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Sender's Address:
Date: 3™, July
Name of the Company ( Recciver’s Address)

Attention: The high commissioner of Gas Company  (For the attention of the sales Manager)
Subject:

Salutation Dear Sir/ Madam,

o
B

Following our conversation on 3 July, 2001. We would like to  keep on our mutual

cooperation. ]
-l

Incidentally we forward the latest documents for further information .

e M

Your kind attention to the above mentioned documents would be appreciated. P

<

Yours Faithfully,

MWehrad Shafice
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1-ING Form ol a verb
Examplel: Considering your previous letter we would like to...
Example 2: Following the meeting dated 22 July, 2003.
Example 3: Appreciating vour warm hospitality we would like to ...
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2-We would like to acknowledge the receipt of delivered Goods on Monday.
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3- We are very much grateful to introduce ourselves as one of the leading trading

companies in the lield of textile.
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4- You are kindly requested to furnish us the aforesaid catalogue.
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5-This is to certify that Mr .... Has successfully performed ....
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6- Reference is made to your leller no.12/01/03 dated ....

With reference to your letter -

Referring to your letter—
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1- It is demanded
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Examplel:Your assistance would be appreciated
Example2: your urgent assistance would be appreciated.
Example3: Your urgent assistance in this due would be highly appreciated.
Example4: Your explanation in this due is demanded
e APk L2 803
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2- You are demanded

[ & Brasny Secogoes Thenlnpae? )

Examplel: You are kindly advised.
Example2: You are kindly requested.
Example 3: vou are strongly recommended.
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Quotation requested = Quotation which was requested
Raised = It was raised

Agreed = [t was agreed

Any questions so far = Are there any questions so far

Ok with vou = 1s this ok with you
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e ol e o Dear Sir/ Madam L3 3l o8 055 ool Zeole b aal dls e a8 45 50kas

i a¥ o+ Opening Salutation
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- EX1:Your urgent assistance utmaost 3" july would be highly concerned .
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- EX 2: Your urgent assistance would be appreciated

- EX 3: Your assistance is demanded
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- EX 4: Your urgent assistance is appreciated.
e e

{no name) Yours faithfully 1
{name. first or s¢ cond time only) Yours singerely  -v

Best regards  -v
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1- Pain in the neck (225 .3,
2- Many happy return  {0: 50 YL 23)
3- He is making a lot of Money (s, s orassbs e
4- Nothing to do with us (s s Ja, w0 boa
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This is to appoint you as our exclusive sale and marketing agent for Iran and CIS countries.
You have full authority for all activities that is decmed to be necessary lor [ulfilling your
appointment.
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2- Practice of early rising
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~No. 3 :'We would like to acknowledge the receipt of and incomplete data, kKindly furnish us

more detailed one,
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-No. 4 :We would like to acknowledge the receipt of your quotation requested on 4 Aug,

2002.

In this due vou are kindly requested to issuc us a P/l for the quantity of 20 sets
reciprocating pump with the below mentioned specification.
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- Quaotation requested: ol a3 alaa

Request (v) b:5 ool 2 Heguomted (adj)iois oler s - 2l s

In this duei = . ol 4

In this respecty s a2l 2

You are kindly requested: =5 o ool s Ll Ll 2l
- Quantity: o -oo.8

- Speciicanon: olesi.

- Below mentioned: sS4l cov— L3 ;3 sdk s L0

Mention (v): os & 53 Meptioned (adj): sz 55 (;51)
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-No. 2 :We are very much grateful to introduce ourselves as one of the lcading trading
companics in this in the field of gas& petroleum materials to meet your demand.

4() years of solid experience in the international market has gained us a good reputation in

this market oricntation.
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- Your Esteemed company was introduced to us by EPCIL

EPCI Export Promotion Centre of [ran (ol 41 Slsle ann st 55 00
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Of course we cherish much the chance to cooperate, do not hesitate to contact with

the undersigned person if need any queries.
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Leading Trading Company: J b Slyls o Flisle 25,2
Solid: cese
Your Esteemed name: Ll s 5w ol

Cherish the chanee: 2, 5 JL3 b,

-

Cooperate: 8.
Hesilate: 33 5 &z
Custom oriented: o s 22
Field : o 5 wusj
ey e B el il gl J
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A sample of our product would be forwarded upon your request.

P = T
Asample e K
Product  J jama:
Produce (v ) 52 st — Production(n ) .15 —» Product(n) Jsa=-

Productive(ad]) lsl-,, —» Produced (adj) .2 uls (g5 producing(adi)

Productivity (n) —* g Jlejs o e
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(Sales Letter )} 53 sls 4l -7-Y

a) Start: Make him feel this is essential to his need
b) Make him feel that the product is in need
c) Make him act soon
d) Services: After sale service
- Piece goods
- Spare parts

- Training

° Sales Letters:
a) On consignment { el as) e ol 3 S sla s = 0 08 s
b) Open account 5 . Lol ke gl JUL ;2 348 ol & graceclss ooy

¢) L/C ( Letter of Credit) cesboal lael

d)  BE-.
S S LIC G mee e 3 e s DLt S WS b a8 R L e ke
b ik St g e DUmpIng s
Fal

aets stag flation LLCinflation) o a8 ool s e s

o

o et D Setls gy S s S es Sde s OPEN ACCOUNT 3 Sl Slal (g Slas (n consignment

=%

* How To Write Sales Letter:

i) Make vour presentation relevant to reader maintain a lone appropriate to your
Company yvour product.
ii) Focus on getting the reader to act.

iii)  Know what motivates your reader,
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Know vour product throughly.

