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1. We have heard from the Chamber of Commerce of your country that you are
planning to import PVC that will be used for making PVC pipes. We are one of the
leading manufacturers of a variety of plastics such as PVC, polyethylene and
polypropylene in Japan, and would like to enclose our specifications on various grades
of PVC together with a price list for your study.
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2. As we are one of the old-established dealers in nonferrous metal products and have a

lot of sales outlets throughout Japan, we are confident that we can handle a fairly

large quantity of your products. We would greatly appreciate it if you would send us a

price list on a CIF Yokohama basis and also let us know the earliest possible time of

shipment.
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3. We are pleased to make you the following firm offer, subject to our receiving your
order by July 31, 2010. We believe you will agree that this offer is very advantageous
for these top-selling brand digital cameras. We are now flooded with orders from our
dealers all over the world. As we are sure that they will run out of stock soon, we would
like to recommend that you not miss this chance.
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4. We regret that the high-performance coolers you ordered are not currently available

from stock. This is due to the prolonged heat wave that has increased the demand

drastically. The manufacturers have, however, promised us a further supply by the end
of next month, and if you can wait until then we will fulfill your order promptly.
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5. Learning from your email of December 5 that you are ready to become our
distributor for marketing our office machines in India, we had a discussion with Mr.

Acharya of your company who visited Japan earlier this month. Set out below are the



terms and conditions agreed upon by both of us here, but before drafting the formal

agreement, we would appreciate your confirming them.
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6. If you are interested in our proposal, please let us know which of our products are

most likely to appeal to your customers, and also terms for commission and other

charges on which you would be willing to represent us. Please give us some ideas of the
market prospects for our products and suggest ways in which we could help you to
develop the market.
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7. We received your L/C for your Order of May 15, 2010 yesterday. We have found
that the L/C requires us to effect shipment not later than June 20, 2010, though we
have accepted this order for June shipment. We would like to ask you, therefore, to
amend the L/C to extend the shipping date until June 30 and the validity until July 10,
2010 as stipulated in our Sales Note No.204.
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8. On checking the goods we have received today, we have found that almost all of them

are seriously damaged evidently through faulty packing. A copy of the survey report

and some photos are attached as evidence. We would request you to airfreight the
replacements immediately at your expense.
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9. We closely studied a draft of the long-term contract you propose. As it is most urgent

that we conduct steady procurement of raw material for pulp, we agree in principle to

your proposal. However, we would like to suggest that Article 5 of the draft be

amended so that we may have an option to adjust each yearly quantity within five

percent (5%) more or less.
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10. After due consideration of your proposal, we have decided to grant you the

exclusive license to manufacture and sell all models of our hair dryer under our

patents and manufacturing know-how in Indonesia. We would like you to examine the

terms and conditions detailed in the attached draft of agreement, and let us have your

frank opinion by return.
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A) We would like to ask you to airmail to us specification on your translation
machinery as well as a price list based on CIF Hamburg basis. We would be
interested in the most-advanced technically items. We think it would be sensible to
handle only those items which have a wunique appeal to our extremely
quality-conscious customers.

B) We would appreciate if you would airmail us specification on your translation
machinery along with a CIF Hamburg price list. What we would be interested in is
the technically most-advanced ones. As our customers are very quality-conscious,
we think it would be advisable to deal only those items which have a unique
appeal.

C) We would like you to send us by airmail specifications on your translation
machinery and a price list on a CIF Hamburg basis. We would be interested in the
technically most-advanced items. Because our customers are extremely
quality-conscious, we think it would be sensible to handle only those items which

have a unique appeal.
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A) As per our yesterday’s email, we would like you to ship our order No.102 of June 15,
2010 for 1,000 M/T of soybean and 2,000 M/T of corn by our chartered grain carrier,
the “Hakone Maru,” sailing from San Francisco on July 31.

B) As we emailed to you yesterday, we would like to ask you to shipping our order
No0.102 of June 15, 2010 for 1,000 tons of soybean and 2,000 tons of maize by a
cereal carrier, “Hakone Maru” we chartered, leaving from San Francisco on July
31.

