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4 pull g yapaidlly 45l [V}

Attention and privacy

e for the attention of .. (.- by ..o el
e attention (.- Rbey ..o el
® private Py
e private and confidential S vy oo pa>
e confidential S
®re.. e P
sladl @l e [¥]
e your letter of.. -l r.i.lt.,, )
e your letter dated.. L) 4Rl S,
e your enquiry of.. - Bl r.(« il ez )
e your order dated.. B ‘..i.» pall Al
¢ with reference to your letter of.. - B ‘.S:JL, 5 ) el
® as requested in your letter dated.... & &3l ‘.Q;JL, 54 r_{.u, »
e in reply to your letter of.. B (S:SL,. 5 de 1o
* your letter of the 3rd of this month.. S g2l 0 I £ )l (ST,
¢ which you sent to us L) b @ A
¢ we see from your letter that.. o Sy s

o referring to your advertisement of.... & .. %,k 2l eSoMef ) ele)
in..

¢ inst. (instant) S bk
e reference to your enquiry pertaining .. .. o sa% f Szl ) sl
e referring to your special offer of.. va P (Ko ) el
e your enquiry concerning.. .yt § izl
® your enquiry regarding.. . et § sl
e your above-mentioned letter.. . adlay \,JL Sl (Sl

t¢



o in reply to your favour .... wl (Kb g Je 13, L (0S5,00 e 13,

e allow us to draw your attention to .. .. J} :)Uaﬁ 4>y ol U pesd
e | beg to draw your attention to .. oAl ? il o g of g )]
e | beg to inform you that .. .ol (,S;Lb‘p ) ,;-.:?
e we wish to point out that .. (..o S3 3y Al LY 8 b
e | have the honour to bring .. Jdu e (S r.\ji o e

e we were pleased to note from your letter of.... that you are
interested in....
S Operge oSS £l oSHy o i O Gaat
e it gives me real satisfaction to answer your note concerning...

o pyar (] sl (Sl e > O Al e

e since my writing to you regarding .. o P aE rS,H‘ el e
e following our meeting on G T 01V -2
e following our telephone conversation on .. .. & Jdyaldl Lua> s

e following our discussion with your representatives concerning ..
Pt (Sugde e Lili s

® we were given your name by.. .. (auly) B ,ac Sl e L.h’-‘!

® you have been recommended to us by.... (dawl y) G a8 (,.i. Lle ,_,f

® Mr. X has been .. Kt Lhawy dlar U1 il Wil (0% il O

kind enough to give us your address..

® as we have learned from.. you are  luay O yaz2 (;s‘ls L We S

manufacturers of..

® Mr. X has referred us to you.. OW ) (S U

ol oA S A 5 5 g 0F S g S B o s O g Syl 5
td b g A S §) 51 e g D e il W I S b Y S
O

¢0o



® we have read about your firm in the trade press ..
il Blaall 3 (Ko ja e U
e we have been customers of your firm for many years ..
Lodlb Ol i (See L Shes L)
e during a recent visit to the trade fair.
TS EXl - SN | R E - S (Lt

e I saw a sample of your products .. BPCC BRI o Sl
e we are interested in your products .. R
* we have examined your offer .. . r.(.a P TRV

e we have heard that vou have put a new .. on the market ..
Oy s L (peai [ @il ) iy oSG Las

® your articles have been recommended .. (dav! p) & ac (,S-.L.; Lle )_,.f

to us by..

¢ on recommendation of our representative Lgde Loy e el

® we see from your advertisement that.. Lo (&35&;\ S R

e we saw your advertisement in the o (U saall 8 (._{;3&91 de Lalbl

current issue of..

e we have seen your advertising material u)k;\‘l\ ‘..i.:;\.. de Ll

® we saw your stand in a recent trade Gud> S \E 2 ,ae 4 ‘S’-b— Wi,

fair

e we visited your stand at the exhibition oAl 3 ¢-<:-l».- Ly,

o we have seen your name  &,lndl OB 0 il (St e Lkl

in various trade magazines..

® we are subsidiary of.. NN NS NS W
e we are a company specializing in.. 3 daaiae S5 u;
e I notice your interest in.. - r&\pt Jas-Y)

¢ we have seen from your brochure ol (‘..i;.,.\ ) r.(...{ o L.AM\
that..

¢



Expressing awareness s f‘\e el sll €]

e we have just learned that oo U,sdl Lde
e our representative has informed us that.. Ol L gdes Lal
¢ [ have just heard that.. oo Sph s
¢ | am pleased to know that.. Lol d,:j O 3y
¢ we are interested to hear that.. Lo gl ol )UT
¢ we have learned from.. that.. ob e L
e we are aware of.. - ‘.l; Js f
e we realised that ... (O e aady O U asTs
Information _pae )n‘\.g ol o M bt [0
e we are pleased to inform you that.. ool '.Sl'-jb_i (Hyo
e allow me to inform you that.. .. ol SN W )
¢ [ beg to inform you that.. .. o'b, ri;bl,-\,. ) ,.:.Jf

e I have the honour to bring under your notice ol rﬁb\’h o s
that..

o | am writing to call your attention to.... ol Ji f )Uaﬁ - )'Y pSJ} u.—:ﬁ
e | have some wonderful news for (.Q:.J o azaald J\,,'-‘\l\ san s
you

e you will be surprized to hear that.. o Ol | grans ol KA
o I feel Ishouldlet you ol ls il o oShast of Jo cpmn &b a2l
know at once that..

e we shall let you know by telephone (%) Osikdl lle oSlaoui
(telegram)

e we have pleasure in offering you Ul Jolidl (S puis I Gy
the following details..

o whose name we should be glad to send youas'l oSGl gs U ey 5l
* in reply I have to acquaint you ol rﬁr ,f—i o T Y I R Wy
that

ty



e your letter of the 9th inst. is L & Loy s U1 4 gl rgﬂb)
duly to hand

Reference cpadl () Bl JV &) [}

® your letter to.. was referred to.. UG VRN W S (RS WA
e your letter was passed to us by.. .. (dawly) ©,as L) cdof Sldla,
¢ your letter has been forwarded to me by.. .. & ,ac ‘_;5\ i Il 3

Replies Jilw JI (de 3931 [V}
* awaiting your reply §s, st 3

® awaiting to hear from you so soon Je-lalt F >y lasi g
* I am looking forward to hear from you soon =l §5, | C)Jaﬁ
o I look forward to your early reply (JxWh Kl f; oAl cl.\a:f

* we hope for an early reply S sy 4 Jub
¢ let us know as soon as possible oSl ¢ ﬂ‘b e U ).\4,,.?
e RS.V.P. [l ) Bl 3 sS) 50 bk
® .. as soon as you can cJa.....L- ¢ J.fb_
® .. by return of post Lol 85 gm

* may we please have an immediate Ml 1>, s of (..Q.a Ry
reply.. .

o With my thanks in . [plsHl 3] J=Wl §5, e U oS8
anticipation for an early reply .

® .. by the same post Lt a4
® .. as soon as we receive ‘.l..w ol s ey
e we hasten to reply to your letter 4 &3l oS, Je 5 )b 5 L L)
of..

* Répondez S’il Vous Plait Y u_...;f’.!\ Ql.pij Y ) Jas! = el e

¢A



e forgive us for not de 858 Sl LSS pte (e Uyple

writing earlier to thank you for..
e we await your offer with interest peals oo ez

® be Writing to me now and then.. N A o d s
o please let us havea word oSG (Vo sl aulS” il oSUiab o G ges
from you..
oI look forward to hearing from  Jrlall il 3 oSen W, il Mol
you in the near future..
Oblcasesendme :Z,JU|>,;,J|—J>,._A|4.;,,JQ—(.§LAJLJ‘)J.~)T
as quickily as possible, by registered bookpost, the following items:...
e an early reply would be much adadl gae Le gl ol f; )
appreciated..
e we shall highly appreciate an early =~ gdadl olae Lo Gl Jorll f.a y
reply..
e I shall be thankful for an early reply.. .. Sl Joldl §5, dla
e please report to us in a couple of days.. .. (w e 35 3 Ujlas] g 5
e we are eager to hear from you with return =~ & i 33 ya, fa ) A2 allas
of post.
e would you please inform us O™ 13} L& il Je U lasl Shiab e
immediately, whether.. _
¢ | expect a favourable reply.. PR E o ):T
¢ [ hope to have a favourable reply.. o bamia s, bt Ol
* I hope for a favourable response from you.. .. S fnie 5, d JJ
e we are not able to reply individually to each letter or suggestion..
W) odn (nenis S&] 1A o Sl B e 83, 3y pma 30 S Y
Posl el Je 3 dle jaS Deasadl Loyl BN 0 4
Ol W ¢ F L Al Slaadly OF 2y Sl U 1] Lol Sl 3YI
[l oo 5 do Lol by Jo s OF oy paas o Sledd s
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o we have not received a reply to our  J§ 4,3l W, L b, 5l ¢

letter of..

Receit a5} [A}
e We have Received your letter of .. by sd Sl il
e We had the pleasure of receiving .. AL ol b S~
e We acknowledge Receit of your letter .. P - C

e [ am in Receit of your letter of 12th inst.
LB NY G os (Sellas ks
e please acknowledge receit of ( the cheque) ..
C( kY Sl Ujlast) (Shad e

Salutations <baill [4]

e please convey my respects to .. R 2= tl‘ b e
e please remember me to .. LA duE i las
e With my best greetings . (VL) s 3y L GW b &
e With my best regards . (VL) s 3) L L4 bl o~
e With my respectful greetings . ( JL J pl (3 ) . 3l 2l d g
e With good wishes . (I s 3y L ol bl ~
e With all good wishes . (L) e 3) . il ol K &
e | wish you the best of luck . (JL. )l sl J).L,bik»auﬁji
* I wish you all success . (YL el J)_C@“ngﬁj
¢ With kind regards . (UL el ) L ddall Sl ~
® loving greetings . (L el 3y L dogey dLS &
® With respects . (Ll ps Gy . Gl ot ma

Thanks and appreciation s kY9 jaiilly <2 [V }—
® thank you for (your letter of .. ) ( .. Folu &,y Je U l,§.«

(-2



e We thank you for ( your enquiry of .. )
(o Bl Szl y e 8 S8
* many thanks for( your favour .. )( &SI Kol ) Jo K21 1y SO
e very many thanks indeed for .. - [P e Ay oS
¢ thank you very much for your prompt response to ..
S g Saleaat e oSS S 15
e | am deeply grateful to you for. . ,ﬁ oY e @ Ul
e | thank you all from the bottom of my heart .
Lo sl o e § S
® thank you for your courtesy .... ( oSt ) i S e e oS K
e thank you for helping us out in this emergency ..
L)) el B e e g A O oSl e oSO TS
¢ many thanks for your invitation to attend ..
e many thanks for allowing me to .. .. = J zledl Jo S 152
e many thanks for lending me .. L3kl e )bf fji..
e we will be ever grateful to you for the invaluable help that you have
rendered to us ..
o ogazedi G ettt Ol e Logs ST ST 0K
e | am very grateful for your interest in ..

B LN I PPC ORI PRV AP

e | am most grateful for .. e B olaY Ll U
* thanking you in anticipation . [ b )l plt 3 ] Uil S 50
* my thanks to you in advance . [ JL. )l ol 3 ] Ll ril xS
e I once again thank you . [UL) s 3] 2t fji.,s

¢ with renewed thanks and all best wishes .
CLAL e 3] ol bl e g oS S
e | appreciate very much .. ol

o\



¢ We appreciate your interest in .. R ‘..i.-\;.»\ (.SS guv
* We seize this opportunity to express our deepest appreciation of ..
o4 UJ._oJ.iJ GeeE F u\f?U L.a}aj\ ola gy

* I shall not forget your kindness in .... J ( oSuike ) ‘.ﬁ.a (X% P
e your courtesy was greatly apprecnated by us all .

Mb,M\@uY(«M\N)&u
® I deeply appreciate your kindness and forbearance shown to me
ety (s ) Jab 0 g F o oz L jw‘wﬂ'T
e | can never forget the great sermce that you rendered to me .
R TR W R [ TR EX I PR RN d...,\ o
® your courtesy to our representative will be greatly appreciated ..
W\juoxl..ab,mfu\d!vi..k
¢ | hope you will not mmd if I express my admiration for your efforts .
.. J;”é alsf e ,_,.)p\ ol S C.LC i J,.‘
e | am pleased to .. Lol Sdman
e I am glad to hear that .. ool crf O Gt
e We would like to thank you for your interest in our products .

