S oL

. ”»
I Sl yal) u gald

t 3



|
C Ml pall (u gald

Gl e USas bl Gle dddl gaddll oS o L
leh 40 Al pailly Aeluall USha addacad iy jdai)!
USha aabal (i Lgd Ve g 1) 530 (ya USaia IS 3] 4 ¢ 33 g20a
g ol Gl Gl ¢ Ll pli 5 ey Apalial) gl Laald
s e Onien] Gl ppaiy Sl (e daling L 4 pailiy elinll 4o
e13aY G lgmanis YW aila ok LS LiLG ¢ alilu) wuS 53
oty iyl y il Lall e G galill 138y o Jaal gually pabisall g
Jia Zalgll Yol (a anall 8 Galu¥) el pall Lia 050 L
Ciiygeilly el cOlaladly o Golally AEYI, il
o3¢y Ailaiall il o Sl SISy ¢ T g (35 0y pialil) aladiiaal
3 ¢ LAY e 3aaly 3ube Le G Leatii 30 salddly . VL
W dacadie iylai] aalie e leman Sle lasa
lisgd) g liaasall Lamy e Whsili Sl y e Sy ¢ @ all
sty Gl geage U Soladl s3a Ly Sy . 2 daiYl Asaid)
Rpealiall bl ) e g 500 e il e Cile gum s
el yamy LSy ¢ lgha Al oLty lgalilil 3 ity
A maill ailalial Cudlis b Lein g0 aad Ladl focdll o
c Al e gz saaall S dilin dsing

¢y




¢y



Ayl y papadally 4 sl [1]

Attention and privacy

e for the attention of .. (- Gke) .o e
® attention (- Rley ..o ol
® private 5P >
e private and confidential S vy o2y
e confidential S
®re.. v =t u.ab‘-
slal) &l s [¥]

e your letter of.. ol oSOl
e your letter dated.. L E) d il (S,
e your enquiry of.. - B V‘<" pAall iz
e your order dated.. Bl ‘,.i.ﬁ Al Al
e with reference to your letter of.. Bl WSl L sl
e as requested in your letter dated.... & &3l rﬁ:&b 54 ri.l.b »
* in reply to your letter of.. LR (Sl e s
* your letter of the 3rd of this month.. U ,¢2dl 0 SIU 2 ln (S,
¢ which you sent to us L) b am A
® we see from your letter that.. Lol r.i‘-'j\.a o S
o referring to your advertisement of.... & .. £, gy (.SDM d) sle)
in..

® inst. (instant) Sl
e reference to your enquiry pertaining .. .. o sa¥ f Sleizad ) <l
e referring to your special offer of.. wa P (So e ) sl
e your enquiry concerning.. o Pyt f izl
e your enquiry regarding.. o P yat f izl
e your above-mentioned letter.. coadle LJ)Led) (S;BL,, 5

t¢



Introductory phrases *Jgf! Olyls [V
o in reply to your favour .... whl oSiige e 15, . (SO,0L e 1,

e allow us to draw your attention to .. .. ? JUJ 4 g of W g
e | beg to draw your attention to .. .Y ? sl e ,T ol pes )
e I beg to inform you that .. Loh Sl b i
e we wish to point out that .. ( Lol S5y RSP
e | have the honour to bring .. Ju e S il OF 32l

e we were pleased to note from your letter of.... that you are
interested in....
s Ogeige oS Bl (S o ata OF L
e it gives me real satisfaction to answer your note concerning...

ey (5] ) sl S, e 3 O AR Gday

e since my writing to you regarding .. st WS als” d
e following our meeting on L I 01 v -2
e following our telephone conversation on .. .. & Jsaldl Lyd> C2¢

e following our discussion with your representatives concerning ..
P yaR Sk e LElE s

* we were given your name by.. .. (auly) b a0 Sl Le Lh:-f

® you have been recommended to us by.... (davl y) @ jas r"<’ Lle )_,f

® Mr. X has been .. oot Lany dlao (sl uilly il (0Mp adt 08

kind enough to give us your address..

¢ as we have learned from.. you are  isluay O yuaz2 (-.s‘li Lo bl

manufacturers of..

® Mr. X has referred us to you.. o OMW andl (S Wi

bl A e A 1 5y OF S g (S0 B e Bl O gt Sl 35
A b g Al SRl e J) BN edas gt L jle e Al Ul B3 Y Sy
RROE
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® we have read about your firm in the trade press ..
il Bleal 3 oS jo e U3
e we have been customers of your firm for many years ..
b Sl i fSoen L Shes L)
e during a recent visit to the trade fair.
T3 X g N R LR E S T it

e [ saw a sample of your products .. .. (..<;\>-....- o e ;,.J )
e we are interested in your products .. . ri,\’w.c eleal Lyl
¢ we have examined your offer .. . (,_(_,, S s A

e we have heard that vou have put a new .. on the market ..
Oy G e (e [ il ) gy oS L

¢ your articles have been recommended .. (dau) y) @ as (..ﬁ-.l...u Ll ,\.,.f

to us by..

¢ on recommendation of our representative Ligdn Loy e cly

® we see from your advertisement that.. Lol Sl e Gt

e we saw your advertisement in the o U saadt & (.SJ‘M Je Lalbl

current issue of..

e we have seen your advertising material -u)kr—\j\ rﬁ:sb Je Lalbl

e we saw your stand in a recent trade Gud> (s )£ oo (._(,-L,- Luj ¥

fair

e we visited your stand at the exhibition oAl 3 ("’<"L"‘ Ly

o we have seen your name 4 ,xdl SN e a4 r.(r\ e Lallst

in various trade magazines..

® we are subsidiary of.. (o g S @b s
e we are a company specializing in.. UL I PRt g u-‘
e I notice your interest in.. oa @Skl LasY)

¢ we have seen from your brochure ol (r.i;,\ ) ri_._.-.{ o \-_:’sz |
that..

¢



Expressing awareness s f‘\-! el sl €]

e we have just learned that Lol Ul e i)
® our representative has informed us that.. ool Ly g LG.LJ
e I have just heard that.. Ol Gk e
¢ | am pleased to know that.. Lol dfT Ol 3y
e we are interested to hear that.. .ol gl el )UT
¢ we have learned from.. that.. Lol o Las
e we are aware of.. e Y o
e we realised that ... (o e aady oY ass
Information (e )0‘\.3 il J M Al (0]
e we are pleased to inform you that.. ool rﬁm_\ U s
e allow me to inform you that.. .o\ ',.(;)b‘b W sl
e I beg to inform you that.. .o Sbl-l O il

e | have the honour to bring under your notice sk rizh\»b, o J.:JT
that..

o | am writing to call your attention to.... ol f )U!-Jf o jlY ‘.1,51 g.ﬁ
e | have some wonderful news for <.§~la-f o aadl) )L,s-‘YS san Y
you

e you will be surprized to hear that.. Ol L yaens ol P
e Ifeel Ishouldletyou ol Lle il o oShari of o cnny 6 jadd
know at once that..

e we shall let you know by telephone (i) Osiddl Lle WSasu
(telegram)

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

e whose name we should be glad to send youas'l oSGblys U ey sl
e in reply I have to acquaint you J‘\-.v rﬁo fj of G IR Wy P
that

tY



e your letter of the 9th inst. is L= & Loy 41 9 éj—‘e ¢5~3L-)
duly to hand

Reference oreall J) Lo 31 A} [y

e your letter to.. was referred to.. UG VRN W g (RS & O
e your letter was passed to us by.. .. (dauly) D, L) Lol Sl 5
¢ your letter has been forwarded to me by.. .. 4 < g\ el Sl 3

Replies Jilo ) e 333 )1 [V
® awaiting your reply 5, st 4

e awaiting to hear from you so soon ol §5, ezt
e I am looking forward to hear from you soon j>ll f: 54l CLBJT
e I look forward to your early reply (JrWhy Kl f 5, cugsf

¢ we hope for an early reply S 3, 4 J,.‘U
e let us know as soon as possible Sl ¢ ﬁ‘b Lle Uy
e R.S.V.P.} [l ) Bl 3 xS o ylais
® .. as soon as you can c:-‘ﬂ——-"-‘ ¢ ﬂ‘p
® .. by return of post At 85 gy

* may we please have an immediate ~ M=le 15, als ol (,_(L.a o ey
reply.. '

e With my thanks in . [pldl 3] ol ;3) Je Ll S &
anticipation for an early reply .

e .. by the same post Ll i 4
® .. as soon as we receive (.l...a ol Jey
* we hasten to reply to your letter 4 &3l «SIle, Je 5L ¢ Lo L)
of..

* Répondez S’il Vous Plait Y S Al.oij Y ) asl S Jlasd .

¢A



* forgive us for not de § 88 SO sl UpSS e e byl
writing earlier to thank you for..
e we await your offer with interest ealy Koo JJaz

* be Wriﬁng to me now and then.. .. ,»‘31 o o d esST
* please let us havea word e (AL oh) ads” s oShiad e U yes
from you..
oI 100k forward to hearing from  Jorll oo il 3 oS UL, il alad
you in the near future..
oplease send me  : W 5yl — Joodl ol — (Sliar e W Il i
as quickily as possible, by registered bookpost, the following items:...
e an early reply would be much il e Le gl Jorll ;; )
appreciated..
e we shall highly appreciate an early =~ paadl obe Lo ale jorlal f.s 5
reply..
* [ shall be thankful for an early reply.. .. Sl Joll §5,
e please report to us in a couple of days.. .. vy S35 4 Ul o 5
® we are eager to hear from you with return 4l 85 gm £, ald allas
of post.
e would you please inform us 05" 13} L& il o Ujlasl oShiab e
immediately, whether.. o
* | expect a favourable reply.. o lamta b, ab gl
* [ hope to have a favourable reply.. sl by, bt OF
* I hope for a favourable response from you.. .. X e o, 4 JJ
e we are not able to reply individually to each letter or suggestion..
) odn onens S&] 1A o Dl B e 83 3 gea 30 S Y
sl el Je 5 Rl faS Deaszdl Zephall BN 0 4
Ol bW ¢ #] ... Gpalall Slonadly S 2y Sl ) Retil) Sl B
bl 2 oo 5 e Lol 1s) Jo s OF b giis ol Slgdl &5
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e we have not received a reply to our 3 a3l W, Lo 15, 5ls |

letter of..

Receit adiw) [A}
e We have Received your letter of .. B EY N AT PR
e We had the pleasure of receiving .. AT o -
e We acknowledge Receit of your letter .. .. (.S;Sl.,u J A A

e [ am in Receit of your letter of 12th inst.
LY g oEL fSllas ks
e please acknowledge receit of ( the cheque) ..
C(ekadly pdkuly Ujlasd ‘,_Q..a_. o

Salutations <Ll [4]

e please convey my respects to .. oS gul CL‘ b oy
e please remember me to .. LA G e s
e With my best greetings . (UL 3) L GWE bl o
e With my best regards . (VL) el 3y . GLE A o~
e With my respectful greetings . ( L} ple= ) . Glel 21y dLf &
e With good wishes . (DL plst 3y ol bl e
e With all good wishes . (YL e 3y . Z,fjaj\ ul..?\ K &
o I wish you the best of luck . ( JL. )i pl 3) . b > el )
* I wish you all success . (A ps 3y . ¥ o PR
® With kind regards . (L sl 3y L bl Ol o~
® loving greetings . (L el 3y L dogey dLS &
® With respects . (Lo g By L Gl 2l pa

Thanks and appreciation s| kY9 yakilly <&l [V ] —
e thank you for ( your letter of .. ) ( .. F,l G,y Je ol \Ji.,

(<IN



e We thank you for ( your enquiry of .. )
(- Bole Sjizaly e 8 S
 many thanks for( your favour .. )( 4 5! (,.i._l )y ds S ity r_(J
¢ very many thanks indeed for .. . [P Sl V'Q
¢ thank you very much for your prompt response to ..
S gl (St e oS0 S 1S
e I am deeply grateful to you for. PN A ]
e | thank you all from the bottom of my heart .
L Ol e § S
* thank you for your courtesy .... ( oSt ) 26 S oSad e oS 7,<.:
e thank you for helping us out in this emergency ..
(R sl B e e g B S oSl Je oSO TS
e many thanks for your invitation to attend ..
--Jr""'rg“':”&:’eﬁi >
e many thanks for allowing me to .. .. 2 J ~ladl b S |
¢ many thanks for lending me .. LAkl e M 1SS
e we will be ever grateful to you for the invaluable help that you have
rendered to us ..
o oganads sl el Oyl e Lgs oS L Sl 0K
e | am very grateful for your interest in ..

