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YHpaBﬂeHne AUCTAHIMOHHOTO 06yquI/m U MOBBbIIIEHU A KBaJII/I(bI/IKaLU/II/I

JlesioBoe 06IleHHE Ha aHTJIMHACKOM sI3bIKe

UNITI
MAKING CONTACT. TELEPHONE CALLS.

I Helpful phrases:

1) Can I help you?
How can I help you?
What can I do for you?
Speaking.

2) Who's that, please?
Who's speaking?

Who's calling?

Can I tell him who's calling?
Is that Mr. Popov?

3) Can I have a word with him/her?

4) Trying to connect you.
Putting you through.

5) Could you speak up? I can hardly hear you.
Can you give me a better line, please? We had a very bad connection.

6) I'm sorry, we were cut off.
I'm sorry, we have been disconnected.

7) I'm sorry?

Pardon?

Sorry! I don't understand!

Sorry! I didn't quite catch that!
What was that again?

Could you spell out your name?

( Never Speak: «Please repeat!»)

8) You've got the wrong number.
Sorry, you must have the wrong number.
It's the wrong number.

9) I'm afraid he's out at the moment.
4
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I'm afraid he's not available.

I'm afraid he isn't in.

I don't expect him in until Tuesday afternoon.
Mr. Brown is in conference now.

He is in a meeting at the moment.

10) Can I take a message?

Will you have a message?

Is there any message?

11) Could you take a message?

Could I leave a message?

Could you tell him Mr. Smirnov phoned?

Ex.1 Translate the helpful phrases. Explain in what situations they can be
used.

Ex.2 Translate the dialogue using helpful phrases:

CekpeTapb r-Ha benosa- Y1o Bbl xoTUTE?

-H. MeTpoB - He Mory nn 5 NOroBopuTb € r-HoM. benosbiM?

CekpeTtapb - botocb, UTo r-H. BenoB pasroBapvBaeT ceryac no Apyromy Te-
necdoHy. Bol nogoxaete?

'-H MeTpoB - [a, nogoxay.

CekpeTapb - Anno, Tenepb S Bac COEANHSIIO.

'-H MNeTpo.- MH. benos? Anno...anno. 1 HU4ero He cnblwy. CBSA3b OYeHb M10-
xas.

CekpeTapb - Bbl pasrosapusaeTte?

'-H MNeTpoB - HeT, He 6bIN0 CAbIWHO HM croBa. He Mornu 6bl Bbl COEANHUTL
MeHsl ewle pas?

Cekpetapb - Tenepb ny4we?

I-H. MetpoB — [a, cnacnbo. [Jobpoe yTpo, r-H benos. MosBoput r-H MeTpos.

II. Read these dialogues in pairs.

1.

- Good morning! Mr.Chernov's office. I  -[Jobpoe yTpo! KabuHeT r-Ha YepHoBa.
How can help you? yeM MOry NomMoub?

- Can I speak to Mr.Chernov? - Mory g noroBopuTb € r-HoM YepHoBbIM?

5
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- Who's calling? - KT0 3BOHUT?

- It's Mr.Petrov. - 3BOHUT r-H [eTpoB.

- Pardon? Could you spell out your hame? - Kak Bbl ckazanu? He mornu 6bl Bbl
Ha3BaTb Mo byksam Balue ums?

- P-E-T-R-O-V. - N-E-T-P-O-B.

- Mr. Petrov? - I'H. MNeTpos?

-That's right. - MpaBunbHo.

- Putting you through. Go ahead, please. - CoenuHsito. PasroBapuBaiiTe.

2.

- Hello. Mr. Lutz's office. What can I do for you? - Anno. KabuHet r-Ha JlyTtca.
Y70 BbI XOTUTE?

- I'd like to speak to Mr.Sidorov. - 81 66l X0TeN NOroBOPUThL C F-HOM
CvaopoBbIM.

- Sorry. Wrong number. I don't know anyone - U3BMHUTE. 3TO HE TOT HOMEP.

by that name here. Y Hac Takux HeT.

- I'm very sorry. - MpocTnTe, NoXxanyicra.
3.

- "Harrison & Co". Who's calling? - ®upMa « XappucoH u Ko».

KT0 rosoput?

- This is Mr. Petrov. Could you put me through - 310 r-H MNeTtpos. CoeanHute
to Mr.Harrison, please? MEHS1, MoXanyncra,
C r-HOM XappucoM.

- I'm afraid, Mr. Harrison is not - K coxxanenuto, r-Ha XappucoHa
at the office at the moment. ceiyac Ha MecTe HeT
- When do you think he will be back? - Korga, no-BaweMy, OH BepHeTcA?
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- Not until Monday, I'm afraid. Can I give him- - botocb, He paHbLle
a message? noHeaenbHuka. EMy nepepatb
yTO-HNBYAL?

- No, thank you. I'll phone him then again. — Het, cnacmbo. S no3BoHIO
Goodbye. €My elle pas Toraa.
[o cenpaHus.

III. Making Appointments.
Helpful phrases:

1) HasHayeHue BCTpeuun:

Could you come over to my office at 2 p.m.?
I'll be expecting you on Tuesday at 10 o'clock.
Yes, I'm sure that'll be fine.

Well, I think that will be all right.

Yes, that's all right with me.

I think that will be OK.

2) MoaTeepxxaeHue BCTpeyun:

I'm ringing to confirm our meeting tomorrow.
10 a.m. at your office, as arranged?

10 a.m. at your office, as we agreed?

10 a.m. at your office, as we said?

Good. I look forward to seeing you.

3) 3MeHeHne BpeMeHU BCTpeun:

I'm afraid I can't manage Monday morning.

I'm sorry but I have to go away and I won't be able to manage Friday after-
noon.

Could I suggest Thursday instead?

What about Thursday morning?

Perhaps we could meet on Monday instead?
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Practise the dialogues.

1.

Mr.B - Is Mr.Ivanov in, please?

S.- Yes, Who's calling
Mr.B -This is Mr.Belov. Good morning.

S - Oh, good morning, Mr.Belov. Go ahead, please.
Mr.B - Mr.Ivanov?
Mr.I - Speaking. Good morning, Mr.Belov.
Mr.B — Good morning. Could we meet tomorrow morning, Mr.Belov?
Mr.I — Just a minute. (to his secretary) Is there any engagement for 11
o'clock tomorrow morning? Good.

What about 11 a.m., Mr. Belov?

Mr.B — It's all right with me.
Mr.I — See you at 11 then. Goodbye.
Mr.B — I'm looking forward to meeting you. Goodbye.

2.

S — Hello, can I speak to Mr.Ivanov, please?
Mr.I — Mr.Ivanov speaking. Good afternoon.
S — Good afternoon. I'm Mr.Serov's secretary. I'm phoning you to confirm
your appointment for Friday
Morning 10 o'clock.
Mr.I — Thank you. I'll be there. My best regards to Mr.Serov. Goodbye.

3.

Mr.C — Is that Mr.Brown's office?
S —Yes.
Mr.C — My surname's Clayton. I have an appointment with Mr.Brown for to-
morrow afternoon, but
something urgent has turned up and I have to leave London for a
couple of days. Could you put
it off till Thursday afternoon same time?
S — All right. I'll find out and confirm it today. Goodbye.
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4,

S1 - Hello, is that Mr. Brown's secretary?
S2 — Yes, speaking.
S1 - Mr.Clayton's secretary calling. I understand they have an appointment
for this afternoon.
Unfortunately Mr.Clayton can't keep it. He had to leave London late last
night and won't be back
until Tuesday or Wendnesday next week. He makes his apologies to
Mr.Brown.
S2 - I'll pass it on him. Shall I make another appointment?
S1. — No, thank you. We'll leave it at that until he's back.
S2 — OK. Goodbye.
S1 - Goodbye.

IV. Making a call.

1. A few common expressions are enough for most telephone conversa-
tions. Practise these telephone expressions by completing the following dia-
logue using the words listed below.

Switchboard — Conglomerate Group, can I help you?

You—CouldI ............ Mr.Pardee, please?

Switchboard — Putting you ................. .

Secretary — Hello, Mr.Pardee's .........cccooeeet voveeieeen o I help you?
You - ....... , can you hear me? It'sa ......... line. Could you speak up, please?
Secretary — Is that better? Who's ............ , please?

You — ( your name) from ( your company).

Secretary — Oh, hello! How nice to hear from you again. We haven't seen you
for ages. How are you?

You — Fine, thanks. Could you ......... ME ..vvvveerennns to Mr.Pardee, please?
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Secretary - ............. the line a moment. I'll see if he's in. I'm sorry, I'm afraid
he's not in the ... .

atthe ............ . Could you give me your ........ and I'll ask
himto ......... you......... ?
You—Im ......... 3478621. That's London.
Secretary — Would you like to leave any ........... for him?

