Qunnthh LULRIMNESSUL
GpluwGh whnwlju G hwdwyuwmaul

NAauulu {USutvhcut,h NAUSULRAELUUND A6/
UuLaLELEL aN,ourLue LVUUUYLELN T

Syjuy hngjuwomd plGwnplyymy b wupmnbuilpul-qnpowmun hwuuupnplbnh
ndfi mwpunnbuwl hwlnhuwgnng gnpowpun Gudwlwgpnmppul nowliwl hunnlw-
Gholhpn npbu pdwumwlunnigyuwopw il wnwldGuwhwmmpniGGEph  wnwiby
widpnpowlpul L wpnynm Gufbn Ghplwjwgdw G wuwpdwG: <npjuwonmd huamlnpnpynndf
bl wnwybpugnyy G Ghpgnpompymi wupwhnyng jEqyudhuninplGspp, npnlgny hw-
nnpnymd b plipumymd Fwlhpwdbym pnjuwGnulmpyniln: Leqyundwlul hGunplGaph
qnpowodwl hhdGwlnud dhunmdGhpn pnyyy 6 mughu vwhidw (b gnpowpun Gudwly-
Ghpp  plmipwgpnng  hbmlyuy  ndwlwl  hunnlwGhyGhpp”  wuwpmnbGuiljulnipyni 4,
humwlmpini G, apqmunmpnil b wpmwhwymswljulnipyni G:

LPuwliuh punbp. qnpowpwn GuwdwlpuopnmpniG, pbpuwlubuiul jwnngglbnp,
Juwnuwwwpnuwhl punwluwwywlgnpm GGG6p, ndwlwl hunlwGhyGep, wwpmnlu-
quwlmpil, huvnmwlimpimdl, dyqunmpnil, wpnmwhwjuswliwinpml, hnqun-
mwhwjuswilwl Ghpgnponipinil

Luquyui Gyniph ghnwwb nundGuuhpnipjul ppowlGuymu qquihnptl
dto L wmmwppbp gnpownwywl ndtph Gjunmdwdp gnigwptipynn htmwpppnpne-
pjnilGp” wmbpunbph  hdwunmwuwengquopwjhl  wnwldGwhwwnmynipjniGGtph
uwhdwlidwl, pnjulnuynipjul wpmwhwjndiwl (tqundwyul hGuwplbph b
ndwlwl hwnmliwlhpGtph pugwhwjmiwl nunmupjwdp: Gnpownwlwl ndbtph
hwiwywpgnd gnpowpup Gwiwwagpnipnilp hwlnhuwlnd £ yuwyunnlGuyuwi-
gnpowpwn thwunwpnptph n6h mwpuwntuwl L wpnwhwjumynd £ gnpowpun
néhG hwunmy (kquidhwynpltiph wdpnnonipjwip:

Ltqyh qnpownwlwl Ynnih htwn L wnGyynid ndp, npp  funuphG
wywpwuntG mbtup £ hwunnpnmd” shwgGhnyg L wipnnowgGtny funupn Juqinn
dhongGtipp /I'ayzen6maz, 1978: 61/: MuwyunGwlywl ndh powlwyniy’
ghnwjwi L yw)unlwlwl thwunwpnpliph ndbpp hwyunpybny qtinun-
Jhunmwlwl L hpwwwpwlwpunuwlwl ndtphG, wnwldGwlnd GG hpklg
ndwwnwppbpwlyhsy hwwnlympmbGGipny nm ndwywl  hwnyulh)Gipny
/CupotunuHa, 1982: 12/: Munh jnipwpwlyjnip gnpownwul nd pGnpnpynid
E ny dhwjl wyn ndhG hwwnly jhquihwynplGbph gnpowonipjudp, wjl
ndwwl hwwmlwlhpGtph wipnnompjwdp: Swulwdjullbph pGpwgpnid
gnpownwlwl ndtphg jnipuwpwlyniph nwunwGwuhpnipjnilp, hGywbu L
hwdwnpniip hwlglgnt) 6 ndwjwl hwnwlhyGeph uipwynpiwln: Cuwm k.
N-hgtith ndwwl hwnwGhyp fjunuph /nbpunp/ uqiwbpyiwl npuyulywb
uljqpnilp £ wuwjpiwlwynpwo hwnnppulygdwl npnpunny, funuph gnpow-
nnipjudp, wwjdwllopny L pnjwlnuynipjudp /Puzens, 1978: 79/
‘Lhpjuynudu (kiqupwbitpp qpunymd GG ny pb wupquutiu gnpownwlw b
ndp  pGnpnpnn (hquiwl  dhonglGtph  pywupldwdp, wj ndwlwi
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hwunlwbhyGtph wipnnowlwl L dwlpwypyhm Gwpwqpiwdp’ hp pwqiw-
wmtuwl npulnpnuiGtpny /Haep, 1981: 3/: Ujlyhuh ndwwl hwnwbGhy Gp,
hGswhuhp GG wpmwhwjnywywlnp nilp, hniquyulnipjnilp, mpuwdwpw Gu-
Julnipnilp, yupnn GG pGnpn hGh) pb’ ginupybunwwl L pt’ ghnwljwl L
wwynnlwlwl hwumwpnptiph ndtiphG: Otl mbuwwinptl wnwownpynid £
npn2wih uvwhiwlwthwlynd. wpnmwhwjynywlwlnp il n hmquiuwine-
pjnilp ytpwaqpbiny qinupytunmwliuwl ndhl, mpuwiwpwliwlwlnipmniln qh-
nwliuwl m wwiwunlfwlwl thwumwpnptiph ndtphG: UjnmwditGw)Ghy wjG-
whuh hwnwGhpGtp, hGywhupp G606 pwpwppwiph hunmwynipnilp, thwumbtinh
G2qnuunipjnilp, dnptnh wpwdwpwiwliuwl hwonpnulwlnipjnilp, wijwu-
Jqwo, wwyumnlfwlwl-gnpowpwp ndh wlpwdwlbh dwul GG Juqinud:
MuwyunnGwlwl-gnpowpwp ndhG wyjwlnuwpwp Ytpwgqpynn pnpp wju
hwwunlwGhyGtpp unynpwpwp ghnwjub nuntdGuwuhpmipjniGGtph Gpuytum GG
hwidwpynud: Uww)l dwulwynp nhypbph, wjuhlpl gnpowpwnp GwdwlyGbph
wpwldhl fudptiph U wbuwlyGhph pGlnmpjudp L hGwpuwynp nunlnmd
pwgwhwjnt) (tqgundwlwl wnwlGdGwhwmynipjniGGtpt nt pGnpn) ndwlw6
hwwunlwGhyGtpn:

<nnyuonmd pGawpyytiint GG wnlanpuyhG ninpup gnpowpup GudwyGephG
hwwuniy pwnwjhl GGpwptpnbph, ptpwywlwlywl Ywnnyygltnh, Yunuw-
wuwpwjhl punwljwwwygmpniGitph gnpowodwl hhiGwlwl dshumdiGtpp L
w6 ndwwl hwnlwbhGtpp, npnlp ndwljwqihy L nwwmwppbpwyhs nbp 66
Jwuwpnud:  Gopowpwnp  Gwiwjugpnipjwll wowownpynn  hhiGuwywab
ndwljwl wwhwlol wpumwhwjniwl G qpumpniGG nt hunwynpymdn,
wmbpdhGGoph m Gpwlgny YJuquiynn JunniyygGtph, Juynmb L junuuwwpwjhG
pwnwuuyuwygmpmGitph qbpwlomil L wjn funupnud: Uwlw)l Gudwyh
nnhwlnip pdwunmwjhG pnyuwlnuynipniGhg m Gwdwlwqgph Guuwwumwlyltnhg
Jwhujwd, npnp (kquihwynpltp upnn GG dtnp ptipty jpugnighy hdwuwmGhn L
hniqupumwhwjmswub Gpptpwiqltn: Npn) nhypbpnd Ww)wnGwywlnpjniG
ndwwl hwnywbhop yupnn £ wnwyt] jud ywiwu 2tpwmdwo 1hGty, wjuhlpG’
duwdwlwlyh plpwgpnd hwnnppuygynnGhph thnfuwqnbgmpjniip Jupnn L
thnthnjuyb], hwlqtgltny wnwyt jud yuywu yuwpumnlwlwlnpjwb, npG hp
wldhowlwl wpunwgnmnuil £ qulnd funupnid, wpnmwhwjnyting hwnnp-
nugwlwl Gnp hwnwbhyGtpny /Yule, 2002: 59/: Uju wnnuing Juplnpymy t
wpunwitiqquul qnponGGtph ghpp L wyn hwunp hwunwwmynmd b Gpulnyg, np
ndép Wpunwytiu hwinbu £ quihu pnulnuynpjul L wpnwhwjndwd, (kqu-
JuwGh L wpnwitquyuth dhwubnipjudp /Cepnodunies, 1982: 63/:

UnlnpwjhlG nnpunlG wpmwgninn GwdwlyGiph pdwunwjwnmgywopwjhG
wnw(dGwhwnynpniGlieph nuunudGuuhpnipynilp dtq pny) L muwhu wnwGé-
Gwglt] gqnpowpwp G(wiwljugpnipjnilp pGnipwgpnn htwnlywy snpu ndwlwG
hwwnwGhyGtnn wupmnbuwiwlnipyml, huumwlnipnil, dyqunnipinil L wpuow-
hwyupswlwlmpymd: Uju hwnwGhyGtph dhongny gqnpowpwp GudwyGtpnid
Gipyuywgynn pnjwlnuympiniGp hpdGwynp t L thwunwpywo, wihpudh)-
nnipjul ghypnd ywwmtpwynp L wpmwhwjmpy, hGyybu Guwb wnwyl jud
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wwlwu ywywnnlwlwb: Uju ndwjul hwnlwbhGtpp hwdwju wjlpwb thnfu-
quuwuwygwod L dhwulwywl GG wpunwgnynmd GwdwlyGbpnd, np gpuig
nwpwiowmiwdp nwumynid £ pndwlnuyjwjhG wipnnowlwlnipjnilp:

NupyumnbuwliubmpiniGp uplnpugnyy G n6wuwl hwnlwGhy t, npp jnipw-
pwlgynip gnpowpwn Guiwyh pwnugnighy dwub t juqini: Uj6 Gudwynid
Junpnn £ wnwyt] jud yguwijwu wpnmwhwjnywo hat] yuwydwliwynpjuwo hw-
nnpnuygynnGtph thnfuhwpuwptpmpymGatpny: Gnpowpwp GwdwlyGtphG pnpn)
Junuuwuwpwjhl punwjuuyuwygnpjmbitppn’ wywhnybny wupptipnipjniGGtph
vhol. hdwuwmwjhl Juwuwp, dtowybu odwlnwynmd GG Gwdwlh wwpwmnlw-
Jwlnpjwlp: Uyn wpnmwhwjnmpymGiinph ywpqbgywd mwpptpulyitpp funu-
phG hwdwfu Jupnn GG hwunnpnbp ywjwu yupunGuwyuli b wowyt] dntpdhy
tpwlq: Lwiwynmd wuwyunGwlwlnpmnlp GGpwnpnmd L Gl tplnygpGhph
hptig Ywulwghnwlywl wijwindbGbpny Ynynudp, nipe L Pppunuumywd vn-
nbtgiwl, pwnupwywnph L thwunmwpyywo funuph wpnwhw junnudp:

Junnpnynn  pnyuGnuynipjul  Avmwlimpypuld hwdwp Juuyuyngynd L
(whnpy Gwdwljwgopmpjwl wiuwphyp, wihpuwdi)mmpjwl ghypnd hwpgnud
Jwd hphptgmd E Juuwpymd  Gwjunpy yuwwuybplbph qujhG wwjdwlw-
UnpjwonipyniGGtnh juwd wolw njuwjwiwl qltph, yuwunyhpjwdo wupwlp-
Gtph owywiGtph, dh pwpp wj hwwnlwlhyGiph b wowpiwl wwjdwGGtph
dwuhG: <unwynipniGG wpnwhwjnynid & gnpowppltphG wnGsynn wwjdwi-
Gtph, thwunbtph n qubGuqui gnpopGpwgltph Jwpwnpiwdp, npnlp wnwyt-
wagnijGu YGywumbl fulinph wpwq pGpwgph:

‘LwdwyGtph hhdpnd pGywo hunmwympniG hwnyulhph htin wipwdwGt-
1thnpkG yuwywo t drgmnnipnilp, npp unniyq, hwjwumh thwunmbph GEpuwjw-
gnuil E: Bpqpuumpjnilp pwgwnmd b wGhhdil GpwnpnpynGGtp, dnunwynp
hwpquwpyltp L syuwndwnwpwijws vty GwpwlnpymGGhp:

UnnmwhuwymswliwGmpinGp Guuunmy L npuwnpnipjwl wpdwlGh pnju-
nuimpjul hwnnpniw6n: Uyu Gyuwwunwihl ownwjynn hGwplbppn nwpwlow-
wnnd, ptpnmd G0 wnwGdh (kquidhwynpltn’ fjunuplG wowyt] hunwyy, gujnnil
L yuwwuytpwynp nupdGtinyg: Unwowpyh L Juwdwneph GwiwlltplG wlhGwnphG L
wuwwnybpwgltp wowlg ndwlwl vhonglGtph, npnlip wpnwhwjmhpy L wWuwnmlyb-
nwynnp nupdGtny funupp’ Ghpuwgnmd GG pGptipgnnphG: Upddwl GudwyGhpnid
Lu nbin £ qnlmd yuunltpwynpmpjnilp, pwpgltn dtpdiwl thwuwnp, vwlju)i
(pw(g pGnpny E Gwl wiywGuwnmbtubihnipnilp, npp yumhwh dhisk yting mpw-
nnnipjudp Jupnu) Guiwyp:

Gnpownpwnp Guiwlltphg pwunyuo ophGwlltph pGGwnplydwdp hhdGuyn-
nhlp ndwlwl hwwnlwbh)Gtph dbp pGupnipniGp:

Gnpowpwnp Gudwlyltph wlpwdwlbh dwu GO Juqind qubuqui
wnlnpwjhl gnpoplGpwglbtp pGnipugnpnn ptpwuwluwywi YunnygGhpp, Juyma
L qunuuwuwpwjhl punwuywygmpmniGitpp: <wunnpniwl L GipgnpodwG qnp-
ownnipltip hpwglnn wju hgyuihwynplbpp hwlghuwlimd G0 gnpowpunp
(wdwljugpmpjuwl JuplnpugniyG ndwnwpptpuyhsy punugnighsGtp L wp-
nwhwjnnd G0 yw)umnlwlwlnpjuwl npnpwlyh wunhdw:
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Lwpgmi  wpumwhwjnnng  phpujuwluyul Ywonyglbhpp pwnupwywph
nhind-fuGnpubph dubp GG: <wpgiwl GwdwlyGbph Gyuwunwyl b yupgbp wa-
hpwdtym nyjwltip wypwlpltph mbuwwln, qGtph, ydwpdwl nt wnwpiwl
wwjdwGbbph Jepwpbpyug

1. Will you please send us your catalogue and full details of your export prices
and terms of payment, together with any samples you can let us have.

2. Will you please state your earliest delivery date, your terms of payment, and
discounts for regular purchases.

{wpgnuip npwbu punupwywph fulnpubp pgmGwo b jumwpty “will”
tnwGwywynpnn pwjh b “please” pwnh hwiwlgiwdp' “Will you please send us

2

.27, “Will you please state ...?7: UhllniyyG wpumwhwjunmpynilp Jupbh
thnthnfut] tpynt hGwpwynp mwpptpwyny: Uh ghypnid” fulinpulphG wnwybg
2i)ymyuo yuwywmnlGwlwl Gpptipwlq hwnnppbim Guuwnmwyny hwpgnip Ju-
wwnt] “would” Jud “could” tnwGwlwynpnn pwjtph hongny, huly Wjniu nhiy-
pmd’ hwpgiwl dhy wwpgtgmd Juwwwpl] “Please send us...”: Upnh
gnpownpun (hqynmi Gyuwwmbih E Gpup yuwunwliwli wpmnwhwjnnipynil-
(tphg wquuytint thyunmd' thnfuwpbklp oquugnpobiny wnuwyt; wwung wpnu-
hwjnnmpniGGtp n yunnygltp: Qwnh Gwiwguumpjul dbe ywpgtignuip sh
hwiqtiglinid wwunlfwywl pwnwpwywph ndh Ynpunh: LYwo wwpph-
npwlyGbphg jnipuwpwlsyympl wpnwhwjmnd E yuwyunlwlwlnipjuwl npnpwih
wumhdwl L wyn wnwppbpuyh pGuopnipyniGp uwpdwlwynpjuwo b wpunw-
1iqquul hhipny:

Qnpowpwn Gudwlyibpnd hwugbwgpnnp Yyunuwybu hwiywo t Gudwyb
wyjwpunt] wyGyuwihp, hwpgh mond Jud hwdiwgnpowlgnipjnii wpumw-
hwjmnn npll junuuuwpwihl pwnwjuwwlgnipjudp, npp JuwhwwGh
Gwiwlyh ywrunlwjuwlnmpnip L junnigyuwopwjhl wipnnowlwlnipjnln:
Jwny £ Gub Gpb), np Guiwyh wupunGwiwl tgputhwuynidl wnwytjugnijGu
Gtpgnpomd £ hwugbiwwmhpnep L jpugnighy wlquyi dhowglnmd Gpw Ynnihg
wpwq wpéwqulptin hwjuwlwyuwinpjmbp: Uu Junuwwpwjhl pwnw-
JuuwwygnpmGGtph pGunpmpmnip juppwo tE Gwiwyh plphwlnp hdwu-
nwjhG pnwlnuynpnilhg

We look forward to your early reply.

