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UNIT 1. APPLYING FOR A JOB

Job interviews can take place in person, by phone, or by tele-
conference. They may last 30 minutes, an hour, or several hours.
Sometimes, an initial job interview is followed by a series of additional
interviews that can last a half or full day. Often, just one or two peo-
ple conduct a job interview, but at times a group of four or more
might do so. Because it is impossible to know exactly what to expect,
it is important that you be well prepared. See also application letters,
job search, and resumes.

Before the Interview

The interview is not a one-way communication. It presents you
with an opportunity to ask questions of your potential employer. Be-
fore the interview, learn everything you can about the organization by
answering for yourself such questions as the following:

e What kind of organization (profit, nonprofit, government) is
it?

e How diversified are its activities or branches?

e Is jt a locally owned business?

e Does it provide a product or service? If so, what kind?

e How large is the business? How large are its assets?

e [s the owner self~employed? Is the company a subsidiary of a
larger

operation? Is it expanding?

e How long has the company been in business?

e Where will I fit in?

You can obtain information from current employees, the Inter-
net, the company’s publications, and the business section of back is-
sues of local newspapers. The company’s Web site may help you learn
about the company’s size, sales volume, product line, credit rating,
branch locations, subsidiary companies, new products and services,
building programs, and similar information. You may also conduct re-
search using a company’s annual reports and other publications, such
as Moody'’s Industrials, Dun and Bradstreet, Standard and Poor’s, and
Thomas' Register, as well as other business reference sources a librar-
ian might suggest. Ask your interviewer about what you cannot find
through your own research. Doing so demonstrates your interest and
allows you to learn more about your potential employer.

Try to anticipate the questions your interviewer might ask, and
prepare your answers in advance. Be sure you understand a question
before answering it, and avoid responding too quickly with a re-
hearsed answer—be prepared to answer in a natural and relaxed

5
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manner. Interviewers typically ask the following questions:

e What are your short-term and long-term occupational goals?

e Where do you see yourself five years from now?

e What are your major strengths and weaknesses?

e Do you work better with others or alone?

e How do you spend your free time?

e What accomplishment are you particularly proud of? Describe
it.

e Why are you leaving your current job?

e Why do you want to work for this organization?

e Why should I hire you?

e What salary and benefits do you expect?

Many employers use behavioral interviews. Rather than tradi-
tional, straightforward questions, the behavioral interview focuses on
asking the candidate to provide examples or respond to hypothetical
situations. Interviewers who use behavior-based questions are looking
for specific examples from your experience. Prepare for the behavioral
interview by recollecting challenging situations or problems that you
successfully resolved. Examples of behavior-based questions include
the following:

e Tell me about a time when you experienced confiict while on
a team.

e If I were your boss and you disagreed with a decision I made,
what would you do?

e How have you used your leadership skills to bring about
change?

e Tell me about a time when you failed and what you learned
from the experience.

Arrive for your interview on time or even 10 or 15 minutes ear-
ly— you may be asked to fill out an application or other paperwork
before you meet your interviewer. Always bring extra copies of your
résumé, samples of your work (if applicable), and a list of references
and contact information. If you are asked to complete an application
form, read it carefully before you write and proofread it when you are
finished. The form provides a written record for company files and
indicates to the company how well you follow directions and complete
a task.

During the Interview

The interview actually begins before you are seated: What you
wear and how you act make a first impression. In general, dress
simply and conservatively, avoid extremes in fragrance and cosmetics,
and be well groomed. Behavior. First, thank the interviewer for his or

6
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her time, express your pleasure at meeting him or her, and remain
standing until you are offered a seat. Then sit up straight (good pos-
ture suggests self-assurance), look directly at the interviewer, and try
to appear relaxed and confident.

During the interview, you may find yourself feeling a little nerv-
ous. Use that nervous energy to your advantage by channeling it into
the alertness that you will need to listen and respond effectively. Do
not attempt to take extensive notes or use a laptop computer during
the interview.

You can jot down a few facts and figures on a small pad, but
keep your focus on the interviewer.

Responses

When you answer questions, do not ramble or stray from the
subject. Say only what you must to answer each question properly
and then stop, but avoid giving just yes or no answers—they usually
do not allow the interviewer to learn enough about you. Some inter-
viewers allow a silence to fall just to see how you will react. The bur-
den of conducting the interview is the interviewer’s, not yours—and
he or she may interpret your rush to fill a void in the conversation as
a sign of insecurity. If such a silence makes you uncomfortable, be
ready to ask an intelligent question about the company. If the inter-
viewer overlooks important points, bring them up. However, let the
interviewer mention salary first. Doing so yourself may indicate that
you are more interested in the money than the work.

However, make sure you are aware of prevailing salaries and
benefits in your field. See salary negotiations. Interviewers look for a
degree of self-confidence and an applicant’s understanding of the
field, as well as genuine interest in the field, the company, and the
job. Ask questions to communicate your interest in the job and com-
pany. Interviewers respond favorably to applicants who can communi-
cate and present themselves well.

Conclusion

At the conclusion of the interview, thank the interviewer for his
or her time. Indicate that you are interested in the job (if true) and try
to get an idea of the company’s hiring time frame.

After the Interview

After you leave the interview, jot down the pertinent infor-
mation you obtained, as it may be helpful in comparing job offers. As
soon as possible following a job interview, send the interviewer a note
of thanks in a brief letter or e-mail. Such notes often include the fol-

7
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lowing:

e Your thanks for the interview and to individuals or groups that
gave you special help or attention during the interview

e The name of the specific job for which you interviewed

e Your impression that the job is attractive, if true

e Your confidence that you can perform the job well

e An offer to provide further information or answer further.

Study speech patterns

| saw your advert in the paper 51 Buzen Baiie 0ObsIBJIEHUE B Ta3eTe.
Could I have an application Mory s mony4uTh aHKETY?
form?
Could you send me an appli- | Moruu ObI BbI IPUCTATH MHE QaHKETY?

cation form?

I'm interested in this position | I 3auHTEepecoBaH B 3TOM JOIDKHOCTH.

I'd like to apply for this job 51 xoten OB yCTPOUTHCS Ha 3Ty pabo-

Ty.
Kak cnpocutb 0 pa6ote
Is this a temporary or perma- 3TO0 BpeMEHHAs WK MOCTOSTHHAS
nent position? JIOJIKHOCTH?
What are the hours of work? Kaxkoe pabouee Bpems?

Will I have to work on Satur- | Jlowken u st paboTaTh Mo cy0600-

days? Tam?
Will I have to work shifts? Jomxken nu s O0yny paborats mo-
CMEHHO?
How much does the job pay? Kakas 3apabotHas miaTa?
£10 anhour 10 ¢yHTOB B Hac
£350 a week 350 pyHTOB B Hexeo
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What'sthesalary? Kakas 3apaboTtHas ruiata?
£2,000 a month 2000 ¢yHTOB B MecsI
£30,000 a year 30 000 ¢yHTOB B TOX

Will I be paid weekly or
monthly?

MHe OyAyT IUIaTUTh €XKEHEICTBHO
WA €KEMECSIYHO?

Will I get travelling expenses?

BynyTt nu mokpsIBaThCs TpaHC-
MOPTHBIE PACXObI?

Will I get paid for overtime?

Mse OyayT TuIaTUTh 3a CBEPX-
ypouHOe Bpemsi?

Is there ...?

Ectemm ...?

acompanycar

ciyxeOHas MalllvHa

a staffrestaurant

CTOJIOBas I CITyKallux

a pensionscheme

IICHCHMOHHAaA CxXeMa

freemedicalinsurance

OecIuiaTHOE MCIUIUHCKOEC CTpaxo-
BaHHC

How many weeks' holiday a
year are there?

CKOIBKO HEJEIb COCTABIISIET OT-
mnyck?

Who would | report to?

Komy s nomken cooOuuTs?

I'd like to take the job

s XOTeJ Obl IPUCTYIHTH K paboTte

When do you want me to start?

Koraa s JOJDKCH Ha4vaTh?

TO, YTO Bbl MOXKeTe yC/billaTb

We'd like to invite you for an
interview.

Mei1 xoTenu Obl IPUTIIACUTH Bac
Ha cobeceoBaHuE.

This is the job description.

OT10 — onmcanue paboTHI.
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Have you got any experience?

VY Bac ecTb KaKoW-HUOYIb OTBIT?

Have you got any qualifications?

Br1 o0nmagaere kakumMu-1n00
KayecTBaMu?

We need someone with experi-
ence

Ham HY>XEH KTO-TO C OIIBITOM.

We need someone with qualifi-
cations

Ham HyXeH cienuanucr.

What qualifications have you
got?

Kakumu npodeccrnonaibHBIMU
KadecTBaMU BEI 00s1amaere?

Have you got a current driving
licence?

Y Bac ecTb BOAUTEIBCKUE Mpa-
Ba?

How much were you paid in
your last job?

CKOIBKO BBI 3apadaThIBaiv HA
npexHel padbote?

Do you need a work permit?

Bawm Hy»xHO pa3penieHue Ha pa-
oory?

We'd like to offer you the job

MBpbI OBl XOTEJNU HPEJIOKUTH BaM
paborty.

Whencanyoustart?

Korz[a BbI CMOJKETE HAYaTh?

How much notice do you have to
give?

Kak moyiro BBl JIOJDKHBI eIlie
OCTaBaThCsl Ha HBIHEIIHEH pabo-
Te?

There's a three month trial peri-
od

Tpu Mmecsina — UCHBITATEIbHBINA
CpOK

We'll need to take up references

Ham Hy>XHO MOJYYHUTH PEKOMEH-
Ianuu

This is your employment con-
tract

OT0 Bam paboumii 1OTOBOP

10
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Buorpadus
Name Hms
Address Anpec
Telephonenumber TemehoHHBIN HOMED
Emailaddress AJipec 37eKTpOHHOM MOYTHI
Dateofbirth Jata posxaeHust
Nationality HanuoHnaapHOCTD
Maritalstatus CemeiiHOE TTOJIOKEHHE
Careerobjective [MpenmnonoxuTenbHBIN KapbepHBIi
poct
Education OGpazoBanue
Qualifications Kanuduxarust
Employmenthistory Hcropus tTpynoycTpoiicTa
Leisureinterests Wurepecht
Referees IMopyunrenu
EXERSISES

I. READ AND TRANSLATE

Dialogue 1. The successful interview candidate
Could you tell me about yourself?

Candidate 1: Well, I'm 32 years old. I was born in Vancouver
but my family moved to the US when I was 16, so that's how I ended
up in Washington. I really enjoyed math at high school, so I studied
that at college as well. I had a great time while I was there, made lots
of friends and really enjoyed the course. Then I got my first job when
I was...

Candidate 2: I did Business Studies at Princeton and then

11
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joined Kays Brothers where I worked part-time while finishing my ac-
countancy qualifications. I joined my current company five years ago
and have worked my way up to audit manager.

2 Why do you want this job?

Candidate 1: I'd like this job because it would give me an
opportunity to work for a larger organization than I do currently and
so broaden my professional experience.

Candidate 2: Because it pays well.

3 How would your colleagues describe you?

Candidate 1: They'd say that I'm very good at team sports
and that I'm always good fun. Justdon't ask them what I did after last
year's summer conference!

Candidate 2: They'd describe me as a team player, who is
always dedicated to getting the jobdone.

é How do you cope with working under pressure?
Candidate 1: I don't really like it.
Candidate 2: I try hard not to let pressure get to me and
just to concentrate on getting the jobdone.

o) What is your greatest strength?

Candidate 1: I'm very enthusiastic. I'm always keen to
learn new skills and move out of mycomfort zone.

Candidate 2: I'm really good at motor car racing.

§ What'syourgreatestweakness?

Candidate 1: I can be a bit lazy.

Candidate 2: I have a tendency to take on too much, but
I'm trying to improve on that bydelegating wherever appropriate.
7 Are you a team player?

Candidate 1: Yes, I was part of the team of people who put
together a successful pitch for alarge multi-national client. We each
played our part in putting together a great presentation and we ended
up being awarded the contract.

Candidate 2:  Not really. I prefer to work by myself.

§ Where do you see yourself in five years?

Candidate 1: I'd like to have retired and be sitting on a
beach.

Candidate 2: I like to think that I would still be working
here, perhaps as a senior productdesigner.

Dialogue 2. Successful job interviewer.
Mary: Why do you think you're right for this job?
Yiannis: Well, I think that I'd be suitable for the position be-

12
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cause I've had lots of relevant experience in my previous roles. Also,
I think I'd be a good fit for the company.

M:  What do you know about this company?

Y: Quite a bit. I know that it's the second largest advertising
company in the country and that you employ over 500 staff.

M: That's right. Now, tell me a bit about yourself. What are
your greatest strengths and weaknesses?

Y: Hmm, interesting question. Well, I'm very hard-working
and incredibly creative, as you can see from my portfolio. But, on the
downside, I'm also a bit of a perfectionist, so I find it hard to let go of
a project sometimes. But I'm working on that!

M: OK. And what has been most rewarding about your cur-
rent job?

Y: That would have to be when an advertisement that my
team developed was nominated for Best Local Ad of the Year. It was
great to get some acknowledgement for all our hard work.

M:  Uh-huh. So why would you like to leave your current job?

Y:  Well, I've enjoyed working for a small company and learnt
a lot, but I'd really likethe opportunities that are offered by working
for a large company, for example, the chance to pitch to big clients.

M: Right, so where do you see yourself in five years' time?

Y: I'd like to be working as a senior advertising executive
with a number of great campaigns under my belt.

II. ANSWER THE QUESTIONS

1. Tell a little about yourself.

2. What are your strengths?

3. What are your weaknesses?

4. If you could change one thing about your personality, what
would it be?

5. What does success mean to you?

6. What does failure mean to you?

7. Are you an organized person?

8. Do you manage your time well?

9. How do you handlle change?

10. How do you make important decisions?

11. Do you work well under pressure?

III. TRANSLATE INTO RUSSIAN

Conversation 1
13
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George Willis is attending an interview for a sales posi-
tion

Mr Khan: ... so your online résume was very interesting and
that's why we asked you to come for an interview. I'm responsible for
all human resources issues here at Bergerbild and my colleague here,
Georgina Harris, is head of the sales department, which is where we
currently have a free position.

So Mr Willis, what do you know about our company?

MrWillis: A lot! You're involved in big overseas infrastructure
projects in South- East Asia, for example, and among other things you
are currently bidding for... and the Kuching metro project was very
successful.

Mr Khan: What do you feel has been your biggest achievement
to date?

Willis: Well, I introduced a new process for prioritizing customer
visiting schedules for our department and in six months, we managed
to increase sales by about 22 per cent. My manager was very pleased!
Hmm, I can understand why.

Mr Khan: So, why would you like to leave your current job?

MrWillis: Well, the sales position that you are offering would
give me opportunities to work internationally. At the moment I'm just
based in Seattle.

Mr Khan: I see. But what makes you suitable for this job, do
you think?

MrWillis:I've been very successful so far in sales and I think
that I can offer a good service to your customers. Interesting point.

Mr Khan: What is good customer service, in your view?

MrWillis: Definitely the most important skill is the ability to lis-
ten to what...but of course learning is a never-ending process for an-
ybody in business.

Mr Khan: Very true. Now, what are your weaknesses, would
you say?

MrWillis: Well, my mom criticizes my untidiness around the
house, but I guess you don't mean that. Hmm, Isuppose I'm not very
good at making sure all the paperwork involved in sales is completed
quickly. You know, I prefer to be out there, going on to the next cus-
tomer. But of course, I know it has to be done. I'm trying to improve.

Mr Khan: Well, you are quite young, aren't you?

MrWillis: I'm 26.

Mr Khan: Now, what are your goals for the next five years?

MrWillis: I hope that I can also take on responsibility for organ-
izing other salespeople in the future. I see myselfin a management

14
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position when I have more experience and can share that experience
with other salespeople.

Mr Khan: OK. Now, what are your salary expectations? For this
sales position, I mean?

MrWillis: Well, I'm sure that a mixture of...

VI. WRITE THE DIALOGUE IN ENGLISH

Pa6oroparens: [Jo6poe yTpo! Kak Bawwn pgena?

Kanguaar: OtnmnyHo, 6onbwoe cnacunbo.

Pa6otopatennb: Mbl HazHauunu 3Ty BCTpedy, 4TOOblI NOroBo-
pUTb O Balumx NMYHOCTHBIX kayecTBax M 0 Baweli npodeccmoHanbHow
kBanudukaumm. MNoxanyncra, pacckaxxmTe Ham o cebe.

Kanaunpat: 9 oueHb ApyxentobHbli yenosek. J1io60Bb K Jito-
[SIM MOMOraeT MHe pellaTb pasHble NpobneMbl. S OTBETCTBEHHbIN U
WCTIOSTHUTESIbHBIA. S AEACTBMTENIbHO XOpOLIO pa3bupatock B Mepco-
HanbHbIX KOMMbOTEpPax U O4YeHb 3aMHTEPECOBaHWHTEPECYOCb B Mpo-
rpammupoBaHuun. Korga s 6bin CTyAeHTOM CTapLlumx KypcoB YHUBEPCU-
TeTa, MHe [ABaXAbl NPUCY>XAann BTOPOE MECTO B KOHKypce Mo npo-
rpaMMMpoBaHuio 6a3 AaHHBbIX.

Pa6otopatennb: Bbl MOXeTe HaM O6BACHUTL, Moyemy Halla
KOMNaHus A0/MKHa B3ATb Bac Ha paboty?

Kangupar: {1 o4deHb xopowo yMmew paboTtaTtb C ApyryMu
NIOABMM, MOCKOSIbKY i HACTOSILUMI KOMaHAHbIA Urpok (yMeto paboTtaTb
B KonnekTunee). Most kBanudukauma n Mou NpodeccuoHasnbHble HaBbl-
KW NO3BOMSIOT MHE CNpaBnsiTbCs € No6oi paboToi.

Pa6oTopaTtenb: Bbl MMeeTe B BMAy, Y4TO y Bac Hukorpa He
BO3HMKANO KOH(MPOHTaumMu ¢ BawmnMm konneramm Ha npexHeM Mecre
paboTbl?

