpeTs NpH-
JlaraeMblit IpeiACKypaHT
H COOOLIMTE HaM ¢ TO-
MOILBIO ITPHIIOKEHHOTO
6iranka, yto Bac unrepe-
cyer.

Ilpunaraem Haw Kartanor,
a Bol — penaiire croit
BEIOOD.

Hanpasnsem Bam Hawm
KaTasoru (oOpasiier)
OTHENBLHOM ITOYTOIA.

Bawm 6yzaer uHTEpECHO Y3-
HaTb, YTO MEI NIPEACTABH-
JIM Haul HOBBIM...

M&zI MOXEM NPENJIOKUTE
Baum crieLHaTEHYIO LIEHY
(cxuzky), ecomi Bei pas-
MECTHTE 3aKa3 JO...

ITpocumM cooOmMTE, UTO
BaM HyxHO — 00pa3ist
WITH JIEMOHCTpALIKs
TOBapa.
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We assure you of our
commitment to produce
the highest quality serv-
ices to our customers.

We will give your com-
ments immediate atten-
tion.

If you have encountered a
problem with our service
or merchandise we want
to know.

It is our sincere desire to
give you the personal at-
‘tention and satisfaction.

This-Company is interested
in persuing the possibility
of licensing its technol-
ogy in this equipment.

We are pleased to enclose
‘with the letter two copies
of the Annual Report and
Accounts for financial
year 1997 of our com-
pany and also two copies
of product brochures dis-
criptive and illustrative of
our products.

3aBepseM, 4TO MBI DyzeMm
OKa3bIBaTHL MEPBOKIIACC-
HBIE YCITYIH HALUMM KIIH-
eHTaM.

M&I yoenuM MakcuMym
BHUMaHHN Batmm zame-
YaHUAM.

Ecnu y Bac 6yzaer xaxas-
nu6o npobnema no MoBo-
Iy HAIIYX YCIYr WM Ha-
1IEero ToBapa, coodumTe
HaM,

MBI OYeHB XOTUM OKA3aTh
Bam MakcUMyM BHHMa-
HUA € TeM, 4Tobb1 Bl
OBUIH ITOIHOCTHIO YAOB-
JIETBOPEHBI.

OTa (Hala) KOMIaHAT
xoreira OBl HMETH BO3-
MOXHOCTb JIMLICH3HPO~
BaTh TEXHOJIOTHIO H3TO-
TOBIIEHHS 3TOrO 06OPY-
IOBAHHUSA.

IIpuraraem x sTOMY
IMCBMY HABa 3K3eMINApa
rofoBOTO (QHHAHCOBOTD
OTHETa Hauled KoMma-
HuM 32 1997 r. ¥ fBa 9K-
3eMIUIAPA peKlIaMbl Ha-
wed NPOAYKIUK OrHca-
TEJIbHOTO M WILTIOCTpa-
THBHOTO XapaKTepa.



Hpuaoxenne

OBEPA3LBI KOMMEPYECKOMN
KOPPECIIOHJAEHIINH

1. 3anpocwt u npedaoycenun
Dear Sir,

Please would you send me your Spring Catalogue and
pricelist quoting c.i.f, prices, Bombay? Thank you.

Yours faithfully,

Dear Mr. Raval,
Thank you for your enquiry of 31 January, and we are en-

¢losing our Spring Catalogue and current price-list quoting
c.if: prices Bombay.

We would like to draw your attention to the trade and quan-
titydiseeunts we are offering in our Special Purchases section
pp. 1926 which may be of particular interest to you. Please
contaet us if we can be of any further help to you.

Yours sincerely,

1t



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 infor-
mation about accommodation in London for the period July-
December. If possible I would like to stay with an English
family. Thank you.

Yours faithfully,

Dear Miss. Iwanammi,

Please find enclosed our prospectus covering courses from
July to December. Details of fees and accommodation in
London for that period are covered in the booklet “Living in
London” which accompanies the prospectus.

At present we still have places available for students taking the
Proficiency Course beginning in July, but would ask you to
book as soon as possible so that we can reserve a place for you
in the class and arrange accommodation with an English family.
We are sure you will enjoy your stay here and look forward
to seeing you.

