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PART 1

I. Business Documentation

The text below gives some information about business documentation.
Read the text carefully and be ready to answer the following questions:

1. What are the main types of documents used in business?

2. What is the main aim of business and commercial letters?

3. When does a buyer usually send out enquires and what for?

4. What is important in placing an order?

5. When can buyers make claims?

6. How are contracts classified according to the purpose and content?

Business Documentation

Documents play a very important role in business. They strengthen
production process both inside the company and with other organiza-
tions. Documents often serve as written argument in different kinds of
disputes. There are a lot of documents used in business.

1. Business and commercial letters. This kind of documents is used to
inform a partner about the important information or warn about appeared
problems. The layout of business letter is more or less common in all
countries and contains the following parts: the letterhead, the return ad-
dress, the date, the inside address, the opening salutation, the body of the
letter, the closing salutation and the signature.

2. Enquires. When a buyer wants to know at what price and on what
terms he could buy the goods, he usually sends out enquires to firms,
companies or organizations. Most letters of enquiry are short and simple.
Often the buyer asks the seller to send him illustrated catalogues, price
lists or samples and patterns of the goods.

3. Offers. Offers usually state the nature and description of the goods
offered, the quantity, the price, the terms of payment and the time and
place of delivery.




4. Orders. In order the buyer points at the quantity, quality, catalogue
number, packing etc. of the goods he has required, conditions and qualifi-
cations, and alternatives which are acceptable if the goods ordered are not
available. In placing of an order accuracy is essential, because errors and
misprints can cause trouble which it may be impossible to put right later.

5. Claims. In spite of all possible care and attention that is given to
contracts letters of complaint happen to arrive rather frequently. Buyer
can make claims arising from the delivery of wrong, damaged or sub-
standard goods, connected with delays, owing to goods missing from
delivery, concerned errors in carrying out the order. Sellers make claims
because of default of payment. If the parties in disputes cannot meet mu-
tual understanding they can settle commercial disputes by arbitration.

6. Contract. Contract is an agreement between two or more competent
parties (legal entities). A contract may be verbal or written. According to
the purpose and contents, contracts can cover: goods, services, licenses,
patents, technology and know-how. Usually contracts contain the follow-
ing articles: subject matter of the contract; price and total amount; terms
of payment; dates of delivery; liabilities; packing; marking; shipment;
quality; acceptance; guarantee; force majeur; arbitration; other condi-
tions, etc.

I1. Contract

1. This is an example of a contract given both in English and Russian.
Study the main parts of this contract carefully.

Brighton, England

April 10, 1997

Continental Equipment Plc,
Brighton, England, hereinafter re-
ferred to as "the Seller", on the one
part, and TST Systems Ltd., Minsk,
Belarus, hereinafter referred to as
"the Buyer", on the other part, have
concluded the present Contract for
the following:

BpaiitoH, AHrnug

10 ampemst, 1997 r.

Komnanuss  Continental Equip-
ment Plc, Bpaiiton, Axrmms, B
JnanpHedmeMm uMmenyemas «lIpo-
JlaBel», C OJHOM CTOPOHBI, U
komnanusg TCT Cwucrems Jltn.,
MuHck, benapycs, B 1anbHeiem
nmenyemas «llokymarens», ¢
JIpYTOH  CTOpPOHBI,  3aKIHOYMIIN
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HACTOSIIHI KOHTPAKT O HUXKECIIC-
AYIoIeM:

1. Subject of the Contract

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

1. I[Ipeomem xonmpaxma

1.1. TIpomaseny mponan, a Iloxy-
MaTeNlb KyNmuj MAalluHbl, 000py-
JIOBaHWE, MaTepUaIbl W YCIYTH
(«ObopynoBanue»), MepednciIeH-
Heie B [lpunmoxkenuu 1, xoropoe
SIBIIIETCS. HEOTHEMJIEMON YacThIO
Hacrosiero Konrpakra.