Kanpampar: Het, Hukoraa. 1 Bcerga paspelsan CloXHble npo-
61embl 6€3 KOHMPOHTaLUMKN. S OUYEHDb YNOPHLIN B paboTe YeNoBeK.

Pa6oTtoparenb: Pacckaxute Ham 0 Balimx OCHOBHbIX OTpuLa-
TeNbHbIX U MONOXMTENbHbIX KavecTBax XapakTepa.

Kangupaat: 9 oTKpbITbIM M ONTUMUCTUYHBIN YenoBek. S nobsto
NOAEN U C yAOBONMLCTBMEM HAX0XyCb B MX obliecTBe. YTo KacaeTtcs
MOMX OTpuUATeNbHbIX YepT xapakTepa... YTo X, MHe O4YeHb HpaBUTCS
obcyxgatb ¢ MouM apyrom [onoM camble nocnefHue TexHU4deckue
HOBWHKM, TMOCKO/IbKY OHW SIBASIOTCS BaXKHOM YacCTblo MOEMN XXM3HMW.
3ayacTyo Mbl coBeplUeHHO 3abbiBaeM O BpeMeHM M OYeHb paccTpau-
BaeM 3TUM HalMX POAHbIX.

Pa6oTopaTtenb: Bo3moxHOo, OTa Bawa 4epTa xapakrtepa oka-
3blBaeT 3aMETHOEe BAMSIHWE Ha Bally 4acTHYyIO XW3Hb, HO Bawwu npo-
deccroHanbHble CNOCOBHOCTU OHa HUKAK YXYALWWUTb HE MOXET.
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VI. Look at the information below and prepare to inter-
view candidates for the job.

SPARTA ADVENTURES
International Summer Camp
Group leaders wanted
Athens, Attica, Greece
1-14 July/ 15-30 July/ 1-15 August
* 0o you speak English?
* o ou p!',-Jl_y sparts?
* Areyau friendly and easy ta get an with?
* [ yau think you would makea good leader?
The job: to be responsible for a group of 15 children
The salary: 100 euro per week and free food and accommodation
All applicants must ke fit and healthy!

Write to: 5 Zalokosta Streat, Athans, Attica, 10671 Greaeca

UNIT 2. A RESUME

A resume is the key tool of the job search that itemizes your
qualifications and serves as a foundation for your application letter
(often referred to as a cover letter). A resume should be limited to
one page— or two pages if you have substantial experience. On the
basis of the information in the résumé and application letter, prospec-
tive employers decide whether to ask you to come in for an interview.
If you are invited to an interview, the interviewer can base specific
questions on the contents of your resume. See also interviewing for a
job. Because resumes affect a potential employer’s first impression,
make sure that yours is well organized, carefully designed, consistent-
ly formatted, easy to read, and free of errors. Consider first an organi-
zation that highlights your strengths and fits your goals, as suggested
by the examples shown in this entry. Experiment to determine a lay-
out and design that is attractive and uncluttered. Consistency is espe-
cially important on a resume. For hard-copy résumés, use a quality
printer and high-grade paper. Be truthful. The consequences of giving
false information in your resume are serious. In fact, the truthfulness
of your resume reflects not only on your own ethical stance but also
on the integrity with which you would represent the organization. See
also ethics in writing.

Organizing Your Resume (Sections).

A number of different organizational patterns can be used ef-
fectively. The following sections are typical—which you choose should
depend on your experience and goals, the employer’s needs, and

16
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any standard practices in your profession.

e Heading (name and contact information)

e Job Objective

e Qualifications Summary

e Education

e Employment Experience

e Related Skills and Abilities

e Honors and Activities

e References and Portfolios

Whether you place “education” before “employment experi-
ence” depends on the job you are seeking and on which credentials
would strengthen your résumé the most. If you are a recent graduate
without much work experience, list education first. If you have years
of job experience, including jobs directly related to the kind of position
you are seeking, list employment experience first. In your education
and employment sections, use a reverse chronological sequence: list
the most recent experience first, the next most recent experience
second, and so on.

Heading. At the top of your résumé, include your name, ad-
dress, telephone number (home or cell), and a professional e-mail
address. Make sure that your name stands out on the page. If you
have both a school address and a permanent home address, place
your school address on the left side of the page and your permanent
home address on the right side of the page. Place both underneath
your name. Indicate the dates you can be reached at each address
(but do not date the résumé itself).

Job Objective. Some potential employers prefer to see a clear
employment objective in résumés. An objective introduces the materi-
al in a résumé and helps the reader quickly understand your goal. If
you decide to include an objective, use a heading such as “Objective,”
“Employment Objective,” “Career Objective,” or “Job Objective.” State
your immediate goal and, if you know that it will give you an ad-
vantage, the direction you hope your career will take. Try to write
your objective in no more than three lines, and tailor it to the specific
job for which you are applying.

17
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... (First Name, Surname)
.. (Address (Number of your howse, Street, City, Region, Courntry))
... (Date of bireh)
Cellular phone: ... Nuwmnber), Home phone: .. (Number)
E-mail:
Ohbjectives: To obtam a position as ...
Apply my shalls as ...
A careerin ...
ACCOMPLISHMENTS: ... (sphere of action)
.. (accomplishment).
SEILIE:. Computer: ... (Name of program)
Leamguages: .. (Native and foreign)
WORE EXPERIENCE
... (Dates) ... (Position)
... (Title of compar)
o (City)
Type of business - ...
Major Duties:
EDUCATION

.. (Dates) ... (Titleof educational institution, Mejor. Degree)

HONORS .. (Title, Awarding Organization, Date(s))
PERSONAL .. (Haobby etc.)
INFORMATION

REFERENCES  Awailable upon request

STUDYWRITTEN PATTERNS

personalinformation nepcoHasbHast HH(opMaIust
careerobjective/objective IOJDKHOCTb, Ha KOTOPYIO IIPETeHIye-
TE
summary CBOJIKA, KPATKOE Pe3toMe
workexperience OTIBIT paboTHI
education obpasoBamue
skills yYMEHHS ¥ HaBBIKU
references PEKOMEHIAINN
available upon request JIOCTYIIEH TI0 3a1pocy
accomplishments JOCTHKEHHS
honors Harpasibl

18
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heading «IIaIKay JOKyMEHTa
responsibleforsomething OTBETCTBEHHBIH 3a 4TO-JIHO0
customerservice paboTa ¢ KITHeHTaMH
businesstrips KOMaHIMPOBKH
supervise OCYIIECTBIISATh KOHTPOJb 34. ..
IT skills HaBBIKH UCIIONIb30BaHUs HH(OpMa-

[HOHHBIX TEXHOJOTHit
Problem solving and negotiation skills  ymenue pemrate po6aemsl U J0ro-

BApHBATHCS
strongteamplayer Pabora B koman e
strongleadership VBepeHHBIE JTHACPCKIE HABBIKH

EXERSISES

I. READ AND PAY ATTENTION TO THE STRUCTURE
OF THE RESUMES. Try to memorize it

Example 1

Resume

Name: ErickDavidson

Date of Birth: 17 September 1976

Address: 2510 Rabbit Lane,2000 Tetruby, UK
Telephone : +4477564321541

Email: Erick@eunet.uk

Objective: Seeking a sales manager position with a company
offering  professional growth and future career advancement oppor-
tunities.

Qualifications Summary:

1999-2000 London Chamber of Commerce and Indus-
try- Diploma of Business Management

1995-1999- University of London —MBA

Professional Experience

2000-2004- A sales manager, IT Company

Development of a new sales strategy

Domestic and foreign exhibition launch

Jan- Oct 2000 A personal assistant to marketing direc-
torof theITCompany

Skills:

IT Office 2004 ,Windows, Excel, Internet, Powerpoint

Languages Fluent French and proficient Spanish

Additional Driving Licence

Activities Diving, travelling,swimming,
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Reference: Professor Hales
London Chamber of Commerce and Industry

Example 2

Resume

Viktor Vasilev

123 Pushkin Street, Apt. 122
Moscow, Russia

Date of birth: March 10, 1980
Cellular phone: 8(***)111-11-11
E-mail: vasilev_v@mail.ru

Apply my skills as a regional sales manager with a

OBJECTIVE company focused on quality, dedication and ingenuity
WORK Regional Sales manager
EXPERIENCE “Planeta” Limited Liability Company

Moscow
Type of business — the distribution of soft drinks
Major Duties:

e managementof 10 salesrepresentatives;

e tradenegotiations;

o  direction of the sales force in planned selling to-
ward specific goals;

2007- topresent
e carrying out of store check.

Accomplishments:

e increased monthly regional volume 25 percent and
helped to improve customer-company relations

20
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Trade representative

Limited Liability Company Diary

Moscow

Type of business — the sale of writing materials
Major Duties:

o searchofnewclients;

o execution of monthly sales plans;

o making of sales forecasts and sales goals re-
2003-2006 ports; o ,

o trade negotiations, presentations of the produc-

tion.

Accomplishments:

e increased client base by 50 percent;
e increased volume of sales by 200 percent dur-
ing my tenure.

Lomonosov Moscow State University
EDUCATION Master’s Degree
1997-2002 Major: management

Training for Sales managers in “Planeta” Limited Lia-
2007 .

bility Company, Moscow

Computer: MS Word, MS Excel, The Bat
SKILLS Languages (spoken and written): Russian (native), Eng-

lish (fluent)

REFERENCES Availableuponrequest

I. ANSWER THE QUESTIONS

What makes a good resume?

How long should it be?

What should it contain?

Does it list the experience starting from the present?

Is anemployer in- terested in your
21
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hobbies and interests?
6. Is it right to write in full sentences?

III. TRANSLATE INTO RUSSIAN

Resume 1.

Ivan Petrov

67 ap., 28, Bozhenko Ave., Moscow , Russia
tel. 572-28-36

8 (095) 743-36-65

ivan_petrov@bk.ru

Objective SalesManager

Date of birth: 12 April 1973
Marital status: married
PersonalDetails Children: son, 10 years old

6-year experience as a Sales Manager. Sales provi-
sion, sales promotion, customers counseling, sales
forecasting, new advertising strategies, sales in-
creasing. Proficient with Windows, Microsoft of-
SummaryofQualification: fice programs, and use of database programs.

1990-1995
Student
Education Moscow State University

1990-1991
Course of French
Additional Education Moscow school of foreign languages

2006—present
Sales Manager
Professional Experience ABC Company, Moscow
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Recommended computerized bookkeeping and
supervised all data entry, resulting in reduced
bookkeeping time, detailed department reports,
improved sales projections, and enhanced business
advertising and budget planning.

Accomplishments:

Organized special holiday sales promotion and
recommended special holiday gift line, which in-
creased sales by 35%.

2000-2006
Sales Manager
FDG Company, Moscow

Handled sales of company products. Counseled
customers on company products. Forecasted sales
revenue, volumes, discounting and profit.

Accomplishments:

Increased number of customers by 20% in two
years.

Initiated new advertising strategies, which en-
hanced customer image of store and increased cus-
tomer traffic.

Recognized as one of company’s top 10 salespeo-
ple each year since 1992.

1996-2000
Manager Assistant
JSM Company, Moscow

Provided customer service via telephone. Ascer-
tained order accuracy. Tracked orders.
Cooperatedinteam.

Languages: English — Intermediate Level
AdditionalSkills German — Elementary Level

Computer skills: Windows, Word for Windows,
Excel, Outlook Express, Internet Explorer

Driving Licence: Category B Driving Licence

References References are available on request

23



¢ yupaBJIeHl/le AUCTAHIUOHHOTO 06yqum{ W ITOBBILIEHHU A KBaJ[VI(bVIKaLU/lVI

TK

AL

= WMHOCTpaHHBIN A3bIK

Resume 2.

Volnova Olga
Novaya, 1, 11, Moscow
(900) 000-0000
email: vl-olg@gml.com

Personal Data

Date of birth: 03/01/1985
Marital status: single

Education and Qualifications

2003-2008

Lomonosov State University Business School

Specialist of Business Administration

Work Experience

September 2010 — Present

CEO personal assistant

“LKT Group” Ltd.

Responsibilities: conference interpreter, translating services
(English and German);

scheduling appointments; preparing contracts and agree-
ments; maintaining manual

payment records, invoicing and performing minor clerical du-
ties.

June 2008 — August 2010

Manager

“Sanches” Ltd.

Responsibilities: ongoing administration of a newly established
branch, sales.

June 2006 — June 2008

Freelance translator and project manager

Skills

Languages: English, Chinese

IT skills

Good negotiation and communication skills, organization and
multi-tasking

Interests and Activities

Swimming

References

Available on request

IV. TRANSLATEINTOENGLISH

MUBaHoBa MapuHa AHApeeBHa
Appec: r.Mocksa, tOAO
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TenedoH: A.T. 555-5555; M06. 8-903-555-5555
E-mail: mivanova@mail.ru

[aTa poxaeHus: 2 anpens 1987 r.

paXkaaHCTBO: Poccuiickas deaepaums

CeMelHOEe MNOJIOXKEHNE:  HEe 3aMyXeEM

Lenb:
pa

nony4yeHune pa6OTbI Ha AOJ/DKHOCTb MEHEQKE-

O6pasoBaHue:

2004 - 2009 rr.

anpens 2008 T.

staBapb 2009 rr.

®unancoBbli yHUBepcuTeT (PrHAHCOBAs aKaeMusl)
npu [IpaButensctBe Poccuiickoit @enepanun

®DaxynbTET MEHEIKMEHTA
KBanugukanus — 5KOHOMUCT -MEHEKEP

YuebHO0-MeTomomoruueckuit neHTp npu ®HC Poccuy, T.
MockBa

Kypcol noeinienust kpanugukanuu «Hanoroodaoxenne
IOPUANYECKUX JIUI», CepTHHUKAT

MockoBckast MeXXIyHapOIHAS IIKOJIA IEPEBOTINKOB,
r.MockBa

Kypcsl 1e710BOT0 aHTTIHIICKOTO SI3BIKA, CepTH(HKAT

OnbIT paboTbi:

anpens 2010 1. —
HACT.BpEMS

ceHTs0pb 2008r.
—mapt 2010r.

3A0 «MerampoekT», . MockBa
Mememkep 1Mo npojakam
000 «9Oxkcnepty», r. MockBa

ITomolHUK MEHEAKEPA O NIPOAaXKaM

AononHutenbHas uHdopmauus:
MHOCTpaHHble $3bIkM — aHIMNCKMA (CBODOAHO YCTHO, MUCb-

MEHHO)

HeMeLkui1 (6a30BbIi)

MepcoHanbHbI KOMMbIOTEP — OMbITHLIN Nosb3oBaTens (MS Of-

fice, 1C)

BoauTenbckue npasa — kateropusi B

JInuHble KauecTBa:

KoMMyHMKabenbHOCTb, yMeHue paboTaTb B KOMaHAe, aHanuTu-
Yeckui cKiaj yMa, XenaHve pasBuBaTbCs B MPOECCMOHaNIbHOM U
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JIMYHOM NaHe.
PekoMeHaaumm MoryT 6bITb NpeacTaBneHbl No TpeboBaHuio.
[JaTta 3anonHenus pesiome: 05 ceHTs6ps 2011 r.

V. WRITE THE RESUME IN ENGLISH

Write down your own resume due to the position of Ex-
ecutive Secretary to the Managing Director

Job opportunity: Executive Secretary to the Managing Director

Prestigious western financial institution seeks an executive secretary to the
managing director to provide full administrative support to the director, to
maintain contacts with major clients according to high professional standards,
to fulfil secretarial duties and handle PR matters in the office.

Main requirements: fluent English, age 24 — 30, good typing skills, PC literate,
solid secretarial experience with top executives for at least 2 years.

Please fax (095 222 22 22) your resume to Mrs. Jane Brown,

Personnel Manager.

UNIT 3. TELEPHONING

You are probably used to making informal calls to family and
friends. When making calls to companies, however, some special rules
and conventions apply. On this page we explain how to call someone
in a company that you do not know personally (the most common
kind of formal call made by students) and give you some models and
language that you can use.

General rules

When making a formal call, three rules should influence your
choice of words:

o Be brief. Do not waste the receiver's time.

. Be clear. Explain the background and purpose of your
call.

. Be polite. Recognize the receiver's point of view.

These rules can sometimes conflict. If you are too brief, you
may confuse the receiver or appear impolite. Try to balance the three
rules.

Making a call to someone you do not know

The most difficult calls to make are calls to people that you do
not know. Usually, the purpose of your call will be to make a request
for information or a meeting. This kind of call can be divided into sec-
tions according to the function each serves:

1. Locate the person
2. Make request
26
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3. Make arrangement
4. Close the call
In the following examples, we will imagine that you are calling
Mr. Lau to arrange a visit to his office.

1. Locate the person

If the person you want to speak to answers the call, this part is
simple. If the receiver gives her name when he answers your call, you
can skip to the next stage. If the receiver does not give his name, you
can confirm that you have the right person:

Hello, is that Mr Lau?

More often the number that you have will connect you to an
operator or secretary. In this case you will have to ask to speak to Mr.
Lau:

Hello, I'd like to speak to Mr. Lau Kam-cheong, please.

If Mr. Lau is not available, you will need to find out when you
can speak to him:

Could you tell me when he will be available?

If the person you are calling has a busy schedule, you may
have to call several times. When you are finally connected, it is best
to pretend that this is your first call. Do not mention how difficult it
was to make contact!

Sometimes, you will not know the name of the person who
might be able to help you. In this case, you can state your request
and then say:

Could you put me through to someone who might be able to
help me?

Locating someone at a company can be frustrating if you are
passed from person to person. Try not to let your frustration show!

2. Make request

Making a request involves three stages: introducing yourself,
giving background, and making the request itself.

Introduce yourself by giving your name and explaining who you
are:

I'm ...., I'm a first-year student at Hong Kong University....

If you have been given the receiver's name by someone else,
you should also mention this:

Mr. Chan from Eurasia Products suggested that I call you....

Give the background to your request by explaining why you are
making it:

I'm doing a project on work experfence and I need to arrange a
visit to a company in your field....
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Make your request politely and clearly. Make sure that the re-
ceiver knows exactly what agreeing to your request will involve: how
much of her time will it involve and what she or her staff will have to
do:

I wonder if I could pay a visit to your office for an hour or so
sometime in the next two weeks, to talk to one of your staff about....