We are sure you will enjoy your stay here and look forward
to seeing you.

Yours sincerely,

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,
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Prear Mr. Wymer,

#hank you very much for your enquiry, and you will find en-
closed a catalogue giving detailed information about our
tubeless tyres and including the impressive results we have
achieved in rigorous factory and track tests. Please note the
items on safety and fuel economy which have proved the
ain selling points of this product.

‘With regard to trade doscounts, we are allowing 25% off list
prices to bona fide retailers and wholesalers, with quantity
discounts for orders over Pounds 3,000.00.

We will be pleased to supply any further information you re-
quire.

Yours sincerely,

Dear Sirs,

We are a large record store in the centre of Manchester and
would like to know more about the tapes and cassettes you
advertised in this month’s edition of HiFi 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 dicta-
tions and messages? It would also be heplful if you could
.send us some samples and if they are of the standard we re-
~quire, we will place a substantial order. We would also like to
-¥mow:if you are offering any trade discounts. Thank you.

Yours faithfilly,
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Dear Mr. Allen,

Thank you for your enquiry of 12 May in which you -asked about the
tapes we advertised in this month’s edition of Hi Fi News.

The cassettes are ferrous based and high quality chromium dioxide
which as you know means they would be suitable for any type of re-
cording. They are ‘Kolby’ products which is a brand name you. will
certainly recognize, and the reason their prices are so competitive is
that they are part of a bankrupt stock that was offered to us.

Because of their low price and the small profit margin we are work-
ing on, we will not be offering any trade discounts on this consign-
ment. But we:sell a wide range of cassettes and have enclosed a
price-list giving you details of trade, quantity, and cash discounts on
our other products.

We have sent, by separate post, samples of the advertised cassettes
and other brands we stock, and would urge you to place an order.as
soon 3s possible as there has been a huge response to our advertise-
ment. Thank you for your interest.

Yours sincerely,

2. 3axa3vl, Keumpaxmot ¥ UX UCHORHEHKE

Dear Sirs,

We were very pleased to receive your order of 18 June for cotton
prints, and welcome you as one of our customers.

We confirm supply of the prints at the prices stated in your letter, and
are arranging for despatch by our own delivery vehicles early mext
week. We feel confident that you will be completely satisfied with
these goods and that you will find them of exceptional value for
money.

As you may not be aware of the wide range of goods we have avail-
able, we are enclosing a copy of our catalogue. We hope that. ur
handling of your first order with us will lead to further business he-i’
tween us and mark the beginning of a happy working relationship.:
Yours sincerely,
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$iear Mr. Crane,
¥k you for your ofder (No. DR4316) which we are now making
We have all the items in stock and will be advising you in the

st future.

ﬁ'&ﬁiﬂs:sincerely,

; ¢ Mr. Crane,

W would like to advise you that your order has been shipped on the
B8 Marconissa and should reach you within the next ten days.
Meanwhile our bank has forwarded the relevant documents and sight
deaft for Pounds 2,354.00 to the Northminster Bank (City Branch)
Birmingham.

We are sure you will be pleased with the consignment and look for-
_)pand to your next order.

"Yours sincerely,

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
ior Dawson, Canada on the 16 July and arrives on 30 July.

‘Omce we have the necessary documents we will hand them to Burnley
City Bank, your bank’ agents here, and they will forward them to the
Eanadian Union Trust Bank.

Wéhwe taken special care to see that the goods have been packed as per
YUt utstructions, the six crates being marked with your name, and num-
: 1—6. Each crate measures 6ft x 4ft x 3 ft and weighs 5 cwt.
‘We'thanaged 1o get all items from stock with the exception of Cat.
No. G16 which we only had in red. But we included it in the ¢on-
‘signment as it had the Willow pattern you asked for.

If:there ‘is any further information you require, please contact us.

Yyou very much for your order, and we look forward to hearing
from you again soon.

Yours sincerely,

115



* Dear Mr. Majid,

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

This means that we have to find another supplier who could fulfil all
the outstandidng contracts we have to complete. As you will appreci-
ate this will take some time, but we are confident that we should be
able to arrange to get our materials and deliver consignments to our
customers by the middle of next month.