You — No, thank you. Just tell him I ......... .
Secretary — Certainly. Nice to hear from you again.
You - I'll expect him to .......... me this afternoon, then. Thanks.
Secretary — You're welcome. Goodbye.
On, speak to, message, bad, put through, number, call back, ring, secretary,
through, office, speak, speaking, can, hello, rang, hold, moment, through.
2. Helpful phrases:
The line

He's on the other line. - OH pa3roBapvBaeT no Apyromy TenedoHy.
Would you like to hold the line? - He Bewaiite TpybKy, noxanyicra.
The line is engaged - JIMHMA 3aHAaTa.
The line is busy. - JIMHWUS 3aHsTa.

The operator
Dial 100 for the operator. - Habepute Homep 100, 4TObbI CBSA3ATLCA C Tene-
(OHNCTOM.
I'd like to make a collect call. - MHe 6bl xoTenocb caenaTb 3BOHOK 3a CYET
nony4yatens.
Can I tell him who called? - MHe nepepatb eMy, KTO 3BOHW?

Can I give her a message? - YT0-HMOYAb Nepepatsb?
Could I take your number? - He mMornu 6bl Bbl OCTaBUTb CBOM HOMep?

10
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The phonebook

Look up the number in the phone book (or directory). - [Nouwmute HOMep B
TenehOoHHON KHure.

The number is ex-directory - Homep HegocTyneH.

The number is unlisted - Homep HepocTyneH.

I'll ring Directory Enquiries for the number. - $ no3BoHK B cnpaBo4YHOE,
4yTObbI Y3HATH HOMEP.

3. Insert the missing words.

a) Look it ....cveeeennnn in the directory.
b) He's ..ccovvree the other line.

c) Listen .............. to the dialing tone.
d) He's tied ............ .

e) She'll ring ............... .

4. Compose the dialogues to the following situations.

1. Your client is making a long distance call to discuss the prices.

2. Phone your business partner to call off an appointment. Arrange a new one
suitable for both.

3. Your secretary gives you a message. Ring back to get necessary infor-
mation.

4. The Head of the Department you want to talk with is non-available. Give
the message to the secretary.

11
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UNIT II

I. DOs and DON'Ts For Job Seekers.

Read these rules and try to remember them. Write down new words and
learn them by heart:

1. Do learn ahead of time about the company and its product.

2. Do apply for a job in person.

3. Do let as many people as possible know you are 'job hunting'.

4. Do recount experience you have had which would fit you for the job.

5. Do indicate where possible, your stability, attendance record and good
safety experience.

6. Do approach the employer with respectful dignity.

7. Do try to be optimistic in your attitude.

8. Do maintain your poise and self-control.

9. Do try to overcome nervousness and shortness of breath.

10. Do hold yourself erect.

11. Do answer questions honestly and with straightforwardness.

12. Do have a good resume.

13. Do recognize your limitations.

14. Do indicate your flexibility and readiness to learn.

15. Do be well-groomed and appropriately dressed.

16. Don't keep stressing your need for a job.

17. Don't discuss your past experience which has no application to the job
situation.

18. Don't apologize for your age.

19. Don't be untidy in appearance.

20. Don't display "cocksureness".

21. Don't cringe or beg for consideration.

22. Don't speak with muffled voice or indistinctly.

23. Don't be one of those who can do anything.

24. Don't express your ideas on compensation, hours, etc. early in the inter-
view.

25. Don't hesitate to fill out applications, give references, take physical exam-
ination or tests on requests.

26. Don't arrive late and breathless for an interview.

27. Don't be a "know it all" or a person who can't take instructions.

28. Don't feel that the world owes you for a living.

12
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II. Covering Letter (ConpoBoauTesbHOE NUCbMO).

1) Read and translate. Then make up your own covering letter:
20 December 2014

Clive Harris
Bibury Systems
39 City Road
London E.C. 2
England

Dear Mr. Harris

I'm 26. With the reference to your advertisement in the 'Times' of
Monday, December 12, I would like to apply for the position of a manager in
your company.

I read that you wish to work with a young intelligent woman, who
knows English well and who can work with a computer.

I've graduated from Moscow University as a programmer, so I know
the computer as well as mathematics. During training for my present job I
took courses of management. I have, in particular, worked as a manager and
programmer.

I appreciate the opportunity to work on my own initiative and take on a
certain amount of responsibility.

Since my present position offers little prospect for advancement I
would prefer to be employed in expanding organization such as yours.

I have enclosed a copy of my resume. If my background and qualifica-
tions are of interest to you, please, telephone me at (8632)66-98-33. I would
like to meet with you to discuss further the possibility of such a job.

Sincerely yours,
Alexandra Azarova
2) Read and memorize these phrases:
a) I recently heard from ... that there is a vacancy in your sales department.

b) With reference to your advertisement in ... of Monday, December 12, I
would like to apply for the position of ... in your company.

13
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¢) I am used to working on my own.

d) I appreciate the opportunity to work on my own initiative and to take on a
certain amount of responsibility.

e) During training for my present job I took courses in marketing.

f) Since my present position offers little prospect for advancement, I would
prefer to be employed in an expanding organization such as yours.

g) I am at present earning ... per month.

II1. Resume.

Translate this resume and make up another one about yourself:

David Right

77 Park Avenue, Ap. 22
New York, N.Y. 11290
Tel. (312) 312-36-58

OBJECTIVE A position as a bookkeeper.

SUMMARY 12 years of experience in every routine work in this
field. Perfect knowledge of computers and statistics.

QUALIFICATIONS Make up all kinds of financial reports, balances and
production planning.
EXPERIENCE Frisco Docks, Inc. San Francisco, California. Deputy
(1997-2002) chief of planning, commerce Dpt.
In charge of account books, statements, new ideas
in planning.
(1987-1997) SAKHA Co, Ltd. New York. Accountant. Prepared
accounts balance sheets of every kind.
EDUCATION London School of Economics. London, Great Britain,
Bachelor (Ec.)

14
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PERSONAL Arrived in the United States January, 1987.
British subject. Married, two children.

REFERENCES Available upon request.

IV. Interview.

1). Practice the following interview (cobecepnoBanue).

- Good morning, sir.

- Good morning. Come in. Mr.Rakitin, isn't it? Please, take a seat. You will
have to excuse me a moment while I'll finish signing these letters. Meanwhile,
please, fill in the application form. ... There, that'll do. Now I can concentrate
on you, Mr. Rakitin. Tell me, how long were you in your last job with

Alpha (OdenbTa).

- Five years. I am only leaving because the firm is leaving to another city, but
I think the change will do me good.

- What do you know about our company? Do you have any questions to me?

- I know that this is a very promising company, so I'd like you to inform me
what will be the major focusof efforts in the next few years?

- We plan to expand our activity on English-speaking countries, mainly on
England, to buy equipment and technologies from them and run training pro-
grams here. We need a team of creative people to make our company com-
petitive in the world market.

- What responsibilities and obligations do you suggest during the first year?

- Well, first of all to be to be responsible for our contacts with English part-
ners, to buy good equipment

And generally to be slillful in negotiations. You will have to travel very
much. Besides, we are expecting a new fair in London soon and maybe you
will have a chance to go there.

15
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- Yes, I see.
- So tell me what are your three main strengths?
- I think they are: reliability, loyalty, energy.
- OK. How do you relieve everyday tensions?
- I am accustomed to work under pressure.

- Are you a leader, an entrepreneur by nature?
- Yes, I think so, because I make contacts with people easily.

- All right. Now, Mr.Rakitin, I am quite prepared to offer you a job with us.
You have excellent references from your previous job. What do you find a fair
salary?
- Equivalent of $ 1500.
- I think we'll begin you from $ 1000 for experimental period and if you do
well we'll review it by the end of three months. Hours are from nine to five
thirty, with an hour for lunch and a fortnight's holiday.

Does that suit you? Any questions?
- What about travel: length, where?

- Mostly to England for not more than a month.

- All right. I suppose supportive environment here. When do you want me to
start, sir?

- In a week if possible.
- I am afraid I can begin working only since October 10.

- No problem. We'll be seeing you on the tenth then?
- Yes, certainly. Thank you very much. Goodbye.

- Goodbye.

2) A list of questions for the inter- view:
16
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. Tell me about yourself.

. Do you have any actual work experience?

. How would you describe your ideal job?

. Why did you choose this career?

. What goals do you have in your career?

. How do you plan to achieve these goals?

. What motivates you?

. How do you evaluate success?

. Describe a situation in which you were successful.

. What accomplishments have given you the most satisfaction in your life?

. If you had to live your life over again, what would you change?

. Would you rather work with information or with people?

. Are you a team player?

. Why should I hire you?

. Are you a goal-oriented person?

Tell me about some of your recent goals and what you did to achieve

them.