We look forward to hearing from you soon.

We look forward to receiving your initial order.

We look forward to receiving your quotation.

Muunytnph hwunmwniwl, wnwownplh L hwpgh ngpujul Yupquynpiwa
Gwiwyltpnd Juunwpynd GG ny dhwjl Gnp wwypwlplbph, wylk’ htnwqu
hwiwgnpowlygnipjwl, wuwwmyhpwwunihG pGnwnwe qlwint wnwownyltin:
Gnpowoynn Junuuwuwpwihl puwnwluwuyuwlgmpmbitnppn GuwiwlyitphlG hw-
nonpntiiny wuwunlwlwlnipjnG’ wpmwhwjmmd GG Gnpwlnp wuwmytipnGtph
wlGwihp, hGywbtu Gwb yuwiunGwlwl hwpwptpnpynGGbph wpniGwlu-
JuwlnipjnG
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We look forward to serving you again.

We look forward to hearing from you again soon.

If you have any questions please contact me.

Please contact me if I can be of further help.

Please contact us if you need any further information.

Gnpowpwnp GwdwlylGtpmd fulnph  modwl wylwhp hwugtwgpnnp
Jupnn L wpnwhwjmt] punupwywph b hwpquihg hwjg, ulnpuip wpnw-
hwjwnnn “if you will/would” Junnijgh dhongny' “I shall be glad if you will ...”,
“We would appreciate it if you would ...”, “We would be grateful if you would ...” L
wjiG: Uju quonygp qujlnptG gnpowoynmd b hwpgh Jupquynpiwl nhind
GwdwylGtpmy”  thnfughoiwl, hwdwdw)lmpjuli L hwpgh YJupquynpiw
phinuiGtph dwu Juquibny L hwnnppting jpuwgnighy yw2unGulwlnipmniG
GwdwyGtpha’

1. These parts are vital to an order we are currently working on. We would be
very grateful if you would airfreight them to us immediately.

2. I am enclosing a list of the damaged goods and shall be glad if you will
replace them. They have been kept aside in case you need them to support a claim on
your suppliers for compensation.

3. As a result of this situation we sustain heavy losses because we cannot fulfil
our contractual obligations to our clients. In this situation we are prepared to retain
the goods if you will reduce the price, say, by 40 %.

4. We would appreciate it if you would send us the required sweaters and take
back the wrongly delivered goods.

Lunuwpwywph ghimd-fungpubpp” h Guwun hwpgh JuwpquynpiwG
Jupnn £ wpnmwhwjnyb) Gub “ask” pujh shongny htunlywy Yhpy' “We would ask
you to replace ...”, “As a result of this situation we would ask you to adjust ...”, “We
are writing to you to ask you to send ...” L wy(:

{wpgh npuiwl Jupquynpiwl U hwpgh YJupquynpiwl dbpddwl
(wdwlytpmd pwnuwpwywnh nt hwinghs nép sh pwgwnmd wjlwhuh pwntph
qnpowodmy, hGswhupp GG “sorry”, “apologise”, “regret”, nphG nintlygmy L
hhiGwynp wuwwmdwnwpwlnipjnilp, wjplGupulpujhl wnwownplyp, vtpdmup,
thnfughgnuiwjhG mwpptipuyp Yuwd fulnph hGwpwynp wpyynuwybn neonudn:
Uthunuw(p Yuwd Gipnmudiunnmpynii wpmwhwjmnn htnlyw) junuwwpwjhG
punwluwuwwlygnpjniGiiph qnpowodnuin sh Gjuqgtglmd Gwiwyltph wwpwn-
GuwlwlmpymGp’ “We are sorry to learn from your letter ...”, “We are sorry to hear
that ...”, “We are sorry for the mistake ...”, “We apologise for the inconvenience ...”,
“We regret that we could not ...” L wjj(:

b6 yhpwptpnud £ gnpowpwnp Gwdwyibph punwjhG yuquihl, wyw w)a
wpunuwgnnud L wolinpwjhG hnjuhwpwptpnip niGGiph wdpnnowlwl yuwnmyb-
np' 2niuyujul yuwbph hwumwwmnmihg dhGsk gnpownppltnh hppwjutugnmd
nt wuwyiwlbtpn L Yhg hubGnhpGtph jupquynpmyd: Unwowplyh nt hwpgdw
gnpowpuwn Gwiwylbpnd L plphwlpuwwbu Yhowqqujhl wwjdwlwgptipnud
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gnpowdynid LG hwuwwynmdbtp, npnlp wpnwgnnd GG wpmwphl wnlanph
wuwpunwynpugph wwjdwlltn® hunwybglibn ywwnyhpwwmni-dwnmwjupwn
ynnutinh thnfuwnwpd ywpunwynpmpmniGGpp b julnGwyuwpgqbnt wuypwip-
Gtph wnwpnuip: Unwlg wyn ywjdwGitph dwnluldwl wihGuphb £ wyu-
hnyty funuph hunmwlynmpmGp L Gpiynnd wwpunwynpmipyniGGtph  62qphwn
Juwwpnip: Wu  Guuwwuwlylpp 66 dwnwymd  “Incoterms”, wjuhGpG’
“International Commercial Terms” Ungsynn hwuywyniiGtpp, hGswhupp GG FOB
(Free on Board), CIF (Cost, Insurance, Freight), DAF (Delivered at Frontier), FAS
(Free Alongside Ship), CFR (Cost and Freight), DDU (Delivered Duty Unpaid) U
w1 l: <wyuyniGtph Yhpwnnipjnilp Gipjujugltlip wnwownpyh L hwpgiwl
(wiwyibpmd CIF® owjup, wwwhnjuqgpnid L thnfuwnpujupd  wyupuw-
Yynpugph wuwjiwlh gnpowodwdp, pun npp hunwybgynmd L dwnmwlwpunph
wwpunwynpuipjnGGipp” Jéwptim wypwiph thnfuunpdw6, GuGuydw6
Jwjn hwugGtnt L wywhnjugpiwb dwjuubkpp’

1. We enclose our winter catalogue and a price list giving details of CIF London
prices, discounts and delivery dates.

2. Please quote us for the supply of the items listed on the enclosed enquiry
form, giving your prices CIF Odessa.

Gnpownpwn Gwdwlibpmd hunwlmpyniG L §2qpuunipynii ndwjwl hwwnm-
JuGhoGipp wpnwgnpynid G0 shwulGupwnp b hnfujuwywuwygquo: Ludwlyitpnid
hwdwhiwyh gqnpowdynn pywlwlltpp hunmwynipmiG L npnpwlhnpmb GG
hwnnpynud hwugbwgpnnh junuphG' wwywhnymd unniyq, 62qphn L hwjwuwmp
wmbtintympjniG:

Lwngh Jupquynpdwl nhinuih htnlgwy Guiwynd “We are writing to you
with reference to ...” JunuwwpwjhG punwijuwuwywlgmpjul thengny withow-
Jwl juwy £ hwunwwmynd Gynn wuwwuwmytph L yyuywyngyng Guwjunpn Guiwluw-
gnnipjul htn: Muwnytph hwdwpwwpdwl, Gwhunpg Gwiwyh L wnwpdwl
onjuw pywgpiwl hwiwnp gnpowoynn pyuwlullitpp hunwympiniG GG hwnnp-
i Gwdwlnud Ghpyuwjwgynn thwumbphG L hwlghuwlnd hwpgh upquynp-
dwl nhunudh hhdp'

Order No. VC 58391

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

Lwngh Jupquynpiwl htnlguw nhdnd Gudwyp Ynggwo & jupquiygnptp dh
hwipg, npG wnlsynd £ wuwwmytiph qGh ny dhpm hwyduwpydiwip: Lwdwynid
Jyuwywyngynud L npnpuyjh wiuwpyh ni hwiwph muly qubynn wypwlpwghpp
“invoice” L Gupjuyugymd qGh hw)qupyiwGl wnGsynn pywihlG wyjuilhp:
Lwpgh Jupquynpiwl punupwywph nphimd-funpuipp wpmwhwjmymy £ “if
you will please adjust ..” Jwnnygh dheongny, npp |pwgnighs wwpwunGw-
Juwlnmpil Lt hwunnpnpmd  GudwyhG: LVudwimd  qnpowdynn  puqiwphy
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pywlyuwGGtph dvhongny hwnnpnymd k. d2qphwn L hunmwl] mtnbympjnil, npp poyyp
Juw ytpwg ity mtin quwo phipnipymGp’

Your invoice number 2370 dated 10 September allows a trade discount of only
33 1/3 % instead of the 40 % to which you agreed in your letter of 5 August because
of the unusually large order.