Bl (Selal Jo £ S of 58
Corigratulations 33laudl (e il g ddigal) [\ }—

P Al Gl gas
¢ Congratulations ! R N Py
e warm congratulatlons ! SO B 1 S ] 0

¢ finally and once agam our warm congratulatlons
: [(le G ] e Wil - ,—L;f'-f oY) \ﬁ,'-f

® how marvellous ! we do congratulate you .... &lae Wi ! &l &) j L
gl S
¢ congratulations to the bride and the groom .. NPy U Py

oY



e good luck to you and your bride .. Sy mly oK sl
* my sincere and hearty congratulations to you and your bride on the
occasion of your marriage ..
Sy s oSy aly oS Rl Ll sl
e all prosperity and hapiness to you and your bride ..
oSyl oS ey oy
"® best wishes for a long and happy married life..
DBy B Ay abs OGP bl
e wish you both a happy and prosperous wedded life ..
oAby bk k) bk BT
- @ best wishes for you and your bride . My prayers for a long happy
life .. ikt e ala Jhyes L @Sy oS0 oladl bl
e convey my best wishes to the newly married couple ..
sl St b

: alged)
e Happy New Year ! [ & U..T)] e ple
e a happy new year to you .. [ & u«-?,] ‘..{.Lc..u..., dydom fL;
¢ Happy bairam ! [ oYy il ae ] dau Us

e Happy Chirstmas ! [ ( _rlews SJ) peedl el Vs e ] dn e
e Merry Christmas to you...
L (ot S ) ) Aol SDes e ] e s

® a merry Christmas to you.. . pﬁf SV IR > W RNV
¢ Hearty congratulations ! ol adall Ll
® best wishes ! ool old bl
e Jam glad to hear that .. oo C‘“i I danny
* my sincere congratulations .. oA el

¢ | most sincerely congratulate you on this event ..
il sy G4 Lalsl e il

oy



e it gives me great pleasure to know that .. .. ol ‘,J.J o Ll Gamay
e | offer you my sincere congratulation on this happy event ..
bl bl odyy sl el ST e
: gall sbel
e Happy birthaday ! e o M As
* many a happy return on the happy occasion ..
..'s.x._....ll Ll 0dd Wdey A 34
* many happy returns of the day .. ..*f 3 I ey w3 4e
® hearty greetings and best wishes to you on your thirty fourth
birthday ..
oMy ) e e bl by i Ll SO
: Sk i
® we rejoice with you in the birth of your child ..
oSl Mg W San Lidan
: gladl)

¢ well done . we wish you health to enjoy your success ..
by e Adall vall Ay ¢ s
® hearty congratulations on your success in the examination ..
LW (Sl L ) Wil
¢ we send you our best wishes and congratulations on the occasion of
your success .. )
Sl Al Ll s Wled bl (S0 s
¢ best wishes for your success in the election ..
Sl 3 Sy Sl b

b eV el il .

ot



: agd yuall
e congratulations on your promotion as General Manager ..
Sl i ) oSS el W
* my sincere congratulations on your promotion as Managing Editor
of ..
I e ) oS dls GL el
Y W
® best wishes for safe and pleasant journey ..
5 5.&._...;-_’ i..AT i.l,-,g QL..;P‘ g_,.:bi
sl jlayl s $4
* with every good wish for the holiday season..
Y e Bl QLY e
: Algal) e oyl
¢ thank you very much for your compliments ... rS.»Lp P 3&, T | S
e thank you for your greetings . May the New Year bring to you peace.
and prosperity !
Dby oAl ) el (Sle ol (SO e oS0 TS
LS e el ol Sl L a b s
Cuall quth o) 48 e pmadll [V Y]

Expressing a wish or asking help

* please give us a quotation for .... o yasy ‘.5)\.._,3 r.il.a» o Wl
® please help us as much as you can ..0 yodazs byl oShiab 0 Uy gle
¢ | look forward to your easily response ..

gl Szl ) sl
¢ we would find it most helpful if your representative could call on us ..

Bk e pSeske Sz OF Ogl oad o

o0



® should the need arise Ll coanad L1y

¢ to help us to introduce your product into the market ..

Ol ] (Sonze o) e Ll

¢ we wish to extend our present range JBH U a3 25
® we are interested in .. v O paigs CJ’:'
e our stocks of .. are running low bl 4 dsl o W

* we would like to expand our range of... — el Ule L RS

Relations Alaldall cBal) [V ¥]—

e I should like to renew our friendship il sdow O 3 JT
e I should like to renew our relations Lade sag of 54
o I am sure that we could initiate useful links .
e DU (Ml ) 250 Leellazaly Of

® your name was given to us by.. ( o o5 Li,e ) .. @y U (i; r_(.e!
e as we are entering into business relations with you ..

CoSan (Jles Y e ) @l SR Y] gt 4
e it will be our pleasure to serve youaSuid Ol Uy v #lea o O
¢ we hope you will give us your full co - operation .

g b W e OF

Suggestions and Recommendations <ikuagilly <lal Y [1¢]

¢ we suggest that .. oo Ao
e may we suggest that .. .ol r A o S
* we feel it important for youto.. .. ol (..Q iy H’“ o ol AL
® we recommend you to reconsider .. o d okl kel rS.‘p ¥

e from a ( scientific , commercial .. etc . ) point of view ,I can suggest
the following ..

o1



¢ allow us to draw your special attention to ..

nd) e fSalst il O W e
* we suggest you contact .. o gbas O (S i
» suggestions from our clients play a significant role in the scheduling

of our activities ..

Classl L G UL 1y ol Wdee Sl
e your recommendation has been noted and will have a bearing on our
future activities ..

¢ . ;
Cakasdl et e Wiy B0,y SV @ Odsl Sawy

e we would remind you that .. 0L WSS s
e we regret to have to remind you that .... Ol f 2S5 a3 el
e please remember that .. ool ‘..(l.m RIEEY

® as you are aware , we are going to ..

Ll S e e L e 3 F (s L 2 ke

Cila glaall &l pdiy il yall [V1]
Enclosures and information publications

® we are enclosing .. g b g

® we are sending you .. o oSS e s
® please find enclosed our latest ..
oo bl b St i W e ) gaond Vyliais
* I hope the enclosed information on .. is useful
DR O L sy A8 ol 0,85 of
® we are returning to you .. PSRN
¢ I hope this information is of use to you ..
oS e Slylall eda 0,85 Of

¢ we are enclosing information about .. v fp Sleglas i 35

oV



® we are encloseing some printed matter respecting ..

e Aol (Lo gdan B3l ) Olegdas W 395
¢ we enclose some recent reprints which may be of use to you ..

el Ol 0SS L s Bl Olad Ly 35
¢ we have pleasure in offering you the following ..
v b oS Of Gy
¢ under separate cover other publications are being mailed to you ..
R S P B T R P W P e
* we enclose some reports for referencely] ¢ s U 2l jan Vg b5
e we enclose some up - to - date information .
At Slegall Jam L iy
e you can use our Information Service to generate references for ..
el prl e e Jgeandd Dleglall st plasaal (S8
e we can help you in your search for information on...
com Aol Slegall e (S0 G ri?.xp\...» LS
e we can supply you with photocopies of the following items ..
o (Dol ) ol r eSS e 5 WSS

claystall g a9 ol [\V]m

Promises and assurances

e we shall do our best to settle the matter ..
e we have given instructions that Lol ol UHul
e your order will be carried out to your satisfaction ..

O WS RS P PRI N 8

e we shall place large orders .. o S SIS P
¢ we hereby confirm .. AT (M G gl ) M F
® you may rest assured that .. Lol db el ol el

oA



e we are convinced that .. e 0L Ognzaa F

e according to our records .. O O’ U I V- 2

o 1
COLlially Lel gall [VA]
Appointments and meetings

¢ [ should like an appointment to meet the director ..

C oAl A sege g o
® the meeting will be held on .. at .. LAl ey t\;.’.-\l\ Adas
¢ the interview will be on .. at ..

coaslldl ey (ablally clall O $Ser

¢ we shall have to cancel our meeting .. oolelet e ) s
e we require the goods by 2 April at the latest ..

gl S Y e el

® within 5 weeks of order .. ol e amld 0 N

® up to 2 months after delivery .. ke Ay gl

(aalaill gy guudl) [\‘}

Postponement and suspension

® on time vl S B e o
e at a later date L (AP) Y BN S
® in two weeks time gl BB
¢ in the near future vl Jandl gL et Al 8
e as soon as goods are ready . aal e‘l.a.,i\c.__a:of > ok
¢ in the event that .. (-2 0 S 13y L1 L A 3
o if this is possible NG (K T
* if this is not possible e el S )
® should the need arise vl et W13

o4



e provided that .. (.o 0 by Loy 2
¢ if you cannot deliver within this period ..

sl ade JY oldl (S 4 13)




Jae¥ g 3 laal) bl e ¢ il
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4 ladl o g pally paiil) [V}
Commercial offers
* We think you may be interested in.. - pezgs |55 Ley, (.ﬁ Adze
e | am writing to call your attention to our new.. '
(L ot L) e e e L) oSaalst el (S st
e We have now the opportunity to.. I g ) [ PR
® We have in stock Gy ela LA
® We are prepared to make you special offer..
‘.Sl P o glad O gdazoms %
e We grant a discount of.. % on the catalogue prices..
St e T o ie e
e We can offer an introductory discount on..
. o, :;Lx;,\ a2 e LS
e We are pleased to submit the following quotation:
LAWY e pis Of b e
e We offer you the goods you specified as follows:
DU el e bayias A pladl (e o 8
* Our prices are marked on the samples .. Sl e i ye Ujlaol
e Our prices are quoted in the enclosed list .. 4 L L3l 4§ yia U JLJ
¢ The prices quoted are without discount .. 2> Ol 2 aanall )l».a‘\ﬂ

e these are our lowest prices.. ool J;T oda
e we are in the market for.. el Gadl G Luslg W
e we sell in the market for.. RV QT PRI g C:““’ £ 3%

Glagladl call g ludin) [Y}- -

Enquiry and asking for information
s is your catalogue available in English?$ 4 jd=Yu b0 oS JS7 o

1y



e please send us your latest catalogue..
v S M Sl (b o W gl
e please send us brochures about your goods..
Sty o S (S e W 1]
e please send us your new brochure
Bl (S8 WShai o U 1yl
e please send us your latest price list
ot A1y Sl (S o U 1yl
o please send us a selection of items from your range..
oSS r gl o 1 Sl e W 1]
e please let us know if you allow a trial purchase

D 2 0y @S 3] (Shiab o Ui se
e how long may we keep this product on a trial basis ?
il Jo o pall U b Bl LS sl L
e please send us precise details of your products
Sz o 8> Jrolis (Slish oo U 1
e we should like to see your latest models
O RO S 2 N er
¢ the information is required for..
(- pm) Bl e dslia Sl
¢ please send us details of your latest models
SN Skl e olis (b p WL
¢ please give us your wholesale prices
DAL al T (Slab e U e

® please give us your retail prices

Bl gl § et Sab e W Ve

e can you allow us a special discount?

1r



® can you allow us a trade discount?

S it W e O (S
® please state terms of payment p by b (Sl e W S
e can you allow us a credit term of 3 weeks?

?@Lj Y olete Ol 6k W sl (S e

e please let us know the maximum quantity you can supply immediately

o Jo g (oSS dnS il (Sl o0 U

¢ can you supply from stock? S 0952 o Ay ‘,_i.{: o
® we have received many enquiries from our customers for..