N Y N PR IR A AP T

e I am most grateful for .. oo de B kY Ll G U
* thanking you in anticipation . [ Wl pl= 3] UL S TS
¢ my thanks to you in advance . [ dl. )i sl ] Ll (.Q L;,i.:
e I once again thank you . [0 ol 3] 4t FJ&.‘\

* with renewed thanks and all best wishes .
LW e 4] OB ""MC‘ Toag S (,.Q
¢ | appreciate very much .. vdglald ).GT

o)



e We appreciate your interest in .. - ‘..<»\“..h\ (.SJ gRv
e We seize this opportunity to express our deepest appreciation of ..
o I U AT Gees p W Al eda

* I shall not forget your kindness in .... & ( pSuike ) (.iu. Tl u,...sT o
e your courtesy was greatly apprecnated by us all .

e L MJ\{Ja;u\?(A.JA\(.S_.A),S.uB
e | deeply appreciate your kindness and forbearance shown to me
dedy (ke b o F egaail b kil s
e | can never forget the great SCI'NICC that you rendered to me .
VP PVCNU R [ R PA I RE R RV w‘ o
® your courtesy to our representative will be greatly appreciated ..
W\jmdd“bjmf-w!vi..l
¢ | hope you will not rmnd if I express my admiration for your efforts .
. Jaﬂ.ﬁ Alel o2 ;gf—‘ of g s i J..\
e | am pleased to .. Lo QM‘
e | am glad to hear that .. oo ch of Odany
e We would like to thank you for your interest in our products .

Wl (Sl o § S of 5y

Corigratulations 33lawdl (e il g ddigal) [\ }—

Pl Sl gas

¢ Congratulations ! R R Py

e warm congratulations ! R I 1 E S R P 0
¢ finally and once élgé.in - our warm éongratulations .

DL G ] e il oS = ey T

® how marvellous ! we do congratulate you .... &g Wi ! &l &) )T Le
F el A
e congratulations to the bride and the groom .. .. eyl 8y,

oY



e good luck to you and your bride .. Segmy oS dan b
® my sincere and hearty congratulations to you and your bride on the
occasion of your marriage ..
Sy delit (S aly (S Rl L sl
e all prosperity and hapiness to you and your bride ..
. rg“ﬁz')) (..Q aalacdly ol Iy
"® best wishes for a long and happy married life..
Ay B Ay 3 OLA el
¢ wish you both a happy and prosperous wedded life ..
CoAiRy Bdaw L) b EOUSY d.cl
- @ best wishes for you and your bride . My prayers for a long happy
life .. Loaae Bl sla Jlyes L @Sy ly oSO ol bl
e convey my best wishes to the newly married couple ..
RRPOPSNING (" F

: e
e Happy New Year ! [adl ] e gl
e a happy new year to you .. [ i i, ] LS ey g gl
¢ Happy bairam ! [ f...'aﬁl\ 9 il 4e ] deaw us

e Happy Chirstmas ! [ ( b SJ) UV WV R WA
e Merry Christmas to you...
(e SO :__...L\ dedl DVen A ] demn U

¢ a merry Christmas to you.. . pg-“‘ NV IPRE) WRNW
® Hearty congratulations ! PO I W TS5
® best wishes ! ol olad b
e Jam glad to hear that .. Lo C"? O Gdaen
* my sincere congratulations .. O el

® [ most sincerely congratulate you on this event ..
il ody Ol alel e sl

oy



e it gives me great pleasure to know that .. .. ol ‘..LJ o Ll Oy
e | offer you my sincere congratulation on this happy event ..
il Bl ody g el (SO el
: Dl sl
e Happy birthaday ! e M A
¢ many a happy return on the happy occasion ..
..*B.L:MJ\ bl odd Waey daw 5 4s
e many happy returns of the day .. ..*f gl b Wdey a5 g0
® hearty greetings and best wishes to you on your thirty fourth
birthday ..
LMy ) S ae Lol by 2 bl S
: Jik AN
® we rejoice with you in the birth of your child ..
: gladl)

¢ well done . we wish you health to enjoy your success ..
® hearty congratulations on your success in the examination ..
Ol G S Tl A Ll
e we send you our best wishes and congratulations on the occasion of
your success .. )
¢ best wishes for your success in the election ..
C Y G Sy bl

et eV Gl il daall s

ot



: agh yuall
e congratulations on your promotion as General Manager ..
ople paa lei'é)ie«\-'f. Lol
* my sincere congratulations on your promotion as Managing Editor
of ..
A e ) WS 5 s Gl Lalsd
g W |
e best wishes for safe and pleasant journey ..
R ) Z.JT 2.1,-,, C)l:..‘.f" g_,..:bt
RS et §A
e with every good wish for the holiday season..
Y ey B agkl GLY S
: ddgal e oyl
e thank you very much for your compliments ... Sl s S Jre i S
¢ thank you for your greetings . May the New Year bring to you peace.
and prosperity !
Dals g oAl bkt plall (Sle sl ¢ (SOLE e oSS
DS e el Aol ol el L oy ¢ b yle
Ondl lb o) 4 oo paadll [V Y]
Expressing a wish or asking help

® please give us a quotation for .... Lo s> PS)L..J ‘..<Lm o Wi
e please help us as much as you can .. pahazes L 44 ‘.ﬁl.a.o o Lgale
® | look forward to your easily response ..

Cpdll (Sabrd ) alle
¢ we would find it most helpful if your representative could call on us ..

Sk o S San OF 0pll ead )

o0



s should the need arise Ol ceanal L3}

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

LGl ] oSmze U] e s glal

¢ we wish to extend our present range JU U i 3 85
e we are interested in .. o3 Ogezgr oF
e our stocks of .. are running low ol g Al o Wy

¢ we would like to expand our range of... - el Ul te g 5

Relations AJaliall clBdall [Vr}

s I should like to renew our friendship Lilles sdow O 3 3
e I should like to renew our relations e sug Of 3
e I am sure that we could initiate useful links .
ke OB (M) u;,i, Lzelazaly O ‘_;ﬁ

e your name was given to us by.. ( o oSl L2 ) .. G s U (-.’\: oSl
® as we are entering into business relations with you ..

L oSan (JasW e ) Bl SO ] et F
e it will be our pleasure to serve yourL..\:é ol b, I Fl o 0 Lo
¢ we hope you will give us your full co - operation .

g o W Ty O

Suggestions and Recommendations <ibuagilly cilal 389 [1¢]

e we suggest that .. Lol z ]
« may we suggest that .. Lol ol WS
* we feel it important for youto.. .. of ‘.54 il (...l\ oA ol Jrey
e we recommend you to reconsider .. oA okl Balel r.i..p I

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

kbl S () Rl ) Ly o

Ch



¢ allow us to draw your special attention to ..

LAl e WSalst il of W el
e we suggest you contact .. o2 Vyhas O ‘.S.l; A
e suggestions from our clients play a significant role in the scheduling

of our activities ..
et L L s el Whee Sl 30

e your recommendation has been noted and will have a bearing on our

future activities ..
. PR |
BRI URTE AT I R WS PRTER NP 3 U ROREA R OV

Reminders (pta JALn 2SN & e [V 6

¢ we would remind you that .. .. ok S SE b s
e we regret to have to remind you that .... ol f 2S5 s 3 el
* please remember that .. ol (Sl a1y S

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

Ry g IR (VT WP RN PN IS S PV v
il glaall @l jliy il [V1]

Enclosures and information publications

. - . » .
we are enclosing .. e 5

e we are sending you .. Py W
® please find enclosed our latest ..
cor bl b St 1 (et yand | lais
® | hope the enclosed information on .. is useful
R I L sy AU ol 0,85 oF
® we are returning to you .. PC O
* I hope this information is of use to you ..
oS aie Slylall ada 0,85 o

® we are enclosing information about .. o op Sleglas Wi 35

oy



® we are encloseing some printed matter respecting ..

v 2 Aol (de gk b ) Olegas 1y 585
® we enclose some recent reprints which may be of use to you ..

eSSl O 0SS L B sl Slab Mg 365
e we have pleasure in offering you the following ..
ek b oS Of Gdaay
¢ under separate cover other publications are being mailed to you ..
o Jies Dy Joils (oS3 s e pae Sl sl
* we enclose some reports for referencely] ¢ = M il jan L 365
e we enclose some up - to - date information .
caad Oleglall aay Mg (385
* you can use our Information Service to generate references for ..
g Lol axla o Jgmand) Gl glall Wileas plasazl r_{;(.g
e we can help you in your search for information on...
a2 Aol Sbgall e r.(:;. 3 ,i:.\p\..., LS
e we can supply you with photocopies of the following items ..
A (Slegll) sl p W e F g LSS

sty age gl [1V]

Promises and assurances

e we shall do our best to settle the matter ..

Y T L
® we have given instructions that ool ol Uil
e your order will be carried out to your satisfaction ..

RS Wb SRR | e R N VIS W1 2

e we shall place large orders .. =y PRI P
* we hereby confirm .. L ASE (M gt ) Mg Fy
* you may rest assured that .. Lol Y e of Wl

oA



e we are convinced that .. o Ol Ogmzie oF

¢ according to our records .. oWYeudd Wb

cOyliall g 3ol gall [1A]
Appointments and meetings

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

C ol L de e 32
® the meeting will be held on .. at .. el ey t\;.,.-\h Adasn
¢ the interview will be on .. at ..

T O SN & 11 U WP T S PO

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

gl S B Y e il i

e within 5 weeks of order .. ol C-"L"T o JMY=

® up to 2 months after delivery .. bl a2

(alaill g iy guudl) [\‘}

Postponement and suspension

® on time el G B e
 at a later date () oY SR
® in two weeks time NSV I Y
¢ in the near future vl el 3L et A @8
® as soon as goods are ready oo gals C:L.a,,nc,__asof 3 sk
¢ in the event that .. (-0 S 13y LB L 3
o if this is possible ol ST 1)
e if this is not possible e s g )
® should the need arise codrl ceazal W13

o4



e provided that .. (-0l by ool ey s
¢ if you cannot deliver within this period ..

coall eda I aldl (S )13




Stas¥ y 3 last el ga ¢ Gils
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Ay el g ally il [V}

Commercial offers

* We think you may be interested in.. 4 ;pezge 15555 Loy, oSGT din
¢ | am writing to call your attention to our new.. ’
ol ol L) e e b L] Salal el () s
e We have now the opportunity to.. oo e oY L
® We have in stock G2 la LA
e We are prepared to make you special offer..
vﬂ P 2 A O gdazan o
e We grant a discount of.. % on the catalogue prices..
PP OO R PR AN ¥ A OO
e We can offer an introductory discount on..
..oyl é\.k:g\ > P LS
e We are pleased to submit the following quotation:
AU Y o pdis O U
e We offer you the goods you specified as follows:
DA el e bayisas A atladl (e o 0
e Our prices are marked on the samples .. Slall Lo ds g U lanl -
e Our prices are quoted in the enclosed list .. & A} LWL &y U )t..j
¢ The prices quoted are without discount .. o> O3l » deaall JL....‘Y\

e these are our lowest prices.. R ETR Jla..,j JST PRV
e we are in the market for.. el Gadl G Loy U
¢ we sell in the market for.. coall Badl B adl p ok

Slaglaal) by ldind) [Y] -

Enquiry and asking for information
e is your catalogue available in English?$ & dosYl i e oS 8™

1y



e please send us your latest catalogue..
(S IS S (Shab o W 1L ]
e please send us brochures about your goods..
..‘.SJLQJQL,{(.SMJUQLUT
o please send us your new brochure
' w8 Shai o U 1yl
e please send us your latest price list
St 15 Sl (Shai 0 W 1l
e please send us a selection of items from your range..
v oSS g e i (Shah e Wl
e please let us know if you allow a trial purchase

2D D O e &S 13| (Siab pr L
e how long may we keep this product on a trial basis ?
i pd o Jo pall iy b BlinY LS Al L
o please send us precise details of your products
Silnzia 6 3B Joolii (Shiab oo U 1ol f
e we should like to see your latest models
CSMsge Sl e g W G G
e the information is required for..
(e P - Jorl o dgllan Sliglally
e please send us details of your latest models
SNz gr Dol o ol (Shab p W 1L
e please give us your wholesale prices
DAL al § e (Sl e W e

® please give us your retail prices

Bl ol § el (S e U 1

® can you allow us a special discount?
¢ ol pat W e OF (S

r



® can you allow us a trade discount?

