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IHHOACHUTEJBHAA 3AIINCKA

OcHoBHas 1eNb Kypca IpeaycMaTpUBaeT OBIAJICHHWE HAaBBIKAMU PabOTHI C JIMTEPATypoOl Ha
aHIVIMHCKOM SI3bIKE Ul [TOJyYeHHUs He0OX0AMMOM HH(OPMAIMK IO CBOEH CIEIMATIbHOCTH, a TaKXe
JUTSL TIOJUIEPKAHMSL pa3roBOpPa B Mpeenax TeM, IIPEAYCMOTPEHHBIX IIPOTrPaMMON.

Bun 00ydenust — npakTu4eckoe 3aHsATHe.

JlanHoe ydeOHOe mmocoOue cocTaBieHO Ha ocHoBe TpeboBanuii @I'OC CIIO ¢ yderom
COBPEMCHHBIX HCCIICIOBAHUN B 00JACTH HMHOS3BIYHOTO JIEJIOBOrO OOIICHUS M MEXKYJIbTYPHOU
KOMMYHHUKAIUU U IPEIHA3HAYCHO U1 Pa3BUTHS Y CTYIEHTOB YMEHUIN U HABBIKOB BEJICHMUS JI€JI0BOI
NEepPeNUCKH Ha aHIJIMHCKOM s3blKe. B 3ajauM JaHHOTO TOCOOMsS BXOAWT aKTyadu3almus |
paciIMpeHne CIOBapHOTO 3araca, Pa3BUTHUE TOJICPAHTHOTO OTHOIICHHS K JCJIOBBIM MapTHEpam,
OPUHAUICKAIIUM K JPYIHM  KYJIbTYypaM, CTUMYJIMPOBAaHHE MOTHBAIMOHHO - IIEHHOCTHOTO
OTHOIICHUSA CTYACHTOB K I[GJ'IOBOI\/'I MEPpCIUCKE.

JlarHOE yueOHOe MocoOue COMEPKUT 00pasibl ASIOBOM KOPPECTIOHACHIINH W TOKYMEHTAIIUH,
a TaK)ke KOMMYHHKATUBHBIC YIIPAOKHEHHUsI, TOMOTAOIIKE OBJIAICTh JCT0BOU (pa3eoIorucii.

[Tocne u3ydenust Mmatepuaina JaHHOTO Y4€OHOTO MOCOOUS, CTYIEHTHI CMOTYT:

— OBJIAJICTh CTUJIEM JICJIOBOM MIEPEMTUCKHA U HaBBIKAMH paOOThI C PA3TMYHON JOKYMEHTAITUEH;
— OBJIAJICTh PEYCBBIMH KJIUIIIEC, HEOOXOIUMBIMH JIJISL ISJIOBOTO OOIIICHHUS.

['1aBHBIMH TIPUHIIAIIAMH, TTOJIO’)KEHHBIMU B OCHOBY TTOCOOUS, SIBJISIFOTCS:

1) yerkoe mOJYMHEHUE OCHOBHBIM 3ajjayaM Kypca U JOCTH)KEHHE UX Haubosee
panMoHaTBFHBIMU CPEICTBAMH C MAKCUMAaJIbHON SKOHOMHUEH YUeOHBIX YCUIIHIA;

2) oT6Op MaTepualia C yueToM yPOBHS S3bIKOBOM MOATOTOBKHY;

3) TpeHUPOBKA JIEKCUKH, NTOAJIEXKAIlleH aKTUBHOMY YCBOEHHIO, C OIIOPOM Ha CBSI3HBIA TEKCT;

4) paboTta ¢ TEPMHHOJIOTHEH, MOCTPOSHHON Ha COAEP)KaHUU JIEJIOBOW KOPPECHOHICHIIUU H
JOKYMEHTAI1H, 00eCIIeuMBaeT YCBOCHHUE JIEKCHYECKOI0 MaTepHaa.

Marepuan y4eGHOro nocoOusi peKOMEHyeTCsl MPOXOIUTh MOJHOCTBIO U B MPENTI0KEHHOM
[IOCJIEI0BATEIILHOCTH, T.K. OH PACIIOJIOKEH II0 IMPUHLHUIY HApacTaHWs S3BIKOBOM TPYAHOCTU B

paMKax OTAeldbHOro paszaena. IlpemomaBarens MOXeT BbBIOMpaTb TE€ pPas3lienbl, KOTOpbIE
MIPEAYCMOTPEHBI IPOTPAMMOM 10 TaHHOU CIIELIUATIbHOCTH.

BrimmonHenne BceX 3aJaHUM IOMOXKET OBJIAJICTL JCIOBOM JIEKCUKOM M OCHOBAMHU CTHIIA
JIEJI0BOr0 OOIIEHHUS.



UNIT 1. RESUME & CURRICULUM VITAE (CV) (PESIOME U )KU3HEOIIMCAHUE)
1.1. Resume (Pe3rome)
Ycrmex moncka paboThl BO MHOTOM 3aBHCHUT OT TOTO, KaK COCTABJICHO PE3IOME.

Pestome sBHsieTCs  KpaTKUM  HW3JI0OKEHHWEM JaHHBIX O Bamem oOpa3oBaHuu
poeCCHOHAIBHOM OTIBITE M BKJIIOYAET, B TOM YHCIIE, KpaTkue onorpaduieckue cupaBku. O0bem
pe3roMe He JAO0JKEH IPEBBIIIATh OAHONW CTPaHULBI.

CocraBnsast pestome, Bbl J0MKHBI MOMHUTH O TOM, uTo Bama unens — co3gare y
MOTEHIIMAIBLHOTO paboTomaTesns 01aronpusITHOE BIeUaTIeHHE O ceoe.

XXu3zHeonucanue oTIMYAETCS OT Pe3foMe 00HEMOM U MHINETCS KaHAWJAaTaMu Ha BBICOKHE
noctel. B HeM cienyer maTh Oosee moapoOHYIO, ueM B pe3tome, nHpopmaiumo o cebe, cBoeM
00pa3oBaHWM U KBaJTU(PUKAIINH.

Kak npaBuiio, pe3rome 1 )KM3HEONMCAHUE BKIIOYAIOT CIEAYIONYI0 HH(pOopMauio:

1. Jluunwsie paHHbIe: TONAHOE UM (haMmims, WM, OTYECTBO), TOJHBIM anpec
MPOXKUBAHUS B HACTOSIIEEC BpPeMsi, KOHTAKTHBI W JOMAIIHUN TeleQOoHBI, AaTa POXKIACHUSI U
BO3pacT, ceMeilHOe MOJIOKEeHHE (eClH eCTh JNeTH, TO CBEJEHHS O JETAX), HAIlMOHAJIbHOCTb,
UMMUTPAIUOHHBIA CTATYC.

2. llenp moucka paboThl (0YEHb KPATKO).

3. CBeneHus O MOTY4EeHHOM 00pa3oBaHUM: (B XPOHOJIOTHYECKOM IOPSJIKE) HA3BAHUS U
ajpeca CpeIHUX LIKOJ IMOCEHIeHUs, moinyueHHas Bamu kBanudukauus B CpeJHUX YUEOHBIX
3aBEICHUAX;, HAa3BaHUS M aJpeca KOJUICIKeH M YHHUBEPCUTETOB, AaThl yueObl U MOJydeHHAs
Bamu xBanupukamus.

4. CseneHusi O JOINOJHHUTEIBHOM 0O0pa3oBaHUU (B XPOHOJIOTHYECKOM TIOPSIKE):
Ha3BaHUS KYpCOB U WX MPOJOJDKUTEIBHOCTh, JAaThl MOCEHICHUS BaMH JIaHHBIX KypCOB U
MoJydyeHHasi KBaluuKaus.

5. Uudopmanus o Bamux yMeHHSX M HaBBIKaX: ypOBEHb BIaJICHUS HHOCTPAHHBIMHU
S3pIKaMU, HAJIWYHE BOJAUTEIBCKHX IMPaB, HABBIKK Pa0OThI Ha KOMIIBIOTEPE, MAITUHOMHUCHAS
CKOpPOCTb U T. II.

6. Jlanubie 00 ombIiTe pabOTHI (B XPOHOJIOTHYECKOM PSAKE): AAThl pabOThHl B KaKIOU
JOJDKHOCTH, UMEHA M ajpeca paboTomaTesneil, TOMKHOCTh, KpaTKOE OMUCaHue 00s3aHHOCTEH,
KOJINYECTBO JIOJe B Bamem mnonumHeHUU, JOCTUTHYTHIE 3a BpeMs palboThl B JaHHOMU
JOJDKHOCTH, IPUYMHA YBOJIBHEHUS U T.II.

7. Uudopmanuio o JTUYHBIX HHTEpecax: paboTa Ha JOoOpOBOIBHBIX Hadanax, Urpa Ha
MY3BIKAJIbHBIX MHCTPYMEHTAX, UTCHUE ONPEACICHHOr0 *aHpa KHUT, YBI€UEHHNE KOHKPETHBIM
BHUJIOM CIIOPTa, MPUTOTOBJICHUE OJIFO]], yBICUCHHE UCKYCCTBOM U T. II.

8. Hamnume pexkoMEHIATeNbHBIX MHCEM: MMEHa B MOJHOW (¢opme U aapeca JIOJEH,
KOTOpbIE COTJIacUIMCh JAaTh Bam pexkoMmeHAanuu; €ciad Mo TpeOOBaHHIO MOTEHIIMAJIBLHOTO
paboronarenss MOTYT OBITh MPENOCTABICHBI PEKOMEHJIATENbHbIE MHUChMa, HA 3TO CIEIyeT
yKaszaTh OTJIEJIbHO, CAEaB clieAylomyo momMetky: References are available upon request.

[Ipu cocTaBiieHUHU pe3loMe KelaTelIbHO UCIOb30BaTh clieaAyonue Gppasbl:

I developed;

| created;

I took responsibility for; managed;
| devised;

| controlled;

I initiated; negotiated.



Tab6muna 1
«Sample of Resume (ITpumep pestome)»

RESUME

Name: Emily Alison Biggins
Address: 47 Putney Hill

London

SW16 4QX
Tel.: London 475 78 65
Date of birth: 15 July 1970
Age: 27
Marital status: Single
Nationality:  British
Obijective

To secure a part-time position that offers a variety of tasks, in which to use my secretarial skills
and knowledge of foreign languages.
Education
Dates: 1987-1992
College: South Thames College, London.
Qualifications:  Secretarial Courses; Shorthand
Grade 2; Typing Grade 3.
Dates: 1993-1994
College: Oxleigh Secretarial College,
College Road, Oxleigh.
Qualifications:  Secretarial Skills Refresher
Course: Shorthand (90 w.p.m.);
Typing (60 w.p.m.). Book-keeping
Grade One. Word-processing.
Employment
Dates: 1995-to present
Company: Philip Wilson Publishers Ltd.
Position: Secretary to the Sales Manager.
Responsibilities: Taking shorthand; typing and filing correspondence,
maintaining diaries, office support, etc.
Other Skills & Occupations
I now work regularly as a volunteer for the Red Cross. | also have a clean driver's licence and a
good knowledge of Spanish and French. My personal interests include classical literature
reading, independent travel, modern jazz and swimming.
References
References are available on request.

Tab6muna 2
«Sample of Curriculum vitae (ITpumep XKusneonucanus)»

CURRICULUM VITAE

Name: Maria Ivanovo
Address: ul. Tverskaya, dom 55, kv. 134
Moscow

Telephone:  Home: (095) 292 52 22
Education & Training




ITponomxenne Tadi. 2

December 1991 — April 1994 Moscow State Linguistic University

Qualifications:

Department of English Lexicology.
Linguistic Researcher;
PhD diploma was obtained in April 1994.

September 1981 — Junel986 Moscow State Linguistic University,

Qualifications:

April 1997

Employment

July 1996 to present

Position:
Responsibilities:

August 1995 — July 1996

Position:

August 1994 — August 1995

Position:
Responsibilities:

August 1986 — August 1994

Position:
Responsibilities:

1986 up to present

Skills

Computer literacy

Languages

Interests
Social/Cultural

Sporting
Countries visited
References

Department of German Languages.
Higher education diploma:

teacher of English and German.
Computer training courses in Xylos
(Microsoft Authorised Training Centre
in Moscow).

Price Water House, Translating &
Interpreting Department.

Translator from/to English and German.
Interpreting, audit documents translation
from/to English and German,
British Petroleum.
Translator and  Administrative
Translating from/to English, administrative
duties performance.

Norton Rose.

Translator and interpreter.

Translation from/to English and German
(commercial contracts, legal documents, etc.)
English language teaching at the
Department of English Lexicology of the
Moscow State Linguistic University.

Tutor of English.

Practical English and Grammar for third
year students, Stylistics.

Free-lance interpreter and translator at the
Chamber of Commerce and Industry.

Good typing skills, strong organisational
skills, ability to work under pressure,
customer-oriented, good time management.
Word Perfect, MS Word for Windows,
Lotus Ami-Pro 3.1., Lotus 1-2-3, e-mail,
Internet user.

Native Russian, professional level of
English and German.

Travelling, classical literature, world
history, jazz music.
Swimming, skiing.
UK, USA, Spain, Japan, Australia, New Zealand.
are available upon request.

Assistant.

Responsibilities:




Discussion: job applications

Ex. 1.1.1. Work in pairs or groups. Discuss these questions.
a) What do you need to send to an employer before a job interview?
b) What information about you does an employer need to have?
e pastjobs;
e present job;
e personal information;
e foreign languages;
e parents’ jobs;
e copy of driving licence;
e copies of letters from previous employers;
e details of qualifications;
e age;
e list of illness;
e hobbies;
e  marital status;
e plans for having children.

Reading a CV
Ex 1.1.2. Look at this curriculum vitae.

a) Which information from your list in Exercise 1 does it contain? Does it contain any other
information?

b) Which short forms mean:

+ a Bachelor of Arts degree from a university?

» the General Certificate of Secondary Education?

c¢) Look at Rachel's school subjects. Write the subjects in two lists:
* science subjects: mathematics

» arts subjects: English Language

d) Add other school subjects to your lists. Use a dictionary to help you.
¢) What does referee mean in this context? Someone who:

* is a past employer.

* controls some sports (e.g. football, boxing).

» can tell you about a person's character and skills.



CURRICULUM VITAE

Personal Information

Name: Rachel Tyson

Address: 44 Grange Road, Henley, 0X20 2JE
Telephone:  (01734) 299610

Age: 25 Date of Birth: 18th March 1972
Male/Female: Female

Educational Qualifications

Summer 1993: Diploma in French Studies. Sorbonne, Paris 1993: BA (Media Studies). Northern
University 1990: A levels in English, Mathematics and Economics 1988: GCSE:

English Language (A) English Literature (A) Mathematics (A) Economics (A) French (B)

History (B) Chemistry (C) Biology (C) Drama (C) Spanish (C)

Career History

* Present position (since Oct 1995): Sales Manager, Playhouse Theatre, Cambridge

* August 1994 - September 1995: Marketing Assistant, Byron Books, Barcelona, Spain
* September 1993 - July 1994: Administrative Assistant, Marsh Advertising, London.

Skills

* fluent French

* conversational Spanish
» full driving licence

Hobbies and Interests
I enjoy travelling, music and sports. I play the violin and piano and I belong to a tennis and squash
club. I also ski and I am learning to fly.

Referees
R.G. Jones, Director, Playhouse Theatre, Bridge Street, Cambridge CB1 2XL J. Lluch, Marketing
Manager, Byron Books, 85 Carrer Calabria, Barcelona

Ex. 1.1.3. Read Gerald Sharp talking about his education and employment history. Look
at his CV. What is the missing information?

Curriculum Vitae

Personal information

Name: Gerald Sharp

Address: 128 Park Avenue, Swansea, SA2 9AR
Telephone:  (01792) 266830

Age: 24 Date of birth: February 3rd 1973
Male/Female: Male

Educational qualifications
Career history
Skills

» Languages: German, Turkish
* | am familiar with a number of word-processing and accounting programs for PC and Macintosh.

9




* | have a full international driving licence.
Hobbies and Interests
Referees

Mrs A. Taylor, Sales Director, Short Breaks, 83 High Street, Swansea, SA1 6GH Mr P. Elliott,
General Manager, Three Towers Group, Tower House 47 Castle Street, Cardiff CA1 8TF

Ex. 1.1.4. Make notes on your own education and career history. If it is not very
interesting, improve it!

Ex. 1.1.5. Work in pairs. Ask your partner questions about his / her education, work and
skills. Then complete a CV for your partner.

Ex. 1.1.6. Look at these two letters. What is their purpose?

Ex. 1.1.7. Look at the letters again.

a) When you write a business letter to someone, and you don't know the person's name, how
do you start the letter:

« if it is to a man?

« if it is to a woman?

« if you don't know whether it is to a man or a woman?
b) How do you end the letter if:

* you write to a person using their name?

* you don't use the person's name?

c¢) Find this information in each letter.

* the date

* the writer's name

* the reason for writing

* the writer's address

* the job title of the person receiving the letter
» a reference to another document

» the address of the person receiving the letter

Ex. 1.1.8. Look at this job advertisement. Imagine you want to apply for the job. Write a
letter to accompany your CV Make sure you refer to any other things you need to enclose. Use
expressions from the Phrasebook.

European Headquarters of a leading
American Manufacturer of medical
instruments based in Meudon (France)
is looking for a

BILINGUAL
EXECUTIVE
SECRETARY
for the President Europe
English/French

10




Reporting to the President, you will be in constant relation with European subsidiaries and our US
Headquaters. French mother tongue with an excellent level of English, you are 30-35 years old and
have previous experience in a similar position. You have good skills in English shorthand and word

processing (Word/Excel on Macintosh).

Well-organised, very flexible and perfect presentation. Please send your application form (letter,
CV, photograph and current salary) under ref: 654 to B INTERSEC, 36 rue de Paris, Meudon 92190
(France).

What is resume?
What is a standard practice to begin a resume with?
What essentials and facts make up (cocrasisiroT) your personal data?

b=

What option may be includes in your resume after your personal data?

5. What will be the next portions of your resume if you are a recent graduate with limited
business experience?

6. What should you highlight in this case?

7. Is this desirable to expend on any courses you took or specialized training you may have
participated if they are relavent to the position you want?

8. What should you begin your resume with you posses a strong background in the work?
9.  What will the information include in this case?

10. In what order should you give your list of positions if you posses a strong background in
the work?

11. What might you include into a brief section giving an insight into your leisure and non-
work activities?

12. What should be the final point (mynkT) of your resume?

Ex. 1.1.9. Read the dialogue and answer the question: What may interest the employer
most of all?

Preparing a resume
Jack Holden: I'm pleased to meet you, Peter. My sister Linda has often spoken about you.
Peter Bubinsky: I'm happy to meet you, Jack.
: So you're a newcomer from Russia. How long have you been in New Y ork?
: I've been living here about 10 months.
: Do you like living here?
: Yes, [ do. New York is a fascinating city.
: Do you have a job?

s s R

.. Yes, I do. But this is a sad story. I'm an electronics engineer without American experience.
Now I'm a cab driver.

J.: Don't lose heart. Driving a cab is not what you have dreamed of. But if you have a good
professional background, sooner or later you'll get a job in your special field. Do you have a
resume?

P.: Yes, I do. I have it with me.

J.: Could you show it to me? I happened to work for the personnel department of a large
company.
P.: Here it is.

J.: (reading the resume) That kind of resume won't get you a high-level job. Major companies
receive about 300 resumes a week. They ignore 290 of them.
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P.: What's the reason for it?
J.: Many job hunters stress details that don't count.
P.: But my resume should reflect my professional experience, shouldn't it?

J.: Yes, of course. You describe yourself as an electronics engineer. That's not enough. No
doubt you have advanced knowledge. But what is your objective? What kind of position do you
want? What abilities qualify you for a job as an electronics engineer with Manhattan Electronics to
name just an example? You should tell about your strengths and experiences which will let you do
that job. Your strengths should be given more space. Other information could be left out.

P.: Sometimes it's rather difficult to decide what to stress and what to leave out.

J.: An employer's main interest is what you can do for the company. Include information that
shows that you are the right kind of person for the job. Leave out anything that might give an
employer reason for passing you by.

P.: But what about the lack of American experience? That's a serious obstacle to getting a job.

J.: If the employer realizes that you are a right man for a particular position, he will give you
an appointment. Write another kind of resume and show it to me.

P.: Thank you so much.
J.: You are welcome. Call me as soon your resume is ready.

1.2. Covering Letter (ConpoBoauTe/ibHOE MUCHMO)
BaxHoii yacTbio 3asBIE€HUS SBJISETCS CONPOBOAUTEIHHOE MUCHMO, MTOJKPEIUISIONIEe PEIIOME.

B COIMPOBOAUTCIIBHOM ITHCHMC 3331 3arpamnBacTe, UMCIHOTCIA JIU B KOMITAHHUU Kakue-1m0o0
BaKaHTHBIC MECTa, UJIN coonaeTe, KaKoO¥ UMEHHO JOJ’KHOCTBIO BBI HHTCPECYCTCCh.

Tabmuna 3
«Sample of Covering Letter (ITIpumep CompoBOIUTENHHOTO TUCHMA)>

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.

Tabnuna 4
«Sample of Covering Letter (ITIpumep CompoBOIUTENHHOTO TUCHMA)>

Dear Mrs. Brown
Executive Secretary to the Managing Director

I am interested in applying for the position of Executive Secretary to the Managing Director
advertised in yesterday's THE Moscow TIMES.

As you will see from my CV, which is enclosed, | have been working in the same position for
about two years. My current position as a private secretary to the company's president includes
responsibilities specified in your advertisement: providing full administrative support to the
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president, handling PR matters in the office though of a small company. | would welcome the
opportunity to join such a well-known company as yours. | think it is really a new challenge for me
to work in a different environment.

I would be glad to meet you to discuss the post at your convenience. | should be grateful,
however, if for the time being you would contact me at home rather that at work.

I look forward to hearing from you.
Yours sincerely

Rebecca Wilton (Miss)
Enc.