3. Make arrangement

If the person you are calling agrees to your request, it is im-
portant to make a clear arrangement. If you are arranging a meeting,
for example, arrange the time and place and make sure you know
where to go and what to do when you get there. Make a note of all
the information so that you do not need to call back again to find out
something you have missed.

If the person you are calling cannot agree to your request, he
may modify it. Listen carefully and try to fit in with his schedule.

If the person you are calling cannot agree to your request at
all, ask if he knows someone else who can help:

Do you know anyone else who might be able to help me?

Whether the receiver can help you or not, thank her and close
the call politely.

4, Close the call

As the caller, it is your job to close the call when you have got
the information you need. Unless the receiver shows that he wants to
talk, it is not polite to chat once your business is finished. If there is a
difficult silence at the end of the call, it is probably because you are
not doing your job of closing the call. You can do this by confirming
the arrangement:

So, I'll come to your office on Monday at 10....

thanking the receiver,

Thank you very much for your help....

and saying goodbye

Goodbye....

In each case, wait for the receiver's response before you go on
to the next stage. Wait until you have heard the receiver say goodbye
before you hang up.

USEFUL TIPS:We should normally give telephones by saying
each individual number in it:

Our phone number is two six three, three eight four seven.
(263-3847)

When there is a zero (0) in our telephone number, we should
say O like the name of the letter O.

e.g. 505-1023 = five-O-five, one-O-two-three.
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If a phone number contains two of the same numbers together,
we should say double (number).

If @ phone number contains three of the same numbers togeth-
er, we should say triple (number)

e.g. (212-8555) two one two, eight triple five.

The above rules for telephone numbers also apply to fax num-
bers.

To ask for someone's telephone number we should say:

What's your phone number? It's 555-2565.

What is Woodward's phone number? It's 2789-0135.

We shouldn't normally say: What's your telephone number?
(Though it is grammatically correct)

When you reply, you can give just your telephone number OR
say: It's + (your phone number).

STUDY SPEECH PATTERNS
lpeacrasnenne cebs
ThisisHelen. Oto Enena.

Helenspeaking. T'oBoput Enena.

IlIpocvba npeocmagumucs

Can | take your name, [IpencraBbTeCh, MOXKATYH-
please? cra?

Can I ask who is calling, | IIpoctute, MoTy 5 y3HaTh,
please? KTO 3BOHUT?

IlIpocvoa coeounumso ¢ Kkem-1uo0

Can | haveextension 3217 CoenuHuTE MEHS C HO-
(extension —3To BHYTpEH- mepom 321.
HU HOMEp B KOMITAHUH )
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Could I speakto...? Mory s TOrOBOPUTE C
(Can | — menee opurmans- | ...7?

Has pock6a / May I — 60-
nee odurmanbHas Mpocroa)
Is Jack in? JIxekBoduce?

Ilpedynpesicoenue o coeouneHuu ¢ Kem-iuoo

I’11 put you through. SBaccoenuHsIIO.

Can you hold the line? HeremaiiteTpyOky.

Can you hold on a moment? He Mornu ObI BBI HEM
)KIaTh?

Ecnu c abonenmom nenv3sa coeounums 6 OaAHHbll

MoMmeHnm

I’m afraid Jack is not avail- | borocs, celiuac s He Mory

able at the moment. Bac COCAMHMTH ¢ [[xe-
KOM.

The line is busy. JluHMsI3aHsATA.

MrJacksonisn’tin. Muctepa [xekcoHa ceityac

HET Ha MCCTC.

Mr Jackson is out at the | Muctep/l»KeKCOHBBIIIEIT.
moment.
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Ilpeonostcumov ocmasumo unghopmayuio

Could (Can, May) | take a
message?

S Mory eMy 4TO-TO TIe-
penarb?

Could (Can, May) | tell
him who is calling?

S mory emy nepenars, KTO
3BOHMJI?

Would you like to leave a
message?

Bol xoTenu Ob1 0CTaBUTH
uHbopmaruio?

Kak eexcnueo nonpocums codeceOHUKa 2080pumsp

MeonieHHee uiu nepecnpocums?

Could you please repeat
that more slowly?

[ToBTOpHTE, MOXKANTYHCTA,
3TO NIOMEJIJICHHEE.

Could you say that again,
please?

[ToBTOpHTE, TTOKATYNCTA,
ele pas.

Could you speak more
slowly?

Moru Obl BB TOBOPUTH
rnmoMeiyieHHee?

Sorry, I didn’t quite catch
that. ..

H3BuHUTE, 51 HE COBCEM
MOHS. ..

Sorry, I didn’t quite under-
stand that ...

H3BuHUTE, 51 HE COBCEM
IIOHSII. ..

Sorry, I didn’t quite under-
stand what you said about

H3BuHUTE, 51 HE COBCEM
IIOHSIJI, YTO BBI CKa3aju O
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Ha3znauenue ecmpeuu

I’'m calling to fix (arrange / 1 3BoHrO, 4TOOBI Ha3HA-

agree) another time.

Michel and Ana are tied up
(busy / unavailable) this
week.

Do you mind if

we postpone it (move it
back / put it back) to next
week?

Which day are you think-
ing of (do you have in
mind / do you want )?

Does Wednesday sound
good (suit you / look ok) ?

How about (are you free
on/ can you
make) Thursday?

Which would be best
(convenient / OK) for you?
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YUTH (YCTOBUTHCS / CO-
IJ1aCOBaTh) APYIroe BpeMsi.

Muxaun 1 AHHA 3aHATHI
(3aHATHI / HE MOTYT) Ha
STOU HEOEJIE.

He Bo3paxkaere, eciii Mbl
OTJIOKHUM 3TO (TIepeHeceM
/ OTJIOXKUM) Ha CIIETYIO-

IIYI0 HEAETIO?
Kakoit nens Bel npena-
raere?

Bam nonxomut cpena?

Kak nHacuer uerBepra (Bbl
CBOOOJIHBI / Bac yCcTpo-
ut)?

Kaxkoii nenp Bam yno0en?
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We can make it (are free / MpbI MOXeM caeaaTh 3TO
are available) after lunch.  (cBoGOIHBI / JOCTYIIHBI)
rmocJye ooena.

That sounds fine / great/  OrimuHo.
good.

The appointment is / So WTak, MBI BcTpeuaeMcs B
that’s / We can confirm yeTBepr B 14.00.
Thursday at two o’clock.

Bpouupoeanue oOunemoe Ha mpancnopm

I’'m calling for some in- 4 xoTen OBl y3HATH O MO-
formation about trainsto  e3gax Ha ATiaHTy.
Atlanta.

Are there any more trains  EcTb j1 emie noesna ce-
leaving this evening? TOJHS Beuepom?

Is there an overnight train? Ectb 1 HO4HO# moe3?

How many trains are there Ckonbko moe3mnoB 0TX0-
tomorrow? JUT 3aBTpa’?

I"d like to book a sleeper S xoTen Obl 3a0poHUpO-
ticket. BaTh CHAJILHOE MECTO.

How much does it cost? CKOJIBKO ATO CTOUT?

Ilpobaemur c meneghonnoii céa3vro
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It’sreallybadline. 311ech ImI10Xast CBA3b.
The line just went dead. Pa3zbe TuHIIOCH.
This line is so poor. OdeHb TUI0Xas TMHMSL.

This is such a terrible line. | 5 audero He cnpiry —
can’t hear a thing. y)KacHast CBS3b.

The reception is absolutely = B moesze yxacHbrit

terrible from the train. MIPHEM.
Sorry, it’s too noisy here N3BuHMTE, 371€CH CETO-
today. IHSI OY€HB IIIyMHO.

I can’t hear. The traffic is Sl He cnbliy, 31€Ch
too loud. OYEHb IITYMHOE JBIIKE-
HUE.

| need to recharge my mo- ~ MHe HyXHO o13apsi-
bile. Mybattery’sverylow.  auTh TenedoH — akKy-

MYJIATOP MOYTH CEl.

| must have got the wrong  lomkHO OBITH 51 OIIKOCS
number. HOMEPOM.

Sorry, can you speak up? [TpocTtuTe, BB MOTIIH OBI
TOBOPUTH TpoMue?
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Let’s put the phone down.  [laBaiiTe monoXum
TPyOKH.

Trycallingagainlater. [TonipoOyiite mepe3Bo-
HUTBH ITO3XKE.

Let me call you back in five [laBaiiTe st mepe3BoHIO
minutes. BaM 4€pe3 5 MUHYT.

Tryonextension 376. [TonipoOyiite m06aBoY-
HbIA HOMED 376.

How about sending me it by Mosxer, npunuiere Mue
email? 3TO MO 3JEKTPOHHOM TTO-
yrte?

Hang up and ring the other  Pa3benuuuTech u Habe-
number. pUTE APYTroi HOMED.

EXERSISES

I. READ AND TRANSLATE

Example 1
Macey Chance is on the phone, trying to set up meetings to discuss her
company's services.
MC: This is Macey Chance from Turner & Young Consultants. Am |
speaking toMr Given?

Speaker 1: No.
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Mr H: Trancross Power and Gas, project management office.

MC: Good morning. Am | speaking to Mr Harvey?

Mr H: Speaking.

MC: Oh hello, Mr Harvey. This is Macey Chance from Turner
&Young Consultants.

Mr H: Oh, yes.

MC: Do you have a moment to speak to me?

Mr H: uUrn... well, yeah.

MC: Thank you. My company specializes in helping power industry
companies manage risk, Mr Harvey.

Do you think that's something that might be of interest to you?

Mr H: Er... well, we have risk management plans in place, you know.

MC: I'm sure! But may | ask you a question, Mr Harvey? Do you have
plans in place for handling risks generated by climate
change?

Mr H: uUrn, it depends on what you mean exactly. Of course, we have
plans in place for damage to our power plants from bad
weather.

MC: Well, managing short-term risk is very important of course. But
would you like to find out about ways to manage risk caused
by long-term adjustments to weather patterns? I'm talking
about global warming and the impact that will have on ener-
gy supplies.

Mr H: Urn, that's very unpredictable, isn't it?

MC: Yes, you're quite right, Mr Harvey. And very risky. That's
why my company specializes in designingplans that minimize
the risks for companies like yours. Would it be possible to ar-
range a meeting where | could explain our services in more

detail?
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MrH: Well, it could be interesting.
MC; Fine. When's a good time for you, Mr Harvey?
Mr H: Er, let me just check my appointments. Urn, how about Friday this
week, 2 p.m.?

Read the following stages of the dialogue and put them into the correct
order.

[ 1 She explains what her company specializes in and the reason for her call.
[ 1] Macey Chance checks that she is speaking to the correct person.

[ 1 She sets up a meeting to discuss the matter further.

[ ] She introduces herself and says where she works.

[ 1 She asks questions to gauge the person's interest.

[ ] She checks that the person she is speaking to has time to talk.

Example 2
Robbie Taylor is confirming his appointments for next week.
Conversation A
Sabine G: Sabine Gerland.
Robbie T: Hello, MsGerland. This is Robbie Taylor from Queensfield Ltd.
How are you?
SG: Fine, thanks. And you?
RT: Very well. I'm just ringing to confirm our appointment for Tuesday
afternoon at 3 p.m. todiscuss our project management services

for the Potsdam project.

SG: Yes, that's right. I'm looking forward to it.

RT: Can | just check the address? That's Quiddestrasse 14, isn't it?
SG: Er, no, Quiddestrasse 40.

RT: Right, 40, OK. And could you spell Quidde for me?
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SG: Of course. That's Q-U-1-D-D-E. If you go to our website, you'll
find full directions.
RT: Right. Thanks. So, I look forward to seeing you then.
ConversationB
RT: Queensfield Ltd. Robbie Taylor.
Gerd S:  Oh hi, this is Gerd Schmidt calling from Hipax in Berlin.
RT: Oh, hello Mr Schmidt. How are you?
GS: I'm fine, thank you. And you?
RT: I'm well, thanks.
GS: Good. I'm afraid | have to cancel our meeting next Tuesday morn-

ing. I'm going to be awayvisiting one of our key customers.

RT: No problem. Would Wednesday afternoon be more convenient?

GS: Unfortunately not. One colleague | wanted to come to our meeting
will be in Paris and I'll bein Munich.

RT: I see. Well, would you like me to arrange a telephone conference
instead?

GS: Mmm, that's a good idea. We're both free at 2 p.m. on Wednesday.
Will you email me thedetails?

RT: Of course. Actually, | wanted to call you anyway, Mr Schmidt.
Would you or your colleagues be interested in any of our other
project management services, like logistics, for example?

Match the sentences on the left with those on the right that have a simi-

lar purpose.
1. I'm just ringing to confirmour A Could you just confirm where
your
appointment for Tuesday offices are?

afternoon at 3 p.m.
2. Can | just check the address? B Shall I organize a telephone

conference?
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3. No problem. Would Tuesday C I'mjust calling to check that
it’s
afternoon be more still convenient for us to meet
on
convenient? Friday at 10 a.m.

4, Would you
like me to arrange D Can I interest you in any other
a telephone conference? services that we provide?

5. Would you be interested in E That's fine. How about Friday
any of our other services? morning instead?

II. TRANSALATE THE RUSSIAN REMARKS INTO
ENGLISH

- Isthis OAO Victoria?

- Ja. Yem Mory momoub?

- Put me through to Mr. Vavilov’s office, please.

- C Bawmu roBopur cekperapb r-Ha Basuiosa.

- My name is Mr. Kelly. I’d like to speak to Mr. Vavilov.

- K COXKaJICHUIO, I'm-Ha Basunosa HeT Ha MecTe. BBl ocTaBuTe JJIA HETO

cooOmenne?

- I have an appointment with Mr. Vavilov for 2 o’clock this afternoon,
but I am sorry I can’t come today. I must go to Paris on business and
I’ll be back only on Friday morning. Can Mr. Vavilov see me at two

o’clock on Friday afternoon instead of today?

- Hackoabko MHE H3BECCTHO, Y I'-Ha BaswuiioBa HM4ero He Ha3HA4YEHO

Ha IATHUITY BO BTOpOfI TIOJIOBUHE JTHA, HO A JOJIXKHA ITIOT'OBOPUTH C
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HUM, TIpeXJie yeM g f1aM Bam TouHbIil oTBEeT. BhI MOXeETe OCTaBUTH

MHE CBO# HOMep Tenedona?

- Yes, certainly, I’ll leave you the telephone number on which you can

contact my secretary. It’s London Wall 2230, extension 21.

= HpOCTI/ITe, He MorH Okl Bel IMPOU3HECTH 10 6yKBaM Ha3BaHHUC TC-

nedonHoi cranimu (theexchange)?

- D'l spell the first three letters that you must dial: L for London, O for

orange, N for nobody.

- Boubmmoe cnacu6o r-u Kemnu. Paspeniure, mopsijka pany, s eiie pas
npousHecy Homep: 3to Lon 2230, nodaBounsiii 21. 5 cBsKYCH ©

Bammum CCKpeTAapEM, KOrjga noroBopro ¢ r-oom BasnioBeIM.
- Thank you. Good-bye.

- o cBumanus, r-H Kemm.

III. MAKE THE PHONE CALLS TO CONFIRM YOUR
APPOINTMENTS.

You are the customer relations manager for Marlow construction.

Look at two of your diary entries for next week and then

Wednesday 10 a.m. Giovanni Fabro, 4 0 Findon Street - discuss

Westdene Hospital building contract

Thursday 3 p.m. Joy Lee, 2 0 South Road - update on Queen’s
Hotel building project

The call to Giovanni

1 Greet him, say who you are and where you work, and ask
how he is.

2 Respond to MrFabro's question and explain the reason for
your call.

3 Check that you have the correct address.

4 Ask him to spell it for you and make notes accordingly.
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5 Thank him and end the call politely.

The call to Joy

6 Greet her, say who you are and where you work, and ask
how she is.

7 Respond to Ms Lee's question and explain the reason for your
call.

8 Respond appropriately and suggest an alternative time to
meet.

9 Respond appropriately and end the call politely.

UNIT 4. MEETINGS

A successful meeting has no surprises. With proper preparation and
careful organization, a meeting can run smoothly. The most typical complaint
about meetings is that they run too long. Meetings that run longer than neces-
sary can be very costly to a company or business. As the famous business
expression says: Time is money. Setting goals and time limits, keeping to the
agenda, and knowing how to refocus, are key components of an effective
meeting.

Preparing for a Meeting
Calling a Meeting
There are a number of ways that you may call or be called to a meet-

ing. Some meetings are announced by e-mail, and others are posted on bulle-

tin boards.

Sample Email:

To: jane@paristours.com

cc: kana@paristours.com; thomas@paristours.com; nolan@paristours.com
From: pierre@paristours.com

Subject: Meeting

Hi Everyone:
We will be having a meeting next Friday from 2.30pm-4.30pm in Room 3.

All supervisors are expected to attend. The purpose of the meeting is to dis-

cuss the upcoming tourist season. As  you probably have heard, this could
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be our busiest season to date. There are already twentybus tours booked from
Japan, and fifteen walking tours booked from North America.

We are also expecting Korean and Australian tours in late summer. Please
make arrangements to have other staff members cover your duties during the
meeting.

Thank you,
Pierre

Sample Notice:

MEETING

LOCATION: Room 3

DATE: Friday, May 5th

TIME: 2:00 PM-4:00 P.M.

FOR: Supervisors only

SUBJECT: Tourist Season

Please note that ATTENDANCE IS MANDATORY!!

Writing an Agenda
In order to keep the meeting on task and within the set amount of time,
it is important to have an agenda. The agenda should indicate the order of
items and an estimated amount of time for each item. If more than one person
is going to speak during the meeting, the agenda should indicate whose turn it

is to "have the floor".

Sample Agenda:

1. Welcome, Introduction: Pierre and Stella (5 minutes)
2. Minutes from previous meeting: Jane (10 minutes)
3. Japan Tours: Pierre (15 minutes)

4. N.A. Tours: Pierre (15 minutes)
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5. Korean Tours: Pierre (15 minutes)
6. Australian Tours: Pierre (if time allows 10 minutes)
7. Feedback from last year: Everyone (15 minutes)
8. Vote on staff picnic: Everyone (15 minutes)
9. Questions/Closing remarks/Reminders: Everyone (5 minutes)

Opening a Meeting

Small Talk
Whether you are holding the meeting or attending the meeting it is po-

lite to make small talk while you wait for the meeting to start. You should
discuss things unrelated to the meeting, such as weather, family, or weekend
plans.