§ S ettt W s O (Sl ol
® please state terms of payment o by b (Slab e W1y 5
e can you allow us a credit term of 3 weeks?

¢l ¥ leas O 5 e W cldl oSS Ja

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

cosd e by, g rg-g‘ ds” u*‘;“‘f rﬂ“’ o Uy s

e can you supply from stock? $ 098 e Ay gt r_i.ﬁc Jo
e we have received many enquiries from our customers for..

DOl W p 3 Ol izl Ldls

Reply to enquiry jludiudl o a8 [Y

e thank you for your enquiry of.. B F Shizal e SIS
* we thank you for your enquiry of.. .. £,k f izl ‘_;p f e
* many thanks for your enquiry of.... £,k § luizal o S ,g,
e in reply to your enquiry of.. .k FJLA_.,A Je \;)
e ... we have pleasure in offering you the following..
_ Y, v.(:ut g Uy
e we were pleased to note from your letter of... that you are
interested in.. .. o Ogexge r.(ﬁ B WSS e el R
e we think you may be interested in.. v Ogeiga ri;T Adze

e | am writing to call your attention to our new
Sl o ad L) ol el (S st
¢ the enclosed illustrated leaflet will give you an idea of our range of..
oo WS e 5,50 WS iz My @80 6 aall 82l
* we enclose our latest catalogue and price list which will give you full

information about..
Gy Slogles oS Oledie Oy L) Jland 26y £ ST sl e b
1¢



e we are happy to advise you that.. .o 2 P.i.b PN ol FEP

Conditions and specifications <liual gall 9 iUl 2SN [ £ e

* on condition that o by
e in large quantities JRGRI IS
e on sale or return basis ¢ W g bl e

¢ on approval
[N 5t oLl e ot sl o1 2 e a0t sl ]yl s
e in the following sizes and quantities: : Wl Sy plonmSN %

e for quantities of more than.. o ﬁf‘Y! Sl andl
e for a minimum order of.. .. J;\(\ lad> Ldb) Ll
¢ in the following colours ol ,J‘Y\ NS
¢ in the following designs oW Oleaadl
® in accordance with the enclosed drawing Y oA u..b
¢ for bulk orders dermaalt Sl A\
e for first orders 3 ,‘Y\ bl b
e for subsequent orders Ju ol Ay
® our conditions of sale are: P e Wby o
® on the following terms: Ul byl Bl
* 10 motors, type... S IR R =T TR

¢ the weights and measures are indicated in the illustrated catalogue
gl g S 3 A g iy 13 Y)
¢ the quality of the goods is of prime importance
4—«’\” S 34,5;3 b wiladl Slisl 4
¢ provided quality and price are satisfactory .
i ety il 085 01 b
e if the quality of the goods meets our expectations .
Sl ae Rtz wladl Slivl e I8 13

Y-



e the prices quoted should include delivery to the above address .
ol S Ol ) el Jots Of g i) e
e our prices are binding until 6 January A1 dal Ul
* the offer is firm for 10 days rlJ Vo sl (o) A o Al
e the offer is firm subject to acceptance by 8 July ..
cRe A a dpdl a2 A Y
¢ if the goods are satisfactory i cvl.n.ﬂ <K 13
® the order must be delivered immediately il Je Ll s st
e we must insist that the goods are supplied from stock .
09 e @l ) s
¢ if you can supply the items in a better quality .
C Joail Sl g gl 5 (Sasllanal OF 13
¢ if you can supply in smaller quantities .
| el SlaSs (Saellazaly O 13
e we reserve the right to refuse delivery ¥l ab, 4§ Lig laid

Prices ) [0}

¢ please quote prices in pounds sterling .

L W Sl e s (Sl
e please quote prices in dollars <Y 4y )lu‘\“ PSHIRAIY R
e please quote pricesin L . E . S .& qall Sildl Jl-»‘\!\ | g0l rﬁl.na oA
e please quote prices in Saudi Riyals .

s SV Sl e (Shai e

e prices as follows : p JuE JL-:V‘
e at a special price of .. vooyldde ol e
e at a price of .. each \w‘)ﬂ N K-V Yo
e price per item S e

e please give details of prices and delivery times .
bl dslpay W folis gai g
1"



e if your prices are competitve woldl g e f )L.....f K K|
e these are the lowest prices we can offer |lgi& LS« )\...J Jii oda
¢ the lower prices we can offer are as follows :
DU o e LS el sl
e the prices quoted in your letter (..(;‘L.. 5 d waall )l..,.‘\!b
® our prices include insurance oo ets U lan
e our prices include postage and packingizadly ) p g, Jaid U e
¢ please add ... for postage and packing .
iy dpl ey ol e il (S
® our prices are lower than those of competitors .
RS oo R PAOL R I PO
® we can give an export rebate of... %

AR Y RV j-\.aﬂ\&pﬂ;(;—\ﬂl.&:_

® packing included ((Ugaie dtadl ) Lzadll Sl
® packing not included (Upain b adl) aadl o ¢
* carriage paid to Alexandria S o de g Jadl 5
e carriage paid to frontier s3adl s o> Lgie Jadl b P
e franco frontier sgadl b o> el
® C & F. (cost and freight) ol 6y 2SN
¢ F.O.R. (free on rail) L) A a3 ol
e C.I.F. (cost, insurance, freight) R L ,’,-T 9 Qy‘\:l\ 5 s
e F.A.S. (free alongside ship) Ll g s
* F.O.B ( free on board ) S A b e 4‘"1“"
* franco domicile ( 2l LB} J2 o) o aell LG e s oAl
* free harbour (sbdl oy sldl o> alls
¢ free warehouse (0 oy 031 > Lalls

¢ we are working at a reduced profit margin

e the prices quoted should include delivery to the above address

v



c el o, S Ol ) bl feti of (g deaall el

* the prices are subject to change : pald Ao e )L.....‘\I\
‘e prices are likely to rise soon g &5 ol Jol e )lM‘Y\
¢ we reserve the right to alter prices DbV w4 lag aad
® our prices are ex-works pall ohd o gt U Sad

¢ the prices quoted in the attached price list are ex-works
gl i Co g o B Sl At G el Y
® our prices are binding until 10 February .l V. 2 4, U S
¢ we offer quantity discount on orders over...
cof kS okl e 5, Ol el el s
® a... % discount is offered on payment within.... weeks
palal O B o ie Las pui
¢ our prices compare favourably with those of our competitors
Cowdlin Slad o il b jlad
¢ with reference to our order number 7864.. '
cOTATE 8 eddb () el
¢ we find your prices rather high st an dadi e F )L-...T AL
e your prices are higher than those of our previous supplier
oo U bl e el § e
e we can obtain the goods at a more favourable price from
another supplier =/ S o J.:aﬂ JL-.;L, dladl e Jguad LS

Orders 4y ;ladll cilylht [1]

* we wish to order, on the basis of the samples sent to us
U ezl ) A Sl e ely dllay paddl G
¢ the items in your catalogue meet our requirements
A (.ig,nf A& 834l 5 gl
e we wish to place the following order with you
A alllly oSO il G
1A



e we are prepared to place a standing order
his Ay (.Li:ﬂ Oyl d‘
e the order is based on your catalogue prices
oS Y 331 S e 36 dlal
e we wish to order 6 each of the following items
DA sl e B e U b 3
e please send us the following items immediately
o e AW gt (Sl e W Vgl
e please find our enclosed order, number 9351, for..
eyt AN o3 Ladb e U 1gad 0L 1ylai
e we must modify your order slightly W ekl Jaw O o
e we hope that this modification is acceptable to you
Sl Voae Joaad) e 0,5 of b
e we received your order for our goods today
padl Lwflad Sl Lubos
® please arrange to collect the goods
Blad (o) Ji s (Shisb oo
e please confirm the above order as soon as possible
S b ol iy do ) il a8 Sk
‘@ we are prepared to exchange the articles
A il slaaal e 4
e we wish to increase the quantity to.. ol LS Bl G os
¢ we expect to place regular orders for these goods
pladl edp Lol Ldins Sl piid) W5 g3
& we are mainly interested in the following items:
I 5l Ll Ogazge o2
¢ in order to make the best choice for my purpose

w2 F O e Jail it el

na



® several of our customers have expressed interest in..
* the items are now obsolete Sl daze oY coil s ol

Packing adlad) o ja g 4dwai [V}
¢ the packing must be strong WS 0,5 of 2 ey daadl
® please pay careful attention to packing

A Ay el (Sle Ly (Shad e
e careful packing of the goods is essential
Spwr A ot wlad gy it

e we must insist on packing of goods in: DA lad ey Saws
* crates ot el
* wooden crates ts ot elisl
* sacks o1
® cases asles
® barrels Jl 2
e tins (pode o) pilis
® jars ollds
® bales <Yy
e palettes ol
¢ drums Ul plas
e containers Syl
¢ wood wool dasl Cls iyl
® wrapping paper A d,
e corrugated cardboard T¥ 085S dy
® lined with R

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

dtac oty lad (S O 13 U oS oo Lade U glasf

Yo



e the packing does not meet our standard
’ E‘SQAGOMYHL\) izl
e the packing of your goods is poor @, ‘—i-ﬁ\-a gy
e we cannot pack the goods in the way you requested
o bgazdl I dG all dladl deaiy e LS Y
* we cannot accept requests for special packing
Lot Gy ity pm Sl Jud Sk Y
® we cannot accept your comments concerning faulty packing
Ll oty dadl Jy oSSlides Jy8 LSs Y
e packing cases will bear consecutive numbers
ize Dohael Jasmin tadl Gpolw
e packing cases may not be returned
C’.f} Y W dzadl 3ol
¢ the cartons are non-returnable
(PN UL p ) daf o p 05SH Grolo
¢ the crates are to be marked as follows
P (apdl Olle ) SLM e ps g et ol

¢ shockproof (Sbaal e a2y Sleaal 0 Gy
¢ waterproof (Dop jay sl 0 o2y (M3 0 Gy
¢ damage-proof (A e 2y Gl e Gy
® keep dry Bl dain
® keep cool 13,4 Jais
o this way up J;'Y iUl oda
® top ( &'y LUl ol ) Al
* bottom (JiY iUl oin ) gl
e handle with care AT PINES
® open here La c:'.l
o lift heré La o0 &)
e fragile S

\A!



 caution! (! bl ) 1 Lds)

¢ flammable (or: inflammable) Jlaz J6
® net weight Sl 0l
® gross weight daY o,

e dead weight
Gl 05y [ Slm g dgall L Jte Qi) dliadl ] il ¢ B a5l

[ Sl plloas ] 26
® Joading [ Jad) dhy o aladl mog ] ol
* unloading [ Jadl Ay o oo pladt Jij) ] il
¢ weights and dimensions slagViy Ofj 4

¢ the gross weight is given on each crate
o Al S e poye Ja) 050

® to be kept in a dry and cold place Sy DB A G Lais
® to be kept in.a dark place o 0 4 Lis
® to be kept away from sun ol e 1my Jais
® to be kept at 20°C POV Bl A o haig

Transportation Jiill [A]—

® as air freight S il
® by air freight Sl il
® by air [JUS
® by lorry (<l ) olslaly
e by rail Zypid WIS
* by ship (il ) s ot Jadly
¢ the shipment of the goods isladl g pudl el

e the goods are ready for despatch ( piwall ) L3N 38l iclall
* the goods were despatched to you( « o3Xs ) Sl S aelad
e the goods will be depatched on 4 December

s & B o p delad)

\Al



e as soon as we receive instructions, we shall send you our advice
of despatchl. fu*‘ JL'-)\!\ b (—g-"y 3 g ¢ ladall WAL 3 s
e we have given the goods you ordered to our transporter ‘
W Jolas A Jad) 38 pazdb I alladl Lasl
(e Jobas lt Jadl dgeee )
e your order does not state how the goods are to be transported
plad Ji 4aS ) o2 Y Selb
e we have given the despatch documents to our bank
U ae ) sl Jlo ) Sldzes Lpasd
e freight paid i e cputdl Bl
e carriage paid i e il e
e the consignment was shipped on the SS*Riyadh
C oA i) o cind (plladl il ) Bl
e the ship should arrive in Rotterdam on 16 May
2l V13 ey, J) il Jyeey ez

o ¢

¢ we hope that the consignment will reach you in good condition
b U g AW Sl of iU
o we shall have the goods ready for shipment by the beginning of March
bt W slail de g 3 ol el eladl e
® the goods await collection e Jazs deliadl
® as soon as we receive your order we will ship the goods
ieladl Joojor Szadbs bz Of 5 s
® in order to reduce damage in transit to a minimum
Gl Y (A Ly e e el
¢ shipping documents Sl o) Oldicas
® air consignment note Lol Jlo N jlast