The units themselves have been assembled and simply now need
completing.

We regret this unfortunate situation over which we had no control
and apologize for the inconvenience. If you wish to cancel the order
it would be quite understandable, but we stress that we will be able to
complete delivery by next month and would appreciate it if you could
bear with us till then.

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

Yours sincerely,

Dear Mr. Gower,

Thank you for your Order, No. HU14449, which we received today.
Unfortunately we do not feel that we can offer the trade discounts
which you have asked for, viz. 35 per cent as we only allow a 25 per
cent trade discount to all our customers regardless of the quantity
they buy.

As we think you will agree, our prices are extremely competitive and
it would not be worthwhile supplying on the allowance you have
asked for. Therefore, in this instance, I regret that we have tg.4om
down your order.

Yours sincerely,
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Tigar Mr. Causio,

Pk you for being so prompt in sending the documents for our last
©ader, No. 14463. We have accepted the sight draft, and the bank
shiould be sending you an advice shortly.

Wi have been dealing with you on a cash against documents basis for
et a year and would. like to change to payment by 40-day bill of
wechange, documents against acceptance.

Wiién we first contacted you last February you told us that you would
hptepared to reconsider terms of payment once we had established a
tading association. We think that sufficient time has elapsed for us to
#e allowed the terms we have asked for. If you need references, we
will be glad to supply them.

As we will be sending.another order within the month, could you
please confirm that you agree to these new terms of payment?

¥ours sincerely,

Peéar Mr. Merton,

We have instructed our bank to arrange for a letter of credit for
Pounds 6,158.92 to be paid against your pro-forma Invoice No. GI
152/8, and the proceeds will be credited to you as soon as Canadian
Trust receive the documents.

‘Wi usually ask you to wrap each piece of crockery individually and
pack no more than ten sets into a crate to allow for easy and safe han-
dling, This was not done with our last consignment and as a conse-
quence there were breakages. Attached you will find a list and we

would like either replacements to be included in our next shipment,
Or your credit note.

Coeld you please pay more attention to our instructions in the future?
Yours sincerely,

e
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Dear Mr. Umbakwe,

I am sorry that we were not able to clear your November state-
ment for Pounds 610.00 and December invoice, No. 7713 for
Pounds 92.00. We had intended to pay the statement as usual,
but a large cash shipment to one of our customers in Australia
was part of the cargo destroyed in the fire on the SS Tippa
when she docked in Bombay in late November.

Our insurance company have promised us compensation within
the next few weeks, and once we have received this the account
will be paid in full,

We know you will appreciate the situation and hope you can
bear with us until the matter is settled.

Yours sincerely,

Dear Mr. Wheeler,

Thank you for your letter of the 15 January regarding our No-
vember statement and December invoice No. 7713.

We were sorry to hear about the difficulties you have had, and
understand the situation, but would appreciate it if you could
clear the account as soon as possible, as we ourselves have
suppliers to pay.

We look forward to hearing from you soon.

Yours sincerely,
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iear Mr. Bish,

, sorry to tell you that I will not be able to meet my bill, No.
1714, due on 6 June.

My government has put an embargo on all machine exports to Zu-

ba, and consequently we have found ourselves in temporary diffi-
ies as we had three major cash consignments for that country.

#owever, I am at present discussing sales of these consignments with

#wo large Brazilian importers, and am certain that they will take the

goods.

Efbuld you allow me a further 60 days to clear my account, and draw

4 new bill on me, with interest of say 6% added for the extension of

time?

¥would be most grateful if you could help me in this matter.

¥ours sincerely,

[N

3. Hpemen3uu

Aear Mr. CIiff,

Feceived a consignment of 6 dressing tables from you yesterday, my
forder No. 1695, which were ordered from your summer catalogue,.
‘€at, No. GR 154. But on unpacking them I found that six heavy ma-
fogany-finished dressing tables had been sent, instead of the light
mﬁmsh ones asked for.

4 .mpst of my customers live in small flats earning a moderate in-
genme itis doubtful that I will be able to find a market for larger more
‘expensive products.

¥-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,
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Dear Mr. Hughes,

Thank you for your letter of 3 February in which you said that you
had received a wrong delivery to your order (No. B1595).