Approach and style  determine whether a rational or persuasive approach will be

effective / use a persuasive style thal [eatures

Vi)
vii)

viii)

Active verbs — short senlences and paragraphs

A personal tone

Organization

Write on opening that will make the reader want to read on develop central paragraph
that

provide information

maintain the reader’s interest

maintain your capability & credibility with the reader develop and ending

that tic the letter 1o gather urges the reader to act quickly.
|etter that provide reader - oriented details make the reader feel special,

Finally adapt your tone to your audience and you causc.

Sales Letter Reguires Careful Revision( B i)

The following lists revise your drafl{ ~ b= .5 2y,

10-

What am [ really selling?

Why people want to buy any product.

Who will want this product?

What have | used to motivate my reader?

Is my rational approach appropriate?

Is my stvle persuasive?

Have I developed an effective theme?

Is the opening dynamic?

Do the central paragraph add information that will motivate my readers.

[5 the action oriented?
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Caplures the readers interest

Tell them about your situation service.
Opening to, consider interesling question, fact, annotlate(oslssl - a5
Opening to avoid: boring description, statistic / bargain irritation openers.
Ve oo le a.aL»
S e S A e g b Jld S0 S Dl w1 s sl e s
NO. 6 : NIGC is the mosl experienced company operaling in today’s worldwide gas

product market.
Over the past 20 years the company has successfully undertaken projects of all
levels and complexity in over ... Countries.
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(Inquiry Letters ) Inquiry « b o, gl aslbi-T-¥

ML s e Jald p3Eh Sl o gle il

( Quality } —.is ()
{ Quantity } «.85 {
( Delivery Terms ) Ll 2 ( 7
Terms of Payment ( preferential } sl Jl 2 (2

(pegle cgagioma e ) 2 pe o poe Dlan et 008 Zfls gaams bl
( Packing } sie s (
(Time ) ol { 2
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NO. 7 - You are kindly requested to quote us your keenest price list for the quantity of 2 sets

of fuel Gas Vaporizer on the basis of CFR Bandar Abbas USD. needless to say there will

be no attention on the quotation received afler the 25" July.
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NO. 8: In order to penetrate this potential market, you are kindly requested (advised) to

inform us How much Discount yvou are able 1o offer.
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Placing an order : il w b e S5V

Trial order ceisbad] i 0
Bulk order (b akidsliy 2 0 (Y
Indent order S & glie (7
Provisional order L

Markel evaluation s .5 . e bl gl 2bel osbie

e 1y 3158 g aiity A & 30t o pana 2L il 2 li Bulk order 2.

iR g g oS ol e Provisional order L b 5 &l

Sl sadoms 45 0pEN L LLE S 203 e Ll ), S S e b s corder | gae o Indent
: AN e et S N el [ eltge s BRSNS

L. e = s ja gl g

Cost Effective i s o 24 20 sl

Indent House:

Approve the order acknowledge

Reject the order

Postpone the order

Upon the receipt of the order it is going to confirm. Meanwhile 3 main persons are working

in indent house.

1) M.D Managing Director
2)PM Production Manager
3) I'M Finance Manager

I Production Manager & Finance Manager reject the order Managing Director reject Loo.

-~

Stockiest: When the goods are too expensive and sell it later. LG g lUSR
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Managing Director Jle e
Production Manager A5 gl
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NO. 9 - Hereby we would like to inform you the ordered commodity dated. .. is in transit.

Delails of the shipment is as attached. Kindly confirm the receipt by return.
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Hereby: s
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- Commodity = Goods : Y€

Order (verh) ordeped (ad)) =  _alie — e alis
- Ordered Commodity: s12 Sobew W8 = 5lka Y
= Shipment: =
- Confirm:  0» 8 430
- Receipt: ok
- Inform: oals p34k
- Kindly L

- Date ( Jai )1 ;730 546 dated { adj): =, .-
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HOW TO PREPARE QOUTATION:

Quotation should include description of the goods of specification ol the goods.

Specification has lots ol details:

L- Qty = Quantity
2- Unit price
3- Total price

- Gross / Net Weight
5= Validity
6- Terms of payment

{- Delivery terms

I-F
=
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NO, 10 - It would be highly concerned 1l vou could issuc us a quotation on the basis ol FOB

Bandar Abbas.... and USD for a set of ventilator on aforesaid specification, the quoted

prices could be ol your keenest prices in order to penetrate in lo this potential market.

Conscquently, the requested documents should reach our office utmost 31 July 2001,
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It would be highly concerned sl odly gl
- To Issue a quotlation 255 gole  alia
Ventilator T LA
- Aforesaid specilication Gt Soleasilis
- Consequently il
- Requested documents e PO g1 P
Utmost 31 July S T glsl o3y S
Keenest prices Cosd e aildezia b o 5 00k
-Office olal = ie

E‘-f"n‘l cJII.L.:'Mll.: =

1 o [ 1 S - = .k e o
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NO. 11 -Upon examining the postulaled guotation, it was learnt to our understanding that

quoted prices should have betier position,

If the are more compatible, in case of your approval kindly issue us a /T for the
mentioned ventilator on the below mentioned basis.