Welcome

Once everyone has arrived, the chairperson, or whoever is in charge of
the meeting should formally welcome everyone to the meeting and thank the
attendees for coming.

Well, since everyone is here, we should get started. / Hello, everyone.
Thank you for coming today. / | think we'll begin now. First I'd like to wel-
come you all.

Introductions

If anyone at the meeting is new to the group, or if there is a guest
speaker, this is the time when introductions should be made. The person in
charge of the meeting can introduce the new person, or ask the person to in-
troduce him or herself.

I'd like to take a moment to introduce our new tour coordinator. / |
know most of you, but there are a few unfamiliar faces.

Roll Call/Apologies

If the meeting is a small group, it is probably unnecessary to take at-
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tendance out loud. The person who is taking the minutes will know everyone
personally and can indicate who is present and who is absent.

It looks like everyone is here today. / If you notice anyone missing,
please let Jane know so that she can make a note of it.

Following the Agenda
Taking the Minutes

Anyone, including you, may be assigned to take the minutes at a meet-
ing. Often someone who is not participating in the meeting will be called
upon to be the minute-taker. He or she should create an outline before going

to the meeting. An outline should include the following:

o Atitleforthemeeting

e Thelocationofthemeeting

e Ablank spot to write the time the meeting started and ended

e  Thenameofthechairperson

e Alist of attendees that can be checked off(or a blank list for at-
tendees to sign)

e A blank spot for any attendees who arrive late or leave early

Sample Minutes Outline:
Supervisor's Meeting

Friday, 5th May
Start: Finish:

Room 3
Chair: Pierre
Attendees:

1

2

3

4
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S
Late to arrive:
Early to depart:

Watching the Time

One of the most difficult things about holding an effective meeting is
staying within the time limits. A good chairperson will do his or her best to
stay within the limits. Here are some expressions that can be used to keep the
meeting flowing at the appropriate pace.

I think we've spent enough time on this topic. / We're running short on
time, so let's move on. / We're running behind schedule, so we'll have to skip
the next item.

Regaining Focus

It is easy to get off topic when you get a number of people in the same
room. It is the chairperson's responsibility to keep the discussion focused.
Here are some expressions to keep the meeting centered on the items as they
appear on the agenda.

Let's stick to the task at hand, shall we? / I think we're steering off top-
ic a bit with this. / I'm afraid we've strayed from the matter at hand.

Voting

When issues cannot be resolved or decisions cannot be easily made,
they are often put to a vote. Most votes occur during meetings. Here are some
specific expressions used during open voting:

All in favour? / All opposed?

Comments and Feedback

During the meeting, participants will comment, provide feedback, or

ask questions. Here are some ways to  do so politely:
45



A
tKH¢ YIIpaBJIeHI/le AUCTAHIUOHHOTO 06yH€Hl/l${ W ITOBBILIEHHU A KBaJlI/I(i)I/IKaLU/lI/I

WMHOCTpaHHBIN A3bIK

If I could just come in here.../I'm afraid I'd have to disagree about

that. / Could I just say one thing?

Closing a Meeting
Wrapping Up

There are different reasons why a meeting comes to an end. Time may
run out, or all of the items in the agenda may be checked off. Some meetings
will end earlier than expected and others will run late. The odd time, a meet-
ing may be cut short due to an unexpected problem or circumstance.

Reminders

There is almost always one last thing to say, even after the closing re-
marks. A chairperson might close the meeting and then make a last-minute
reminder. Instructions for tidying up the room may also be mentioned.

Thank You's and Congratulations

The end of the meeting is also the time to thank anyone who has not
been thanked at the beginning of the meeting, or anyone who deserves a sec-

ond thank you. Here are some expressions to thank the participants:

Before 1 let you go let's all give a big thank you (everyone claps) to
Thomas for baking these delicious cookies. / Again, | want to thank you all

for taking time out of your busy schedules to be here today.

Follow Up

In the closing remarks, the chairperson, or participants may want to
discuss the date and time for the next meeting, when the minutes will be

available, or when a decision should be made by. This is also the time to give
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contact information, such as how to send a question by e-mail or who to call

regarding a certain issue.

We'll meet again on the first of next month. / Next time we meet I'll be

sure to have those contacts for you.

STUDY SPEECH PATTERNS

Ilosecmkaonsn

I would like now to begin by sug-
gesting the following proce-
dure/agenda.

Jl1s1 Hayana Xxo4y IpeyIoKUTh BaM
CJIEIYIOLIYIO NI0CTIEJ0BATEIbHOCTh
IIPOBEJICHUS Halllel BCTpe-
YH/perJaMeHT.

To start with, | think we should es-
tablish the overall procedure.

Jymato, B mepByI0 ouepesb, HaM CTO-
UT IOTOBOPHUTHCS O TIOPSIIKE IIPOBE-
JICHUS] BCTPEYH.

IIpeonosncenue o compyonuuecmee u omeem Ha He2o

Ourbasicpositionis. ..

Hama ucxonnas no3unus. ..

Thereareseveraloptions. ..

EcTh HECKOJIBKO BO3MOIKHO-
CTEH. ..

Regarding your proposal, our position
is...

C YYE€TOM Ballero mnpeajioxKeHus
Halia 1nmo3unmsa 3aKjIr4dacTCHd. ..

May we offer an alternative? We pro-
pose that... (We’d like to make an alter-
native proposal. Weproposethat...)

ITo3BOsBTE MPENTIOKUTH ATIBTED-
HATUBHBIA BapUaHT...

From where we stand, a better solution
might be...

Hcxond u3 T0ro, 4To MBI IMEEM,
JY4IINM perieHneM OyerT. ..

Considering that | would like to sug-
gest...

HpI/IHI/IMaﬂ 9TO BO BHUMAHUCE, A
X0y NpeAJIOKHUTD. ..
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Coznacue unu eo3pajricenue

That’s a fairsuggestion.

OTO0 crpaBeTNBOEC MPEITIOKECHHE.

You have a strong point there.

OT0 Baml KOHEK (CHIIBHASI CTOPOHA).

I think we can both agree that...

Jymato, MbI0OacoTIacuMel. ..

I understand where you’re coming
from; however...

1 noHMMaro BalIu MOTHBBI, OJHAKO...

If you look at it from my point of
View...

Ecnu BBI mocTaBuTE CeOs HA MOE Me-
CTO...

I’d have to disagree with you there.

Mmue NPUACTCS € BaMU HE COTIIACUTHCH.

I’m afraid that doesn’t work for
me.

K COXAJICHUIO, 9TO MHEC HEC IIOAXOOUT.

Oobcysncoenue Komnpomuccos

How flexible can you be on that?

Ha xakune ycTyInkn Bl MOKETE TIOMTH
B 3TOM Bompoce?

I’m ready to sign that if you can...

Sl roToB 3TO noAInucaTsp, €CJIN BbI
MOXCETE. ..

We are ready to accept your offer;
however, there would be one condi-
tion.

MEI rOTOBEI IMPUHATH Balle NpeaI0-
JKCHHUEC C OAHUM YCJIOBUCM...

We feel there has to be a trade-off
here.

MgE1 cunTaeM, BB IOJDKHBI ITIOWTH Ha
YCTYIIKY.

Would you be willing to accept a
compromise?

BBI rOTOBBI TOWTH HA KOMIIPOMHUCC?

3axnouumenvhuie gpasvt

| believe we can consider the matter
closed.

51 mymato, BOIIPOC MOXKHO CUMTATh
PEILEHHBIM.
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All right, I’ll get in touch with my
friends (colleagues, people) and con-
sult them

XOpOHIO, s CBAXKYCb CO CBOUMU KOJI-
JiIeraMH U MMOCOBETYIOCh C HUMMU.

All right, I’ll be expecting to hear
from you (your reply, your next vis-

it).

Xoporio, XK1y OT Bac U3BecTuil (Ba-
HIEr0 OTBETA, CIEAYIOIIErO BU3UTA).

"1l phone you (ring you up, call you
up) today (tomorrow, in the after-
noon).

51 M03BOHIO BaM cerofiHs (3aBTpa, BO
BTOPOY TIOJIOBUHE JTHS).

Does it suit you? (Is it all right with
you?) Yes, quite.

Orto Bac ycTpauBaer? Jla, BIonHe.

My (Our) decision is final.

Moe (Hame) pemmeHne okoHYATEIIh-
HOE

We’ll think your proposal over.

Mp1 00yMaeM Ballie peuIoKeHHeE.

We’llthinkitover.

Msr1 00gymaeM 3T1o.

We’ll be expecting your telegram
(confirmation).

Me1 OyzeM KIoaTh Baliel Teaerpam-
MBI (TIOATBEPKACHUS).

In conclusion I’d like to say ...

B 3akitoueHue X0Tenoch Obl CKa-
3aTh...

Let’s sum up the discussion. Let’s
recapitulate what we said.

IToxBeneM UTOT OOCYKICHHIO.

EXERSISES

I. READ AND TRANSLATE

Example

Janette is having a meeting with her team - Lucy, Fabian, and Tony -

to discuss the rollout of a software program.

Janette: ...and we need to work together with SAP experts on this if we want

to get the rollout to workproperly, right?
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Lucy, Fabian, and Tony:
Yeah. Looks like it.

J: So, we need to speak to SAP about running a training program for
all the system users. Could you handle that,
Lucy?

L: Sure, I'll call Dieter Grossmann.

J: How soon can youfinishthe complete training program, do you
think?

L: To train everybody, we'll need about three months. So, not untilthe

end of September.
J: Great, now the project kick-off meeting. We all agreed to have it
on the twentieth of July but nobody has done anything yet, have
they? No, | thought not. I know | haven't! Well, we need to move
fast on that, so Fabian, could you deal with that?Invitations to
start with, refreshments, you know.
Of course.
When will the invitations be ready, do you think?

I'll do them this afternoon.

& m o< m

Fine. I’d like to have them out bythis evening. Now, next week
one of our biggest customers,Dimitri Mischkovic, is coming
from Moscow to visit the company. He's arriving on Friday night
and is staying here until Wednesday next week. Originally, | was
going to take him out in London at the weekend, but my mother
is in hospital. So | need somebody totake him out, all expenses
paid by the company, of course. Who would like to take respon-
sibility for this?

T: Oh, I don't mind. | mean, if nobody else wants to that is.

That's OK with me.
L: I don't think my boyfriend would like me going around London
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with  somebody else anyway!

J: Good, I'll send you the details, Tony. Now, item number four on
the agenda: we are going to beaudited.

I, F&L: No. Not again! So soon?

J: Yes. Company policy, I'm afraid. | need somebody to write a
report on our business activities over thelast twelve months. Is
anybody interested in doing that? Tony, how do you feel about
taking responsibility for that? You have the most experience.

T: Well, it's a bit difficult, Janette, you know. I've got the department
meeting to organize and then the budget to do and then
MrMuischkovic.

F: I could look after MrMischkovic for you, Tony.

T, No, | mean, I'm not saying | —

J: Would you mind prioritizing this, Tony? It's really very im-
portant.

T: Oh. Well, I suppose so.

J: Thanks. Can you send me the report by Friday midday?Then you

can relax over the weekendwith MrMischkovic!

Make notes about the points agreed upon during the meeting.

Finish

Employee [Task(s) allocated date/time
Tony [Taking care of DimtriMischkovic|This weekenc

during his stay

Lucy

Fabian

II. TRANSLATE INTO RUSSIAN
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Sample Personal Request:

Pierre: Hi Jane, did you get the email about next week's meeting?

Jane: Yes, I'll be there.

Pierre: Great. I'd like to put you in charge of reviewing the minutes from last
meeting for us.

Jane: Sure, | can do that. I think there is a copy of the minutes in my file.
Pierre: Thanks, you'll have ten minutes to remind us of what we discussed
last meeting. This will be good for Stella to hear. Stella will be our new pri-

vate tours coordinator.
Sample Email:

To: jane@paristours.com
From: pierre@paristours.com

Subject: Minutes

Hi Jane,

I just wanted to make sure that you would be available to review last month's
minutes and present them at Friday's meeting. We have a new staff member
joining us, so I'd like to give her a chance to see where things have been go-
ing since the last meeting.

If you have any concerns about this, let me know.

Thanks,

Pierre

III. TRANSLATE INTO ENGLISH
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MEMO

Komy: Bcewm corpynnnkam
Hara: 25 cenra6ps 2010 roma
OT: Tonu bpayn

Otnen kagpoB

BuyTtp. Tenedon: 5564

O61ee cobpanue

Hacrosimum coobmraem, uro B 10.00 yrpa 5 okxts6ps 2010 roma B koHpe-
pEeHIIl-3aie Ha CEIBMOM DTaXXe COCTOHMTCS obmiee coOpanume. Ha cobGpannu
BICTYTUT [los1 [I9AMHTTOH, HAIl TeHEPaIbHBIN AUPEKTOP, KOTOPHIH TPHOBLT
K HaM C KpaTkuM BU3HTOM. boiee mompoGHas uHpopMaims 6yaeT coolrieHa
Ha ciexayroreit Heaene. COTPYIHUKOB, KOTOPbIE HE CMOTYT MPHUCYTCTBOBATH

Ha cOOpaHUH, MPOIIY COOOIIUTH MHE 10 4 OKTSOPSI.

Touu bpayn

Cekperapb

IV. MANAGE A MEETING

You are chairing a meeting with Rita and Paolo to discuss the
plans for the upcoming company conference. Here is your agen-

da.Meeting to discuss upcoming company conference.

Date: 3 March

Time: 10 a.m.
Attendees: You (chair), Rita Kay, Paolo di Franco. Agenda

Point one: Programme  for the day
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Point two: Possible locations
You start. Begin by chairing the meeting, covering the first three

points.

1. Getthe meeting started.
2. Go through the agenda for the meeting.

3. Introduce the first point of discussion and ask Rita to contrib-

ute.

4, Say that you like Rita's suggestion and ask Paolo what he
thinks.

5. Say that you like Paulo's suggestion and ask him to come up
with some detailed suggestions on this.

6. Move the meeting onto point two on the

agenda and ask Rita to contribute.

7. Getthe meeting back on track and ask Rita to continue.

8. Say that you like Rita's idea and ask her to get some prices

for you.

9. Summarize the main points of the meeting and

the action items and check that they agree.

10. Check if they have anything else to add.

11. conclude the meeting.

V. WRITE AN AGENDA FOR A MEETING AT YOUR
WORKPLACE
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How would you start the meeting? Practise aloud and record yourself
if possible, for review.
Remember to sound:

e positive
e interested

» keen to hear what other people think.

UNIT 5. BUSINESS LETTER

The style of letter-writing requires certain accepted phrase patterns.
You should aim for a neutral tone, avoiding pompous language on the one
hand and informal or colloquial language on the other hand. A letter may be
given the wrong tone by the use of inappropriate vocabulary, idioms, phrasal
verbs, and short forms, among other things.

Contractions of auxiliary verbs are not allowed (such as isn't, couldn't,
can't, weren't, he'll, they're;wanna for want to, gonna for going
to, y'all for you all, occur chiefly, although not exclusively, in informal
speech and writing, particularly American English). Business writing in Eng-
lish is an important key point: modal verbs and conditional mood are widely
used. As well as containing the right amount of information, your letter
should also make all the necessary points in a logical sequence, with each

idea or piece of information linking up with the previous one.
BUSINESS LETTER LAYOUT
The layout of business letters has seven parts:

1) the letterhead;
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2) the reference and the date;
3) the inside address;
4) the opening salutation;
5) the body of the letter;
6) the closing salutation;
7) the signature.
1) the letterhead

Business letters are printed on notepaper bearing a specially designed
heading which provides the reader of the letter with essential information
about the organisation sending it (includes the name, address, telephone and
facsimile number, telex code, e-mail address, logotype and some other infor-

mation about the company).
2) the reference and the date

References are typed below the letterhead or on the same line as the date, but
on the left. They are quoted to indicate what the letter refers to («your ref. Ne
___») and the correspondence to refer to when replying («our ref. No  »).
Give the recipient a reference number from previous correspondence or give
a short title to the letter conveying the purpose.Subject line makes easier for

the recipient to find out what the letter is about.

The date at the head of the letter is written in the following way:
18th April, 2016, or April 18th, 2016, or 18 March, 2016. Date is written
under the references or on the same line, on the right. In the United States

they write the month first. That’s why complete dates axe preferable or
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should be written like this:
18 April, 2016
18" April, 2016
April 10, 2016
April 10", 2016

The numeral figures are written thus: 1st, 21st, 31st; 2nd, 22nd; 3rd,
23rd; 4th, 5th, 6th, etc.

3) the inside address

The recipient's addressincludes the name, title and full address of the
person or group of persons to whom the letter is directed. The name and the
address of the firm written to should be typed on the left against the margin.
You do not have to indicate the name of the person you are writing to in the

inside address.

If the name of the addressee is unknown, the letter should start as
follows Dear Sirs, Dear Sir, Madam. If you know the name of the recipient,
the following abbreviations are used - Dear Mr, Mrs, Miss or Ms. With re-

gard to women is better to use a reduction «Ms».

The inside address should be written in the following way:

The addressee’s name Mr. A.A. Brown

The name of the firm LocalLighthouseCorp.
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The building number, the name of the street | 24 Wall Street

The town or city, post code London W2M 8RN

Country Great Britain

4) the opening salutation

The opening salutation is never followed by an exclamation mark or
by a dash only.InGreat Britain the opening salutation is followed by a comma
(Dear Sir,), in the USA - by a colon (Dear Sir:), and sometimes by a colon
and dash (Gentlemen: -). The opening salutation is typed against the left-hand

margin. There are several types of opening salutation:

Dear Sirs, — to an institution, organization or business firm
Dear Sir, — to aman if you do not know his name

Dear Madam, — toawoman if you do not know her name

Dear Mr. Brown, — toaman

Dear Mrs Brown, — toamarried woman

Dear Miss Brown, — to an unmarried woman

Dear Ms Brown, — toamarried or unmarried woman

Gentlemen: - — the most common salutation in the United States
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5) the body of the letter

This three point plan provides a useful but simple framework for

structuring all business communications:

1. | Introduction, the subject | introduction by the sender

of the letter and the purpose
the purpose of sending the letter (for exam-

ple, refer to a previous letter, contact or doc-
ument)

2. | Details of the transaction answers you wish to give, or questions you
) want to ask (reasons for acceptance or rejec-
(the main part of your let- | tjon of applications, giving instructions, ask-

ter) ing for information, providing all relevant
details etc., depending upon the purpose of
the letter)

3. | A summary of the letter | What you expect from the recipient, what
and makes a clear conclu- | action will you take. Encourage further en-
sion quiries or correspondence and mention that
you look forward to hearing from the recipi-
ent.