1.3. Accepting a Position (IIpunsiTne npensioxeHusi o padore)

Ecnmu Bam mpeanoxuiu paboTy, HOMHUTE, YTO Ha MNpPEJIOKEHHE pabOoTOdaTeNsl MPHHATO
OTBEYaTh B MUCbMEHHOM BHue. Eciii BOTPOCOM BaKaHTHOW JOJHDKHOCTH 3aHUMAJICS JCTIapTaMEHT 10
TPYIOBBIM pecypcam, IPeANOUTUTEIbHEEe HAIPABUTh OTBET MEHEDKEPY IO MoJA00py MepcoHana, a
HE TIOTEHITHATBPHOMY HAa4aJIbHUKY. M1 KOHEYHO e, OTBETUTH CIICAYET He3aMeITUTEIIBHO.

Tabmuma 5

«O06pa3er mucrMa, B KOTOPOM MIPUHUMACTCS TIPEAJIOKEHUE O PadOTE)»

Dear Mrs. Douglas,

Your Offer of Position as Sales Manager

Thank you for your letter of 10 August. | am. pleased to accept your offer of the post of Sales
Manager.

| understand that working hours are 9.00 a.m.-5.00 p.m. with one hour for lunch. The starting
salary of $15,500 p.a. will be reviewed after a three-month probationary period.

I confirm that | will be free to start work at 9.00 a.m. on 1 September, and will contact you on
arrival. | am eager to apply my education, skills and experience. | look forward to becoming a
member of your team.

Yours sincerely,

Robin Bright
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1.4. Reference and Testimonial (PexoMenaTe1bHOE MHCHMO U XapaKTEePUCTHKA)

PexomenaarenbHOE MUCHMO SIBIIECTCS, B IIEPBYIO OYEpeb, XapaKTEPUCTUKON KaHIUIaTa Ha
KaKyr0-1100 JOPKHOCTh KaK paOOTHHKA.

Takue mnucbMa mNUOIYTCS TpU TOHCKE paboOThl 3apaHee WJIM B OTBET Ha 3ampoc
MOTEHIIUATBLHOTO paboToaaTeNs.

Tabnuma 6
«Sample of Reference and testimonial
(ITpumep PexkoMeHIaTEeNBHOTO MHChMA U XapaKTEPUCTHKA)»

Dear Mrs Fowles,

As you know, I will be leaving school this summer. I am now looking for a job and will soon be
making a number of inquiries and send my applications.

I should be grateful if you would agree to act as my referee should I need one. Please let me know if
you would have time to do this.

Your sincerely,

Bob Carrington

1.5. Reference or Recommendation

Ecim Bl He XoTuTe maBaTh PEKOMEHIANMIO, TO B KayecTBe oOpasma OTKa3a MOXKET
BBICTYINATh CJIEYIOLIEE TUCHMO:

Tabnuua 7
«Sample of Reference or Recommendation (Ilpumep pekomeHnarmm)»

Dear Roger,

Thank you for your letter asking me to act as your referee. | am afraid to say that | have to decline.
We have not met for several years, and I think I do not know you well enough to be able to speak
authoritatively on your behalf.

I am sorry not to be able to help you but I wish you the best of luck with your job hunt.

Yours sincerely,

Prof. Cooper

Hpemz[e, yeM OaThb KOMy-JII/I6O PCKOMCHAAIINIO, MBICJICHHO OTBCTHTC Ha CJICAYHOIIUC
BOTIPOCHI:

* Hackosibko xopouio Bel 3HaeTe kanaugaTa?

* CtankuBaJuCh 1 Bbl ¢ HUM 110 paboTe WK B TUYHOU KU3HU?

e Hanexxen nu oH?

* Tpynonto6uB mu oH?

* PaGoTaer i1 OH C SHTY3Ma3MOM U caMOOTauei? YMeH Jiu, Cepbe3eH Jin?
* YMeeT i1 OH paboTaTh B KOJUICKTHBE?

* YecrontoOuB 11 OH?
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Tabmuua 8
«Sample of Reference or Recommendation (Ilpumep pekomeHnarmm)»

Dear Mrs. Bridge,
Henry James,

Thank you for your letter of 15 February, asking a reference for Henry James. It is a pleasure
to offer comments on this individual.

I have known Henry for over 12 years, since he joined our company. We have both worked in
the same department.

Henry is a natural leader and organiser. He inspires enthusiasm among other members of our
team. He listens attentively to the opinions and desires of others and compromises when required.

He has shown himself to be responsible and trustworthy, both as a personal friend and as a
valuable member of the community. It was a great pleasure to work with him. | believe he would be
an effective contribution to your team.

If you require any additional information, please do not hesitate to contact me.
Yours sincerely,

Richard Snow

1.6. Testimonial

XapakTepucTrKa MoX0oXa Ha peKOMEHAATeTbHOE MUChMO, HO MUIIETCS B JOPME OTKPHITOTO
MMChMa U HE COCTaBJISIETCS ISl KaX/10ro KOHKpeTHoro ciay4as. OHa Oonee ctanaapTHa 1o ¢popme u
COJZIEP’KUT KOMMEHTAPUU OOIIETO IJIaHa.

Pexomenaaiuu no coCTaBiICHUIO XapaKTEPUCTUKHU:
* He ykasbiBaiiTe afpec 1nomsyyarens.
* Ucnonp3yiite ppasy To whom it may concern.
* Omyctute obpamienue — Dear ...
* OnuIINUTE CIOKUBLIEECS Y BAC MHEHHUE O KaHIUATE.
* JlaiiTe 00MIyIO XapaKTEPUCTUKY €T0 JTNYHOCTHBIX Ka4eCTB U OTHOIICHHS K paboTe.
Tabmuma 9
«Sample of Testimonial»

To Whom It May Concern
Jo Cowie
Mrs Cowie worked for me for 2 years as my personal assistant. During that time she delt efficiently

with my general correspondence, telephone calls and other routine paper work. She also proved
herself to be a resourceful and hardworking researcher.
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She is a communicative person and works well independently. She is thoughtful and pays due
attention to detail. She was punctual and frequently worked late when we had a deadline to meet. |
regret that she had to leave us for family reasons.

I would recommend Mrs Cowie as an outstanding researcher and PA, and feel sure that she would
be a valuable asset to her future employers.

Jim Manson
Marketing Manager

Ex. 1.1.9. You are applying for a position of a Sales Manager. Prepare all the necessary
papers.
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UNIT 2. BUSINESS LETTER (AEJIOBOE IMCBMO)
2.1. Business letter structure (CTpykTypa 1eJI0BOr0 NUCbMAa)

Buemnuii BuA mucbMa uMeeT Oousbloe 3HaueHue. DUpPMBI, Kak MPaBHIIO, MUMEIOT CBOH
OJJaHKW [IJIi THCEM, OTIeYaTaHHbIe THUMOrpapUIecCKUM CIocoOOM Ha Xxopomed Oymare.
@upMeHHbIH 0JIaHK JOJDKEH UMETh Ha3BaHue PUPMBI, €€ ajipec, a TaKKe Xapakrep Ou3Heca (GupMsl.

JIro60e 1e10BOe MMUCHMO COCTOMT U3 CIICAYIONIMX 005M3aTeIbHBIX KOMITIOHECHTOB:
1. The Letterhead. - Illanka GiaHka.

2. The Reference. — Ccplika.

3. The Date. — Jlara.

4. The Addresse. — Anpecar.

The Internal Address. — BHyTpeHHHIT agpec (MMs W aapec JIHIA, KOTOPOMY aJpecyeTcs
MHACHMO).

5. The Solutation. — O6parienue.

6. The Text of the Letter. -TekcT nmuchMa — H3JI05KEHHE CYTH TTHCHMA.
7. The Complimentary CloSe. - KoMImuMeHTapHas KOHIIOBKA.

8. The Surname & the Signature. - @amuns U MOIIKCE.

9. Enclosure(s). Ipunoskenws, yka3aHue Ha MPUIOKCHHUE.

10. Copies. — Yka3aHue Ha KOIHH.

1. The Letterhead. - Illanka, 3arojioBoK nuchMma.

BbonbmivHCTBO mMHceM mNuIIyTcs Ha OJlaHKax, /1€ YXKE€ eCTh Ha3BaHUe, aJpec, Homepa
TeneoHOB (GUPMBI U TIpOYMEe JaHHBIE. AJIpeC OTHPABHUTENS MHOT/AA CTOWT B KOHIIE MTUChMa MOCIe
MMEHHU U JOJKHOCTH.

2. The Reference. — CcbliIKa.

[lepen ormpaBiieHHMEM TUCHMO OOBIYHO PETUCTPUPYETCS B COOTBETCTBHUU C TIPHHITHIM B
ouce cranmapramu. Yaiie Bcero NUCbMy MPUCBAUBACTCS TaK HA3bIBAEMBbIH «HCXOISIIUN HOMEPY.
Cchpulka Tak)Ke MOXKET COCTOSTH M3 6YKB, O603Ha‘IaIOI_HI/IX HHUIOWaJIbl JIMOa, IOAIMCBHIBAKOIICTO
nuchbMo, uian cexkperaps. Hanpumep, JAS/ DS — John Antony Stevens/ Dorothy Singleton. Ccbuika
Ha UCXOJIAIIMA HOMEp AEJOBOr0 JOKYMEHTA WU JApyras CChUIKa, UCMOJIb3yeMasl I PErucTpanuu
IIHMCEM, HCOGXO,Z[I/IMa J1s1 CUCTEMAaTHU3alnuu I/ICXO,Z[SIH_Ieﬁ KOPPCCIIOHACHIINU. E,Z[I/IHOFO MHCHUA,
OQHAaKoO, I10 IMOBOAY 0053aTEIbHOCTH TAKOH CCHUIKH B JCJIOBOM ITMCHME HET.

3. The Date. — laTa.

B anrnmiickux nenoBBIX MUChMax jaarta (IeHb, MECSI, TO/T) mevaraercs crupaa. OObIYHO aTa
MeYaTaeTcs MOJHOCTHIO, & HE B IU(PPOBOM BBHIPAKECHUHU.

British American

Date

12th December, 2016 December 12, 2016
12 December, 2016

12 Dec. 2016

4. The Addresse. — Anpecar.

The Internal Address. — BHyTpeHHUI ajapec (UMs U agpec JHIA, KOTOPOMY aJapecyercs
MMCHMO) MUIIETCS OT Hayasia MoJsl ClieBa.



Anpec nonydaTesns TUILIETCs CIeTYIONIM 00pa3oM:

1 cTpoka — ums agpecara;

2 cTpoKa — JOJKHOCTB;

3 CTPOKa — Ha3BaHUC OpPraHu3alnu;

4 ctpoka - Ne oma, Ha3BaHUE YJIUIIbI;

5 cTpoka — Ha3BaHMe Topoaa (rpadcrBo B Anrmuu, mrat B CIIIA);

6 CTPOKa — UHACKC, HA3BAHUC CTPAHBI.

5. The Solutation. — O0pamenue.
Tabmuma 10
«DopMBbI 0OpaIIeHUs»
Anpecar dopma obparieHus KommenTapun
My>K4rHbI Esq. (Esquire) @opmaibHast  Gopma  oOpailieHHs, — BBIXOAAIIAS U3
Richard Burton Esq. | ymorpeGnenust.
Mr Hukorna e ucnons3yiite Mr and Esq. omHoBpeMeHHO.
Mr Charles Jenkins YHuBepcaIbHOE 00paIlieHHe K JIMIaM MY>KCKOTO TIoJIa.

Ynorpebmnsiercst ipy 00pallieHn K MaJTburKaM, JOCTUTIIIM 16-
JIETHETO BO3pacTa.

Manpuuku 1o
16 et

Master wiam Charles
Jenkins

OOpaieHne K He3aMyKHUM KEHIIIMHAM U JICBOYKaM.

Heszamyxuune |Miss Dorothy Parker
KCHIIUHBI
OOpamieHue  yrmoTpeOsieTcs, ©Clid HEW3BECTEeH CEeMEHHbII
JKeHImuHb! Ms Dorothy Parker |cTaTyc >KEHIIMHBI MM €CJH, padoTas B OM3HEce, KEHIIMHA He
XO4eT, 9TOOBI 3HAJIM €€ CEMEHHBIN CTaTyc.
3amyxHUe Mrs J. Burton Mrs .
[Tpu >T0# popme oOpateHns UCIONb3yeTcs (HaMUIus MyxKa.
SKCHIIIUHEI Burton
OO6pammenue Mrs 1 UMsI HE YIOTPEOIISIIOTCS OHOBPEMEHHO.
Pa3Benenunbie
[IpenmouruTenbHee HCIOJNB30BATh  JEBUYBIO  (HhaMUIIHIO
s)keHIMHBl W |Ms Jane Brown
KEHILMHBI, a HEe PaMUIIUIO ee MyXKa.
BJIOBBI
KeHnunel,
UMEIOIIIe
Hl Dr J. Burton, Ph D  |Yuenas creneHb NprUHAJICKUAT KEHITUHE, @ HE €€ MYKY.
YUEHYIO
CTETICHb
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Anpecar ®dopma obpareHus KommenTapun
Mr & Mrs R. Burton |O6b14HO€ 00patiieHue K Cyrnpyx’ecKiuM Mmapam.
Ynorpebisercs, eciiu 06a cynpyra UMEIOT YYSHYIO CTEIICHb.
Dr R. & Dr J.
Burton OOpareHre K Cympy>KECKOW Mape, €cliid YYEHYIO CTeleHb
Cynpyxeckue HMMEET TOJIBKO CYIPYT.
napsl
Dr & Mrs J. Burton |OOpaimienne kK CympyKeCKOoW mape, €clid YYEeHYIO CTEeleHb
HMEET TOJIBKO CYIpYTa.
Mr R. & Dr J.
Burton
Hexenateie |Mr R. Burton & OO6parenue K mape, 4eit Opak He 3apeTUCTPUPOBAH.
napbl Miss D. Parker
1581070

Mr R. Burton & Ms
D. Parker

6. The Text of the Letter. - TekcT nucbMa — u3J10:KeHHe CYTH MACHMA.

TexcT mmceMa pacmosaraeTcss HHKE MpPENbIAYINEro 3JeMEHTa Ha JBa uHTepBayna. Kakx
NPaBUJIO, MUChbMA TMHIIYTCS Ha OAHOM cTpanuue. Kaxapii naparpad oTaenéH oT MOCIEIYIOMIEro
uHTepBasioM. CrapaiiTech HCIOIB30BATH KOPOTKHE NPEJIOKEHHS U a03allbl.

Bot npumepHBbIii 1I71aH UChbMa:

a)
b)
©)
d)

IIOBOJ HaITMCaHM,

YKa3aHHs Ha IPHIIOKCHUS;
0J1aro1apHOCTb.

Examples:
(1) Letter of introduction
Dear Signor Torri,

This is introduce my friend Mr. Charles Pickton, of Messrs. Freeman of London, who is
traveling in northern Italy for the purpose of buying leather goods suitable foe the best class trade

in this country.

yKazaHus/ mpock0a/ nHGOpMaIIHs;

I shall regard any service that you are able to render MR. Pickton as a personal favor done to

me.

I hope that you are well and that | shall have the pleasure of seeing you shortly.
Yours very sincerely...
(2)Notice of establishment of a business
Gentlemen,

I should like to bring to your notice the fact that 1 have established myself as a wholesale woolen
merchant at the above address.

For more than ten years | have been the European representative for Seabright Mills Ltd.,
and | can claim to have considerable experience of both the United Kingdom and the Continental
woolen markets.
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I can offer you as unusually large variety of first class suitings, particularly Yorkshire
worsteds and Scotch tweeds, at strictly competitive prices.

May | have the pleasure of sending you some patterns?
Yours faithfully, ...
(3)Notice of removal
Dear Sirs,

We are pleased to be able to tell you that we have today moved too much larger and more
convenient premises at:

Saigon House,
Regent Street,
London, W. .
Telephone number: REGent 04157(3 lines).

Our new premises are both larger and much more modern than those we have occupied
hitherto in Piccadilly, and include a buyer’s lounge and office facilities for visiting buyers.

We hope to have the opportunity of welcoming you at Saigon House in the near future.
Yours faithfully,...
(4)Notifying the retirement of a director

Dear Sirs,

It is with regret that we have to tell you that, owing to ill health, Mr. John Walters, our
Managing Director, will be retiring from active business on the 31% December

His place as Managing Director will be taken by me, and Mr. Richard Bright who, as you
know, has been our General Sales Manager for many years, will be filling the vacant place on the
Board.

We should like to take this opportunity to thank you for the support that you have given us.
Yours faithfully,...
(5)Opening of a new branch

Dear Sirs,

We are pleased to be able to tell you that on the 1* October next we shall be opening an
Italian branch of our business at the following address:

1456,
Via Veneto,
Milan.

At these premises we shall have on show the complete range of our machines and shall also
be able to undertake servicing.

The branch will be under the control of Mr. G. E. Corsellis who is well known in light
engineering circles and who was for many years General Manager of the Lanker Engineering
Company Ltd.

We hope that we shall have the pleasure of welcoming you at these new premises.
Yours faithfully,...

6. The Complimentary Close. - KomminMeHTapHasi KOHIIOBKaA.

BCTyHI/ITe.HBHBIC O6paH_IeHI/I$I U 3aKJIHOUYHUTCIIBHBIC q)OpMy.]’IBI BCXKJIIMBOCTU OOJIXKHBI GBITB
COTJIaCOBaHBI MKy COOOM:
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Tab6muma 11
«O06pa3Ibl KOMITTAMEHTAPHOW KOHIIOBKI)

Salutation Complimentary close
Yours faithfully (UK), Yours truly (US),
Dear Sir, Sirs, Madam, Sir/ Madam Sincerely (US), Sincerely yours (US)

Yours sincerely (UK), Sincerely yours (US),
Dear Mr, Mrs, Miss, Ms, Dr, Professor Adams Sincerely (US)

Dear Anita Yours, Best wishes, Kind regards (UK), Best
regards (US), Warm regards (US)

8. The Sirname and the Signature. - ®aMujus ¥ NOANKUCH.

damMuisi W TOANKCH PACIIONaraeTcsl IMOJA 3aKIIOYUTENIbHONW (OpMysIoi BexIUBOCTH. Kak
IMpaBUJIO, YKA3bIBACTCA HA3BAHUC OpraHU3ali, UM OTIIPABUTCIIA U €0 JOJIKHOCTD.

9. Enclosure(s). [Ipuioxenusi, ykazanue Ha NPUJI0KEHHE.

Ecm x NMUCbMY IMpPUJIAraroTCd MAJOKYMCHTBI, TO B JICBOM HHXXHCM YIJIY HHUIKC IMHUHICTCA
Enclosure (Encl.) — npusioskenre u yKka3pIBae€TCsI, YTO MPUIAraeTCs C IMHCHMY.

10. Copies. — Yka3anue Ha KOIUM.
31ech yKa3bIBalOTCS Mojydarenu Konuid mucbma (Cc).
Tabmuma 12

«O6paser 1emoBoro nuckMa (0IMH U3 HanboJIee pacpoOCTPAaHEHHBIX (HOPMATOB B
Benuko6puranuu u Esporie)»

ADA COMPUTER SERVICES!

Unit 17B, Science Estate, Cambridge CB7 1JF
Tel: 012 23 57 65 76 Fax: 012 235 76 578
e-mail: sales@ada.co.uk

website: www.ada.co.uk

Mr S. Jackson® Your Ref:?
24 Steinway Cirove Our Ref: JG/Lng/1
Birmingham 1317 7LA Date: 8 May 2015

Dear Mr Jackson®
Modem ADA Sprint MM M3°
Thank you for purchasing the above equipment and returning the user registration card to us. Your

details have been added to our database and you will receive regular updates on ADA products. |
noted the problem you have experienced with our product and hope that the advice given by our
technical support hotline has solved it. Should you have any queries or require further technical
support, please contact us at the above address.’

Yours sincerely®

John Gilbertson

Head of Customer Sales®

10

Enc.”™ Product Catalogue

etterhead - orreuaTanubIii THIOrPaGCKHM CIIOCOGOM GIAHK YUPEHKICHHIS,;

2 the addressee’s name and address — ums 1 azpec OTIPABUTEIS;

3 the writer’s and addressee’s references - CChUIKH HA HHICKC HCXOJIAIICIO W BXOMSIIETO
nucem4
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4 the date — Jara;

> salutation - BCTyIHTEIbHOE OOpAIICHIE;

%subject heading - cchika Ha TeMy THCHMa;

7 the main message - OCHOBHOM TEKCT;

% the complimentary close - 3akmtounTensHas GopMya BeXIUBOCTH;

? the signature block (signature, the writer’s name, title and/ or department) — noanucs,
M1 OTIIPABHUTEJIS], JOJKHOCTD U / WJIH OT/IeJI;

% enclosure (s) — yYKa3aHue HA NMPUJIoKeHne/ MPUJI0KeHH .

BoipaskeHus, 4acTo MCMOJb3yeMble B [1€J10BOM Mepenuncke:
¢ Boipa:keHus, KOTOpbIe MOATBEPKAAIT MOJIyUeHHe:
- We have received your letter of (the) 15" of May. — Mb! mony4mm Bame mucsmo ot 15 Masi.

- Thank you for your letter dated (the) 15" May. — Bmarogapum Bac 3a mucbMo,
naTupoBaHHoe 15 masl.

- In reply/ answer/ response to your letter of .... — B oTBeT Ha Bame mucsmo or ...
- We are obliged for your letter of ... - Ms1 Omaronapapl/ npu3HaTenbHbI 32 Barre mucbMo ot

- We acknowledge (the receipt) of your letter of ... - Mer moarBepskacm nonydenue Barrero
IIMcbMma oOT ...

- We duly received your letter of ... - MbI cBoeBpeMeHHO MOTy4niH Barie mucsmo or ...
e CCBIUIKH M JATLI:

- We wrote to you on the 15" May. — Ms1 Bam nucanu 15 mas.

- of today ” s date — ot ceromusIIHErO YKCIA;

- of yesterday “s@fateepaliHero Yncia;

- of the same date — ot Toro xe 4ncna.

e [IpocbobI:

- Please inform us ... - [Tpocum cooOuuTH O ...

- We shall (should) be obliged if you will (would) inform us (kindly inform us) ... - Ms1 Oyznem
(MBI ObLTIH) OJTaromapHbI (MPU3HATENBHBI), eciii Bol coobutuTe (ecnu 661 Bel coobmumm) Ham o ...

- We ask/ request you to inform us ... - MbI mpocum Bac cooOuuTs Ham ...
- We would ask you to inform us ... - Msr npocum Bac cooOImuTh Ham ...