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

U.K. port +documentation
£

Supervision, start-up and training
£

Spare and wear parts

£

Freight £

Total price CIF Odessa

£
Discount £
Total Contract Value £

2. Lenvt u oowasn cymma Kon-
mpaxma

2.1. O6mas cymma KoHTpakTa
COCTaBJIsIeT:

OO0opynoBaHue © TEXHHUKA Ha
ycioBusix FOB  (mopr Bemmko-
Oputanum)+aoKkymeHTanusi £
CompoBOXKIeHHE, ITyCK U IMOATO-
TOBKa II€PCOHANA £
3amacHble W W3HAIIMBacMbIEe Jie-
Tamu__ £

®paxt cynHa £
OObmas cymma Ha ycioBusix GIF
Opecca.

Ckuaka £
Oo6mas cymma Konrpakra £

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

2.2. lleHbl cunTAIOTCS HAa YCIOBH-
sx CIF Opecca, Bxirouass crou-
MOCTh YIIaKOBKH, MapKHUPOBKH,
MOrpy3kd Ha OopT  KopadJs,
YKJIaJKU U KPEIUICHHUS B TPIOME, a
Takk€ CTOMMOCTh MAaTEpUAJIOB,
HCIOJIB3YEMBIX JUISI STHX IICIICH.
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2.3. The prices are firm for the du-
ration of the Contract and shall not
be subject to any revision except on
account of any mutual agreed
changes or modifications to equip-
ment specification and/or quantities
listed in Appendix 1 to this Con-
tract.

2.3. lleHBI oOCTarOTCA HEU3MECH-
HBIMHU Ha MPOTSHKEHUU BCEro Cpo-
Ka JCWUCTBHUS KOHTPAKTa U MOTYT
OBITb IIEPECMOTPEHBI TOJIBKO B
CIy4yae B3aMMHO COTJIACOBaHHBIX
W3MEHEeHUH B crneuupuKanud Ha
obopymoBanue MO0 €ro MOJH-
¢ukanmuy, a TaKKe M3MEHEHHs
KOJIMYECTBAa €ro COCTaBHBIX 4Ya-
cTel, ykazaHHoro B IIpunoxxeHuu
1 x HacTosemy KoHTpakTy.

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. Cpox nocmasku

3.1. OOGopymoBaHme, TmepeUHC-
JIEHHOE B NMPWIOKEHUHU 1 K HAacCTO-
amemy KoHTpakTy, JOIKHO OBITH
MOCTAaBIICHO B TeueHHe ABYX (2)
MECSIIEB C MOMEHTa OTKPBITHS
aKKpeJIUTHBA, YKa3aHHOTO B 11.4.1
nmanHoro KoHTpakra.

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

3.2. JlaTo#i moctaBku 0060pya0Ba-
HUS CUHUTACTCA HdaTa BbLJa4u YU-
CTOr0 KOHOCAMEHTa C YKa3aHHUEeM
nmenu [lokynaresnst 1 KOHEUHOTO
nopra HazHauenus — QOpecca,
YkpauHa.

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

4. Ycnosus onnamol

4.1. B teuenne Ttpuanata (30)
OHEW C MOMEHTa IOJIIHCAHUS
nanHoro Kontpakra Iloxynmarens
nomken otkpeith B CityBank
(JIongon) Ha ums Ilponasma 6e3-
OT3bIBHBIM MOATBEP>KICHHBIA aK-
KpEeAWTHB HAa CTO TPOIEHTOB
(100%) ot obmieli cymMMBl KOH-
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for three (3) months.

TpakTa. AKKPEIUTHB ICHCTBUTE-
JIeH B TeYeHHE TpeX (3) MecsIeB.

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 ship-
ping documents:

4.2. IlnaTexx M0 JAaHHOMY aKKpe-
JUTHBY B pa3Mepe CTa MPOLCHTOB
(100%) ot obmeli cymmbr Kow-
TpakTa TPOU3BOIMTCS B AHTIIHMH-
CKUX (DyHTax MPOTHB TIPEIOCTAB-
JICHUS CICYIOIIUX OTIPY30YHBIX
JOKyMEHTOB:

4.2.1. Original Bill of Lading issued
in the name of the Buyer, destina-
tion Odessa Port of Ukraine.

4.2.1. OpuruHasa KOHOCAMEHTA,
BBIIITMCAHHOI'O Ha UM HOKYHaTC-
7S, C yKa3aHHEeM KOHEYHOTO MOop-
Ta HazHaueHus — Opecca (Ykpa-
WHa).