C ke ) o WawVly 8Ly JUiY) slaey ¢ steamship Jaill jlastl SS o

\Al



e certificate of value i d ealgs

e consular invoice Ladll e ddezme 5,90
e freight note ol JUas|
¢ bill of lading S ot diSy

e port of destination Jd eyl ;L,p
e port of despatch Ju )\‘l\ slie
® goods in transit (<A d aelad ) oW deladl
® exclusive of freight el s
e inclusive of freight ol s e
* freight charges (O3 ) cptdl 3l

e the certificate of origin was not in order

Ll e G4 \...U aolgs
e shipment can be effected within... of receit of goods

Cieladl Sl e I et I Se

Delivery ppludll [%}
e we require delivery urgently drle dhoay gl 12 2
e we must insist on immediate delivery S i PL..JL Shocass
o delivery must be made on time >4#) ede g 4 O R of £ P
e we cannot accept the goods if they are not delivered on time
;wu»,,d,ug 13 deladl g WS Y
e we can deliver by 7 April DAY sslea ¥ a3 gl LS
e we can deliver the goods earlier than agreed
A,L;Lm\uquiu)dipw\(:uuﬁé
e our earliest delivery time would be one month
aoly s o Gie lcl) dge il
e we will do our utmost to keep to the delivery date
el a g6 (A ol p Liny b S
e the delivery time is 3 months PYVII TR EL-:J\ H»

vt



® delivery will take place within 3 months 4> ¥ Y ol s
e the goods must be delivered by the end of next month
e el el Y aeye 3 ks £ dslall
o the delivery dates given in our letter must be adhered to
e AV G e, 6l el ety
e we confirm the delivery date you stipulated in your letter
LSl G S dldl ae g a8
® we await instructions with regard to delivery
el glay Lop Sloled) s
* we can deliver the goods immediately il Je dslad ol LS
e please let us know whether you can deliver the goods by this date
s Y aege G delad ol (Saellanal 08 15 b Lole U gt (Sl 0
CE N
¢ it will not be possible to deliver the goods within the agreed period of
3 monthslple il DM el Age I deliadl dlos B2 0,55 )
e we have not yet received the goods oVl &> wlall r.\...., f‘
¢ please let us know the reason for delay
P oy e et (Shiai
e please let us know when delivery will be made
Al 4 pe s el Ll gl oSl o
¢ the delay in delivery has caused us considerable problems
ipS Sl W e bl 2l

¢ the delay in delivery is due to RN ot
e our forwarding agents are o o) NS
e the consignment consists of o 09SE (Aeladl Ll ) ALY

¢ the consignment you promised to deliver on 6 November
sy 13 ez fus S (ladh il y JL
® the goods can be delivered immediately il I Wadd 6 2Ll

Yo



e the goods can be delivered from stocko 331 oo Lgardod S delial
e delivery will be effected as soon as possible
S bg i ol
e our delivery date is approximately... after receit of your order
B O O T Y o ¥ IR R P
e if you order by... we can assure you of delivery by...
e 3OS el OF (S aSH LB L (M) L d Sl @l 1)
- (& b
¢ we cannot promise delivery within the period stated in your enquiry
fjt...a:.,\ G o,y sl I3 Qledly del adazs Y
¢ we shall send all the goods in one consignment
sty A, 4 dsladl 5 o i
e the consignment consists of two cases, each weighing 50 kilos
Wi gbS™ 00 Lage 5 0 Clfgdis o 005 ((asliad) Dt ) Dl
* we have not yet received the consignment which you despatched
on 15 March )b Vo 3 U byado )i A D) oY o ol |
* we can deliver the goods in containers b jl>~ 3 dslall alus LISl

Payments 4allall ciladudd) Lo [\ =

Arrival and receit of consignments gty Pl Jt Jge s
e the consignment reached us safley
ke (Aladl L) JL ) Lo,y
e the goods arrived in good condition e A8 Lladl o)y
e the consignment arrived at our factory yesterday
ol Lainan ) W) oy
e the goods we ordered on 11 August arrived on time
Cbdege 3 oy el VY @ kb ) delall
e we acknowledge receit of the consignment  dL. Ji Ludkl, f St

va



Invoices Ly g
e please find enclosed our invoice number...
oy g Vg U | gdond |yl
e we enclose our invoice for the goods delivered to you on 7 February
A VG S o A Llall Ll b0 1y G
e the enclosed invoice covers the goods delivered against your order
number... .. o3, ¢Sadb e sly Ald) Aladl aw 14 3, gl
e we ask you to settle the invoice by 23 July
s YY lail asge 3Pl dys §
e we request payment of the invoice to account number...
S cldl L)l Ld pas g
e we ask you to settle the invoice by return
Al i g 5y g Gy §

® we enclose our statement sUsael ol L) Lats M. by
* the total amount payable is... o b @A G AU Us
Discounts S\ ,._.Ai-\

e the discount is already included in the figure
Gl G U st el
¢ the discount has already been deducted JB ook |
e after reduction of .... % , fooooi oydds e aa
e we have deducted the customary... % from your invoice
eSS0 e Bkl VL L b i
® we must point out that there is an error in your invoice
oS 3 s spmy 4l Ll pes
¢ you have made an error in totalling your invoice number..
)l Gl anad 4 U fndy Adl
* please send us an amended invoice Amovas 3,56 (Sliab o |y )i

\A4



e we should be grateful if you could adjust the invoice accordingly
A e by 5y gl omar oSGl 3] o S8 0 S
e we should be grateful if you could correct the statement
Sl (12 paad (WSS 13 S 0,8
¢ your invoice allow a trade discount of only ..%
ki oy e Leas s o5, 50
¢ we have deducted .. from the invoice— s} 3, 56 -0 .. o Lt A3
¢ the mistake was due to a typing error .
LS AV e S G e ) pl, el
e an error in our accounts department L ol Sbladl vud 8 Uas

e an oversight (24 ) Sans p o
e we confirm the adjusted balance roall Lo Jl usTS
Payments and bank dealings & 4J ~all OHlally Oildmand/ b
¢ we enclose a credit note Copb sy Vg 395
e debit note o ety

¢ we should appreciate your prompt payment .
ol dtedly (SO a5 of e Ly
¢ we expect receit of your payment within the next week
ol g e I (Sl o) WUl el g
e please let us have the amount due within the next few days
Zosld! AL LY IS ol AL by Sl o
¢ we wish to remind you that our conditions of payment are :
D el ol Wbyt ol § S o oy
e we refer you to our conditions of payment

Gl Aol Wby > ) (S

e documents against acceptance Wl ( lee )y Le ol
e C.0.D ( cash on delivery ) f.‘““’“ e s C:"’U‘
e documents against payment o A Jlas SAas
* payment in advance Leiiie & n

YA



¢ documentary letter of credit Shzen Szel Ol

e a documentary letter of credit in your favour
rSJ-Lo 3 s Szl Ol

e documentary bill of exchange Lz LS
e revocable WM L6
e irrevocable sWN JU 8
¢ confirmed e . AS g
¢ unconfirmed Jpe pf . AS g pb
e documentary draft Skt e
® sight bill ( C%Y\ L b UaS ) Lol Alas
® term sight bill 0342 Ol e O3 oMbl ULLST
e date bill Sl £ 6 s H{W g
e payment on receit of goods islall PRl s c‘o.d\
e at the current rate of exchange Jul O el e
® in cash (e
o notelille; § Jigal) painioy (2N oo de ) Jo2YI pai o
® coins Lidae SMes
® legal tender Lgb s

e giro transfer

[ ol s b o o J @l Jogeed ol oyl Jalill 3o b e usE

® payee 4 ¢ gravy
e creditor o
e debtor o
® promissory note 33 e
e commercial credit (SN o) s\ o
e payable at the ... bank SO R

0a60daysdraft LA,; 1. J)\’Cﬂ\&a&w(@ﬂ;ﬂ\r)ﬂw
® a credit of ... to be opened with the ... bank
Sk & o ldde szl c.:.;;..

va



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

oS Goad) A iy S el

¢ we have paid the sun of .. to your account ‘._(,L,.,. 4 .. CLA Liwdo

¢ we have credited this amount to your accoumr.ig\.o- J) Al L Lo
e we have instructed our bank to pay the sum to your account

Pl 3 @l wiy LS U

¢ in settlement of your account‘.ﬁgt..o- i 3. ‘.SL.Q- Yyl Jow e

® our account at ... bank ol 4 Ll
® we enclose a cheque for Y K e (395
® a crossed cheque Saea Sl
* an open cheque T yi L
® a postal order Ly Uiy
e the cheque has been cashed Soidl 3,0 4
e a cheque on your account Sl e 2los

® we enclose a cheque for ... in settlement of your invoice
oS5, Tk L s S Ve 3 e
® £600 , less £45 for packing
(I-J-\) Ladl blis 4o £0 a by has ¢ ozl L T CL,.
¢ we enclose a cheque for half the amount 'CLU N SP-LTNCS WO N A 0
e bank transfer dpar Jo#
® bank draft ( bank bill ) ZJL.__..{
¢ the amount has been credited to your account‘.ial.# Jl u.-p‘ CLH
¢ please send us a recelt as soon as possible
ui;utf.b Sewd ) W Vgl )T (Shih e
¢ we confirm receit of your payment
(Sl p ) 15,8 sl Aol Lt 4S5
* we have accepted your draft[ ke Jydll Lady @ gaf ] oSIleaS™ L
e your payment to the amount of ... has been received by our bank
&qwu(@uw)@ﬂau\ Y e
A



¢ we thank you for your prompt payment of our invoice
Gl 1, gl sl ey (Sl e § S
¢ we have received your remittance advice
oSin Jor 1 Al gl ] W
: oldesdl 4JLAL
e your account is now more than four weeks overdue
cﬁbiiqup/\;uci.ge (..QL..,-
e our invoice is still unpaid sdes 4 Sl Ll 5, 51
* we await your remittance S gl (WSals ezt 3
e your account still shows a debit balance of...
it B e, il L (oSSl
¢ the outstanding invoices must be paid by the end of this month
e e Gl bl dege d shs OF g dismadl i yall
¢ we have not received the balance of our September statement
e as our statement may have gone astray, we enclose a copy
Gr e My 5 BB Aib o 0,50 U, Ll 2SO
¢ please let us know the reason for the delay in payment
(Al ) Bl b ol e (Slisi o U gla]
¢ as the amount owing is considerably overdue
B ie Glimzad dege Db gmadl AL OF G
e we have as yet had no reply to our request for payment
Bl L e 13 5ls 4 oY e WSl
® please attend to this matter without delay
U 0pn Y e ) (oo Tyemy (Sliah 0
e despite our repeated requests for payment
@ ol e 5, S Wllas o o2
¢ in order to recover the amount due Graedl Al ols 2o Jol o

Claims

AN



¢ you have ignored our reminders
ng\}dlcﬁyb,pl,ﬂ'w
¢ in future, our invoices must be settled immediately
o e Ug dped Ndime (S cam
® you still owe us.... e W e Jjl il
e we must remind you that we only allow two weeks’ credit for first
orders
SaY Slllall Gy gl 3l sl i s Wl £ 55 O e U1
e we wish to point out that the payment was due on 4 July
sp b G Ui 08 @l Ol apdl sy
e this is our last request for payment
FERURYS IR PO [P TR N
¢ if we do not receive payment by the beginning of next month....
el Lt Il ke asge 3 el AL Gl 13
Taking legal measures Lad g\ S\ J’.\%\ N\
e your delay in payment is quite unacceptable
SN o Jyin g @l G § AT
¢ the invoice was mislaid oyl cels
e we shall take legal steps gl Ol gl dss Iy
e we shall take legal measures
[l gl d ] Tl el ] s I
e the amount will be collected by our lawyer
Laale & ng ALY Jeat s P
e we shall have the amount owed collected by our lawyer
Lale ﬁﬁww‘&‘ydy
e we must take steps to collect the amount due
il G fad ol r gl 36 e ey
* by legal means L Pl 5 b e

