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1 Konsept (Envelop)

A,Z[pCC Ha KOHBCPTC IICHATACTCA HA MAIIMWHKC. Ecnn O(bOpMJIGHI/IC KOHBCpPTa
IMPOU3BOAUTCA HA KOMIIBIOTCPC, TO aApPCC OTIIPABJIICHUA U 06paTHBIﬁ aJpccC 1rcyara-
IOTCA Ha OTACJIBHBIX JIMCTAaX 6YM3,FI/I M 3aTCM HAKJICUBAIOTCA Ha KOHBCPT.

Oo0pa3sen 3anoiHeHHs] KOHBEPTA

Sender’s address
Anpec oTpaBUTEIIA

Mailing address
Anpec nomydarens
[Topsimok pacmoyioKeHUsT PEKBU3UTOB B a/Ipece CICTYIONTHI:
1-s1 ctpoka — umsi, damuaus aapecara win oTnpaButens (the addressee/the
sender);
2-51 CTpOKa — Ha3BaHue (GUPMBI WK yupexaeHus (the company’s name);
3-s1 cTpoka — HoMep joma u yauia (the street name and house number);
4-s cTpoka — Ha3BaHue Toposa (the town the letter is sent to/comes from);
5-1 ctpoka — nmoutoBbli uHAeKC (the ZIP code);
6-1 cTpoka — Ha3BaHue cTpanbl (the country the letter is sent to/comes from).
BA’KHO: Ha xoHBepTe BO3MOXHO HCMOJIb30BaHUE HEKOTOPBIX COKpPAICHUM:
Road (Rd), Avenue (Av), Street (St).
HasBanue roposia u MHACKC MOTYT HAXOJIUTHCS Ha OJTHOM CTPOKE.
Ha koHBepTe MOTYT MPUCYTCTBOBATH CICAYIOIINE OTMETKH, KOTOPHIC OOBIYHO
JICAFOTCSl B BEPXHEM JICBOM yIiTy KOHBEpPTa M KaK MPABHIIO 0003HAYAIOT CIIOCO0 J10-
craBku nuchMa (type of delivery):

Air mail ABwmanoura

Express Dkcrpece

Urgent Cpouno

Registered 3akazHoe

To be called for Jlo BocTpeOoBaHUs
Poste restante Jlo BocTpeboBaHms
Confidential KondunenmnumansHo
Please forward [Tpocrba nepecnath
Private (Personal) JInauo

Printed matter [TeuaTHOE M3MaHUE

Oo0Opa3en HanmucaHus ajpeca HA KOHBepTe:

Registered

Mr. A. Smith

Messrs. Smith. & Co., Ltd
34 Leadenhall Street,
London E7321CD,
England



Coomnecume qu)OpMaI/;uiO HA KOHeepme C mem, 4no OoHa obosznavaem.
Riviera, Plc

1494 Long Av

Brighton

NR9 740

United Kingdom

Mr A. Belinskiy

137 Sadovaya St

Moscow

Russia

O©CoOoO~NO OIS~ WwN -

— the ZIP code in the return address

— the town the letter is sent to

— the addressee

— the house number in the mailing address
— the town the letter comes from

— the country the letter is sent to

— the sender’s company name

— the house number in the return address
— the country the letter comes from

2 DnexkTpoHHbIe NUcbMa U gakcel (Faxes and e-mails)

DOnexTpoHHBIC MHUChMA U (HAKChl OOBIYHO TPEOYIOT CIHUIIKOM O(PHUIIUATHHOTO
ToHa. OHU OTIMYAIOTCS KpPAaTKOCTBIO M B HUX YaCTO HCIIOJB3YIOTCA pa3JIMYHBIC CO-
KpalleHHus, HallpuMeEp:

cc — copy to, copies (xomusi, KOMY)

FAQ — frequently asked questions (4acto 3a1aBacMble BOIPOCHI)

tifn — that’s it for now (mmoxa sto Bce)

BTW — by the way (kctaTn)

TIA — thanks in advance (3apanee 6y1arogapro)

enc(s) — enclosure(s) (mpunosxeHue/s)

Ref — reference (kacatenbHo)

Oo0pa3zen 3J1IeKTPOHHOT0 MUCbMA

Subject: Reservation
Date: 21.10 ...
From: a.smith@hotmail.com
To: rivierahotel@riviera.com
Dear Sir/Madam
Having seen your advertisement for the villa in Spain, | would be interested in book-
ing it.
Please confirm if it’s available as soon as possible.
Yours faithfully


mailto:rivierahotel@riviera.com

daxc (Fax Message)

To: From:

Riviera Hotel Allan Smith

Fax No.: Fax No.:

0063 55 66 487 0577 22 11 906

Tel. No.: Tel. No.:

0063 55 66 487 0577 22 11 906
Subject: Reservation

Page/s: lof 1 Date: 02.07...

Dear Sir/Madam
| would like to hire a car for the coming weekend. | would be grateful if you
could send me information on the different models available, as well as an indication
of your current rates.
Yours faithfully

..................

Hepel'II/IHII/ITe ACI0BOC IMHUCHbMO, PACIIOJIOKHB €TI0 YdCTH B IIPABUJIIBHOM IIOPAI-
K€.

1) To: tomson.ltd@tomson.com

2) Martin Evans

3) We have seen your advertisement in “American Export” and shall be
obliged if you send us your General Catalogue of Generators.

4) Dear Sir/Madam

5) Subject: Enquiry

6) Yours faithfully

7) From: rusmet.ltd@rusmet.ru

8) Sales manager

9) Date: 16.08.2015.

3 Oomasn crpykrypa aejoBbix mucem (General Structure of Business Letters)

JlenoBbIe MMChMa, KakK MPaBUIIO, BKITIOYAIOT CICAYIONTUE YaCTH:

1 3arosnosok (letterhead);

2 HaMMCHOBaHHEC W ajpec mojydaTens mnucbMma (recipient’s name and
address);

3 nara nucebMma (the date);

4 BcrynurenbHOe oOpamenue (opening salutation);

5 ocuHoBHol Texct nuckMa (body of the letter);

6 3axmountensHas Gopmyna BexauBoctH (Closing salutation);

7 momnuck (Signature);

8 mpunoxenwus (enclosures).