Dol W e 5 Ol sl Ldls

Reply to enquiry jludiull o a0 [V

e thank you for your enquiry of.. Bk f Szl o oS3 S
* we thank you for your enquiry of.. .. £k § luizl ‘_;; f S
* many thanks for your enquiry of.... £,lu § izl o W Jiu
* in reply to your enquiry of.. - B f Sleizal e s J
e ... we have pleasure in offering you the following..
cd b SSBle U
® we were pleased to note from your letter of... that you are
interested in.. .. o O gezgs ‘.iﬁ LB (ST e el O Ldaud
e we think you may be interested in.. v 2 Ogaige (.isf VT

e | am writing to call your attention to our new
PR E N BT N IR I 15 IO Oy
e the enclosed illustrated leaflet will give you an idea of our range of..
oo WSS e 5,50 oS pdinn Mg @l ) gaall 5,2l
® we enclose our latest catalogue and price list which will give you full

information about..
g Sleglee (oS3 Sladiew Oy Lo Jland 3uBy o ST Sasf 1 3B
¢



e we are happy to advise you that.. ot oSk O Ly

Conditions and specifications liual gall 9 Cillal SN [ £ e

¢ on condition that o by
e in large quantities 3 pS Ol
® on sale or return basis ¢ PN A e

¢ on approval
eV S e ALl o i ol 2 e G e ) s

e in the following sizes and quantities: : W LS 3 (b,-:-SU LA_L

e for quantities of more than.. o ﬁf‘\l\ Sl Al
e for a minimum order of.. .. J;‘Y\ i b b
¢ in the following colours Ju o ,J‘Y\ ——
¢ in the following designs Lo Oleeadt
¢ in accordance with the enclosed drawing PN oA \A.Jo
¢ for bulk orders wsvall ol Al
e for first orders Jﬂ\ Sl Ay
e for subsequent orders U ol Ludb
e our conditions of sale are: PP el by
* on the following terms: DA byl b
¢ 10 motors, type... D IS PP SRR I

¢ the weights and measures are indicated in the illustrated catalogue
sl £ JuS 5 s e ity 015V
¢ the quality of the goods is of prime importance
LAV 3 Lyl o pladl Sl
e provided quality and price are satisfactory .
i ey Slsl b 0,5 O b
e if the quality of the goods meets our expectations .
By ae taze alladl Slivlpe 6713
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e the prices quoted should include delivery to the above address .
codel S Ol gall ) el Jots OF g meddll Sl
® our prices are binding until 6 January JPLETRL R X R TP
® the offer is firm for 10 days (lJ Vo sl (Flo) ¢6 5 A
¢ the offer is firm subject to acceptance by 8 July ..
cRp A a dpdl a2 Al N
¢ if the goods are satisfactory it o CL.‘.J! =K 13
® the order must be delivered immediately il e bl s s
® we must insist that the goods are supplied from stock .
C 0B e pladl by, e s
¢ if you can supply the items in a better quality .
L sl il g s gl g o Saellanily OF 13
¢ if you can supply in smaller quantities .
el OLS y4d oStz 08 13
e we reserve the right to refuse delivery — pMeuV ab, 4§ Lis b

Prices ) [0]=

e please quote prices in pounds sterling .

aad m Y Ol )\M}n Lpods W Shiab o
e please quote prices in dollars A PRV P [ PO PR I
® please quote pricesinL . E . S .& sall Olpibly ¥l 1ot (Siab 0
® please quote prices in Saudi Riyals .

sl SV eV ats (S e

® prices as follows : s JuE JLM‘\J\
e at a special price of .. R V-V P o
e at a price of .. each oo U 1L o die jaam
e price per item A JS e

¢ please give details of prices and delivery times .
: f:L»‘.'J\ -L:"\‘,ﬁj )l...,.‘\ﬂ J:.aw (:.LSJ' g
11



e if your prices are competitve woldl s e f PP T |
* these are the lowest prices we can offer lgsi& LS )\.....T Jii ola
¢ the lower prices we can offer are as follows :

D AW o e LS Sk Jﬂ
® the prices quoted in your letter ‘..iﬂb- 5 d Ll )\.....‘\H
e our prices include insurance el ot e
e our prices include postage and packingizadiy &l p g, Joii U )L«J
¢ please add ... for postage and packing .

Camadly ) Sl e gl (Sl
® our prices are lower than those of competitors .
o) bl e il G lad
® we can give an export rebate of... %

Tooofie pladl e jadd e LSk

¢ packing included (gt &adl )y dzadl Sl
e packing not included (Upatn pb adl) dadl oo e
e carriage paid to Alexandria iy g e g Jaidl 6
* carriage paid to frontier syl s o egae adl s Py
¢ franco frontier 39l s 2> el
e C & F. (cost and freight) el by 2alsl
¢ F.O.R. (free on rail) Lk A a3l
e C.I.F. (cost, insurance, freight) oS I ,z-i 9 ;,,-‘L:l\ § WS
® F.A.S. (free alongside ship) L
® F.O.B ( free on board ) S A g e eles
* franco domicile ( s 2l LU} od ) a2l LG Je o alls
¢ free harbour (sl f‘l"“ ) sbdl g el
* free warehouse (O& oy 031 > alls

¢ we are working at a reduced profit margin

¢ the prices quoted should include delivery to the above address

1y



c el o, Sl Ol ) ohedl Jats of g deaall el

e the prices are subject to change : pall Lo e JL....‘Y\
"e prices are likely to rise soon L b ol Joztl e )L....‘Yl
* we reserve the right to alter prices DVl w4 i aid
e our prices are ex-works gl ols g b Sl

¢ the prices quoted in the attached price list are ex-works
bl ol a0 A6 G deadl) Y
e our prices are binding until 10 February »ln V. g 4, U e
¢ we offer quantity discount on orders over...
o op ki A Ol e 5 S Sl el pad) i
® a... % discount is offered on payment within.... weeks
pled s S B o Mis Uast polis
® our prices compare favourably with those of our competitors
Lowilin jlacd o il bl
® with reference to our order number 7864.. '
cOTATE Wby Ledb ) el
e we find your prices rather high sl an dndi e f Jt._..T AL
e your prices are higher than those of our previous supplier
oot U233 el e b § et
e we can obtain the goods at a more favourable price from
another supplier ,"-T a;,: o J..a\ )L-.;Lg Slad e Jgadl LS

Orders 4y )lail) Gkl [1]—

e we wish to order, on the basis of the samples sent to us
U el A Sl e el ol padt G b
¢ the items in your catalogue meet our requirements
Blrlal @ (S ST a3 g Ll 5
e we wish to place the following order with you
” W 2y (SO el G s
1A



e we are prepared to place a standing order
e Ay pdiall Ogpal £
e the order is based on your catalogue prices
S P w16
e we wish to order 6 each of the following items
A sl e B e T 8
e please send us the following items immediately
opil e A syl (Slis e Wil
e please find our enclosed order, number 9351, for..
o AN 5y b Vi e 108 Ol 1n
e we must modify your order slightly Nl oSankb Jaa Ol ez
e we hope that this modification is acceptable to you
ool Ve Joandl in 0,5 OF ol
e we received your order for our goods today
£ Laslial M Lales
¢ please arrange to collect the goods
Blad (o) JB pb (Nlab o0
e please confirm the above order as soon as possible
S b el ey gl il aSh (Slas g
‘® we are prepared to exchange the articles
At Ll slawsal fe %
e we wish to increase the quantity to.. cod) LS Bl s
e we expect to place regular orders for these goods
C?L;a.,l\ ody: Lol Lbane Oldlay paadl o355
e we are mainly interested in the following items:
L 5yl Ll Oz o2
¢ in order to make the best choice for my purpose
2 F et Jail gt el e

na



e several of our customers have expressed interest in..
o eelaal e W e a2
¢ the items are now obsolete G all ddze oVl ol 3 peul

Packing gdlad) o ja g Adwi [V}]
® the packing must be strong WS 0,5 of s A1y dnadl
e please pay careful attention to packing

A e ) (Sals ey (Shad o
e careful packing of the goods is essential
SAr A e p vl ey b

® we must insist on packing of goods in: P vl Lay s
e crates il el
¢ wooden crates i ot el
® sacks J\—sﬁ
® cases Jg:l-‘«o
® barrels Joln
® tins (e o) plliv
© jars Ul
® bales <Yy
e palettes ol
e drums <l ,]n.«\
e containers Syl
¢ wood wool il s Gl
e wrapping paper 3
* corrugated cardboard ¥ 08S 4y
e lined with v = A

o please let us know if you have an alternative form of packing

itadl oy daf Sl OF 3] U oSl r ke U glas]

Y.



e the packing does not meet our standard
: boglis as Oletay Y p iy dsadl
e the packing of your goods is poor B, WSl pimy
e we cannot pack the goods in the way you requested
o bgazdb Il ladl ey o LSS Y
® we cannot accept requests for special packing
bué,hgis,d,(;»aubd,ju&g\!
® we cannot accept your comments concerning faulty packing
Bladl oy dadl Jpm (SSlade Jpd LS& Y
e packing cases will bear consecutive numbers
= Iolaed Jorae adl G0l
e packing cases may not be returned
caf} Y 4 adl gobo
¢ the cartons are non-returnable
(G Wb o8 ) daf o o 09 S Groko
® the crates are to be marked as follows
P ey e ) SLM e s g ot ol

¢ shockproof (bl e a2 ) Slaall e Gy
¢ waterproof (Pap ay sl 3L 0 ey ol 3G e Gy
¢ damage-proof (A o ey Al e G
® keep dry Bl Jais]
® keep cool 15, Jadss
¢ this way up J;'Y iUl oda
® top ( Jp\l Ul oy A
* bottom ( JA.“Y -l oda ) ¢ Ll
* handle with care diny J glatz
® open here La sl
o lift here La oo )l
e fragile S

\A



® caution! (! A el e ) ! ds)

¢ flammable (or: inflammable) Jlaza 6
® net weight Slall 0,
® gross weight S o

® dead weight
Lt 0y /[ sy igaall SLUH e Uit delia) ] il ¢ 6 2liay

[ u-g-'fi e ] 26
® loading [ Ja ey o pilad) azy ] o)
¢ unloading [ Jal ey Jo o alladl iG] Ao il
¢ weights and dimensions slay¥ly OF; 4V

e the gross weight is given on each crate
ot S e pey Q) 0550

® to be kept in a dry and cold place Sby Dl 0 G daig
® to be kept in a dark place oo OIS 3 Laig
® to be kept away from sun UL P WP Y ¥
® to be kept at 20°C poY . Bl Ay e kg

Transportation Jiil\ [A]—

e as air freight Sl il
¢ by air freight Sl il
¢ by air e
® by lorry (<Ll )y olsLall
® by rail Lkl SISLIL
* by ship (il ) gl Jadly
¢ the shipment of the goods ladl g ol il

e the goods are ready for despatch ( el ) JLo 3N 3ol islall
* the goods were despatched to you( o< =33 ) oS clu i dslial
¢ the goods will be depatched on 4 December

raesd & N o e Aol

\Al



e as soon as we receive instructions, we shall send you our advice
of despatchly ol JLo )Y jlasl oSty Dy ¢ Sladadl Ll 5 s
e we have given the goods you ordered to our transporter
lene a1 i) 320 bgazll 1 iliadl L]
(4o Jolas sl Jadl dgaze )
e your order does not state how the goods are to be transported
slad 5 LS ) x5 Y (oSonlb
e we have given the despatch documents to our bank
1 e ) 2l Jlof s Lasd
® freight paid i pa ol 3l
e carriage paid i e Jadl P
e the consignment was shipped on the SS*Riyadh
€U i) e cind (atadl il ) AL
e the ship should arrive in Rotterdam on 16 May
2l V1 ey, ] el Jyey o

e we hope that the consignment will reach you in good condition
b Y 3 AL Sl of b
o we shall have the goods ready for shipment by the beginning of March
b s i slail ae g 3 g md mtll el e
® the goods await collection p\:...\l\ S sl
® as soon as we receive your order we will ship the goods
b)) Jo o thinlb ol O 5 s
¢ in order to reduce damage in transit to a minimum
1 gl d) eyt A ) syl )yl J—L‘-’ .J-’-'I o
¢ shipping documents Sl et Oldzs
® air consignment note Ll Dl Uess|

N} u.‘ ] f’h‘Y\} [ | 5,‘4 ] JG;&Y! OLQ.A} § stcamship .hA.U )\#‘ SS “
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e certificate of value andl aolgs

e consular invoice L@l o ddezes 5,5
e freight note ool sy
e bill of lading S 2l ddS
¢ port of destination Jyo sl clw
e port of despatch Jlo Y les
e goods in transit (A g ladly s N T
e exclusive of freight ol el
e inclusive of freight ol s a8
o freight charges (Osdly mtdh 8l

e the certificate of origin was not in order :
Gllall e ST 4Ll Balg
e shipment can be effected within... of receit of goods
Casladl pdaal e L I ) S S