- Referring to your letter of ... we would ask you ... - Ccputasice Ha Baire miucbMoO OT... MBI
npocum Bac ...

e CooO1ieHne 00 MCMIOJTHEHNH NPOCHOBI:

- According to your request ... - Coriacho ...

- As requested to your letter of ... - kak npocuiu B Bamiem muceme. ..

e [Ipu mocbliIKe JOKYMEHTOB, OymMar:

- We are sending (herewith) ... - TTocsimaem Bam (¢ 3TuM mucbMoMm) ...

- We are pleased to send you ... - C ynoBoabscTBHEM mockuiacm Bam ...

- We enclose ... - MbI npunaraem ...

- We are sending you enclosed ... - MsI nocsiiaeMm Bam npuitoskeHHBIM/A ...
- Enclosed / attached is/ are ... - [IpunoxeHHbIM/ U SBIISETCS/ Y0TCA ...
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Practice Exercises:
Ex. 2.1.1. Label the layout diagram below:
a) The company 's house symbol;
b) The greeting;
c) The letterhead;
d) Paragraph one;
e) The address of the sender;
f) Paragraph two;
g) References numbers;
h) Paragraph three;
1) The date;
j)  Paragraph four;
k) The receiver 's address;
1) The closing lines;
m) The subject line;
n) The enclosure line;
0) The name of the sender;
p) The position of the sender;

q) Signature.
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Ex. 2.1.2. a) Put the parts of the addresses in the correct order.
1) 10/ Garston Road/ Worldwide Dealers Ltd./ Mr R. Stevenson/ Australia/ Melbourne;

2) 75/ Mathews & Wilson/ Scotland/ Ladies’ Clothing/ General Manager/ High Street/
Glasgow;

3) Chicago/ Illinois/ USA/ 300/ Lincoln Place/ The Modern Machine Tool Corporation;
4) 36/ Canada/ Messrs. Williams & Werner Ltd./ Toronto/ Tower Street/ 4JS;

5) Messrs. Jones & Company/ William B. Brown/ 5/ Queensland/ Managing Director/
Brownside/ Australia/ Green Street;

6) 1326/ Davenport/ Midwest Division/ John/ President/ Market Street/ lowa/ B. Green/ Paint
Company/ American;

7) 11/ WI 53405/ United Packaging/ East Shore Drive/ Ms/ Marketing Coordinator/
Wisconsin/ USA/ Alison Freeman/ Green Bay/ Inc.;

8) Sales Manager/ Canberra/ Liverpool Street/ Mr/ Independent Products/ 18/ R.G. Flinders/
AUSTRALIA/ Pty/ NSW 2170.

b) Write your address in English.

Ex. 2.1.3 Put the parts of the letter in the correct order and rewrite it in the block style.
a) Attention: Mr N. Conshiwan;
b) Bangkok;
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c) 3 August, 2016;

d) Thailand;

¢) Dear Mr N. Conshiwan,;
f) P.Morgan;

g) Your Ref};

h) Manager;

1) Please send us your catalogue with sizes and colours of female and male national clothes
of Thailand;

1) Re: Enquiry for National Dresses;
k) International Trading Company;
1) Our Ref: PM/ma;
m) Intercontinental Hotel Group;
n) Telephone: 487-6591
Telex: 79436;
Telefax: (039) 3673;
0) Yours sincerely;
p) We are opening a shop of national Asian dresses and fabrics in one of our hotels.

Ex. 2.1.4. There are some mistakes in this letter. Can you find them? Write out the letter
correctly. Find as many as you can but not less than 10.

181 North Street
London WIM 2FM

Northland World Tours

Tel. 01-676 9096
Miss Maria Feline
Collins Street 26
13254 USA
New York, N.Y.
Dear Sir

Thank you for the letter of the 19" of May 2016.
I have pleasure in sending you our brochure with details of all our services.
I look forward to hearing from you.

Yours sincerely
2016, May 23"
Sales Manager
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2.2. A Letter of Inquiry (IImcemo-3anpoc)
[Mucemo-3amnpoc (iNquiry) opraHu3arysi MOCHUIACT, KOTa XOUET:
— TOJIY4UTh NOAPOOHYI0 HH(pOpMaLHio 0 ToBapax (goods);
— y3HaTh, UMEIOTCs i1 oHU B Haymuwu (availability of goods);
— YTOYHHTH BpeMs U cpoku nocrasku (delivery dates);

— monyuuTh MHQOpMALMIO 00 YCIOBHAX MMOCTaBKH W ckuakax (terms and discounts),
crioco6e TpancmoptupoBku (method of transportation), crpaxoBanuu (insurance);

— TMOoy4nTh HHPOPMAITHIO O IICHaX Ha ToBapkl (prices of goods);
— MOJy4nTh KaTamoru (catalogues) u o6pasibl ToBapa (Samples of goods), u T. m.
[Tucema-3anmpochl OBIBAOT:

e  Oo6mmmu (general inquiry) — 3ampamiBaercst o0miast HHPOPMAIIKA O TOBapax M yClIyrax.
Hanpumep, Bwi-Bnagenern; marazuHa ObITOBOM TEXHMKH W BBl HieTe HOBBIX MapTHEPOB. B sToM
ciydae Bbl MOkeTe OTmpaBuThH OOLIWi 3ampoc mpousBoautenio (Mmanufacturer) wimu onToBukam
(wholesales) u 3anpocuts karanoru (catalogues) wiu npatic-muct (price list).

e Cneuunansubivu (Specific inquiry) — 3ampammBaercs crienuaibHas HHPOPMAIHS O JaTax
U YCIIOBHUSIX MOCTABKH, YCIIOBHSX IUIATEKA U CKUJIKAX, TUIIE YITAKOBKY U T.I.

B ciyuae ecniu Bol oOpariaerech ¢ 3apocoM B JaHHYIO OpPraHM3alMIo MEPBBIN pa3, B MHCHMO
KEJIATENIbHO BKIIIOYUTH CIEAYIOIUE ITYHKTHI:

1. Yka3zanue Ha UCTOYHUK WH(OpPMAIIMK O TAaHHOW OpraHa3aiiy 1 e TOBape.
2. Cytb Bompoca.
3. Kpatkue cBenenus o Bamieit opranuzanum.
4. BelpaxkeHue HaJeX bl HA COTPYAHUYECTBO.
Tabmuma 13
«Sample of Inquiry (O6pa3zer nucrma-3amnpoca)y

Pet Products Ltd.
180 London Road
Exeter EX4 4JY
England

25th February, 2016
Dear Sirs,
We read your advertisement in the 'Pet Magazine' of 25th December. We are interested in buying
your equipment for producing pet food. Would you kindly send us more information about this
equipment:
— price (please quote CIF Barcelona price)
— dates of delivery
— terms of payment
— guarantees
— if the price includes the cost of equipment installation and our staff training.
Our company specializes in distributing pet products in Spain. We have more than 50 dealers and
representatives in different regions and would like to start producing pet food in Spain. If your
equipment meets our requirements, and we receive a favorable offer, we will be able to place a
large order for your equipment.
Your early reply would be appreciated.

Yours faithfully,

V. Smurov
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Kauine u BbIpakeHHs] MHCEM-3aMPOCOB:
— We read your advertisement in... — MsI npountanu Bamy pexiamy B...

— With regard to your advertisement in ... of ... , we would ask you ... — B cBsi3u ¢
nyonukaruei Bamei pekiaamsl B ... OT ..., MBI XOT€JIM OBI MMOMTPOCHTH Bac ...
— We have heard of your products from ... — MeI y3Hamu o npoaykimu Bareit Kommanuu u3

— We are interested in buying (importing, etc.)... — MgI xoTesu Obl KyIUTh (MMIIOPTUPOBATH

UT. 1) ...

— Please inform us (let us know) as soon as possible ... — IIpocum cooOmMTE HAM Kak
MOKHO CKOpEC ...

— Would you please inform us if it is possible to deliver... — TIpocuM cooOUUTH HaM,
cMoOJKeTe i BBl MoCcTaBUTE ...

— Please let us know what quantities you are able to deliver till... — IToxkanyiicra, coobruTe
HaM, KaKO€ KOJIMYCCTBO Bl cMoOskeTe mocTaBUTH o ...

— We would ask you to let us have a quotation for ... — CooOmurure Ham, MOXKaNyicTa,

PACIICHKH HA ...

— Would you kindly quote your prices and terms of delivery (terms of payment, etc.) for ... —
He mornu 61 Bbl ycTaHOBUTH HaM LIEHY U YCJIOBHS IIOCTAaBKH (yCJIOBHUS OILIATHI U T. I.) HA ...

— We would like to have further details about... — Mg 661 XxOTenu moONMy4nTH OOJICE
oApOoOHYI0 HHGOPMAIIHIO O ...

— We would like to represent your products in the European market. — Ms1 ObI XOTETH
IIPEACTABIIATH Balry NpoayKIuio Ha eBpOIEICKOM PBIHKE.

— Please send us samples of... (your catalogues, leaflets, etc.) — IToxainyiicra, BbIIUIATE
HaM 00pa3Ilsl ... (CBOM KaTaJIOTH, OPOIIIOPHI U T 11.)

—As distributors we have a large network of.. — Kak aucTpuObIOTOpBI MBI HMEEM
OOIIMPHYIO CETH ...

— In connection with this ... — B cBsi3u ¢ 3TuM ...

— We are distributors (importers, retailers, etc.) of... — MuI sBIsIeMcs TUCTPUOBIOTOpaMU
(uMmopTepamu, IPOJABIIAMH H T.IL.)...

— We would like to get in touch with manufacturers (suppliers, sellers, etc.) of... — MasI Obr

XOTCJIH YCTAHOBUTL KOHTAKT C ITPOU3BOAUTCIIAMUA (HOCTaBH_II/IKaMI/I, npoaaBaMu U T. H)

— There is a large market here for your products. — Bamu u3aenust HalayT y HaC CBOETO
IOKYIIaTEIA.

— For over ... years our company-has imported from western countries ... — Bonee 4gem ...
JICT HaIlla KOMIIaHUS UMIIOPTHUPYET U3 3alIaAHBIX CTPaH...

— Our company was founded in... — Hamia kommnanust Obliia OCHOBaHa B ... TONY.

— We usually effect payment by letter of credit (cheque, bank transfer, etc.). — M1 06bI4HO
MMPOM3BOIUM OTIATY MyTEeM OTKPBITHS aKKpEeIUTHBA (4EKOM, TIEPEBOJIOM U T. T1.)

— If your prices are competitive (the samples meets the standards, your equipment complies
with our requirements, etc.) we may be able to let you have regular orders. — Ecnu Bamm 1ieHsl
ycTposAT Hac (00pa3iel OyAyT yAOBIETBOPSATH TPEOOBaHHUSM CTaHIApTOB, Bamie oOopymnoBanue
OyZleT yIOBJIETBOPATH HAIIUM TPeOOBAaHUSAM U T. I.), MBI OyleM peryisipHO 3aka3blBaTh Barry
MPOAYKIHUIO.

— We look forward to your early reply. — C nerepnieanem sxaem Barero otsera.

— Your prompt answer will be (would be) appreciated. — byaem npusHaTenbHbI 3a OBICTPBII
OTBCT.
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Practice Exercises:
Ex. 2.2.1. Read the telephone conversation below and translate it into Russian.
— Sundel, Electrotech Sales Manager. Can I help you?

— Good afternoon, Mr Sundel. This is Mr Hart from Santina Hotel speaking. Have you got
refrigerators IPD Model 245?

— Yes, we have, but we are heavy with the orders on this model.
— What is its price?

— Its retail price is $460 per unit.

— What is the discount for a lot of 100 units?

— Usually we give a 5 % discount, but it depends.

— Is there a discount if I pay cash?

— I am not sure. I should consult our Financial Manager.

— What is the minimum term of delivery?

— A month.

Ex. 2.2.2. Here are some phrases from inquiry letters. What kind of inquiry is concened
in each case?

1. We owe your address to the Chamber of Commerce in London ...

2. ... are looking for suppliers of five wines in France ...

3. ... request information about quantity discounts.

4. The foreign trade department of our bank told us that you ...

5. From your catalogue we see that ...

6. ... are very satisfied with you execution of our first order. Now we would like to know
whether you could grant us 30 days "credit ...

7. ... addresses of exporters of Russian dolls.

8. ... would you like to know of goods you have to offer.

Ex. 2.2.3. Write an Inquiry letter to an English company:

1. CoobOmure, TI¢ BBl TPOYUTATH PEKJIAMy O MPOU3BOJUMBIX dTOM KOMITAHHEH MYKCKHUX
KOCTIOMOB (men’ s suits):

2. HanmmmuTe, 9TO BBI XOTEIH OBl 3aKYIHUTH MAPTUIO KEHCKUX KOCTIOMOB B KosnyecTse 200
HITYK;
3. VY3mnaiite ux croumocth Ha yciaousx CIF Cankr-IletepOypr;

4. Coo0mmTe B MUChME, YTO €CIIM Bac YCTPOUT IIeHA M KadeCTBO KOCTIOMOB, TO BBl B
TaTbHENHIIIEM CMOKETE JIeJIaTh OONIBIINE 3aKa3bl;

5. Ilompocure naTh OTBET KaK MOYKHO CKOpEE.
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Ex. 2.2.4.Choose more formal phrases in the letter of inquiry.

Wisteria Ltd.

21 Greenwood Street
Norfolk, ND 896 J3
May 7, 2004

Dear (1) Sirs / Wisteria Ltd.,

(2) Your name was given to us by / We got your name from Messrs. KLM Ltd., who have been
(3) buying from you / regular customers of yours for (4) some / a couple of years. We asked them if
they knew of a manufacturer who (5) can send us / would be able to supply (6) immediately / right
now the goods (7) specified / written on the enclosed list.

We (8) would explain / ‘Il tell you in confidence that our usual supplier has rather let us down
this year on delivery dates and quantities, and we are in danger of getting into arrears with one or
two of our contacts.

If you can (9) send / supply the (10) goods required / necessary goods, please accept this as
our official order: (11) we’ll pay / payment will be made on any basis (12) acceptable to yourselves
/ you like.

We hope you will be able to meet our requirements in this instance, and would add that if
your products are (13) satisfactory / OK and terms of delivery (14) competitive / rather short we
should be interested in doing business with you.

(15)We should appreciate a prompt reply / Write soon.

(16)Yours faithfully / Yours,

(17)Robert Watson / Bob

Purchasing Manager

Ex.2.2.5. Put parts of the sentences in the correct order. Then add punctuation marks
and divide the inquiries into paragraphs where necessary.

1. a) if you can supply;

b) by return of mail;

¢) importing your office equipment to Russia;
d) catalogues and prices;

e) we would appreciate;

f) we are interested in.

2. a) please let us know;

b) we should be grateful for an early reply;

c) some years ago we bought from you a consignment of «Handy» Paint Brushes in 3
different qualities;

d) whether you are still manufacturing brushes in these qualities;

e) as the matter is urgent;

f) and quote your lowest prices CIF St. Petersburg;

g) we should require delivery within 4 weeks of placing the order.

3. a) we would be very grateful;

b) if you have not got the necessary information in your records;

c) we learn that in recent years;

d) if you could give us a list of these firms;

e) we have for many years been importers of Electric Clocks mainly from Switzerland;
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f) you would, perhaps, be good enough to pass our inquiry to the proper department in
London;

g) several English firms have started manufacturing this line;
h) whether their goods are suitable for the American market;
1) so that we can find out.
4. a) if so;
b) will be much appreciated;
¢) if your prices are competitive;
d) and understand that you are their agent;
e) if you could inform us;
f) we may be able to place larger orders;
g) we should be very pleased;
h) we are interested in Albert Kuntz Biscuit Products;
1) your current price-list together with your discount terms;
J) whether you are in position to supply.
Letter of Confirmation (IIucsmMo-noaTBep:kIeHne)

Jlygmmit  coco® mOTepATh JAETOBBIE KOHTAaKThI — 9TO TIepecTaTh OTBeyaTh Ha
KOPPECMOH/ICHITUIO, BEb OTBET, MOJITBEPKIAIONINI MOTyYeHHE MUChMa, — OOIIENPHUHSTHIN 3HAK
BEKJIMBOCTH U 3aJ10T 3(ppexTruBHOCTH Bammx KOHTaKTOB.

Takue nucbMa MOKHO HA4YaTh CO cJexyoumux ¢pas:
- Thank you for your letter of ... (date) — brrarogapro Bac 3a Barire miucbsmo o ...
- Thank you for your order of ... (date). — Brarogapum Bac 3a Bami 3aka3 or ....

- Thank you for your application for the position of ... — brarogapro Bac 3a Baire 3asBiaenue
Ha AOJIKHOCTS ...

- Thank you for your inquiry of ... (date). This has been passed to ..., and you should receive
response in a week. — brrarogapro Bac 3a Bamr 3ampoc ot ... OH ObLI IepefaH ...., 1 Bol moyaute
OTBET Yepe3 HEeJIEIIO.

- We are pleased to say that ... — Ham npusiTHO cOOOIIUTB, YTO ...

-l apologize for the lengthy delay in responding to your letter of...(date). — 5 nporry n3BuneHus
3a JUIMTEIBHYIO 3a/IEPKKY OTBETa Ha Bailie muchbmo oT ...

Tabmumua 14
«Sample of the Letter of Confirmation (OGpa3en nmuchbmMa-moaATBEPKACHHS )

Dear Mrs Mardle,

Thank you for your letter of 16 January.

Mr. Green is currently out of the office and will be back on 1 February.

You may be assured that your letter will receive prompt attention on his arrival.
Yours sincerely,

Dorothy Cook

Private Secretary

2.3. An Offer Letter (IlucbMo-npeaioxenune)

[Tucemom-nipeioxkenrem moctaBumk (the Supplier) oObdHO OTBEYaeT Ha MHUCHMO-3aIPOC.
OtBeuass Ha OOwmMI 3ampoc, OH OJaroJapuT 3a MPOSBICHHBIA HWHTEpeC M OOBIYHO INpHIIaraeT
npetickypantel (price-lists), karagorm (catalogues) wmm ycnoBus tumoBoro jgorosopa (Typical
Contract). OtBer Ha CHOCNMANBHBIA 3aMpOC MPEIyCMATPUBACT OTBETBI HA BCE BOMPOCHI
MOTEHIIMATLHOTO KITUCHTA.

CtpyKTypa nucbMa-npeioKeHHs:
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1. IloBox HamTKMCaHUSL.

2. OTBeTHI Ha BOIIPOCHI MOTEHIIUATBLHOTO 3aKa3YuKa.
3. lonoaHUTEIbHbIE MPEIOKEHHUS.

4. BeipaxxeHre HaJSXK/Ibl HA 3aKa3.

OtBewass Ha BONPOCHI, CJEAYeT JaTb TOYHOEC OIKMCAHHE TOBapa, IO BO3MOKHOCTH
COIIPOBOJIUTL €ro (oToMaTepuaraMu H/HIM PHUCYHKaMH wu/uiam obOpasuamu (Samples). Tlpu
orpeiesieHuu 1ieHbl (PriCe) yuuThIBarOTCS BO3MOXHbIe cKuaku (discounts). OTaenbHO perarTcs
BOMPOCHI pacxo0B Ha ymakoBKy (packing), tpancmoptHbIX pacxomoB (transportation costs),
ycnouii mocraBku (terms of delivery) u ortarsr (terms of payment).

ITrcbMa-TIpeIOKEHUS TOCHUIAIOT TakKe 03 MPEIIECTBYIOMIETO 3alpoca, €CIIH MOCTABIIHK
)KeJTaeT TPHUBJICYh BHUMAHUE MOTCHIMAIBHBIX KIHCHTOB WM HAWTH HOBBIX 3aKa34uMKOB Ha
KOHKpeTHbIe TpoaykThl (Special proucts) wiu ux accoprument (range). TBepmoe mpemioxeHue
(firm offer) mpeaycmaTtpuBaeT ocoOble YCIIOBHS, HaIPUMEpP, KOHEUHBIH cpok (deadline) momyucHus
3aKa3a ¥ CHCTEMY CKH/IOK B 3aBHCHMOCTH OT KOJMYECTBA TOBapa M JPYTHX YCIOBH.

Tabmuna 15
«Sample of Offer (O6pa3en; nucbMa-IPEATOKEHH)»

Mr Fred North

Purchasing Manager

Broadway Autos

11 November, 2016

Dear Mr North,
Thank you very much for your enquiry. We are of course very familiar with your range of vehicles
and are pleased to inform you that we have a new line in batteries that fit your specifications
exactly.
The most suitable of our products for your requirements is the Artemis 66A Plus. This product
combines economy, high power output and quick charging time and is available now from stock.
| enclose a detailed quotation with prices, specifications and delivery terms. As you will see from
this, our prices are very competitive. | have arranged for our agent Mr Martin of Fillmore S.A. to
deliver five of these batteries to you next week, so that you can carry out the laboratory tests. Our
own laboratory reports, enclosed with this letter, show that our new Artemis 66A Plus performes as
well as any of our competitor's product and, in some respects, outperforms them.
If you would like further information, please telephone or telex me: my extension number is 776. Or
you may prefer to contact Mr John Martin of Fillmore S.A., his telephone number is 01 77 99 02.

I look forward to hearing from you.

Yours sincerely,
Fred Stock
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Kauie n BBIPAXKCHUA MUCbMA-NIPEATOKCHUSA

— We were pleased to learn your interest in... — Ham Obuto mpusiTHO y3HaTh 0 Barmmeit
3aUHTCPCCOBAHHOCTH B ...

— We are most pleased that you want to buy ... — M1 o4eHb T0BOJIBHBI, 4TO BB moskenanu
KYIIUTH ...

— We are glad to say that we can reserve you ... — MsI pajbl COOOIINUTH, YTO MOKEM

OCTaBUTH 3a Bamu ...

—It is generous of you to take so much interest in our work... — bbuio odensb siro0e3Ho ¢ Bareit
CTOPOHBI TIPOSIBUTH TAKOW MHTEPEC K Halel padboTe ...

— We take pleasure to send you the desired samples and offer ... — C ynoBonbcTBHEM
nockbl1aeM BbIOpaHHble BamMu 00pasiubl U mpesyiaraem ...

— As to your inquiry of... we are informing you that... — Ha Bam 3anipoc oT ... MbI coo01iaem
Bawm, gto0 ...

— We enclose our catalogue with the latest price-list. — MsI npuaaraem Hair KaTauor ¢
HOBCHUIIIUM IMPCUCKYPAHTOM.