17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.

What are your short-term goals?

What is your long-range objective?

What do you see yourself doing five years from now?

Do you handle conflict well?

Have you ever had a conflict with a boss? How did you resolve it?
What major problem have you had to deal with recently?

Do you handle pressure well?

What is your greatest strength?

What is your greatest weakness?

Why did you choose to attend your college?

How has your education prepared you for your career?

What were your favorite classes? Why?

Why are your marks not higher?

Do you have any plans for further education?

How much training do you think you'll need to become a productive em-

ployee?

32.
33.
34.
35.
36.
37.
38.
39.

What qualities do you feel a successful manager should have?
Why do you want to work in the ... industry?

What do you know about our company?

What position would you like to take?

Is it possible to you to work overtime?

Are you willing to travel? How much?

Do you have any location preferences?

Is money important to you?
17
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40. What kind of salary are you looking for?
41. How much money do you need to make to be happy?

V. Application Form ( AHkera )

PERSONAL NAME. Anton Platonov.

ADDRESS 12 Sadovaya St., Ap. 8 Phone 244633( home)
DO YOU HAVE A VALID DRIVER'S LICENCE Yes/ No

MARITAL STATUS married

OF DEPENDENTS two daughters

EDUCATION higher

NAME OF SCHOOL Rostov State University

YEAR GRADUATED 2010

COURSE TAKEN OR DEGREE M. Sc. In Economics

LANGUAGES ( MARK ) English ( excellent / good / fair )
EXPERIENCE ( Give present or last position first )

COMPANY Alpha

ADDRESS 20 Dovatora St.

TYPE OF BUSINESS INDUSTRY Information technologies

EMPLOYED ( Month & Year ) from April 2011 to June 2013
POSITION ( S ) HELD manager

SUPERVISOR'S NAME Ivan Azarov

DESCRIBE YOUR DUTIES negotiations, purchase of equipment

18
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WHY DID YOU LEAVE the company has moved to another city.

VI. Letter of Recommendation. Offer of Employment. Refusal from
an offered work.

1) Letter of Recommendation.
Read and translate.

Dear Sirs,

Mr. ... who has been with us for tow and a half years as ... occupation is most
anxious to enter ( the sphere of activity ) and it occurs to me that you may be
able to help him, either by considering his capabilities if you happen to have a
suitable vacancy in your own firm, or by advising him as to the best method
of obtaining the kind of work which he is looking for.

Needless to say, I shall be very pleased if you can do anything for Mr. ...; dur-
ing his service with us he has been perfectly satisfactory.

Yours Faithfully,

2) Offer of Employment.
Read and traslate.
10 January 2013

Dear Mr. G. Brown,

We are glad to offer you the post of secretary in the sales department
with effect from Monday 10 February . The position is subject to a probation-
ary period of one month in which you will undergo two-week's training fol-
lowed by a trial period. Following the successful outcome of the probationary
period, you will be offered a permanent post.

During the first month you will be paid a weekly wage of $ 120. After the post
is confirmed you will go on to a monthly salary.
We look forward to seeing you on Monday 10 February at 9 a. m.

Yours faithfully
Personal Manager
Andrew Pop.
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3) Refusal from an offered work.
Read and remember.

a) I regret to inform you that I am unable to accept the position, since I have
received another, more attractive one. - C coxxaneHuem coobuiato Bam,
YTO He MOry 3aHSATb 3Ty AO/MKHOCTb, TaK Kak Nony4un apyroe, 6onee npusene-
KaTesbHOE NpeanoXeHue.

b) I feel that my experience in this field would not be used to its full capacity
in above position.

Therefore I have to decline. - YyBcTBYIO, UTO MO ONbIT paboTkl B 3TOW 061a-

CTV He ByaeT WCMonb30BaH B MOMHON Mepe, NMO3TOMY BbIHYXXAEH OTKNOHMTb
npeasnioXxeHue.
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JlenoBoe 00lIleHNe HAa aHTJIMHMCKOM SI3bIKe

UNIT III

I. Contracts.

1) A contract.

Ottawa 14 December, 2013

GLC Electronics Ltd.

hereinafter reffered to as the "Seller" on the one part and Florida Soft Ltd.
hereinafter reffered to as the"Buyer" on the other part, have concluded the
present Contract for the following:

Subject of the Contract.

The Seller has sold and the Buyer has bought on conditions C. I. F. Lincoln,
Florida, the following equipment: 5 PIECES OF H 24 MODEL 3/61G in full
conformity with the technical characteristics and in complete scope of supply
specified in Appendix N 1
Prices and Total Value
The total value of the equipment, spare parts, tools, technical documentation
and services in the volume of the present Contract amounts to USD 35,270 (
say thirty five thousand two and seventy ).

The prices per item are specified in Appendix Nos. 2, 3.

The prices are firm and subject to no alteration.

The prices are understood C. I. F. Lincoln, Florida or in accordance with other
basis conditions of delivery including the cost of packing, marking and other
delivery expenses.

Vocabulary

hereinafter — 3aecb n panee

reffered to as — uMeHyeMbIli ( B ganbHelLem )
on the one ( other ) part — c oaHol ( Apyroi ) CTOPOHbI
conclude — 3aknounTb ( KOHTPAKT)

for the following — 0 HUXxe cneaytollem
conform — COOTBETCTBOBATb

conformity — cooTBeTCTBME

complete — NosHbIN, 3aBEpPLUEHHbIN

scope — obbeM

supply — nocTaBku, NpeasioXXeHns

scope of supply — komMnnekTauus
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spare parts — 3anacHble 4acTu
tool — nHCcTpyMeHT

per item — no no3uMumnsam
firm — TBepAbIV

alter — nameHsTL
alternation — nameHeHus
basis — 6a3uc, 6a3ncHbI
deliver — noctaBnsiTb
delivery — noctaBka
marking — MapkunpoBka
expenses — pacxoasl

2) Answer the following questions:

. What company is referred to as "Seller"?

. Who is the "Buyer"?

. What is the subject of the contract?

. On what conditions did Florida Soft buy equipment?
. What is Florida Soft buying?

. What documents are added to the contract?

. What data is specified in Appendix 1?

. What information is given in Appendix 2 and 3?

. What does the total value of the contract amount to?
10. Can the prices be altered?

11. How are the prices understood?

OCoONOOTULTDA,WN

3) Choose the sentences on the right which have the same meaning as the
ones on the left.
yCcnoBmsaMn NocCTaBKU.

a. B cootBeTcTBMM C ApyrnMu 6asmcHeiMM 1. The prices per item are speci
YC/TIOBUSIMU MOCTaBKM. fied in Appendix 1.

6. ViMeHyemas B aanbHeWLLEM 2.In full conformity with the
technical characteristics ...

B. Obwwas croMmocTb 060pya0BHMS,
3aMnacHbIX YacTei, MHCTPYMEHTA ... 3. In accordance with other basic
conditions of delivery...
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r. B KOMNJeKTauum 4. reffered to as ...

A. LleHbl TBepaple u He noanexat uameHeHunto 5. in complete scope of supply

€. LleHbl No no3muusiM ykasaHbl B 6.The total value of the
npunoXeHun 1 equipment, spare parts, tools ...
XK. 3aKJTIOYMNIM HACTOSALLMUIA KOHTPAKT 7. The prices are firm and

O C/IeAYIOLLEM ... subject to no alternation.

3. B NOMHOM COOTBETCTBUM C TEXHWUUECKOW 8. have concluded the pre
XapaKTEPUCTUKON. sent contract for the following

4) Terms of Payment.

Payments at the rate of 85 % of the volume of the delivered equipment are to
be effected in USD ( currency ) within 60 days of the date of receipt by the
Buyers of the following documents for collection:
1. Seller's specified invoice ( one in the original and 2 copies ) where Contract
number is to be indicated.
2. Full set of clean on board bills of landing issued destination Lincoln, Florida,
USA in the name of John

Barley, Florida Soft.
15 per cent of value of the delivered equipment are to be paid upon expiration
of the guarantee period provided the equipment corresponds to the qualitative
and quantitative indices stipulated in the Contract.
Payment of this amount is to be effected upon expiration of the guarantee pe-
riod provided there are no grounded claims from the Buyers.
All bank expenses for collection are to be paid as follows:
- all expenses of the bank of the Seller's country to be borne by the Sellers.
- all expenses of the bank of the Buyer's country to be borne by the Buyers.