Delivery ﬁhﬂ\ [\}
e we require delivery urgently Urle diay ol dnls
e we must insist on immediate delivery S, sl (.l....!b IO W
e delivery must be made on time >4} sdeye 3 O R ol £ ol
e we cannot accept the goods if they are not delivered on time
sa8l ey 3 ohod 4 1) Sl Jyd Lss Y
e we can deliver by 7 April DAY ssma ¥ s 3 gl LS
e we can deliver the goods earlier than agreed
wle tastl b ST cdy 8 dslad dos LS
e our earliest delivery time would be one month
iy At b b gl e i
e we will do our utmost to keep to the delivery date
el a6 56 LAV Jorl p Limms gy Lo Jis
e the delivery time is 3 months JYVEIR gaV ARV ﬂ.L..:S\ g
V¢




® delivery will take place within 3 months s> ¥ I dlodl zo
¢ the goods must be delivered by the end of next month
el il el Y a3 Ledkd £ el
e the delivery dates given in our letter must be adhered to
LS R PEA = NP I JYCS (RPN e W0
e we confirm the delivery date you stipulated in your letter
NPT PPN RV g PV EEVRNT g
e we await instructions with regard to delivery
Al glay Lo Slolad) Jacs
e we can deliver the goods immediately il Lo slad ol LS
e please let us know whether you can deliver the goods by this date
ot Y ae g 3 dclad) oo (oSaelazaly 08 13 b Lok Ul oSlish 0
CES s
e it will not be possible to deliver the goods within the agreed period of
3 monthslple il DM el Age I dsliadl dls B2 0,55 )
* we have not yet received the goods oV - wlad s |
e please let us know the reason for delay
P oy e Uglard (Siah
e please let us know when delivery will be made
At & g sl ae Ml e Ughaod oSliai o
¢ the delay in delivery has caused us considerable problems
ipS Flia U e oledl 2l

e the delay in delivery is due to I g n ;:"-‘U
® our forwarding agents are o ol WS,
o the consignment consists of o 0S8 (sladl Lxd ) VM

¢ the consignment you promised to deliver on 6 November
iy V3 e Ffuey I (lad il )y UL
e the goods can be delivered immediately sl & lgoshs s iclial)

Yo



e the goods can be delivered from stocko 331 o lgedod oS¢ deliall
e delivery will be effected as soon as possible
oS8 g ol e gl
e our delivery date is approximately... after receit of your order
. ‘..(:,-lb [ CRL TR (:L.:Slg w pyi sl asll
e if you order by... we can assure you of delivery by...
3 0 pledl OF (S aSH H L (A L d Sl a1
- (& by
e we cannot promise delivery within the period stated in your enquiry
§ izl 3 5,8 6l I ol e 1 ez Y
e we shall send all the goods in one consignment
bty ey 3 asladl 7 o i
e the consignment consists of two cases, each weighing 50 kilos
Wi kS 00 Lagie 7 05 cifgdin o0 0,55 ((Bsbiadl Ll ) AL M
* we have not yet received the consignment which you despatched
on 15 March o)l Vo @ W Wyade )i 3 B3 oY o s |
e we can deliver the goods in containers < gl> 3 islall (.J..... u&,‘p

Payments 4l Cliaiuwd) saud [Ve]=

Arrival and receit of consignments :lgdanty Plo )t Jgey
e the consignment reached us safley
ado (el Ly L) Lo,
e the goods arrived in good condition e 2 el oy
e the consignment arrived at our factory yesterday
ol Lazas J) W) oy
e the goods we ordered on 11 August arrived on time
CBdege  cdoy el VY @ lb D dstall
e we acknowledge receit of the consignment Ul J Ledaul § s

va



Invoices g YT\
e please find enclosed our invoice number...
by Ly g Vg Uy \gdnd |yl
e we enclose our invoice for the goods delivered to you on 7 February
AV A S el A dsladl LB 50 Ly b5
o the enclosed invoice covers the goods delivered against your order
number... oopdy oS e byl mladl e BV 5, gl
e we ask you to settle the invoice by 23 July
s Y el depe G5y Ly § g
® we request payment of the invoice to account number...
cn oy Pl e 8, g A i g
e we ask you to settle the invoice by return
ol )P G § g

® we enclose our statement oboasl gl k) Lass Ny 55
* the total amount payable is... e o @ Gt AL U
Discounts Lo\ ,_.Ai-\

e the discount is already included in the figure
Gl G S eyt
e the discount has already been deducted o S padl
¢ after reduction of .... % _ 1o o )dde add uw
e we have deducted the customary... % from your invoice
eSO o aslaall 7 L e Al
e we must point out that there is an error in your invoice
S 3 e 3y 4 Lle e
¢ you have made an error in totalling your invoice number..
U ol aed G s G ey A
* please send us an amended invoice imas 3,56 SKlab o 1yl )i

Yy



e we should be grateful if you could adjust the invoice accordingly
A e sl by gl s (ST 3] o SLE 0 S
e we should be grateful if you could correct the statement
Ol (1tS pmeas (oSS 13f o S 0,80
¢ your invoice allow a trade discount of only ..%
ki oy Wl leas rS oS5,
o we have deducted .. from the invoicewludl 5, 5b (1o .. ados Lwas A3
¢ the mistake was due to a typing error .
S Y e S G e ) ar) ki
e an error in our accounts department L ol oLl o 4 U

® an oversight (24~ ) Senis pé o
e we confirm the adjusted balance ol Ao )l a5
Payments and bank dealings = 4J nall Slally Olimad! Wb
® we enclose a credit note €A sy Vg 385
® debit note o el

¢ we should appreciate your prompt payment .
sl iy (Sl il Sh of Ll W
® we expect receit of your payment within the next week
ol g e IO (Sl gl )l el g
¢ please let us have the amount due within the next few days
Dol A LY It Gomrdl bl Wy (Shith oo
¢ we wish to remind you that our conditions of payment are :
ST NURE WS T RN g AR S
e we refer you to our conditions of payment

Sl Lol Wby 2 ] oS4

¢ documents against acceptance Wl ( plas ) e Ol
e C.0.D ( cash on delivery ) (.:1..:3\ s c‘..d\
e documents against payment Cf"d‘ Jitie Sl
® payment in advance PRV c‘..ut

YA



¢ documentary letter of credit Shizen sl Ollas

¢ a documentary letter of credit in your favour
rgJ-L.é d (Shinn :\‘:9\ uUa:-

¢ documentary bill of exchange Llizew LS
e revocable W L6
® irrevocable sWH L6
¢ confirmed e A5 g
¢ unconfirmed Jpe o L IS pe a
¢ documentary draft Shitams e
® sight bill ( t)\b\l\ ] UaS ) LMl Jlus”
® term sight bill 3342 0L B O3 LMl UlaS”
e date bill Slseal £ )6 o s
e payment on receit of goods ladl pMal ae c’n.dl
® at the current rate of exchange J Ol e
¢ in cash s
o notelilay » J Juyedd piniy (2 dovje e ) oW i el
® coins Lidae SMes
® legal tender Ly des

® giro transfer

[ lam o o o o @il ged) ols gl 30Ul 53 b e i sE

® payee 4 ¢ gravy
¢ creditor A
* debtor gl
® promissory note 33 L
e commercial credit (SN o) s o
e payable at the ... bank oty @ w s

® a 60 days draft Ly 1. M= ci.d\ Grces (b pan g ) LS
® a credit of ... to be opened with the ... bank
oy e el s it
vaq



e we have instructed our bank to pay you the sum owed

rﬁwté,\\e.guiqu,.ﬁ

® we have paid the sun of .. to your account r.<:l.->- d .. CL‘ Lins>

¢ we have credited this amount to your accountr.QL.o- J C':L.\\ e L]
e we have instructed our bank to pay thesum to your account

oSl G all wisy LS U

e in settlement of your accountriz\a-» Qi 3. r-<»\->- Ly fo Lo

® our account at ... bank Lodle 8 Lles
® we enclose a cheque for .. CJ“ L(.... e 50,
® a crossed cheque SR W
e an open cheque C yae b
® a postal order Ly Al
e the cheque has been cashed ol O o £
¢ a cheque on your account ‘._QL.,. Jo el

e we enclose a cheque for ... in settlement of your invoice
R F RN R IW SG W TR
® £600 , less £45 for packing
oAy Bl Jlin 4z g0 an oy e ¢l g T da
e we enclose a cheque for half the amount A} Caazy &l Vg b
¢ bank transfer Aar ot
e bank draft ( bank bill ) IdL_..Af
e the amount has been credited to your account‘.-il\-o- J w\ CL\\
® please send us a recelt as soon as possible
di;t.tf\, Mol Jlag Wyl f oSlias e
e we confirm receit of your payment
(Sl p ) 159, sl alald Lkl 4S5
e we have accepted your draft] e Jyill Laby 1 gag ] oSIeaS” LS
e your payment to the amount of ... has been received by our bank
&wﬂ(@bw)rﬁﬂaul N e
A



¢ we thank you for your prompt payment of our invoice
Ll 15, 5l )l il (Sl e § S
e we have received your remittance advice
‘,_{;, Je M sl fgndl las] Wes
Claims : ozl 4JLRL
e your account is now more than four weeks overdue
cgbfzq)iy}:ﬁ.bci.gé Sl
e our invoice is still unpaid S A oIl Ll 5, 56
e we await your remittance Al gl rg»\-é Jast 4 #
e your account still shows a debit balance of...
et G o, s e oSl
e the outstanding invoices must be paid by the end of this month
e el olal dege 4 daus O g Wimadt ity
e we have not received the balance of our September statement
e as our statement may have gone astray, we enclose a copy
e B M G5 BB b Jo 0K L bl s O s
e please let us know the reason for the delay in payment
(dead) )y gl o2 sy e (Sl oo U o]
¢ as the amount owing is considerably overdue
Be i Wilioerad Ao ge Db el AV OF S
e we have as yet had no reply to our request for payment
Pl e 13, gl § OV e Wil
® please attend to this matter without delay
U 0sn Ve ) (Sole pgmy (Shisb 0
e despite our repeated requests for payment
S gl r 5, S Wllas e o
® in order to recover the amount due granall Al ols 2ol Jol e

AN



¢ you have ignored our reminders
\rl;:.qujjt.mc..ﬂ‘p\.,)(:hl;m
* in future, our invoices must be settled immediately
o e Bl g S (Sl Cay
® you still owe us.... o phe W Wil gl
® we must remind you that we only allow two weeks’ credit for first
orders
S Sl Gy gl il 3l b s Wl § S0 O e L)
e we wish to point out that the payment was due on 4 July
Sy €3 laes 05 Bl Ok 4yl 5y
¢ this is our last request for payment
g Jot or 5 W Ladlae 6 o
¢ if we do not receive payment by the beginning of next month....
o ) Uyl dege b gmal W ls 413
Taking legal measures LA g S\ NN NS\
¢ your delay in payment is quite unacceptable
SUY Jo Jgie pt @l 3 § AU
e the invoice was mislaid oyl cels
e we shall take legal steps L gb Olghs dss Oy
e we shall take legal measures
[ Gl gl i ] Ll Slel ] dsd Iy
e the amount will be collected by our lawyer
Laale & jag ALL Jeat f Dy
e we shall have the amount owed collected by our lawyer
wunﬂﬁ;w\g\yq,ﬁ
e we must take steps to collect the amount due
Gradl G Jad ol r Sl st B Lo ey
* by legal means Lad P 5 b e

AY



® we have placed the matter in the hands of our lawyers
Ll sl o f‘Y\ Las 3
e we shall allow you an additional period of 12 days to make payment
-l plal Up VY bjlade dilo) g oS e
¢ you may make a part payment pl e s rﬁ.ﬁc
¢ you asked for a postponement of payment e A4}
e you can postpone payment for only one week
Lib aoly poed sl @l ol (S
e we hope you will understand our position
Lis yo | pogis OF Job
e we are prepared to grant an extension
TVPRPC A U PO e
e you leave us with no alternative than to consult our lawyer
Lale oo gt 5w oty 092 Ly 5 o
e we shall, however, give you a further week before doing so
s Jais O Ji3 G| Byl (S 2U5 po
e unless you respond immediately, we shall take legal measures
il el Y s D ged pdl e Vi 4 L