Bce nenoBble mHChMa THINYTCS 1O ONPEICIICHHON ¢dopMe Ha (GUPMEHHOM
Omanke. B 3aronoBke 0OBIYHO yKa3bIBaeTCs JIOTOTUT GUPMBI U €€ aapec. Anpec 1o-
JydaTels MMChMa PAcIioiaracTcsl ¢ JIEBOM CTOPOHBI, a JaTa yKa3bIBaeTcsl CIpaBa Ha
OJHOM YPOBHE C MEPBOX WX MOCJIEAHEN CTPOKOU MOITy4YaTesl.



Ecnmu mucemo anpecyetcs pupme, B Ha3BaHUU KOTOPOU UMEIOTCS (pammiiu Ka-
KUX-TTMOO JIMII, TO TIEpe]l €€ Ha3BaHUEM MPUHATO CTaBUThH CII0BO MESSIS., Harpumep:

Messrs. Smith & Brown, Ltd.

Messrs. Smith & Sons.

Ecnu B Ha3BaHum ¢hupMbl HeT haMIIIAKA JTHIT, TO clI0BO MESSKS. He ynoTpeOJis-
€TCsl, HalTpuMep:

Hi-Tech Machine Tool Corporation

Korga nuceMo agpecyeTcsi OTIEIbHOMY JIUIY, TO Nepe] GpaMuiueid CTaBUTCS
clenyrolee:

MYr: 10 OTHOIIICHHIO K MY>KUYHHE;

MTY'S: 110 OTHOIIICHUIO K 3aMY>KHEH KEHIITUHE;

MIsS: 110 OTHOIIIEHUIO K He3aMYy>KHEH KeHIUHE (yCTapeBaeT);

MS: M0 OTHOIICHHIO K XEHIIMHE, 0 KOTOPOM HEM3BECTHO, 3aMyKeM OHa WU
HeT (IpuoOpeTaeT MOnyJIIPHOCTH).

Ecnu umst nmosyyaTenss HEeM3BECTHO, MOYKHO yKa3aTh €ro JIOJDKHOCTH MPHU YCIIO0-
BUHU, YTO OHA SIBJISIETCS €IMHCTBEHHON B OpraHU3alllK, HallpUMeED:

The Chairman,
Hi-Tech Machine Tool Corporation

BerynurensHoe oOpallieHHe pacroJiaraeTcsi Ha JIEBOM CTOpOHE MHChMa IO
BHYTPEHHHUM ajJipecoM. B Hacrosiiee BpeMsi B JIeJI0BOM KOPPECIIOHACHIIMN Hauboiee
pacmpoCTpaHEeHbI Cieayromue GOpMyIIbL:

Dear Sir/Madam: mo otHomeHHIO K (UPME HIIH JIAILY, Ubs (aMIIUS U TOJ
HEW3BECTHBI.

To whom it may concern (amepukaHCKHiA aHTJI.)

Dear Mr/Mrs/Ms Smith: mo OTHOIIIEHHIO K JIUITY, Ubsi (haMIITUSI U3BECTHA.

3axmounTenbHbe (POPMYIBI pacrmoyaraloTcs Ha MpaBOd CTOpOHE MHChMa, B
KOHIIE OCHOBHOTO TekcTa. Eciu mucbMo HaunHaiock ¢pasamu Dear Sir/Madam, To
whom it may concern, To OHO JOJDKHO 3aKaHYMBATHCS CIIOBAMHU:

Yours faithfully (opuranckuit anrmickuii).

Yours truly, Trully yours (ameprkaHCKHi aHTJTHHCKHIA).

Ecnu nmucemMo azipecoBaHo JUILY, Yb€ UMsI H3BECTHO, 3aKITIOYUTENbHbBIE (hpa3bl
JIOJIKHBI OBITH CIICTYIOITUMHU:

Yours sincerely (OputaHckuii aHTJIMHCKAL).

Yours truly, Very trully yours, Sincerely (yours) (amepukaHCKUH aHTJINH-
CKUH).

[Tonmuck Ha MUCHME CTOMT BCET/A C MPAaBOW CTOPOHBI MEXIY 3aKIFOUUTENb-
HBIMH CJIOBaMHU TIPOIIAHUS M HarleyaTaHHOW (haMUIUEH OTIpaBUTENA, MHOT/IA C YKa-
3aHHUEM €ro JOJDKHOCTH, HallpUMep:

Yours faithfully

R. Smith

R. Smith

Export Manager

[Mpunoxenus ENc(s) wiu ENcl(S) 0ObI4HO yKa3bIBAIOT, YTO K MUCHMY IPHIIO-
KEHBI JOKYMEHTHI (U€KH, KaTaJIOTH, MPEIJIOKEHUS U JIP.).



1 Ilpoumume nucomo u HatiOume 8 Hem IKBUBATIEHMBL CLeOVIOWUX BbIPANCEHUI:

€CJIM Bbl HC pacCriojaracTte CBO6OI{HBIMI/I HOMCpaMH, MHC HYXXHO, C YBAXKCHHECM,
s XOTeJ OBl 3&6pOHI/Ip0BaTI>, PAaClCHKH, YBAKACMBIC I'OCIIOJd, KaK MOKHO CKOpPCC, A
ObLI OBI OJ1ar01apEH.

Dear Sir/Madam,

| would like to book a single room at your hotel for the week of 15t —10" Octo-
ber. | require a room with a telephone and a private bathroom.

| would be grateful if you could confirm my booking as soon as possible, and
provide me with your rates per night including breakfast.

If you have no vacancies, could you please provide me with the address of a
suitable hotel in the nearest area?

Yours faithfully

2 Pacnonooswcume wacmu 0enoeo2o nucobma 6 npasuilibHom nopﬂdke.
1 We have received your letter for which we thank you.
2 Messrs. Smith &Co., Ltd, Green Street 21, London.
3 Yours faithfully.
4 Dear Sirs.