Vocabulary

at the rate — no craBke, 3aecb: B pa3mepe

are to be effected — nomxHbI 66ITb NpoM3BEaEHbI
within 60 days — B TeueHue 60 gHeit

receipt — 34ecb: nonyyeHune

collection — nHkacco

in the original — B opuruHane

Copy — Konus
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in the name of — Ha ums

expire — ncrekaTb ( 0 cpokax )

expiration — ncreuenune ( cpoka )

upon expiration — no ncre4yeHnn

guarantee period — rapaHTUIAHBIA Nepuoa
provided — 3aecb: npu ycnosuu

correspond — COOTBETCTBOBATb

quantity — konn4ecTtso

quantative — konuuecTeeHHoe

quality — kayecTBo

qualitative — kauecTBeHHbIE

index — nHaekc, nokasaTenb; MH 4. — indices
stipulate — obycnosnuBaTtb

grounded — 060CHOBaHHbII

claim — TpeboBaHue, 30ecb: NPETEH3UU

to be borne — gomkHbI 6bITb OTHECEHBI ( Ha CYET )

5) Answer the following questions.

. In what currency is the payment to be effected?

. When is the payment to be effected

. What papers will the Buyer receive for documentary collection?

. How much will the Seller receive upon shipment of the equipment?

. How much will he get upon expiration of the guarantee period?

. In what case might the Seller not receive 15 % of the total amount?
. Who is to cover the expenses of the Buyer's and Seller's Banks?

NOUThWN =

6) Choose the sentences on the right which have the same meaning as the
ones on the left.

a. ObopyanoBaHue cooTBeTCTBYET kavectBeHHbIM 1. All the expenses of
noka3satensmM, obycnosneHHbIM KOHTpakToM. the Seller's Bank are covered
by the Seller.

6. Y nokynatensi HeT 060CcHOBaHHbIX NpeTeH3auni  2.Within 60 days of the
data of receipt of the
documents for collection.

B. 15% cTtoumocTtu noctaeneHHoro obopyaosaHus 3. The Buyers don't have

[O/TKHbI 6bITb BbiNAA4YeHbl N0 UC- TEYEHUN any grounded claims.
24



YIIpaBJIeHI/le AUCTAHIMOHHOTO 06yqum{ W ITOBBIIIEHHU A KBaJ[I/I(l)I/IKaLI,I/lI/I

JlenoBoe 00lIleHNe HAa aHTJIMHMCKOM SI3bIKe
rapaHTMMHOroO nepuoaa.

r. B TeueHne 60 gHel co AHSA NONMyYeHMs! 4.Fifteen per cent of value
JIOKYMEHTOB Ha MHKACcCo of the delivered equipment are
to be paid upon expiration of
the guarantee period.

a. Bce pacxopgpl 6aHka npogasua onnadmeaeT 5.The equipment corresponds
npoaaseL. to the qualitative index
stipulated in the Contract.

7) Time of Delivery

The delivery under the present Contract is to be effected not late than March
1, 2011
The date of delivery is considered the date of clean on board bill of lading

Packing and Marking

The equipment is to be shipped in export packing corresponding to the nature
of each particular type of equipment.

The packing is to secure the full safety of the goods from any kind of damage
and corrosion during its transportation.

The goods are to be packed so as not to allow for their free movement inside
the package when it changes its position.

The Sellers shall be responsible to the Buyers for any damage to the goods
owing to the improper packing.

The marking shall be clearly made with indelible paint stating as follows:

Contract N

Trans N

Case N

Net weight

Gross weight

Dimensions in cubic metres
( length, width, height )

The packages for which special handling is required shall hall marking:
18
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"Handle with care", "Top", "Do not turn over".

The Sellers are responsible for additional transport and storage charges in-
curred due to the dispatch to a wrong address caused by improper or incor-
rect marking.

Vocabulary

package — ynakoBka

owing to — npoucTekatowme us, BbiaBaHHble ( TEM-TO U TEM-TO )
proper — NpaBusIbHbIN, aKKypaTHbIN, TLIATEbHbIN
improper - HenpaBWJIbHbIA, HeaKKypaTHbIN
clearly — sicHo, YeTko

indelible- HecmbiBaeMas ( kpacka )

paint — kpacka

state — yTBep)xaaTh, yKa3biBaTb

trans — TpaHC

case — SLmK

net weight — Bec HeTTO

gross weight — Bec 6pyTT0

dimensions — pa3Mepbl, M3MepeHust

length — anuHa

width — wupuHa

height — BbicoTa

handle — umetb geno, ynpaeBnsaTb(cs), obpalarbcs
handling — obpatueHue ( ¢ keM-1nbo )

care — 3ab0Ta; 340eCb: OCTOPOXHOCTb

turn — noBopaunBaThb

turn over — nepeBopayuBaTb

additional — fononHUTENbHBII

storage — xpaHeHue

charges — 3pecb: M3aepxKu

incurred due to... - BbI3BaHHbIE BCIIEACTBUE
dispatch — oTnpaBka, 3acbinka

8) Answer the following questions:

1. When is the delivery to be effected?
2. What is considered to be the date of delivery?

3.What kind of packing is the equip- ment to be shipped in?
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4, What must packing correspond to?

5. What is packing to secure the goods from?

6. What must the package prevent goods from in case it changes its position?
7. Who is responsible for the damage caused by improper packing?

8. What sort of paint is to be used in marking?

9. What information does the marking include?

9) Choose the sentences on the right which have the same meaning as ones
on the left.

a. OTa ynakoBKa Hy>aaeTcs n ocobom 1. The delivery is to be effected
obpalleHuu. not later than ...

6. MpoaaBeL HeCET OTBETCTBEHHOCTb 3a 2. The goods are to be shipped in

noboe noBpexzaeHue, BbiaBaHHOE export packing corresponding to
HeMNpaBWIbHON YNAKOBKOW. the type of each item.
B. TOBapbl AOMKHbI OTIPYyXaTbCH B 3.The packing is to secure the
3KCMOPTHOM YNakoBKe, COOTBETCTBYIOLLEN safety of the goods from
TUMY KaXaoro snaa Tosapa. any damage.

r. M3-3a oTnpaBku He No agpecy BcneactBum — 4.Prevent free movement of
HenpaBuIbHON MapKUPOBKM. the goods inside the package.

4. MpepoTtepatuTe cBoboaHOE nepemeleHne  5.The Seller is responsible
TOBApPOB BHYTPMU YNAKOBKM. for any damage to the goods
caused by improper packing.

e. MoctaBka pgomkHa 6bITb Npou3BeaeHa He 6. The marking shall be
nosgHee ... made with indelible paint.

XK. YnakoBKka Ao/kHa obecneunBaTtb 3aluTy 7. This package requires.

TOBapOB OT JIH0ObIX NOBPEXAEHWUN. special handling
3. MapkupoBka AomkHa 6bITb caenaHa 8. ... due to dispatch to a
HEeCMbIBAEMOWN KPaCKOW. wrong address owing to the

incorrect marking.
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10) Make up a text of contract in English:

MecTo noanucanns — Hbto-Mopk

[Oata: 20 mapta 2010 r.

MokynaTenb — ToproBast dupma «BecHa»

ToBap — My»Xckue KocTioMbl Moaenu A 380 M

Mpoaaseu — pupmMa «XaTcoH n Ko»

Konunyectso — 1000 wtyK

LleHa — 80 gonnapos

Cpok nocTaBku: NepBbiit 1 BTOpoii kBapTanbl 2011 roaa

YCcnoBums NoCTaBKM: NOCTaBKa OCYLLECTBASETCS TpeMsa napTusamMm

Onnarta: Onnata B gonnapax CLWA. ®opma onnaTel: no 6€30T3bIBHOMY MoA-
TBEPXXAEHHOMY akkpeauTuBy. CpoK OTKpbITUSI akkpeautuea — 10 aHen nocne
Nosly4eHns M3BELLEHNS O FTOTOBHOCTM MapTum K oTrpy3ke. Onnata npousso-
ANTCA nocne npefocTaBfieHns NMpoAaBLOM Cneaylowmx AOKYMEHTOB: CYeT B
TPEex 3K3eMNsipax, KOHOCAMEHT, 3aBOACKON CepTUdUKAT KayecTsa.

[JdoctaBka MopeM Ha ycnosusix cud CaHkT — MNeTepbypr.

II. Sanctions.
1) A sanction.

In the event of the Seller's delay in the supply against the dates stipulated in
the Contract the Seller is to pay to the Buyer penalty at the rate of 0,5% of
the value of goods not delivered in due time for every week of the delay with-
in the first four weeks and 1% for every subsequent week but not more than
10% of the value of the equipment not delivered in due time.

The penalties will be paid by the Buyer. In case the Buyer for any reason
does not deduct the penalty when paying the Seller's invoice the latter is
obliged to pay the penalty at the first request of the Buyer.

Should the delay in delivery exceed four months the Buyer shall have the
right to cancel the Contract or a part thereof.

Should the shipment of the equipment not be notified or be notified with de-
lay, the Seller is to pay to the

Buyer penalty at the rate of 0,1% of the value of the equipment already
shipped.