— QOur detailed price-list will convince you in diversity of our assortment. — Haiu
MOAPOOHBIN MPEHCKYpaHT yOeIUT Bac B pa3HOOOpa3MH HAIIETO aCCOPTUMEHTA.

— Our proposal is valid till... — Harre npeanoxenne AedCTBUTEIBHO IO ...

— We deliver our goods on CIF terms. — MgI mocrasisieMm Ha ycioBusix CU®.

— The price covers packing and transportation expenses. — lleHa BK/IIOYacT yIMakoOBKY U
TPaHCIIOPTHBIE PACXOBL.

— We can give you a 5 percent discount. — MsI MOXeM MIPEIOCTABUTh Bac 5 % CKUKY.

— As you can see from our price-list, our prices are at least by 3 % lower than market ones.
— Kak BuHO U3 Haiero npencKkypaHTa, Hallld LIEHbI 0 KpaitHel mepe Ha 3% HUKe PhIHOYHBIX.

—1 call your attention esspecially on item... — 7 ocoGeHHO oOparmaro Balle BHUMaHUC Ha
IIO3UIIHNIO ...

— Besides above mentioned goods our company produces also (see ..) — Kpome
YIOMSIHYTBIX BBIIIIE TOBAPOB HaIla pupma MpoOU3BOIUT TAKKe (CM. ...)

— We would like to recommend you esspecially the following positions in the price-list... —
Mg xoTenu ObI 0COOEHHO MTOPEKOMEHI0BATh BaM CJICIYIOIINE TTO3UIUHU B TIPEHCKYPAHTE ...

— We ask you to discuss our proposal once more and inform us whether we could expect
getting your order. — Mgl ipocuM Bac emie pa3 oOCYAHWThH HaIlle TPEAT0KCHHE U COOOIIUTh HaM,
MOZKHO JIM paCCYUTHIBATh HA IMOJTYYCHUC 3aKa3a.

— | ask you to make the order faster as the quantity of this product at our warehouse is
limited. — 4 npomry Bac ObicTpee 0pOPMHUTH 3aKa3, TaK KaK KOJMYECTBO STOrO TOBapa Ha CKIIaje
OrpaHUYEHO.

— We would appreciate if we get the order from you as soon as possible. — Mgzl ObLTH OBI
OYCHB pajbl IMOJIYYUTH OT BaC 3aKa3 KaK MOXXHO CKOPEC.

— If you are not happy with our proposal please inform us about its reason. — Ecnu Bac He
yCcTpauBaeT Hallle MPeUIoKEHHE, TO MbI ObLUTH OBl OJ1aroiapHsl, ecii Bbl cood1mTe HaMm O IPUYUHE.

— We are looking forward to hearing from you soon. — C HereprieHuEeM kJIeM OTBETA.
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Practice Exercises:
Ex. 2.3.1. Translate the Offer above into Russian and answer the following questions.
a) What does the manager advertise?
b) What does a buyer look for, besides a good price?
c) Will anybody test the batteries?
d) Whom can the buyer contact?
Ex. 2.3.2. Are this offers solicited or unsolicited?
1. Thank you for your letter dated 10™ April concerning ...
2. We have been given your address by ...
3. Asone of the leading manufacturers of pet products in Spain we would like to offer you ...
4. In your inquiry you stated that you are looking for ...
5. We are glad to hear that our catalogue was of interest to you.
6. The Chamber of Commerce informed us that you are an importer of ...
Ex. 2.3.3. Can you match the two colums?

1. type of goods a) cash on delivery

2. quantity b) CIF Dover

3. prices C) 800 units

4. discounts d) weeks after receipt of order

5. terms of delivery e) 5% off orders placed with  in the next 7
days

6. terms of payment f) seaworthy conteiners

7. delivery time 2) wooden kitchen chairs

8. packing h) $ 50 per unit

1 2 3 4 5 6 7 8

Ex. 2.3.4. You are a Sales Manager at an English company which makes men
Write an offer to a company from Moscow.

1. TloGmaromapute 3a MUCHMO M MHTEpeC K Bameil npoaykuunio

2. CooOmure 11eHy KOCTIOMOB Ha ycioBusix nocraBku CIF Mockaa.

3. Ilpemyoxure 4epHbIe, CEPbIE U CHHUE KOCTIOMBI.

4. Ilpennoxure ckuiaky B 5% npu 3akasze oT 200 KOCTIOMOB.

5. Coo0muTe 0 TOM, YTO BBI MPEATIOUYNTACTE OIJIATy aKKPEAUTHUBOM.

6. Pacckaxure 0 cBOE KOMIIAHUM U BBIPA3UTE HAAEKIY HA COTPYIHUYECTBO.

Ex. 2.3.5. You work for a firm producing perfumes. You have been preparing the draft
for a firm offer and put your ideas as separate notes. Organize them into a letter according to
the outline.

Your outline

1) establish credentials;

2) introduce our product;

3) give important details of our products;
4) point values of this offer;

5) offer some incentives;

6) give details of the offer;
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7) use pressure tactics;

8) offer help for further communication;
9) enclose catalogue and samples;

10) close politely;

a) The quality of our new perfume is high, and we should like to take this opportunity of
drawing your attention to the fact that all our products are manufactured from completely natural
ingredients, and that we do not utilize any artificial additives whatsoever.

b) We hope these terms will meet your approval. Our comprehensive stocks enable us to
execute all orders promptly and to our customers’ specifications, but we advise you to stock up, as
the total number of Rose’n’Violet and some other aromas is restricted.

c) Should you require further information, please do not hesitate to contact us. Our
telephones and addresses are given above.

d) Please note that this offer is irrevocable, firm for 10 days from the date of sending, and is
subject to contract.

e) Also, we would like to emphasize this is the first time that we have included
Rose’n’Violet of the ten of our most popular aromas in the catalogue for sale.

f)  We have been informed by Messrs McDougall and Tonne of Banbury, who have been
doing business with you for a number of years, that you are expanding your net of perfume
boutiques, and may be interested in our new product.

g) We also enclose samples of our ten best aromas, among which you can find Rose’n’Violet.

2.4. A Letter of Order (IIncbmo-3aka3)

Jlns Toro 4ToOBI caenaTh 3aka3 (t0 place an order) Ha 3aKkymKky TeX WM HHBIX TOBapOB
OOBIYHO 3aloJHAIOT CIeNHaNbHble OnaHku 3aka3oB (order forms), B KOTOpBIX yKa3bIBaeTCs
konmuectBo (quantity) msnenuii, ux onucanue (description), nena (price), ycmoBus omiarsl (terms
of payment), nata mocrasku (date of delivery), ckunku (discounts) u t.n. B psiae ciaydaes, korma
HE0OXOIMMO TIPOSICHHTH OT/AEIbHBIC MyHKTHI 3aka3a (t0 make certain points quite clear), mumercs
COIPOBOUTENBLHOE MUCEMO (COVer letter), k koTopomy mpuiaraercsi OJaHK 3aKasa.

Ecmu TIponasen (Seller) wiu IMocraBuuk (Supplier) ToBapa B cOCTOSIHUM BBIMIOJHHUTH 3aKas,
on moceutaet Ilokymartemo (Buyer) moarBepskaeHue 3akaza (order acknowledgement, or
confirmation), kotopoe yarie Bcero mpeacTaBiseT codoi komuto 3akasza (order copy, or duplicate),
noanucannyto [Tpomasiiom. OOBIYHO MOATBEPKACHUE 3aKa3a MPUIIAraeTCs K COMPOBOIUTEILHOMY
UCBbMY, B KoTOopoM IIpomaBert BbipaskaeT 06JaroJapHOCTh 3a 3aKa3, a Takke coobmraer [Tokynareto
0 TeX WJIM UHBIX H3MEHEHHUAX (M3MEHEHUH 1I€H, CPOKOB TIOCTABKH U T. II.).

Ecmu Ilpomasen, nmub6o IloctaBmmk ToBapa Mo KakKUM-IMOO MPUYMHAM HE B COCTOSHUU
BBHIIIOJHUTH 3aKa3, OH JH00 OTKasbiBaeTcs oT 3akasza (to refuse (to reject, to decline) the order),
aubo mpejiaraeT ajekBaTHyo 3aMeny (substitute) ToBapy, KOTOpOro HET B HATHUYHH.

3aka3bl ObIBAIOT:

trial order - npoOHBIif 3aKa3

firm order - TBepapIi 3aKka3

standing order - mocTosiHHBIIH 3aKa3

inicial order - mepBoHaYanbHBIN 3aKa3
follow-up order - mocienyromnuii 3aka3
Merchandise on call - ToBap mo TpeboBanmI0
advance order - mpeaBapUTEIbHBIN 3aKa3
bulk order - onroBsIif 3aka3

A A o b

repeat order - MOBTOPHBIH/ MHOTOKPATHBIH 3aKa3
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Tabmuma 16
«Sample of Order (O6pa3ern 3akaza)»

Men’s Clothes Dealers Ltd
142 South Road
Sheffield S20 4HL
England
21th March, 2016
Dear Sirs,

Qur Order for Silk Shirts
In response to your letter of 17th March, we thank you for sending us your catalogues of men's silk
shirts. We are sure there will be a great demand for them in Chine.
We are enclosing our Order No. 144, and would ask you to return its duplicate to us, duly signed,
as an acknowledgement.

Yours faithfully,
Vladimyr Smurov
Export-Import Manager

Enc. Order No. 142

Tabmuma 17
«Blank Order (O6pa3zer 61anka 3akaza)»

ORDER No. 142
(please refer to this number
on all correspondence)

Men's Clothes Dealers Ltd.
142 South Road
Sheffield S20 4HL
England
21th March, 2016
Please supply 400 men's silk shirts in the colours and sizes (collar) specified below:

Size Colour Quantity
14 white 70

14 blue 30

15 white 70

15 blue 30

16 white 70

16 blue 30

17 white 70

17 blue 30
Price: $10.53 each (total — $4212)
Delivery: air freight, CIF Kiev
Payment: letter of credit

Packing: standard

p.p. Chief Buyer
Vysteria Ltd.

Please send us the copy of this order, duly signed, as an acknowledgement.
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Tabnuma 18
«Sample of Acknowledgement (O0pa3er moATBEpKACHUS 3aKa3a)»

Vysteria Ltd.
P.O.Box 82
Pekin 253206
Chine

28th March, 2016
Ref: Order #142 of 21th March, 2016
Dear Sirs,
Thank you for your letter of 21th March, 2016. We are pleased to acknowledge your order for 400
men's silk shirts and enclose the copy of it, duly signed, as requested.
Delivery will be made immediately on opening a letter of credit with our bank for the amount of
$4212.
We hope our shirts will be in great demand in Ukraine and you will be able to place large orders
with us in the future.

Yours faithfully,

Alfred Smithers
Sales Manager

Kanme n BBIPAaKCHUSA IMUCEM-3aKa30B:

— In reply (response) to your letter (fax) of (dated) ... , we thank you for ... — B oTBer Ha
Bamre nmucemo (¢akc) ot ..., Mb1 6maromapum Bac 3a...

— We are pleased to enclose our Order No. ... — VMeem ymOBOJBCTBHE MPHIOKHUTH K
JAHHOMY IMHCbMY Haml 3aka3 Ne...

— We enclose (are enclosing) our order for ... — MpsI npuiaraem Haiil 3aKa3 Ha...

— We accept your offer and have pleasure in placing an order with you for ... — Mgp1

npuHuMaeM Barie npeokeHue 1 UMeeM yI0BOJbCTBUE pa3MeCTUTh y Bac 3aka3 Ha ...

Please confirm that you can supply... — IIpocum moarBepanuTh, 4T0 Bl MOXKETE IOCTABUTH ...

— Please send the copy of this order to us, duly signed, as an acknowledgement. — B
KauCCTBC MOATBCPKACHUS 3aKa3a IPOCUM BBICJIATh HAM IMMOAININCAHHYTO Bamu konmro 3akasa.

— Please supply/send us ... — [Tpocum mOCTaBUTH ...

Kinine n BpIpakeHusi NceM-NOATBEPKACHUI 3aKA30B:

— Thank you very much for your order No ... of (dated) ... — brnarogapum Bac 3a Bamr 3aka3
N... 0T ...

—As requested we enclose (are enclosing) the copy of your order, duly signed, as an
acknowledgement. — Kax Bsl mpocwim, Mbl TpuiiaraeM KOIHIO 3aKa3a, NOANMCAHHYI0 HAMH, KakK
noaTBepkaeHue Bamiero 3akasa.

— We confirm that delivery will be made by ... — Mg noaTBepkaem, 4To moctaBka OymeT
MPOU3BEJICHA K ... (TaKOM-TO Aare).

— We hope that you will have a good turnover, and that we will be dealing with your
company in the future. — Hageemcs, uro Bel OymeTe uMeTh XOpoImnii 000pPOT, U MbI OyaeM
COTpYJIHHMYATH C Baieil koMmaHnuen u B ajbHEHIIEM.

— Delivery will be made in confirmity (accordance) with your instructions. — ITocTtaBka
OyzeT mpousBeieHa B COOTBETCTBUU ¢ Bammmu HHCTPYKIMAMHU.

Kanme n BBIPAKCHUSA, HCITIOJb3yEeMbI€ IPHU OTKJIOHCHUU 3aKa30B:
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— We are sorry (we regret) to let you know (to inform you) that we cannot execute your order
because of (through) ... K coxanenuio BeIHYKAEHBI COOOIINUTH BaM, 4TO MBI HE MOKEM BBIMOJIHUTH
Bam 3aka3 no npuyuHe ...

— The goods you ordered are no longer available. — ToBapa, kotopsiii Bl 3aka3aimu,
0OJIBIIIE B HAIUYHUU HE UMEETCH.

— We can offer you a substitute. — Moxem nipetoxkuts Bam 3ameny.
Practice Exercises:
Ex. 2.4.1. Match the two colums.

1. trial order a) The customer places one order for a certain quantity of goods to
be delivered at regular intervals, e.g. 500 kg of coffee on the first day of
each month.

2. firm order b) The second order placed with a company.

3. standing order C) The customer orders a small quantity of goods to test the quality.

4. initial order d) The customer commits himself to buying the goods. The type of
order may have a fixed delivery date.

5. follow-up order e) The first order placed with a company.

6. merchandise on call | f) The customer orders the goods a long time before he needs them
or a long time before they are available.

7. advance order 2) The customer orders the goods in large quantities.

8. bulk order h) The customer orders exactly the same goods as before.

9. repeat order 1) The customer places one order for a quantity of goods which he
has delivered in parts as and when he needs them.

1 2 3 4 5 6 7 8 9

Ex. 2.4.2. You want to buy 200 men’s suits from an English company. Write an order
letter and an order form:

— noctaBka Ha ycnoBusix CIF, Onecca;

— 1ieHa 60,7 GpyHTOB 3a €IMHUITY TOBApA;

— IBET: YEPHBII, CEpbId U CUHUM;

— pa3mepsl: L u XL;

— (Qopma orutara: myTeM OTKPBITUSI aKKPEAUTHBA.

Ex. 2.4.3. Rewrite the orders in the form of tables.

1) We have examined your samples and would like to place the following order: 200 yards of
silk, pink color, catalogue ref. No. C1562, at the price of £45 per yard; 250 yards of silk, emerald
color, catalogue ref. No. C1387, at the price of £36 per yard; 150 yards of cotton, «Magnolia» color,
catalogue ref. No. E3597, at the price of £10 per yard; 210 yards of cotton, «Spring flowers» color,
catalogue ref. No. G8916, at the price of £7 per yard.

2) We urgently require 100 bags of Arabica Coffee, type BS, at the price of £23.50, per cwt.,
150 bags of Robusta Coffee, type A47, at the price of £26.25 per cwt., 50 bags of Mocco Coffee,
type K6, at the price of £28.00 per cwt., 300 bags of Costa Rica Coffee, type M2, at the price of
£31.50 per cwt.

3) Please deliver as soon as possible Orange Marmalade quality A2 in 1 1b jars, in the quantity
of 15,000, at the price of £3.50 each; Pineapple Jam quality T6 in 1 1b jars, in the quantity of
10,000, at the price of £5.00 each; Cherry Marmalade quality S1 in 1 Ib jars, in the quantity of
15,000, at the price of £4.50 each; Apple Jam quality BS in 1 1b jars, in the quantity of 10,000 at the
price of £3.00 each.
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2.5. A Letter of Complaint (Ilmcbmo-pexamanms)

B nenoBoii mpakTHKEe OCHOBHBIMH INPHYMHAMH OTIpaBKU THceM, pekinamarmid (letters of
complaint, claim letters) sieistorcst crneayrorme:

— HeponocTaBka ToBapa (Short-delivery, short-shipment);

— IOCTaBKa HeJOOPOKaUYEeCTBEHHBIX TOBAPOB JTMOO HE TE€X TOBAPOB, KOTOPbIE OBLIN 3aKa3aHBbI
(substandard or wrong goods);

— 3ajaepxku B moctaBke (delays in delivery);

— OTIpaBKa Mo HenpaBmwibHOMY ajapecy (misdirection and errors in addressing);

— noBpexkacHus ToBapa (damages of goods);

— npowusBozacTBeHHbIe AedekTsl (Manufacturing defects), oOHapyeHHBIE IPU KCILTyaTaAUH
obopynoBanus (equipment operating).

HCCMOTpH Ha pasapaX€HUC, KOTOPOC MOKCT BOSHUKHYTE Yy IIOKYIIaTCJIA (3a1<astn/11<a) B CBsI3U

C BO3HUKIIUMH TpOOIEeMaMu, B MHUCbME-PEKIAMAllUd €My CIEAyeT KaK MOXHO SICHEee H3JIOKHUTh
CYTb ATHX IIPOOJIEM U MPEVIOKUTH CBOU MMYTH UX PELICHUSI.

OcoObli TakT cieAyeT coOJIoAaTh B OTBETE HA IMHCHMO-PEKJIaMAIlMI0 W B PEIICHUU
U3J0XKEeHHBIX B Hem mpoOnem (in handling complaints). Ecim sxamoba wim npereH3us Obuia
00OCHOBaHHOM, TO KpOM€ M3BUHEHHH HEOOXOIMMO MOAPOOHO HAmMMCaTh, KaKUe MEpbl OyayT TPUHSTHI
IUISL TOTO, YTOOBI MCIPABUTh OIUIOMIHOCTh. Eciym xkanoba wny mpereH3ust Obia HEOOOCHOBAHHOM, TO
HE0OXO0AMMO TOAPOOHO M3JIOXKUTH CBOH JOBOJIBI U MIPEIUIOKHUTh ITYTH PEIICHUSI BO3HUKIINX MTPOOIIEM.

Ta6muma 19
«Sample of Letter of Complaint (OGpa3er nmucbMa-peKiiaMaIiim )»

Men’s Clothes Dealers Ltd.
142 South Road
Sheffield S20 4HD
England
18™ April, 2016
Ref: Our Order #142 of 21th March, 2016

Dear Sirs,

Thank you for your delivery of men’s silk shirts, which we ordered on 21th March, 2016. At the
same time we would like to draw your attention to the following.

After examination of the shirts we discovered some manufacturing defects:

— there are oil stains on 12 shirts;

— the color of buttons of 5 shirts does not match the color of these shirts;

— one shirt is in a different style.

We are returning defective shirts by separate mail, carriage forward, and would ask you to replace
them by shirts in the colors and sizes specified below:

Size Color Quantity
15 white 9
17 white 1
14 blue 6
16 blue 2

We would appreciate a prompt reply.
Yours faithfully,

Vladimir Smurov
Export-Import Manager
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Tabmuma 20
«Sample of Answer (OOpa3ert oTBeTa)»

Vysteria Ltd.
P.O. Box 82
Bankok 253206
Chine
21% April, 2016
Ref: Our Order #142 of 21th March, 2016
Dear Sirs,
Your letter of 18th April, 2016, was duly noted. The shirts you returned us are indeed defective. We
have to admit that these defects were overlooked by our controller and offer apologies for the
oversight.
We are sending you new shirts as a replacement this week by air, carriage paid, and would ask you
to confirm their receipt by fax.
If any other problems arise, please do not hesitate to contact us in the shortest possible time.
Yours faithfully,
Jack Brown
Claims Department

Kiuuie u BoIpaskeHus: MUceM-peKaaManmii:

— We would like (have) to remind you that ... — Mgb1 xoTenu Obl (BBIHYX/ICHBI) HATOMHUTH
Bawm, gto0 ...

— We wish to draw your attention to the fact that... — Mb1 xoTum o6patuTh Bamie BHHMaHKE
Ha TOT (haKT, 4ToO ...

— We are disappointed to find that the quality of the equipment (goods) you supplied does
not meet (comply with, satisfy, match) the requirements of...

— K coxanmenuro Mpl OOHApYKUJIH, 4TO 00OpyAOBaHHE (TOBaphl), KOTOphIe BBl mocTaBumim
HaM, HE YIOBJIETBOPSIOT TPEOOBAHUSIM ...

— To prove our statement we enclose (are enclosing) ... — B moarBepkacHUE HAIIEro
3a4BJICHUA MBI IIpUJIaracMm ...

— The delay in delivery is causing us great unconvenience, as... — 3ajep)KKa B IIOCTaBKe
MPUBOAUT K OOJBIINM HEYA00CTBAaM, IIOCKOJIBKY ...

— We find it necessary to note... — Cuntaem HEOOXOAUMBIM OTMETHTb...

— We are returning... and would askyou to replace..— Bo3sppamaem Bawm ... u mpocum
3aMCHHUTD ...

— So far we have received no reply... — JIo cux HOp MbI HE ITOJYYHIH OTBETA...

— Four containers in the consignment were found to be damaged — Yetbipe konteitHepa B
MapTUH OKa3aJIMCh MOBPEKIACHHBIMU.

— We duly informed you about the breakdown of the equipment. — Mgl gomKHBIM 00pazom
npouH(popmupoBaiu Bac o BeIxojie U3 cTposi 000pyL0BaHHUS.

—At present your failure to deliver the goods greatly worries us. — B HacTositiiee Bpemst Mbl
KpaifHe 00ECTIOKOCHBI TeM, YTO BBl HE MOXKETE MOCTaBUTh TOBAP.

— When we installed the equipment, we found that it was faulty. — Koraga mMbr ycranoBuiu
o0opynoBanue, To OOHAPYKHUIIH, YTO OHO HE paboTaer.