I have looked into this and it appears that you have ordered from an
out-of-date catalogue. Our current catalogue is Winter 1997-8 and
this lists the dressing tables you wanted under DR 189.

I have instructed one of drivers to deliver the pine-finish dressing ta-
bles tormorrow and pick up the other consignment at the same time.
Rather than sendng a credit note, I will cancel invoice No. T4451 and
include another, No. T4457, with the delivery.

There is also a Winter 1997-8 catalogue on its way to you in case you
have mislaid the one I originally sent you.

Yours sincerely,

Dear SirfMadam

On 12 August I ordered 12 coptes of Background Music by H Low-
ery under my order number FT567.

On opening the parcel received this moming I found that it. contained
12 copies of History of Music by the same author. I regret that I can-
not keep these books as [ have an adequate stock already. I am there-
fore returning the books by parcel post for immediate replacement, as
I have several customers waiting for them.

I trust you will credit my account with the invoiced value of the re-
turned copies, including reimbursement for the postage cost of 7.90.

Yours faithfully,
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%Mr Ramsay,

% gre sorry to learn from your letter of 18 August that a mistake
“§fioutd have occurred in dealing with your order.

his mistake is entirely our own, and we apologise for the inconven-
fgnce it is causing you. This occurred due to staff shortage during this
;ip{?uml[y busy season, and also the fact that these 2 books by Low-
&ry Idve identical bindings.

Jwslve copies of the correct title have been despatched by parcel post
Soday

;‘l’W account will be credited with the invoiced value of the books
.ap cost of return postage. Our credit note is enclosed.

We apologise again for this mistake.
Nours sincerely,

kz;
& Azenmu

;fhfas'd{ you for your letter which we received today. As you re-
%{éd;fwe have enclosed a draft contract of the agency agreement.
Nouwill see that we prefer our customers to pay us direct, and usu-
-ally deal on a letter of credit basis, unless we can obtain references or
' v guarantee if you take the del credere commission.

Xou would not be required to hold large stocks of our products, but
& sepresentative selection of samples, and we can meet orders from
e Middle East within four weeks of receipt.

Leaflets and brochures will be sent to you to hand out to your cus-
towsers as one method of advertising, but we will also allow Pounds
F860.00 in’the first year for publicity which can be spent on the type
of advertising you think suitable for glassware. We find that newspa-
pets :!:fdé-magazines are the best media.

The inftia¥ contract will be for one year, subject to renewal by mutual
agrecttient, and that disputes will be settled with reference to Dutch
law, a3 our. relative legal systems are different.

If you have any further questions with regard to the contract, or any-
thing else, please contact me. I look forward to hearing from you.
Yours sincerely,
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Dear Mr. Glough,

We were pleased to receive your letter of March 1 and to see
that you were interested in the machines we produce.

The United States, like Great Britain, has also experienced an
increase in motorbike sales, and like you we think that there is
a vast market to be tapped for the heavy touring bike,

With regard to your offer, I should tell you straight away that
we never use sole agencies anywhere in the world, but rely on
merchants buying our products on their own account, then re-
tailing them at market prices in their country. We, of course,
offer a 30% trade discount off net list-prices and a further 5%
quantity discount for sales above Pounds 100,000.00. We have
found sole agencies tend to be rather restrictive both_for our-
selves and our customers.

As far as advertising is concerned, you will be pleased to hear
that we have arranged for an extensive campaign which begins
next month and features our heavy machines. We are sending
dealers throughout Europe brochures, leaflets and posters to
hand to their customers, and this will be followed up by televi-
sion advertising in May.

Our terms of payment are 60 d/s bills, documents against ac-
ceptance if the customer can provide reference.

Once again, thank you for writing to us, and please. contact us '
if you have any more enquiries.

Yours truly,
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rcar Sir,

I am replying to your advertisement in the trade magazine Homecare
-jn which you said you were looking for a buying agent in the U. K. to
‘séfiresent your group of stores in West Affica.

My company already acts for several firms in Europe and America
"mc}we specialize in buying domestic appliances and other household
‘oerts for these markets. We have contacts with all leading brand
avaufacturers so we are able to obtain specially reduced export
priecy for their products and we can offer excellent terms for freight
Jmr usual commission is 5 per cent on c.i.f. invoiced values, and we
miske purchases in our principals’ names, sending them accounts for
settlement.