Vocabulary

event — cobbIThe, Cnyyain
in the event — B cnyyae ( yero-nm6o )

delay — 3apepxka
28



yupaleeHl/le AUCTAHIMOHHOTO 06y‘{€Hl/IH W ITOBBIIIEHHU A KBaJ[I/I(l)I/IKaLI,I/ll/I

JlenoBoe 00lIleHNe HAa aHTJIMHMCKOM SI3bIKe

delay against the dates — ono3gaHue NpoTMB Cpoka

penalty — wrpad, neHs

in due time — B ycTaHOBNEHHOE BpeMs

subsequent — nocneaytowas

deduct — BblunTaTh, YyaepxmeaTb ( NeHN )

reason — nNpuyMHa

for any reason — no kakou-n16o NpuuMHe

is obliged — 0b6s13aH

request — TpeboBaHune

at the request — no TpeboBaHuio

exceed — NpeBbIlWaTb, BbIXOAMTb 3@ PaMKu

should the delay exceed ... - B cnyyae, ecnu ono3gaHue NpPeBbLICUT ...
cancel — 0Tka3bIBaTbCsl, CHUMATb, OTMEHSITb, @aHHY/IMPOBATb
the right to cancel — npaBo oTka3aTbcs

thereof — ero

a part thereof — ero yactu

2) Answer the following questions.

1. In what case is the Seller to pay a penalty of 0,5% of the value of the
goods?

2. For how long is the Seller to pay 0.5% of the value of the goods not deliv-
ered in due time?

3. What penalty will the Seller pay on the fifth week of a delay?

4. What percent of the value of the goods must the penalty not exceed?

5. Where will the penalties be deducted from?

6. When will the penalties be deducted?

7. When is the Seller obliged to pay the penalties if they have not been de-
ducted from the Seller's invoice in due time?

8. What right does the Buyer have if the delay is more than four months?

9. What happens if the Seller does not notify the Buyer about the shipment of
equipment?

3) Fill in the blanks where necessary.

1. In case of delay ... supply against the dates we pay ... the Buyer the penal-
ty ... the rate ... 0.5% of the value of the goods not delivered ... due time.

2. Wepay these 0.5% ... every week of the delay ... the first four weeks.

3. You can't pay more than 10% ... the value of the equipment as a penalty.
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4. The penalties are deducted ... the Seller's invoices when they are paid ...
the Buyer.

5. The Seller must pay penalty ... the first request of the Buyer.

6. The shipment was notified ... delay.

4) Guarantee.

The Seller guarantees:

That the equipment to be supplied has been manufactured in full conformity
with description, technical specification and with the conditions of the Con-
tract.

The period of guarantee of the trouble-free operation of the equipment is to
be 12 months from the date of putting it into operation but not later than 18
months from the date of shipment. The above period will be accordingly ex-
tended if start-up of the equipment is deferred or the operation of the equip-
ment is stopped.

If the defects cannot be eliminated, the Buyer has the right to reject the de-
fective equipment or to request a corresponding reduction from its price. In
case the Buyer rejects the equipment it is returned to the Seller for the lat-
ter's account and the Seller is to pay the sums paid by the Buyer with 8%
interest per annum.

If during the guarantee period the equipment proves to be incomplete or/and
defective or/and not in conformity with the Contract conditions, the Seller is
to eliminate the the detected defects immediatly at the Buyer's request by
means of repairing or replacing the defective equipment or parts thereof with
new ones of good quality.

In this case the Buyer is entitled to demand from the Seller payment of penal-
ty as for delay in delivery at the rare and in accordance with the procedure
stipulated in Clause 6 of the present Contract beginning from the date when
the claim has been made till the date of delivery of new equipment.

All the trasport charges and other expenses connected with the return or/and
replacement of the defective equipment are to be borne by the Seller.

Vocabulary.

trouble — HeNpUSTHOCTb, 6ECNOKONCTBO

trouble — free — 3aecb; 6ecnepeboitHas

operation — 3gecb; paboTa, yHKLUMOHNPOBaHME

put into operation — BBeCTV B AeiicTBUE, 3anyCTUTb ( 060pyaoBaHME )
the above period — BbllLEO3HaAYEHHBI Nepuoa

accordingly — cOOTBETCTBEHHO
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extend — paclmpsITb, BLITArMBaTb, NPOAOIKUTD

start — Ha4ano, Ha4YMHaTbL

start-up — nyck ( o6opynoBaHus )

defer — 3apepxuBaTh, Co3/1aBaTb NPENATCTBUSA

defect — pedekT, HEMCNpPaBHOCTb

eliminate — yHuuTOoXaTh, ncnpaBnsaTb ( HEAOCTATKM )
reject — oTBepraTb, OTKa3blBaTb

reduction — cokpalleHune, 34ecb; YUeHKa, CKMaKa

for the latter's account — 3a cyet nocnegHero

repay — onna4neaTb, BO3MeCTUTb ( pacxoabl, yobITkM )
sum — cymMMma

interest — nHTepec, 3aecb; NPOLEHTLI, NPOLEHTHAs CTaBka
annum — nat. rog

interest per annum — NPOUEHTLI rOA0BbIX

to prove to be — oka3biBaTbCS

incomplete — HEMONHBbIN, HEYKOMMIEKTOBAHHbIN

detect — obHapyxuBaTb

detected defects — 0bHapyXeHHbIE HEAOCTATKK

5) Answer the following questions.

1. What does the Seller guarantee?

2. What is the guarantee period for the trouble-free operation of the delivered
equipment?

3. In what case can the guarantee period be extended?

4. What can the Buyer do if the detected defects cannot be eliminated?

5. For whose account is the equipment returned to the Seller if the Buyer re-
jects it?

6. What is the interest rate the Seller has to pay the Buyer if the latter returns
the equipment?

7. How can the Seller eliminate the defects?

8. What is the Buyer entitled to demand from the Seller if there is a delay in
delivery of new equipment of good quality?

6) Fill in the blanks where necessary.

1. The equipment has been manufactured ... full conformity with the condi-
tions of the Contract.
2. The period ... guarantee ... the trouble-free operation is 12 months.

3. The Buyer has to request a reduc- tion ... the price of the equipment.
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4. The defective equipment was returned .. the Seller ... his account.

5. The Seller has to repay the sums paid ... the Buyer.

6. The Seller has to eliminate the defects ... the Buyer's request.

7. The parts are ... good quality.

8. I am entitled to demand ... the Seller payment of penalty.

9. He paid penalty beginning ... the date when the claim has been made.
10. The charges are to be borne ... the Seller.
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UNIT IV

I. Force Majeure.

1) Force Majeure.

The Parties are released from responsibility for partial or complete non-
fulfillment of their liabilities under the present Contract, if this non-fulfillment
was caused by circumstances of Force Majeure, namely: fire, flood, earth-
quake, war, provided these circumstances have directly affected the execu-
tion of the present Contract.

In this case the time of fulfillment of the Contract obligations is extended for
the period equel to that during which such sircumstances last.

The Party, for which it became impossible to meet obligations under the Con-
tract, is to notify the other Party of the above circumstances immediately, but
not later than ten days of the moment of their beginning.

The written evidence issued by the respective Chamber of Commerce will be
a proof of the above indicated circumstances.

If these circumstaces last longer than 6 months, then each Party will be enti-
tled to cancel the whole Contract or any part of it. In this case neither Party
shall have the right to demand any compensation from the other Party. The
Seller undertakes in this case immediately to reimburse the Buyer for all the
advanced amounts paid by the latter under the present Contract.

Vocabulary.

majeure ( Fr. ) — rnaBHbI, OCHOBHOW, BbICLUNIA
force majeure — 06CTOATENLCTBO HENPEOAOSIMMON CUbI, hOPC-Maxop
release — ocBoboXaaTh

partial — YacTUYHbIIA

fulfil — BbINONHATL

fulfillment — BbinonHeHWe

non-fulfillment — HeBbINONHEHME

liability — obsi3aTenscTtBo

was caused — 6bl1M Bbi3BaHbI

circumstanses — o6cToaTensLCcTBa

namely — a uMeHHO

fire — noxap

flood —HaBoagHeHWe
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earthquake — 3emnetpsiceHne
reimburse — Bo3mMewwatb

advanced — aBaHCMpPOBaHHbII

provided — npu ycnosuu

execution — ucnosnHeHve

obligations — o6s13aTenscTBa

equal — paBHbIi

last — TAHYTbLCS, NPOUCXOANTD, AIUTLCS
impossible — HEBO3MOXHbII

evidence - cBUaeTeNnbLCTBO

respective — COOTBETCTBYIOLLAS

proof — AoKa3aTenbCTBO

neither — H1 ogHa n3

compensation — koMneHcauus
undertake — npeanpuHnMath ( 4TO-NIM60O ), BpaTbes ( 3@ UTO-NIM60 )

2) Answer the following questions.