— When we examined the goods, it turned out that ... — TTocie ocMoTpa TOBapa 0kas3anoch,
qTo ...

Kinuie u BbIpa:keHHsi 0TBETOB HA KAJ100bI U IPETEH3UM:
— We have carefully studiedyour claims... — MpI BHEMATEIbHO H3yYHIi Bali mpeTeH3u ...
— You were right to let us know about... — ITpaBuaBHO cieNaIH, YTO COOOIIUIHA HAM O ...
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— You are perfectly correct in saying that... — BbI coBepItieHHO MTpaBbl B TOM, YTO ...

—After investigating your complaint, we have to admit that... — Ilocne u3yuenus Bameit
’KaI100BI MBI BBIHYXXACHBI IIPU3HATh, YTO ...

— We can assure you that... — Moskem 3aBeputh Bac B ToM, 4TO ...

— Step are being taken immediately to avoid such mistakes in future. — MpbI HeMemIEHHO
IIPUMEM MEpBI 7Sl TOT0, YTOOBI U30eXkKaTh MOJOOHBIX OIIMOOK B OyIyIIeM.

— Please accept our apologies for... — [TpumMuTe HaIM U3BUHEHHUS 3a...
— We apologize for ... — IIpocum mpoieHwus 3a ...
— A replacement for the substandard goods will be delivered next week. — 3amena

HeZ00pOKaYeCTBEHHOMY TOBapy OYJeT IMOCTaBJIeHa Ha CIeAYIolei Heslee.

— We would ask you to return the faulty equipment at your come nience, carriage forward.—
ITpocum Bac Bo3BpaTuth HaM OpakoBaHHOE 000pyaOBaHKE B yA0OHOE At Bac Bpewmst, 6e3 omiaTsl
nepegosKil.

— May we remind you, however, that... —B To)xxe Bpems, Mbl XxoTenu Obl HAMOMHHUTH Bam,
qT1o0 ...

— However we hope you will also try to see our point of view. — OaHako HaM XOTEIOCh ObI
H3JI0XKUTH TAKKC CBOIO TOYKY 3PCHUA.

— We regret that we cannot exchange... since... — K coxaneHuto Mbl HE MOKEM 3aMEHUTH ...,
MTOCKOIIBKY ...
— We regret to inform you that we cannot accept your claim because of... — K coxkanenuro

BBIHY/ICHBI COOOILIUTH, YTO MBI HE MOKEM MPUHSTH Balily npeTeH3uto, oCKOJIbKY ...

— We would like to inform you that the delay in delivery occurea through no fault of ours. —
MBpl 651 X0TenH coodumTh Bam, 4To 3a7epikka B OCTaBKE MPOM30IILIA HE [0 HAIlIeH BUHE.

— It is not our fault that... — Do He Hama BuHA, YTO ...

— Needless to say that both our companies suffered unnecessary losses that hopefully will be
avoided in the future. — HeT HE0OX0AUMOCTH TOBOPUTH O TOM, YTO 00C HAIH KOMITAHUU [TOHECIIH
yOBITKH, KOTOPBIX MBI HaJileeMcs N30€XaTh B OyTyLIeM.

Practice Exercises:

Ex. 2.5.1. Write a letter from buyers saying that some articles are missing from a
delivery.

Ex. 2.5.2. As the suppliers, reply to the previous letter.

Ex. 2.5.3. Write a letter of complaint to a supplier using the ideas given below. You may
adapt and change them as you wish.

Wrong number of items delivered (you ordered 1,000 pieces but only 800 were delivered and
you need them urgently).

Mistake in the paperwork (there is also a mistake on the invoice).

Poor service (when you called to speak to someone about it, no one could find a record of
your order).

This is not the first time you have had problems like this.

Include what action you want the other person to take (to deal with the matter urgently, to
send the correct items, to replace the goods, to give a refund, to do the job properly, etc.).

When you finish, work with a partner. Check each other’s grammar, spelling,
punctuation and style.
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2.6. A Letter of Congratulation (Ilo3npasJienue)
Kak npaBuUiIbHO COCTaBUTH 1103paABIECHUE?
MBI nipeiaraeM CIeIyroIIyo CXeMy:
1. ITo3npaBbTe anpecata ¢ COOBITHEM, IO TOBOAY KOTOPOro BbI HampaBiseTe mo3apaBiieHUe.
2. Vxaxure, oTKyaa Bl y3Hanu 00 3ToM coObITHH.

3. IloguepkHute, uro Bam wM3BecTHO, KaK MHOTO MNPHUILIOCH paboOTaTh ajpecary, 4TOOBI
NOOUTHCS TAKUX PE3yJIbTaTOB.

4. TlouHnTepecyiTech TUIaHAMU Ha OyayIee.
5. Ilpurnacute Ha BCTpeyy.
IMo3apaB/ieHue MOKHO HAYATH CO CJaeayomux ¢pas:

- It was a great pleasure to learn about (your appointment, success, etc.) — Bsuio
Ype3BbIYaiHO NPUATHO y3HaTh O (BamieM HazHaueHuM, ycrnexe u T.11.)

- May we express our best wishes. — Pa3pemuTe BbIpa3uTh HAlllM HAWTYYILUE [TOKEITAHNUS.

- We would like to express the very best wishes. — Mbl XOTHM BBIpa3UTh HAIIN CaMBbIE JIYUIINE
HOXKETTAHHS.

- We think that you deserve this reward. — MsI cuntaem, uro Bel 3acimy:kuBaeTe 3Ty Harpanuy.

- We would like to say that we are so happy to learn the news about ... — Xogercs oTmMeTHTB,
YTO MBI C paJOCTbIO Y3HAJIHA O ...

- We were so delighted to read in the local newspaper that you had received ... — Ham Gb110
OYEHb MPUATHO Y3HATh U3 MECTHOMU ra3eThl, YTO BbI MOTy4nIIu ...

- We want to express our pleasure on hearing of your ... — Msl XOTUM BBIpa3uTh PajoCTh,
y3HaB o Bamewm ....

- May we congratulate you on ... — Pa3spemute no3apaButh Bac ¢ ...

- We were so pleased to hear about your (promotion, success, etc.) — bbuio o4eHb IPUATHO
y3HaTh 0 Bamiem (TOBBIICHUH, YCTIEXE | T.I1.)

- We are so glad that you ... — MsI Tak pajpl, 4to BEL...

Congratulations to Tom Henderson and Emily Bennett and to all the kiddies. We must say
that the tree looked wonderful. Well done for all your hard work. (from the NEWSLETTER)

Tab6muma 21
«Sample of the Letter of Congratulation (O6pa3er mo3apaBieHus)»

Dear Patrick,

With sincere gratitude for the many years of devoted service, your colleagues wish you many years
of happy and healthy retirement.

Your many friends and associates are going to miss you. However, we are glad that you now have
the opportunity to do some of the things you have long planned. We hope that you will keep us
informed about your activities.

You have been a very valued employee and will always be welcomed at our company.
Yours sincerely,

Simon God
Director
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Practice Exercises:
Ex. 2.6.1. Write a letter of congratulation on the appointment of your patner.

2.7. A Letter of Condolence (Co6o.ie3H0BaHueE)

[TuceMa-cobone3HOBaHUST TUCATh OYCHb TPYIHO, TaK KAaK COBCEM HEIIETKO HAWTHU CJIOBa,
YTOOBI BBIPA3UTh UCKPEHHE CBOU YYBCTBA.

IIpu HanMcaHUM TaKUX MHCEM MOKHO MCII0Jb30BaTh cieayouye (ppaspl:

- Please accept the expression of our deepest sympathy. — IIpumure Hamie riyOouaiiiiee
COYYBCTBHE.

- We were grieved to hear of the sudden death of... — MpbI 6bUIH TITYOOKO OTI€YaIeHBI, Y3HAB O
BHE3AaTHON CMEPTH ...

- It was a shock to learn the sad news of ... — MbI ObLITH OIIIETOMIIEHBI, Y3HAB O ...
- We would like to express our sympathy ... — Ml XOTHM BBIpa3UTh HAIIH COOOIC3HOBAHHUA ...

- Please convey our sympathy to her family. — ITpocum mepenars Haire co00Je3HOBAHUE €€
CCMbC.

- We have been devastated by the terrible news. — MbI ObuUTM OTPSICEHBI 3THM Y)KACHBIM
U3BECTHEM.

Tabmuma 22
«A Sample of the Letter of Condolence (IIpumep nuceMa - coO00JI€3HOBAHUS )»

Dear Rachel,

I was shocked to hear of your mother's death. You must have been devastated by this terrible news.
She was such an enthusiastic and energetic person. She always radiated kindness and sincerity. We
thought she would survive us all. She was an outstanding personality. | cannot imagine your family
without her.

If you need some company in the week ahead, please consider my house open at any time of the day
or night. If you need practical help with anything, you have only to ask.

My condolences, and my sympathy. At a time like this, words simply cannot express my feelings.
Sincerely,

Jo

Practice Exercises:

Ex. 2.7.1. Write a letter of Condolence, expressing you sympathy to your partner on a
sad event in his life.

2.8. E-mail (Qi1ekTpoHHOE cCO001ICeHNE)

DneKTpoHHOE coobiieHne (e-mail) mumercs B creuanbHbIX MporpamMmax. B manky BXxoasr
CIIEYIOIIME 3JIEMEHTHI: aJpec OTHpPaBUTENs (MOSABISETCS aBTOMATHYECKH); aJpec Moiydarens
(TomKeH yKasbIBaTbcs OO0S3aTENbHO); ajapeca JHI, KOTOPbIM OTIPABISIOTCS KOMHU ITHCHMA;
yKazaHue Ha TeMmy cooOmieHus. J[ara ykaspIBaeTcs mporpaMMoi aBromatudecku. Jlamee ciemyet
TEKCT IIUCbMA U MOATHNCH.

Ctunp TEKCTa MeEHee Oq)I/II_[I/IaJ'IeH o CpaBHCHHUIO C [OCJIIOBBIM IIMCbMOM, a IIpaBUJId
oopMIIEHUS — MEHEE CTPOTHE.
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Tabnuna 23
«A Sample of E-mail (IIpumep 31€KTpOHHOTO COOOIICHNS)»

To: bob_jones@isp.co.uk

From: fred@BFM.co.uk

Cc:

Subiject: fulfilling your order

Thanks for your e-mail of April 26. I’m sorry, but we can’t fulfill your order by May 15. We’ll need
two more weeks to finish producing the last lot.
I see you haven’t paid the invoice yet. We won’t be able to deliver until you pay. Please deal with it

a.s.a.p.
Best wishes
Netiquette
1. Don’t type everything in capitals. (People may think you are shouting!)
2. Use «smiles» when you want to give a nuance.
3. Limit line length to 65-70 characters.
4. Think carefully about what you write — it is written record, not a telephone call!
5. Don’t waste bandwidth — what you write should be to-the-point.
6. Warn the recipient if you want to attach a large file.
7. Write descriptive subject lines so the receiver knows what to expect.
8.  When replying, don’t quote back the whole message — delete the excess.

9.  When forwarding a message, put any comments you have on the top.

10. Don’t overuse acronyms, smiles, internet expressions — not everyone will know what you
are talking about.

11. Use a spell checker or be sure of your spelling.

12. Read through your e-mail before sending it — it may be informal but you still have to be
clear and concise.

Practice Exercises:
Ex. 2.8.1. Complete the sentences with the e-mail terms below.

1) My address is Woods@hotmail.com, that’s W 0-0-d-s
hotmail -com.

2) I need my to add/ remove/ amend e-mail addresses.

3) My is where my incoming messages are stored.

4)If 1 a message it goes to another person.

5) With « » I can write a new letter.

6) If I press I connect with the Internet.

7) Ilook at to see what messages [ have sent.

8) Before being sent across the Internet, my messages are stored in the
9) I need to send an answer to that message, so I’ll use .
10) I’ll have to finish that e-mail later, that’s why I 1 store it in

a) inbox;

b) outbox;

c) sentitems;

d) new msg/ new mail/ compose;
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e) reply;

f) forward;

g) address book;

h) send/ send & receive;
1) deleted items;

j)  drafts.

Ex. 2.8.2. Read the e-mail exchange and put two words into each gap.

1) Kate, I've attached the sales figures for Q3, as requested. You’ll see that we’re up
6%! Things are really taking off in Central Europe. By the way, are you going to the conference?

(Kate has used the ‘Reply’ button so she include the text of the e-mail she received.)

-Kate, I’ve attached the sales figures for Q3, as requested. Sorry, Peter, you forgot to send
1 .Canyousend it again?

-You’ll see that we’re up 6%! Things are really taking off in Central Europe. Great news. Do
2 6% increase for the quarter or for the whole year?

-By the way, are you going to the conference? 3 ? The sales conference in Istanbul next
month or the International Plastics Convention in Slough?

2) Sorry about that, Kate. Here it is again. Let 4 if you get it. I meant 6% for the quarter!
Head Office is very pleased. What do you mean «Which conference?» I was talking about the sales
conference, of course. Butare 5 it’s in Istanbul?

3) Okay, I've got the attachment this time. But you’ll never believe it — I can’t 6 ! Can
you check that you saved it properly? I thought the conference was in Istanbul, but Imay 7 . TI’ll
check and get back 8 . Anyway, I can’t go this year — Cathy is going instead.

If it has been too difficult, here are all the words you need:
a)  attachment;

b)  know;
c) the;

d) be;

e) me

f)  which;
g)  sure;
h) to;

1)  wrong;
j)  conference;

k)  mean;

) you(x3);
m) it;

n) open.

Ex. 2.8.3. Read the e-mail correspondence and put one word into each gap.

I’ve written down some thoughts about the Beta project —it’s 1 as a Word doc. I'm
circulating it to all line managers. 2 me know what you think.

I’m afraid you 3  to send the attachment. Can yousend it 4 ?
There’s a couple of things I’d like you to focus on. First is the timing.
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I’m not sure what you mean 5 «timing». The time before the project starts, or the time
the project will actually take once it’s started?

Then there’s the question of marketing costs.

I know Daniel produced some detailed figures on this some time ago. Have you 6 to
him?

Finally, feasibility.

I don’t understand this 7 . Can you explain in a little more 8§ ?
I’d like your comments by the end of next week atthe 9

Okay, I’ll try to getthem 10 to you by then.

One last thing — I think you need to copy Lila on her 11 . Imaybe 12 , butI think
she’s now involved from the Latin America end.

Ex. 2.8.4. Sort out the sentences so as to get three e-mails.

1) We have checked our files and they show that you didn’t renew your maintenance contract
last year.

2) We’re having our company meeting in two days, and I will let you know what progress we
make.

3) Please check your records re the invoice sent to me on July 15th.

4) There seems to be a mistake in the amounts charged for the freight.

5) It appears that you didn’t follow the manufacturer’s instructions.

6) Meanwhile fax me the documentation to review.

7) It was great seeing you in Paris!

8) Please e-mail me your findings.

9) Unfortunately this means that you won’t be able to claim for this repair.

10) Thanks for your e-mail.

11) Thanks so much for your help, and the terrific meal in Montmartre.

12) Sorry I took so long to reply.

13) Our Service Department will contact you soon to arrange a time for our engineers to visit.
14) I’'m afraid we cannot accept responsibility for the problems with your machine.
15) Please get in touch again if you need more information.

16) I think it’s a computer error.

2.9. Fax (®akc)

dakc (fax) moxox Ha JENOBOE MUCHMO, HO odopmisieTcs Ooiiee KpaTko U cBoOoaHo. OH
MOJKET OBITh Hale4yaTaH Ha (UPMEHHOM OJaHKe, COIep)KalleM PEKBU3WUTHI KOMITaHWH. B mramke
YKa3bIBalOTC HOMEpa (paKkCoB U UMEHA COCTABHUTEIS U aapecara, AaTa, TeMa, KOJTHYECTBO CTPAHHUII,
BKJTIOYAs IEPBYIO (cover sheet).

JlommyckaeTcst He HCHOIb30BaTh NMPHUBETCTBEHHYIO (pa3y, T.K. UMS IOIydaTess yKa3aHO B
manke Qaxca. Jlanee ciemyer TEKCT COOOLIEHMs, 3aKIIOUUTENbHAs (hpa3a BEKIMBOCTH U OJIOK
noAnucH. SI3bIk akca yacTo MeHee O(UIMAIBHBIN, HO BCETIa

HY)KHO YYUTBIBATh CUTYALIUIO OOIIEHUSI.
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Tab6muna 24
«A Sample of Fax (ITpumep ¢akca)»

Handenbergstr. 19, 10623 Berlin
N OV E D I A media solutions Tel. no.: ++49(0 30) 31 18 89 19

Fax no. ++49(0 30) 31 18 89 19

Tabnuna 25
«A Sample of Fax (ITpumep ¢akca)»
To: Manfred Muller From: Julian Kroll
Company: LogCom GmbH Department: Marketing
Fax no: (030) 22 12 1-18 Fax no.: 3118 89-19
Date: 14 May 20-- Fax no.: 8 (including cover sheet)

Dear Mr. Mdller/

Thank you for your interest in our company.
Attached you will find a copy of our company’s brochure which shows our range of services.
Mr. Kittler (31 18 89-10) would be glad to provide any further information you may

require.
Sincerely,

J Kroll
Julian Kroll

If you have trouble receiving this fax please ring (030) 31 18 89-0or send this fax to (030)
3118-89-0.Thank you!

Practice Exercises:
Ex. 2.9.1. Task 7. Fill in the gaps in the fax with the words and phrases below.
FAX TRANSMISSION

From: 1 -5 Line Warehouse
2 Bill Phillips Attention 6
Fax no: 3 7 0) 717209
413
4 3 Jan. 2016 Number of pages 8
9

:10__ are arriving from Glasgow in 4 weeks. I have telexed 11
of payment and transportation 12 . Please prepare space for 13
14

a) Date;
b) Confirmation;
c) Kate Evans;
d) 1 (one);
e) To;
f) Sender;
g) (0)717 565903;
h) Dear Kate;
1) Consignment;
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j) Bestregards;

k) 160 units;

1) Costs;

m) Fax no.;

n) Tonnage Ltd., London.

Ex. 2.9.2. Put the parts of the fax in order and rewrite it with the correct layout.

a) ...the choice is much greater and I need to know the exact measurements that are asked for
on the bottom left side.

b) However I have done a bit of guesswork and am replying as best as I can.

c) VAT is payable in the EEC, unless you have a commercial TVA number.

d) In this case, could you please complete page 2 of the order form as...

e) Re: Fender

f) Date 03/11/20--

g) Best regards

h) The maximum overall length of a fender is 1,790mm.

1) Pages: 1

J) Unfortunately your fax was received with several blank areas.

k) To: Sally Hansen

1) The minimum inside width of a fender is 1,250mm.

m) From: Robin Grape

n) Once you fill in the details on the form, I can calculate exactly what you require.
o) Fax: 0608 70 85 88

p) The transport cost to Manchester is £250+VAT.

q) If the fender you require is greater than this, you will need to use the large order form.
r) It is still time to order for Christmas.

Ex. 2.9.3. Look at the texts from three faxes that contain easily confused words and
choose the correct or most appropriate words.

1) I am writing with (1) connection/ reference/ regarding to our telephone conversation this
morning about your order 7895LG. I must (2) regret/ apologize/ sorry for the delay in processing
this order. I can now confirm that the goods have been shipped and should (3) arrive/ reach/ deliver
you within 10 working days. We have taken special (4) care/ attention/ caution to make sure that
the items are exactly as you requested. Once again, please (5) take/ have/ accept our apologies. If
you have any further questions, do not (6) stop/ fail/ hesitate to contact me again.

2) I was (7) sorry/ unhappy/ afraid to hear about the damage to the products that you received
this morning. However, I am (8) afraid/ apologize/ regret that we cannot (9) accept/ except/ have
responsibility in this (10) topic/ material/ matter. All our products are (11) controlled/ checked/
looked very carefully before leaving the factory, and the damage in this case must have been caused
in transit. I (12) propose/ suggest/ tell that you contact the shipping company directly about possible
compensation. In the meantime, we can ship the same order to you again, if it would help. If you
give us a firm instruction to do so (13) until/ by/ within the next few days, it should reach you (14)
until/ by/ within the end of the month.

3) I am writing to you (15) affecting/ connecting/ concerning the meeting that we (16)
combined/ appointed/ arranged for this Friday. I am afraid something urgent has come up and I will
not be able to attend. Can we (17) cancel/ postpone/ schedule the meeting until next week? I can
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make any time Wednesday or Thursday. I apologize for any (18) disadvantage/ inconvenience/
unfortunate this may cause, and I (19) look forward/ wait/ anticipate to (20) hear/ hearing/ know
from you.

2.10. Banking Correspondence (bankosckasi Koppecnionaenumust)
Points to remember
1. The language of banking correspondence is formal, rather archaic but clear enough in meaning.

2. The layout and presentation of bank letters have very much in common with other types of
business letters.

3. The unique position of banks in the world of commerce makes the vocabulary and
phraseology of banking correspondence very specific.

4. Generally the names of most banks in the headings are given without any article.

For example: LLOYDS BANK
BARCLAYS BANK INTERNATIONAL,
LIMITED
MIDLAND BANK
AMERICAN NATIONAL BANK
5. Figures should be written in both figures and words.
For example: 10.575. 90 (ten thousand five hundred and seventy five pounds and ninety pence).

It is also normal practice to put to put only the pounds (dollars, ets.) in word and the pence
(cents, ets.) in figures only.

For example: 100.50 (one hundred pounds and 50 p).

The accepted vocabulary of letters written by banks is determined by various types of service
they provide.