Irrespectively, you are kindly requested to forward us fake P/T in order to finalize the

terms, avoiding any probable discrepancies in prior to the certification by the commercial

attache.
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Tssue the quotation 7 days alier it we should remind.
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No. 12- You are kindly requested to acknowledge the receipt of the quotation Enquired

about

Inguiry —* <~ quolalion
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Acknowledge: it means just tell us that we have received the quotation.

sl E_!-?Jl “A-¥
Bl bl gs oy o Commercial Invoice g les ;56 (0
Ol gls Cond g3l wls e S le o Export Invoice Jlole ;o850 (7
s el Al w ¢ K48 b g a8 Consular Invoice 5 81,08 5,86 (7
Consular invoice should confirm by commercial attaché. ., that is authorized stamp.

fr i)

- commetcial invoice is between two parties

Export invoice are confidential documbent all the hidden costs

printed table cralt,

'J‘A:a,s‘ci':\-'__r: | Lr:lefjﬁ_}'._@.’:_;'.sp_'n;"d_:;_;l..__ .,,‘:I.: el -
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NO. 13 —You are kindly requested Lo dispatch / furnish us catalogues relating Gas injection,

titled to the directorate of this organization address as:
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1- quotation: In prior to Performa invoice

2- open account: Take the goods seltle the account later

3- on credit: Trustworthy

4- On consignment: To sell the good alter you have found the good market.
3- Consignee: Buyer

6- Consignor: Seller

7- Confract: writlen agreement

8- Terms of pavment: How vou would like to settle the account.

9- Mode: Way

1}-  Forthwith ; Inunediately

11-  C.E.Q.: Chief Exccutive Officer  Lle ..
2= Warranty : (uaules o3 50 letter of agreement

Guarantee _Suulel & das o 3l Loloady b g o sk

13-Consular invoice: invoice certified by the embassy
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| 4-Indent: order
15-Certilied: approved

16-Just name it o aes = 3ipesl Sl U § e 23 3l gl g s

17-Perishable: inherit vice a2 L.

1B-Cutitout ; jis s~ 3l cees

19-C.V.0: certificate of origin T, _»)$

20-Dock dues: Includes Cranage L& -, ligthrage (¢ S5 2 ) and portage 5

21-Performance: execulion
22-Duties: taxcs
23-Presentation; demonstration

24-Export invoice: includes confidential costs

hJ_i.l'l.a _J-’b'll -.,;_5.‘»'..'-.---II hasd «,-.:.5-|a_|,._~_ 4 ol l:__a.:_r' C.JLSTS:.n - r;'l.&.:_‘_- J.,..a.':

(Terms of Payment ) o5l 5 Jal 2 —4-1-4
1} Open account i ..
2) Onconsignment Ll e
3) Documentary credit gsta el

4) Bill of exchange J.w: o

s

oS e el 5 Gl e g e F el BT YIS G Ll e B 0

=1 |

et l2pe o e Jelee (Ul Sl el G0k Gler S pg Sy 0

A e e Bloas ealial el fa a2

- [RLOC: Irrevocable Letter of Credit

il
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- RLOC: Revolving Letter of Credit

= R'L(JC J-_"-l_l L L_'l_p.': L» .L-j_g." ‘_F,.av_umlz;

- CIRLOC: Confirm Irrevacable Letter Of Credit

SR SN < (P DAL« I SR EDREPN DGR PR I FRES SRS VR R
e g el R
Document against payment (IDP) L oos &5l

Sight drafl, document against acceptance (DA)

25 el L S el a3 TETOE080TE Yt Sl S Ll O 2 S8

Difference between L/C & B/E: LiC is requested by the buyer for the seller and B/E is

issued by the seller tor the buyer.

e oo 5wl 0les Collection agent

C.-.?'-I-.':‘,:‘ ;_5'-&- ‘_;5'-;_] _;ln.:a \.:.-.1;& N ‘T"fl"’“ ~N—h—L

METHODS OF PAYMENT:

TERMS OF PAYMENT WHEN YOU GET PAID EXTENT OF RISK

I- Cash Payment (With the Order) (No Risk)

2- Open Account (Specified time aller deliver (Risk of Total loss if
to customer) customer fail 1o pay)

3- On Consignment {Aller customer has resold

the good)
4- Documentary Credit (At time of shipment) (Risk limited to cost of

using L/C bringing back goods from vour port)

32
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5- Documentary Collection  (On arrival at portof  (Risk of Having to bring

using (B'E  D/P) destination back dispose of them at
(9 el iz bl ST Dm0 C3Lel) loss. (Completely)
6- Documentary collection  (Specific time after (‘Total loss if customer
using ( B/ D/A) delivery to customer  dishonor bill the bank)

/A Document against acceptance

VP Document against payment

o o 15 o= i R G T 5 Lo
..._,.'J—I...__! (LR E LT ._,l"""'u"'.l.h.fl':".." ut_..: Tanal Tl

i1

LB Sy 0 e I L W PR T B

Dishonor a Bill L.t mly ostls g pie L J55 a4
Discounting a Bill .o, L5 fee s

Retiring a Bill sy 3l 13 0 wls o

- e

[

I.';;L""""!I _.-,ll.:.':.-l.'-l \:-l'l-ll’?-é-% o e B

|

Documentary credit check list (Discrepancy)

1- Is the name of the export and that of the customer complete and spelled correctly?