AY



* we have placed the matter in the hands of our lawyers
Lol sl o ,-'\H Lz 9
e we shall allow you an additional period of 12 days to make payment
@ plall Uy VY e jliie 4l At oSO i
¢ you may make a part payment fl e A E Y
e you asked for a postponement of payment N folb Al
e you can postpone payment for only one week
Lib dly g ged 3l G Jor b S
e we hope you will understand our position
’ Lis yo | gagis OF JoU
e we are prepared to grant an extension
Upe @Sl Sltazl Je L)
e you leave us with no alternative than to consult our lawyer
bale an pabedl g i 00 1585 &
e we shall, however, give you a further week before doing so
3 ais Of b G| gl @Sovais 23 e
e unless you respond immediately, we shall take legal measures
Dyl Ol Y Bss Db il e N geand | L

Customs & )l—apdi [V ]

® customs clearance S S adsdl
o customs declaration( s ;o Ll dat Les & padl o 3V ) (S adkl 5!
¢ customs charges S et ey
¢ customs tariffs S Ol e
* customs fine S g
® airport tax St &y,
¢ harbour dues sldl pgu
* handling charges (I8 5,0y Jgts gy
* storage [ 8l o)l e cpindl paw,y ] dd

AY



® spoilage [Cﬂa'd-,-“g oy Al i o Al Sl olald
o pilferage [ &paeall CLdVly Sl e Al L ] & 5 e
e liable to duty iS oy M adls
e duty to be paid by purchaser (sl J3 0 S5 ad oyl C"’G
¢ delivered to London, duty paid Ol ledl sy i e g Ml
¢ you will have to pay import duty on the goods
isladl o slpmal gy mis WSe ey
® we have had to pay a duty of... on the items
pladt e .. ojldds oy o> I U, ksl
¢ duty to be paid by consignee
Bladl ol Jo bl 3 or @5 S gy
e we shall pay the clearance charges S o padsdl gy addin
¢ the dutiable value of the goods
(WS ) o @b A Al ) deladl 457 2
e we have received the customs invoice
S el (Olldl asly 6, gl L
® we require the customs receit
[ bl gy ) it Jla] ] 5ot Jla)l ] Bt 4
e the customs office in Aachen imposed a fine on the consignment
W) do e 2 ot gl 40
® new customs regulations have come into force
Ll ) Bl LS e wdY sla
e we shall attend to the customs formalities
S e ol W JiSe

® customs warehouse 4l 02

Y pllaall gae WL ey U g e gt il e of Wl
UL W 4,y delis Ly Aachen ‘-_,.-:T.

At



® bonded warehouse Ykl o2
e under bond [ pladl ] S b il 4
e the customs authorities in Damascus have seized the consignment

) o ple i 42 Olala

e customs frontiers (barriers) S ol
e customs certificate S aalgd
e customs permit &S A 03
e customs debenture LS el pgu Jlsls 2l il algd
e customs surcharge Wlo| S ey,

e we have taken the goods out of bond
C[AS R ey @i ] piladl e Ll

Complaints (s sl [1Y]

e we are sorry to tell you that your last delivery has given us cause
for complaint
UL lote oo 8V (WS, ) aall) (Saelia, O (e L,
¢ the goods delivered on the 3rd of this month were not the ones we
had ordered
bbdb 3 alad o S5 4 gl b p S G el ) aiLad)
® we regret to have to complain about your consignment number...
ey S e Sl e of i 3y
e we wish to point out an error in the consignment we received yesterday
P RN T TV Y S TSR T TN
e the items were in the wrong colour Oyl ibglas 54l
¢ the items were in the wrong sizes ( <Ll ) rl,,.,-‘\ll b glan 542l
¢ the items did not comply with the drawings we sent to you
oS Ll A o I ae 2am Y s
e the quality of the goods did not meet our expsctations
o bz LS Lo e 2ed Y dsladl Slivl g

Ao



¢ we are disappointed with the quality of the goods
blaY deladl livlye Lol
e the items were faulty (@ ) blas 50l
e for these reasons we cannot accept the goods
ielad Jys LSe Y ol ol
¢ part of the consignment was damaged in transit
A 3 Gl B e
e part of order No. .... was damaged during transport
J.ZJ\ ;\.’.ﬁ Jli't er W‘ o T
¢ the damage seems to be due to inadequate packing
6yl b Zeadl ] al, Gl OF gy
e the damage seems to have ‘been caused by bad packing
I ) il ) port, il OF gty
e you sent us 500... instead of the 250 which we had ordered
Wl A Yoo e Yoy o W gl )i
e there has been an error in the execution of our order
bl ois Yo
e the contents of the crates do not agree with the delivery note
Cpledl Jlad) e pies Yoot SO ol

¢ article number... was missing from the consignment
WL o 83 gide .. o3, Ank
¢ the goods are not in accordance with the samples
eall Wilas 6 delial
e the items appear to be of different construction
W ST Ol gl 5 g
e the crates were broken b 2l uousi
e the goods were damaged by fire M ok Al aSla!

A



e the goods were damaged by rough handling
o Jgladl Jady adls C:L.a_)l

e the goods arrived damaged W sl el
e the goods were badly damaged sy i cﬂ..a.,!\
® the goods were slightly damaged S 4l olad
o the goods were damaged by heat A Jas AU cﬂ.a.,l\
e the goods were damaged by water sl ok Al WSl
~ -e several of the items were broken b ) geSo 2l e dpdall

o several of the items were scratched 5 sad-b Llas >l 0 all
e the goods must have been damaged in transit
o A 0 calil e of 4y
e the goods must have been badly packed
i) Uy e oy oo wladl of LY
¢ the packaging materials were substandard
bl 093 aadl (Sl ) sy
e the crates should have been bound with metal bands
Ldall plsly ot SU e cpan OF

e the crates were Badly constructed B Gy oy 4S5 0 o ﬂ\
e the items are rusty Baw >yl

e the damage occurred between British customs and our factory
Lazeas g llay pdl 8 Ll o Led Caldl Sas
¢ the damage occurred beforé¢ the arrival of the goods at Dover
435 L delad Jyey 5 Gl s
e we must ask you to send us a replacement as soon as possible
uS.cLaCJ.-b[&..\..uL@‘_;\]J.bU\,L,,gél‘.ﬁ.as.llmg‘w
o please exchange the faulty items Gl 5 2 rSL.a o
¢ please send us replacements for the damaged goods immediately

W elad Py el e W 1l oSl o

AY



e this caused us considerable difficulties, as we needed the goods
urgently
el ) dule inle S LY 508 Sl M W s i
e we need the remaining items urgently
WU sl ) dube e £
e we regret that all of the items will have to be replaced
JamW ) a0 e sl 7 OF iy
e we are prepared to retain the goods CSLA.JL SlizmW O gobatonn 2
e at a reduced price of.... per article
(W) il Lo lhe i Ay
e we are returning the goods to you... ielall (S| apm
e we cannot accept these goods. delall sda Jud S Y
o We are returning the goods at your expense for credit
gl Joe Jo pSh e Teladl
e we are placing the faulty goods at your disposal
¢S par oF i dsladl aai
e we are returning the whole consignment bl Bl ) aw
e we are returning part of the consignment YL e o A
e we are returning all of the articles damaged en route
Sl @ WU s K
e we must now cancel the order Ll s oV Lle caey
e please let us know what you intend to do
des 095 U oShaab oo s U oot
e we are prepared to accept the damaged goods if you reduce the price
by...%
YA Gty el a3 AW deliadl J gl Shamzd e o
e we can only sell the damaged goods at a considerably reduced price
LA e e W Gl ay dadh LS

AA



e all of the items will have to be replaced sedt 7 dldaal o
e we hope that you will avoid similar errors in future
Wizes oV odn oo tyslis of Jub
e we shall expect you to be more careful in the future
Fiadl Lo 115,85 of (San i3
e we hope that this will not happen again
s e s Sae Y L
o this has caused us considerable difficulties with a number of clients
;M\uaxcwbobﬁ\huww
e this has caused us a great deal of annoyance
gesY o 1S 1 o W e
o this has caused us a great deal of embarassment
G,J.t‘-,.n;,;lj.amuwm
e we suggest that you contact the forwarding agents
ot 83 g Vyhast Of £ i
e we suggest that you contact the shipping company
S Jadh 3,2 Vshas Of
® we suggest that you contact the railway company
Gpagad) LIS 7,8 Vylas O £
e we suggest that you contact the airline
ot Bl ylas Of £ &
e we feel that it is your responsibility to make further enquiries
VLY e wll o] (S gt 0 OF
e we must ask for compensation to cover our losses
Uil e ol o g o Lk am
® we must insist on compensation Sl s L)
® under the terms of your guarantee, we have the right to...

e d oM U 0P Sl el Ol by 2 Com gs

AA



e your guarantee gives us the right to.. J g Ldan +S padll Ol

e we must ask you to credit us with the value of the damaged goods
rg;udfwu\éu;su@rﬁuaiuyw
® please send us a refund a1y oShab o
¢ we shall have to reconsider our position with a view to future orders
Lhizdl ol e sy Libge 3 Ll dwi Sy
e we have checked your complaint Fi ,i... L ;s ad
e as the damage happened in transit
Cat A sl Gy Bl (O Uy OY
e we ask you to refer the matter to.. e dd f‘\h Ul r.Q‘L..s
e this is the first time we have dealt with this haulage company
ia Ji IS e b Joles A GV 54 e eda
e our insurance covers the faults you mention
S E A ol Sk Ll
e our guarantee covers this damage ol e Jany Liles
e according to the terms of our guaranteeln puaill Oledall by ) Ud
e you may claim reimbursement of the money already paid
J5 e g Al W bl Al (S
e we offer you our sincere apologies for this error
Wl tia Jo Uizl Lalls oSO puis
e we are prepared to exchange the goods for those of a similar quality
W Sliod g o 5L deladl JasaY Opdaies F
e we enclose a cheque for... as a refund
oyeznds U 13y 1o ot K Vi 3o
e we shall replace the goods at our expense
Ll Jo islall Jdand 8 g
e we are sorry that our consignment was unsatisfactory
o IS Wl Of Liny
q.



e we are prepared to offer you a discount of.... %
Do ot L oS3 pas 0¥ samad Jo o4
e we have reduced your bill by....% 7.... i N, yb Liais A3
e we have checked the goods very carefullysauis 8.4 allad) Luass Al
e we can find no fault with the goods wlalh o ¢l 44 Y
e we cannot accept responsibility for the damage
cald) e Wl Ju s Y
e as you will see from the terms of the contract
il by 5 o 09 €
e we regret that we cannot take the goods back
lal gl | Laland paad il
e we suggest that you report the matter to the insurance company
ool 32 ) AW s of ¢
e we must point out that the period of guarantee has expired
sl 2 Ol 3,5 O ) )Y Ll
e you must ask the shipping company to certify the damage
Sildl ¢ gy il ol Jil 2 e Lyl OF (Sle A
e we require a report from the forwarding agents listing the damage
Al Al oay Ny o 28 U g
e under the circumstances, we cannto accept your complaint

B2 Upd LS Y« Ol e b

)



cillhuall plil) g b My ey [VY)
Apology, refusal and cancellation

e [ am afraid I will not be able to.. Ol pdand Yl s
e [ am sorry that I cannot be of much help to you
oS ogl e S pt OF adand Y T il
e therefore, Irunfortunately cannot help you '
S o il ¥ B e b
e | am writing with regret to let you know that..
e I am sorry to give you this disappointing news
(Bl oy datll (LY el (S el O iy
e we cannot accept these terms byt ey Jadll S Y
e we are sorry for the trouble we have caused you
s p oS ol U il
e we received your offer too late ol ﬂ\ Sl ‘.S.o JIREN
® 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
Jes doy 0 Upts OY ) 3 AW e G pkns Y
e this term has not been properly taken into consideration
P I I B T
e we are sorry not to have replied sooner Wy 3 paad sl
e we cannot offer this item on a trial basis
(! Jom J a0 oL e ol y 2l Al e sl s 045 pden
e we no longer mass-produce these articles
| | (1S ols] ) dadly ald) odn gzt di {
e we are committed to another supplier ;-T Sijer Oyl o

ay



e we have already covered our needs B8 oo blerlal e A3
e our stock of goods is running out St 4 Jotl e Ly 5
e due to faulty materials or workmanship
aall g o Bl 3 g A
e item number... is not available at the moment
QU Sl 3 e pb L by A

e because of problems with our supplier Us)se o Sl
e because of a strike g
e due to a shortage of staff dlal @ jadd i

e we are behind with production
[owa b Pl lls] ] 26V G 0pilinze 4
e we cannot therefore guarantee delivery by 8 July
M A dsls el Oles e Y Ll
e we reserve the right to refuse delivery el jai, 34 it
 we cannot make use of your offer K26 o 00Y LSS Y
e we cannot accept your conditions of payment
L Lol r_ilp,j:. Jys S Y
® we cannot accept your conditions of delivery
et dolht Sy 2 Jys LS Y
e we cannot take your offer into consideration
S (S e sl LS Y
e we have no storage space available ( o>l ;> ) L. JUey o
e we cannot accept your order at this time..
il S s S Y
® our order book is full Janda b o Ol s
® we cannot start manufacture until October