4.2.2. Shipping Specification.

4.2.2. Otrpy3o4Hoii crieruduka-
07044

4.2.3. Certificate of Quality.

4.2.3. Ceptudhukara KkayecTna.

4.2.4. Certificate of Origin.

4.2.4, Ceprudukara MPOUCXOK-
JICHUS TOBapa.

4.2.5. Packing List.

4.2.5. YIIakOBOYHOTI'O JIUCTA.

4.2.6. Insurance Policy.

4.2.6. CtpaxoBoOro mojuca.

5. Technical Documentation

5.1. Within five (5) days from the
delivery date the Seller shall send
two (2) sets of the technical docu-
ments as listed in Appendix 2 to
the address of the Buyer

5. Texnuueckas 0oKymenmayusi
5.1. B Teuenme matu (5) mHen ¢
MOMeHTa mnoctaBku IIpojasert
JIOJKEH BbICHAaTh B azapec lloky-
martess aBa (2) KOMIUIEKTa TEXHH-
YeCKUX JOKYMEHTOB, IIE€peduc-
neHHbIX B [Ipunoskenun 2.




5.2. All instructions on the draw-
ings are to be in English, with all
the instructions contained in ltems
3.2.3, and 4 of Appendix 2 trans-
lated into Russian.

5.2. Bce nosicHeHns1 Ha yepTexkax
JIOJKHBI OBITh HA aHIJIMHCKOM
s3pike.  JIOKHBI  Takke OBITh
MPEOCTaBICHBl MEPEBOABI  Ha
PYCCKHH S3BIK BCEX MOSCHEHUN Ha
yepTexax, BXOMAAMUX B ILIL 1, 2,
3 u 4 llpunoxxenus 2.

6. Guarantee of the Quality of the
Equipment.

6.1. The guarantee period is twelve
(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. I'apanmus xawecmsa 060pyoo-
8aHUs

6.1. apanTHiiHBI CpPOK cocTaB-
JseT aBeHaanars (12) mecsies ¢
MOMEHTa TIycka 00OpyIOBaHWS,
9TO0 (UKCHPYETCS B COOTBET-
CTBYIOIIEM AKTE, TOAMHCAaHHOM
YIOTHOMOYEHHBIMUA  TIPEICTABU-
TEJISIMH CTOPOH, 3aKIFOYAIOIUM
Hactosaumii Konrpakr, HO HE 0o-
nee BocemHaaunatu (18) mecsies
C J1aThl IOCTaBKH 000PYAOBaHUSI.

6.2. If the equipment proves to be
defective or faulty during the guar-
antee period, the Seller has at its
expense at the choice of both Par-
ties 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 deliv-

ery.

6.2. Eciiu o0opyzoBaHue BBIHACT
M3 CTPOSl Ha MPOTSHKEHWH TapaH-
TUiHOrO Cpoka, I[lponmaBen moi-
JKEH 3a CBOW CYET U IO YCMOTpe-
HUIO 00eUX CTOPOH, J10O0 ycTpa-
HUTh BO3HUKIIUE NEe(EKThI, JIUOO
3aMEHHUTh BBILICAIICE M3 CTPOS
obopymoBaHue Ha HOBOE 00O0pY-
JIOBaHHE COOTBETCTBYIOIIETO Ka-
4ecTBa, KOTOPOE JOJIKHO OBITh
0e3 3a/1ep’KKH JOCTABIIEHO B MOPT
Ha3HaYEHHUS.

7. Packing
7.1. The equipment is to be shipped

7. Ynaxoska
7.1. O6opymoBaHNE TIOCTABIISCTCS
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in export sea packing suitable for
the type of equipment delivered.
Packing should also be suitable for
transshipment in transit and rea-
sonable long storage of the equip-
ment.

B MOPCKOH 3KCIOPTHOH YITaKOB-
Ke, IpeHa3HauYeHHON AJis TpaHC-
MMOPTUPOBKH O0OpPYIOBaHUS JaH-
HOTO THWIA. YTaKOBKa JIOJDKHA
Takke OBITh TNPUTOAHON IS
TPAH3UTHBIX TEPEBO30OK U JIS
XpaHeHus 00OpYyOBaHHS B Tede-
HHUE pa3yMHOI'0 CPOKa.