2- Do expiration and shipping date give sufficient lime to assure payment?

3- Ts the amount of the letter of credit sulficient to cover quotation?

4- Is the description of the goods correct?

5- Is the quantity correct?

6- Is partial shipment permitted. 1" required?

- Is the shipment permitted from any place in the exporter’s country, of from only one
named point?

8- Can property execuled documents be obtained?
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TO CONFIRM WITH THE LETTER OF CREDIT
a. (oean B/C c. Involce CWVO
b. Air waybill d. Packing list

I- Dask rescarch  asl o il 38 S Liles glyls a8 (g Ll
Marketing 2-Tleld research 00 sails b & e

e e i O S el e sdes Sy bl
ol BlE L .:.-'.SJJ | e R SR P L SR ] ..J.lfi_,L AL ;.f).e s
Pin Point — Pilot Service
ls 2y a2 a el Sale drive o s
Avoid aggressive selling
eSS ) [PV Y PEL L SR X e B Y R B

|- The political stability of the customer’s country.

2- The currency exchange position in the customer’s country.
3- Foreign cxchange position in his country.

4- The amount of money invalved in transaction.

whaz aledl dols e O S SE G e Elas o€ 83

L s |

5- Credit status of the customer
6- Prevailing interest rates and cost ol money

7- Terms currently granted by competitors. ( Supplied (honored))

8- The customs of the particular trade

9- Financial position of your country as the export country.

24
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10-Y our ability to give credit

11-Your company, financial position

12-The likely eflect of total loss

13-The potential of this particular customer and the likelihood that more or less credil
will be needed.

b 53 % Flikael 4z 5 aead Slael (5 200 ) Ol o g
i gl 4\_'.},{;:— _| J_':I._ﬂ’r._,q ._'_.,M_-; a 3_}'_: -.5'-‘”"’“" ;s..cll_'l_ ‘—";—b \.:.5_:_,; LF'.L; _._.];'1'; _":| iy x.:._...._| P -.._,_,J..Id,-: Lh"i' =
We are sound linance.
Their financial status is satisfactorily
They are short of capital

D D

:C-_‘{-J.d'li 8 jhad 4sli —

a% -\.A.;_-\.;-\:-I'«.r srila 4.3_'-_'_-'.-7 il __I_I,.I_,'._,._h-/._'L: il u:.atrua'_ \_,‘H\-.: \ﬁlL ‘_,""’_,i"'i a La '..i;l__.'-: 3 = \_p[‘-\-_lln.'" a_éJ.lﬂ _;-,.I _P_._S‘II b i..,_,.l_kl;.:-— .;_,._':,._,'._,-:
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NO. 14 - It would be highly appreciated to instruct vour bank Lo revert us a credit inquiry
{credit status) of vour account, titled to the address mentioned above.
Incidentally the requested document is essential to our records.
Jf.nlu cohs el Sl
N i gl dles g 1 il Dl lze!
I- Del Creder Risk %s 2.le SL 6

2- Performance Bank Guarantee / PBG ¥ 2 7o Y o

3- Good Performance Bank Guarantee / GPBG e jlaoer &

A

ad
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NO. 15- You are kindly requested to specify the terms of payment,
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No. 16: We would like to draw your kind application to the point that, duc to the existing
rules and regulations imposed by the government we are empowered to proceed transaction
merely on the basis of L/C.

Your kind consideration in this due is highly granted.

C_:"'rc Yy pJLg.J.';d.alu'—

Al el GDLEE sl e B an o oS o3l S e e L

NO. 17: Kindly specifies the L/C performance date, forthwith.
E-f i Ulw-fa 4l —

Nires . PR e e e | Ny s u
et b _.Q'.: et .JI ;....=—|J‘/.._f .Inﬁ'&'- i e 3ho Mg b s &Lt ._;I_,-:

NO. 18; In order to expedite the shipment, kindly forward us the advise note on payment of
the requested term of settlement forthwith.

St 14 e hes aali—

ik dslet St DT Full Telex ooel |y o cond g Uil 05 aleeil sla ) 3 2de 0 o o2ls o8 3L 2la 4 5

NO. 19: Kindly be informed the settlement was performed in accordance with the terms of
contract, the [ull telex with follows accordingly.

In this due kindly advise us the status of the ordered goods.
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Expedite: juis o s

Forthwith! i, 3—le,

Advise note of settlement: (L o3 L gl sl polsd
Be informed: L2l o= .

In accordance with: 3 .