3 Jlonoanume denosoe nucbmo nooxo0auumu hpazamu.
Dear Mr. White

1 of 125 July 2 your invitation 3 as official supplier to her
Majesty the Queen.

4 receiving further 5 regarding the tender procedure.

6

1 Cevinamocs na nucomo:

In reply to your letter
Regarding your correspondence
About your invitation

2 [ Ipunumams npeonodiceHue:
we are glad to accept

we have pleasure in accepting
we must accept

3 Yuacmeosamw 6 konxypce:

to apply for a position

to work

to tender for a contract

4 Ilpocums 0 0onoanumenbHou UHGopmayuu:
We are keen on

We look forward to

We would be interested in

5 «llucomeHHbI Mamepuai»:
news

brochures

Instructions and documentation



6 3axnmouumenvrasn hopmyna npowarus:
Yours sincerely

Regards

Yours faithfully

4 3anpocsl (Enquiries)

| Ilepeseoume u 3anomuume 8vipadiceHus, Haubolee 4acmo 8Cmpedaruuecs 8 pas-
HbIX BUOAX 3aNPOCO8E:.

1 We learn from (or have been informed by) ... that you are manufactures (or
exporters) of ... .

2 We have seen your advertisement (or We refer to your advertisement) in....

3 We are interested in ... advertised by you in ... .

4 We shall be obliged if you will send us your latest catalogues, brochures
containing a description of ... .

5 Please send us samples of your manufacturers ... .

6 Please let us know if you can offer us ... .

Il IIpoumume nucomo u natioume 6 Hem IKEUBANEHMbL CNEOYIOUSUX BbIPANCEHULL:
€KEroJHO, COBETHHUK, 3alpalliuBaTh, ONTOBBIA TOProOBEL, OrPAHUYUBATH, CTOU-
MOCTb, 00pa3iibl, MOKYIKH, MOCICIHUNA U3 HA3BAHHBIX.

Dear Sirs,

At the suggestion of Mr. A.B. Ivanov, the Commercial Counsellor of Russian
Embassy in Canada, we write to enquire whether you could supply us with Cotton
Piece Goods.

We are wholesalers of cotton fabrics and normally draw our supplies from the
U.S.A,, the U.K. and India. From the last-named country we have been buying annu-
ally goods to the value of about $ 250,000.

Please let us know the types of Cotton Textiles available for export from Rus-
sia sending us samples and advising us of your prices and terms. We do not restrict
our purchases of textiles to special types and are interested in both printed cotton
cloth and grey cloth.

We look forward with interest to your reply.

Yours faithfully

Il Cocmasbme nucomo-3anpoc, ucnonwv3ys rekcuky 3aoanus 1.

5 Mpemnoxenns (Offers)

| Hepeeedume U 3anoOMHUmMe 6blpasCerusl, Hauboee yacmo ecmpevdaruuecs 6 pas3-
HBIX 8UOAX KOMMEPUECKUX NPEOJIONCEHUIL!

1 We have pleasure in offering you ... .

2 This offer is made subject to your acceptance by fax (or subject to an im-
mediate reply).



3 We offer you the goods subject to receiving your confirmation within ...
days of the date of this letter.

4 We hold (or We are holding) this offer open for your acceptance until ... .

5 We have pleasure in offering you, without engagement (or without obliga-
tion) ... .

6 This offer is made subject to the goods being unsold on receipt of your re-

ply.

Il Ilpoumume nucomo u naiioume 6 Hem IKBUBATIEHMBL CIEOVIOUWUX BbIPANCECHUI!

BBIMIOJTHEHHE, HAIMYHBIMH, 0€3 YMaKOBKH, (aKc CIETYIOIIEro COACp KaHUS,
MIPOU3BOAUTH TUIATEXK, MPEIOCTABIATh (HOKYMEHTHI), OTOOp 00pa3IoB, rapaHTHITHOE
IINCHbMO, BBIITOJITHEHUEC.

Dear Sirs,

We thank you for your fax of 61" September reading as follows:

«Yourlet 2" September please send offer onethousand tons ore.

In reply we have pleasure in offering you, subject to receiving your confirma-
tion within one week from today:

1,000 tons (10 per cent more or less at our option) of ore at the price of $20 in
bulk for December shipment. Payment is to be effected in cash against shipping doc-
uments in London. You are to submit, within 5 days of the date of signing the agree-
ment, a letter of guarantee of a first-class British bank for the full contract value of
the goods as security of the fulfillment of the contract.

Sampling and analysis will be carried out by our laboratory at the port of loading,
and the result of the analysis shall be considered final and binding upon both parties.

Our General Conditions are stated in the enclosed Form of Contract.

We look forward with interest to your answer.

Yours faithfully

Notes:

Youlet (B Tenerpammax) = your letter.

Onethousand (B Tenerpammax) = one thousand.

6 IpunsiTue n oTkyIOHeHUe MpemIokeHuii (Accepting or Declining Offers)

1 Ilpoumume crnedyruwue 08a denosvix nucoma. Onpederume, K KAKOM) 8UOY 00-
kymenmayuu (accepting or declining offers) omnocumcs kasicooe ux nux. Boinuwume
KJlroueensle ¢pa3bl, Komopbsle nomoenu 6am onpeaeﬂumb mun nucem.

Dear Sirs,

We thank you for your letter of 1 June offering us transformers at the price of
$150 per unit. We accept your price and the terms stated in your letter, subject to our
General Conditions sent you with your letter of 15" May.

Our contract will be sent you tomorrow.

Dear Sirs,

In reply to your letter dated 22" March we regret not being able to accept your
offer as other firms have offered us better prices and more favorable terms.

10



If you are in position to quote us lower prices and improve your terms, we re-
vert to the matter again.

2 Onpeodenume, K KAKOMY 8UQY OOKYMEHMA OMHOCUMCS NPeOCMABIeHHOe HU-
arce nucovmo. llepesedume e2o Ha pyccKuli A3viK.

Dear Sir,

We have received your letter of the 13" November for which we thank you.