Written patterns to begin a letter:

Mal ob6paiiiaemest Kk Bam, 4To0bI I am writing to you to

MpI ob6pariaemcest K Bam B cBsi3u C... We are writing in connection with...
Hac unTtepecyet unpopmanus o. .. We are writing to enquire about...
MBal xoTenu 061 cooOmuTh Bam. .. We would like to inform you

MBbI 3auHTEepecoBaHsI B... 1 xotenu Obl | We are interested in... and we would
y3HATh. .. like to know...
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Bbnaropapum Bac 3a Bamie nucsmo
OT...

Mps1 nonyunnuBaine nuceMo oT. ..
B KOTOPOM OblIa BEIpa)KeHa MPOCKOa. ..
C BOIIPOCOM O

Kacaromeecd. . .

Thank you for your letter of (date)
We have received your letter of (date)
askingif...

enquiringabout...

concerning...

B otBer Ha Bame mmcemo (3ampoc)
MBL. ..

In reply to your letter dated (date)
we...

IlontBepxknaeM mnonydenue Baiero
MHChMa OT...

We acknowledge receipt of your letter
dated (date)...

Written patterns to end a letter:

Mpbl paccuMThiBaeM MOIYy4UTH OT Bac
OTBET B OymKaiiiiiee BpeMs.

We look forward to hearing from you
soon.

C HereprieHHEM KJeM (pacCUUTHIBAEM
Ha rosryyeHue) ot Bac

OTBETa/3aKa3a/TOBapOB U T.JI.

We look forward to receiving your re-
ply/order/products/etc.

HomanyﬁCTa, NOATBECPAUTE MOJIYUCHHUEC.

Pleaseacknowledgereceipt.
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Msl Oynem OiarogapHsl 3a CKOpEHIIMHA
otBeT. JKemarenbHO mONY4MTH Bar

OTBET KaK MOXXHO CKOp€€.

Your soonest reply will be appreciated.

Haneemcs, uto sta mHpopmaius Bam
MIOMOJXKET.

We hope that this information will help
you.

IToxanyiicta, He cTecHsiTech
CBA3BIBATHCA C HAMM JUIs ITOJIyYCHHUS
JIOTIOJTHUTENBbHON HH(pOpMaIMn

Please do not hesitate/feel free to con-
tact us if you need any further in-
formation

Haneemcs Ha noydenue Bamero ckopo-
TO OTBETA.

B OXXHJIaHUN Bamero CKOpPOI'0 OTBCTA.

We hope to hear from you soon.

6) a complimentary close

This is typed above the name of the firm sending a letter, then the

space is left

ture.A complimentary close (or complimentary closing,

the

closing salutation,

for signa-

subscription) is an expression or phrase that immediately precedes the signa-

ture in a letter, email, or other correspondence.Complimentary close depends

on opening salutation you used. If the salutation is Dear Sir(s),

the com-

plimentary close will read «Yours faithfully» or less commonly «Yours

truly». If the correspondent is

Mr Browny etc. - the complimentary close will

sincerely».
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Dear Sirs, Yours faithfully (Faithfully yours)

Gentlemen: Yours truly,

Dear Madam, Yours very truly,

Dear Sir, Kind(est) regards,

Dear Mr. Smith, Yours sincerely (Sincerely yours)

Dear Mrs. B. Brown, Yours very sincerely,

Dear Miss C. White Kind(est) regards,

Dear Ann Best wishes /Yours sincerely (Sincerely
yours)

Dear John
Kind(est) regards,

7) thesignature

The signature is written by hand immediately below the subscrip-
tion. Formal and business letters require the full signature: the first line - the
name of the institution (typed), the second line the writer's name and the third

line - the writer's title, scientific degree or position (typed):.
Yours sincerely,
The Thompson Institute
(signature)
Director

When the letter is signed on behalf of another, especially an institu-

tion, organization or firm, it should have the following signature:
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Cornwall Publishers
p.p.* A.B. Smith

Sometimes p.p. or «for» signatures are used. P.P. or «per pro» (lat.
per procurationem) means «in the place of/for and on behalf of». «p.p.» or
«for» should be put immediately before the typed name of the employee re-

sponsible for the letter.

If there are any enclosures with the letter they should be mentioned
in the body of the letter and should be typed against the left-hand margin at
the bottom of the letter.

single enclosure Enc.
Encl.
Enclosure

multiple enclosure Encs.
Encls.

Enclosures

STUDY WRITTEN PATTERNS

HanoMmuHaHue 0 NpouLI0ii BcTpeye/ MpeabIAyIeM MUCbMe
Cmacu6o 3a Bame icbmo ot (urc-  Thank you for your letter of (date)...
na)...
Braromapum Bac 3a oGpaienne K Thank you for contacting us
HaM.
OTBeuasHaBalIEIHCHMO. .. Further to your last letter...

B nonosnxenue k Hamei Bctpede Ha  Further to our meeting last week. ..
HpPOILION HEJeNe. ..
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51 mporry mpoIIeHus, 9To 10 CUX
TIOp HE HAIIHCAI BaM. ..

OTHOCHUTEILHOBAIIETOIMUCHMAOT. ..

S GBI XOTET, YTOOBI IOATBEPIUTH

OCHOBHBIC MOMCHTBI MbI o6cy>K/:[a-

JI1 BO BTOPHUK. ..

I apologise for not getting in contact with you
before now...

With reference to your letter of (date). ..

I would just like to confirm the main points we
discussed on Tuesday...

le/I‘II/IH])IHaHI/lcaHl/ISIHI/lCI)Ma

S numry Bam, yToObI y3HATD. . .

S numry Bam, 4T0ObI M3BUHUTHCS-

3a...
S mumry Bawm, 9uto Os1 moaTBeEp-
JUTh. ..

S nmury Bam, 94T00BI OCBETOMUTH-

cs0...

S nuy Bam B cBsizu ...

Me1 xoTenu 651 00paTuTh Bamie
BHHMaHHE Ha...

4 cBs3ancs ¢ Bamu no cienyro-
UM [IPUYUHAM. ..

51 HemaBHO ywTaN / CABILAN. . . U
XOTeJ Obl 3HATh. ..

MHe OB1I0 OBI HHTEPECHO TTOITY-
YHTb. ..

OtBeuas Ha Bamm 3ampoc / c000-
LIEHUE AJIEKTPOHHON MOYTOH. ..
OtHocuTenbHO / KacaTeabpHO Ba-
IIEro MUchMa. ..

I am writing to enquire about...
I am writing to apologise for...

I am writing to confirm...
I am writing to inquire...

I am writing in connection with...
We would like to point out that...

I am contacting you for the following reason...

I recently read/heard about . . . and would like to
know...

I would be interested in (obtaining/receiving) ...

Further to your latest request / e-mail...

With reference to your e-mail...

Bbipa:keHue npocb0bI
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Hemornu6OsiBEI. ..

51 O O8I ipH3HATENIEH BaMm,
eciin ObI BEI. ..

A1 6v11 OBI pag, eciu Ob1 Bo
CMOIJIH. ..

SIOBIXOTENIONYYHTh. . .

He mornu Ob1 BeI BeICIATh
MHE. ..

Mb! ObUTH OBI IPU3HATEIBHBI,
eciin ObI BEI. ..

Kpome Toro, st xoten ObI mmo-
JY4HTb. ..

byny npusnarenen Bam 3a
HEMEJUICHHOE BHHMMaHHE K
3TOMYBOIPOCY...

IToxanyiicra, naiite MHE
3HATh, Kakue Mepsl Bel nipen-
Jlaraete MpuHATS. ..
Co00meHIEeXOPOIINXHOBOCTEH
MBEIpasIcOO0IUTE, UTO. ..

A pax coobmmtes Bam, uro. ..

Br1 Oynete paas! y3HaTH,
qT0. ..

Couldyoupossibly...

I would be grateful if you
could...

I would be delighted if
you could... —

I would like to receive...
Please could you send
me...

We would appreciate it if
you would...

In addition, | would like to
receive...

I would appreciate your
immediate attention to this
matter...

Please let me know what
action you propose to
take...

We are pleased to an-
nounce that...

I am delighted to inform
you that...

You will be pleased to
learn that...

B])lpa?l(e]-[l/leﬂ3Bl/IHeHI/lﬂ, COKaJICHUA

Kcoxanenuro

Unfortunately

[IprHOCUM W3BUHEHHUS 3a 3aJIEPKKY C
OTBETOM. ..

IIpuHOCHM M3BHUHEHUS 3a JOCTaBJICH-
HbIE HEYIOOCTBA. ..

Eme pa3 nmpuHOoCcHMM CBOM M3BUHEHUS
3a IPUYHHEHHBIE HEYy100CTBa. ..

Borock, uTo...

We are sorry for the delay in replying...

I regret any inconvenience caused...
I would like to apologize for (the delay/the in-
convenience)...

Once again, | apologise for any inconvenience

I am afraid that...

Kanoonl
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S mumny, yToObI BBIpa3sHTh HENOBOJBL- | am writing to express my dissatisfaction
CTBO... with...

S nunry, 9TOOBI MOXKaIOBaTHCS Ha. .. Tamwritingtocomplainabout. ..

Msl ¢ coxaneHueMm BbIHYxIeHbl co- Weregrettoinform you that our order Ne 5 is
oot Bam, uyto Ham 3aka3 Ne 5 now considerably overdue...

3HAYUTEIHHO POCPOYCH. ..

BaarogapHocTs

Crnacu6o 3a Barire mucsMoor ... Thank you for your letter of...
Crnacu60 3a posiBiieHHbIN uHTepec...  Thankyouforenquiring...
MpeI XoTenu Obl TOOIAr0IapHUTH Bac We would like to thank you for your letter of...
3a...

IIpenJioskenue momMomu
Mory nu 5 (coenats)...? Would you like me to...?
Ecmu xotuTe, 5 ¢ pamocTsio. .. If you wish, I would be happy to...
CooOmmuTe, eciad BaM ITOHAT00UTCS Let me know whether you would like me to...

MOJ IIOMOIIb. ..
,)IOHOJIHHTCJH)H])IBBOHPOC])I

51 He oueHb yBepeH B... I am a little unsure about...

51 He coBceM MOHSLI. .. I do not fully understand what...

He mormu 651 BBl 00BSCHATS. ... Couldyoupossiblyexplain...

MeHs Takke HHTEpECyeT. .. I alsowonderif...

Hanomunanue o Oyayuieid BcTpeye

51 ¢ HeTepIieHHEM KIy. .. I lookforwardto...

KOI/Ia CMOTY CHOBa ycublliath Bac...  hearingfromyousoon...

BcTpeun ¢ Bamu B crieayrommumii BTop-  meetingyounextTuesday...

HUK...

BCTpeun ¢ Bamu B ueTBepr... seeingyounextThursday...
3aKJII0YHTETLHOECT0BO

Ecnu MBI MOXeEM MPeIOCTaBUTH MOAPOO- If we can be of any further assistance,

HY0 HH(POPMAIHIO, MTOXKaITyHCTa, CO00- please let us know...

IIUTE HaM...

Ecnu s mory momoub, B J00oM ciydae, If | can help in any way, please do not hesi-
noxxanyiicra, He cTecHsiTeCh obpamarbess  tate to contact me. ..

KO MHE. ..
BoneenonpoGHoO. .. For further details...

Msl Hageemcs, 4To Bl 10BOSTBHEI 3TOMH We hope you are happy with this arrange-
JIOTOBOPEHHOCTBIO. .. ment...

MpEI HajieeMcs, 9TO BBl MOYKETE PEIIUTh We hope you can settle this matter...

3TOT BOIIPOC. ..
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EXERSISES

I. READ AND TRANSLATE

Example 1.

3519 Front Street
Mount Celebres, CA 65286

October 5, 2004

Ms. Betty Johnson
Accounts Payable

The Cooking Store

765 Berliner Plaza
Industrial Point, CA 68534
Dear Ms. Johnson:

It has come to my attention that your company, The Cooking Store has been
late with paying their invoices for the past three months.

In order to encourage our customers to pay for their invoices before the due
date, we have implemented a discount model where we'll give you 2% off
your invoice if you pay us within 10 days of receiving the invoice.

I hope that everything is going well for you and your company. You are one
of our biggest customers, and we appreciate your business. If you have any
questions, feel free to contact me at (5655) 555-5555.

Sincerely,
Signature
Bob Powers

Example 2.

Mr Nikolay Roshin
ABC-company

Office 2002, Entrance 1B
Tverskaya Street
Moscow

RUSSIA

20 June 2004
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Dear Nikolay,

I'm writing to you in regard of your enquiry. Please find enclosed our infor-
mation pack which contains our brochures and general details on our schools
and summer centres.

In England we have two schools, Brighton and Bath, both beautiful locations
which | am sure you and your students will like. Our schools are located in
attractive premises in convenient, central positions. Brighton is a clean and
safe town with a beautiful bay and countryside nearby. Bath is one of the
most famous historic cities in England, famous for its Georgian architecture
and Roman Baths.

Accommodation is provided in host families chosen for the ability to provide
comfortable homes, a friendly welcome and a suitable environment, in which
students can practice English and enjoy their stay. We have full-time Activi-
ties Organisers responsible for sports, cultural activities and weekly excur-
sions.Please complete and return the enclosed registration form in order to
receive more brochures and other promotional materials.

I look forward to hearing from you and later hope to welcome your students
to our schools and summer centres.

Yours sincerely,
Tomas Green
Managing Director

Example 3.
Dear Bernard Bishop,

This is to acknowledge that we are in receipt of your notice, whereby you
informed us that the goods shipped to you on June 25, 2011 did not conform
to our agreement dated 16 May, 2011.

We regret this unintentional mistake on our part. In this fault our service de-
partment.
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While we recognize that the time for performing under this agreement has
expired, we are requesting that you extend the time to July 20, 2011, in order
that we may cure the defect by replacing the shipment with goods that con-

form to our agreement.

Please accept our apology for this inconvenience. We will be looking forward
to your response.

Very truly yours,

Igor Petrov,

Managing Director Ltd.

The company "Center" Tel: +7 912 3829322

Example 4.
Dear Mr. Roger Gill,

Your advertisement in the May issue of Aquarium Plants magazine is of great
interest to us.

We would like to know more about your company's products offers and
would appreciate receiving your wholesale price list.

It is our desire to offer our customers the widest selection of aquarium plants,

and we are herefore interested in new plants.
We will look forward to your prompt response.

Thank you.
Alexander Popov,
Director of the Aqua Ltd.,
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Ekaterinburg, Russia
aqva-ekb@email.com

II. ANSWER THE QUESTIONS

What are the integral parts of a business letter?

How long should your letter be?

How much information should you include into your letter?
Why aren’t you supposed to abbreviate dates?

What should you do if you are in doubt as to whether the woman you are

writing to is single or married?
What is subject line (or attention line) for?
What should your signature tell about you to your addressee?

Why should you put abbreviation “Enc.” at the bottom of the letter?

III. TRANSLATE INTO RUSSIAN
1. In reply to your letter dated March 10" | wish to inform you that our
Council is willing to discuss your proposal. 2. Further to our letter of March
10 I am happy to inform you that everything has been arranged for the trans-
lation of your book. 3. With this letter | am sending you the list of names and
the titles of the reports. Please acknowledge receipt. 4. Thank you for your
letter of the 19th December and for the material which you enclosed with it.
5. In accordance with your letter we have the pleasure of sending you the
material you need. 6. On behalf of our Institute | wish to acknowledge with

sincere thanks the receipt of your letter of the 12th May.

IV. TRANSLATEINTOENGLISH

A 6vin 6v1 npusnamenen Bam, eciu vt Bui; 60otoch, umo, ecmpeua ¢ 8a-
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MU 8 CedyIowull BMOPHUK, eCU Mbl MOJCEM Npedocmasums NoOpOOHYIO

qu)OpMCZL;MIO,’ Kpome moeo, s xomei obl nOJy4ums, MeHs maxasce unmepecy-

em; Mbl ObLIU OBl NPUSHAMENbHBL, eciu Obl Bei, mbl Haoeemcs, ymo vl Mo-

aceme pewuntb 3mom 60npoc, Mol padbl C005U4umb, umo, He mMo2liu Ob1 6bL

8blCNIaNtb MHeE, He MOo2lUu 661 Bol OﬁbﬂCHumb,' omuocumenvHo Bawezo nucoma

om; s nuuty Bawm, umoowl Y3Hamv, A nuuLy Bawm, umooObL U3BUHUMBCS 3a; A

nuuty Bam, umo 6vl noomseepoums,; s nuuly Bam, umobwvl oceéedomumuvcs o;

NPpUHOCUM U3BUHEHUS 34 odocmaenennvie Hey()06cm6a; 000611414”’!8, eciau eam

nonaoobumcst Mosi nomouls, s Obl X0men noay4unms, 51 He cCO6CemM NOHAI, 5 C

HemepneHuem chdy, 5 ceazancsa ¢ Bamu no czzec)yiou,;ww NPUYUHAM.

V. MAKE UP SENTENCES USING COMPONENT PARTS OF

| am happy

| am looking forward

| am sending you

In reply

It was a great pleasure

Please acknowledge

Thank you

With further reference

EACH COLUMN

for sending me

receipt of

to receive

to send you

to thanking You for

to your letter

to your request

under separate cover
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VI. TRANSLATE THE LETTERS IN ENGLISH
MNMUCBMO 1.
Ammaue no 3KOHOMUYECKUM BONPOCAM
bpumanckoe noconbcmeo
Asenio 30-020 mapma
Apuana
Tynuc

8 urona, 2012
Veaowcaemwie 2ocnooa,

Mucc Kpemnmwoy uz Quauana ExportServices, Munucmepcmea mop-
20671, NONPOCUIA, YmoObl 5 Hanucal Bam auuno.