7.2. Each container is not to exceed
the following dimensions: length =
2,500 mm, width =2,500 mm,
height = 2,500 mm.

7.2. Kaxnaplii KOHTEiiHEp 1o pas-
MepaM He JOJDKCH MPEBBIIATH
CICNyIOIUX TrabapuToB; JIJIHUHA
— 2 500 mm, mupuHa - 2 500 MM,
BbIcOTa — 2 500 MM.

7.3. The Seller is responsible to the
Buyer for any damage to the
equipment resulting from inade-
guate packing of the equipment.

7.3. Ilponasen Hecet mepen Ilo-
KynaTeJleM OTBETCTBEHHOCTH 3a
MOoOBIe TIOBPEXACHUS 000pyHO-
BaHUA HU3-3a €TI0 HeraBHJ’IBHOﬁ
YIIaKOBKH.

8. Marking

8.1. All the containers are to be
marked on the three (3) sides. Each
container should bear the following
markings made in indelible paint
(in Russian and English):

8. Mapkupoexa

8.1. Bce KoHTeiHepH MapKupy-
tores ¢ tpex (3) cropoH. Ha kax-
JIOM KOHTEHHEpe MOJLKHBI OBITH
HaHECEHbl HECMBIBAEMOM KpPacKoul
cienymomue Haanucu (Ha pyc-
CKOM U aHTJIUICKOM SI3bIKaX):

Contract No.
Seller: Continental Equipment Plc
(Address)

Buyer: TST Systems Ltd. (Ad-
dress)
Railway Station of Destination:
Minsk

Kontpakt Ne
Ilpooasey: Continental
ment Plc (Axpec)

Equip-

IMokymatens: TST Systems- Ltd.
(Azpec)
JK/0

MuHck

CmaHyus HA3HAYeHUs.
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Container No.:

Gross weight: kgs

Net weight: kgs

Case dimensions in cm (length X
width x height)

Konmeiinep N:

Bec opymmo: KT

Bec nemmo: KT

Pazmepor koumetinepa 6 cm (-
Ha X IIMPUHA X BBICOTA)

8.2. If a case requires special han-
dling it should bear additional
marks; "Fragile”, "Top" or "This
side up", etc.

8.2. Ecimu koHTelinep TpeOyeT crie-
[MHATLHOTO OOpAaIleHus], TO Ha HEM
JOJDKHA OBITh HaHECeHa JOMOJHHU-
TEJbHAsT MAPKUPOBKA: «XPYIIKHUID»,
«Bepx» Wi «38€ech, BEPX» U T. L.

9. Shipping Instructions and Notifi-
cations

9.1. Within twenty-four (24) hours
after shipment, the Seller is to in-
form the Buyer by fax regarding
the date of shipment, the Bill of
Lading number, number of con-
tainers, their weight, the wvessel
name.

9. YVeeoomnenue 06 omepyske

9.1. B TeueHue nBaaLaTH YETHIPEX
(24) gacoB mocne OTrpy3KH 00OpY-
nosanws [Ipogasert JommkeH  coo00-
Tk [lokymaremo no ¢akcy mary
OTTPY3KH, HOMEpP KOHOCAaMEHTa,
KOJIMYECTBO KOHTEHHEPOB, MX BEC,
Ha3BaHKE Cy/IHa.

10. Insurance

10.1. The Seller is to take care of
and cover expenses for insurance
of the equipment under the Con-
tract from the moment of its dis-
patch up to the moment of its arri-
val at the port of Odessa.

10. Cmpaxosanue

10.1. IlpomaBen  MmpOU3BOAUT
CTpaxoBaHHE OOOPYIOBaHUS, IIO-
CTaBIISIEMOE B COOTBETCTBHH C
HacToauM KoHTpakTtom, u mo-
KpPBIBAa€T BCE CBSI3aHHBIE C 3THM
pacxompl C MOMEHTa OTTPY3KH
000pyIOBaHUS ® 110 MOMEHTa
npuObITHA ero B mopT Opmecchl.