Terms of contract: stajl & bt &

Will [ollow accordingly: 1.3 el s aleil "l

Subject: specify the shipment

aosd g B § Joor tpouiy Juad

{Bill of Lading) B/L .l ;L -\-0

Stale B/L: 21 days is over matured B/L
Through B/L: is a kind, which is issued [rom the factory of producer to the

warchouse of buyer. w8 i ol e aaliyl O
Clean B/L: every point is clearly mentioned .4, 58 50 sl aslih 0l & 8
Dirty B/L: opposite ol ¢clean B/L, there is something wrong with the package.

Insurance in B/L:a.,—Y-0

2- All Risk Policy

- WPA: With particular Average 50% Total Loss

-FPA: Free Particular Average  100% Total Loss

.J..ll I ST J,:lel.f WEA Gt e
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NO. 25: Kindly advise, of the lanchorage

Lanchorage # Anchorage

(Motor Vessels — Ship) |& 5 lo= gl 25 plgl Y0

1) conference vessels
the group of state vessels
2) non conlerence vesscls
the group of private companies

a) vessel: schedual (RS TE U SN P S P W S P

b) Tramp
BUIT L - 2;§‘."_§- el '._.3_5.|. WS e M L Ol el g Sl A0S e I el el g a8 dis e LS

¢) Charter
(e gla 08B 225 e o el 8 5 0 80 G 5 Ll il o s gl 208

LF

d) 0.B.O

e 5 o 33 0a5 LSS RS el S aS 208 e P ple 208

-
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NO. 26; We regret the delay which is due to circumsiances beyond our control.

:Er;.:'i“r’ b gk aall —

Ll ,q.-:_\.ﬁl_;_:"'- \F‘_Lg\]ﬂl Lot s Il_; IL.__H:I_;.A j:"'-:".'.'. ..,'_,:LF-')‘..L:II L-..,‘.'-I-.i_;-: J.é_:—_,: ¥

NO. 27: Upon the receipt of the additional data you will be advised accordingly.

:!_5-—"'- YA el J.nL'a;

.-5_;-'.5 ‘:.-.:-#.-kl l"-_;/'-#:.é l_:LlJL:"_: {f‘: F':J'_i )S-._LLD I.g._,_.,-'...:l.l.‘.i ,_:IIL-.N-_}-l II.G-A..; L] I_.:, & g ;_F:M}Lim I..A ‘5'...'._5

NO. 28: Further to our decleration, we emphasized on delivery.

:c_-"l'f.fql ¢JIUQ-:I dals -

B B T B R LT L e e AR L e S - TR

NO. 29: The shipment will proceed upon the receipt of the full telex of the indicated L/C.
HecPal oo jhadd aal

.:,—M‘__:.S‘-.' YT ‘:3 ﬂ\_-r‘- -"l\ . '__"\-Il .'_',5".'_-\ II—: I__} " \-:\-_;I-:im- ,:t.:_-llJ-L;::ﬂ Lﬂ' .'."l‘__q—';i e .I__'__‘;_'E -‘u..'m:nhﬁf ::_j_; Ll E ILII- _:IS et | 'u_.\_"' a3 AE! AJ:._;L'A.,-":-

NOQ. 30: We will be empoered to ship the Goods on board of (orient 8) which is due on 234

August __if we receive the shipping documentation by Thursday.
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NO. 31: Considering these product not to be in our field, albeit we are empowered to accept

them if vou reduce the price.

Albeit: However, Although

Ic_:'.'_.,-n"lmf 0_.1".-;-:-' Lali —

o s amt SV S Uil atls e 5 Lila)

-

bl 5, 0 e 3 B WL Li;'l_a;,;,',_: P S W P | PURe
._:l_:_;-,...,'-u :_:Lilc_‘j_;__l b 2 0m -_-rl--—1_ % ‘;JL 23

-

NO. 32: Kindly be advised, if the agreed delivered goods do not meet your satisfaction they

should be returned on your account within 3 days upon your confirmation of receipt.

'.E‘I"fd-rr #JL@...';': acli —

4 R LA T3 lsal s sl R gy
e ;rwu,:;Lﬂifl_;!)_lﬁgf‘_,&lJ..;_;,JlfWJJ&S.@J.5

NO. 33: Kindly be advised no discount could be offered for the small quantity requested.
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- The need for objectives and planning.
- The need for field research.
- Planning field research.
- Product design and presentation.
- Packing and product presentation.
- Trade markets
- Trade fairs
bl el e

Desk research — Field research — Pilot survey — Pin Point

I.,...:,_} ;!-| .‘n_;l_g .J\_llﬁ__' |_; Pil‘i Pf}in[ J_.Iq_,-"'-_;.ﬂ
L st Jﬂw—.ﬁ (S Ay | L A_;Pﬂ(}kﬂg[: 3 ke 2 Lok AT i Pﬂ'ﬂkiﬂg sl

Planning Field research:

1) decide on the objectives of ficld research

2) Decide what kind of people will be surveyed and where they live,
3) Decide on the questions to be answered.

4) Decide ITow it will be used — by mail or by personal visil.

5) Tabulate the result,

&) Diraw the conclusion.