Hawa xomnanus cneyuanuzupyemcsi Ha cO30QHUU KAYECMBEHHO20 UH-
JHcenepHozo 06opyoosanus. Mei naanupyem nocemums Apuanys meuenue
npubaU3UMENbHO Oecamu OHell 8 Hauale HOSAOPs, Ymobbl U3yyume Ha mecme
Cnocobbl nocmagok Hauell npooyKyuu Ha puiHok Tynuca.

Mvr 3naem, yumo Hem Hukaxou 6603HouU nowliunvl. IIposepxa no ma-
MOJICHE NOKA3AAd, YMO MAN0 OpUMaHcKko2o 0bopyoo8anust 3mozo 6uda Ko-
20a-1ubo npooasaioce 6 Apuane, u Mvl npedcmasinem, Ymo Gpanyy3ckue u
20JLIAHOCKUE (DupMbl ObLIU AUUUMU 2TLAGHLIMU NOCMABUWUKAMU.

Ipunoosicenvt wecmos konuti Hawe2o kamanozea. Mot Oviiu 6v1 61a200ap-
Hbl, eciu Bul cmooiceme nomous 6 NIAHUPOBAHUL MAPUWPYMA U NPEOCMAsUmb
HAC NOMEHYUATbHBIM NOKYRAMENSAM U A2eHMAM 80 8DeMsl IM020 GU3UMA.

Hckpenne Baw,

Mapmun [orconcenn
Memneodocep no npodasicam
Engineering & Grant LTD

MMUCBMO 2.

Harpere& Grant Ltd.

Tpeiim Becm-Poyo, Wz 25
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Hvio-Hopx
CLlA
1 cenmsaops 2012

Yeaorcaemviii 2cocnooun Bpaym,

Hac unmepecyrom nosvle wkagvl 015 XpaneHus 0OKYMEHMO8, KOmopble
pexnamupyromea Bamu 6 mexyuem nomepe sxcypuana "OfficeEquipment”, u

Mbl Xomenu 6bl NOIYYUMb euje HeKOMOPYI0 UHPOPMayUIo.

B nacmoswee spema mvl ucnoivsyem wkagul 018 XpameHus OOKyMeH-
MO8 KAOUHemHO20 Mund, u UHMepPecHo, Jlesue au Ho8as cucmema u Oonee
V006Ha 0113 pabomul, U CKOILKO Pailios MOdiCen XPaHumvCs 8 KanicOoM Kd-
ouneme, maxaice, Mvl npocum, ynmobvl Bvl coOOWUNY HAM BMECUMETbHOCTb

Kasic0020 omcexa.

Hawa ogucnas mebens - ceemno-cepozo ygema, u Mol xomeau 6vl n00o-
opamb umo-mo coomeemcmayiowee e, MAKCUMAibHO 0JU3K0e NO MOHY.
Moenu 661 Bol npedocmasums 0bpasyvl moHos, umerowuecs y Bac ¢ nanu-

yuu?

Mbt 6vLu 661 padvl noayuumes Geicmpslll OMeem, MmaK KaxK Mbl HAX0OUM-
¢l 8 npoyecce npedsapumenlbHOZONepenIanupOSKUCUCTNEMbL XPAHEHUSI OOKY-

MeHmos 8 oguce hupmbl.

C ysaoicenuem,
menedxncep no npodaxcam BOGBERRY &SONS

Jlorcetime Yommrunc

VI. WRITE A LETTER
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Situation 1. Hanwmmmure muceMo OjaromapHocTd Baremy nenoBoMmy
naptHepy [xony Bpayny (agpec: 69 H. I'pant Ctput, Muz JIqiik Curh, Ka-
mudoprus 84301) 3a ornmuHy0 padoTy, MPOAEITaHHYIO UM H €r0 KOMaHION
o poekTy Carpenter. CooOmmuTe, 9TO KIMEHT BBIPA3HII CBOE YIOBOJIHCTBUE
B CBSI3M C XOPOILO HPOBEACHHOH Npe3eHTalMeil 1 BCeM MPOEKTOM B IIEJIOM.
VYKaKUTe, 4TO yCHIIUS U JIOTIOJTHUTENILHOE BpeMsl, BIOKeHHBIE B Barry pabo-
Ty, HE TIPOILIN HE3aMEUeHHBIMHU, U CAMOOTBEP)KEHHOCTh MUcTepa bpayHa n

€ro KOMaH/bl OBLIH BEICOKO OLICHCHBI.

Situation 2. Hanmmurte nmucbMo Muccuc PallT 3a mpenocTaBiieHue cTa-
TUCTUYECKoro aHanmsa (agpec 1234, 3anan, 67-1 ynuna, r. Kapnaiin, MA
01741). Ykaxure, uro Bl 3Haere, 4To 3T0 noTpedoBaio cbopa 1 mpocMoTpa
Oouspioro KojudecTBa WH(popMmanuu, ¥ Bbl BreyaTIeHbl TEM, YTO MHUCCHUC
Paiit ynoxxunuce B XKeCcTKHH KpaliHuil cpok ucrnonHenus. Mudopmanust, xo-
Topast Bam Obuta mpezocTaBieHa, SIBISETCS KU3HEHHO BayKHOH Ui Bamero
Om3Heca B CIEIyIONMEM TOAY, M OBLIO CYIIECTBEHHO, YTOOBI WH(OpPMALUSI
OblTa HACTOJIBKO TOYHOM, HACKOJIBKO 3TO BO3MOKHO. Hammmmre, uro B Oy-

JymieM Muccuc Paiit moxer 6e3 ctecHeHHUsI obpamaTtbesa kK Bam 3a momMoIso.

UNIT 6. CONTRACTS

A contract is an agreement between two parties that creates an ob-
ligation to perform (or not perform) a particular duty, some legal action. A
contract is considered valid when two or more parties with capacity make an
agreement involving valid consideration to do or to refrain from doing some
lawful act. An agreement is formed when one party (the offeror) makes an offer and
the other party (the offeree) accepts that offer.

The three basic components of a contract are the offer, the considera-
tion and the acceptance. Besides, object, purpose of a contract must be legal
and all parties must have capacity.

An offer is a promise that is, by its terms, conditional upon an act, forbearanc
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e, orreturn promise being given in exchange for the promise or
its performance. It is a demonstration of willingness to enter into a bargain,
made so that another party is justified in understanding that his or her assent
to the bargain is invited and will conclude it. Any offer must consist of a
statement of pre-
sent intent to enter a contract; a definite proposal that is certain in its terms;an
d communication of the offer to the identified, prospective offeree. If any of t
hese elements aremissing, there is no offer to form the basis of a contract.

An exchange of consideraton must be included in any valid contract.
Between the parties something of real value must be exchanged, whether it
can be cash, tangible objects, the performance of an act, an agreement to re-
frain from performance of an act that the party has the right to perform or a
promise of future consideration. The difference betweenthe exchange of con-
sideration and a unilateral promiseis that a promise to do something without
an exchange of consideration is not an enforceable contract. For example, if
Joe tells Jack that he will give him a ride to work, Joe has made a promise. If,
on the other hand, Joe tells Jack he will give him a ride to work in exchange
for parking money, consideration has been exchanged.

Ac-
ceptance of an offer is an expression of assent to its terms. It must be  made
by the offeree in a manner requested or authorized by the offeror. An ac-
ceptance is valid only if the offeree knows of the offer; the offeree manifests
an intention to accept; the acceptance is unequivocal and unconditional; and
the acceptance is manifested according to the terms of theoffer.The determina
tion of a valid acceptance is governed by whether a promise or an act by the
offeree was the bargained-for response. The object and purpose must be
legal for a contract to be legal. If its purpose is illegal because of statue of
common law, the contract may be void. If the formation or the performance

of a contract is illegal, resulting in a crime and/or tort, or opposing public
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policy or interest, the contract is usually considered void. For example, any
contract that involves purchasing a stolen item or an illegal drug, or involves
fraud or harming someone would be considered void.

The words contract and agreement are often used to mean the same
thing, yet there are unmistakable differences between the two. A contract is a
written or verbal agreement that is enforceable by law. An agreement is the
same, however it is typically not enforced by the law. A contract is a formal
agreement which is legally binding, usually created for business purposes, or
to ensure the safety of one’s assets. Agreements are informally made with
family and friends, they are similar to promises. Contracts involve a universal
acceptance of the terms and the stipulations are deemed possible to attain by
all parties. Agreements have universal acceptance, however there is no guar-
antee of attainment by parties and it can be changed at any time by either
participant.

The ability to know and understand the terms of contract is known
as capacity. For a contract to be valid, all parties must have capacity. Corpo-
rations and most adults have capacity. Minors, mentally incompetent persons
and those who are intoxicated do not have capacity. Most states consider per-
sons under the age of 18 to be minors. If a person is so mentally incompetent
that he or she fails to understand that a contract is being made and further
does not understand the terms of the contract, that person is said to lack ca-
pacity to enter into a contract. If such a person enters into a contract, the con-
tract may be deemed voidable or possibly void. In the same way, if persons
are so intoxicate that they cannot understand that they're entering into a con-
tract, and are so impaired that they fail to understand the terms, they too lack
capacity. These contracts can also be considered voidable or void.

When you write a contract, use short, clear sentences broken into short
paragraphs. Provide a numbered heading for each paragraph to make refer-

ences easier. Written contracts vary significantly but there are common ele-
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ments in all of them. Here are the most important ones:

. Requisites and dates

. Subject of the Contract

. Payment Information

. Dates of delivery

. Quality of the goods

. Packing and Marking

. Delivery and Acceptance

. Claims

© 0O N O O B~ W DN PP

. Payment
10. Settlement of Disagreement
11. Force-majeure and other conditions

12. Ending and signature

1. Requisites and dates

You should to write Name, Address, Phone Numbers and License &
Registration Numbers of all parties.Contract should include the business's full
legal title. The address should not be a post office box, but a street address.
You cannot serve legal papers to a post office box. Start and Completion
Dates: establish both in writing. These are very important, as a slow start or
drawn out completion can be very aggravating or cost you money or other
problems. It is not unusual, however, for the contract to have some language
about delays due to "weather, acts of God and material delays" or statements

regarding delays caused by other (including you) that are beyond their con-

trol.
KOHTPAKT N | CONTRACT N
Mockea Moscow

" " 20 .
20

, VIMEHYEeMEBI |
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B nmanbHevmem I[IlponmaBell, C OIOHOMCTO- | hereinafterre-
ferredtoasthe
POHE, U , | Sellers, on

the one hand and

VMMEeHYeMEl B HajibHelumeM I[lokymnaTeib,
, hereinafter

C IpyTO¥ CTOPOHH, BaKJIOUMJIM HACTOS— |

referredtoastheBuyers, onthe

LMMKOHTPAKTOHMXECJIe OYLIEM . other hand

have concluded the

| present Con-
tract as follows:

2. Subject of the Contract
Detailed Description of materials and products:brands, models, colors, etc.
should be detailed. The rule of thumb is that the descriptions of the products
and materials should be detailed enough to order from. In other words, a
description of "Kenmore dishwasher" would not be enough. You need to
know which Kenmore dishwasher is to be installed. Stating that the trans-
mission is to be replaced is not adequate. Is it new, rebuilt, or from salvage?

Original equipment manufacture (OEM) or replacement.

1. IpeOMeTKOHTpPaKTa | 1. Subject
of the Contract
[Ipomaseunponain, allokynaTesbKy- | The Sellers
have sold and the
nuiHaycinosuax (®0B) | Buyers have
bought on (FOB)

TOBapPOB |

(mopt) | (port)

HaCyMMy | basis the

goods to the amount of
B KOJIMUECTBE, AaCCOPTMMEHTe, IO le- |

inthe
HaM ¥ B COOTBETCTBUM C TexXHMUECKMMM | quantity,
assortment, atpricesand
YCJIOBUSAMM, YKaBaHHEIMUMBIPUIIOXEHUAX | according to

technical conditions
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NN 1,2,..., d9BIdOIMXCIHEOTBEMJIEMOM | as stated in
Supplements N 1,2...
YaCTBhIOHACTOAWETOKOHTPaKTa . ! which are the

integral part of the
| present Con-
tract.

3. Payment Information
This is crucial and should include the following: the price, or how the final

billing amount will be calculated; the payment schedule; and deposit re-

quirements.

2. lleHamoOBmasgcyMmMma ! 2. Price and
Total Amount of

KOHTpPAaKTa | the Contract
LeHEHATOBAPEYCTAHABIUBAKTCIB | The prices for

the goods are

I fixed in

(pasioTa) I
(currency)
MUIIOHMMAKTCS i and are to be
understood

(®0OB, CHUD...), |

(FOB, CIF...)
BKJIOUYAsICTOMMOCTBLTAPL, YyINakoBkuy | packingandmark-
ingincluded.
MapKMUPOBKM . |

OfbmascyMMaHaCTOALETOKOHTPakKTa | TheTotalAmoun-

tofthepresent
COCTAaBJIAET . | Contract 1is

4. Dates of delivery

Delivery is the process of transporting goods from a source location to
a predefined destination.

3. CpokxunocTaBKMU | 3. Dates
of delivery
[IocTaBKaTOBAPOB 10 HacToAmeMy | Delivery of

the goods under the
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KOHTPAaKTYyHOOJIKHAOBTEIPOM3BeneHas , present Contract
should be effected
CpOKM, ykasaHHHeBllpmioxenmu N | within the
dates stipulated in the
KO2HHOMYKOHTPAKTY . | Supplement N
to the present
i Contract.

JaTOMIOCTaBKMUCUMTASTCIOAaTakKo— | The data of
the Bill of Lading
HOoCaMeHTau/uiay naTa wmTeMmrnesis Ha | and/or the
date of frontier station
KEeJIE3HONOPOXHOMHAKIIAHOM . | stamp of

the Sellers' country

| stated in
(rail-)way bill to be

| considered as
the data of delivery.

5. Quality of the goods

When applicable, the technique as to how materials will be applied
should be detailed. For example, a painting contract should state whether the

paint will be sprayed or applied with a brush and roller.

4. KauecTBOTOBapa | 4. Quality
of the goods

KauecTrOnocraBisgeMBIX n3jenum | The quality
of the goods should
OOJIKHO COOTBEeTCTBOBaThbTexHMUueckuM | conform to the
technical conditions
YyCJIOBUSAM, YKaszaHHEIM B [lpuyoxeHunr | stated in the
Supplement N
N

6. Packing and Marking
Packing refers to wrapping up of a single item into a casing so that it
arrives in the market in a beautiful manner such as toothpaste and crémes
arriving in their packets. Packaging is mostly done by factory owner who

have to send products in bulk. Packaging refers to placing inside individual
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products into a carton using wrapping materials to protect products from any

damage. Marking is a visible indication made on a surface.

5. YnakoBkaMMapKMpPOBKa | 5. Packing
and Marking

TapauBHYTPEeHHASYIIaKOBKAIOJIKHEL
| Tareand inner packing should
obecrneurBaTh IIOJIHYI COXpaHHOCTbM | secure full
safety of the goods and
IpenoXpPaHATbTOBAP OT IHOBpexneHuM | protect the
goods from any damages

Ip¥ TPAaHCIOPTMPOBKe BceMyM Buzgamu | during trans-
portation by all kinds
TPaHCIOPTacydeTOMIepPeBaJIOK. i of transporta-
tion means taking into
| consideration

transshipments.

HaxaxgoMMecTenoJikHa OBTbL Ha-— | Each case 1is
to Dbe marked with
HeceHa HeCMHBapleMcs kpackoy Mapku— | indelible-
paintasfollowing:
POBKa, coIepxallas cJelyolMe IOaHHHEe: |
MecToN iCaseN.
KouTpaxTN ContractN.
T'py300THPaBUTEIb iConsignor
I'py30mnoiy4aTeslb iConsignee
BecbpyTTO 1Grossweight
BecHeTTO i Net weight

7. Delivery and Acceptance

Acceptance is the act of taking something that is offered.

6. CnavaunpmuemMka | 6. Delivery
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and Acceptance
TOBapPOB ' of

Goods

ToBapcumMTaeTCcAaCOaHHEMIIPOOABLOM The goods
shall be considered as
U NpUHATHM [lokyrnaTejieM IO kauecTBy | deliveredby
the Sellers and
- COIJIaCHO KauecCTBY, YKasaHHOMY B |
acceptedbytheBuyers:
cepTudUKaTeo KavecTBe, BBIDAHHOM | 1n respect of
quality - according
[IponmaBLIOM. i to the Cer-
tificate of Quality

[lokoIMYyecTBY - COIJIACHO KoJjm- | issued by the
Seller; in respect of
yeCcTBYMEeCTHUBECY, YKaszaHHEIMBXe- | quantity - ac-
cording to the number
JIE3HONOPOXHOMHAKIIAOHOMMIMKOHOCa— | of cases and
weight as shown in
MEeHTe. i way-bill or
Bill of Lading.

8. Payment
Payment is the transfer of wealth from one party (such as a person or

company) to another.

7. Ilnarex 7. Payment

PacuertHza [IOCTAaBJIEHHBIM TOBAP Payment for
the goods delivered
IPON3BOIOSATCHAB | is effected in

(BasoTa) | under an
irrevocable, confirmed
no6e30T3EIBHOMY , nonTBepxneHHOMy, | divisible Let-
ter of Credit
OeJIMMOMYyaKKpPeOuTUBY, OTKpeTOMyllo- | established by
the Buyer with the
KyIaTeJIEMB . | Bank
(BaHk) | The Letter

of Credit to allow
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BakkpeIuUTMUBEe OOJIKHEIOHTHLOOYCJIOB- | transshipment
and partial shipment
JIEHBNIEPEeTPY3KUNUACTUUHHEOTTPYy3~ | and to stipu-
late that all the

KM, @ TaKXeIOJIXHOOBITEOOYCJIOBJIE— | eXpenses Ccon-
nected with the opening

HO, UYTOBCE Pacxomnel, CBs3aHHEEe C | and the exten-
sion of the Latter of
OTKPEITMEMUINIPOOJIeHMeMakkpeauTuea, | Credit and any

other bank charges
uBCe HOpyrue OaHKOBCKME pacxonel ; to be for the
Buyers' account. The

IOOJIKHEI OHITE 3a cueT [lokynartensa. Axk- | Letter of

Credit is to be valid for

KPeIUTUB OeMCTBUTEJIEH B TedeHue , days.