Customs & )l—apdi [VV}

® customs clearance S A adsdl
o customs declaration( plu ;o ild) dest Les & padlh S 31y S0kt 1Y)
e customs charges Sl gy
e customs tariffs S Ol
e customs fine g W
® airport tax Ml 4,0
® harbour dues sldl g
e handling charges (I8 5,0y Jgbs pym)
o storage [ Sl ol e ool pymy ] do )l

AY



® spoilage [CiL.‘a,J\g ond Al ,_;T oF Al Sl ) olald
o pilferage [ &paall OldesVly OB, e Wl L ] 6 5 e
e liable to duty S e £y U c.b\:‘-
e duty to be paid by purchaser il |5 0 LS ad ppu C.Ju'
e delivered to London, duty paid Odll ool sy 38 ke g I
® you will have to pay import duty on the goods
ladl o sl o) mis WSle Can
® we have had to pay a duty of... on the items
pladl de o lie o) wis ) U sl
¢ duty to be paid by consignee
Wlad ol Jo i S5 op @l 25 ab) g
e we shall pay the clearance charges 5 o adsndl gy abtin
e the dutiable value of the goods

(A2 ooy o @ (A Al ) elad 457 Ll
* we have received the customs invoice
S bl (oledt 86 ) 5, gl Lalus
® we require the customs receit
[4S o) pgu ) b Jla) ] (Sl Jla! ] axls 8
¢ the customs office in Aachen imposed a fine on the consignment
W o Bl o ot 2T 80
¢ new customs regulations have come into force
Lyl ool B S 0y dua
¢ we shall attend to the customs formalities
A8 e el Y JiSee

® customs warehouse 4kl 052

AW plaall gae WL Al b ga gl Ll e Of L .
. GUL L 3,0y dsleo Lyae : Aachen 51 e

At



e bonded warehouse Ykl 02
¢ under bond [ pladl ] S ol 4
e the customs authorities in Damascus have seized the consignment

L) o ple o 8o Olale

e customs frontiers (barriers) S e ol
e customs certificate S g
® customs permit &S A 03
* customs debenture S bt g Sl s 2l Ll Bolgl
e customs surcharge Wlo| LS ey

e we have taken the goods out of bond
LS e ) g ] gladl o L i

Complaints (g 9\ &) [\ \

e we are sorry to tell you that your last delivery has given us cause
for complaint
UL dede o 5 (WS, ) dald) (Saclia, 0L (e Lin
¢ the goods delivered on the 3rd of this month were not the ones we
had ordered
bl ) ailad o S5 el la e QI cale I wlad)
* we regret to have to complain about your consignment number...
ey (S e S s Of L,
e we wish to point out an error in the consignment we received yesterday
e RN T VK Y S TSR T TN
e the items were in the wrong colour Oyl db glas 54l
¢ the items were in the wrong sizes ( <Ll ) rl,,.,-‘\H b glae 54l
¢ the items did not comply with the drawings we sent to you
oS bl A o e s Y s
¢ the quality of the goods did not meet our expsctations
o oz IS Lo ae 2 Y deladl Dlislye

Ao



e we are disappointed with the quality of the goods
blY dlall olisl Llool
e the items were faulty (o ) blas 5l
¢ for these reasons we cannot accept the goods
islad) Jys S Y ol oib
¢ part of the consignment was damaged in transit
Co A 3 Gl D) e e
e part of order No. .... was damaged during transport
Ji-J\ ;\:Ji JL'? PJJ i,.u&S\ S S
¢ the damage seems to be due to inadequate packirig
ol pe Zsadl ] anl, Gl OF gy
¢ the damage seems to have ‘been caused by bad packing
i ) dgadl ] asl) Cald ol gy
¢ you sent us 500... instead of the 250 which we had ordered
Wil A Yoo e Yoy o W gl i
e there has been an error in the execution of our order
lad dois § Uas
¢ the contents of the crates do not agree with the delivery note
ekl lad ae ez Y oot S O gz

e article number... was missing from the consignment
du i . 834dde ... 0B, inlo
e the goods are not in accordance with the samples
Sl il 2 isliad
e the items appear to be of different construction
Wl S Ol g 5
e the crates were broken Lhae il ol
¢ the goods were damaged by fire W et U C:L.a,!\

Al



e the goods were damaged by rough handling
P g ek Al aila)

e the goods arrived damaged Wb plad clw)
o the goods were badly damaged sy 4l cﬂ..a,!\
¢ the goods were slightly damaged S 2l olad
o the goods were damaged by heat A Jas Al c?L.a,S!
e the goods were damaged by water b Jady 4l c:\..a_}\
-® several of the items were broken i) eSa 3yl e dpdall

o several of the items were scratched b sadl Llae 5yl o dyiall
e the goods must have been damaged in transit
ceH A A ;.41..: gl of WY
e the goods must have been badly packed
i) W co g cte aladt Of Y
o the packaging materials were substandard
alall 093 dad) (Sl ) sl
e the crates should have been bound with metal bands
Ll el o9t S e e OF
e the crates were Badly constructed L Loy A5 . o SO
¢ the items are rusty Yo >yl
e the damage occurred between British customs and our factory
lininan g Gillag ) 8Lkl oy Lo Gl oo
¢ the damage occurred beforé¢ the arrival of the goods at Dover
A5 J) ladl Jyoy Jo aldl Sus
® we must ask you to send us a replacement as soon as possible
;;-(E\Atf-‘\e [t telay ol ] Ju W ks J‘.ﬁ.a;_.ljm O oy
e please exchange the faulty items Glall 5 2 ,SL» o ezl
¢ please send us replacements for the damaged goods immediately

W elad Y sl de U \)l.-j rSL.o o

AY



e this caused us considerable difficulties, as we needed the goods
urgently
eladl ) il il 1S LY 58 Slyao @ M W e
e we need the remaining items urgently
WU s ) Al e 4
e we regret that all of the items will have to be replaced
Szl ) drle 0,SKaw 5l 5 of iy
e we are prepared to retain the goods é\-dn“a BlizeW O gdazens %
e at a reduced price of.... per article
(anedd y all Lo jldis jad2 A
e we are returning the goods to you... isladl (S| Ao
e we cannot accept these goods. iclall oda 48 s Y
o We are returning the goods at your expense for credit
Upeld oo Jo oS8 o Beliad A
e we are placing the faulty goods at your disposal
oS el o D) dsladl auai
e we are returning the whole consignment PYRUCR{ W P
e we are returning part of the consignment YL e ko A
e we are returning all of the articles damaged en route
Sl @A s Ko
e we must now cancel the order Ll o) oY Ll Cny
e please let us know what you intend to do
des 09y5 Ut oShiah oo e U oo
e we are prepared to accept the damaged goods if you reduce the price
by...%
YA Ly el i ] AW delal Jged) shbazal fo 4
e we can only sell the damaged goods at a considerably reduced price
gwﬁMwu\uw\@um

AN



e all of the items will have to be replaced sedl B dlacal gy
e we hope that you will avoid similar errors in future
Wizes ellasY sdn oo tyolis of b
e we shall expect you to be more careful in the future
Jind) G o 51 155,S5 OF (San piga
e we hope that this will not happen again
G o s Sae Y L
e this has caused us considerable difficulties with a number of clients
gu\w;»cw\,c,p,..,muww
e this has caused us a great deal of annoyance
glesY o 1S 106 e W e il
e this has caused us a great deal of embarassment
gA o IS N e U e il
® we suggest that you contact the forwarding agents
ot 63 g Vyhaas Of £ g
® we suggest that you contact the shipping company
SN Jal 3k Ve of &
e we suggest that you contact the railway company
Gt UK IS, s Of £
e we suggest that you contact the airline
b bl Vas O £
o we feel that it is your responsibility to make further enquiries
YY) e ) o] (St 0 OF s
¢ we must ask for compensation to cover our losses
U A o ol e g b L caa
® we must insist on compensation sl Slews W)
¢ under the terms of your guarantee, we have the right to...

e d M U OB oSl el Oleall by & Lo gs

AA



e your guarantee gives us the right to.. 3 & Lla, ‘..(.p pall Oleall

e we must ask you to credit us with the value of the damaged goods
rg;uc,,gfwu|¢:u4su@r§4ugoiwm
® please send us a refund Al W s, oShab o
e we shall have to reconsider our position with a view to future orders
adl oLl o ey Wi 3 adl dmi Oy
* we have checked your complaint 1,8 L s
e as the damage happened in transit
oA iy %l (O e L Uy Y
® we ask you to refer the matter to.. e dl ,.‘Yt iPS] ‘..Q'L..s
o this is the first time we have dealt with this haulage company
a Jid) 2 e b Jolas A JgY B0 e
e our insurance covers the faults you mention
e SE o iy Lt
e our guarantee covers this damage el e dan Lile
e according to the terms of our guaranteeln pudll Oludall by 2d Ud
e you may claim reimbursement of the money already paid
Jé o C)i.\l\ JUI sl 2l AUald r_<.§£
e we offer you our sincere apologies for this error
Uad) Lia e U lize) jalls oSU pais
e we are prepared to exchange the goods for those of a similar quality
WU il ye o 5,50 L 2elad) Szl O ptases £
e we enclose a cheque for... as a refund
ogesnis U Tsy o plt K Vi 33
¢ we shall replace the goods at our expense
bl Jo dsladl Jasa Oym
e we are sorry that our consignment was unsatisfactory
o SIS W, O Lin
..



e we are prepared to offer you a discount of.... %

Do oylh Unas oS3 paks OY Sland Jo oF
¢ we have reduced your bill by....% 7/.... & rgbjﬁ Lais Al
e we have checked the goods very carefullydus .y pilal Luass A
e we can find no fault with the goods wlady o sl 24 Y
e we cannot accept responsibility for the damage

Gl e gadl Ju LSs Y
e as you will see from the terms of the contract
Al by b 09 €
o we regret that we cannot take the goods back
sla ¢ Laslazt e b
e we suggest that you report the matter to the insurance company
ot 32 4 Y s of 4
e we must point out that the period of guarantee has expired
el B oleall 3,5 of Jf seY Ll
e you must ask the shipping company to certify the damage
Chdldl ¢ gy sl G JAN 2 e Nyl o oS £
e we require a report from the forwarding agents listing the damage
Al Al sy ) NSy B ) g4
e under the circumstances, we cannto accept your complaint

TS Jpd e ¥ Ol odn b

)



Ciihal) slil) g b My liieY [VY]
Apology, refusal and cancellation

e I am afraid I will not be able to.. oo ez ¥l s
e [ am sorry that I cannot be of much help to you
oSS opalt o S gl OF adand Y sl iy
e therefore, I_unfortunately cannot help you '
oS glne poirad ¥ il Bl ¢ g e U
e | am writing with regret to let you know that..
b e (S Y S ST
e [ am sorry to give you this disappointing news
(bW oty Bttt (LY el (SO T O iy
e we cannot accept these terms byl adge Jydl! S Y
e we are sorry for the trouble we have caused you
tlon o oSS ol b i
e we received your offer too late SN ol ey oSz o ke
® our stock of goods has run out pladl o Ly A
e we cannot decide this matter, currently, since our manager is on
business trip
VPR TV U P JU T JUN R [ KT R
e this term has not been properly taken into consideration
NEPAY g A R T R TV A VA
e we are sorry not to have replied sooner Wy o 30 pudd a
e we cannot offer this item on a trial basis
() o o el 1 T e 1 ) ) T e a2l Ve 05 pdan Y
* we no longer mass-produce these articles
(1S gy bl ald) ods gz A {
e we are committed to another supplier ,~'-T a:,,ia Oglad e F

v



e we have already covered our needs o o blelol Lhe A
e our stock of goods is running out SUdl (g dsl Al sy
e due to faulty materials or workmanship
anall o p Bl G gl i
e item number... is not available at the moment
SN T R Y S

e because of problems with our supplier U:;} - Sl
e because of a strike g
® due to a shortage of staff it 3 jadd s

e we are behind with production
[ oz L Jol Lols) ] 2 Y 3 Ojilsee 4
e we cannot therefore guarantee delivery by 8 July
,,S,;AJ,lA(:l—.:!\ol..'atﬁgY&.lJ
o we reserve the right to refuse delivery el jab, 54 Jaid
o we cannot make use of your offer K28 o aBY LS Y
® we cannot accept your conditions of payment
ol Aol \..Q,,J.: Jys S Y
e we cannot accept your conditions of delivery
edl Lol (Sby 2 U LSe Y
e we cannot take your offer into tonsideration
SVl G oS e il LSl Y
* we have no storage space available ( pad > ) o)l WA
® we cannot accept your order at this time..
il g Sy kS Y
® our order book is full Jaaie L ol Sl @
® we cannot start manufacture until October