* Markeling Communication Mix

1) Personal selling
2) Direct advertising
3) Trade fairs

) Puint of purchase

Point of trade

Mass media

“arget Market
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I- insurance
2- consuming goods
3- introducing
4- specialized equipment
5- detergent
fi- books

- Point of purchase: Analyze your sale drives By Aggressive selling

- Trade point: Place you go in to the factory

- Mass media: introduce yoursell .= b3l Llos

- Editorial publicity: ,ls JI8 s = walf 5 3o b (aalizg, Joe)

- Point of purchase: : .. &' -

Marketing Plan;

a)

1)
2)

3]

by)
3

2)
3)
4)

3)

Product analysis 08428550,

Where can I buy these products?
What is the local cost of this product?

What is the sclling features?

Foreign market analysis o8aus sle

What countrics have the greatest potential?

What type of people will purchase these products? What do they like about the
products?

What is the best way to distribute the products in each market?

If [ decide to use a foreign distribution company, How will [ find one?

Will I need to travel abroad to find markets or distribution or to conduct rescarch?
Can T find a reliable distributor that will do this through the mail for me? Agency or

representative or distnbutors.

43
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Pricing / Terms:

- What variables will effect pricing?
Domestic cost, shipping cost, overhead costs, cost of financing and so on.
2- What types of taffies or trade barriers, are there in each country?

3- What terms will I sell on? How will [ be paid? L/C from buyers.

Competitive Analvsis:

1- Can I be competitive? (analysis the competition)
2- How large is the markel in current?

3- Can I expand this market or will T be taking a share of this existing market?

Competition Chart:

1- Price
2- Service
3- Quantity (or Qualily)
4- Spend of delivery
5- Experience
6- Knowledge
{- Contacts
8- Resources
* Contact: are vou able to pull a few string influentials?

Tasls 358 Al L]

Product design: to meet the demand of market, for give detail of the product (a lot}) attractive

to purchase

44
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Packing and Product:

}=

The characteristics ol the product itself

2- The made of transportation

3- The climatic conditions during the different stages of journey

-

The customers requirement, government or other regulation

Marketing requirements:

Made ol origin ... ... indicatcs the country of origin of the particular goods.

The mark of origin must be:

a) Legible L=
b) Indelible ~s!; Slis

¢} Lasily seen

Foreign Market Rescarch:

LAy
1

Does the product have sale potential in the market?

Who is supplving a comparable product locally?

What is the usual sale channel for distribution of this type of product in to the
target market?

What is the current price for a comparable product in this market?

Are purchases ol such products primarily influenced by price or other competitive
factors, such as gquality delivering service promotion, brand and so on?

Whal is the best way 1o obtain sales exposure { & _L- ) in the market [or the type

of product?

Are there any obstacles to sales of this type of product on this market, such as
quotes, duties or local regulations that might impede perlormance?

Who might be interesied and gualified to represent or purchase this companies
product in this market?

If a licensing or joint venture strategy seems desirable for this market, who

might be interested and qualified partner for your company”?

&
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NQ.34- We would like to draw vour kind application * to the point that, on the basis of FAS terms
the dock dues are on behall of the buyer.

#* Because it is a rule.

.l:'.f_u\.m.:;_; e l_l,-.-..-ull.'..p E,]'_l[i'iﬂg o l‘i 3 '\_IH'\.F"IV-" S‘ubjecl- '-.,-{_ ,_Iﬂj.! aall ;_.l_:l_;.f |_,!|-.'3-

Subject: 1CC Term on FAC
Ending: Your attention (o the subject would be highly appreciated.

ICC ; Initernational chambre of Commerce

Do T alad aali
A

les o e 51 Jodd Ll a8 W08 ool <8 ol S5 a3 il o Ll Lt glalE G50 Sl
.J..,_..,-..; _J}.-..'-'..S- LJ'-‘I .‘-'_;-I_: I"]
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NO.35 — Further to the existing rules and regulations implied (preformed) by ICC . all the delicate
products should be transported by air on the basis of CPT.

Ending: Your kind contemplation in this due would be appreciated.

:@-Jar-l.e_}mducu

bodsp hal Sl Sha ey Ok pelabe gl o L 8 Slasla b s iyl Le b 2 4 A, 2002 wle Ll

AL e e CPT 5 OFR, FOB 1l ¥ iy 5 s chasitie @l !

(R T

NO.36 — Further to your firm quotation dated 4Aug,2002. It would be highly appreciated if you
could issue a P/1 with the below mentioned specification for the same quantity as specified.

Incidentally the postulated document should be computed on the basis of CPT, FOB, CFR... USL.
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Subject: lssuance of P/
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Ending: Your kind cooperation in this dug is highly demanded.
[ssuance of P/l 3580 e s
Is demanded RS L
Incidentally = meanwhile, mean... ki

As specified s & adede a5 480k

FLL e O R

As agreed Ak b e F a5 e
As vou are informed At pitlas o W)L
As raised (i Rl R Bt Y3 s 5 ok
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NO.37
UK company

Date: 3%, July

To: Agent company

Attention: The high Commissioner of Agent Company

oy

Further to our recent alternation on the orzanization chart, we would like to inform you the

Subject: Announcement
Dear Sir,
captain khalili has no legal authority on behalf ot;cﬁtr company.

In this due vou are kindly requested 10 make contact with the below mentioned person in case

of any queries.