List of set expressions:

- Please, debit (credit) our account with the sum of — IIpocum neGeToBaTh (KpPEIUTOBATH)
HAaIll CYET CYMMOM. . .;

- above transfer — BritreykazaHHbIii IEPEBO/T;

- to delay — 3agep:xuBarh;

- to advise — coo0mars;

- to effect payment — ocymiecTBIsATh MIaTex;

- principal — knueHr;

- proceeds — BbIpyuKa;

- under advise to Us — npu yBeJOMJICHHE HAC;

- value 1.12.15- cpokom BamotupoBanus 1.12.15;

- remittance — mepeBoj, prumecca;

- tocredit account value 6.3.16. — kpeaUTOBATh CUET CPOKOM BasIOTHpOBaHus 6.3.16;
- we will not fail to... — me1 HE 3amemIAM. . . ;

- credit advice (pl. advices) — kpeauToBOE aBU30;

- debit advice — oebemosoe asuzo;

- to discontinue payment — mproCcTaHOBHUTH ILIaTEXK; SYN .t0 Stop payment;

- to be authorized to do smth — GbITh YIIOJTHOMOYEHHBIM CIENIAThH YTO-JIHOO;
- our account with you — mam cuer y Bac;
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- infavour of (f/0) — B monb3y koro-nmm6o;

- upon (on) receipt — mo noayYCHUU;

- against receipt (goods) — npoTuB pacrnucku (ToBapa);
- prior payment — nmpeaBapuTeIbHAS OILIATA;
- payment order — raTe;xHOE MOPyYCHUE;

- to his order — (10) ero npukasy;

- incase of — B oTHOIIEHNH, YTO KacaeTcs;

- by order of — mo nopyuenuto;

- In cover of — B mokpsITHCE;

- Same — TaKOBOM, TaKOBBIC;

- beneficiary (payee) — nokymarenb,

- Instant(inst.) — cero mecsa;

- ultimo (ult.) nmpomwioro mecsia.

Practice Exercises:
Ex. 2.10.1. Read the following question and find the answers in the letter given below.
1. Who is the sender of this letter?
2. Who is the addressee of the letter?
3. When was the letter written?
4. What does the letter refer to?
5. Does the sender express an apology or a request?
6. What made the sender write this letter?
7. What does the sender request?
8. Why is the addressee’s reply so important for the sender?

BARCLAYS BANK INTERNATIONAL, LIMITED

XYS Bank, 5™ September, 20...

London

Ref.: Our Payment Order of...

For...in f/o Messrs....

Dear Sirs,

We are advised by our principals that the proceeds under our above transfer were credited to
the payee’s account only on Aug. 15

Kindly therefore, look into the matter and inform us of the reasons, if any, for such an
inordinate delay in effecting payment to enable us to advise our clients.

Yours faithfully,

BARCLAYS BANK INTERNATIONAL, LIMITED

Ex. 2.10.2. Translate into Russian the following extracts from letters making use of the list.
1. As soon as the payment is effected we shall not fail to inform you.

2. We ask you in future to indicate in your advice the sum of our remittance to which the
above credit advice refers so as to enable us to define the charges.

3. Referring to the above mentioned we ask you to credit our account with the amount of ...
being our cable charges in connection with your payment order.

4. With effect from 1% January will you please discontinue payments to the XYZ Bank
authorized in our letter of June 1*' last.
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5. We ask you to stop payment of our cheque No... drawn in favour of Messrs P. and D. as it
appears to have been lost in the post.

6. Kindly credit all sums received under £ 25 to our No 2 account. Please also transfer £ 500
from our current account to deposit account.

7. Please withhold payment of £ 500 deposit to Messrs. ... as the purchase of the equipment
concerned may not be made. We will advise you for any developments.

8. Kindly give us details of your credit entries for £ 23.10.7 and £ 123.17.6 on June 2" and
June 5" respectively, items for which we have received no credit advice from you.

Ex. 2.10.3. Translate into English the following extracts of letters making use of the list.

1. TIpocum neberoBatp Hai cueT cymMmmont 50 am. nomt. 10 meHToB.

2. B otBer Ha Bame nuceMo ot 25 cero mecsmna coobmaem Bam, UTo MBI HE mOTydnu
Bame ne6etoBoe aBu3o Ha 200 am. qoit.

3. IIpocum kpenutoBath Ham cdeT cymmon 100 am. gomn. ITo Tenerpady.

4. Tlo pacnopsiKeHHIO HAIIEToO KJIMEHTa Mbl 1eberoBanu Bam cyer cymmoii 60 a.m. 1o,
yBenomuB Bamr 6ank cpokom BamotupoBanus 06.03.16.

5. Tlpocum Bamr 6aHK YCKOPHTH OTBET OTHOCHUTEIHHO AATHI BBIIIJIATHI CyMMEI. .. B TIOJB3Y. ..

6. Ilo mopydeHwrio Hamiero KJIMEHTa MPOCHM Bac mepeBecTH ¢upmMe X CyMMY ... B
MOKPBITHE TOBapa U J1e0eToBaTh Halll cueT y Bac BhllieykazaHHON CyMMO# IpU YBEAOMIJIEHUH HAC.

7. TloarBepkmaeM moydeHue Bamiero muicbMa OoT 2 OKTSOpSI Cero Mecsiiia OTHOCHUTEIBHO
HaIero 1e6eToBOro aBu30 OT 27 neKaopsl.

8.  Cchurasch Ha Balle MUCHMO OT 2 CEHTSIOps cero roja, coodmaemM BaM, 4To Kak TOJBKO
MBI MTOJIY9MM HEOOXOIUMBIE TOKYMEHTHI, MBI HEMEIJICHHO BhINIJIEM Bam TakoBbIe.
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UNIT 3. CONTRACT. PAYMENT (KOHTPAKT. OIIJIATA)
3.1. Contract (KonTpakr)

After talks in Brighton Victor Petrenko has signed the contract between Continental
Equipment and TST Systems for the supply of process equipment. Here are some clauses of this

contract.

Brighton, England
April 10, 2016

bpaiiton, Anrnus

10 anpens, 2016 .

Tabauua 26

«Clauses of the Contracty

Continental Equipment Plc, Brighton, England,
hereinafter referred to as "the Seller", on the one
part, and TST Systems Ltd., Kiev, Ukraine,
hereinafter referred to as “The Buyer”, on the
other part, have concluded the present Contract
for the following:

1. Subject of the Contract

1.1. The Seller has sold arid the Buyer has
bought the machinery, equipment, materials, and
services ("Equipment") as listed in Appendix 1
being an integral part of this Contract.

2. Prices and Total Value of the Contract
2.1. The Total Contract Value is as following:
"Equipment and engineering

FOB UK. port +  documenmentation
£

Supervision, start-up and trai-ning
£

Spare and wear parts £

Freight £

Total price CIF Odessa £

Discount £

Total Contract Value £

2.2. The prices are understood to be CIF Odessa
including cost of packing, marking, loading on
board a ship, stowing and fastening the
equipment in the hold, and the cost of the
materials used for this purpose.

Kommanuss ~ Continental ~ Equipment  Plc,
bpaiitoH, AHrnus, B AajnbHEHIIEM HMEHyeMas
«ITponaBen», ¢ OMHOW CTOPOHBI, U KOMIIAHHUS
TCT Cucrem3 Jltn.,, KueB, Vkpauna, B
nanpHeiimem  «llokymarens», ¢ Apyroi
CTOpPOHBI, 3aKJIIOUWJIM HACTOSIIUN KOHTPAKT O
HIKECIIETYIOIIEM:

1. Ilpeomem xonmpaxma

1.1. TlpomaBen mpoman, a Ilokynarenp Kymun
MalIiHbl, 000pYAOBaHUE, MaTepUaIbl U YCIYI'H
(«ObopynoBanue»), TIePEUYHCIICHHBIE B
[Ipunoxenuu 1, KOTOpO€e SBIIICTCS
HEOThEeMJIEMOM YacThio HacTosiiero Konrpakra.

2. l{enwvl u oowasn cymma Konmpaxma

2.1. O6mast cymma KoHTpakTa cOCTaBIsET:
O6opynoBanre u TexHUKa Ha ycnoBusix FOB

(mopt BemukoOpuranun) + JOKyMEHTAITUS
£

ConpoBOXKIEHHE, MyCK u
nepcoHala £
3amacHele M HW3HANIMBaeMble
£

®paxT cynHa £
O6mass cymma Ha ycnoBusax CIF Opecca
£

Ckuaka £
O6mast cymma Konrpakra £
2.2. llens! cunrtarores Ha ycnoBusix CIF Opecca,
BKJIIOYass CTOMMOCTb YIAaKOBKH, MapKHPOBKH,
Norpy3kd Ha OoOpT Kopaldiisi, VYKIagKu U
KpEeIUICHUs B TpPIOME, a TakkKe CTOMMOCTb

MaTCpHaJIOB, UCIIOJIL3YCMBIX IJId 3THX ueneﬁ.

MMOATOTOBKA

neTanu




[Iponomxkenne Tadm.. 26

«Clauses of the Contracty

2.3. The prices are firm for the duration of the
Contract and shall not be subject to any revision
except on account of any mutual agreed changes
or modifications to equipment specification
and/or quantities listed in Appendix 1 to this
Contract.

3. Time of Delivery

3.1. The equipment specified in Appendix 1 of
the present Contract is to be delivered within
two (2) months from the date of opening the
Letter of Credit specified in Clause 4.1 of this
Contract.

3.2. The delivery date is understood to be the
date of the clean Bill of Lading issued in the
name of the Buyer, destination Odessa port of
Ukraine.

4. Terms of Payment

4.1. Within thirty (30) days from the date of
signing this Contract, the Buyer is to open in
favour of the Seller an irrevocable confirmed
Letter of Credit with CityBank, London, for
hundred per cent (100%) of the total contract
value. The Letter of Credit is to be valid for
three (3) months.

4.2. Payment from this Letter of Credit at the
rate of hundred per cent (100%) of the total
contract value is to be effected in GB pounds
against the following shipping documents:

4.2.1. Original Bill of Lading issued in the name
of the Buyer, destination Odessa Port of
Ukraine.

4.2.2. Shipping Specification.
4.2.3. Certificate of Quality.
4.2 4. Certificate of Origin.

4.2.5. Packing List.
4.2.6. Insurance Policy.

5. Technical Documentation

5.1. Within five (5) days from the delivery date
the Seller shall send two (2) sets of the technical
documents as listed in

2.3. Ilewsl ocralTcd HEU3MCHHBIMH Ha
NPOTSDKEHUH BCETO CPOKA JCHWCTBUS KOHTPAKTa
U MOTYT OBITh MEPECMOTPEHBI TOJIBKO B CIIydae
B3aUMHO  COTJIACOBAaHHBIX  W3MEHEHHH B
cneuuukanuu Ha o00OpynOBaHHME JIMOO €ro
MOJTU(PUKAINH, a TAK)KE H3MCHEHUST KOJIHMYECTBA
€ro  COCTaBHBIX  4YacTeW, yKa3aHHOTO B
[Tpunoxenun 1 k HacTosimeMy KoHTpakry.

3. Cpok nocmasku

3.1.  OOopymoBanue, TEPEUYUCIEHHOE B
npuioxkeHun 1 k Hactosimiemy KoHTpakTy,
JOJKHO OBITh TIOCTABICHO B TEYCHUE ABYX (2)
MECSIIIEB C MOMEHTa OTKPBITHSI aKKpEAUTHBA,
ykazaHHoro B 11.4.1 nanHoro Konrpakra.

3.2. JlaToil mOCTaBKM OOOPY/IOBAaHHS CUUTAETCS
JaTa  BBIJAYM  YHMCTOTO  KOHOCAMEHTa ¢
ykazanueM wumMeHu [lokymatens W KOHEUHOTO
nopta Ha3HaueHus — Opnecca, YKpauHa.

4. Yenosus onnamot

4.1. B teuenue tpuanatu (30) mHEH ¢ MOMEHTa
nonnucanusi nanHoro Kontpakra I[lokymarens
noipkeH oTkpbITh B CityBank (Jlonmgon) Ha umst
IIpomaBua  G€30T3BIBHONM  MOATBEPKICHHBIN
akkpenuTuB Ha cTo mpoueHtoB (100%) ot
oOmeld  CyMMBI  KOHTpakTa. AKKpPEIUTUB
NIEHCTBUTEIICH B TeUeHUe Tpex (3) Mecsies.

4.2. Ilnatexx 1O [NaHHOMY aKKpEOUTHBY B
pasmepe cta mpoueHToB (100%) ot oOmiei
cymmbl KOHTpakTa mpou3BOAUTCS B AaHTITHICKUX
¢byHTax MOPOTHB NPEIOCTABICHUS CIETYIOIMINX
OTTPY30YHBIX IOKYMEHTOB:

4.2.1. OpurvHajla KOHOCAaMEHTAa, BBITUCAHHOTO
Ha ums [lokymarens, ¢ ykazaHHEM KOHEYHOTO
nopta HazHayeHUs: — Opecca (YkpaunHa).

4.2.2. OTrpy304HOii crienuUKaImm.

4.2.3. Ceptudukara Ka4ecTna.

4.2.4. CepTuduxara mporuCXO0KICHUS TOBAPA.
4.2.5. YIakoBOYHOIO JIUCTA.

4.2.6. CTpaxoBOro nojiuca.

5. Texnuueckas 0okymenmayus

5.1. B Teuenue msatu (5) mHEH C MOMEHTa
noctaBku [IpomaBen MODKEH BHICIATh B aapec
[Toxynarens nBa (2) 1 KOMIUICKTa

52




[Tponomxkenue Tabda. 26

«Clauses of the Contracty

Appendix 2 to the address of the Buyer.

5.2. All instructions on the drawings are to be in
English, with all the instructions contained in
Items 1,2,3, and 4 of

Appendix 2 translated into Russian.

6. Guarantee of the Quality of the Equipment.
6.1. The guarantee period is twelwe (12) months
from the date of the start-up of the equipment,
that is reflected in an appropriate Act signed by
the representatives of the Parties to the present
Contract, but not more than eighteen (18)
months from the date of delivery of the
equipment.

6.2. If the equipment proves to be defective or
faulty during the guarantee period, the Seller has
at its expence at the choice of both Parties either
to remedy the defects or to replace the faulty
equipment with the new equipment of good
quality which is to be delivered without delay to
the port of delivery.

7. Packing

7.1. The equipment is to be shipped in export
sea packing suitable for the type of equipment
delivered. Packing should also be suitable for
transshipment in transit and reasonable long
storage of the equipment.

7.2. Each container is not to exceed the
following dimensions:

length = 12,192 mm, width = 2,438 mm, height
= 2,438 mm.

7.3. The Seller is responsible to the Buyer for
any damage to the equipment resulting from

inadequate packing of the equipment.

8. Marking
8.1. All the containers are to be marked
on the three (3) sides. Each container should

TEXHUYECKUX JOKYMEHTOB, IEPEUYUCICHHBIX B
[Ipunoxenun 2.

5.2. Bce nosicHeHus1 Ha YepTexax JOJIKHBI OBITh
Ha aHIJIUHCKOM s3bIKe. JIOJDKHBI Takke OBITh
MPEIOCTABICHBl TEPEBOJIBI HA PYCCKUM SI3BIK
BCEX MOSCHEHHUI Ha YyepTekax, BXOJALIUX B IL.II.
1,2, 3 u 4 Ilpunoxenus 2.

6. l'apanmus kauecmea 060py008anuUs
6.1. 'apaHTHITHBIN CPOK COCTABIISIET IBEHAIATH

(12) mecsiieB ¢ MOMeHTa Iycka 000pyIOBaHUA,
9T0 (UKCHPYETCS B COOTBETCTBYIOUIEM AKTE,

noanuCaHHoM YIIOJHOMOYCHHBIMU
IPEICTABUTENISIMA ~ CTOPOH,  3aKJIFOYAIOIHMHU
Hacrosimuii  Kontpakt, HO He  Ooiee

BoceMHaaatu (18) MecsmeB ¢ gaThl MOCTaBKU
00opyToBaHuUs.

6.2. Ecniu obopynoBanue BBIWIET U3 CTPOS Ha
IPOTSDKEHUM TapaHTUWHOrO cpoka, I[Ipomaser
JIOJDKEH 3a CBOM CYET M 10 YCMOTPEHHIO 00enx
CTOPOH JINOO YCTPaHUTh BO3HUKILIUE JE()EKTHI,
au00  3aMEHMTh  BBIIIEAIIEE M3 CTPOS
o0opynoBaHue Ha  HOBOe  00OpyrOBaHHE
COOTBETCTBYIOILETO KAa4eCTBA, KOTOPOE TOJIKHO
ObITh 0e3 3aJepXKKH JIOCTaBJICHO B IOPT
Ha3HAYCHMSL.

7. Vnakoska

7.1. O6opynoBaHHE TOCTaBISETCS B MOPCKOM
SKCIOPTHOM YIMAaKOBKE, MpEeAHAa3HAYEHHOW IS
TPAHCIIOPTHPOBKKA  OOOPYAOBAaHUS  JTAHHOTO
TUMa. YMakoBKa JOJKHA  Takke  ObITh
MNPUTOJHON JUIsl TPAH3UTHBIX TMEPEBO30OK U JIA
XpaHeHus1 000PYAOBaHUS B TEUEHHE PA3yMHOIO
Cpoka.

7.2. Kaxnpli KOHTEHHEp MO pa3MepaM He
JOJKEH TIPEBBIIIATh CIEAYIOIMUX TrabapuToB:
nmaHa — 12 500 mMm, mmpuHa — 2 500 mwm,
BbicoTa — 2 500 MM.

7.3. IlpomaBenr Hecer mnepen Iloxynarenem
OTBETCTBCHHOCTH 3a .HIOGBIG HOBpe)K,Z[GHI/I}I
o0opymoBaHUS  H3-3a €0  HEMPaBWJIHHOU
YIaKOBKH.

8. Mapkuposxa
8.1. Bce KOHTEHHEPBI MAPKUPYIOTCS C
Tpex (3) cropon. Ha kaxxiom KoHTeHHEpe
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bear the following markings made in indelible
paint (in Russian and English):

Contract No.

Seller: Continental Equipment Pie (Address)
Buyer: TST Systems Ltd. (Address)

Railway Station of Destination: Kiev

Container No.:

Gross weight: ~ kgs

Net weight:  kgs

Case dimensions in cm (length x width x height)
8.2. If a case requires special handling it should
bear additional marks: "Fragile", "Top" or "This
side up", etc.

9. Shipping Instructions and Notifications

9.1. Within twenty-eight (24) hours after
shipment, the Seller is to inform the Buyer by
fax regarding the date of shipment, the Bill of
Lading number, number of containers, their
weight, the vessel name.

10. Insurance

10.1. The Seller is to take care of and cover
expenses for insurance of the equipment under
the Contract from the moment of its dispatch up
to the moment of its arrival at the port of
Odessa.

11. Sanctions

11.1. In the event of delay in delivery of the
equipment the Seller is to pay the Buyer a
penalty at the rate of 1,0% of the total contract
value for every week of delay. However, the
total amount of penalty for delay in delivery is
not to exceed 10% of the total contract value.

11.2. While calculating penalty for delay, the
amount of days comprising over half of a
calendar week is considered to be a full week.

JNOJKHBI ~ OBITh ~ HAaHECEHbl  HECMBIBAEMOM
KpacKo#l cienyronme Haamucu (Ha PYCCKOM U
AHTJIMICKOM SI3BIKAX):

KonTpaxT Ne

IIpooasey: Continental Equipment Pie (Axpec)
Ioxynamenw: TST Systems Ltd. (Anxpec)

K/o cranimsa vasHauenus: Kues

Konmeiinep Ne:

Bec opymmo: _ xr

Bec nemmo: _ xr

Pa3meps! kKoHTeliHEpa B ¢M ([yIMHA X ITUPHHA X
BBICOTA)

8.2. Ecnu koHTeitHep TpeOyeT CHeruaibHOTO
oOpaineHus, TO Ha HEM JIOJDKHA OBITh HAaHECEHA
JOTIOTHUTEIbHAs MAPKUPOBKA:!

«Xpynkuit», «Bepx» nnm «3xech Bepx» U T. 1.

9. Veeoomnenue 06 omepysxe

9.1. B teuenun nBamuatu yeThipex (24) dacos
nocie OTrpy3ku obopynoBanusi I[Ipomasent
noJbKeH cooommTth [lokymaTemrono dakcy gaty
OTTPY3KH, HOMEpP KOHOCAMEHTa, KOJIUYECTBO
KOHTCHHEPOB, X BEC, Ha3BaHHE CY/IHA.

10. Cmpaxosanue

10.1. TlponmaBenr mnpoOU3BOAMT CTPaXxOBaHUE
000py0BaHus, MOCTABISIEMOIO B COOTBETCTBUU
¢ HactoaummM KOHTpakToM, M MOKpHIBAaET BCE

CBSI3aHHBIE C ATHUM pacxoibl C MOMEHTa
OTIpy3KH OOOpYyJOBaHUS W /O MOMEHTa
npubbITHS ero B mopT Opeccsl.

11. Cankyuu

11.1. B cinydae 3amepXku B IIOCTaBKE

obopynosanust Ilponasen; m0JKeH BBIIATUTH
[Mokymarento meHo B pazmepe 1 % oT oOreit
cymmpl KoHTpakTa 3a KaXAyl0 HEAEIIO
3aJepKKHU B 1ocTaske. [Ipu aTom, obmas cymma
IICHM 3a 3aJIeP’KKY B IOCTaBKE 00OPYAOBaHUS HE
nowkHa npeBbimath 10 % oT olmel cyMMBI
KonTtpakra.

11.2. Ilpu pacuere mneHU 3a 3aAEPKKYy B
IoCTaBKe 00OpYyNOBaHMUSA KOJMYECTBO [JHEM,
IIPEBBILIAOIIEE HOJIOBUHY KaJeHJapHOU
HEJIENH, CUNTAETCS KaK MOJIHAs Heles
3a/1€PIKKH.
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12. Force Majeure

12.1. The Parties are released from their
responsibility for partial or complete non-
execution of their liabilities under the Contract
should this non-execution be caused by the force
majeure circumstances including, but not limited
to: fire, flood, earthquake, and if these
circumstances have had a direct damaging effect
on the execution of the present Contract.

12.2. The Party which is unable to fulfil its
obligations under this Contract is to inform the
other Perty within ten (10) days from the
beginning of force majeure circumstances.

13. Arbitration

13.1. The Seller and the Buyer will take all
possible measures to settle amicably any
disputes or differences which may arise out of
the present Contract or in connection with it.

13.2. If the Parties do not come to an agreement,
all the disputes and differences are to be
submitted for Arbitration in Stockholm, Sweden,
in accordance with the rules and regulations of
the Chamber of Commerce in Stockholm and
applying the substantive laws of Sweden.

14. Other Terms

14.1. The Seller upon written consent of the
Buyer shall be permitted to substitute equipment
of comparable quality and conforming to the
technical requirements for any item of
equipment that may not be available for one
reason or another.