1. What are the parties released from in case of Force- Majeure?

2. What may cause the non-fulfillment of the Parties' liabilities under the Con-
tract?

3. For how long is the time of the Contract extended in the event of Force-
Majeure?

4. Which party is to notify the other Party in case of Force-Majeure?

5. How can the Force-Majeure circumstances last longer than six months?

3) Fill in the blanks where necessary

1. IBM was released ... responsibility for non-fulfillment ... its obligations.

2. The losses were caused ... circumstances of Force-Majeure.

3. The time of fulfillment of the Contract is extended ... the period ... three
months.

4. It became impossible ... our party to meet all obligations ... this Contract.

5. The evidence was issued ... the National Chamber of Commerce.

6. We have no right to demand any compensation ... your company.

7. You have to reimburse us ... all the losses we had this year.
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II1. Arbitration.

1) Arbitration.

All disputes which may arise in connection with the present Contract will be
settled as far as possible by means of negotiations between the Parties. If the
Parties do not come to an agreement, the matter is to be submitted for set-
tlement to Arbitration, with its seat in Stockholm, Sweden.

The Party which wishes to refer the dispute to Arbitration shall notify the oth-
er Party by a registered letter stating there the name and the address of the
arbitrator as well as the subject of the dispute, date and number of the Con-
tract. Within 30 days of receit of the above letter the other party shall choose
its arbitration, and inform the first Party of it by a registered letter stating the
name and the address of the arbitrator chosen.

If the Party notified of the dispute being submitted to arbitration fails to
choose its arbitrator the latter will be appointed within 30 days by the Presi-
dent of the Chamber of Commerce in Stockholm, Sweden.

The award is to be issued by a majority of votes in accordance with the terms
and conditions of the present Contract, and also the rules of Swedish Material
Law.

Vocabulary

Party — top. cTopoHa

arbitration - apbutpax

arbitrator — apbutp

dispute — 3aecb; CnopHbIli BONpoc

arise — BO3HWKaTb, NOAHUMATLCS

settle — pewatb, pa3pewatsb ( BONpocC )
settlement — 3gecb; pewenne ( gena )
as far as possible — HaCcK0/IbKO BO3MOXXHO
fail — TepneTb Heygauy

appoint — 3aecb; Ha3Ha4yaTb

Umpire — Cynepapbutp

to agree upon — NpUINTK K COrnalleHnto
award — 34ecb; pelleHne apbutpaxa
majority — 601bLIMHCTBO

submit — npeacTaBnaTh, NnepeaaBaTb
seat — 3gecb; MecTo npebbiBaHUS

refer — oTHOCUTb, NepedaBaTb
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register — pernctpmpoBaTtb

registered letter — 3aka3Hoe

vote — ronoc ( B ronocoBaHunmn )

majority of votes — 601bLIMHCTBO ronocos
rules — npaBuna, HOPMbI

2) Answer the following questions.

1. How can the disputes between the Parties be settled?
2. Where is the matter submitted to if the Parties come to no agreement?
3. How shall the Party which wishes to refer the dispute to Arbitration notify
the other Party about its
decission?
4. What information does the registered letter contain?
5. How long does it take the other Party to choose its arbitrator?
6. What happens if the other Party fails to choose its arbitrator?

3) Fill in the blanks where necessary.

. The disputes which arise ... connection with this Contract will be settled.
. We'll settle this dispute ... means ... negotiations.

. The Parties did not come ... an agreement.

. The matter was submitted ... settlement to the Chamber of Commerce.
. You have to notify us ... a registered letter.

. You have to state the name ... the arbitrator in the letter.

. The arbitrator will be appointed ... days after the receit of the letter.

. The arbitrator failed to agree ... the choice of the Umpire.

9.The award was issued ... accordance with the rules of the Swedish Law.

ONOUTDhWN =
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UNITV

I. Commercial letter and its parts.

1) Letter's parts.

O6bIYHO aHINNIACKOE AENOBOE NMUCbMO COAEPXKUT creayrowwme 7 YacTen:

1. The Heading ( including Place and Date ) 3aronoBok ( BK/oYatoLmii Bpems
N MeCTO HanmcaHms nucbMa )

Ecnn nnucbMo — Ha cneumanbHoM 6naHKe, OH MOXET coAepXaTb Ha3BaHue
bupmbl, ee aapec, Tenekc u apyrue aetanu. lNog 3aroNoBKOM, Ha TOW e
CTPOKE, YTO M fAaTa, HO B JIEBOM 4acTU CTpaHuubl, HAxXoauTcs ccblika (
Reference ).3To MoxeT 6bITb HOMEp AENOBOro MUCbMa WMAKN Kakas-nmbo ab-
6pesuaTypa.

2.The Inside Address. BHyTpeHHWI1 aapec.
3TO aZipec, Kyaa HanpaenseTca nucbMo. OH NOBTOPSIET afipec Ha KOHBEPTE.
YacTo Ha BHYTPEHHEM adpece HOMEP AoMa W Ha3BaHMWE YNULIbI OMYCKAOTCS.

3. The Greeting. O6pauleHue.
Hanbonee pacnpocTpaHeHHble obpalleHus:

Dear Sir, - K My>X4nHe

Dear Sirs, - kK dupme

Dear Madame, - k He3aMy>Hel eHLnHe
Dear Mesdames — MH. uncno

O6palleHne He JOMKHO onyckaTbes. MNMocne obpalleHns cTaBuTcsa 3ansTas
B AHrnun u aoetoune — B CLLA.

4. The Body of the Letter. Cogep>xaHne nucema.

TekCT NucbMa cnegyeT pas3buBaTb Ha ab3aubl TakuM 06pa3oM, UTObbI Kax-
Abli ab3al cogepykan ocobyto TeMy, TpebYIOLLYIO OTAEIbHOrO BHUMaHWUS.

C NeBOW CTOPOHbI CNIEAYET OCTaBUTb MOJIE KaK MUHUMYM TpU CAHTUMETPA.

CyMMbl eHer, YNoMMHaeMble B MUCbME, MOXHO MUCaTb C HOBOM CTPOKM,
WM NoAYepKNBaTb.

Yacto nepep TeKCTOM nucbMa, nocne obpalueHusi, nosiBnsieTcs ocobas
cTpoka ( ccblika ), YKa3blBaloLas Ha TO, O YEM 3TO NMUCbMO. ITa CCbISIKa HYyX-
Ha Ans Toro, 4Tobbl NPMBAEYb BHUMaHME pasbupatoLero nouTy.
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Hanpumep:

Dear Sirs, YBakaeMble rocnoaa!

Re: Letter of Credit No ... KacaTenbHo : Akkpeantme N9 ...
Dear Sirs,

Subject: Your order No. 2323 of 18 December 2013.

5. The Ending. 3akntoueHue.
TpaanumoHHas opMa BEXIMBOCTM, HanpuMep:

Yours faithfully,
Yours truly, NckpeHHe Baw(n),
Yours sincerely,

Hwxe 3Toi hopmMy bl 06bIYHO NMOBTOPSIETCA Ha3BaHWe GpUpMbl, 3aTEM OCTaB-
NngaeTcda MecTto And noanucu.

6. The Signature. MNoanuce.

Moo noanucbio nedyataeTcs MMS MOANUCABLLEro MUCbMO YenoBeka, ero
[O/MKHOCTb B (pupMe. B

CoBpeMeHHbIX MMCbMax NoAMUCL CABUHYTA K NEBOMY Kpaio.

Ecnn nnucbMo noanuceiBaeT He TOT, Ybe MMS HanevyaTaHo BHU3Y, a ApYrou
yenosek, TO nepea HaneyaTaHHbIM BHU3Y NWCbMa MMeEHeM CTaBaT cnoso for
unu 6ykssbl p.p.

7. The Reference to Enclosures ( if any ). MNpunoxeHue ( ecnun ectb )
MpUNoXeHNs YNOMUHAIOTCA B HUXKHEN NEBOM YacTu CTpaHULbl, HUXE Moa-
nucu. Hanpumep:

3 Enclosures: MpunoxeHue:
Bill of Landing KOHOCaMeHT
Certificate of Quality cepTudmKaT KadecTsa
Invoice cyer
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2).An example.

Clarke & Sims Ltd.
High Street,
Ellingham,
Suffolk
Telephoe Ellingham 6622
FH/MC
14 February, 20..

The Sales Manager,
Motorheat Ltd.,
Walker Road,
Coventry

Dear Sir,
We are interested in increasing our range of car heaters and should like
to receive information about the various models you are at present producing.
We should be obliged if you would send us your latest catalogue and
price list, together with details of the CX4 heater advertised in the current
issue of the Motoring Monthly.