;,,_.Ij_gl 2l ali AT ] e CR ‘;._1' 3 e dals iy \_'!|J§|_;L: e ;_L:_l Lo - 255
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s Jsl 3L s Further e 53 a2k - Vs i i B gles il e e S

paz ol 5L o5 In this due

el sdslie |
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NO.38 - Kindly confirm the delivery within 5 weeks upon the receipl of the order.

f o el el SubjeCl Sl ol S e

Subject: Expedite on Delivery
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NO.39 — Your quoted prices should be on the basis of CI'R & FOB.
e el ebaSubject S VL el gl Jis
Subject; Shipping/Quotation Terms
S e £ oeplad deld
] P e R e e

dlad it 2N i
NO.40 — [Further to our mutual business contract, kindly advice the opportunity of delivery utmost

3" July 2000.
Subject: Delivery Terms
4 (:5:__.6 £ :_:.Lq.-.;' aali

S | ECets] B 46 LY W P 4_?‘>'\;-|r_'=_,..a PRI SPOT-L-A0 s LT B L R =
NQ.41 — As we are the major distributor of this kind of product, we would like to have condition of

being vour exclusive representation.
2% P

Subject: Exclusive Representation.
= (q-_ﬂ-:l‘-;.a E.T -5'_-.1.4..; -‘..,-?ll."p

I VO RURT TR  JON RRPEN i [P SR, S AR IR CIEC I R RO e RS gL
NO.42 — We could penetrate this potential market on the basis of good quality and competitive

prices, we do assure a good conclusion if your quality matches the prices.

Subject: Marketing Scheme
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Business Letters

~rd

1- Your urgenl assistance Utmost 3" July would be highly concerned.

2- We are very much grateful to introduce ourselves as one of the leading trading

companies in the Geld of textile in assorted sizes to meet the demand of unisex.

20 vears of solid experience has gained us a good reputation in this market

orientation.

Your esteemed name company was introduced to us by EPCL

Of course we cherish much chance to cooperate, do not hesilate to contact with

the undersigned person if need any querics.

A sample of our product would be forwarded upon your request.

e [EPCI: Export Promotion Centre of lran.

s Custom oriented

3- We would like to acknowledge the receipt of an incomplete data kindly furnish us

more detalled one.

4-  We would like to acknowledge the receipt of your quotation requestled dated ...

[n this due you are kindly requested to issue us a P/ [or the quantity of 80 sets of

1V with below mentioned specitication.

Ly
|
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Upon the receipt of the ordercd goods, it was learnt to our understanding that

-
:’}_

the gnods do not tally with the sample.
Your explanation to this respect is highly demanded.

6- ... is the most experienced company operating in teday’s world wide perishable

product marlket.

Ower the past 20 years the company has successfully undertaken projects of all sizes

and levels of complexly in over ... countrics,

We are empowered Lo provide vou our products in different package, Can or Raw.

You are kindly requested to quote us keenest price list for the quantity of

2000 CNC machines on the basis of CFR Bandar Abbas in USD, needless (o say

T

there will be no attention on the quotation received after the 25" of July.

8- In order to penetrate into this potential market, you are kindly advised to

inform us How much Discount you are able to offer?

9- Hereby we would like to inform you the ordered commaodily dated ... 15 in

transit.

Details of the shipment is as attached.

Kindly confirm the receipt by return.
10-1t would be highly concerned if vou could issuc us a quotation on the basis of

FOB ...... in USD, for 4000 LG Monitor, the quoted prices could be of vour
keenest in order to penetrate in to this potential market.

Consequently the requested document should reach our office utmost 31 July

2000,
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11-Upon examining postulated quolation, it was learnt to our understanding that
quoted prices should have better position. If they are more compatible, in case of
your approval kindly issue us a P/l for mentioned quantity on the below

mentioned basis.

Irrespectively vou are kindly requested to forward us Fake P/ in order to finalize
the terms. avoiding any probable discrepancies in prior to the certification by the
commercial attaché.

12- You are kindly requested 1o acknowledge the receipt of the quotation Enquirer
ahout dated ...

e linquiry — Quotation

13- You are kindly requested 1o dispatch us a conscript data of your product titled to

the directorate of this organization address as:

14-1t would be highly appreciated 1o instruct your bank to revert us credil enquiry or

(credit status) of vour account, titled to the address mentioned above.
Incidentally the requested documen is essential to our records.
15- You are kindly requested to specify the terms of payment.
| 6-We would like to draw your kind application to the point that, due to the existing
rules and regulations implied (imposed) by the government we arc empowered to

proceed the transaction merely on the basis of L/C.

Your kind consideration in this due 1s highly granted.
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17-Kindly specify the L/C performance daie, forthwith,
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18-In order 1o expedite the shipment. kindly [orward us the advice note on payment

of the requested term of settlement forthwith,

19- Kindly to be informed the settlement was performed in accordance with the

terms of contract, the full telex will follow accordingly.

In this due kindly advise us the status of the ordered goods (specily the

shipment).

20- Considering potentiality of this markel, you are kindly advised to alter your

packaging if vour aim is market penetration,

21-You are kindly requested lo amrange (organized) a demo to observe the
performance of the ordered machinery.

e Demo: date as well as presentation.

22- Tn order to meet the demand of the regulation you are kindly advised to obscrve

the necessary measurement in this due.