We have given careful attention to your counter-offer and discussed the matter
with our sub-contractors the Main Electrical Company, Ltd. The results of this is that
we are prepared to allow you 7 % discount from the prices quoted in our letter of the
25" October and accept the order for the total firm price of $ 21,450.

We regret that we cannot reduce the price further.

As to the time for delivery, we have asked our sub-contractors to look into the
time required for the delivery of the Transformer to our works, and they have agreed
to reduce their time down to twelve months.

In a similar manner we have also examined the time required to manufacture
the Transformer-Set, carry out running tests and prepare and pack the whole set for
shipment. We offer now a reduced delivery time of 14 %2 months, and this time would
date from receipt of your order with instructions to enable us to proceed to the work.

We have also considered the terms of payment suggested by you as well as
your General Conditions and, wishing to develop our business relations, we agree to
accept them.

We wait your decision with interest.

Yours faithfully

7 Pexsamanmnu u mpetensun (Complaints and Claims)

a. Ilepesedume u 3anomnume @vipadiceHus, Hauboee 4acmo Ccmpeyanuuecs 8
PA3HBIX 8UOAX NPEMEH3ULL U PeKTIAMAYUL.

3anep:xka nocrasku (Delay in delivery)

1 The goods were ordered on 7" May (order no. ND476) have not yet ar-
rived.

2 We have not yet received your order no. 44 which we understood was
shipped on 5™ December.

3 If you cannot deliver within the next 2 weeks, we shall have to cancel the
order and obtain the goods elsewhere.

4 Your delay in delivering the goods against Order no. 654 causes us consid-
erable inconvenience.

5 We must insist on your unconditional guarantee that the goods will be de-
livered at the end of November.

6 We are sure you will give this matter your immediate attention.

11



HOBpe)KIIEHI/Ie HUJIH HEYAOBJIETBOPUTECJIBbHOC COCTOAHUE MOCTABJICHHOI'O TOBapa
(Unsatisfactory or damaged goods)

1 We took delivery on 121" December of our order no. 3345. However, sever-
al crates were missing, and others had been damaged.

2 We regret to report that our consignment of 4" April was delivered this
morning in an unsatisfactory condition. A detailed list of the damaged items is en-
closed.

3 The goods shipped by you in execution of our Order no. 50 do not corre-
spond with the sample on the basis of which the order was placed (or which led to our
placing the order).

4 The packing of goods is inadequate and unsuitable to local conditions.

5 A considerable amount of cases arrived in a badly damaged condition, the
lids being broken and the contents crushed.

Ipenaoxenne pemenus (Reconsideration of claims)

1 We are returning the articles in question. Please credit us with the value of
returned goods.

2 If you were to deduct the sum of $ 300 from our next order, we would con-
sider the matter closed.

3 Please arrange for reimbursement of the value of the returned goods.

4 We have taken up the matter with the Shipping Company and requested
them to send an explanation to your direct.

b. Ilpoumume nucemo u natioume 6 Hem IKEUBALEHMbL CLEOVIOWUX DVCCKUX
BbIPANCEHU.

AJs1 OCMOTpa, IMEPCEBO3YHK, CIIMCOK IpHIIAractcia, K COXKaJICHHUIO, YIIaKOBKa,
YperyJaupoBaTh BOMPOC KaK MOXHO CKopee, TpeOOBaTh KOMIICHCAIIMIO 3a YOBITKH,
OTACJ 3aKYIIOK.

Dear Mr. Johnson,

We took delivery this morning of our Order no. 4865GR.

Regrettably, some of the crates were damaged, and on unpacking them we
found a number of breakage. We would suggest this is due either to inadequate pack-
ing or to an accident in transit.

As sale was on the basis, we presume you will be claiming compensation from
the carrier. We estimate the value of the damage at around $3500. We will, of course,
be keeping the damaged crates and their contents for inspection.

Under the terms of the guarantee, we would be grateful if you could send a re-
placement for the damaged items. A list of these is enclosed. We must ask you to at-
tend to the matter with the utmost urgency as this delay is causing us great inconven-
ience.

We look forward to an early reply.

Yours sincerely
M. Brown
Purchasing Department

12



C. Haiioume 6 mexcme 6vipasicenusi, noOmeepicoawue e20 NPUHadleddc-
HOCMb K RUCbMY-NpemeH3Ul.

d. 3akonuume cnedyrowue npednodicenus.
We regret to inform you that the examination of the goods shipped by ...
We can accept the goods only on condition ...
We estimate that the damage amounts to ...
This is not the first time we have had to complain ...
We agree to consider a settlement of the claim ...

O b~ owpN -

8 KonrpakTtsl (Contracts)
CocraBaenue koutpakToB (Drawing up Contracts)

1 Hepeeedume U 3anNOMHRUME 6bIPAINCEHUA, KACAOWUECA PA3TUYHBIX U006
KOHMpAakKkmaoe.

1 With reference to our decision/your letter/our telephone conversation, we
are pleased to confirm ... .

2 Enclosed are two copies of the contract.

3 If you have any further queries regarding the conditions of the contract
please do not hesitate to contact me.

4 Please let us know within three weeks if these terms are acceptable.

5 This contract is made between ... .

6 The goods sold under the present contract shall be of the following specifi-
cation ... .

7 The quality of the goods sold under the present contract shall be in full con-
formity ... .

8 All expenses incurred on the territory of ... in connection with the present
contact are to be paid by the Buyer.

9 The contract may be cancelled by either party subject to ... months’ notice.

2 Haiioume 6 npasoti xosionke pycckue 3K8UBAIEHMbL AHSTUUCKUX GbIDAICEHULL.

the agency agreement crop

our partnership KpPOME TOTO

our joint venture pacxoXkIeHUE

the franchise HETPEIBUICHHOE 00CTOSITEIIHCTBO
insurance JIOTOBOP O TIOCPEIHUYCCTBE
hereinafter 3asiBJICHUE