IHEeM. i

YCIJIOBUSAKKPEOUTUBAOOJIKHEL COOT— | The terms and

conditions of the

BETCTBOBATbYCJIOBMAM KOHTpakTa; , Letter of

Credit should correspond

YCJIOBMS, KOTOPHEHEeOBNIMBKIIOUEHEE , to the terms and

conditions of the

KOHTPAaKT, HEIOJIXHHOETLBKJIOUEHEB | Contract; the

terms which are not

AKKPEeIUTUB . | included in

the Contract to be not
i inserted in
the Letter of Credit.

[InaTexcakkpelIuTupanpomssoourcsa ; The Letter
of Credit to be
IPOTUBIOKYMEHTOB : i available

against presentation of
i the following

documents:
1. TIOJIHOTO KOMILJIEKTAUMCTHEXO0OP— | 1. Full set
of clean on board
TOBEIXKOHOCaMEeHTOB, BHIIMCAHHEIX Ha | Bills of Lad-
ing issued in the name
UMS i of
(nmoxymnaress) |
(Buyer)
Ha OTIPY3KY TOoBapa B | for ship-

ment of the goods to

83



TKuo

Yr[paBneHHe AUCTAHLMUOHHOTO 06y‘leHI/IH W MOBBbIIIEHU A KBaJII/I(l)I/IKaLU/II/I

MHOCTpaHHBIH A3BIK

(mopT Has3HAUEHUA)
(destinationport)

2. Cuera B 3-xX BK3eMIJdgpax.
voiceintriplicate;

3. CneurdmxalumyB 3-XDKI3EMIJIIpax |
tion in triplicate
CcyKasaHMEeMHOMepaKOHTpakTa, HOMe- |
tract N., Numbers of

POB OTIPYXEHHBIX AINUKOB;

4. CeprudmxaraokaduecTBeTOBapa, |
tificate issued by
BEIIAHHOTOIIPONaBLOMB 2-X2K3eMIJIg— |

duplicate confirming
pax, NOOTBEepXOamolero, YTOKAaYeCTBO
quality of the goods
TOBapPaCOOTBETCTBYET YCIIOBUSM
to the conditions of
HaCTOAWETOKOHTPAKTA;
Contract;

5. Pacnmuckmy KanouTaHa B [IOJIYyUYEeHUU
ter's Receipt confirming
IoJig cmauuM C TPYy30M B MNOPTY Ha3Haue-—
for delivery of 4
HMAa 4-X KOOMM KOHOCaMeHTa M 4-X KO-
negotiablecopies of Bill of
nuMcrneundmrami .
copies of specifica-

with the goods.
[IlpomaBellOOS3aHBHIIENIEPEUNCIIEHHEIE |
should submit the
OOKYMEHTHINpenbaBUuTbBBaukaasaon- | ab
ments to the Bank
JIaTBEIBTEUEHME
within days
[IOCJIENIOTPY3KMTORAPA . |
of the goods.
BclyuyaeHapymeHMSIaHHOTO
Seller fails to do
[IponaBellHECETPACXOIBIIIONPO— |
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bear the expenses for
JIOHTalMMaAKKPEeOIUTUBA . | prolongation
of the Letter of

. Credit.

9. Claims

It should be included in the contract that changes from the original con-

tract will be put in writing, with all costs clearly stated.

8. PekJsiamMalumm ! 8. Claims
PekJjlaMaluMMBOTHOIWEHUNKOJINYECTRBA | Claims 1in re-
spect of the quantity
BCJIy4YaeBHYTPUTaApPHOMHenocraumMMo— | in case of short-
age inside the case
TyTOHTE 3aasBiieHbllokynaTeseMlIpo- | may be submit-
ted by the Buyers to
IaBlLyBTEeUEeHUE nHen | the Sellers not
later than
C MOMEHTa IOCTyIJIeHua ToBapa B noptT | daysand
inrespectofthequality
HasHaUeHUS. i of the goods
in case of non-con-
i formity
of same to that
| stipulated

by the Contract not
i later than
days after the
i arrival of
the goods at the port of

| destination.

ComepxaHuenoBOCHOBaHMEpPeKJaMa— | Contents and
ground of the claim
UMMOOJDKHOORITE HOoOTBepxIeHOo Jmbo | should be
certified either by
AKTOMBKCIEePTU3H, hpsZiele] akToM, | Expert's Report
or by a Report made
COCTAaBJIEHHEIMC Yy4YacCTMeM HesauHTe- |, up with the
participation of a
PEeCOBaHHOMOPIaHU3aALUN . | representative

of an uninterested

85



YHpaBneHHe AUCTAHLMUOHHOTO 06yquI/m W MOBBbIIIEHU A KBaJII/I(l)I/IKaL[I/II/I

MHOCTpaHHBIH A3BIK

| competent or-
ganization.
[IponaBelLoOI3aHPAaCCMOTPETHIIONY — | The Sellers
should consider the
UYeHHYI0 pekJlaMallMio B TeueHUue |

receivedclaim within days
OHeM, cumMTas C JaTH nojJiydeHusa. Ecau | counting the
date of its receipt.
IOMCTEUYEeHUM YKa3aHHOT'OCPOKA, or | In case of
no reply from the
[IpomaBLUaHenocyenyeTorseTa, pek— | Sellers after
expiration of the
JaMaluMsacumMTaeTCsa NpM3HaHHOM Ilpo- | saiddate
the claim will be
OaBLIOM. | considered
as admitted by the
i Sellers.
[lokynaTenbuMeeT NIpaBO noTpedo- | The Buyers
have the right to
BaTbOTIIpomaBLua3aMeHUTs 3abpako- | return to the
Sellers the rejected
BaHHHMTOBAP TOBAapoM Xxopomeroka- | goods for
their replacement by the
yecTBa. | goods of
proper quality.
BceTpaHCHNOpTHEE MIPYIMEPacxXo— All the
transport and other
OB, CBS3aHHEIECIOCTaBKOMMBO3Bpa- | expenses connect-
ed with delivery
ToMIedeKTHOTOTOBAPA, OIlauMBalTcsa ; and return of
defective goods are
[IpomaBLIOM. | to be paid by

the Sellers.

10. Settlement of Disagreement
The contract should also specify how you and your contractor would settle

any major disagreements, be it mediation, arbitration or litigation.

9. Apburpax 9. Arbi-
tration

Bcecnopempa3HOTJlacusa, KOTOPEE | All dis-
putes and differences
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MOT'YTBO3HUKHYTH us HacTosmero ; which may
arise out of the present
KOHTPAaKTauIMBCBA3KCHUM, mnonje- | Contract or in
connection with the

XaTPaCcCMOTPEHMIO, CUCKJIOUeHMeMOoDO— | same are to
be settled without

pameHnsaCcTOPOHBOBmMECYy s, Bap- | application to

State courts by
OuTpaxHoM cyne npu ToproBo-IIpoMemi— |

ArbitrationCourt at Chamber of

JeHHou IlajaTte B . MockBe, BcooT- | Commerce, Mos-
cow in accordance with

BeTcTBUMC [lpaBmiiamMmu nOpomseoxncTsa | the Rules of
procedure of the above

oeJyiB  »2ToOMCyHe, peumeHusakoToporo ; Court the awards
of which are final

ABJISIOTCS OKOHUYATEJIbHEMU U obaza- |

andbindinguponbothParties.
TeJIbHBEIMM IJIS O00eux CTOPOH. |
11. Force-majeure and other conditions
Force-majeure is an unexpected event such as a war, crime, ore some-
thing, which prevents someone from doing something that is written in a

legal agreement:

10. dopc-maxop | 10. Force-
majeure

[IpMHACTYIJIEHUMOOCTOATEIbCTBHE ~
i Shouldany circumstances arise

BOBMOXHOCTUMIIMYACTUUYHOTOMUCIIONHE~ | whichpreventcom-
plete or partial

HuamobonmnacTopoHobazarenscreno ; fulfil-
mentbyanyofthePartiesof

HaCTOAUEeMyKOHTPakTy, auMeHHO: IIo—- | their respec-
tive obligations under

xapa, CTUXUMHEIX ©OeICTBUM, BOMHEI, | the present
Contract, namely: fire,

BOEHHEIX ollepauuit Joboro xapakTepa, | actsof

God, war, military

OJloKaIpl, 3alpeleHuM BKCIopTa unu | operations
of any kind, blockade,

VIMIIOPTa, WIMOPYTMUXHE3aBUCAIMXOT | prohibition of

export or import or
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CTOPOHODCTOATEJILCTB, CPOKMCIIONHe- | any other «cir-
cumstances beyond the

Husao04a3aTesIbCTB OTOIBMIaeTcsa co- | control of
Parties, the time

pPa3MEepPHOBPEMEHY, BTeueHMeKoTopo- | stipulated for
the fulfilment of

To®ynoyT IOercTBOoBaTbTakmeobcTos- | such obligations
shall be extended

TeJIbCTBA . i for the peri-

od equal to that during
i which such

circumstances will
! remain in

force.

EcausTtu obcroaTenbCcTRBA oyoyT | Should the
above circumstances
npomojrkaTbecabosee Mecdauen, | continue to
be 1in force for more
Kaxmas M3 CTOPOH OyneT MMeThb IpabBo | than
months, eachPartyshall
OTKaz3aTbCsa OT HaJlbHeMmeTIo MCINoJHe— | havethe
right to refuse any
Husa oBsa3aTesbCTB IO KOHTPAakKTy, U B |
furtherfulfilmentof the obliga-
5TOM CJIyyae HM OIOHAa M3 CTOPOH He | tionsunder
the Contract and in
OymeT mMMeThL IpaBa Ha BO3MelleHue | suchcasenei-
ther of the Parties
IPYTOMCTOPOHOMBOBMOXHEXYOETKOB . i shall have the

right to make a
| demand upon
the other Party for the

| compensation
of any possible

| damages.

CropoHa, IJjida KOTOPOM cosnmajiach | The Party

for whom it Dbecomes
HEBOBMOXHOCTbLUCIIOJIHEHU S obgza- | impossible to
meet their obliga-
TEJILCTBIIO KOHTPAaKTy, IOJDKHA O | tionsun-
der the presentContract,
HaCTYIJIEHUM M OpekpalleHuu obcTtos—- | shallimmedi-

atelyadvisethe other
TeJILCTRB, MNPENATCTBYUIMX MCIOJIHEHMIO, Party as re-
gards the beginning and

88



TKudp

Yr[paBneHHe AUCTAHLMUOHHOTO 06y‘leHI/IH W MOBBbIIIEHU A KBaJII/I(l)I/IKaLU/II/I

MHOCTpaHHBIH A3BIK

obsa3aTesIbCTB, HeMeIJIeHHO u3BemaTs | the cessation
of the circumstances
OPYTYIOCTOPOHY . | preventing
the fulfilment of their
| obligations.

HamjmexamyMookazaTeJIbCTBOM HaJu-— | The certifi-
cates 1issued Dby the
Uy ayKas3aHHBEXBHIEOOCTOATEJILCTB M | respective Cham-
ber of Commerce of
X NOPOLOOJIXMTEJIbHOCTM OynyT ciayxuTb ; theSellers'
or of the Buyers's
CHpaBKM, BHIOABAEMBIE COOTBETCTBEHHO |
countryshallbe sufficient proof
Toprorom IlajaTon cTtpanel Ipomarua | ofsuch
circumstances and their
nny IlokynaTess. | durability.

|

11. IpyrmreycJiioBmusa i 11. Other
Conditions

BcecOopH (BKJINOUAANIOPTOBEENIO— | All dues (in-
cluding port and dock
KOBHIE) , HAJOTMMTAMOXEHHBIEpACXOOs |, ones), tax-
es and customs duties
HaTeppurTopuucTpaHullponasua, cBa- | lev-—
iedin the territory of the
3aHHBIEC BHIIOJIHEHMEM HacTosmero ; Sellers' coun-—
try connected with
KOHTpPakKTa, olJlaunmBawnTcsallpomaBuoMu | execution-—
of the presentContract
3aerocder. | are to be paid

by the Sellers and
i for their ac-

count.

[IoNTy4YeHMEe S KCIIOP THEIX JINLIEH3UM, | The Seller
is bound to obtain
ecJIM TakoBbEe NOTpebynTCcHd, JIeXUT Ha |
ExportLicenses if such are
obsazaHHOoCTU I[IponmaBua. | required.

CMOMeHTa NOANMCAaHMS HaCTOSMETO
| Fromthe moment ofsigning the

KOHTpPaKTabCcelpensnymeneperosopsl ; present Contract
all the previous

M IepenmMckKa IO HeMy TepsioT CUIY. | negotiations
and correspondence
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| connected
with same are null and
I void.
HuomHam3CcTOpOHHEBIPAaBEIepe— | None of the Par-
ties has the right
OaTb CBOM Mpaka M 00A3aTeslbCTBa IO
toassigntheirright and obliga-
KOHTpakKTy 06e3 OMCBMEHHOTO Ha To | tionsunder
the present Contract
corJylacusa OPpyT'OM CTOPOHEHL. | without writ-
ten consent of the
| other Party.
BcaxkuemsMeHeHMsS ¥ IOOINOJIHEHUAK | Any amend-
ments and supplements to
HAaCTOAUWEMYKOHTPakTyOynyToencTeu— ; the present Con-
tract are valid only
TeJILHBEIMIE —OpuycjioBuy, ecyimonu | if made in writ-

ing and signed Dby
COBEpPIEHE B NMCbMEHHOM GopMe M IHOO— |
dulyauthorized representativesof

NMCAaHBE YIIOJIHOMOUEHHBIMM Ha TO Jmuammu , bothParties.

00EeNxXCTOPOH. !
HacTosumMikoOHTPaKT COoCTaBJIEH B The present

Contract is made up

OBYXDK3eMIJigpax, npuuem oba BK- | in two copies

both having the same

3eMIJIApa UMEnT OIMHAKOBYIID CUJIY . value.

12. Ending and signature

Reserve the last page for the parties to sign and date the con-
tract. Provide spaces for each name and spaces for the date the contract is
signed. Contracts should be dated and signed by both the homeowner and the

contractor. If any changes to the contract occur, both parties should initial

them.
12. Opuonueckue ampeca : 12. Legal
Addresses of the
CTOPOH
! Parties
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STUDY WRITTEN PATTERNS

JAO0TOBOD KYIUIU-TIPOJAAXXKN

salecontract

JIOTOBOP pa30BOTo Haiima

hirecontract

JIOTOBOp Hailma

employmentcontract

OpayHbIi KOHTPAKT

marriagecontract

MOTPEOUTENBCKUI KPETUTHBIN JOTOBOP

consumercreditcontract

JIOTOBOP PEHTHI

rentcontract

KpeIUTHBII JOroBOp Ha puobpeTeHue

HCIABHXHUMOCTHU

mortgagecontract

JIN3UHT OBBIM KOHTPAKT

leaseholdcontract

KPEIUTHBII TOTOBOP

creditcontract

COCTaBJICHUE KOHTPAKTa

formationofcontract

COACPIKAHNE KOHTPAKTa

contractcontent

HNCKaXXCHUCKOHTpPAKTa

misinterpretation of contract

3aKJIFOYMITA HACTOSIIIMH KOHTPAKT O
HIDKECTIE TYIOIIEM

herebyagreeasfollows

00BEM MOJTHOMOYHMIA Ka)K,Z[Oﬁ CTOPOHBI

capacity
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HE3aKOHHOCTh WM HejleraibHocTh (co- | illegality
3HATEJILHOE HAPYIICHHUE 3aK0OHA HITH

KOHTPAKTa)

HEOCO3HAHHOE HApYIIeHHE 3aKOHa i | mistake

KOHTpaKTa

IICHa YIIaKOBKHU

costofpacking

YIaKOBKa OIJIa4YuBAC€TCA AOTMOJIHHU-

TCIBHO

packing (ischarged) extra

YIIaKOBKa BKJIFOYCHA B CTOMMOCTDb

packinginclusive

MpoJaBacMbIC TOBAPbI

goods sold

o0rmme ycioBus

general

OIMMCaHUE NpoJaBa€MbIX TOBApOB

description of the goods sold

COTPYAHUYIECTBO MEKIY CTOPOHAMU

cooperation between the parties

rapaHTHs ¥ rapaHTHIHOE 00CITyKUBa-
HHE

guarantee and guaranty service

BAPpUAHT JOCPOYHOI'O PACTOPIKCHUSA

earlyterminationoption

NepBOHAYaIIbHBIH CPOK

initialterm

MNpoJAJICHUC CPOKa ﬂeﬁCTBHﬂ

renewal

MepECMOTp YCIOBHI

renegotiationofterms

BapUAHT JOCPOYHOTO PACTOPKCHUA

earlyterminationoption

00BEM ITOCTABOK

volumeofdeliveries

0OaHKOBCKHUE PEKBU3UTHI CTOPOH

the bank references of the parties
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eKEMECSIUYHBIN UTOTOBBIN IIATEK

monthly true-up payment

HaJIoru

taxes

CTpaxOBaHUC

insurance

OCHOBHBIC CTPAXOBLIC TpeGOBaHI/IH

basic insurance requirements

JOTIOTHUTENBHBIE CTPaxoBble TpeOoBa-
HUS

additional insurance requirements

COOTBETCTBHUE ITPUMEHUMBIM IIPaBOBBIM
HOpMaM

compliance with applicable laws

COBMECTHBIE 3aBEPEHMS, FAPAHTHH U
JIOTOBOPCHHOCTH

mutual representations, warranties and

covenants

OKOHYATEJIbHbIE pacueThl MPH MpeKpa-
IICHUH JeHCTBUS COTIIAMICHHS

final settlement at termination

KOMIICHCAIINA U IPETCH3NU

indemnification and claims

OrpaHNYCHHC HaA y6BITKI/I

limitation on damages

npaBa Ha ayJuT

audit rights

KOH(UIEHITNATBEHOCTD

confidentiality

YIIpaBIISIIOLIEe IPaBoO

governing law

nepeaya 1npas TPETbUM JIMLAM

assignment

YBEAOMIICHUA

notices

XapakTep CAEJIKU U OTHOILLEHUS CTO-
poH

nature of the transaction and relation-
ship of parties

B YAOCTOBEPECHUE UCTO

inwitnesswhereof

BBOJ B OKCILTyaTaluio

commissioning
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a general import license
TeHEpAJIbHAsA UMIIOPTHA JIMIICH3 UL

PpazuHOE 000PYIOBaHKE miscellaneous equipment

B BUJI€ KOMIIEHCAIUHA in consideration of

B CHCT HOCTaBKH (IUIATSKa) in consideration of delivery (payment)

B3ATh Ha ce0s1 00sI3aTEILCTBA to covenant

HACTOSIIAM hereby

BCTVYIIaTh B CUJI .
y y to come into force to become

enforceable

MHCTPYKLS 110 SKCIUTYaTAIN operating procedures
SIBIIAITHCS. HEOTHEMJIEMOM YacThiO to be deemed to form, read and con-
HACTOSILLIETO KOHTPAKTa strue as part of this Contract
CHUITUKOTEJTh silica gel

371.: 1eEKThI K HEUCTIPABHOCTH defects

rapaHTHHHBIN CPOK the defect liability period
TOTYaC, HEMEIJIEHHO forthwith

YCTPAHSTTH JGhEKTS! 1 HeHC- to make good defect
MPAaBHOCTH

€CTECTBEHHBIN H3HOC normal wear and tear
TEXHHYECKOE OOCITY)KUBAHHE maintenance

FCA (Tree Carrier)
YCJIOBHISI TIOCTABKH «(ppaHKo-

HEPEBO3YHK
rpaduK NOCTaBOK a schedule of deliveries
ABHMATPAHCTIOPTHAs HAKIIA/THAS AWB (airway bill)
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CEPTU(UKAT IIPOKCXOKIEHHS Certificate of Origin
TIEPEBO3YHK (TPAHCTIOPTHAS KOM- acarrier
TaHUsA)
[NpaBuna npumupe- Rules of Conciliation and Arbitration
HUSL 1 apOuTpaxa
311.: IOKYMEHTBI, MaTCPHaITHI proceedings
B YIOCTOBEPEHHE Y€TO in witness whereof
EXERSISES

I. READ AND TRANSLATE

Example 1.