23-1 15 over 90 days since vou have confirmed the receipt of the ordered good bul no
sign of payment we regrel to advise. we have no alternative but taking legal

action unless vou settle the over due balance, up to the end ol this current month.

24- Turther to vour fax dated ... which was guile unprofessional especially to us,

acting as vour customer for well over 144 solid months of activity.

Due to the banking rules and regulations performed by the authorities has
il
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brought up this existing situation in which all settlement are posiponed by some
months.

You are kindly requested to consider past mutual relation before taking any
action.

* Rough massage

25- Kindly advise, of the Lanchorage. (Opposite of anchorage)

26-We regret the delay, which is due to circumstances beyond our control,

27- Upon the receipt of the additional data you will be advised accordingly,

28-Further to our declaration, We emphasized on delivery.

29- "The shipment will proceed upon the receipt of the full telex of the indicated L/C.

30-We will be empowered to ship the goods on board of (V8) which are due on 23

~Tid

August ... it we receive the shipping documentation by Thursday.

31- Considering thesc product not to be in our field, albeit we are empowered 10

accepl them il you reduce the price.

* Albeit: however, although

32- Kindly be advised, if the agreed delivered goods do not meet your satisfaction

they should be returned on your account within 5 days upon your confirmation of

receipl.

33-Kindly be advised no discount could be offered for the small quantity requested.

a1
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34-We would like to draw vour kind application * 10 the point that, on the basis ol
FASY terms the dock dues are on behall of the huyer.
- Because il 15 arules
- Subject: ICC term on F/S
- Ending: your attention to the subject would be highly appreciated.
33- Turther to the rules and regulations implied (performed) by 1CC. All the hospital
product should be transported by air on the basis of CP.
36-Further to yvour firm guotation dated ... it would be highly appreciated if you
could issue P/ with the below mentioned specification for the same quantity as

specilied.

Incidentally the postulated document should be computed on the basis of CPT,
FOB, CT'R and USD.
- Subject: issuance of P/1
- Ending: Your kind co-operation in this due is highly demanded.

37-Dear sirs,

Further to our recent alteration on the organization chart, we would like (o inform

vou the ... has no legal authority on behall of our co...

. In this due vou are kindly requested to get in touch with the below mentioned

person in case of any queries,
38- Kindly conlirm the delivery within 3 weeks upon the receipt of the order.
39-Your quoted prices should be on the basis of CFR & FOB.

4()-Further to ow mutual business contract kindly advise the opportunity ol delivery

utmost 3 July 2000,
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41-As we are the major distributor of this kind of product, we would like to have the

condition of being exclusive representation.

42-We could penetrate in 1o this potential market on the basis of good quality and
competitive prices, We do assure a good conclusion if your quality matches the

prices.

43-We would like to acknowledge the 5% discount granted on us. Considering our
activity and our mutual collaboration vou are kindly requested to confirm the
recommended reduction of 38%.

o Subject: Further Discount Reguisition.

44- Further to our requisition, we would be very much grateful il you could forward
us a prompt reply considering your market:
1) Capacity ol the market
2) Import customs regulations to your country

*Subject: Requisition Document

45- We would like to confirm the receipt vour inquiry data requested dated ... in this
due kindly fumnish us a more detailed one.

46- Further to vour delegation in this due kindly furnish us a schedule arriving to ...
detailed on carly next weck. We would appreciale consideration of your timing

and naming us.

47-Further to vour letter dated August 2000, we regrel to inform you that the new

branch of our data is under print. The data would be tforwarded upon the release.

&3
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- ISSUANCE OF PROFORMA INVOICE=P/1 , 25U b sk
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Consignee Address :

Invoice No.: 14/04/2001

Unil Price : .
Matter Quantity Barrel Total USD
per LISD

0il 2000 15 30,000
Total | 30,000

Thirty Thousands Dollar Only.
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NO.43- We would like to acknowledge the 5% discount granted on us. Regarding our
activity and our mutual collaboration you are kindly requested to confirm the recommended
reduction of 38%.

— L e Sub_jl.‘.-{lt LE-*"é i e A

Subject: Further Discount Requisition.

" @';ﬂ £ n_;'..o.i el
ol §af raile s Sl Lo aS e Mt Lo el st L L ey e Rds Siletlbl o i Zal
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NO.44 — Further to our requisition, we would be very much gratetul if you could forward us
a prompt reply considering your market.

I- Capacity of the market

2- Import &customs regulalions 1o our country

Subject: Requisition Document

L £0 s yled aald
P Y- S L L B B | L B L S0 [ oS- R . e -1 SkA) s S e
el Jhwsl Al

NO. 45- We would like to confirm the receipt of an incomplete data requested dated. ..

In this due kindly furnish us a more detailed one.
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NO. 46- l'urther to yvour deligation in this due kindly furnish us a more schedual arriving to

... detailed on early next week.

We would appreciate consideration of your iming and naming us.

1- Ashlv.A (1993)Commercial Correspondence, Oxford,Oxlord University Press.
2- EPCI(2001) Export Training, Tehran.Export Promotion Centre of Iran.
3- EPCI(2001) International Business Correspondence, Exoprt Promotion Centre of lran.
4- Technical Repot Writing NewYork
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