14.2. Any changes, amendments or supplements
to the terms and conditions of this Contract shall
be valid only if set forth in a written document
duly signed by authorised

12. @opc-madicop

12.1. CropoHnsl 0CBOOOXK1Ar0TCSA oT
OTBETCTBEHHOCTH 3a MOJHOE JHO0 YacTHYHOE
HEBBIMOJIHEHHE  CBOMX  00s3aTeNbCTB IO
HacTosmeMy  KoHTpakry, eciu TakKoe
HEBBITIOJTHCHUE OBLIO BBI3BaHO dopc-
MaXOPHBIMH ~ OOCTOSITENILCTBAMH,  KOTOpPBIC
BKJIIOYAIOT, HO HE OrPAaHUYMBAIOTCS TaKUMHU
OpUYMHAMHE,  Kak  TOXap,  HaBOJHCHHE,
3eMJIETPSACEHNUE, U €ClIi JaHHbIe 00CTOSATENbCTBA
OKa3aJli  HEMOCPEJCTBEHHOE  BIUSHHE  Ha
BO3MO>KHOCTh BBITTOJIHEHUS 3TUX 00sI3aTENIbCTB.
12.2. CropoHa, KOTOpass HE MOYET BBIIIOJIHUTH
CBOMX 0053aTeILCTB o HACTOALEMY
Kontpakty, nomkna B TedeHue aecaru (10)
JTHEW Tociie Haydaja NeUCTBHS (Popc-MaKOPHBIX
00CTOATENLCTB  TTPOUH(POPMUPOBATH  APYTYIO
CTOPOHY 00 MX HAITUYUH.

13. Apbumpasic

13.1. Ilokymnarens u [IpoaaBen npuHUMAKOT BCE
BO3MOJXKHBIE MEPBI ISl YPETYIUPOBAHHUS CIIOPOB
U pa3HOIJacuii, KOTOpblE MOTYT BO3HHUKHYTH
MIPH BBITIOJIHEHUHW HacTosero Konrpakra wim ¢
CBSI3M C €r0 BBIMOJTHEHHUEM.

13.2. Ecnu cTOpOHBI HE MOIYT MNPUHTH K
COTJIAIlIEHUIO, CIIOpPBI u pasHorIacus
MPEICTABIISIFOTCS Ha paccMoTpeHue
apourpaxuoro cyna B Crokronsme (IlIBernus) B
COOTBETCTBUU C TPAaBHIAMH U TMOJIOKCHUSIMHU

Toprosoit  Ilamater  CTokroaeMa U C
MPUMEHEHUEM COOTBETCTBYIOIINX 3aKOHOB
[Isenumn.

14. JIpyeue ycnosus

14.1. Ilpm HaNIMYMKM TUCBMEHHOIO COTJACHUs
[Tokynmatenss IlpojmaBery MOXKET MPOU3ZBECTH
3aMEHY TeX WU WHBIX 4YacTedl 00opyJoBaHWs,
KOTOPBIX IO TOW JMOO WHOW TpPUYHWHE HET B
HaJIU4MK, Ha YJOBJIETBOPSIOLIECE TEXHUYECKUM
TpeOOBaHUSIM OOOpPYJAOBaHUE COMOCTABUMOTO
KauecTBa.

14.2. JlwoOble W3MEHEHUs, TIOMPABKU U
JIOTIOJIHEHUS yclioBUM HacTosmero KoHTpakra
CUMTAIOTCS JCUCTBUTEIBHBIMU TOJBKO B TOM
CJIy4ae, €CJId OHU CHEJIaHbl
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representatives of both Parties to the present
Contract.

14.3. After the Contract has been signed all the
preliminary  agreements, discussions  and
correspondence between the Parties concerning
this Contract are to be considered null and void if
conflicting with this Contract.

14.4. The Contract becomes effective and comes
into full force from the date of signing.

15. Legal Addresses of the Parties
SELLER (ITPOJABELI):
Continental Equipment Plc
9 North Road
Brighton BN1 5JF
England
for and on behalf of the Seller (ot umenu u o
nopydenuto [Ipomasiia)
Alfred Rogers
Alfred Rogers
Chairman (IIpe3uneHT)

MACEMEHHO U JOJDKHBIM 00pa3oM TMOJIMHCAHBI
YIIOJTHOMOYEHHBIMH MPEACTaBUTEISIMU CTOPOH.
14.3. Tlocne mnoxgnucanuss KoHTpakra Bce
MpeBapUTeNIbHbIE COTJIAIlleHNUs, T0TOBOPEHHOCTH
1 TIEPENHCKa MEX]y CTOPOHAMH, 3aKJIFOUUBIIMMHU
HAaCTOSIIUN  KOHTPAaKT, CTAHOBSTCA HEJCUCT-
BUTEJIbHBIMU, €CJIM OHU BXOJST B IPOTUBOPEUHE C
MoJyiokeHusAMH JaHHoro Konrtpakra.

14.4. KOHTpakT CTaHOBUTCS JI€UCTBUTEIbHBIM M
BXOJIUT B TIOJTHYIO CHJIY C 1aThl €T0 MOANHUCAHUS.

15. FOpuouueckue adpeca cmopoHul

I[MOKVYIIATEJIb (BUYER):

TST Systems Ltd.

P.O.Box 171

Kiev 253100

Ukraine

oT uMeHHu U 1o nopydenuto [lokynatens (for and

on behalf of the Buyer)

Buxmop [lempenko

BuxkTtop [lerpenko
Kommepueckuii

oupexmop (Commercial

Director)

Practice Exercises:
Ex. 3.1. Here are some contracts. Read and translate them.

This Contract is made between:

specified before 20 October.

below.

Monday through Friday).

Business Skills Courses shall be conducted.

International Management Ltd
Contract dated 2 March, 20...

International Management Ltd, London, United kingdom, hereinafter referred to as Organiser
and Economtraining, Moscow, Russian Federation, hereinafter referred to as Customer.

This Contract concerns the Programme for a Group of 10 senior bankers and foreign trade
company executives (the Participants) from the Russian Federation as nominated by the Customer,
scheduled to take place in London during 8 days in November, 199.... The exact dates are to be

Both Parties to this Contract are bound by the terms and conditions of the Contract as set out

Article 3. Undertakings by the Organiser
The Organiser shall provide Business Skills Courses during the Programme which shall
collectively amount to not less than 15 hours of intensive classroom tuition, to be divided into 15
classroom “Sessions”. Classroom Sessions shall take place on Training Days

The Organiser shall provide professional trainers to teach the Business Skills Courses who
shall have appropriate professional and/ or academic experience and expertise.
The Organiser shall provide an appropriate conference room at the Hotel in which the
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(Monday through Friday).

The Organiser shall provide professional trainers to teach the Business Skills Courses who
shall have appropriate professional and/ or academic experience and expertise.

The Organiser shall provide an appropriate conference room at the Hotel in which the
Business Skills Courses shall be conducted.

Contract Ne 27/16
This number must be quoted
on all correspondence

London 20 November 2016

Newall Ltd., hereinafter referred to as the Sellers on the one hand and Messrs. Ruslmport,
hereinafter referred to as the Buyers, on the other hand, have concluded this Contract, whereby the
Sellers sold and the Buyers bought on the terms and conditions stated herein, subject to the
Standard Conditions of Sale attached to this Contract and forming an integral part thereof 25
SECURITY DEVICES as set out in the Specification attached to the Contract and forming another
integral part thereof.

The total price is 3,000 pounds sterling to be understood CIF She-remetievo Airport,
Moscow, Russia. The goods are to be delivered before the 25 December, 2016. Payment is to be
effected in GBP under an irrevocable divisible letter of credit established by the Buyers with the
first class bank correspondent of Barclays Bank, London against the following shipping documents:

* Air Waybill

* Shipping Specification

* Packing List

» Work's Test Certificate

* Invoice

* Insurance Policy

The Letter of Credit is to be valid for 60 days for shipment and

presentation of the documents. The Letter of Credit is to be opened

within 10 days after receipt by the Buyers of the Seller's advice of readiness of the goods for

shipment.
Newall Ltd. Bank Account Details:
Account Name Newall Ltd.
Account Number 60205818
Bank Barclays Bank pie
Branch Cheapside Branch
Branch Address Atlas House, 1—7 King Street
London EC2V 8AU United Kingdom
Sort Code
20-19-90
Partial deliveries and delivery ahead of schedule are allowed. Legal addresses of the Parties:
The Sellers: The Buyers:
For and on behalf of the Sellers For and on behalf of the Buyers
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3.2. Money (lenbrn)
Henveu u ueku ¢ Anenuu

B BenukoOpuTaHuM TMONB3YIOTCA OECATUYHOM CHCTEMOM JEHEXHBIX 3HAKOB. OmuH (QyHT
crepaunroB (pound) coctarisier 100 meHcoB (pence). UMEOT X0k ACHHUE MOHETHI IOCTOMHCTBOM B
1, 2, 5, 10, 20, 50 mencoB u 1 ¢yHT cTepnawHroB, a Takke OaHKHOTHI B 5, 10, 20 u 50 ¢yHTOB
CTEpJIMHTOB, S-pyHTOBass OaHKHOTA royoOas, 10-¢pyHTOBas opankeBas, 20-GyHTOBas — JIUIOBasI, a
50-¢pyHTOBas — po3oBasi.

IIpu oOmeHe aeHer, Kak MpPaBUJIO, MPOCAT HA3BaTh aJAPEC BPEMEHHOTO MPOXXKUBAHUS H
MOKa3aTh 3arpaHnacrnopr. BeirogHee Bcero MeHATH JEHBIM B 0aHKax, TaK Kak B FOCTHHHLAX U
MyHKTaX OOMEHa BaJIOTy OOBIYHO MEHSIOT MO Oojiee HU3KOMY KypCYy H3-3a BBICOKOTO IMpPOIEHTA
KOMHCCHOHHBIX. Duimanel kpynHenmux OankoB — Lloyds, Midland, National Westminster,
Barclays u np. Bctpeuatotcst B JIoHIOHE UyTh JIM HE Ha KaXKA0H /1enoBoii ynure. Yacesl paboThI: IMH.-
nt. ¢ 9.30 no 15.30; mexkoropsie g0 17.00, a Taxke B ¢0. ¢ 9.30 o 12. B te guu, korma O0aHKH
3aKPBIThI, BBl MOXETE MOJIYUUTh JACHBI'M ¢ 0AHKOBCKOTO cyera B OaHkomatax (cashpoint machines),
YCTAQHOBJICHHBIX Ha yJHIAX, B CTEHaX JOMOB M Y4peXAeHHH. [l 37TOro He0OXOIUMO UMETh NPH
ce0e COOTBETCTBYIOIYIO KAPTOUKY U 3HATH CBOM JW4HBIN Koa. [Ipu Hammuum «eBpodeka» B J1oboe
BpeMs CyTOK MOKHO moyduTh £100 u3 6ankomara. 13 oOmennbix myHkToB (Bureau de Change)
pexomenaytorcst American Express (6 Haymarket, SW1) u Thomas Cook (Berkley St., WI).
[lIupoko pacmpocTpaHeHbl KpeauTHble Kaprouku (Credit cards). OcHOBHBIC BHIBI KPEAUTHBIX
kaprouek: Access, American Express, Barclaycard, Visa, Diners Club, Diners Club International,
MasterCard, Eurocard, Midland Gold MasterCard. Eciu Bsr pacronaraerte 10pOKHBIMH YEKaMH
(traveler's checks), BeimynieHHBIME B (PyHTaX CTEpPJIMHTOB, TO OHU «OOHAIMYMBAIOTCS» OECILIATHO.
Jlopo>KHbIE YEKH IPUHUMAIOT B OOJIBIIMHCTBE MAara3uHOB M TOCTHHHIL.

Menveu u uexu ¢ CIIIA

Henexnas enuanna CIIIA — amepukanckuii qommiap (USD), on coctaBnser 100 1ieHTOB (C).
NmeroT XoxkIeHNEe CIEAYIoNMe MOHEThI: TIeHHU (= 1 1eHTy), HuKenb (= 5 ueHTtoB), maiM (= 10
IIEHTOB), KBopTep (= 25 nenTon), xad-momap (= 50 nenToB) u 1 momrap; a taxxe 6ankHoTH CIIIA
nocrouHcTBoM 1, 2, 5, 10, 20, 50 u 100 gonnapoB. Bce 6aHKHOTHI OJTMHAKOBOW BEIMYUHBI U IIBETA,
OTJIMYAIOTCSI HOMUHAJIOM M M300pa)KEHHBIMU Ha HUX MOPTPETAMH TOCYIaPCTBEHHBIX JICSITEICH.

[Ipu BBO3€ M BBIBO3€ MHOCTPAHHOMW M BHYTPEHHEH BAJIIOThl HET HUKAKUX orpaHuyeHuil. Ha
IUIATeKHBIE CPEICTBA (HAIMYHBIC ICHBTHU, TOPOKHBIE YEKU U Mp.) HA cymmy cBbime 10 000 am.
JI0JUTApOB 3aTOJTHAETCS JIeKJIapalysl.

banku paboTaroT, Kak MpaBWIoO, MH.-NT. 9-15 4., ¥ B OIUH U3 JTHEH HEJENH, Yalle B MATHHILY,
10 18u.

Practice Exercises:
Ex. 3.2.1. Translate the following dialogues into English.
— S Mory nosyuuTh HAJIMYHBIE IO JOPOKHOMY YEKY?
— Jla, koHeuHo. Bam nmacnopr, noxainyicra.
— Bor oH.
— Cmacub6o, Bce B nopsake. CKOJIBKO JieHer Bbl XOTHTE MOTy4YuTh?
— 250 ¢ynroB, a eme 50 pazmensTs Ha noutapsl. KakoB kypc oomena?

— 0,605, Bnonne Beironubid. [omyunre, moxanyiicra. Bamm ¢ynTsl, a Takxke 30 qomuiapoB u
25 LIEHTOB.

— Cnacu0o0. I'te MHE IOCTaBUTH CBOO ITOIIUCH?
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Ex. 3.2.2. Are you thrifty? Answer the following questions:
Have you ever borrowed money from anyone?
Who from? How much?
Have you ever lend money to anyone?
Who to? How much?
Are you in a debt at the moment?
Does anyone owe you any money?
Do you save money?
Are you saving anything at the moment? What?

Do you keep your money:
a) in a bank?
b) in a safe?
c) in a money-box?
d) under the bed?

Do you spend more than you earn, or less than you earn?
Do you have a budget for your money? Do you keep a record of your expenses?

Where do you keep your money?
a) in a purse, b) in a wallet, c) in a handbag, d) in a pocket
If you keep it in a pocket, which pocket do you keep it in?
a) inside jacket-pocket
b) back trouser-pocket
c) side trouser-pocket
d) top from jacket-pocket
Have you ever had your pocket picked?

Have you bought anything this week? What?
What did it cost?
Was it worth it?
Was it new or second-hand?
What it a bargain? Did you get a receipt?

3.3. Payment (IlnaTex)
B coBpeMeHHOI MEXIyHAPOAHOU TOPTrOBIIE MOKHO BBIICIUTD CIEAYIOIIHUE BUABI PACUECTOB:
1. IInarex mo OTKpBITOMY c4eTy (YUCThIN TiaTex—clean payment).
2. Omtata Bekcenem (by draft = Bill of Exchange).
3. loxymenTapHoe unkacco (documentary collection).
4. lokymenrapubiii akkpenutus (Letter of Credit = L/C).

CyTh mepBoro crocoba 3aKIIOYaeTcss B OIUIaTe MOKyHaTellieM, Kak MpaBHUI0, OAHKOBCKUM
MIEPEBOIOM MJIM YEKOM, CUeTa IMPOJIaBIIa 32 TOBAPHI WIIA YCITYTH.
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IIpn pacderax BEKCEISIMH YCIOBHO MOXKHO BBIIEIUTh «UMIIOPTHBIN» U «OKCIIOPTHBIN
Bekcens (import or export draft) B 3aBucuMocT OT TOro, BBIIaH OH B CTPaHE MOKYIATENS WIN
IIpoJaBLa.

IIpu MOKyMEHTApPHOM HHKAcCO SKCIOPTEP HAMpaBisieT depe3 OaHK-peMHTEHT — remitting
bank (oObruHO cBO¥ OaHK) KOHTpaKTHBIE JOKYMEHTHI B MHKaccHpyommii 6ank — collecting bank
(KaK TpaBWJIO, B CTpaHE HMITOPTEpa) JJIS OIUIAThl (JOKYMEHTHI MPOTHB Iutatexa — documents
against payment) wim akmenra TparThl (JOKyMEHTHI MpPOTHB akienra — documents against
acceptance). mmnoptep (importer) mosryuaeT JOKYMEHTBI TOJIBKO TTOCIIE TUIATESKA HITH aKIIeTITa.

JIOKyMEHTapHBI aKKpPEIUTUB MpencTaBisieT co0o0il 00s3aTenbcTBO OaHKa, JaBaeMoOe MM
CaMOCTOSTENIFHO HJIM 110 YKa3aHUIO UMITOPTEpa, MPEIOCTaBUTh B pacropspkeHne OeHedunmapa —
beneficiary (sxcnoprepa — exporter) o0o3HaueHHYI0 CyMMY B (DUKCHPOBAHHON BAIIIOTE MPH—
TOYHOM COOJIIOJICHUH YCIIOBUH, IPEAYCMOTPEHHBIX aKKPEIUTHBOM.

Takum oOpa3oM, B «KIIACCUYECKOW aKKPEIUTHUBHOW OMNEpalMi» €CTh YeThIPE Y4JacTHHUKA:
MIPUKa30AaTeh — applicant (importer), O0aHK-DMUTEHT  — issuing bank,
aBU3yroLMi/moaTBepk naromuii 6ank — advising/confirming bank u 6enedunmap — beneficiary
(exporter). MIx B3aMMOOTHOIIEHUS CXEMATUYHO IIPEJICTABIECHBI HA PUCYHKE.

[Tpukazonarens Toap benedunmap
(ummoprep)  |g (3xcnoprep)
A
Jensru
Bosmemenu JloKyMeHThI AKIENTOBAHH JloxkymMeHTBbI
s
\ 4 Bosmelenu A 4
»|  ABU3YIOIIHIA
bank-smuteHt (monTBepxK A0
" JIoKyMeHTBI it GaHK)

«Puc.1. Kinaccuueckne akKkpeIuTUBHBIE ONEpAIIUN)

Irrevocable L/C — 06e30T3bIBHOM aKKPEAWTHB, KOTOPHI MOKET OBITh OTKJIOHCH TOJIBKO C
COTJIACHS YEJIOBEKA, OKUIAIOIIETO OIJIATY 33 TOBAP WM YCIYTY.

Confirmed L/C — mnonTBep:kKACHHBI aKKPEIUTHB, K KOTOPOMY BBIIIAYMBAIOUIMN OaHK
IpuiaraeT rapaHTHIO TOTO, YTO OIUIaTa OyJIeT MPOM3BECHA MOCIE MPEICTABICHHS ONPEIeICHHBIX
JTOKYMEHTOB.
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Practice Exercises:
Ex. 3.3.1. What kind of payment do you know? How are they different?

3.4. Letter of Credit (AKkpeneTuB)
Tabmuua 27
«Sample of Letter of Credit (ITpumep akkpeauTuB)»

(L;eHbl, CPOKU nocmaeKku U Koaudecmedad 3adMEHEHbL Mﬂoeomouu}wu)

To: YYY Bank, YYY town

Attn.: Documentary credits department

From: XXX Bank, XXX town

We herewith open our irrevocable transferable documentary credit No..... which please advise to
beneficiaries without adding your confirmation as follows:

This L/C is subject to the Uniform Customs and Practice for Documentary Credits, Revision 1993,
ICC Publication 500.

Credit applicant: XXX Company, XXX town

Beneficiary: YYY Company, YYY town

Amount: up to USD ......... maximum

Validities: For shipment: latest.......... 1995

For presentation of documents: latest 21 days after shipment within credit validity time at our
counters

Date and place of expiry: ........... 1995 in XXX town

Covering: 1........... metric tons + / — 10 % of hard lumpy metallurgical chrome ore of Turkish
origin as per the following specification:

Cr203: 36 pet minimum: A1203: 7-9 pet: Si203: 13 pet max.:

MgO: 24 pet max.: P:0.007% max.: S: 0.005% max. with the price USD ........... / metric

ton:

Terms of delivery: FOB ST ZZZ town

Payment:

Payable at sight against presentation of the following documents at our counters in XXX
town:

1. Commercial invoice, in triplicate

2. 2/3 Original clean on board Ocean Bills of Lading, consigned to order of ZZZ Company,
evidencing shipment of chrome ore from ZZZ town to XXX port.

3. Master's receipt confirming that one Original Bill of Lading is in the ship's bag.

4. Original Producer's quality and weight certificate stating content of Cr,03;, Al,O3, SiO,,
MgO, P, S in the chrome ore — in triplicate.

5. Original certificate of sampling and analysis stating content of Cr,03, Al,O3, Si0,, MgO,
P, S in the chrome ore, issued by Thomas J. Smith at the port of loading, in triplicate.

6. Original final weight certificate, issured by Thomas J. Smith, at the port of loading, in
triplicate.

7. Certificate of Origin, issued by the Chamber of Commerce, one original and one copy.

Special instructions:

1. Part shipment allowed.

2. Transshipment not allowed.

3. Charter party Bill of Lading permitted.
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4. All documents should be issued in English language.
5. All bank commissions and charges outside XXX country for beneficiary account.

Rembours: after receipt of all credit conform documents at our counters we shall provide for
cover adequate value date. In case we receive documents which are not in conformity with credit
terms we shall charge the remitter our discrepancy fee amounting to at least USD 50.00 or
equivalent.

Practice Exercises:

Ex. 3.4.1. You made a contract with a company and you are going to pay by a letter of a
Credit. Ask the following questions:

a) Whether the L/C is available for one or several shipments.
b) The amount of the L/C in sterling or a foreign currency.
c) The expiry date.

d) The name and address of the exporter.

e) The type of L/C (Revocable or Irrevocable).

f) Shipping details, including whether transhipments are allowed. Also recorded should be the
latest date for shipment and the, names of the ports of shipment and discharge.