257t o pead) e 1S Y

Ay



® we wish to cancel our order Ladb e} 3 £
e we have cancelled our order by telegram Ly lndb L
e we reserve the right to cancel the order b)) 32 il
® please delete the following items from our order
baal o JWI 5 adl Vydatt (Shiab e
e we assure you that such mistakes will not recur in future
Ntzme S5 o) eV odn oo O oS3 2575
® | once again apologize for the inconvenience caused
[l plor 3] . gl o o5 ol Lee (5 510 5,0 ]
e | once again apologize for the unseemly incident
[l s 37 . a8 b &byl e 5,50 5,0 el
e please excuse my unavoidable absence
)Y Gl Slab o Gy
® we regret our inability to accept your invitation
; (.SI);'A J g Lzellazal ("L'J J—»‘U
e we regret we are not able to give you more helpful information
AT sdie Slaglas (Sililye Jo 15 pade piad ol
e [ sincerely regret the delay which has occured. But I trust that relations
will remain cordial for ever..
il S sl e By oS Ol ¢ b o i U id e Lale el
VT

at



Agencies &yl S sl [1¢}
e we are looking for an agent to sell our goods abroad
Cju'\'? Ll o) Fy p e
e we require a representative for the sale of our products
Wt aod o gis ) gl
o we are looking for a representative for our branch in...
e the agent must work exclusively for us
b U Jeall o ez OF gt JS57
¢ he must undertake not to work for our competitors
Loibis Flal Jon YU gz O ot
e and must confine his activities to this area
w\ohkj&.ﬁi,‘ébi%)
e his main task would be to present our catalogues and samples
to customers el ) Wikey Wl S pudy OF o ) s 0,8
e the post requires specialist knowledge
aasae Sbeglas ol 2id )l oda
® we require a specialist representative e gl ) plf
® no specialist knowledge is required
lawarie Sl ) b= dla )
® we train our representatives ourselves L..uL Loy gdie oyl u‘
e we are a small firm manufacturing...
N SV P Wy WY U“
e these articles have excellent sales potential
3l ay B Sls Al oda

e we hear that you have considerable experience of selling this type
of article P N [N VY S U gy PEAPCIRT! [P
40



¢ would you be able to introduce these goods onto the Italian market?
¢ Yl Syl ) wladl eda Juts] (Saellazaly o
e we wish to launch this product onto the German market
WY Gl 3 gl a2 b G i
e we feel that there is considerable demand abroad for such goods.
ieladl sda o fo o L xS (b dla O el
¢ you already represent a number of British firms
il O 2 e Bae 5 e O E &
¢ it would be your job to develop this market for us
W Baudl oda yng OF oSaily 0o
e we should be prepared to spend an average of... per year on
advertising UMY Jo plall 3L dbu e b BBY pdasen O
® we expect you to display a full range of our products in ybﬁr
showrooms
oS il ol OV G Wlenie e A6 USET o m s,,,z:oi‘.g.,;;g
¢ the representative will receive advertising material free of charge
lg L] ol gy O gu oyl

* we are the sole agents Ot ot (NS 42
¢ sole agency - g S
® we are commission agents Uyaadly STy 4

* we require sales offices in U.A.E.o LY 3 Slasall L] G_L—.é
e we are franchised dealers (et N ) Oyl gl IS £

e selling agents a5
e full-time agents S b NS,
e part-time agents I RS S L)
¢ middleman S L Jar g
® consignee Lladl o L
® consignor (1)) sbadl s
¢ consignment stock FL i 042

a1



e goods on consignment
= ) by Wl Lad & S b 3 s el ] ALY el

[ = &
® export agent phas bSs
e buying agent ol pte JS
e principal Jatdl pall

e we are sure that your goods will find a ready market in this country
S e il G dmae (Sala Of 0 @ e oF
e we understand that you are looking for a representative in Jordan
O:J‘Y\ G ke 5 Ot ‘.g.j Adze
e we are very experienced in this type of work
Jodl o g A 1 e B O g ee 2
e we wish to apply for the agency S o3\ e Jgandl pidl 3 £
e we have successfully represented many similar firms
ledl ol gl j_..{cl,_.q Llee o
e we have good connections with the large stores in Beirut
Sam d NS O S & b oo L
e we intend to work the Indian market intensively
S A bl Gyl (LIS ) Izl (545
e we are prepared to take over the after-sales service
g b bz NasW O e £
¢ we have no commitments to any other firms in this country
A e G olewde 4l £ S Y
® we agres not to represent any of your competitors
oSedlis Lo sl i pas e ity
e we would also be prepared to advise on marketing and advertising
of the goods

e oYy Wil o gt han Lo 8yl gt Ll staazad e 0ySa

v



e we have a large network of contacts in U.A.E.
KT PIVS TR I (W) (I PR g COR R I
e we are prepared to grant you the agency, .5 3! P.i:..\ ERPO R
¢ the contract is limited initially to.... years '
S s e o s dday A2 Aaal
¢ the contract may be renewed for a further year
A1l dilh aad S
¢ the contract may be cancelled by either party
b o f il e i) ) S

e with.... months notice A et Geee e
o there is a trial period of... months > .... W jldds Lt 3 3 A i
¢ the agency is on trial basis e u,.l..,.T ds S,

e we shall grant you the sole selling rights
Codm P WS Py Gy Sk Oy
e we can place a car at your disposal ¢S5 a3 CF Byl ay LSS
¢ please let us know within... weeks if these terms are acceptable
Vyie by 2l odn 36 13 Loog gl L O (Shiab o0 W U glas]
® we have already concluded an agency agreement with another
company s 2 S O el
e we can grant you the Egyptian agency for our products
Wzl (5 pall JS7 ) (SKonie LS
e we shall send you full details of all our products
Wlnzs 7 e Al foolid) ST Jos oo

e our brochure will have to be translated into Arabic and Spanish
LYy il ] g o (W) W,
e we trust that you can arrange translation of-these documents
Szl ods im i Wls pos (Saollanal 3 g%
® we can arrange translation ourselves, if you prefer
M 0355 @85 18 ¢ il dn A Bl o LS
aA



e publicity material will be provided by us at our expense
kis Jo (WReY ) Bl Wl piis Iy

e expenses will be paid by our company LS 5 Lgmbdze IS
e expenses must be paid by the agent .S J! & C"': o g Slaadl
e agent’s territory IS5 blas b 8

e we shall provide brochures in Arabic i)l &l OLS iy 3y
e we shall carry out an intensive advertising campaign
e we are prepared to take on part of the cost
IS e Jod O gdazens
e all business concluded by the agent... J5 4 &, =i JusY K
e goods are sold on a commission basis 4 yea! U-LJ de s islall
® our representatives work on a commission basis
Uyaddl Ll Yo Oshany Uy gtie
o we offer a fixed salary of... plus commission of... %
Fooo ajidie Dgae 3] BLYL ... o lade BU G0 o m
e jt is not our practice to offer a fixed salary
BE e pais OF Lisle oo pmd
® our normal rate of commission for overseas representatives is...%
AR PR 1] o 6y e Ly U genll L
¢ this commission is payable on all ordersiplaced through you or your
intermediaries
(Slavy Gib o o (Sa b oo dedill Slodlall 7 oo @ W paal) ae
¢ the commission is payable on all orders coming from your area
oSaidaza a8 Sl 5 e p S U gal
¢ the commission is paid on receit of the amount invoiced
i,y 2 c':l,u et pibs 4 gaall
¢ the commission is to include any expenses which you incur
sy B Olis sl Jodon Uyeall
19



¢ provided you send us full details of your expenses
oSlasd WS Jolidy Ugply OF b2y
¢ we shall pay your expenses upon presentation of receits
Vel s e ‘.&Lw p s
¢ expenses for entertaining customers will be reimbursed
55 Oy Sl Bls iy jlas
¢ the commission will be... % of the turnover,
A An o T 05w el
o we offer a commission of...% on all business negotiated by you
oo g glis A JLsW petr p 7o Wi D pes o
¢ selling commission . oo Uges
® the commission will be paid quarterly 4= &N 5 mduan I paall
e commission is payable on all orderscldbll e C'..us G 3 genll
e we prefer to settle at the end of every quarter
JYPCE R gE VPN REVWE T WV
¢ we prefer monthly statements i)l bl O yas8” s

Gyl y il il el [10]

Job applications and advertisements

® we are a well-established firm based in the south of Italy
W) g ajie By Do o4

® we are looking for... iz L
® we require... Jdi drle 4
® we have vacancies for... ced gl by Ll
® to commence duties on 6 December saetd 1 py aalgs T
e to replace one of our representatives Ly e a-) Je Jd

® to replace our retiring export manager JAslidl Wl sl pie j& o
® we require someone experienced in the fields of export sales
\ .



e we require an experienced salesman o &b dl GL-.;‘-
e the person we are looking for will be in the age range 25-35
\'o—\’o,....\\w'cl._,ug:.’.,sdillfs..ﬂ\
e and will have at least 5 years experience in the field of...
oAl G Ol 0 i B e wdly
o a knowledge of English is desirable 43 <y ol 44V} B e
¢ a knowledge of English is preferable Jrais ,-i LY B el
* a knowledge of English is a must s ol AV G
¢ a knowledge of foreign languages is essential
Sagpe A T AR G e
¢ the person appointed must be capable of working within a team
G ol 3 Jeall WU ol g5 OF g cpall asetdl
* he must be able to adapt to the needs of different clients
Shanll iz Sl ae ASH Yo 5 il gl 0,55 Of
e and to delegate responsibility Yyedl 3 o ol
e we are looking for a very adaptable person
S e 5pS B )die S5 jand ) allas
e to lead our export department L el pladl od pid
e the position includes a company car 2l bl 5w fois dib )
e applicants must have driving licences
U as) e 055 Of g b U
¢ applicants must have finished with or been exempted from
military service
oo Vyisl g 4 Sl Ll 1yl 515, O g b b
e we are prepared to pay a salary of at least...
N (RSN S R SRR TV By PP
e salary according to age and experience iy edl o 3N
o salary negotiable (ol y ede B L6 s U
e salary of not less than.... per annum el 3 ... 0 J& Y S

Ve



® per month JURAIayg

¢ the salary is... net dle .oy U
® the gross salary is... ceoydd A Al
e a bonus is payable (b ) Sl o3 S«

e approximately...% is deducted for tax
Sl Yol e phaians 7. g
e for social security SV ola il
* the salary is tax-free . Sl el ol
¢ accomodation will be provided free of charge by the company
Slelhazat O 20 5 e e 2l Pl

¢ 6 weeks holiday per year el 3 3 )'l,.-f C,,LJ 1
e paid holiday Y e g 55l
® a 35-hour week t,.,.f\!l S (Js) o vo
® a 6-day week ¢ sV g s (\J 1
e a flexible time scheme in operation O ) oS J g

¢ applicants must be prepared to work overtime
ALl o3y Jeall szl o O pedidl 0,8 Of 4
* there is a company pension schemelilaell (£U ) ¢ 9,2 as el
® please give the names of two people who would be prepared to act
as referees
S g oY el etV e ot el (S e Ul
¢ one of your referees should be your present employer
QU etsias o $S 0 a0, of e
e we also require a reference from your bank manager
e plas G Sl e e 1875 ol ) Gall it
¢ applicants should submit C.V.* in person before March 31, 19---to

the Managing Director

(el )y Aokl SULY = curriculum Vitae = C.V. »