C) As advised you by email yesterday, we appreciate your shipping our order No.102
of June 15, 2010 for 1,000 M/T of soya bean and 2,000 M/T of field corn by our

chartered grain carrier, the “Hakone Maru”, sailing of San Francisco on July 31.
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A) We would like to propose that we make a deal of your goods under the terms of
consignment. If you can accept our proposal, we are sure that we can make sales of
your goods to double because we are planning to use sufficient funds for sales
increase.

B) We would like to propose that we handle your goods on a consignment sales basis.

If you can accept our proposal, we are confident that we will be able to double sales



of your goods because we have a plan to use sufficient funds for sales promotion.
C) We would like to suggest that we handle your goods on a commission basis. If you
can agree to our proposal, we are positive that we can double increase sales of your

goods because we have a plan to spend sufficient money for sales promotion.
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1. A document supplied by a bank or a credit reporting agency that summarizes a
company’s credit standing and present financial position.
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B) ik A

O [EHMmAT

2. Words or symbols placed on the outside of export-packed goods to indicate the
shipment’s destination etc.
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3. Payment terms under which a buyer receives the goods on undertaking to make
payment at an expiry date by accepting a draft.
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4. Transferring a cargo from one carrying vessel to another at an intermediate port,
before arrival at the ultimate port of destination.
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5. A named company having the right to claim the merchandise from the carrier at

destination.
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6. A party in whose favor a documentary credit is opened by an applicant.
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7. Contracting party's actual failure or refusal to perform its obligations under the

contract.
A N— Ry THRHE
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8. A document issued by an insurance company to an insured person, specifying the
exact losses to be covered. This document is usually issued in the case of a CIF or
CIP contract.
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Request for Offers and Offering

There are a number of forms customarily used in the formation of export
agreements.

Sometimes the first document involved in the formation of an export agreement is a
request from the buyer to the seller for an offer. Ordinarily, such a request will ask for
an offer from the seller for a specific quantity of the goods etc. When receiving such a
request for an offer, the seller should be particularly careful to ascertain whether the
request contains other terms and conditions of purchase that are incorporated by
reference to another document. If other terms are referenced, the best precaution is to
ask the buyer to send such terms and conditions for the seller's review before replying.
If additional terms of purchase are provided, they should be reviewed to determine if
they conflict with the seller's usual terms and conditions of sale.

In response to a request for an offer, the seller ordinarily prepares and forwards an



offer. Before making an offer for any specific quantity of the goods etc., it is extremely
important that the seller accurately calculate its additional costs relating to an export.
Purchase Orders

The next document that may occur in an export transaction is a purchase order
(PO) issued by the buyer. Purchase orders are likely to contain additional terms and
conditions that the buyer wants to be a part of the export agreement when the
purchase order is accepted by the seller. Even though the seller may expect that no
sales agreement will be formed until it has received the buyer's purchase order, if it
has previously sent an offer to the buyer, the terms and conditions stated in the buyer's
purchase order may govern the sales agreement. Of course, the terms and conditions
contained in the buyer's purchase order are always written to be most favorable to the
buyer. Another way in which the seller can try to guard against such a result is to
expressly state in its offer that no export agreement will exist until such time as the
seller has received a purchase order from the buyer and has issued its purchase order
acceptance.
Purchase Order Acknowledgments, Acceptances and Sales Confirmations

When a purchase order is received, some sellers make a purchase order
acknowledgment. A purchase order acknowledgment may state that the seller has
received the purchase order from the buyer and is in the process of evaluating it, such
as checking on the credit of the buyer or determining the availability of raw materials
for manufacture, but that the seller has not yet accepted the purchase order and will
issue a purchase order acceptance at a later date. Sales confirmations usually perform
the same role as purchase order acceptances. The seller will normally include its
detailed terms and conditions of sale in its purchase order acceptance or sales
confirmation. If the buyer’s request for an offer or purchase order does not contain
detailed terms and conditions of purchase, the seller can feel reasonably comfortable
that its terms and conditions of sale will control if included in the purchase order
acceptance or sales confirmation. If the buyer has previously sent detailed terms and
conditions of purchase to the seller, however, the seller is at risk that those terms and
conditions will control unless the seller expressly states in its offer that the purchase
order is accepted by the seller and the export is made only on the seller's terms and
conditions of sale and thereafter (prior to production and shipment) the buyer confirms

its acceptance of the seller's terms.
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