Sale and Purchase Contract

THIS CONTRACT, made and entered into this _ day of , 20__, by and
between ..., the Seller, and ... the Buyer: 1. The Seller hereby undertakes to
transfer and deliver to the Buyer on or before (date), the following described
goods: ...

2. The Buyer hereby undertakes to accept the goods and pay for them
in accordance with the terms of the Contract. 3. It is agreed that identification
shall not be deemed to have been made until both the Buyer and the Seller
have agreed that the goods in question are to be appropriated to the perfor-
mance of the contract with the Buyer.

4. The Buyer shall make payment for the goods at the time when and at
the place where the goods are received by him. 5. Goods shall be deemed
received by the Buyer when received by him at __.6. The risk of loss from
any casualty to the goods regardless of the cause thereof shall be on the Seller
until the goods have been accepted by the Buyer.

7. The Seller warrants that the goods are now free and at the time of de-
livery shall be free from any security interest or other lien or encumbrance.

8. The Seller further warrants that at the time of signing this Contract
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he neither knows nor has reason to know of the existence of any outstanding
title or claim of title hostile to his rights in the goods

9. The Buyer shall have the right to examine the goods on arrival, and
within business days after such delivery he must give notice to the Seller of
any claim for damages on account of the condition, quality, or grade of the
property, and must specify the basis of his claim in detail. The failure of the
Buyer to comply with these rules shall constitute irrevocable acceptance of
the goods.

10. Executed in duplicate, one copy of which was delivered to and re-
tained by the Buyer, the day and year first above written

Signature.
Example 2.

This Sale Contract of Manufactured Goods ("Contract"), made and ef-
fective  this XXth of XXX, 200X by and between:

, @ company organized and existing under the laws of

, having its registered office at

; which expression shall include all as-

signs, assignees and successors in title of the hereinafter re-
ferred to as the "Seller" and
, organized and existing under the laws of the

: principal place of business

which expression shall include all assigns, assignees

and successors in title of the hereinafter referred to as

the "Buyer". Seller and buyer are referred to hereinafter either individually as
party or collectively as parties. WHEREAS, the Seller is the manufacturer of

, and the Buyer wishes to purchase the for
WHEREAS The Parties mutually declare that they have the au-
thority and desire to enter into this Contract;

NOW THEREFORE and in consideration of the premises and the mutual
covenants set out hereinafter, the Parties agreed as follows:

1. 1 The Seller has sold and the Buyer has bought the in the quan-
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tity, assortment and prices and according to technical data stated in Annex 1,
which  are integral part ~of  this  Contract  ("Goods").

1.2. The Buyer confirms that he is informed of the technical data of the
Goods and that can not be reason of dispute of this Contract. 2. Contract
Price

2.1. CURRENCY: (EURO)

AMOUNT IN NUMBERS: 00.00,00

AMOUNT IN LETTERS:
2.2. The Contract price does not include custom taxes, VAT or other local
taxes of

12. Force majeure

12.1. A party is not liable for a failure to perform any of his obligations in so
far as he proves:

() that the failure was due to an impediment beyond his control, and

(b) that he could not reasonably be expected to have taken into account the
impediment and its effects upon his ability to perform at the time of the con-
clusion of the Contract, and

(c) that he could not reasonably have avoided or overcome it or its effects.

12.2 A party seeking relief shall, as soon as practicable after the impediment
and its effects upon his ability to perform become known to him, give notice
to the other party of such impediment and its effects on his ability to perform.
Notice shall also be given when the ground of relief ceases. Failure to give
either notice makes the party thus failing liable in damages for loss which
otherwise could have been avoided.

12.3 If the grounds of relief subsist for more than six months, either party
shall be entitled to terminate the Contract with notice.
2.3. The Contract price includes freight costs of the Goods to
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Signed for and on behalf of Buyer
, [Director General/Date - XX XX.20XX
(commercial stamp)

II. ANSWER THE QUESTIONS

1. What is a contract? Consideration? Offer?

Acceptance? Capacity?

2. Who are the parties involved in this agreement?

III. TRANSLATE INTO RUSSIAN

1. Detailed technical description of the machine. 2. Foundation and in-
stallation drawings. 3.Working drawings of the rapidly wearing-out parts of
the machine. 4. In addition two copies of the above drawings and technical

documents.

IV. TRANSLATE INTO ENGLISH
Ilpooasey npoodan;, nokynamenb Kynul, CpPOK HOCMAGKU; SAGISAMbCS
HeomveMIeMol Hacmplo Hacmosaue2o kowmpakma, Ilpodasey u I[lokyna-
meny 3akmoyunu nacmosuil Konmpaxm o nudiceciedyiowem...; 2pagux
NOCMABOK, ABUAMPAHCNOPMHASL HAKIAOHASL, NPABUILA NPUMUPEHUS U apOum-
pasica;, 002080p KYNAU-NPOOAANCU, 002080p HAUMA, 002080p ApPeHObl, Opau-

Hbll KOHmpaxkm, onucaHue npodaeaeMblx moeapos, cmpaxosanue, Hajlocu.

V. TRANSLATE THE LETTERS IN ENGLISH
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KOHTPAKT Ne
Mocksa
“ 2 20_ I,.
, IMeHyeMbIll B ganpHeimeM Ilpoaasen, ¢ onHO# cTO-
POHBI, U , IMEHyeMbli B nanbHeimeM [lokynarens, ¢

JIPYTOi CTOPOHBI, 3aKTIOYHIA HACTOSIINI KOHTPAKT O HIDKECICIYIOLIEM:

1. IIpenmeTr KOHTpPaKTa

IIponaBent mpoman, a Ilokymatens kymun Ha ycioBusx (POB)
(mopT) TOBapoOB Ha CYMMY B KOJIMYE-

CTBE, aCCOPTHMEHTE, IO IIEHAM U B COOTBETCTBUH C TEXHHICCKUMH yCIIOBHS-
MU, YKa3aHHbIMHM B OpuiokeHusix Ne 1,2,..., ABISIOUIMXCA HEOTHEMIIEMOM
Y4acThIO HACTOSIIIETO KOHTPAKTA.

2. Ilena u o0miasi cyMMa KOHTPaKTa

Ilenbl Ha TOBaphl YCTAHABIUBAIOTCS B (BautoTa) U MO-
HUMAaIOTCS (®OB, CUD...), Brirodasi CTOUMOCTh Tapbl, yma-
KOBKH u MapKHPOBKH.

O6mrast cyMMa HacTOSIIIIETO KOHTPAKTa COCTABIISET

3. Cpoku noCTaBKHU

ITocTaBka TOBapoB MO HACTOSIIEMY KOHTPakTy OyIneT Npou3BeneHa B
cpoku, ykasaHHele B Ilpmioxenum Ne K JaHHOMY KOHTpPAaKTy.
ﬂaTOﬁ IIOCTaBKH CYUHTACTCA JaTa KOHOCAMCHTa I/I/I/IJ'II/I JgaTta ITCMIICIIA Ha
JKENE3HOJOPOKHON HaKIIaJHOU

4. KauecTBO TOBapa

KauecTBo mocTaBisgeMbIX H3JeNHid OyleT COOTBETCTBOBATH TEXHHYE-
CKHMM YCJIOBUSIM, YKa3aHHbIM B [Tpunoskenun Ne

5. YnakoBka n mapkupoBka Tapa v BHyTpEHHSs YIIaKOBKa obecrievaT
MOJHYI0 COXPaHHOCTb U INPENOXPaHAT TOBAp OT MOBPEXKIECHUH NpU TpaHC-
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MOPTHPOBKE BCEMH BHIAMH  TPAaHCIOPTa C  YYETOM  IIE€PEBaJoK.
Ha kaxmom mecTe HecMBIBAIOLIEHCS Kpackoil HAHOCUTCS MapKHPOBKa, CO-
Jepxamias HeoOX0IUMBIC TaHHBIC.

6. Cnaya u npuemka ToBapoB ToBap cumraeTcs craHHbEIM [IpomgaBmom
u npuHATEIM [Tokynarenaem:

10 Ka4eCTBY — COTJIACHO KaueCTBY, YKa3aHHOMY B cepTH(HUKATe O Kade-
cTBe, BelJaHHOM [Iponasuom;

0 KOJIMYECTBY — COTJIACHO KOJIMYECTBY MECT M BECY, YKa3aHHBIM B JKe-
JIE3HOJOPOKHOM HAKJIaJHOW UM KOHOCAMEHTE.

7. Ilnarex PacueTbl 3a IIOCTaBICHHBIA TOBAap IIPOU3BOAATCA B
(Bamrora) O OE30T3BIBHOMY, INOATBEPKACHHOMY, ACINMOMY
aKKpeIuTHBY,  OTKpeIToMy  [lokymatemem B (0aHK).
B akkpeautuBe npeaycMaTpUBaeTCsl BO3SMOXKHOCTD MEPErPY30K M YACTHYHBIX
OTrPYy30K, a TaKXKe B HErO BKIIOYAETCS YCIOBHE O TOM, YTO BCE PACXOJBI,
CBSI3aHHBIC C OTKPBITHEM M MPOJUICHHEM aKKpPEIUTHBA, U BCE Apyrue OaHKOB-
CKHe pacxojipl ortaunBaioTcs [lokynatenemM. AKKpeAMTUB AEHCTBUTENEH B
TEYCHUE JIHEH.
YcnoBust akkpeauTHBa OyAyT COOTBETCTBOBATh YCIOBHUAM KOHTPAKTa; YCIIO-
BUS, HE BKIIOUEHHBIE B  KOHTPAaKkT, B aKKPEAUTHB HE  BKIIOYAIOTCA.
IImate>x ¢ akkpeAWTHBA  TPOM3BOAMTCS  MPOTHB  JTOKYMEHTOB:
1. ITonHOTO KOMIUIEKTa YUCTBHIX OOPTOBBIX KOHOCAMEHTOB, BHIMMCAHHBIX HA
ums (moxynarenb) Ha OTTpy3Ky ToBapa B

(opt Ha3HAYCHUS).
2. Cdera B 3-X dK3eMIUISIpax.

3. Crnemukanuu B 3-X 3K3eMIUIIpax ¢ yKa3aHHEM HOMepa KOHTpaKTa, HO-
MEpPOB OTTPYKCHHBIX SMHUKOB. 4. CepTudrKara 0 Ka4eCcTBE TOBapa, BBIJAH-
Horo [lpomaBuoM B 2-X 3K3eMIUISIpax, MOATBEPHKAAIOIIEr0, YTO KayecTBO
TOBapa COOTBETCTBYET YCIIOBUSIM HACTOSIILIETO KOHTpaKTa.
5. Pacriucku xamuTaHa B MOJIYYSHHHU IS CAAYW C TPY30M B MOPTY Ha3zHade-
HUs 4-X  KOMMA KOHOcamMeHTa u 4-X Komud  crnenuduxaruii.
IIponaBen nmpebIBUTBLIIETIEPEUNCIICHHBIE JOKYMEHTH B baHK U1 OraThl
B TEYCHHE THEH nocie MOTPY3KH TOBapa.
B cirywae Hapymenns qaHHoro ycioBus, IIpomaser; HeceT pacxoms! I 0 TIpo-
JIOHTAITUHN aKKPEIUTHBA.
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8. ApouTpaxk

Bce cniopsl U pazHOTIIAaCHs, KOTOPBIE MOT'YT BOSHUKHYTB IT0 HACTOAIIEMY
KOHTPAKTY WJIH B CBSI3U C HUM, Pa3peIIaloTCs, C MCKIIOYCHUEM OOpaIieHus
CTOPOH B o0mmme cysl, B apdutpaxaoM cyze npu Toproso-IIpoMbinuieHHON
ITanate B r. MockBe, B coorBercTBUU ¢ I[IpaBmiamMu nmpou3BOICTBa JEN B
3TOM CYZE, PEUICHUS KOTOPOro OYAyT OKOHYATEIBHBIMU U 00S3aTCIbHBIMU
IUT 00EMX CTOPOH.

9. ®opc-maxop

IMpu HacTymaeHUH OOCTOSTENHLCTB HEBO3MOXKHOCTH MOJIHOTO MM 4a-
CTUYHOTO UCIIOJHEHHUS JTF000H M3 CTOPOH 00S3aTENBCTB [0 HACTOSIIEMY KOH-
TPaKTy, & MIMEHHO: T0)Kapa, CTUXUUHBIX O¢/JICTBHI, BOWHBI, BOCHHBIX OIepa-
ui ar060ro xapakrepa, 6J10Kabl, 3alpeneHruil IKCIIopTa WM UMIIOPTa, WIH
JPYTUX, HE 3aBUCAIIUX OT CTOPOH OOCTOSITENBCTB, CPOK MCIOIHEHUS 00s13a-
TENBCTB OTOJBUIACTCS COPa3MEPHO BPEMEHH, B TEYCHHE KOTOPO-
ro JIeHCTBYIOT TaKue 00CTOSTENILCTBA.

Ecimu »Tu 00CTOSITENBCTBA MPOJOIIKAIOTCSA OoJice MECSIICB,
KaJasi U3 CTOPOH MMEET MPaBO OTKa3aThCs OT JAIbHEUIIEro MCIOTHEHUS
00s13aTeNBCTB IO KOHTPAKTY, U B 3TOM ClIydae HU OJHA U3 CTOPOH He Oyjer
HMETh MMpaBa Ha BO3MEHICHHE JIPYrod CTOPOHOW BO3MOXKHBIX YOBITKOB.
CropoHa, UIsi KOTOpPOM CO34allaCh HEBO3MOXXHOCTh HCTOJIHEHHS 00s3a-
TENBECTB O KOHTPAKTy, OyJeT HEMEUIEHHO H3BeNaTh IPYTYI0 CTOPOHY O
HACTYIUICHHH W TPEKPAIICHUH OOCTOSTEIBCTB, MPETSATCTBYIONINX HCIOTHE-
HUIO 00s3aTeNbCTB. HajurexkammM ToKa3aTeIbCTBOM HAJHYUS yKa3aHHBIX
BBIIIIE OOCTOATENBCTB M UX MPOJOIDKUTEIEHOCTH OYIYT CIY)KUTHh CHpPABKH,
BblIaBaeMble cOOTBETCTBEHHO Toprosoii Ilamaroit crpansl IlpomaBua wnn
ITokynarens.

10. OpuauyecKueaapecacTopoH

VI. MAKE UP A TEXT OF A CONTRACT:

a) in Russian;

b) in English:
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Mecmo noonucanus konmpaxma — Muan. /lama. 26 smasaps 2017r. Toxyna-
meiw: ToproBast pupma «3aps». Tlpoodasey: dupma «Xarcon su1 Kow. Tosap myx-
ckure kocTioMbl Mojier A-480/m. Komwuecmeo 2000. Lena 100 nommapos CILA 3a
emuHULly ToBapa. Cpok nocmasku: IEpBbIi 1 BTopoit kBapTaisl 2017 1. Venosusa no-
cmasku.: TIOCTaBKa OCYIIECTRIIIETCS IBYMsI MapTHsiMK: niepBast maptus B 200 mryk —
B niepBoM kBapTtasie 2017 1., Bropas — 800, Bo Bropom kBapTaine 2017 .

IInamesc: marex B pomwtapax CIIA, ¢opma mmaresxa — 1o Ge30T3bIBHOMY
MOJTBEPXKICHHOMY aKkpeauTHBY. Cpok OTKpbITHsI akkpeautuBa — 10 mHelt mocrne
TIOJTy4eHHs YBEIOMJIEHIS O TOTOBHOCTH TOBapa K oTrpyske. ILiatex npousBomut-
Ci IO TPEABSBICHHM IIPOJABLOM CIEAYIOLIMX OTIPY30UYHBIX JOKYMEHTOB: CUET-
(haxTypa B Tpex SK3eMIULIPax, KOHOCAMEHT, YIIAKOBOUHBIH JIUCT, 3aBOJICKOM cepTudu-

Kart kauecTBa. [locmasxa. Ha ycnousix CHI®D Mockaa.
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