Yours faithfully,
Clarke & Sims Ltd.
F. Henley
Manager

II. Enquiries. ( 3anpocb! )

1). The expressions most commonly used in letters of equiries:

We noticed an advertisement describing Mol yBUAENM peknamy, rae
roBOPUTCA ...

We are very interested in ... Mbl OYEHb 3aMHTEPECOBaHbI B ...

We should be glad to receive ... Byaem pagbl NOAy4uTb ...

We may be able to place large orders  Bo3mMOXHO, Mbl CMOXeEM AaTb
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with your Company Ballel KOMMNaHuM 6onblUve 3aKasbl

The catalogue is of considerable KaTtanor Hac o4eHb 3anHTepecoBar
interest to us

We shall appreciate it if you will Mol 6yaem 6narogapHbl, ecnv Bbl send

us a more detailed description of ...  BbllNeTe Ham 6onee aeTanbHoe
OMuCaHue ...

Please send us samples of ... MoxxanyicTa, BbILWUTE HaM 06pasLpbl ...

2) Read and translate the enquiries.

1. Dear Sirs,

We have learned that you are producing for export handmade shoes and
gloves in pure hide and other natural materials.

There is a steady demand here for highclass goods of this type, especially
in the brighter colours. Sales are not high, but a good price can be obtained
for fashionable design.

Will you please send us your catalogue and full details of your export pric-
es and terms of payment, together with any samples you can let us have.

We look forward to hearing from you.

Yours faithfully,

2. Dear Sirs,

We have seen your advertisement in "The Metal Worker" and are interest-
ed in aluminium screws and fittings of all kinds.

Please quote us for the supply of the items listed on the enclosed enquiry
form, giving your prices
C.I.LF. Odessa. Will you please also state your earliest delivery date, your
terms of payment, and discounts for regular purchases.

As our annual requirements in metal fittings of all kinds are considerable,
perhaps you would also sent us your catalogue and details of your specifica-
tions.

Yours faithfully,
3. Dear Sirs,

Your name was given to us by Massrs. ... Ltd., who have been regu-
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lar customers of yours for some years. We asked them if they knew of a
manufacturer who would be able to supply immediately the goods specified
on the enclosed list.

We would explain in confidence that our usual supplier has rather let us
down this year on delivery dates and quantities, and we are in danger of get-
ting into arrears with one or two of our contracts.

If you can supply the goods required, please accept this as our official
order: payment will be made on any basis acceptable to yourselves.

We hope you will be able to meet our requiremets in this instance, and
would add that if your products are satisfactory and terms competitive we
should be interested in a longterm connection between us.

We should appreciate a prompt reply.

Yours faithfully,

4. YBaxaeMble rocrnoaa,

Mbl MONy4nnM 3anpoc oT MPMbl, UMEtOLEN B COBCTBEHHOCTU HECKOBKO
MEepPBOKMNACCHBLIX OTeNel B Hawel cTpaHe. OHWM OTKPbIBAOT HOBYHO FOCTUHMLY
M 0bpaTnAnCh K HaM C MPOCcbOON AaTb MM pacueHKM Ha Mebenb M CooTBeT-
CTBylOLLEee 06opyAoBaHMe No npuaraeMoMy Crimcky.

Mebenb n obopyaoBaHne [OMKHbI COOTBETCTBOBATb CaMblM COBPEMEHHbIM
MOZEnNsIM, U BCE AO/MKHO ObITb NOCTABMEHO K OTKPBLITUIO MOCTUHULLI B OKTS6-
pe. MoaToMy He Mornmn 6bl Bbl COOBLWMTL HaM, MMeeTCs /i ToBap Y Bac B
HanMYMM N CKONbKO BpeMeHM BaM noTpedbyeTcs, 4Tobbl 3aKOHYMTb MOCTaBKYy
yKasaHHOro toBapa. Mol Takke 6blnm 661 BaM 6narogapHbl, ecnv 6bl Bbl CO-
06LLMIN CKONBbKO Ha 3TO NOTPebyeTcs YMaKOBOYHBIX SLUMKOB M CTOMMOCTb
YMaKOBKM.

CerogHs Mbl MocnanyM BaM Tenekc, TeKCT KOTOPOro MAEHTUYEH npunarae-
MOM KOMuWU. Mbl 6binn 66l BaM 6narogapHbl, ecin 6bl Bbl OTBETWAM HaM NO
TenedoHy nnm no dakcy.

C yBaxeHueM,

3) Read and traslate replies to enquiries and offers.

1. Dear Sirs,

Thank you for your enquiry of April 18th concerning elastic wire. We are
glad to say that we can supply any quantity of wire from stock to the exact
spesification of your sample. You may be sure of immediate attention to your
order, which we look forward to receiving.

Yours faithfully,
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2. Dear Sirs,

Your enquire of October 12th, which we welcome, is receiving our atten-
tion, and we thank you for your interest in our products.

A copy of our illustrated export catalogue will be sent to you today, to-
gether with a range of samples of the various skins used in the manufacture
of our gloves and shoes.We think the colours will be just what you want for
the fashionable trade, and the beauty and elegance of our designs, coupled
with the superb workmanship, should appeal to the discriminating buyer.

Our representative,Mr J., will be in your city next week and he will be
pleased to call on you with a full range of samples of our handmade lines. He
is authorized to discuss the terms of an order with you or to negotiate a con-
tract.

It will be pleasure to serve you.

Yours faithfully,

3. Dear Sirs,

We thank you for your enquiry of June 25th and are interested to hear that
you saw our advertisement in "The Metal Worker". No doubt you also read
the report, on page 22 of this journal, of tests carried out on our aluminium
Screws.

To save time, we enclose a proforma invoice for the items listed in your
enquiry, as all of these are in stock at all times. Thus, should you wish to
place a firm order, all you need do is arrange for settlement of the invoice by
draft through your Bank, and advice us at the same time. We guarantee de-
livery within 4 weeks of receiving your instructions.

You may be interested to know that we are opening a new agency early
next you for the greater convenience of our customers. Meanwhile we shall
give your orders our immediate attention.

Yours faithfully,

4., YBaxaeMble rocrnoaa,

bnarogapum 3a Balwe nucbMO OT 1 MapTa U npunaraeMm Halwu KaTasnoru.
Mbl 6yaeM paabl BbINOHUTL Ball 3aka3 Ha HaLMX 06blYHbIX yCnoBusix — 2,5%
npu onnaTte B TeuyeHue Mecsaua unmn 3,5% npu onnaTe cpasy e HaNMYHbIMMU,
Mbl BEpUM, YTO 3TO TOJSILKO HA4ano HaLKUX AO0STOCPOYHbIX U B3aUMOBbLIFOAHbIX
OTHOLLEHWUN.

Mbl rOTOBbl BCAYECKM MOMOraTb CBOMM K/IMEHTaM M HajgeeMmcs, 4To Bbl 6e3
npomMegneHnst coobwmuTe HaMm, MOXXeM N1 Mbl HBbiTb BaM MoOSIE3HbI.

C yBaxeHuem,
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III. Orders. ( 3aka3sbl )

1) Read and translate orders.

1. Dear Sirs,

Many thanks for your prompt reply of 20th April to our enquiry for Bell-
Wire. We enclose our official
order for 15000 meters, which we understand you can supply from stock.

As indicated in our first enquiry, the quality must be up to the sample we
sent you, and colour of the insulation identical to that of sample. Our order is
placed on this condition.

Yours faithfully,

2. Dear Sirs,

We were very glad to receive your order for 2 Horizontal Drilling Machines
to be supplied to your own specification.

As we mention in our previous letter, delivery of the machines made to
supplied specifications is not normally possible in less than 3 months, but we
should like to help you and are giving your order priority.You may be sure
that your machines will be ready for shipment by April 1st.

We will advise you when your order is ready for collection and shall be
pleased to assist you to the best of our ability at all times.

Yours faithfully,

3. Dear Sirs,

We shall be glad to have lowest price for supplying 5000 booklets similar to
the enclosed, to be made from sketches supplied by us. We shall want deliv-
ery certain by July 10th.

Yours faithfully,

4., YBaxaeMble rocrnoaa,

Mbl O4YEHb COXAJIEEM, YTO BbIHYXAEHbI COOOLWNTL BaM O 3af€pXKKe MUCMOJI-
HeHus Ballero 3akasa N9 ...
oT ...
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Kak BaM, BO3MOXHO, W3BECTHO, MPABWUTENLCTBO HANOXWI0 3Mbapro Ha
6ECMOWINHHBIA 3KCMOPT HEKOTOPbIX MaTepuanioB, M Mbl AOMKHbLI MOMYYUTb
creymnanbHyo JIMUEH3UIO Ha NPOAO/HKEHNE BbINOSIHEHMS Ballero 3akasa. Mol
nosaraeMm, 4YTo 3a/lep)Kka COCTaBUT He 6onee 2-3 Hedenb, U Ball 3aka3 byaer
nepBooYepeaHbIM, Kak TOIbKO HaM OyaeT AaHO pa3pelleHne Ha npoaoske-
HWE 3KCMOPTHLIX caenok. MpuMnTe, NoXanyicra, Hallk U3BUHEHUS 3a NpUYK-
HeHHble Hey106CTBa.