11. Sanctions

11.1. In the event of delay in deliv-
ery of the equipment the Seller is to
pay the Buyer a penalty at the rate
of 1,0% of the total contract value

11. Cankyuu

11.1. B cay4yae 3amepXKu B TIO-
craBke oOopynoBanus [Ipomasen
JOJKeH BBITUIATUTH [lokymarerro
neHio B pasmepe 1 % ot oOmeit
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for every week of delay. However,
the total amount of penalty for de-
lay in delivery is not to exceed
10% of the total contract value.

cymmbel KoHTpakTa 3a KaxIyo
HEJIENMI0 3aJepKKH B TOCTaBKe.
[Ipu 3TOM OOmmas cymma meHd 3a
3aJlep)KKy B IOCTaBke 000pymo-
BaHMsI HE JOKHA IpeBbimaTh 10
% ot obmeit cymmblr Konrpakra.

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

11.2. Ilpu pacuere meHH 3a 3a-
JIEpKKy B IOCTaBKe 00OpyHOBa-
HUSl KOJMYECTBO JHEH, MPEBbI-
HIaroniee MoJOBUHY KaJIeHIApPHOM
HEJCNU, CYMTACTCSA KaK IIOJIHAs
HEJIeNs 3aJCPIKKH.

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 cir-
cumstances have had a direct dam-
aging effect on the execution of the
present Contract.

12. @opc-masicop

12.1. CropoHBl OCBOOOXKIAIOTCS
OT OTBETCTBEHHOCTH 3a IIOJHOE
00 YacTUYHOE HEBHITOIHEHUE
CBOHMX 00s3aTeJbCTB MO HACTOS-
memy KoHTpakTy, ecnu Takoe
HEBHIIIOJTHEHNE OBUIO  BBI3BAHO
(dopc-MaKOPHBIMH ~ OOCTOSATEb-
CTBaMH, KOTOPbIEC BKJIIOYAIOT, HO
HE  OrpaHWUYMBAIOTCA  TaKUMHU
MPUYUHAMH, KaK I0XKap, HABOJI-
HEHHE, 3eMIICTPSICCHUE, W €CIH
IaHHBIE OOCTOSTENHLCTBA OKAa3alld
HEMOCPE/JICTBEHHOE BIIMSHUE Ha
BO3MOJXXHOCTh BBIMOJIHEHUS 3THX
0053aTeNBCTB.

12.2. The Party which is unable to
fulfill its obligations under this
Contract is to inform the other Par-
ty within ten (10) days from the
beginning of force majeure circum-
stances.

12.2. CtopoHa, KOTOpas HE MoO-
JKET BBITTOJIHUTh CBOMX 00s13a-
TENBCTB MO Hactosimemy Kon-
TPaKTy, OJDKHA B TEUCHHE JIECS-
™ (10) pgHEW mocine Hadana
nercTBus  popc-MaKOPHBIX  00-
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CTOSITENIECTB  TIPOMH(POPMHUPOBATH
JIPYTYIO0 CTOPOHY 00 WX HAJIWYHH.

13. Arbitration

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

13. Apbumpaoic

13.1. Tlokymarens u IIpomaBer
MPUHUMAIOT BCE BO3MOXHBIE Me-
PBI UL yPETYIHPOBAHUS CIIOPOB
U pa3HOINIaCHi, KOTOPBIE MOTYT
BO3HHKHYTh TPU  BBITIOJHEHUH
Hacrosimero KoHTpakra, mim B
CBSI3H C €T0 BBHIIIOJTHEHHEM.

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 ap-
plying the substantive laws of
Sweden.

13.2. Ecau cTOpOHBI HE MOTYT
NPUATH K COTJIALLECHUIO, CIIOPHI
pasHorjacus NpencTaBIIOTCS Ha
paccMoTpeHue apOUTPaKHOTO
cyna B Crokromsme (IlIBenms) B
COOTBETCTBHM C TIpaBWJIAMH H
nosoxkenussMu Toprosoi ITanaTel
CrokronsMa W € TpHUMEHEHHEM
COOTBETCTBYIOIINX 3aKOHOB
IBermn.