whereby HECOOTBETCTBUE

divergence HAIlle COBMECTHOE MPEANPHUSITHC
dispute UMCHYEMBIH B TaIbHEHIIIEM
furthermore dbpanuaii3uHT

declaration OCPEACTBOM KOTOPOTO
contingency CTpaxoBaHHE

non-conformity HAIle COTPYTHUICCTBO
duration 3asBJICHUE

3 IIpoumume 0ocoeop o mopzosom npedcmagumenvcmee. Haiioume 6 nem k-
BUBANEHMbI CIE0YIOUUX PYCCKUX BbIPANCEHULL:
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Ha OCHOBAaHWH, €CJIN Y BAC BOSHUKHYT HOBLIC BOIIPOCHI, ITOAIIUCATD 063 JK3CEM-
IJsipa, SKCKIKO3MBHOC MPCACTABUTCIIBCTBO, B IIPUJIOKCHUN BbI Haﬁ,ﬂeTC, a1 B BalllEM
PaCIOPAKCHUN, Hallla IIPCACTOAIIAA BCTpCUaA.

4 Ilepeseoume 0020680p Ha pycCKUlL SA3bIK.

With reference to our telephone conversation of Wednesday, | am pleased to
confirm the agency agreement giving you sole agency for our products in Russia.

Enclosed are two copies of our terms for the agency agreement. Would you
please sign both copies and return them to me, together with any comments or
amendments you would like to make regarding the contents? Should you have any
further queries concerning the conditions of the agency agreement please do not hesi-
tate to contact me.

| look forward to our forthcoming meeting to discuss the final contract, and
hope this is the beginning of a long and mutually beneficial association.

1 Hatioume 6 crnedyrouem KoHmpaxkme 3K8UBALEHMbL PYCCKUX BbIPANCEHULL:

CPOK IICPBOHAYAJIBHOI'O IIGIZCTBI/IH A0T0BOpa, HA KOMHCCHUOHHOM OCHOBEC, MOXCET
OBITBH MPOJIJICH.

The general conditions of the contract are as follows:

The contract is limited initially to 5 years, but may be renewed for a further
year based on an annual evaluation of your company’s performance.

Our representatives work on a commission basis.

Commission is payable on all orders.

2 3axonuume ciedyrouue npeooNCeHuUsl.

Please sign both copies and ... .

| am pleased to confirm the franchise agreement ... .

The company is prepared to spend ... .

The contract may be cancelled by ... .

The contract is limited initially to ... .

The contract may be renewed for ... .

There will be a trial period of 3 months at the end of which ... .
We would like to offer our services as ... .

The agent must undertake ... .

O©ooO~NO OIS~ WN -

Yceaosus maarexa (Terms of Payment)

. Hepeeedume U 3aNOMHUME 6bIPAINCEHUA, KACAIOUWUECH yCJl06uﬁ onjamaol.

Our conditions / terms of payment are as follows.

Payment should be made ... .

Are you able to offer /allow discount?

We do not give credit.

Enclosed is our invoice amounting to ... .

We are pleased to confirm receipt of ... .

We enclose a credit note for the sum of ... .

Enclosed is our invoice amounting to ... .

We would be grateful if you would forward your remittance in settlement
of the enclosed invoice.

10 Could you grant us a preferential rate for this bulk order?

OO NO O~ WDNPEFED
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2 Haiioume 6 npagoii KOI0HKe pyccKue IK8UBANEHNb AHSTUUCKUX 8bIPAINCEHUU.

cheque OOMEHHBIH KypC

bank transfer KBapTaJIbHBIN/CKEMECIUHBIH IIaTEK
cash in advance aBaHC HAJIMYHBIMU

inclusive of tax 0e3 ydera Hajora

exclusive of tax CyMMa K BBIILIATE

VAT (value added tax) OeCIOILTHHHBIN

tax free, duty free C y4€TOM Hajora

cash on delivery pacder IpH BbIade 3aKa3a
exchange rate OaHKOBCKHUH TIEpeBO/I

amount due YyeK

made payable to HaJI0)KEHHBIHN IJIaTeX
quarterly/monthly payment akkpemutus

cash with order [IOUIEXKAIIAI OIUIaTe

letter of credit HaJIOT Ha J00aBJICHHYIO CTOMMOCTD

3 Ilpoumume creodyrowee nucomo. Hatioume 6 nem ¢ghpaswl, xacarowuecs
yenosutl niamedica. Ilepesedume ux na pycckutl s3vlK.
Dear Mr. Stewart,

We refer to your recent enquiry regarding our conditions of payment. Our
terms are 30 days net, but we can allow you two months’ credit for subsequent or-
ders.

Payment should be made by irrevocable Letter of Credit or order cheque.

We look forward to receiving your initial order.

4 Jlononnume mexkcm nooxoosuumu pazamu.

Our usual 1 are 60 days 2 . We can 3 you 1 month’s fur-
ther 4 for repeat 5 . Payment 6 by bank transfer.
1 payment 4 invoice
terms of payment cash in advance
cheque credit
2 net 5 orders
due supply
of demand
3 provide 6 made payable to
allow should be made
give must be done

5 Hpoqmume yacms KOHmpaxkma, 6 KOWlOpOI:l onucoslearomcs ycioeus onjianiol.
Haiioume 6 nem 3x6usanenmol ciedyrouux pycckux 8blpadiceHui:

U3MEHEHHUE, CTPaXxOBOM MOJIKC, TUIaTa 3a MPOCTOM, cueT-(pakTypa, BaTlOTHBIN
KypC, B pa3MCpe, OCYHICCTBJIATH INIATCIK, AKKPCAUTUB, OTIPYy3Ka, UCIIOJIBL30BAHHC,
MEpPTBBIHN (paxT, BO3MENIATh (JICHBTH).

6 Ilepeseoume mexcm Ha pyCCKUli A3bIK.

Payment for the goods sold under the present contract is to be effected out of
irrevocable confirmed Letter of Credit to be opened by Buyers in the Bank for For-
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eign Trade of Russia, Moscow, in favour of Sellers for the value of each lot of the
goods to be shipped plus 5 %. The Letter of Credit to be valid 60 days.