2550 4 o gl e LSS Y

Ar



® we wish to cancel our order b ) 3 sy
e we have cancelled our order by telegram Gy Ladb Ll
e we reserve the right to cancel the order L) ol 52 s
¢ please delete the following items from our order
Ladb e 23U 5l 1 pdast (Sab e
® we assure you that such mistakes will not recur in future
Wims 585 o sllas W odn Jau O oSO 255
¢ | once again apologize for the inconvenience caused
[l pls 3] . gl oo oS0 sl Ls sl 3,0 pned
¢ | once again apologize for the unseemly incident
[N ol 3] . & b amil ) e (s 50 5,0 dasd
® please excuse my unavoidable absence
)oY Gl oSlab p Gy,
® we regret our inability to accept your invitation
) r5‘)‘° J s Lzellazl r.bd w‘\i
e we regret we are not able to give you more helpful information
AT idin Sleglas (Sililye o 5 yke potad il
e | sincerely regret the delay which has occured. But I trust that relations
will remain cordial for ever..
il SN gy o WBly oS Ol ¢ 456 e o U id e ale el
VPR

at



Agencies & j\pall cOS gl [V ¢}
e we are looking for an agent to sell our goods abroad
CJu‘L? Ll CJ 5y p e
e we require a representative for the sale of our products
Llnze ad gie ) plef
e we are looking for a representative for our branch in...
v d el O e S

e the agent must work exclusively for us
b U jeall Jo sk OF ot S
e he must undertake not to work for our competitors
bpibin $lal Jonr YU agas OF o2
¢ and must confine his activities to this area
dladl oda 3 aassl ad O gy
e his main task would be to present our catalogues and samples
to customers el ] Wlsy Wl S pidy OF i ) des 0,80
e the post requires specialist knowledge
dains Sboglae s Lib ) o
® we require a specialist represcntaiive aasue oo ghie ) EL:;'
¢ no specialist knowledge is required
iasinu Slda ) b g o
® we train our representatives ourselves L...ub Ly gdin b #
® we are a small firm manufacturing...
e et B s D »oF
e these articles have excellent sales potential
3l a W) Sls all oda

e we hear that you have considerable experience of selling this type
of article S P s A TY S PR gy PEAPCIRT! [
40



¢ would you be able to introduce these goods onto the Italian market?
¢ Y Gl ) wladl sde Jltsf WSallazaly o
¢ we wish to launch this product onto the German market
LW Gyt cell s 2 b 3
e we feel that there is considerable demand abroad for such goods.
islad) adn i o o L xS Clb Hla Of el
e you already represent a number of British firms
Bl ) 2N e Bae J5 o 0l &
¢ it would be your job to develop this market for us
W Bl sda lyag Of oSaidy 0,8
e we should be prepared to spend an average of... per year on
advertising UMY o pll ... dau e L BBY pdases Oy
e we expect you to display a full range of our products in ybﬁr
showrooms
oS il ol SV 3 Wl e Al UL o m Tga g5 OF (S0 o
e the representative will receive advertising material free of charge
Lle L] b iy O gu gl

* we are the sole agents Ogdem ol NS £
® sole agency A g S
® we are commission agents Yyanlly NSy 4

o we require sales offices in U.A.E.ol,UY 3 Slaeell GG ) 24
¢ we are franchised dealers ( S Slusl ) Ol AN 2

e selling agents — eMS
o full-time agents I b NS,
e part-time agents Sl e NSy
¢ middleman S | daaay
® consignee Lladt Jf LA
e consignor (S ) asbadl e
¢ consignment stock Bl 0452

41



¢ goods on consignment
= S S Ay Wl Lad S e A 88 sl ] LLYY delay

[ = &
e export agent phai Sy
® buying agent b i S
e principal Jatedl il

e we are sure that your goods will find a ready market in this country
A e Gl B i (Sl Of o 1 Je f
¢ we understand that you are looking for a representative in Jordan
OA)‘Y\ 3yl 8 Ot r.(ﬁ Adzn
e we are very experienced in this type of work
Jol g e e Gl O g e
¢ we wish to apply for the agency S e Jsparll puddl 4 £,
e we have successfully represented many similar firms
Glell ol gl e 8 s Llss o
e we have good connections with the large stores in Beirut
Sam d ONS O S o b O L
e we intend to work the Indian market intensively
iS5 Gy Ll Gyl (SLIS ) JMaal g
e we are prepared to take over the after-sales service
gl dar b beds f MabN O g £
¢ we have no commitments to any other firms in this country
A ol & € DU A L
® we agree not to represent any of your competitors
oSomblin (o st i pas e iy
e we would also be prepared to advise on marketing and advertising
of the goods

e ONeWly Wliadl Gyt Ghaz Lasb 3 p2dl cdid Ll slant o 0,Sen

v



e we have a large network of contacts in U.A.E.
LY @ VLY e 58 S Ll
e we are prepared to grant you the agency, .5 3! ‘..ia.\ st Jo £
® the contract is limited initially to.... years
I o ) dieay sa2 Adall
¢ the contract may be renewed for a further year
] play ddall wad S
¢ the contract may be cancelled by either party
ol e sl il e il ) S
¢ with.... months notice JY Y- R SV " Y
o there is a trial period of... months ,¢> .... W luis Lot 5,3 A
* the agency is on trial basis AV Ll e SS9
e we shall grant you the sole selling rights
ot P NS Iy B Sk Iy
® we can place a car at your disposal S 2 CF Bl ausy LSS
¢ please let us know within... weeks if these terms are acceptable
Uyie by bl odn 6 13 Loog g OO (Shiab 0 Lo U plas|
e we have already concluded an agency agreement with another
company s e S5 Bl
e we can grant you the Egyptian agency for our products
Wzl (5 el JS ) oSonn 1S
e we shall send you full details of all our products
Wlnzs 7 e SN folidl ST Jos s
e our brochure will have to be translated into Arabic and Spanish
By ) ) o e (W57 2
e we trust that you can arrange translation of -these documents
Azl odn in 5 Wls pis (Saollaal 3 g%
® we can arrange translation ourselves, if you prefer
s 0955 @85 1 ¢ il dn ) Bl o LS
aA



e publicity material will be provided by us at our expense
kas Jo (LR ) D) Bl pus Sy

e expenses will be paid by our company LS 2 Lgmbdze IS
e expenses must be paid by the agent |5 )l 3,0 pll Of (£ Slaid
e agent’s territory JS P bl 68

e we shall provide brochures in Arabic 4yl 2l OLS py Sy
e we shall carry out an intensive advertising campaign
WS M| et pyine
e we are prepared to take on part of the cost
IS e Jamd O gdazee
e all business concluded by the agent... J5, &, =i JusV K
e goods are sold on a commission basis 4 yea! U-LJ Je ¢l el
® our representatives work on a commission basis
Yyaad ol o Oghans U gy gbie
o we offer a fixed salary of... plus commission of... %
T Wjis Ugas B LYY L oojis BB G o
e jt is not our practice to offer a fixed salary
BE Ge pais OF Lisle oo el
¢ our normal rate of commission for overseas representatives is...%
looo & [ gl 6‘] S elyy b Lyl dgeadt L
¢ this commission is payable on all ordersiplaced through you or your
intermediaries
oSy b oo o Sab o il Sl B e pd D ganll oda
¢ the commission is payable on all orders coming from your area
pSilaze o 831 Sl B e S U gal
¢ the commission is paid on receit of the amount invoiced
i,y 2 ,;.l,u i e Qs Yyaalt
® the commission is to include any expenses which you incur
serly B lis Gl fedan U padl
14



e provided you send us full details of your expenses
PSOlaid WS sl Uity Of Jo 2y
¢ we shall pay your expenses upon presentation of receits
VoYl i s ‘..QLM. s
e expenses for entertaining customers will be reimbursed
53 O g Dl Bls iy jlas
¢ the commission will be... % of the turnover,
A e e 0y Ugedl
e we offer a commission of...% on all business negotiated by you
e Oy glis A s petr 0 7 W is Dges o m
® selling commission o Uyes
e the commission will be paid quarterly s> &N J pidan 3 gaall
e commission is payable on all orderscl.bll K 1o C'..us Al 3 genll
e we prefer to settle at the end of every quarter
ot BN Al d el pldl i
e we prefer monthly statements Lt ol O 28 Lais

ey y i gl il [1o]

Job applications and advertisements

® we are a well-established firm based in the south of Italy
Wlay gor ajde el dnfe 4

® we are looking for... Jlpdlas L
® we require... Ji s 4
¢ we have vacancies for... vl Lty Ll
® to commence duties on 6 December saeid 1 py aalgs fa)
¢ to replace one of our representatives Ly gbie as) Je Jd

® to replace our retiring export manager Jslidl Wi ole e 2 o
® we require someone experienced in the fields of export sales
\ U



e we require an experienced salesman o &b ) C\.:fl
e the person we are looking for will be in the age range 25-35
\‘o—\’o,..d\w'clgug;.’.,id.ﬂluaé..ﬂ\
e and will have at least 5 years experience in the field of...
RN | P JCH PRSP SN PRV
o a knowledge of English is desirable 4 oy ol 25AeY) 3 e
e a knowledge of English is preferable Jais ,J LY B e
 a knowledge of English is a must PO AV B ma
® a knowledge of foreign languages is essential
S92 Al 4...;\1\ Sl & e
e the person appointed must be capable of working within a team
G o) 4 Jeall AL 4l g5 OF g cpall astdl
® he must be able to adapt to the needs of different clients
Sl il Sl ae ASH Yo 8 padll gl 0,55 Of
e and to delegate responsibility Wyl 3 o ol
e we are looking for a very adaptable person
S e 5pS ke 55 jand ] pllas
® to lead our export department L o pdadl od pud
* the position includes a company car 4 20 b 3,kw o5 4ib )
¢ applicants must have driving licences
23 as ) et 055 OF gt by LIl
e applicants must have finished with or been exempted from
military service
Lo Vyael g 3 Sl st 1yl 5 15,5 O (g dab LI
® we are prepared to pay a salary of at least...

BV e o e ) shaend e of
® salary according to age and experience  ipdly L e SN
¢ salary negotiable ( ;.a sl y ole S LG S
e salary of not less than.... per annum el 4 ... 0 J&@ Y S

Ve



e per month JURAIR

® the salary is... net Sle ..oy Gl
e the gross salary is... v ok A Al
e a bonus is payable (zb Ay S o> S

¢ approximately...% is deducted for tax
Sl Jorl e pdadans 7 J)p
e for social security SV old i
o the salary is tax-free _ Shall el ol
¢ accomodation will be provided free of charge by the company
Slethizat Oy 8N B e pare il Pl

¢ 6 weeks holiday per year el (3 5 )'L,.-T C—"L“'T 1
e paid holiday Y e g 55l
® a 35-hour week Cﬁ“““ S (Js) sl Yo
* a 6-day week S ebf 1
e a flexible time scheme in operation O s Jortd Jgur

e applicants must be prepared to work overtime
Blol oy Jeald shanal Lo Ogaadl 0,5 of 4
o there is a company pension schemeliladdd (£ ) ¢ 520 & 20
e please give the names of two people who would be prepared to act
as referees
S e bl et oY e ol el Sl e gl
¢ one of your referees should be your present employer
QU Gedinzs g2 SLST5 asl 0,5 OF Cann
e we also require a reference from your bank manager
tne Jolad B ke e 455 Ol ) Gad e
e applicants should submit C.V.* in person before March 31, 19---to
the Managing Director

c (el y Aokl DULY = curriculum Vitae = C.V. »