Calculated on the invoice gross total of £1,500 the difference in discount is
exactly £100. If you will please adjust your charge we shall be glad to pass the
invoice for immediate payment.

Upunwhwjmywlwlnpmi ndwjwl hwnlijuwlh)G wpmwgnpymy L huwdin-
gqnui /mpynud/ wpnwhwjnnn  GudwyGhpnud, npnlp GGpwnpmd GG qlGnpnh
YbpwpbpdniGph L gnpoutipyh thnthnjump niG Guuwwmbubh ninnnipjwdp:
Lwdngbip /Mpnbp/ wowyb] pupn qnpoplpwg b, pwl wuwpquubu nhdt] L
fulinpt] wju Yud wjl gnponnnmipjnilpn Juwmwnpb: UjG wnbyynd & hnpgopbn,
untnt L Gipgnpotnt htn: {wdingnud /mpuynud/ wpnwhwjnnng GudwyGhpnod
JwnplnpwagnyyG nbp £ yjuunwpmd ny thwjG hniqupunuwhwjmywjul wqnbgnt -
pmilp, wjl’ thwunmwpyGiph hhiGwynp Gpujuwgnmip, npp Ynywo L
unwlwnt qlnpph hwyjwlmpymbp L hwjwwm GGppGsent wwypwlph Yuwd
ownwjnipjul Gunmdwdp:

Upnwhwjmywlwlnpymip wun Juplnp gnponG £ quwdwnph Guiwl-
Ghpnud, vwyuw)l wypwlplGtnph wnwybnipjmGatph 2tp)mnuip sytwnp t qtipw-
qulgh dydwpunnipjul vwhiwGGbpp’ Yyepwoyting wihwjwlwlwb gnjuqnh:
Jwdwpph Gwdiwlltpnd nwnpmipyniG hpwyhpnn pwqiwphy hGunpltp GG
gnpowdynit: Unjuw L wowuwbGhiph wnwwmmpjnilp, hGyybtu L hwdwfuwyh k
pwjtiph gnpowonipjnilp dhowglGtiim wpumwhwjmswwb Gpgnponipymn,
hGywtu L pEpmbint wypwliph juumwpwo gnpownnijplbippn: Uyu GuiwyGbpnid
wyGnptG Yhpwnynid £ hobnnpulwl hwpgn qGnpnhG yud hwdwhunpnhG unh-
whiny funphti] wnwownnynn hwpgtiph 7nip9 L httmwpnpppmipjniG gnmiguptinty
wnwownlh Guumdwdp: Ndwlwl hGuplGtphg wnwyt] gnpowowlywl GG
pywnynuip L YypYylGmpjnilp, npnlGg dhongny qiuwynpuytiu Ghipjuwjugynd ta
wynpwlph Jwd ownwjynmpjuli GQuwlwliwh wnwldGwhwnynpniGitppn L
tipmynid Guwdwyh YuplnpuwgniyyG pdwunmwjhG pwnunppsGhpp:  <tnbuwyg
Jwdwnph Gwiwyntd hmqupumwhwjmswjul Gipgnponipjudp thnpd L wpynd
qlnpnhG hwingt), np wyjw] wypwlph A4&topptpmudip Gpw  jwjwgniyG
nGupmpmGa6 t°

Have the winter months added a few unwanted pounds to your body? Do those
loose-fitting clothes seem a little tighter these days? The StepShaper cross-training
system has the solution to these challenges.

The StepShaper system is one of the easiest ways for you to achieve complete
physical fitness. This fitness system combines step-training with over 30 strength and
toning exercises. The StepShaper will burn your fat; it will shape and define your
arms, legs, waist and chest. The system with its accessories is lightweight and
portable. You can take it anywhere!
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As an introductory offer, you can have the StepShaper with all its accessories at
a price of only $49.95. You would pay much more to join an exercise club, and you
can use the StepShaper in the privacy of your own home. We also provide a six-
month warranty.

Please call us on our toll-free number (800) 555-543.