The Letter of Credit to be opened not later than 10 days before the agreed time
for shipment of each lot of the goods. Expenses in connection with the opening,
amendment and utilization of the Letter of Credit to be paid by Buyers.

Should Buyers fail to open the Letter of credit in time, they are to pay Sellers a
fine for each day of delay, but not more than for 20 days, at the rate of 0,1 per cent of
the amount of the Letter of Credit and in that case Sellers shall have the right not to
load the tanker until the Letter of Credit has been opened. Should the delay in the
opening of the Letter of Credit exceed 20 days, Sellers have the right to refuse to de-
liver the goods which were to be paid for out of this Letter of Credit. And in all the
above cases demurrage and dead freight paid by Sellers in connection with the delay
in the opening of the letter of Credit is to be made against presentation by Sellers to
the Bank for Foreign Trade of Russia in Moscow of the following documents:

Commercial invoice

Insurance Policy.

Yceaosus nocraBku (Terms of Delivery)

7 Hepeeedume U 3anomMHume 6vlpasiCeHusd, Kacaroujuec:s yCJZOGMIZ nocmaexku

moeapa.:

Delivery will be made within two months.

The consignment is ready for immediate delivery.

The items should be ready for dispatch by next Monday.

The goods will be delivered in hermetically sealed, shock-proof crates.
As agreed, the goods will be delivered to you on Monday morning.

We will dispatch the goods tomorrow by air freight.

Delivery can be made from stock.

As arranged, the consignment will be transported by air/rail/sea freight.
The goods sold under the present contract are to be delivered by Sellers and
accepted by Buyers.

10 Please note that delivery should be made to the following address.

8 Haiioume 6 cnedyroweil wacmu KOHMpakma @pasvl, Kacaowuecs yCiosull
nocmasku mosgapa. Ilepesedume ux na pycckuti A3viK.

The goods shall be delivered within the period stipulated in the specifications
agreed upon between the parties. The date shown on the Bill of Lading or on the
Railway Bill shall be considered as the date of delivery.

Rusexport have the right to deliver the goods prior to the stipulated dates, noti-
fying the Agents beforehand.

Rusexport undertake to advise the Agents by cable of shipment of the goods,
indicating the date of shipment, port of shipment or station of dispatch, name of ship,
number of the Bill of Lading when shipment is effected by sea, or of the Railway Bill
when the goods are dispatched by rail, as well as gross net weight.

Simultaneously with the shipment of the goods Rusexport shall send to the
Agents a specified proforma-invoice in two copies giving the value of the goods
shipped in accordance with clause 3 of the present contract. When shipment is effect-

©Ooo~~NOoOOlhs~ WwN -
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ed by sea Rusexport shall send along with the goods a copy of the Bill of Lading and
two copies of specification by Captain’s mail.
9 Jlonoanume mexkcm nooxoosauumu pazamu.
Dear Mr. Gregor
1 your order no. 88. 2 within two months of 3
4 ,
the consignment will be transported 5 fob from Moscow to your ware-
house in Berlin, Germany.
Our prices are cif for land/sea transportation to Germany.
6 more rapid delivery, 7 for the goods to be sent by air freight,
but 8
Insurance is 9 :
10 and will be pleased to answer any further queries you might
have regarding the shipment.
1 As regards
We refer to
We have referred to
2 Delivery will be made
Delivery has been made
Delivery would be made
3 Your order
The ship’s arrival
Receipt of your order
4 As arranged
As convenient
As you know
5 by train and ship
by rail and sea freight
in a train and on a ship
6 If you require
Should you be in need of
If you must have
7 we can allow
we have arranged
We can arrange
8 this will be charged as extra costs
this will be charged to your bankers
this is very costly
9 payable on arrival
payable by you
optional
10 Thanks a lot for your order
We look forward to your next order
We thank you for your custom
10 3axonuume credyrouue npeonodiceHus.
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We refer to your order ... .

Please note that delivery should be made ... .

Delivery will be made within ... .

Owing to problems in our manufacturing plant, we are unable to deliver ...
Shipment is to be effected during ... .

We are pleased to inform you that we have dispatched ... .

We have not yet received your shipping program for ... .

~No ol h~ WN PP

9 TpeHupoBoUYHBbIE 3a1aHKS

1

CootHecute HHPOPMAIIHIO TIOJT OTIPEICIEHHBIM HOMEPOM Ha KOHBEPTE C TEM,

YTO OHA 0003HAYaCT.

(1)Mr. Martin Adams

Internal Logistics, JSC

(2) 13 Green St,

Glasgow NM 05627

UK
(3) Air Freight, Ltd
234 Smolenskaya St
Moscow (4) 846320
Russia

- the ZIP Code in the mailing address

- the sender’s name

- the house number and the street name in the return address
- the addressee

2

CootHecure HHGOPMAIIUIO IO/ ONpeIeIEHHBIM HOMEPOM Ha KOHBEPTE C TEM,
YTO OHa 0003HAYaeT.
GREEN CROCODILE, Itd
(1) Children’s Clothing
167 North Av
Brighton (2)6067SLH
CARGO GENERAL, Itd
109 Ravens St
(3)London DS3710F
(4)UK

- the ZIP Code in the mailing address
- the addressee’s company name

- the country the letter comes from

- the town the letter comes from
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3
CooTHecure I/IH(i)OpMaHI/IIO oA OHpGI[eJIéHHLIM HOMCPOM Ha KOHBCPTC C TCM,
YTO OHAa 0003HAYaET.
(1) Rusimport, Jsc
32/2 Smolenskaya St