\oY



YV b Geasd ol el gl (il peaidl ) b ) I e ot
coazll 3,W e sl V4 — L
e I see from your advertisement in the... thatdl .. J SN} o4 s ol
¢ | have learned from business associates
(gl) G ) Josdl ey o e
e ] have read your advertisement in last week’s edition of the...
RPN ISRRPE R VY S PICE RV
e | wish to apply for this post Wb Ji odd puadt 3 & ol
¢ please send me further details of the post
Uby oo Joolidl oo bt (Shab o Gy
e together with an application form by b s len] ol )
® as you will see from the enclosed curriculum vitae
G L) astll SUL e 092 ¥
e ] have considerable experience of this kind of work
Joddl g M 8 S B s)
¢ | have also attended several conferences on this subject
g ol e Jy Ol iR sus Cal o il

e several training programmes gyl é\ 2o Nl
e several specialized courses Lamasdl Lol £1) e aall
e an advanced academic course phize 6361 ol )5 2L,

e | feel that I can meet the requirements of this post
b N ooda Slllaxc by (o ghic of ez
e | am currently working for an export firm
RV I WO APV P WY
e I am looking for a similar post  iplie aidsy (6 &gl ) chUn:f

¢ | now wish to change my job by a4 oV — j
e I wish to work for a larger organisation ;S| i el Jealt 3 2 5
¢ with international connections Uy SN O

\.¥



® to improve my career prospects byl Ll 3 ol4 o5 e
e for personal reasons Lnais (pilyd) Y
¢ I am looking for a position with more responsibility
yedl o A eas 2aby ) cum
¢ [ wish to work abroad Tl Jedl 8 sl
e | wish to improve my chances of promotion
A G op ot 3 i)
e [ am looking for a post with better prospects
Jail clf o s iy ] ol
e | wish to make use of my knowledge of languages
Sl ae e 8Y G s
e | speak fluent Spanish and Dutch
BNy a5 bty ast Y Soudl
e [ have a basic knowledge of French i... &}l aalll ol._..ﬂL,.‘lg FrP VR AY

¢ | have qualifications in.... cee d Mg s
¢ | have a diploma in... e d Pk Bl s
¢ | have a degree in .... vee 3 Lals iy gl

® my typing speed is.... per minute
s G blaae WS AV e e
¢ my shorthand speed is... per minute
s 4o s JeW g g
¢ | have experience of work with microcomputers
3 pneall O g oSI e el B 8t (s
¢ | have used a word-processor
iy 5y 55O A5 YD plind e otz

e [ was born in... e 4 o)
¢ [ went to school in.... v 3 Awydll ) s

¢ where I passed the following examipations
YU bVl § cnd

Vot



¢ in the following subjects P EIIYNUY

e | went to university in.... ... A aweldl ) ol
e where I studied... as my main subjecqsab‘\ll aanS L G yd L
e and.... as my subsidiary subject FA paanS Ly
e | graduated in the following subjects WU Slawsdl 3 o £
e | passed the state exam Ol cmd
e with distinction Sl pady
o | failed in the following subjects sy el 3 )

o [ then worked for 6 years for an export firm
phadl) s de gl Sy sl s SUS uwyy
e | spent 4 years abroad z Sl Ol § b
¢ I was promoted to department manager in 19
V& b ) e,
¢ | was made redundant in 19
VA 4 (dbas e giid) Al iy ) ;.1,,.?
e | have been employed since then
(gl B3 doe panild Uy S W5 A Jeally gl
e at night school, I followed courses in...
e d Ay Wl B e § ol
o [ was trained as a bilingual secretary Wl £ g350 5SS o)
e should you wish to invite me for interview
Wl Jps 3 pf) b 13
e | can come to interview at any time
O PR RERAPRIPRE Y
¢ | can only come to interview on Sundays
b sV pbl alaall ¢ 21 S
e could I come to interview at a later date?
¢ oY de e 4 W ¢ 2 6_.{;\



* I shall be available from the 8th April onwards
A5 bl ol A e Dot s 080
¢ | hope that you will consider my application favourably
G v e el a1y das of el
¢ | enclose a testimonial from my previous employer
Gl iz e &S5 Uy i
¢ | enclose copies of testimonials from my last two employers
Ol gt 0 egle Claas ol 45T Jold o Ot e 30
¢ and copies of my diplomas Aleghs les P
e and copies of my certificates dbles 0 By
¢ the names of two referees are given below
oS A e ol ! Ll oaui
¢ the following have agreed to act as referees on my behalf
(HFa oS Ml ol ey 2S5 o tebily 6 eagled 2
¢ ] would be grateful if you would not approach my present employers
QU atnas Vobas 413 155 0L
® prior to the interview s
¢ without my prior consent Gl gdilye O gy
® | enclose a stamped addressed envelope
dpl b ey [ 2L ] Opan Db U o
e I enclose an international reply coupon sl 5 ) O 1. b j
¢ | should be pleased to provide you with any further information you
may require
Parld B oot Slglan Bl (Sge 3 me
¢ | have applied for the post of... e iy Ll cuds
¢ and I should be grateful if you would be prepared to act as referee
on my behalf
Gl oS A el Y e w8 ) e 05

\e



Gilaglaall ppikiy 45 520 ciyliad [11]
References
N MNVag 3
e Mr X has applied for the post of... with our company
LS 2 gl L. by Gl pad e
e he has given your name as referee
(Slosadll o ) (S8 (Sl W 3
o we should be grateful if you could give us information about Mr. X
o) A e Slglas blge ST a5 3] p S 0,800
e’'information on his character and ability
Gydiey a5 Oleglas
e his reliability (yye ) ol eV LI
® have you been satisfied with his services?
$ ol o il ST s
® the post demands a high degree of integrity
BLY e e s s dab )
e the post is a demanding one Gh &y Clas by
® we require someone adaptable Sl HB et g £
e your information will be treated in the strictest confidence
B o oS ki AL O g (SO glas
® he has worked for our company for 5 years
g 0 3l LS8 el
¢ he has been with us for only a short time
b s pab sl Las fos 1l
® he has been with us since leaving school
ol ol of das s Jos i)
® he was trained by us as a....
(- diby d) ... 5 Ldac oyl



® he was dismissed § years ago

Sy 0 die (Aedd) 0 5 by Ed) Al
¢ he was made redundant in April 19..

V4 3 Al iy e e

® he worked for us from February 19 ... to November 19...
V4 ey dIVA e e bl e A
¢ he was an efficient worker 1208 Sule OF

¢ he left our company after 4 years to work abroad
gL Jead Sl £ odm LSS S5

e he was totally reliable (LS e sz ) LAl aa Yal oF
e honest and hardworking Joall G gy Laf
® punctual st i e Lay >
® he has a pleasant disposition e ey |
* he has specialist knowledge of... v F Aasadie Oboglas 4l
® he is ambitious b 4
® he is a veteran (S G) ez 4

¢ it is no doubt for this reason that he has applied for this post
bl odd piis W ol Wb Vs il LLSY
¢ promotion opportunities are limited in our company at present
JU il 3 s G aagae A e
® he has shown considerable initiative in his work
des 3 Adas 2 ol

® he was always in good health Lys ddr dovay OF
® he was not a very good worker Mo M Sle S 4
® he was not very reliable BaS Ayl ade dazeld ug' H

¢ he was frequently absent from work Joadt 2 LA S O
® he was often late for work  Jeall )gadl desm -0 ,,-.‘\:g LUk of
® he was not very punctual « debll B Gl S ¢

VoA



e he was often rather slipshod in his work
rt Jan des 3 Nage OF L LI

e for health reasons s ql,.a‘\l
¢ his health was poor dzae o K
e and this has affected his work des Yo H 45 Liny

o | therefore have some hesitation about recommending him to you
oS (o) bWl et jam 535 Ganl 14
® he has shown little initiative and works slowly

chay Joms bl e il gl 43
e he is very unreliable e dazy ¥ - dw as )y — )
e his work was generally satisfactory Lo e O e wry das
e his work was always of a very high quality e Uy OF des
¢ his work was always of the highest quality & U Uy 05 das

¢ he carried out his duties to our complete satisfaction
() sla ) W Gas 2 Je ity oh OF
® we have no hesitation in recommending him « ;L.q\'ll d s Y
¢ his work was often unsatisfactory P o WG 0K s
¢ we feel that we cannot give you any information on this applicant
ik U paidl i o Sloglas 2l oSSty LS Y ol ats

Oy JusY dle 3 e Y oY coihdlay cagldYt s aslet g S L s JUd1 e
&,\uo'l.,bqh,kbi....}.x..:.:g;aiui&-lbh;,éwuol...,}!maﬁ)\ﬂ
S5V e ada O 3 ganh ¢ UE LS o ga ki € Sgldly gl s g Jariaiey
ke oy (ol b Lia Gy 18 e Juail 0,5 B 5T ol e G by
OY Lgal pml i (7). W A5 o oly bl e fine (g sV AL i (Y)
et ot A e 2y Gl liaall b (1) L Lo LaSTS e gl e Ll
e Sy ) 6 and e Sleay F) e dsadly LT G Glis] o Laakl o dsddl ) S

Vil adHly
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® we have known him only a short time dadh & pad sl ol o 0l
® we have known him for ten years Sy e sl ol o 0l
® and we are pleased to act as referees on his behalf

S5 O
e we therefore suggest that you contact.. — JLas¥l (Sbe » 26 &M
¢ they should be able to give you more detailed information on him

e Spais ST Sliglag oSHlpe oy paic of wlsY

L A\S BN WS 3
e the company .. has just placed a large order with us
35 Al Gpaab 3 doe W oCuds LS 2
e they have asked for credit () Uil |l ual
¢ you were quoted as referees ( aSonS ) S S rir& C PR
® as this is the first time we have done business with this company
320 0in po b Jobas A LoV 64 o8 ke 0Y
¢ we should be grateful for information on their financial position
QU i gr o Sleglan il 3] o2 S8 L 050
e and on their long-term prospects J: i sl le ogld Vel 0
e middle-term b el gl
e short-term i gl
¢ on their competitiveness with regard to the domestic market
Gl G pel] Ll Lwdlidl op i e
¢ the overseas market (b ey b Ggw )y Wl 3,0
e what is their reputation both at home and overseas?
$ Loy M s a6
¢ information on their credit status and reliability

oy QY wpiiye o Slaglas
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e we should be grateful for any information you could give us about
the company
S e U i oSS Slgles B Je o ST 0 S
e we believe you have known the firm for some time
S an s ) O oy oSG e
e could we, in your opinion, allow them a credit of...?
€0 Ol b Lt = (S, G - LSl
e without security Olewd O3y
® we assure you of our complete confidence in this matter
AV e G S L oSS as
e we shall treat your information with the greatest discretion
Bk o 58 ol (Silaghas o pilas 3y
* we shall always be pleased to reciprocate
(bl ) Joad! WS 55 OF WHs U
e we have known this company for 8 years
g A e sl sl O
® we have done business with the firm for 4 years
Sy ¢ Jlyb 1.....}3.\ & Jolaz
e they are regular customers of ours nedazl) Whes 8 o)
e they have been business associates of ours for many years
b Sy Jigb JlsW g G U e ol
. the firm has an excellent reputation 33t dasr O A Bl
e it is in a good financial position dor dbe aoy 4\
e the company has considerable financial resources
Lo byl plas gl &2
e this company is completely reliable Gl el J.J &2 eda
¢ the company has always fulfilled its obligations promptly
P g PR PP A Y WU ET g L\



¢ we feel sure that you can allow this credit without hesitation
355 093 (OEWN) o Uy pladl (Soellazaly &F 3 aal ot
® they still owe us... W oomude 150
¢ they have still not settled our invoices from last year
el bl e Uil gh Vg 4 10150
¢ they are in a difficult financial position e b i 3 or)
* they have insufficient capital OE e edled
e it would not be advisable to grant this firm credit
(U ) G i) oda e 4 £ guaill 6 o
e we advise you to be cautious Al Soas
® we can accept no responsibility for this information
Sloglall sdn e Wyt &l Jub S Y
® as we do not know this firm el s O Y ol U
¢ we have little information on this company
SN e e Al Olgles Lyl
e we believe that the company was founded only recently
L 5V 5l G b w380 O i
e we feel that we are not in a position to advise you in this matter
Sl 1 3 (Sobh W ey ibge 3 L Wl a
e we regret that we are unable to give the information which you request
W yazdb I Sloylall 5 Lzelazal pita) il
e we have not known the company long enough \
| LK 5, e ATl O Y
e we must therefore refer you to... e d) (.S:S\’-l Lle (nay 14b

o
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Travel and hotel reservations