Vo X



\ le;.aé-.t-l.p\i-\‘..,:lil,g ‘r_.ui:(u,b,lj owaadl ) byl b e o2
ceamll Y e al V4 — L
e I see from your advertisement in the... thatol .. 4 SN 0 8 3
¢ | have learned from business associates
(gl 36, ) Joadh 3hej oo e
e | have read your advertisement in last week’s edition of the...
SR IR C,,_,‘Yt 246 4 WS oA il
e I wish to apply for this post Wb oodd puadt 4 il
¢ please send me further details of .the post
Ub ) o Joolid) oo g (Shaab o0 Gy
e together with an application form by b o an) il )
® as you will see from the enclosed curriculum vitae
4 L) Leastd) UL 0 Oy 2e i
e | have considerable experience of this kind of work
Joddl o g ol M 808 3 s
¢ | have also attended several conferences on this subject
g el Mo J g Ol E5 sus Cal o 2> A3

e several training programmes syl Elr o Ludall
e several specialized courses iamasdl Loyl g1 e aall
e an advanced academic course phize 6361 oul)s 2L,

e | feel that I can meet the requirements of this post
b ) ooda Slllaxc by s, gaac of ez
e [ am currently working for an export firm
JURUOS B S SRRV I | P WY
e I am looking for a similar post  iplie 2idsy (¢ &gl ) QLCUa:T
¢ I now wish to change my job by eni 3 OV i
e 1 wish to work for a larger organisation »S7 iww 3 (s Jodh 3 5
¢ with international connections e SN Ol

Vo ¥



® to improve my career prospects ib i Ll § ol o5 ped
¢ for personal reasons inased (pilyd) by
¢ I am looking for a position with more responsibility
Wl oo ) e 2y ) ol
e | wish to work abroad z S et 32
¢ [ wish to improve my chances of promotion .
A G oo it 3 ot
¢ | am looking for a post with better prospects
Jal Pl o p ol didy ) alled
¢ | wish to make use of my knowledge of languages
Sl e e 36Y G
e | speak fluent Spanish and Dutch
SNy gl by DY sl
e | have a basic knowledge of French i &l aalll Ql?.n\.a‘l.g G e (gl

¢ | have qualifications in.... v d Mt
¢ I have a diploma in... ce d (o) Bl U
¢ | have a degree in .... e B Gade Wy

® my typing speed is.... per minute
@ G blade WS AV e o
¢ my shorthand speed is... per minute
@ g ... blade JsY g e e
¢ | have experience of work with microcomputers
3 i)l O g S e Jaall 5 s
¢ | have used a word-processor
iy e S a0 AV plisezad o ozl
e I was born in... e & od
¢ | went to school in.... cee B dwyall ) s
e where I passed the following examipations
YU ol 3 cmd

Vot



¢ in the following subjects G syl 3

e | went to university in.... ... B aaldl ] ol
¢ where I studied... as my main subject,_sn\.-‘\ﬂ A L G yd L
e and.... as my subsidiary subject FA aanS L
e I graduated in the following subjects ) Slawsndl § e £
e | passed the state exam N Ol cmd
e with distinction et pda
e | failed in the following subjects oY poiall 3 S

o | then worked for 6 years for an export firm
RV I WRVS AP SUINCHPUPRS S N1 QUCH DV L R v
e | spent 4 years abroad gl Ol t
e [ was promoted to department manager in 19
VA& d e ) dL o)
¢ | was made redundant in 19
VA 4 (Gl e giid ) el iy ‘_nq,:f
e [ have been employed since then
(gl B3 die panild Uy S Al da Jealls gl
e at night school, I followed courses in...
PR Y W PR VIR W Ry WS VI QISR
e | was trained as a bilingual secretary &l 73350 5SS 3
e should you wish to invite me for interview
Wil Jpes 3 pby b 13
e | can come to interview at any time
iyl 3 W o B S
¢ | can only come to interview on Sundays
b sV pUl el ¢ 1 S
e could I come to interview at a later date?
¢ oY Aoy g ablad) o B S



e | shall be available from the 8th April onwards
s bW g A o Dbzl Ve 0,57L
¢ | hope that you will consider my application favourably
e N o e pdld Sl ) 1y das OF el
¢ | enclose a testimonial from my previous employer
HLl pdnzan 0 4S5 Wiy 0
e | enclose copies of testimonials from my last two employers
ol pimin o bl Clias Gall) ST Joled o e e 30
¢ and copies of my diplomas Slghs e [P 3
¢ and copies of my certificates dblgd 0 By
e the names of two referees are given below
A e o o did o
¢ the following have agreed to act as referees on my behalf
(S oA el ol ey S de tebly 6 eagled AU
¢ | would be grateful if you would not approach my present employers
QU dinzng Tghaas 13 15508 0,50
e prior to the interview ull s
e without my prior consent Gl giblye O gy
® | enclose a stamped addressed envelope
Ll adey [ 2] Opme BB iy G
e I enclose an international reply coupon sl 3 ) O Vg 3 JT
e | should be pleased to provide you with any further information you
may require
iy B a0 Slaglas Bl (Sililge G pomy
¢ | have applied for the post of... vee by Gl couss
¢ and I should be grateful if you would be prepared to act as referee
on my behalf
Flal oA el Y e w8 e oS

Vo1



Gl glaall agakiy 48580 ailplad [V1]
References
NN\ as 3
e Mr X has applied for the post of... with our company
LS ol L ik Gl a6 e !
e he has given your name as referee
(Slshaal @ oSy (a8 (St U pts
e we should be grateful if you could give us information about Mr. X
Cord A e Slglas Willge oS a5 13) o S 0,8
e'information on his character and ability
Gyddey aarnd p Sloglas
e his reliability (ype ) ol eV LIS
® have you been satisfied with his services?
¢ s o el rz.f Ja
¢ the post demands a high degree of integrity
LY e Yl 1oy s dib
e the post is a demanding one Wb ael, s Wby
® we require someone adaptable Sl B e ] il 4
e your information will be treated in the strictest confidence
G e Sk AR Oy (Sl gl
® he has worked for our company for 5 years
g 0 3l LS ) Jos A3
® he has been with us for only a short time
bib 5 pab sl Lae Joe Al
¢ he has been with us since leaving school
il ol Of e e Jas il
® he was trained by us as a....
(- diby d) ... 5 Ldac oyl

VoV



¢ he was dismissed 5 years ago

Olyw 0 die (dddl o 5 b ) Ed) A3
® he was made redundant in April 19..

SN VP Y T /OO R PRSP PRSIV

® he worked for us from February 19 ... to November 19...
V4 ey Al VA e e L e d
® he was an efficient worker 1298 Sule 0F

¢ he left our company after 4 years to work abroad

¢ he was totally reliable (S ade daa ) Llal i Sl o
e honest and hardworking ol M2y Ll
¢ punctual sl e Lay
® he has a pleasant disposition S e W)
e he has specialist knowledge of... cer O amatie Ol glas 4l
® he is ambitious !
® he is a veteran (St B) oo 4

¢ it is no doubt for this reason that he has applied for this post
bl odd pai B ol Wb Vs il LL8Y
¢ promotion opportunities are limited in our company at present
JU Call G LS s e 33 e
® he has shown considerable initiative in his work
dee 3 dadae 2 i W3

® he was always in good health bgs 3 doway OF
e he was not a very good worker Mo M Sle S ¢
® he was not very reliable S Ay ade dezd S 4

® he was frequently absent from work Jasll e il ) el 08
* he was often late for work Jeall ;sadl de g o Ala b e os
® he was not very punctual o delgdly LU Gl S 4

VoA



e he was often rather slipshod in his work
et Lan des 3 Nage 0F L L

o for health reasons Ao 4..»\,.5!
¢ his health was poor e s K
e and this has affected his work des o i 0 Liny

o | therefore have some hesitation about recommending him to you
oS (o) bWl G et jam 1335 Gusl 1

¢ he has shown little initiative and works slowly
shay Jomry iedl oo il ud 43

e he is very unreliable e aan Y - aw as Uy — a4l
® his work was generally satisfactory Lo e OF ple g das

* his work was always of a very high quality e Uy O ales
* his work was always of the highest quality & 36 Uy O s
¢ he carried out his duties to our complete satisfaction
e clo ) W Gag 2 Lo wlaly op OF
® we have no hesitation in reccommending him « ¢la¥l § 355 Y
¢ his work was often unsatisfactory Pr ¢ WG oK des
® we feel that we cannot give you any information on this applicant
Gk )l pdid) lia Jpm Sloglas L oS LS Y G ass

dy JsY dle 3 e Y oY codhdlay caulgYl il gy ST e sy S
[SLL GU L byl bl g2 v ¢ CABAH ) F e L Ol S Gy S
S5 (V) e ada O 23 gans « LE LSl o ga e ¢ Sghdly pedl o g Jariaiey
Ceasdr ) ey gl b e Gy 15 e Juail 0,5 5 5T ol e RS by
oY g o) aiis (F) . WL A5 e ely Cabyll e Jise A=W Al L (Y)
C et i A e audy Gl Gl b (1) L Ka WSS 6 e Gyl e s
ol gy g andl ey A e dsabty U G Blis| b Gkl 0 Lsdd ) S

Vilpm &y

Ved



® we have known him only a short time Jadh & puad sl ol o WA
¢ we have known him for ten years g e sl ol e Wl
® and we are pleased to act as referees on his behalf

S5 O by
* we therefore suggest that you contact.. — JLas¥l e c B
e they should be able to give you more detailed information on him

e Sais ST Sloglag oSS iy gaic Of wL8Y

L o\S BN WS 3
e the company .. has just placed a large order with us
8pS Al dpaad 3 Ao W oCuaw LS 2
e they have asked for credit () U@ 1l ual
® you were quoted as referees  ( (raSonaS ) (1S oS WSl 2 31 W)
® as this is the first time we have done business with this company
32 0da pe b Jebas A LoV 64 o8 0da OY
e we should be grateful for information on their financial position
QU g ge o Slaglae il 3] o S0 Lo 04
e and on their long-term prospects }: gl sl lo ogld Vel 2
¢ middle-term da i sall
e short-term i gl
¢ on their competitiveness with regard to the domestic market
Gt 3 gel) ey Ldlid) p ydde 6
e the overseas market (o ey b daw ) W 8,
e what is their reputation both at home and overseas?
¢ Ll g O s e op BBl
¢ information on their credit status and reliability

S5y QY iy o Sleglas

AR



e we should be grateful for any information you could give us about
the company
S e U e oSS Sl & o o S 0S8
e we believe you have known the firm for some time
O PP TP W UK P P V255
e could we, in your opinion, allow them a credit of...?

ol OBl ob FLd —;._ﬁ) a — LSl
¢ without security Oleo O gy
e we assure you of our complete confidence in this matter

PARITSR ETRCC R ity
e we shall treat your information with the greatest discretion
Bkl o 58 i (Sioslar o ol Sy
¢ we shall always be pleased to reciprocate
(bl ) Joadl oS3 55 OF L0 U ey
e we have known this company for 8 years
g A A s Y oda O
e we have done business with the firm for 4 years
Sl ¢ Jlgb i fll e el
e they are regular customers of ours Oedazll Was o o]
¢ they have been business associates of ours for many years
Bke Sy Job JLeW g G W oS ol
. @ the firm has an excellent reputation ke da Ol ALl
e it is in a good financial position 4o db ) 4 4l
e the company has considerable financial resources
Lo byl plae el &2
e this company is completely reliable ULE aall Jal 38,20 oda
¢ the company has always fulfilled its obligations promptly
el e LeblEl gy W e i,



¢ we feel sure that you can allow this credit without hesitation
335 093 (O oA Ny pledl (Saellanly of 3 datly et
¢ they still owe us... W oomde 150
¢ they have still not settled our invoices from last year
el plall n Bt gp Hgsi 41150
e they are in a difficult financial position =~ —aw b s & o)
e they have insufficient capital I rAwT J
¢ it would not be advisable to grant this firm credit
(C)) Cojp il oda e 4 £ poaill 2 e
¢ we advise you to be cautious A A Sovas
® we can accept no responsibility for this information
Sl gall sda o gt A Jud e Y
¢ as we do not know this firm 3l 0da O Yl UL
¢ we have little information on this company
2l eda e Al Ol glas Lyl
* we believe that the company was founded only recently
L 5V 5 3 canb b 3,80 of da
¢ we feel that we are not in a position to advise you in this matter
OLal a3 oSisbl W ey iBgr O b Ll a2
® we regret that we are unable to give the information which you request
b yazdb I Sleglall £td5 Loellazal potad ol
e we have not known the company long enough ‘
| LK a,H e Al O Y
e we must therefore refer you to... | ‘.ﬁﬂb-l Lle cpan 1A



‘_pl.‘nil\ 9 bl O g2 [WJL
Travel and hotel reservations

Ay i)
e [ should like to reserve a seat on the Rome-Milan train
S =gy U fe dmie e 3 2]
e departing Rome at 12.15, arriving Milan at...

