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April 5, 20xx

Mr. Takeo Yamamoto
Export Manager

Kanto Electronics Co., Inc.
1856 Mutsuura-cho
Kanazawa-ku

Yokohama City 236-0032
Japan

Dear Mr. Yamamoto:
Subject: Request for minimum 5% discount off your offered prices

Thank you for your letter of March 25 offering us the two models of the document
processor.

After contacting many of our customers, we feel sales prospects for these items are very
good. However, in order to compete with products already on the market here, we
would like to ask you to give us a minimum discount of 5% off the prices for both the
items. This will make us a bit more competitive.

If you can offer competitive prices, we are sure your products will find a ready market
here in the US and considerable orders can be expected.

We do hope you can meet our request, and look forward to your favorable reply as soon
as possible.

Sincerely yours,
CANTERBURY TRADING, INC.
Amy Biederman

Amy Biederman
Import Manager
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April 20, 20xx



Ms. Amy Biederman
Import Manager
Canterbury Trading, Inc.
15 California, Los Angeles
California 94007

USA

Dear Ms. Biederman:
Subject: Acceptance of 3% discount in return for increase in your order
Thank you for your letter of April 5, requesting us to accept a 5% discount.

While we appreciate your desire for a 5% discount, we must point out that in view of
the high quality and advanced technology involved, the prices we offered are already
our minimum, and barely cover the cost of production.

We would, however, be willing to give you a 3% discount for both the items if you would
increase your order for Model DP25 to 800 units and Model DP35 to 500 units.

We believe that you will be satisfied with our special discount, and look forward to
receiving your order soon.

Sincerely yours,

KANTO ELECTRONICS CO., LTD.

Takeo Yamamoto
Takeo Yamamoto
Export Manager
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Date: April 27, 20xx

To: kantoelectronics@ah.com

From: info@ canterburytrading.com
Subject: Counteroffer for 30-day draft
Cc: financing@ canterburytrading.com

Dear Mr. Yamamoto:
Thank you for your letter of April 20 making your counteroffer of a 3% discount.
Since inquiries for both the items are increasing rapidly here, we have decided to

accept your offer of a 3% discount. However, while you propose payment against a sight
draft, we would like you to consider a draft at 30 days after sight in return for



increasing our order. We believe the increased order will justify giving us preferable
terms. The extra 30 days will help us a lot.

We do hope you can meet our request, and look forward to hearing from you as soon as
possible.

Best wishes,

Amy Biederman
Import Manager
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Date: April 30, 20xx

To: info@ canterburytrading.com
From: kantoelectronics@ah.com
Subject: Acceptance of 30-day draft
Cc: accounting-ke@ah.com

Dear Ms. Biederman:

Thank you for your e-mail of April 27, asking if we could agree to a draft at 30 days
after sight.

Taking into account your increased order, we are prepared to agree to the draft at 30
days.

We believe that all matters have now been agreed upon and look forward to receiving
your official purchase order.

Best regards,

Takeo Yamamoto
Export Manager
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