Moscow 245020

(2) Russia
(3)Black & Brown, Ltd
17 High St
(4) London (5)EN657
England

- the addressee

- the ZIP code in the mailing address
- the town the letter sent to

- the sender’s company name

- the country the letter comes from

4

CootHecuTe MHPOPMALIUIO TIOJT ONPEIEIEHHBIM HOMEPOM Ha KOHBEPTE C TEM,
YTO OHa 0003HAYaET.
(1) RUSFREIGHT, PIc
(2) 78 Moskovskaya St
Rostov-on-Don 344000
Russia
(3)WESTERN PORTS, Jsc
(4) 3734 Land St
(5) Rotterdam 57SAD87
(6) Netherlands

— the town the letter is sent to

— the addressee

— the house number in the mailing address
— the country the letter is sent to

— the sender’s company name

— the house number in the return address

5
CootHecute HHGOPMAITAIO IO ONPEASIEHHBIM HOMEPOM Ha KOHBEPTE C TEM,
YyTO OHA 0003HAYAET.
(1) CENTER LOGISTICS, Ltd.
25 Victoria St
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Leeds (2) RE 946 BJ
(3) UK

FREIGHT CHARTER, Ltd
211 Gaudi Street

(4) Dublin GSA2345

(5) Ireland

— the ZIP Code in the return address
— the sender’s company name

— the country the letter sent to

— the town the letter sent to

— the country the letter comes from

6

CootHecure I/IH(l)OpMaHI/IIO oA Ol'IpeI[eJIéHHLIM HOMCPOM Ha KOHBCPTC C TCM,

YTO OHA 0003HAYAET.
(1) The London Cycle Co., Ltd.
(2) 38 Cheapside St
London (3) EC 53 97
United Kingdom

(4) The Russia’s Chamber of Commerce. Ltd

(5) ljinka St,16

(6) Moscow 532975

Russia

— the ZIP code in the return address

— the addressee

— the house number in the mailing address
— the town the letter is sent to

— the sender’s company name

— the house number in the return address

7

HepeHI/IHH/ITe ACI0BOC IMHUCbMO, PACIIOJIOKHB €TI0 YaCTH B IIPABUJIBHOM ITIOPAI-
K¢€.

1 To: s.tomson@hotmail.com

2 Thank you for your e-mail of September 11™

3 Dear Mrs Thomson

4 | would like to confirm that | will be available to see you at my office on
Wednesday 20™ at the time you propose.

5 Subject: Appointment

6 Martin Evans
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7 From: m.evens@hotmail.com
8 Yours sincerely
9 Date: 12.09.20 ...

8

Hepel'[I/IHII/ITC ACI0BOC IMHNCHbMO, PACIIOJIOKHNB €T0 YdCTHU B IIPABUJIIBHOM IIOPAI-
K€.

1 Attachment: Order 01.xls

2 We have since received the full catalogue and have attached our first order.
We are very impressed by the quality and choice your company offers.

3 To: t.simons@hotmail.com

4 Thank you for your fax, with the catalogue pages we requested.

5 Victoria Roberts

6 Subject: Catalogue

7 Dear Mr. Simons

8 From: v.roberts @hotmail.com

9 Yours sincerely

10 Date: 13.10.20 ...

9

HCpGHI/IHH/ITe ACJIOBOC IMMCbMO, PACIIOJIOKHB €Iro 4aCTu B IIPABUJIBHOM ITOPSA-
K€.

1 Mike Stuart

2 We look forward to receiving your initial order.

3 Re: Conditions

4 We refer to your recent enquiry regarding our conditions of payment. Our
terms are 20 days net, but we can allow you two months’ credit for subsequent or-
ders.

5 Dear Hans Miller

6 To: h.miller@hotmail.com
7 From: m.stuart@hotmail.com
8 Yours sincerely
9 Date: 31.01.20 ...

10

Hepel'II/IHII/ITe ACJIOBOC IMUCbMO, PAaCIIOJIOKHNB €Iro 4aCTu B IIPABUJIBHOM ITIOPAA-
K€.

1 Yours sincerely

210" December 20...

3 Re.: Delivery arrangements

4 We thank you for your custom, and will be pleased to answer any further
queries you might have regarding this shipment.

5 Dear Mr. William

6 To: k.william@hotmail.com

7 From: m.hardwell@hotmail.com
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mailto:m.hardwell@hotmail.com

8 M. Hardwell, Export Manager

9 We refer to your order no. 53. Delivery will be made within two months of
receipt of your order. As arranged, the consignment will be transported by rail and
sea.

11

Pacnonoxxute yactu ACJIOBOI'O IMMMCbMa B ITPABHUJIBHOM ITOPAIKEC.
(1) GIBSON&Co. Ltd
47 Low Street
Midllesex SHT 276 P
United Kingdom
(2) Yours faithfully
N. Gibson
Buyer
(3) Dear Sirs,
We read about your new trailers in your October catalogue.
We would be grateful if you would send us further information including unit cost,
discounts, delivery period and payment terms.
Thank you for an early reply.
(4) 21 Dec, 2014
Roadtrans Inc.
618 Strausberg St

Berlin 34567
Germany

B-1,4,3, 2.
B- 1,2 3,4
B- 4,3,1, 2.
B- 2,1,3,4.

12
Pacnionoxxute yactu ACI0BOI'0 IMMCbMa B ITPABHUIIBHOM ITOPAIKC.
(1) Mr. Gotfried
Purchase Department Manager
High Tool Company
33 South Street
New York, NY3476
USA
(2) Dear Mr. Gotfried,

We take this opportunity of introducing our company to you as one of the old-
est and largest motor-manufacturing companies in the USA. Our motors are manufac-
tured to the highest standards and are marketed all over the world. With this letter we
are enclosing leaflets which illustrate and describe our range of motors as well as
spare parts.
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If you have any enquiries of any further information on our motors to be pro-
vided, please contact us.
(3)Very truly yours,
Mr. Felix Zoom
Director
(4)Design Plus
55 Stevenson Road
Loa Angeles MA 483N
USA
17 November, 2014

13
Pacnionoxxute yactu ACJIOBOI'O ITMCbMa B ITPABHUJIBHOM ITOPAIKC.
(1) 11 Dec 2014
Russian Colours, Jsc
20 Mozhayskaya St
Moscow 772373
Russia
(2) Yours faithfully,
Felix Crick
Purchase Department Manager
(3) DLS, Plc
Kensington Road, 47
London LFT735 E
UK
(4) Dear Sirs,
We learn from the Russian Trade Delegation in London that you produce for
export some natural fabrics. There is a steady demand here for goods of this type.
Will you please send us your catalogues and full details of your export prices
and terms of payment together with any samples you can let us have.
We look forward to hearing from you soon.

