Part 1: Letter- Writing

Ban la Tran Anh Khoa, Truong phong cung trng cong ty
Xuat Nhap Khau tap pham Viét nam (The Vietnam
National Sundries Import and Export Corporation), dia
chi: 36 Ba Triéu, Ha noi; dia chi dién tin: Dién thoai: 84
43522636; Fax: 84 43252636. Ban dat mua hang giay da
nir cua cong ty Alford and Son Co., Ltd. dia chi: 25
Langston Road, Reading, UK.

Ban hay viét mot 1a thu gui kem don dat hang véi noi dung
sau:

Cam on cong ty Alford and Son vé chao hang so6 234 AE
deé ngay 15 thang 12 nam 20... Ban gui kem theo la thu nay
dat hang so6 142/TT dat mua 1500 doi giay da nit theo ca ta
10 so 44 AS. Vi day la don hang dau tién nén ban néu ro
mot sO diéu kién véi nha cung cap:
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https://fb.com/tailieudientucntt

« Tocontap chap nhan mua véi don gia 50 bang Anh,
FOB London va chiét khau 15%. Tuy nhién ban chwa
hai long v6i khoan chiét khau thap nay. Thanh toon
bang ton dung thw khung thé hay ngang tra ngay,
bang Dong Bang Anh, do nguoi mua mé tai Ngan
hang Ngoai Thuong Viét nam 10 ngay truéc chuyén
hang. Thanh toan vao tai khoan cua nguoi ban tai
Ngan hang NatWest Bank , London 100% gia tri cua
don hang.

 Giao hang truéc thoi diem dau thang 1 nam 20... 1a
diéu kién co dinh cua don hang nay vi ban c6 quyén
tir choi hang giao sau thoi diém do.

e Ban hay hita v6i nha cung cap néu ban thay hang ban
chay o thi truong Viét nam thi ban sé dat hang thém
v6i sO luong I6n va ban mong nhan duoc xac nhan tir
phia nguoi ban.
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Part 2: Translate into English:

Néu thiét bi cua quy ngai dat tiéu chuan
chiing tol yéu cau, ching toi sé san sang dat
mua v6i khoi luuong 16n.

Rat mong quy ngai gui cho chiing to6i 1 bo
catalogue c6 hinh anh minh hoa day du kem
theo bao gia CIF, Hai phong, Viét nam.
Chyng ta cu thé giao hang trong viing 1
thong ké tir khi ngw®i mua dat don hang
chonh thirc.
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The Vietnam National Sundries Import & Export
Corporation

36 Ba Trieu Street, Hanol, Vietnam
Tel: ............. Fax:.............

30th December 20..
Alford & Son Co., Ltd.

25 Langston Road
Reading

United Kingdom
Dear Sirs,

We thank you for your offer No 234 dated 15th
December 20... and are very pleased to enclose our
order No 142/TT for 1,500 pairs of women’s leather
shoes as per your catalogue No 44AS.

As this is the first order, we would like to draw your
attention to the following points:
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 We would accept the unit price of GBP 50/ the
price of GBP 50 per unit, FOB London and the
discount of 15% offered. However, we are not
guite pleased with such a small discount.

 We would like to confirm that payment is to
be made in Great Britain Pound, by an
iIrrevocable L/C at sight to be opened by/
through/ at the Bank for Foreign Trade of
Vietnam, 10 days prior to the shipment to/
Into your account with NatWest Bank,
London for the total value of the goods to be
delivered
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A firm condition is that delivery shall be
effected in early January 20..., after which we
reserve the right to refuse the goods.

We assure that we will place substantial/
bigger/ larger orders once the goods sell
very well here in Vietham.

We look forward to your order confirmation
soon.

Yours faithfully,

Signed

Tran Anh Khoa (Mr.)

Purchasing/ Procurement manager
Encl: order No142/TT
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2. Translation:

1. If your equipment meets our required
standard(s), we will place a large / bulk
order.

2.We would be grateful if you could send us
a fully-illustrated catalogue and a quotation
stating CIF Hai Phong Port, Vietham.

3. Delivery can be made within one month
upon receipt of your official order.
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Part one: Letter- Writing

Cong ty TNHH Cong nghé cao, dia chi 55 pho Ly
Nam Dé, Ha noi, dién thoai va fax: 84438756423,
nhan duoc chao hang s6 OF/256 dé ngay 30/12/20..
cua Cong ty TNHH British Exporter (Brexport), dia
ch1 West House, 12 Green Lane, London, CW 207,
Vuong quoc Anh, do 6ng Peter Crane, Truong
phong kinh doanh ky chao ban may in laser ky hiéu
LP2500. Sau khi can nhac gia ca va cac dieu kién
mua ban, cong ty da quyét dinh gui don hang so
PO/316 nhap 400 chiéc.

Anh/chi hay thao giap ong Nguyén Minh, Truong
phong Xuat nhap khau, mot bitc thu dé gui kem véi
don hang noi trén. Trong thu hay noi ro mot soé
diém sau:
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+ Cam on thu chao hang cua ho va xin gui kem thu
nay don hang so PO/316 dat mua 400 chiéc may in
laser LP2500 ghi trong catalog va bang gia ma ho
oui kem vé6i chao hang.

+ Moi may in phai déong vao mot thung carton riéng
nhu hai bén da thoa thuan qua dién thoai.

+ Hang phai duoc giao vao mot chuyén vao cuoi
thang 2/20.., néu cham hon nguoi mua sé tir choi
nhan hang.

+ Thanh toan bang dong do la My, bang thu tin dung
khong huy ngang mo tai Ngan hang Ngoai thuong
Viét nam cho nguoi ban huwong 100% tri gia 160 hang
s€ dugc giao.
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+ Nguoi mua chap nhan khoan chiét khau thuong mai
5% va thanh toan trén co s6 thanh toan doi chitng
tu. Tuy nhién dé nghi nguoi ban xem xét lai hai
diéu khoan nay cho nhirng don hang sau.

+ Cuoi thu anh/chi bay to hy vong sé s6m nhan duoc
xac nhan ban cua nguoi ban va viéc thuc hién don
hang nay s€ lam nguoi mua hai long.

Tham chiéu cua chao hang: PC/qm Tham chiéu cua
thu nay: NM/pb

Ngay viét thu: 1a ngay thi; Nguoi ky thu nay: ong
Nguyén Minh, Truéng phong xuat nhap khau
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