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(Letters) b 4ol -\

Layout / Sender’s address / Date / Inside address / Attention line / Salutation / Body of the letter /
Complimentary close / Signature / Letterhead / References / Perpro / Job title / Enclosures / Private and
confidential / Subject titles / Copies / Addressing envelopes

JEmails( e deps-

Email and other form of correspondence / Email addresses / Layout / Header information / Message text /

No.30, Daneshkian Alley, Vali Asr Sq., Tehran, Iran P.O. Box 1415845173 ¥+ o)lal LS 2 aog¥ s pands e ) 5V pandy s o) 5 A
Tel.: +98 21 88947656 & +98 21 88947646-9, Fax: +#98 21 88905604 AAY-8F-F: S1a AAYFYFAP AATFVAFP-A . al VRAOATRAIVY: —us
NewsWeb: www.seanews.ir

Website: www.saoi.ir E-Mail: info@saoi.ir



Shipping Association of Iran

{since 1953)

Ol ) dtuasl g Slads 3 | pilS asol
QYY)
Ref: ool Do AYINAY- s

Date: WAVANY

Enclosed:

e 3

Signature / Style / Email abbreviations
(Enquiries) goNiw! =Y

Making enquiries / Opening / Asking for catalogues, price-lists, prospectuses / Asking for details / Asking for
samples, Patterns, Demonstrations / Suggesting terms, Methods of payment, Discounts / Asking for goods on
approval or on return / Asking for an estimate or tender / Closing

(Replies and quotations) & 4ikao g b 4ol Gl =¥

Replying to enquiries / Opening / Confirming that you can help / Selling your product / suggesting alternatives /
Referring the customer another place / Sending catalogues, Price list, Prospectuses, Samples

(Orders) wli ylaw =¥

Placing an order / Opening / Payment / Discounts / Delivery / Methods of delivery / Packing / Closing /
Acknowledging an order / Advice of dispatch / Delays in delivery / Refusing an order / Out of stock / Bad
reputation / Unfavorable terms / Size of order

(Agents and agencies) lgFwslod g b onisled — &

Types of agencies / Brokers / Confirming houses / Export managers / Factors / Distributors / Commercial agents
/ Buying agents / Finding an agent / Opening / Explaining what you want / Closing / Offering an agency /
Opening / Convincing the prospective agent / Sole or exclusive agency / Area to be covered / Commission /
Settlement of account / Support from the principal / Delivery / Duration of the contract / Disagreements and
disputes / Asking for an agency / Opening / Convincing the manufacturer / Suggesting terms

(Transportation and Shipping) J& g Jo> g &5 3

(Road, rail and air transport) ig® g M 5 45! 03> J& g Joo>

Characteristics / Road transport / Rail transport / Air transport / Documentation

(Shipping) J& g Joo

Types of vessels / Shipping organizations / The shipping conference / The Baltic Exchange / Shipping
documentation / Freight account / Standard shipping note / Bill of lading / Letter in indemnity / Packing list /
Shipping liabilities / Forwarding agents
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(Container service) (g yuwilS' Glovs>

Containers / Documentation / for exporting goods / for importing goods
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