-

- 31 141

1,
- 4,
2
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3
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14
Pacnionoxure yactu ACJIOBOI'O IMMCbMa B IIPABHUJIBHOM ITOPAIKC.

(1) 9™ September, 2008
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Damen Centre, Ltc.

101 Golden Street

Washington, MA 01987

USA

(2) Dear Sirs,

We are pleased to receive your request of 1 September for the information about our
waterproof material.

We will be happy to send you the samples of the items you mention in your letter.
We sincerely hope this will be the beginning of a long and pleasant business associa-
tion. We hope to receive your order soon.

(3)Yours sincerely,

Johnson&Co

A.K. Dood

Marketing manager

(4) Johnson&Co

20 Bennett Hill

Brighton BN 13 XB

UK

4,1,

N

1,3,
3,1,
4,2

3.
, 2.
, 2.
3.
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15
Onpenenute, K KAKOMY BUY J€JTIOBOTO NMTMChbMa OTHOCUTCS OTPBIBOK.
We read about logistics services your company provides in the latest catalogue.
The services you offered would be most suitable for our company.
Would you kindly send detailed information as well as quotation of your current
rates.
B- an inquiry letter
B- an offer
B- a letter of complaint
B- a letter of adjustment
16
Onpenenute, K KAKOMY BUY JI€JIOBOTO MMChbMA OTHOCUTCS OTPBIBOK.
We would be grateful if you send us your new catalogue for the latest model of
a track maintenance vehicle. If you can guarantee prompt delivery and quote really
competitive prices we shall be able to place an order with you for 7 units.
B- an inquiry letter
B- an offer
B- a letter f complaint
B- a letter of adjustment
17
OnpenenHTe, K KaKOMY BUAY ACJIOBOTO MMCbMa OTHOCUTCS OTPBIBOK.
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Dear Sirs,

We are pleased to make you a firm offer regarding our products in the size you
require.

All the models can be supplied by the middle of December 2015. If you prefer
the goods to be delivered by air freight, this kind of shipment will be charged extra
cost.

— terms of delivery

— a letter of application

— an offer

— an order

18

Onpenenute, K KAKOMY BAY JI€JIOBOTO MUChbMA OTHOCUTCS OTPBIBOK.
Education: 2005-2010  Rostov State Transport University,

Specialist in railway operation
Skills: organizational skills, good time management, fluent English
B- an enquiry letter
B- a contract
B- aresume
B- a letter of application

19
OHpCIIeJII/ITC, K KaKOMY BUAY ACIIOBOI'O ITMCbMA OTHOCHUTCA OTPBIBOK.
| would like to apply for the position of senior assistant to personnel
manager advertised in the "Daily News" on 9lh October. A copy of my resume is
enclosed. From this you will see that | am at present working as a junior assistant in
the personnel department at James Associates. Although | enjoy my work, | feel |
would now like to take on a position with more responsibility and in a larger
organization. | can be available for interview at any time, and | look forward to hear-
ing from you.
B- an enquiry letter
B- an offer
B- a memo
B- a letter of application
20
OnpenenHTe, K KaKOMY BUY ACJIOBOTO MMCbMa OTHOCUTCS OTPBIBOK.

| am applying for the job in your sales department, which you advertised. | am
graduating from college this year and would like a job in sales. Please find enclosed
my resume. | hope you will find me suitable and that | will hear from you soon.
B- an enquiry letter
B- an offer
B- a memo
B- a letter of application
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PaccraBpTe ciioBa WM cOUETaHUS CJIOB B JOKYMCHTC TaK, YTOOBLI OHHU oTpaxa-
JI1 0COOCHHOCTH O(POPMIICHHS CITY)KEOHOMN 3alMCKH:

.... Marketing Department Staff
From:
... Customer Presentation
Date:

The Marketing presentation you prepared last week to show our new
product line was exceptional! Your enthusiasm, sales strategy, and product
knowledge were impressive and sealed the deal with Mr. Lockhart.

Thank you for your outstanding work. Bonus checks will be distributed next
week.

My sincere congratulations to all of you!
I11 To
12 Karen Moore, Marketing Director
13 Subject
14 April 18, 2013
22
PaccraBpTe ciioBa WM cOUETaHUS CJIOB B HJOKYMCHTC TakK, YTOOBI OHHU oTpaxa-
T 0COOCHHOCTH O(OPMIICHHS CITY>KEOHOMN 3aIUCKH:
... - Ms Jackson
From: ...
... . International conference
Date: ...
| attach a copy of a letter of 23 November to Director from Michael Owen, Di-

rector of the 215t Century Trust, asking for suggestions for participants at the interna-

tional conference. Please, set out your criteria for the sort of people the Trust is look-
ing for and make certain suggestions for persons.

I11 To

[12 James Miller, Personal Manager
13 Subject

14 7 December 2009
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Vuebnoe uzoanue

XueoHukoBa Mapust BnagumupoBHa
Paxxuna Bukropuss AnekcanapoBHa

JNEJOBASI KOPPECIIOHEHIINS

[leuaTaercs B aBTOPCKOM peaKIuu

Texunueckuit pegakrop M.A. 'oHuapos

[Toanucano B mevath 29.12.16. dopmar 60x84/16.
bymara razernas. Puzorpadus. Y. neu. 1. 1,63.
Tupaxx k3. M3a. Ne 50172. 3aka3

Penaxkumonno-mznarensckuii ieatp ®I'bOY BO PI'VIIC.

Anpec ynusepcutera: 344038, r. PoctoB H//l, . PoctoBckoro CrpenkoBoro Ilonka
Hapoaunoro Ononuenus, 1. 2.