‘Lwdiwyh Guuwnmwyl b plptingnnhG htmwpppnty, nwnpnipyniip hpughpbp
wwnwlph wnwybnipniGGtph ypw: Uyqphg Lbp Ghpljujugynn hntmnpuywb
hwngtipn plnpn? 6 wjuyhuh GwdwyGbphG L unhwymd GG qGnpnGephG funphty L
hwinqyti] wnwownyynn wuwpwlpltph jwi dwnwympmGGtiph oquuwlwnpni-
pjwl L pwhwybnmmpjul dbe: Glpwnpnymd L, np pGptingnnp htmlting Juwwwp-
ynn hwpguwnpmiGtphl, hGp6 b wumhdwlwpwn fhwlgh wnwownplh wprynt-
(wytnmpjul dwuhl tqpuiugnipjuwlp: Unwownplynn wuypwlph dwpquiw
hwpiwpwlph hwwnywbhpGipp b wnwybmpmGGtpp  Gipuwywgymd GG
pywnpynd ndwlwl hGuph dhongny: Uju pupyniiGtpp uvnbtndomd GG dhwi-
quwiwjl wpunwhwjnhy L wmywynphy wuwumitp wwywhnyting Gwdwlyh
wpunwhwjnswjuwlnpiniip L ywuntpuynpnipjniGn:

Ujuyhuny, ywpunwlwl-gnpdwpup thwumwpnpbph ndp plnipwugnpbny
httmlyw] ndwlwl hwwnlwbhyGtpny yuwpunGwlywlngpmil, hunwlmpinil,
Gqnuunipynii L wpunwhwjmywwlnpjmb, Gqwwh mGhip Gwdwlyibpnd
unnt)q, hwjwuwmp L vywnehy mtntynipjul wlihpwdtymnipinilp, yuwpwmnlw-
Juwl mtuwytnh wpnwhwjnnudp, npp GwdwlGtph npny ntuwyGbponwd upnn L
hwintu quw; npwbtu gwjunmb wpnwhwumywo vuwwytpuynp funup: Uiy
ndwlwl hwnuGhyGtph hhdpmd  pGywoe  hwnnpnpiwlG L GipgnpodwG
qnpownnijpltin hpwglnn (tquihwynpltpp ndwlywqihy L ndwwnmwpptpwyhs
ntn GG Juunwpmd wywhnyting gqnpowpwp Gudwyltph pnulnuyuht
wipnnowlw Gnpjniln:
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3. BAPTAIIETAH - Poas cmunucmuueckoii ougppepenyuauyuu 6 0e1080ii
nepenucke Ha AH2IUICKOM A3blKe. — B NaHHOW CTaTbe paccMaTpHUBAIOTCS CTUJIEBBIC
XapaKTePUCTUKK JIEIOBOM MEPENMUCKH KaK MMOATHIA OQUIMATEHO-ACIOBOIO CTHIIA,
MO3BOJIsItONIHE OoJiee MEeNbHO U 3()(HEKTUBHO NPEIACTaBUTh CTPYKTYPHO-CEMAHTUYCCKHE
0COOEHHOCTH JIEIOBOTO TEKCTa. B cTaThe BBISBICHBI SI3BIKOBBIC CAMHUIBI MAKCHMAb-
HOTO BO3JCHCTBUA, 4Yepe3 KOTOpbIe IepeAacTcs W MOJYEPKUBACTCA HEOOXOAMMOE
conepkanre. OCHOBHBIC TEHACHIIMU HCIIOIH30BAHHS JIMHTBOCTIIIMCTUIECKUX HMPUEMOB
JIAF0T BO3MOXKHOCTH OTPEIEIUTh OCHOBOIOATAIOIINE CTHICBBIC YEPTHI ICIOBBIX MUCEM:
o(UIMaTBHOCTE, ICHOCTH, TOYHOCTH U IKCIIPECCHBHOCTS.

Knrouesvie cnosa: JcioBasA  IEPECIIUCKa, rpaMMaTU4YECKUC KOHCTPYKIHH,
CTCPCOTHUIIHBIC BBIPAXKCHUA, CTHUIICBBIC YCPTHI, O(l)I/IIII/IaJ'II)HOCTI), SICHOCTb, TOYHOCTD,
9KCIIPECCUBHOCTD, OMOLIMOHAJIIBHOC BO3JICHCTBHE

Z. VARTAPETIAN - Style Differentiating Role of Stylistic Features of Business
Correspondence in English. — The paper is devoted to the study of stylistic features of
business correspondence as a substyle of official business documents for more
complete and effective representation of structural-semantic peculiarities of business
letters. The paper reveals linguistic units of utmost impact for conveying and
emphasising required content. The main trends in the use of linguostylistic devices
allow to determine the stylistic features of business letters: formality, clarity, accuracy
and expressiveness.

Key words: business correspondence, grammatical constructions, clichés, stylistic
features, formality, clarity, accuracy, expressiveness, emotional impact
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