Caslldl g ) sy VYN0 all Ly, ol
® express train (=S¥ gt ladll
e TEE = Trans-European Express Layg¥ plall e S
® is it necessary to reserve a seat on this train?

¢ ) e e dnie o )l

® seat reservation is necessary on all express trains
gl Sl K e Shg e el e
e this train does run on public holidaysie J} SMaall (§ gy jUadll lin
e the train runs only on working days L |l rlﬁ G pem ladll

e local train Jd= s
® special train P las
e relief train [;L,.r"Y\ i Lo JUad ] disles Ui
e the train leaves from platform 5 o o3, o )l o0 dasl slay Uadll
® a window seat s LU g ] Ande
¢ in a non-smoking compartment o-adly L C"“: Y i gais &
* couchette (il § g ndasVl ao g ) pidalal
o sleeper el JUab [oudl 4 e
¢ dining-car N RIEY
* buffet car Wl & e
® passport control on the train SRl e A e asd
® do you want to travel first class? ¢ d ,‘Y\ Ll il sy e

\RR



® a seat in a first-class compartment Ol A y> 5y geaie (3 Anis
e what time does the train arrive in...? ¢... ) jbadll Juar <3y i &
e I enclose a copy of our itineraryly oWl adl s a a5 1y 3 j

® a single ticket od 5 S
¢ a day return dag 8396 5S4
® a return ticket Sy s 3 5

o platform ticket [ <o)l o Jlizul of gy 3 S5 ] G, 354
¢ is a supplement payable for this train?
¢l 1 (G5) WSS pl o
e is there a left-luggage office on the station?
¢ bl ULV ik (S s
e where are the luggage lockers?
¢ (S QUbT) ekl plp s g &_.T
¢ where is the lost-property office? ¢ oo yaall S Oj
e is this ticket valid for all bus routes?
¢ (o) Y byl SO ablo 5 Sl ada
e the ticket is not transferable T U PR SR
e can I get monthly ticket for the bus?
§ N (R 555 s ol do Jpatt 1S
® a multi-journey ticket ) P VN PR P L O
T PP S WA
¢ what time does the boal leave Calais?
¢ 8 (A il ol ey ol @
e car ferry Ob b Gdae
e please send me details of your car ferry services
(._<J Al Ol s Sladss molin ‘.ﬂ.a o Ay

* hovercraft (<3S bl )y Jlall (50
® a cabin for 2 oY (g6 ) il

YV ¢



e a first-class cabin 3,? Oy (Al ) 5
o | wish to reserve a place for a car and two passengers
Ay Bl (US) JE e 3 S
e can you offer a discount for a group of twenty?
¢ Oyt g i gad pan ol (S
¢ on the Dover-Calais ferry 5 e L e

Ny i)
e what time is flight no..... to.....?
..... NI S e PSS RO PR I
e charter flight 8y g dl>
e scheduled flight [ phaze O Jgd bl 3] Ay 4y Al
e | wish to bock 3 seats on the first available flight to.....
USRS (P PR PRV P [N O PRV T Sy SN 3
e which terminal does the plane leave from?
¢ 8 iz e e
o are meals served during the flight? ¢ > )i (LT Sl ) piis o
® economy class (L) Ig;u:.i\;(l i,
® club class (asldl OY> )l & 5 ) Slegadl ao o
® please confirm your booking 24 hours. before departure
Blo Yo Jo ) S oS aSTE (Sl e
e are the airport taxes included in the price?

Eolall o) oty ol o

¢ hand luggage Ly Sla
® steward [ 350 )Tz.;,,a...j)uaj 3] e
® air hostess 4Ly Adas

® passengers must check in at least 45 minutes before departure
SV e @b to 4 o ) g3 (easgry L) el Jons L e
e soft drinks only are served during the flight

bl A ) el b oL e

\RK



L oo\ & h\“\%\ 3 “”_J-\

¢ 1 am looking for a medinm-priced room
PO I e Or

¢ | wish to reserve a single room with bath
P L oty patd B e (2]

e a double room Onaid g e B2
o suite ( oo B2 Jf BV ST 5 05 B3 0 0455 Bamy ) e
¢ adjoining room [ b by ] bageaan 2l 6
¢ a twin-bedded room, twin room RSt b
* with shower ' (4 ) plest
¢ with toilet and shower Sy e

¢ please let me know your price for a single room

* during the high season 8yl s go U
e in the early season st d P
e in the late season : o b A4
e from the 19th to the 30th April Jeal oAl va o
e do you accept group bookings? Sl ndl O s

¢ | wish to organise a conference of our sales representatives in October
¢ and I am looking for a suitable hotel near to the airport
Sl o Al e G e 2
e we wish to be picked up from the airport by coach
(PY) sl Sl o WE 3§ 85
e we wish to be taken to the hotel by coach
eyl Bl ) WE 3
o the price of a double room for three nights is...
e S O Bl et o B e

(Rl



e these are inclusive prices
[ S5 pam) bl Dl ) ] Sladl e 2lls land oda

¢ including breakfast (MY els 3 Ly ey Ll
e full board [ ¢ f S Sl eads Bsle ] el Bl
o half board [ sliall o cludl L} + Ul i ssle ] Bliazs] Ciai
¢ including service and V.A.T.* olall L dll 4oy Ladl e
e tip Loty o [( i) ot
e please quote the inclusive price Pt ol (Sas 0 W 1 yes
® all rooms have central heating US o s O K

¢ all rooms have hot and cold running water
by Pl e sle iy O

® breakfast is served until 10 o’clock Vo el o opad Uil
e the hotel has its own car park 4y b Ol iy Sl
e underground car park o2 )‘Y\ CE Ol iy
® multi-storey car park S skl saaze Oyl Caige
e there is a car park nearby et p Dl hge gy
¢ the hotel is in a quiet position sl miye 3 Al
* it has conference facilities LR Lol Mgy 5y

¢ it has a conference room for 100 people e U pS O £ sl
¢ it is close to the city center A ey a4
e how far is it from the hotel to the airport?
¢ JUally Gl oy Gl L
® is there a bus service to the airport?
ol d) (ol) gyl b dm
® it is only few minutes from the city centre
Al dany e hadh FUs sde day )

® it is in a quiet suburb Ol -l g 4

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

\RR%



® by the river A Sl )
e it has a lift ( peilal ) daag 3950
® night porter S J
e it has a bureau de change* ( ¥ o 5S4 ) daall Jlazu¥ e 4
e | am writing to confirm my reservation il US & Y Ny
e please send me a menu plab Al ¢-§l- o Sl

e please let me know if you require a deposit
ol ) Rt @S 13 bl (Sl
e please send the bill to my company, Messrs...
Coc ol S50 4 ‘..Q.a: o syl \)L,‘j
e unfortunately, I have to change my date of departure
S G i faiae 5 Skl oy
e and will arrive in.... until 16 September
JFUCTURY RreSRO | I = e pop
¢ I have to cancel my reservation at your hotel

Sk 3 S WY aae Ul

¢ domestic flight [ Jotls ] adstls &g dl>
e international flight [ AT 4 odes w ] g Gy il
e excursion ticket [ p2s® ,’.-‘b. Sy s 85U ] debw 850

SVl g 5laal Chase b il pidl) [VAf—ne
Changes in the field of business
L\ o
e our head office is no longer in Tripoli

Sl 3 e | ) S

gHast pay ¢ o Alaalt St Gy e S il ~NasYi 4a burean de change *
. exchange office s 54| 7 Nas! Val S S ¢ & A4 W o il e

VYA



e our head office has moved to Beirut
S ) Jasl e ) LS
e we have now opened a new branch in Cairo
s AU G 1S B OV Lol 3
® because of the steady growth in our business
Wlesl 3 Jool sl pol dos
B we have moved to new and larger premises in Alexandria
Sy 3 ety Sl e ) i)
¢ this means that we shall be able to give better service to all our
customers
Was JS ol dudst g5 Lines gy 09K & S5 gmny
e we assure you that we shall maintain our former high standard of

service

Ll e Gl W Ul o Bl Wl (S0 0873
® our address has changed o Wlge
® and is now as follows: c b8 oY ey

¢ please forward any correspondence to this address
Olyall 1ha J) ol e & oSliai n 1yg
¢ please inform your despatch department of this change of address

Oyl 3 padl Mg oK ol (psadl ) OO s oSliad o gl
VIS N el g S 18

® our telephone number has changed PY IRV RCPVA N
® our telephone number is now... e OV Lo Ligads o3,
¢ we have changed the company’s name gl Y A8
¢ the company’s name is now.... e gn OV IS L !
® we have merged with.... N Ll ol

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

Yy

.. .x._,.u!-\ ‘...,.Y\.. A d)..- _,gl» V¢ o \5\.‘.‘:«1

114



e we are no longer in this ine of business
(bl Uty s JleW bt G aw J
* we no longer manufacture these goods
GLad sis s 2 ¢
® we ceased production of these articles two years ago
ovle da Wl oda 2l e Wby
® we now specialise only in the manufacture of...
gl O bi OV ek
e production of these articles has been taken over by Messrs... & Co.

‘..AKJL} U+ DR | CUn.pl Cl..J\ oda Cl;;l
A FTEISE JURP

¢ our factory in Naples 1s being demolished in June
Lg ot Qe G dob G Laeas
¢ and we are switching production to Madrid
e ) BY S gy
® we have had to close our factory in Milan
S 3 Lanae 3Me] ) U k!
® we have closed our export department
by ol pad) vod Lalid
e we suggest that you contact our parent company
oV LSy Sl (S i
® our associated company in Rome Ly & agadl s 2
¢ we have been taken over by e Ul Sy
® ... have acquired...% of our company’s shares



e we ceased trading six months ago ,g-i-i o de sl e Ly
e the company has gone bankrupt S e sl
L add B\ O\ pad)
e Mr... has been promoted to the position of...... e Y oAl 35
¢ he is now deputy director oAl 36 oY W)
e he is manager of our new export department in Athens
Ll 3 b ol ) puadl el e o)
® he has been appointed to the board of directors
oY e 3 o
¢ he has been transferred to another branch
Ales A B
e Mr... no longer works for this company
K,ﬂ\ohgwmg cees At

¢ he has moved to another company S ;—T 82 U st aa
¢ he retired in March EBLSNE Qe VN
® our managing director, Mr.... , died four months ago

el aa i Gg - Al — ol 5 )Y e e
® he has been replaced by Mr.... ... Adl e > il
¢ his duties have been taken over by... ...... EO Jl,;‘b_ tUa.;‘l A4}

< jlal jlasiuly g [V4}
Sale and rental of properties

® house for sale C“U J e
® house to let JEW U
e flat BTY
® apartment aal

® penthouse & )les c]n..u S g ui...,

e villa P

ARA



e detached house G, #6 e
® bungalow s
¢ semi-detached house opf g Wl 38 o
o town house [ Gkl ON o QU (5 pae Jje ] 5N o duall J s
¢ 2 bedrooms, living room, kitchen, bathroom, garage, garden
A g g pU g pdang Aioms Somey oy U
e we wish to rent a house for approximately 18 months
G Vg2 VA Bl Jje Jlnsad 3 45
® please let us know the rent for such a flat
Gzl ooda o gl Lubls ;.ix;a; o
e the rent is.... per month JUSCAI VY S J\.A,\;I\
e per annum w3
¢ if you are prepared to rent the flat for two years
ole Bl i) sl sl e &S 13
¢ we can offer you a discount of... %
YA ...o)-\i\;.as-r.gf.ﬁi uTL.i.g
e we are looking for office accomodation in the town centre
AN fa gy S i e o
e we wish to purchase a property in the centre of town
AN oy 3 Yl sl S G o
e we are prepared to pay a maximum of...
R S NE N KR R Pt

e in a desirable position ¥ P S
e in a residential area LS dah 3
® in the green belt sl oA d
e further details available from..... v pm foladl S
* mortgages available oymer O laall a
® loans available 5 ) gomn 2 9 A

\YY



e at.... % interest /A b s 504

¢ interest-free 3L Ol
e at a rent of.... per month JYRAIRTE B N g PN
e at a price of.... per square metre G A Al el e
e we can arrange a mortgage (ihis ia) ) e p) b LSS

® a loan can be arranged through our insurance company
L dol) ol I3 Gk e o b S
¢ we have a number of holiday properties for sale in the South of Italy
Wlay) g 3 adl Lo 9,m SN el o e o e Ll

S
p¥e
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