‘.4\ = J.L.A\
e | should like to reserve a seat on the Rome-Milan train
e =Ly, s fe daie me o)
e departing Rome at 12.15, arriving Milan at...
ol g3 A ey YY V0 ALl Ly, ole
® express train (=S ) gl il
e TEE = Trans-European Express Layg¥ el SN
® s it necessary to reserve a seat on this train?
¢ il lia e daie a5yl ol
® seat reservation is necessary on all express trains
) Sl E e 555 Al
e this train does run on public holidaysis J} SMaall § py jUadll 1is
e the train runs only on working days ki jeal rlﬁ G pee k)l

® Jocal train Jd= e
® special train ool el
e relief train [;L,;‘\J\ cheimd lo) JUab ] dsles Ui
® the train leaves from platform 5 o 3, e )l 0 dasl olay HUadll
® a window seat sl g ] Aads
¢ in a non-smoking compartment ol Wb el Y paie
e couchette (Uil 3 g lndaoYl ao g ) C"J““"‘
® sleeper el Jlab fogdl 4 e
¢ dining-car Jfﬁ!\ g
* buffet car Gl 4 e
® passport control on the train SRl e A e ase
® do you want to travel first class? ¢4 ,‘\l\ Lyl adl sy e

\RR g



® a seat in a first-class compartment ) )i ix > 3 gade (4 dnis
e what time does the train arrive in...? ¢... J} jtadll Juar <3y i &
* I enclose a copy of our itineraryly oWl Al s 0 v iy 3 )

® a single ticket Ss 3 SW
¢ a day return dng 3346 5,54
® a return ticket Sy oy s S

o platform ticket [ ciew ) e Jlisal ol g3y 5,55 ] e, 5,50
¢ is a supplement payable for this train?
¢l 1 (G, ) LSS Bl s
e is there a left-luggage office on the station?
¢ dhdl ULV Lolih St
¢ where are the luggage lockers?
¢ (S Sl y Gk s am g ol
e where is the lost-property office? ¢ oohsyaill S O_j
e is this ticket valid for all bus routes?
¢ (W) sV by S0 Lo 3 Sl oda o
e the ticket is not transferable Joml A 2 5 STA
e can I get monthly ticket for the bus?
¢ N (i 5,50 ) G sl de Jgad) oS
¢ a multi-journey ticket M e el 5 ST
Ny b
¢ what time does the boal leave Calais?
¢S (ST il ol oSy 3
e car ferry Sbsl Gdas
e please send me details of your car ferry services
("<J Aol Ol Ldas Sladss Jmolin ‘.Q.a.a o Ay
® hovercraft (38 pably Jlall (57N
® a cabin for 2 oY (LK) i a0

YV ¢



e a first-class cabin dal &m0 (W8 ) 5
e I wish to reserve a place for a car and two passengers
Ay Bl (O J e )
e can you offer a discount for a group of twenty?
¢ Oy e \gal g e gatt car g WSS
e on the Dover-Calais ferry JE = e hawe ke

N i)
e what time is flight no..... to.....?
..... STRRPE P AE S I PR PN T PRI
e charter flight 8 g g dl>
e scheduled flight [ oz Oy g )] 3] Uyas Ly i)
e | wish to bock 3 seats on the first available flight to.....
A Al G Al Jaf e delie Yo 3 )
e which terminal does the plane leave from?
¢ 5 U i dke e
e are meals served during the flight? ¢ > i ool FUNSVTS
e economy class (L) @:L.a:.i\j\ il
e club class (el O )l 5 ) Ole gastl @ o
e please confirm your booking 24 hours. before departure
e Yo Jo ) B oS aSTt Sl
e are the airport taxes included in the price?

¢ hand luggage Ly Sla
e steward [ 3 W ,TZ.-.,A.,,)T)U& 3] s
® air hostess g Adas

® passengers must check in at least 45 minutes before departure
SN e s £ o o ) 5 (progmy Sy et s il e
¢ soft drinks only are served during the flight

bl A ) el hd olb s

VYo
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¢ 1 am looking for a medium-priced room
Al Ha g B p e A

¢ | wish to reserve a single room with bath
P e Aoty pasnd B e O

e a double room W T
o suite ( ol B2 Q) DY ST S pp B2 0 08 By ) e
¢ adjoining room [ @b Ly ] bgan J=b o6
¢ a twin-bedded room, twin room A W
* with shower ' (&) ples
® with toilet and shower ooy oy

® please let me know your price for a single room

Sie domly 3, B ey (Shitd oo sha|

e during the high season 5y e ge |
e in the early season o~ J P
® in the late season : bl =13
e from the 19th to the 30th April JeAl vl e
¢ do you accept group bookings? Fhdl mdl OJs s

¢ | wish to organise a conference of our sales representatives in October
25T 0 W ol Sl gaad E5e chs 3 i)
¢ and I am looking for a suitable hotel near to the airport
bl o ol s G5 e sl
e we wish to be picked up from the airport by coach
(Y)Y sl Sl o WB G 8
e we wish to be taken to the hotel by coach
el Gl ) WE G o
e the price of a double room for three nights is...

AR



e these are inclusive prices
[ o, bl Olar ) ] ladl mad Als land oda

¢ including breakfast (oY els g Ly e s
e full board [ S OW Sl Il guds ssle ] o8 GHliaz
o half board [ sliall of cladl Ll + WYl &5 ke ] Bliazs] Cina
¢ including service and V.A.T.* olall Ldll oy Ladl Al
e tip Lt am [( et ) et
e please quote the inclusive price Pt o (Sas e W 1 yes
* all rooms have central heating LS o S O K

e all rooms have hot and cold running water
by ol e sl aage R K

® breakfast is served until 10 o’clock Vo Ll g pil Ul
® the hotel has its own car park 4 b Ol (il il
¢ underground car park P )‘Y\ PR PR IV
* multi-storey car park Sl glall saaze Ol Cab g
e there is a car park nearby i Ol i Ay
® the hotel is in a quiet position sl abye 3 REH]
* it has conference facilities S UL okl SNl 545

® it has a conference room for 100 people jasi ¥U aus o 50 isli s,
® it is close to the city center A ey e o
* how far is it from the hotel to the airport?
¢ Jlally Gud oy Bl W
® is there a bus service to the airport?
E Ul g (ol ) sl e
e it is only few minutes from the city centre
Al dany e ba P65 sus day )

e it is in a quiet suburb D ixlo G o)

*V.A.T. = value-added tax

VY



® by the river Ao )
e it has a lift ( pilal ) dnag 3450
¢ night porter & Je
e it has a bureau de change* ( ¥ o 5S4 ) aall JliznV o 4
e [ am writing to confirm my reservation PUTNVSN Y Ny
¢ please send me a menu pab Ll ‘..{Laa o Al

e please let me know if you require a deposit
el ) drle &S 13 bl Sl
¢ please send the bill to my company, Messrs...
Co oy S5 1] oS e 8l 1yl f
e unfortunately, I have to change my date of departure
U A S aas S Lkl g
e and will arrive in.... until 16 September
i VT e B Sl Dy
e [ have to cancel my reservation at your hotel

vﬁuddpgwgpbi

¢ domestic flight [0 Jols ] Wy & il
e international flight [ 'y j ol v ] W b U
e excursion ticket [ a2 b oly obad 5,50 iobe 5,55

Juastly 5kl lasa b @b it [\ A f———
Changes in the field of business
RO Qe
e our head office is no longer in Tripoli

A G | e ) S

Mt pay ¢ 0 daalt Jlazad Ear Jo S i zNasY) y» bureau de change *
. exchange office y» A} ¢ Naws! Cal Sla S ¢ 4eY) 2l o sl QL
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¢ our head office has moved to Beirut
Sap B Ja e ) S
¢ we have now opened a new branch in Cairo
AW 3 s 5 OV Lol )
® because of the steady growth in our business
Wleel 3 ool ) poll iz
B we have moved to new and larger premises in Alexandria
LAYl G el y Dl g ) Was|
¢ this means that we shall be able to give better service to all our
customers
Was JSU Juiail a0 Linmn gy 0 )% & S5 oang
¢ we assure you that we shall maintain our former high standard of

service

Ladl e Gl QW Ul e Bl WSO 0T
¢ our address has changed o Wlge
¢ and is now as follows: k¥ oYl 'y

¢ please forward any correspondence to this address
Olyall 1ia ) ol p &l oSlai n 1ygr
¢ please inform your despatch department of this change of address

Syl 3 padl U oK o (padl ) OO s (Slias 0 gl
P GPOR I BRIV A R SR

® our telephone number has changed PO e
® our telephone number is now... e OV Lo Ligads o3
* we have changed the company’s name A o Uné aa
¢ the company’s name is now.... T SRUR LR CRN ey
® we have merged with.... e Ll ual

¢ as of May 14 we shall be known under the new name of...

. 02

o gl r...-Yb D S gl V o ‘)'L:pl
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e we are no longer in this line of business
(bl Upé ) e JleY bt G aw J
* we no longer manufacture these goods
BLad sis g o ¢
® we ceased production of these articles two years ago
ol s C:L,J\ ol CL:J} s Ly
¢ we now specialise only in the manufacture of...
gl g bi OV e
e production of these articles has been taken over by Messrs... & Co.

26 2y wldl g alas] aledl 0da 2]
D\ py IS N S 3O e

¢ our factory in Naples is being demolished in June
Lp o 3 pe B Aol 3 baas
¢ and we are switching production to Madrid
Ao ) g BY S ey
¢ we have had to close our factory in Milan
S G Lanae 3N ) U !
¢ we have closed our export department
Ly ool pladl g Ll
¢ we suggest that you contact our parent company
oV L Sl (S £ i
® our associated company in Rome Ly, d azull s &
® we have been taken over by coes bl 2 § Aa
¢ ... have acquired...% of our company’s shares
L2 gl 0 T Sk L,
¢ the company has gone out of business Joall e 2l iy

\Y .



e we ceased trading six months ago A A dae oF Wiy
e the company has gone bankrupt rLggeAl il
L ahd B\ O\ pad)
e Mr... has been promoted to the position of...... —aie ) ) 35
¢ he is now deputy director PPV OV )
¢ he is manager of our new export department in Athens
L 3l el padl paadl ed e @)
¢ he has been appointed to the board of directors
Yl e B ol
¢ he has been transferred to another branch
Ales dl g
e Mr... no longer works for this company
g O R

* he has moved to another company S ;—T 82 U st aal
® he retired in March NEBLZE RV V- NV
e our managing director, Mr.... , died four months ago

P R O I UCTIEY LIS T
¢ he has been replaced by Mr.... ... Ll de > wdly
¢ his duties have been taken over by... ...... L ct,;‘u cun.;u A4

Sl ylhal) latiud g &iia [\‘\}
Sale and rental of properties

¢ house for sale C“U B
® house to let JEN J e
e flat al
® apartment aas
* penthouse et e G S
® villa p

AR



e detached house Gy @6 J 5
® bungalow L
e semi-detached house opb g b 48y oo
o town house [ Giloh! 3% 5 U s e Jya ] sl o aull J s
® 2 bedrooms, living room, kitchen, bathroom, garage, garden
pdy oy iy ey Lioms Gy pg U
® we wish to rent a house for approximately 18 months
Ga 1es VA 3l Jje jlaemal (3 85
® please let us know the rent for such a flat
Gl eda Joo b Leble] WSl o
® the rent is.... per month A G e
® per annum PO g
¢ if you are prepared to rent the flat for two years
ovle Bl sl s sl (e &S 13
¢ we can offer you a discount of... %
Voo Bas oSU i of LS
e we are looking for office accomodation in the town centre
ANl gy L i e
® we wish to purchase a property in the centre of town
A lawy & i o2 G 4
® we are prepared to pay a maximum of...
el A8 Ll sl e L)

e in a desirable position CEA P S
e in a residential area LS A 3
e in the green belt sl oA d
e further details available from..... PR UG P* g WO V-2 R PV
¢ mortgages available Sy S laall oa
e loans available 3y gumer 29 A

\YY



® at.... % interest Joeees b, sl

* interest-free L6 04
e at a rent of.... per month A el gl
e at a price of.... per square metre pA 2l el A
® we can arrange a mortgage (Alis Lay ) e oo, wus LSS

® a loan can be arranged through our insurance company
L Aol el 2 b e o el oSS
¢ we have a number of holiday properties for sale in the South of Italy
W o 3 anll iy Sl cliad S Jlae e a0 Lyl
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