3.5. Payment and reminders (Ilncoma o miiare:kax v nucbMa HAIOMHUHAHMS)

Yacro neitoBble MapTHEPHI OCYIIESCTRISIIOT CBOM B3aUMOPACYEThl YCKaMHU B COOTBETCTBUU C
yCJ'IOBI/ISIMI/I HJIaTe)Keﬁ. I/IHOI‘,Z[a orjiara B CpOK HC HpOI/ISBO,Z[I/ITCH, nu HGO6XOI[I/IMO HAIIOMHUTH
JOJDKHUKY O HEOIIaueHHOM cdyere. [lepBoe MUChbMO-HAIIOMUHAHUE TMHUIIETCS B JIPYKECKOM TOHE.
O,Z[HaKO €CJIM B OTBCT HA OTO IIMCHMO IIJIATCK BCE CIIIC HE HpOI/ISBeI[eH, TO er,Z[I/ITOp IIMIICT CHOBA B
OoJiee TBEPIOM TOHE.

Tabmuma 28
«Sample of Reminder (ITpumep nucrMa-HamoMUHAHUS 00 OILIATE)»
Carsons Inc.
Bay Avenue
San Francisco
July 23,2016

Dear Mr. Carsons,

Accordingly to our records payment of our invoice No. 35823, sent to you in April, has not yet been
made.

As specified on all our estimates and invoices our terms of business are 30 days net. Your invoice
has now been outstanding for 90 days. In the case of unsettled debt of this duration it is our
company policy to take legal action.

We would naturally prefer not to have to go so far. Would you please send us a check by return. In
case you have lost or mislaid the original I am enclosing a copy of our invoice.

We look forward to receiving your payment by return.

Yours sincerely,

Pierre Lacoste

Pierre Lacoste

Credit Controller

Ilnarexmu:
— Payment by irrevocable L/C in US dollars on a United States bank, allowing part-shipment
and transshipment, and valid for 90 days from order date. — Ilmatexx ocymiecTBiseTcs

0€30T3BIBHBIM aKKPEIUTHBOM, NCUCTBUTEIBHBIM B TeueHHe 90 qHEH OT maThl 3aka3a, yepes3 J0oi
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amepukaHckuil 6aHk. [Ipu 3TOM pa3pemiaeTcss 4YacTU4YHasl OTrPy3Ka U MepeBayika (C OAHOTO CyIHA
Ha Jpyroe).

— Payment with order by banker's draft or check on a UK bank. — Omnara o mpukasy
MOCPEJICTBOM OAHKOBCKOM TPATThI WJIM YEKOM Ha aHTJIMACKUN OaHK.

— We have pleasure in enclosing our check for $ 500. — C ymoBosibCTBHEM BKJIabIBAEM HAIII
yek Ha 500 gosmapos.

— Payment is being made by banker's draft in settlement of your invoice for $500. — ITnarex
Oyzet nmpousBesieH OaHKOBCKUM BEKCEJIEM B MoralieHue Bamiero cyera-paxtypsl Ha 500 gonmapos.

— The Lloyds Bank will accept your draft. — JInoiia3 0ank mpumeT Balll BEeKCeJb.

— We have opened L/C with the Lloyds Bank. — MsI oTkpbutn akkpenuTuB uepes Jlnoiias
OaHK.

— Please draw $500 on us at 90 day's sight. — Beimumure, noxanyiicra, Ham cdet Ha 500
JI0JUTAPOB CO CPOKOM oIu1aThl 90 nHEH.

HanomunaHue u MPOAOI’KEHUE KpeauTa:

— May we again remind you that this account is still overdue. — Ilo3BoabTe emie pas
HaIIOMHHUTB BaM, 4YTO Halll CYET BCEC CIIIC HE OIIJIaYCH.
—According to our conditions of sale, your remittance was due on March 12. — B

COOTBETCTBHH C YCIOBUSMH HalIeH CAEIKH, BAll MEPEBOA JOIDKEH ObLT MOCTYNUTH 12 MapTa.

— It is no doubt through an oversight on your part that settlement is three months overdue. —
Hawm kaxketcsi, 9To BbI 3a0BIIH TOTACUTH CBOM JIOJT, CPOK KOTOPOTO MCTEK 3 MecsIa Ha3a/l.

— We must insist on receiving payment by 21th January; failing this we shall be compelled to
take legal action. — Mpl HacTamBaeM Ha TONyYeHHH TuilaTexka K 31 sIHBaps; €ClM 3TOro He
MIPOM30MACT, TO MBI Oy/IeM BBIHYKJICHBI OOPAaTUTHCS B CY/I.

— We have often reminded you of the outstanding amount, but have received no reply or
remittance from you. — Mpl yacTo HalOMUHAIK BaM O HEOIIAYEHHOM CUETe, HO HE MOJYYMIIU OT
BaC HU OTBCTA, HU IEPEBOJA.

— The recent devaluation of the dollar has caused a setback in business. — Ilociemnssist
ACBaJIbBallv AOJIJIapa MPUBCJIa K CHUXKCHUTO I[CHOBOﬁ AKTUBHOCTH.

— Wouldyou allow me to postpone settlement of your account? — IIpocum pa3permuTs Ham
3aACPXKATh OILIaTy BalIl€ro c4eTa.

— Since you have always met your obligations in the past, we are prepared to allow you a
postponement of payment. — Tak kak B MPONLIOM BbI BCETIa BBHIMOIHSIIA CBOU 00sI3aTEIbCTBA, TO
MBI MOKEM Pa3pelInTh BaM 3aepKaTh OIUIaTy.

— Please send us half of the amount by return, and sign the enclosed acceptance for the
remainder. — IloxanyiicTa, BEepHUTE HaM IOYTOW TTOJIOBHHY CYMMBI U TOJAMUIIUTE BIIOYKCHHBIN
AKIICIIT Ha OCTAaTOK.

— We trust you will settle the remainder by paying in monthly instalments. — Mz Hageemcs,
YTO BbI IIOTaCUTC OCTATOK ITYTCM BBIIUIATHI C)KCMECAYHBIX B3HOCOB.

Practice Exercises:
Ex. 3.5.1. Read the sample of Reminder and translate.
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4. ADDITIONAL TEXTS
Text 4.1
A Guide to Good Communication

Many employees complain about the lack of effective communication in their organizations.
In addition, research shows that ineffective communication often results in lower productivity, and
makes employees want to leave their jobs. Therefore we have prepared the following brief
guidelines on different channels of communication and some tips on their use.

The written communication is necessary if you want your reader to have a permanent record
of your message. However, you should remember that written communication is not always read as
soon as it is received. Memos and e-mails can be easily overlooked or delayed for later
consumption. So, if your information needs immediate action, don’t use this medium.

When preparing a longer, written document outline the key points before you write out the
first draft. Then write short notes before composing your full text. At the next stage, review it with
the intention of reducing the word count by 25 per cent. Proof-read the final version before sending
it off.

E-mail can be an excellent means of follow-up, so as to ensure correct understanding of the
next steps after a meeting. When you write an e-mail or a memo, write a brief, clear reference to
your topic in the «Subject» field.

Text 4.2
Tips on Effective Business Writing

Here are the basics of business writing — tips to keep your written communications sharp and
effective. These tips provide the basics of good business writing and will always stand you in good
stead.

‘Keep your writing simple, short and to the point.
‘Write positively. If you use a negative, try to find a solution or reason.

‘Spend time on your headline. Everybody reads a headline, so use an attention grabbing
statement.

-Get to the point: put first things first. The opening paragraph should be particularly clear and
easy to understand.

-Stress the benefits to the reader in both your headline and text.

‘Make the text look both neat and interesting by breaking it up with paragraphs. In that way
the letter will be much easier to read. If a paragraph contains more than three sentences, break it up.

-Start sentences with the main clause and not with a subsidiary one. An example of putting the
subsidiary clause first would be as follows: “To make the copy easier to read, break up the text with
paragraphs.”
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-Aim your writing at the reader or customer by turning ‘I/we’ into ‘“You’ wherever possible.
The rule is to use 4 «yours» for every «I».
‘Put the reader’s wants and needs first. Even in a letter to your boss you are ‘selling

something’ — yourself or an idea. People tend to buy what they want from people they know and
like.

-Write a powerful introduction and conclusion.

‘Mind your language — be sure you look for strong, active and attractive words. Also, keep
adjectives and adverbs to a minimum. Go for one really good word rather than two or three woolly
ones.



Watch out for jargon and popular phrases. They are a blight on your business letters, so root
them out.

‘Write actively — subject, verb, object.
‘Keep sentences short (maximum 15 words) and vary the length of sentences.

‘Make only one point per sentence: your reader does not want to be overwhelmed with
information.

‘Be friendly and polite. Establish trust and credibility.
-Keep the number of points to a minimum — between 3 and 5.

‘End the document by saying what will happen next, encourage the reader to take some
action, make clear what action you will take and follow that up.

‘In a letter use a PS, as many people read the PS as the headline and intro.

‘An excellent way of testing your business letters is to read them out loud to see how they
sound.

-Always show complicated business letters to other people for a second opinion. What you
write may not be what is read — you may accidentally cause offence to the reader.

Text 4.3
Can Snail Mail Beat E-mail?

When e-mail first came into general use about fifteen years ago, there was a lot of talk about
the imminent arrival of the paperless office. However, it seems that e-mail has yet to revolutionise
office communication. According to communications analyst Richard Metcalf, some offices have
actually seen an increase in paper as a result of e-mail. «Information in the form of e-mail messages
now floods our computer screens. These messages can be sent so quickly that memos tend to be
distributed in the hundreds. For those secretaries whose bosses ask them to print out all their e-mails
and leave them in their in-trays, this means using up a great deal of paper every monthy.

Metcalf has found that because e-mails have a tendency to get lost in cyberspace, PAs are
increasingly likely to be asked by clients and colleagues to send all important documents both bye-
mail and by fax or snail mail — through the post. «This highlights a further potential problem with e-
mail in today’s office — it is taking up time rather than saving it».

«With e-mail, communication is much easier, but there is also more room for
misunderstandings», says psychologist Dr David Lewis. Generally, much less care is taken with e-
mails than with letters or faxes where the sender will probably print the document and reread it
before putting it in an envelope or on to the fax machine. «The nature of the medium means that e-
mails are frequently poorly and hastily composed and consequently often unclear. It’s little wonder
that there are so many misunderstandings. It is a problem which people need to be particularly
aware of when using e-mail».

More worrying still is the increasing misuse of e-mail for sending «flame-mail»— abusive or
inappropriate e-mail messages. Recent research in several companies suggests that aggressive
communications like this are on the increase. E-mail has become the perfect medium for letting out
workplace frustration because it is so instant.

E-mail can be problematic in other ways. Staff all too often make the mistake of thinking that
the contents of an e-mail, like things said over the phone, are private and not permanent. But it is
not only possible for an employer to read all your e-mails, it is also perfectly legal. E-mail messages
can be traced back to their origin for a period of at least two years, so you might want to rethink e-
mailing colleagues your frustrations about your job. The advice is to keep personal e-mails out of
the office.
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It goes without saying that e-mail exists to make life easier and if used correctly is an
invaluable tool for businesses of all sizes. But perhaps, for the time being, the fact that in the
business world 70% of all documents are still in paper form is not such a bad thing after all.

Text 4.4
How to Get Your E-mail Read

Writing and sending e-mails used to be simple but has become more complicated with the
growth of spam. Here’s how to enhance your on-line messages, to avoid the spam cops and get your
e-mails read. Use these tips to enhance and sustain the excellence of your e-mail writing.

1. Get permission. Make sure your audience knows you and that they have given you
permission to contact them, or opted in to receive your e-mail.

2. Avoid spam. Spam is Unsolicited Commercial E-mail (UCE) which now arrives unwanted
in your inbox and probably accounts for 50 per cent of all incoming mail. Avoid spam at all costs.

3. Opt-in. Always allow the reader a chance to opt-in and to unsubscribe, or give you a
change of address.

4. Write a clear headline. The subject must be short and entice the recipient to open the mail.
But avoid «enticing» words like «free» and «you».

5. Brevity is best. Keep the text short and clearly set out.

6. Put the reader first. Think «You» rather than «I» when writing. Make your e- mails useful
and informative so people will look forward to getting them.

7. Great content wins. Offer plenty of free advice. This will help to pre-sell your services or
products because readers will be a mood to buy.

8. Stay in touch. Repeat the communication process regularly. Your readers are your potential
customers. And remember to keep saying «Thank youy.

9. Use sig files. Sign off with your name and a «sig» file (three or four lines of information
about yourself, your product or your website).

10. Respect Privacy. Have a clear and concise privacy policy. Assure your readers that their e-
mail address will never be passed on to a third party. Unethical players make money by harvesting

e-mail addresses, and selling on their lists. (That’s how spam grows and grows apparently without
effort).
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Text 4.5
Three Envelopes

A new manager spends a week at his new office with the manager he is replacing. On the last
day the departing manager tells him, «I have left three numbered envelopes in the desk drawer.
Open an envelope if you face a crisis you can’t solvey.

Three months later there is a major crisis, everything goes wrong and the manager doesn’t
know what to do. He remembers the parting of his predecessor and opens the first envelope. The
message inside says «Blame your predecessor!». He does this and gets out of the difficult situation.

About six months later, the company is experiencing a collapse in sales, together with serious
product problems. The manager quickly opens the second envelope. The message reads
«Reorganize!» This he does, and the company quickly recovers.

The following year, at his next crisis, he opens the third envelope. The message inside says
«Prepare three envelopesy.
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5. IPUJIO)KEHHUE
5.1. CokpameHus, cnoJib3yemMble B /1eJ10BOI Nepenucke

Tabnuma 28
«CoxkpallieHusl, UCTIOIb3yEMbIC B JICJIOBOM MEPEITUCKE)
A | a/c,acct. | account cyer
adds address aapec
ad(vt) advertisement 00BsBIICHHE, pEKJIaMa
AGM annual general meeting o011iee exXerogHoe CooOpaHme
a.m. ante meridiem (=before noon) 710 TIOJTY/IHS
amt amount cyMMma
AOB any other business Y IIPOYNE BOIPOCHI
approx approximately MIPUMEPHO
assoc association accolanus
asst. assistant IMTOMOIIHUK, AaCCUCTEHT
attn attention Baumanuto (Takoro-To)
B | B&B bed and breakfast HOWIET M 3aBTPaK (Is1 OCTOSIIBITA)
bc blind copy
MMOMETKa, KOTOPYIO CTABUT aBTOP, €CIIH HE
)KellaeT YIIOMHHATh UMl IPYTOTro ajpecara
B/E bill of exchange TIePEBOHON BEKCEJb, TPATTA
bldg building 3/1aHHe, CTPOCHUE
B/L Bill of Lading KOHOCaMEHT, TPAHCTIOPTHAs HAKJIaTHAs
C |cat catalogue Karajor
C. cent(s) 11eHT (OB)
CEO chief executive officer VCTIOTHUTEIBHBIA TUPEKTOP
cf. confer (=compare) cpaBHHTE (1am.)
Co. company KOMIaHUS
COD cash on delivery oIyiaTa Mpu JI0CTaBKe
Corp. corporation KOpITOpaIus
CV curriculum vitae pe3rome
D dated JTaTHPOBAHHBIN
dd deadline date KpaifHHUI CPOK
Dept. department OTHeN
Dir director TUPEKTOP
E | EC European Community EBpomneiickoe coobmectro (EC)
e.g. exempli gratia (=for example) Harnpumep (ram.)
enc(l).
enclosed npujaraeTcs
etc. et cetera (=and the rest) U TaK Jayee
F female; feminine ’KEHCKOT'0 1oJja
f foot byt (=30,48 cm)
ff following (pages) cieqyomue (CTpaHuIbl)
fig figure nudpa, pUCyHOK, cxema
G | GB Great Britain BenukoOpurtanus




[Tponomxkenue Tadm. 28

«CoKpallleHus1, UCTIOJIb3YEMBIE B JIETTOBOM MEPETIHCKEY

G |gm gram(s) rpamMm(OB)
GMT Greenwich Mean Time cpeaHee BpeMs 1o [ 'puHBuuy
H |h height BBICOTA
ha hoc anno (=this year) B TEKYIIIEM TOofy (zzam.)
HQ headquarters mTab-KBapTHUPA
hr hour qac
I |ie. id est (=that is, in other words) TO €CTh, IPYTUMH CJIOBaMU (1am.)
Inc. incorporated 3apETUCTPUPOBAHHBIN KaK KOPIOPAIUs
incl. including BKJIIOYasi
info information nHpopmarus
inv invoice JIOJITOBAs PACIIMCKa
10U I owe you
IT Information Technologies WH(OPMAITMOHHBIC TEXHOJIOTHH
J |Jr Junior MJIa AN
K | kg kilogram KIJIOTPaMM
km kilometre KIJIOMETP
L |L/A Letter of Authority JIOBEPEHHOCTH
1b pound ¢bynT (=453,6 1)
L/C letter of credit AKKpEIUTHB
Ltd limited C OTPaHUYCHHOUW OTBETCTBEHHOCTHIO
M |m mile MuJist (=1609 m)
max maximum MaKCUMyM
memo memorandum ciy)xeOHas 3armcka
Messrs messieurs (=Sirs/Gentlemen) rocroza (¢p.)
min minimum MUHUMYM
mm millimetre MUJUIAMETP
N | NB nota bene (=take special note of) obpatuTe BHUMaHKE Ha (1am.)
no(s) number(s) HoMmep(a)
NL no liability HE HEeCTH 00s13aTeIhCTBA
npo non-profitmaking organization HEKOMMEpUECKas OpraHu3anus
O | ord. order 3aKa3
0z ounce yHIA (=28,3 1)
pa per annum (=each year) €XKEr0JIHO, B TOJ]
P | PA personal assistant JIUYHBIA TTOMOIITHUK
para(s) paragraph(s) naparpad (b1)
PC personal computer MEPCOHAIIbHBIN KOMITBIOTEP
OTKPBITas aKITMOHEPHAsI KOMITAHUS C
PLC public limited company OTPaHUYCHHOUN OTBETCTBEHHOCTHIO
P&L profit & loss npUOBLIb U YOBITOK
p.m. post meridiem (=after noon) rocJie noxayaHs (1am.)
POB post office box MTOYTOBBI A00OHEMEHTHBIN SIIUK
p-p- per procurationem 110 JIOBEPEHHOCTH (2am.)
pp pages CTpaHHIIBI
PR public relations CBSI3U C OOILIIECTBEHHOCTHIO
PS post scriptum npumcka (1am.)
PTO Please turn over [TepeBepHuTe, MoXkanyicra; CMOTPUTE Ha
obopoTe
Q | qt(y) quantity KOJINYECTBO
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OxoHuanue TadI. 28

«CoKpallleHus1, UCTIOJIb3YEMBIE B JIETTOBOM MEPETIHCKE)

quod vide (=which may be
qv referred to) CMOTpU TaM-To(zam.)
R HAy4YHO-HCCIIEI0BATEIbCKUE U OIBITHO-
R&D Research and Development KOHCTPYKTOPCKUEPAOOTHI
re regarding KacaTelbHO
ref. reference CCBUIKA
rep representative IIPEACTaBUTEIID
respondez, s’il vous plait (=please
RSVP reply) OTBEThTE, OXKanyicra (¢p.)
S |sae stamped addressed envelope KOHBEPT ¢ 00paTHBIM aIPECOM U
MOYTOBON MapKOM
sec secretary CEKpeTaphb
S(n)r. senior CTapIINi
Sq. square TIOIAdb
St. street yIuia
T | tel telephone TenedoH
temp. temporary BPEMEHHBIN
trans translated TepeBeICHHBII
U | urgt urgent CPOYHO
V | VAT value added tax H/IC(nanmoruano6aBieHHYIOCTOMMOCTD )
VIP very important person BBICOKOTIOCTaBJIECHHOE JIUIIO
viz. videlicet (=namely) TO €CTh; & UMEHHO (1am.)
vol. volume TOM; 00BEM
VS. versus MIPOTHB (1am.)
V.S. vide supra (=see above) CMOTpH BBIIIIE (1am.)
W | w/o without 6e3
wt weight BEC
X | Xmas Christmas PoxnectBo
Y |yr year rox
& and u
£ pound sterling (GYHT CTEpIMHTOB
@ at KOMMEpPYECKOE “at” B 3JIEKTPOHHOM aJipece
5.2. CokpameHusi, MCNOJIb3yeMble B JJIEKTPOHHOM MepenucKe
Tab6numa 29
«CoxkpalleHus1, UCTIONIb3yEeMbIe B 3JIEKTPOHHOI MEepPEenICcKe
AAMOF As a matter of fact... IMO In my opinion...
AFAIK As far as [ know... IOW In other words. ..
ASAP As soon as possible. IWBNI It would be nice if...
BBL Be back later. KIS Keep it simple...
BTW By the way... NRN No response necessary.
CuU See you (Good-bye). OS operating system
F2F face-to-face OTOH On the other hand...
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OxoHuanue Tad1. 29

«CoKpallleHHs, UCTIONIb3yEMBIE B 3JIEKTPOHHOM NEPENICKE)

FAQ frequently asked questions R received
FOAF friend of a friend TFS Thanks for sharing.
FYA for your amusement TIA Thanks in advance.
FYI for your information WOBTAM | Waste of both time and money.
HTH Hope this helps. WRT With respect to...

5.3. Yka3zanue Ha THII OPTAaHU3ALNH B JJIEKTPOHHOM ajJpece

Tao6muma 30
«YKa3zaHHe Ha TUIl OpraHU3alui B JICKTPOHHOM aJIpece»
com Commercial business KOMMEpUecKast CTPYKTypa
edu Educational institution oOpasoBarenbHast CTPYKTypa
gov Government IIPaBUTEIBCTBO
int International organization MEXIyHApOAHAS OpraHU3aIIHs
mil Military BOCHHAsi OpraHu3alus
net Networking organization WNHTepHeT-opranuzamnms
org Non-profitorganization HEKOMMEpUECKasi OpraHu3aIus
5.4. OcHOBHbBIE COKpaIlleHUsS CTPAH, UCNO0JIb3yeMble B JIEKTPOHHOM ajpece
Tabmuma 31
«OCHOBHBIE COKpAILIEHUS CTPaH, UCIOIb3yEMbIE B DJIEKTPOHHOM aJIpece»

au Australia ABcTpanus
ca Canada Kanana
cn China Kuraii
de Germany I'epmanus
es Spain Wcnanus
fr France Opannms
jp Japan SAnonus
ru Russia Poccus
ua Ukraine Ykpauna
uk United Kingdom BenukoOpurtanus
us USA CIIA
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