"‘We will keep you well informed of new products that come on to the
market, sending you any information or literature that we think will
be helpful.

1 have enclosed our-usual draft contract for you to consider, and if
¥om are interested, I would be pleased to hear from you.

Yours faithfully,

L
[—

| gy

Eml\{ir Dobson,

“Miark you for your letter in reply to our advert in Homecare. Al-

w we are interested in. your proposition, the five per cent com-

%emon you quoted on c. 1. f. invoice values is higher than we con-

sidered paying. However, the other terms quoted in your draft con-

dract are _qu__ite suitable.

We accept that you can get competitive rates in freight and insurance,

mél.ess we do not envisage paying more than three per cent-
comumission on net invoice values, and if you were willing to accept
ﬂm“-‘ﬂ&‘-ﬂ# would sign a one year contract to be effective as from 1

Al}g_umst We can assure you that the volume of business would make

it worth accepting our offer.

Yours sincerely,
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5. Pexnama

Dear Sirs,

Enclosed are details of an advertisement we should like you to insert
in four of the daily newspapers whose advertising space is controlled
by you. We should like the advertisement to occupy a half page and
to appear in three consecutive issues, the first to appear on the 4th of
this month.

You will note that the advertisement is to be keyed in each “daily”, so
that we have the opportunity of checking the response. Further in-
structions will be sent in due course for repeat advertisements where
they are considered advisable.

Yours faithfully,

Déar Madam,

Now is the time to make your home really attractive because prices
have never been so low and our patterns so beautiful. You have a.
splendid opportunity to have your suite upholstered and recovered.

Why not take advantage of our thirty years of experience in this
work? Our staff are trained craftsmen who take a pride in every job
they do. Price, quality and expert service are combined, and thus sat-
isfaction is assured.

Our interior decorator can call at your home with a complete assort-
ment of materials and will be pleased to advise you on proper selec-
tion.

Write or telephone for our representative, and convince yourself of
our low rates.

Yours very truly,
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Dear Sirs,

Eastern European Shipping and Shipbuilding
The last two years have seen great activity in the field of shipping and
g ilding in the Eastern European countries, and in order to satisfy
w readers demand for information, we are to publish a special sur-
wy on September 11th this year.
Although we are well supplied with the editorial information, it
mlld be in your interest to support this information with advertising.
‘Piclosed is an advertising costs together with the circulation break-
e
At‘a cost of Pounds 155.00.it is possible to reach a truly international
marinie market with a full page black and white advertisement.
\Copy and insertion instructions are required in this office by 14th
August at the latest.

Hours faithfully,

vl
Pt

EAST — WEST TRADE — April issue

:Fenclose readership and advertising data for this influential magazine
] "senior working bankers and I hope that you will take advertising
-space for this special review.

“The Banker’s Magazine has been established for 139 years as a
practlca] publication concerned with domestic and international
ing, trade and finance.

From this information you can see that this is a strong advertising
medium yet at reasonable advertising rates. I hope that you will take
space in April to advertise to this professional banking readership —
a total of nearly 50,000. Please let me have your instructions as soon
as POSSible — the last date for advertising material is March $th,
Yours sincerely,
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Dear Reader,

The 1999 edition of THE BANKERS’ ALMANAC AND
YEAR BOOK has just been published and is now available.

This publication, now in its 150th year, is the only International
Banking directory which gives details on over 100,000 bank
branches in more than 46,000 cities and towns throughout the
world.

The Almanac’s 2,800 pages provide extensive in-depth infor-
mation on almost 2,300 major banking institutions worldwide.
Only those overseas banks considered to be truly international
are included. The information listed includes their name, ad-
dress, telephone and telex number, directors and officials, car-
respondents, capital structure and comparable balance sheets.

To reserve your own personal copy of this publication all you
need do is complete and return the enclosed form to me at the
above address'— today! The price is Pounds 65.00 per copy
(sutface) post free.

Yours faithfully,

P. S. The demand for this publication is such that we sell out
very early each year. Avoid disappoeintment — order NOW!
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