C yBaxkeHuemM,

2) O6bwme n BcTynuTenbHble ¢pasbl:
- We enclose our official Order No ...
- Our Indent No. 26 is enclosed ...
- We have pleasure in sending you an order for ...

- Please supply the following ...

- Thank you for your offer of July 1st, which we accept on the terms quot-
ed.

- Will you please arrange early shipment of ...

- Thank you for Irtting us have samples of ... . We should be glad if you
would send us ...

- The quality must be up to samle ...

- There is no market here for the higher-priced cameras. Please sand only
models in the medium price-range.

- If you have similar article but of better quality, please supply it instead,
provided the price is not more than 10% higher.

- We are prerared to pay up to $800, but only for a first-class article.
Please send us details of other makes, if you cannot supply at or below this
price.

3) OTka3 npuHATbL TOBap, 3akas.
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- We shall be unable to accept any more orders for this item until further
notice.

- Regarding item No. 6 order, we regret that we do not manufacture this
in stainless steel.

- In this instance we are unable to accept your order, as we cannot match
your pattern.

- Supplies of raw materials are becoming difficult to obtain and we have no
alternative but to decline
your order.

- As our factory is at present fully occupied with contract orders, we regret
having to decline your order.

-Production difficulties force us to decline further orders for this model for
the time being.

- We are at present supplying only to wholesalers, and therefore refer you
to Messrs. ..., who would be pleased to supply your needs.

- We fear we cannot turn out brushes of reasonable quality at the price
you ask.

- As we should be unable to promise delivery before next Spring , we feel
we must return your order, with our apologies and best thanks.

- We have a waiting list of several hundred for these machines and can
give no guarantee of delivery this year.

IV.Complaints ( Peknamauum )

1) Read and translate complaints.

1. Dear Sirs,
We duly received the documents and took delivery of the goods.
We are much obliged to you for the prompt execution of this order. Every-
thing appears to be correct and in good condition except in case No ...
Unfortunately when we opened this case we found it contained completely
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different articles, and we can only presume that a mistake was made and the
contents of this case were for another order.

As we need the articles we ordered to complete deliveries to our own cus-
tomers, we must ask to arrange for the despatch of replacements at once.
We attach a list of the contents of case No ... , and shall be glad if you will
check this with our Order and your copy of your invoice.

In the meantime we are holding the above mentioned case at your dis-
posal; please let us know what you wish us to do with it.

Yours faithfully,

2. Dear Sirs,

Thank you for your letter dated ... . We were glad to know that the con-
signment was delivered promptly, but it was with great regret that we heard
case No ... did not contain the goods you ordered.

On going into the matter we find that a mistake was indeed made in the
packing.

We shall be much obliged if you will keep case No ... and contents until
called for by our agent whom we have instructed accordingly.

Please accept our many apologies for the trouble caused to you by the er-
ror.

Yours faithfully,

3. Dear Sirs,

It is with great regret that we have to inform you that your last delivery is
not up to your usual standard. The material seems to be too loosely woven
and is inclined to pull out of shape. By separate mail we have sent you a cut-
ting from this material, also one from cloth of an early consignment in tex-
ture.

We have always been able to reply on the high quality of the materials you
sent us and we all the more disappointed in this case because we supplied
the cloth to new customers. As we shall have to take it back we must ask you
to let us know, without delay, what you can do to help us in getting over this
difficulty.

Yours faithfully,

4., YBaxaeMble rocrnoaa,

Mbl MOAy4YMnn Bawe NUCbMo OT 12 UIOHA, U B MosHoOW pPacTepPAHHOCTN OT
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BalLei MpeTeH3nn OTHOCUTESIbHO KayecTBa MOCTaB/IEHHOrO BaM ToBapa. JTO
TOBap, KOTOPLIN Mbl B TEYEHME MHOMMX JIET NPOAABAN M He MOoJyYanu HUKa-
KMX MPETEH3U OT APYruX KIMEHTOB. ToBap MpOM3BOAWMTCS Ha HaluMx Cob-
CTBEHHbIX (habpuKkax M3 0AHOrO M TOro Xe Cbipbs. Mbl NonaraeM, 4To Bbl NPO-
CTO 3abnyxxpaetecb, Aymasl, YTO KayecTBO 3TOMO TOBapa HMXE TOro, YTo Bbl
nosyyanu paHble. TeM He MeHee, Mbl HampaBs/isieM CBOEro areHTa Ans WH-
CnekuMmn ToBapa v no3gHee, Korga noayymM ero Aoknag, CBSHKEMCS C BaMMm.
C yBaxkeHueM,

2) 3agep>kKa BbIMOJIHEHNS 3aKa3a.

1. Much to our regret, your order has been held up at the docks.

2. Owing to delays in the delivery of raw materials, we fear we may be unable
to execute your order before Jan. 23rd. Please accept our apologies for the
inconvenience caused — we are working day and night to catch up with
schedule.

3. The recent exceptional demand for this line makes it impossible to promise
delivery of any further orders before June 15th.

4. We think it fair to point out that recent changes in import quotas may
cause us difficulty in executing contract orders and that some delays inevita-
ble.

3) MNpeTeH3un

1. You have supplied goods below the standard we expected from the sam-
ples.

2. The bulk of goods delivered is not up to sample.
3. Unfortunately, we find you have sent us the wrong goods.

4. We cannot accept these containers as they are not the size and shape we
ordered.

5. On checking the goods received we find that several items on your
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invoice have not been included; we enclose a list of the missing articles.

6. Unfortunately you have not sent us all the goods we ordered; the following
are missing: ...

7. We regret to have to tell you that case 20 contains only 10 Plastic Bowls
instead of 12 entered on the packing list and also on the invoice. The case
shows no sign of pilferage and we shall be glad if you will check up with your
packers before we make a claim.

8. We much regret that we have to complain about the way in which the con-
signment just received has been packed.

9. We must ask you to carry out our orders more carefully in future.

10. We are extremely sorry about this delay, which you will realize was due to
circumstances beyond our control.

V. Bank Transactions.

1. Dear Sirs,

Please open a current account for us in the name of ... . We enclose spec-
imen signatures of the partners, either of whom may sign cheques on our
behalf.

Yours faithfully,

2. Dear Sirs,

With reference to your invoice No.21025 of July 3rd, we have to point out
that you have made an error in your total. We calculate the correct figure at
$240,000, not $243,000 as given by you.

Our cheque for the former amount is enclosed and we should be obliged if
you would amend the invoice or pass the necessary credit.

Yours faithfully,
36
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3. Dear Sirs,

Your Statement of Account for the December quarter has been found in
order but we think you have made an error in the special dicount shown. In
your letter of September 12th last you agreed to allow us 5% extra in quar-
terly transactions...( so many roubles ). The amount of the statement in ques-
tion is ... so many roubles ), but you have shown discount at only 2,5%.

Will you kindly adjust this, after which we shall be pleased to pass the ac-
count for payment.

Yours faithfully,

4. YBaxaeMble rocrnoaa,

Bnarogapvm Bac 3a nepeBoA Ha ... pyb., KOTOpbIA Obl MOMYyYEH HaLWMM
6aHkoM. Mpunaraem Hawy oduuManbHO 0POPMIIEHHYIO PaCcMUCKY.

CyMMa [JaHHOW BbIMUCKM M3 CYETA COCTaBNSET ... AO/U1., U TaK KakK Bbl He
yKasblBaeTe 3TO B CBOMX MOCNEAHMX COOOLUEeHUsX, Mbl XOTenn 6bl 3HaTb, He
ABNISIETCA /I 3TO OWMOKOW BallEN Kapuenspuu. XOTUM HagesTbCsi, YTO Bbl
rnepeBefeTe OCTaTOK B CYMME ... [IO/U1., B TEUEHME HECKONbKMUX BavKanLumx
LHen.

C yBaxkeHuewM,

5. OTKpbITHE cyeTa.
a. We enclose a cheque on the W.Central Bank for $...

b. Kindly open the account in my name. I am instructing my bankers to
trasfer the equivalent of ... ( so many roubles or dollars ) for this purpose.

c. Please advise us present interest rate on deposit accounts and approxi-
mately what balance you require us to keep on our current account to elimi-
nate charges.

d. Kindly effect the following payments for us: ...

e. Please transfer the sterling equivalent of DM 1250 to ... in favour of Ge-

brueder Mueller, Hamburg, Hohestr. 1122. This sum represents payment for
costs incurred by that firm on our behalf.
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