14. Other Terms

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

14. [lpyeue ycnosus

14. 1. [Ipy Hanu4UMKM TUCBMEHHO-
ro cornacus Ilokynarens [Ipona-
BEIl MOXXET IPOU3BECTH 3aMEHy
TeX WM UHBIX yacTedl o0opyxo-
BaHUS, KOTOPHIX MO TOH JHOO
WHOHW NpUYMHE HET B HAIWYHH, HA
YAOBJIETBOPSIOIIEE TEXHUYECKUM
TpeOoBaHUAM 00OpYyIOBaHHUE CO-
MMOCTaBUMOTO Ka4eCcTBa.

14.2. Any changes, amendments or
supplements to the terms and con-
ditions of this Contract shall be

14.2. JIroOble WU3MEHEHHS, IIO-
MpaBKU U JOMOJHEHUS YCIOBHM
Hacrosero KoHTpakTa cuuTa-
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valid only if set forth in a written
document duly signed by author-
ized representatives of both Parties
to the present Contract.

FOTCSI AEHCTBUTEIIFHBIMH TOJIBKO B
TOM ClIy4da€, €CJIM OHU CHCJIaHbl
IMUCBMCHHO M OOJDKHBIM o6pa30M
MOANMUCaHbl  YIIOJIHOMOYCHHBIMHA
MMpeaACTAaBUTCIIAMHA CTOPOH.

14.3. After the Contract has been
signed all the preliminary agree-
ments, discussions and correspond-
ence between the Parties concern-
ing this Contract are to be consid-
ered null and void if conflicting
with this Contract.

14.3. Ilocne mommucanus Kon-
TpaKTa BCE IPEIBapUTEIbHBIC
COTJIAIICHUS], JIOTOBOPEHHOCTH |
Mepenrcka MeXIy CTOPOHAMH,
3aKIIFOUYMBIINMH HACTOSIINHA KOH-
TpaKT, CTAHOBATCA He,ﬂeﬁCTBH-
TCIBbHBIMHU, €CJIM OHH BXOIAT B
MPOTHBOPEYHE C TMOJOXKCHUSIMHU
nannoro Konrpakra.

14.4. The Contract becomes effec-
tive and comes into full force from
the date of signing.

14.4. KoHTpakT CTaHOBHUTCS HACH-
CTBUTEJIbHBIM M BXOIUT B TIOJHYIO
CHJTY C IaTHI €0 MOJIHUCAHUSL.

15. Legal Addresses of the Parties
SELLER (ITPOJIABELL):
Continental Equipment Plc

9 North Road

Brighton BN1 5JF

England

15. Opuouueckue adpeca cmo-
PpOoH

I[TOKVYIIATEJIb (BUYER):

TST Systems Ltd.

Minsk 223100

Belarus

for and on behalf of the Seller

OT UMCHH U IO MOPYYCHUIO Ilo-
KyIaTejs

Alfred Rogers
Chairman (/Ipesuoenm)

Buxrop Ilerpenko
Kommepueckuit aupexkrop (Com-
mercial Director)
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2. Read the text of the contract once more and give the proper English
equivalents for:

1. cpok mocraBky; 2. B TanbHEHIIEM UMEHyeMasi, 3. YCIOBHS OILIATH,
4. rapaHTHHHBIA CPOK COCTABISICT ABEHAALATH MECAIICB C MOMEHTA ITyC-
Ka o0opymoBaHMs; 5. MapKUPOBKA HECMBIBAEMOIl KPacKoif; 6. cTpaxoBa-
HHE TIOKPBIBACT BCE PACXOJbl ¢ MOMEHTA OTTPY3KH 00OPYIOBaHHS U JI0
MOMEHTa MPHOBITUS; 7. HOpC-MaKOpHBIE OOCTOSTENBbCTBA; 8. cepTudu-
KaT MPOUCXOKACHUS TOBapa; 9. oT MIMEHH U 1o mopydyenuto; 10. B ciy-
qae 3ajepkkd; 11. compoBoKaeHHE, IMyCK M IOATOTOBKA IEPCOHAIA,
12. npeaBapuTenbHbIe COTJIAIICHUST CTAaHOBSTCS HEACHCTBUTEILHBIMU,
13. HeceT OTBETCTBEHHOCTH 3a JIOObIE TIOBPEXKIACHHUsSI 000PYIOBAHUS U3-
3a HENpPAaBWIbHOW YMAKOBKH; 14. aKKpeOUTUB NEHUCTBUTENEH B TEUCHUE
Tpex MecaueB; 15. ynakoBouHbl aucT; 16. 3a CBOM CUET 3aMEHUTH BBI-
miesiee u3 cTpost obopynosanue; 17. ysenomiienue; 18. Bec OpyTTo, Bec
HeTTOo; 19. oTBeTcTBeHHOCTH; 20. 00IIas CyMMa MEHU 3a 3aJCPiKKY B T0-
cTaBKe He NoipkHa mpesblimaTh 10 % oT oOmeld cymMMbl KOHTpakTa,
21. 3amacHbIC ¥ U3HAIIMBAaEeMbIe JeTanu; 22. 00513aTeNIbCTBA; 23. cTpaxo-
BOI1 ToJIHC; 24. FOpUINYECKHUE ajjpeca CTOPOH; 25. TiaTex MPOU3BOUTCS
NPOTHUB MPEIOCTABICHHSI OTIPY309YHBIX JOKYMEHTOB; 26. KOHTPAKT CTa-
HOBUTCS JICHCTBUTEIBEHBIM M BXOJUT B MOJHYIO CHITY C JaThl €0 IOIIH-
caHusi; 27. C OJHOM CTOPOHBL,... C IPYTOil CTOPOHBI; 28. cepTUHKAT Ka-
yectBa; 29. npeamer kouTpakrta, 30. morpyska Ha Oopt kopabms; 31.
YKJIQJIKa M KperyieHue B Tpiome; 32. o0mas cymMMmMa KOHTPAKTa,
33. IpUIOKEHUH, KOTOPOE SIBISETCSI HEOTHEMIIEMOM YacThI0 HACTOSIIIE-
ro KOHTpakTa; 34. ckuka; 35. eHbl OCTAIOTCS HEU3MEHHBIMU; 36. ¢ MO-
MEHTa OTKPBITHA aKKpPEeAWTHBA, 37. OTKPHITH Ha MM NpOjaBIa 0e30T-
3BIBHBII TOATBEPXKACHHBIN aKKpequTuB; 38.0Trpy30duHasi crieruduka-
nus; 39. ¢ Mmomenra mnocraBku; 40. deprexu; 41. MyHKT KOHTPAKTa;
42. cootrBercTByrOmMi akT; 43. 6e3 3anepxkku; 44. moxap, HaBOJHEHHE,
3emiieTpsiceHue; 45. cTopoHa, KOTopasi He MOXKET BBIIOJIHUTH CBOMX 00s13a-
TEJILCTB 10 HACTOSIIEMY KOHTPAKTy; 46. MpeCcTaBisIFoTCsS Ha paccMoTpe-
Hue apoutpaxnoro cyna, 47. Toprosas Ilanara; 48. npu HanMYUK MUCH-
MEHHOTo coriacusi; 49. moOble U3MEHEHUs], MMONPAaBKH M JIOTIOJTHEHHUS
cuMTarTCs JedcTBUTENbHBIME; 50. IOKHBIM 00pa3oM TOJITHCAHBI
YIOJIHOMOYEHHBIMH TIPECTABUTEISIMU.
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3. Fill in the gaps with necessary prepositions and translate the sen-
tences into Russian:

1. The Seller is responsible the Buyer any damage to the
equipment resulting inadequate packing of the equipment.

2. five days the delivery date the Seller shall send two
sets the technical documents.

3. Payment this Letter of Credit the rate of hundred per
cent (100%) of the total contract value is to be effected in GB pounds

the shipping documents.

4. The Party which is unable to fulfill its obligations this Con-
tract is to inform the other Party ten days the beginning
of force majeure circumstances.

5. The Contract becomes effective and comes full force

the date signing.

6. thirty days the date signing this Contract,
the Buyer is to open favour of the Seller an irrevocable confirmed
Letter of Credit City Bank, London, hundred per cent

the total contract value.

7. The guarantee period is 12 months the date the
start-up of the equipment, that is reflected  an appropriate Act
signed the representatives of the Parties to the present Contract,
but not more than 18 months the date of delivery of the equip-
ment.

8. 24 hours after shipment, the Seller is to inform the Buyer

fax regarding the date shipment, the Bill of Lading num-
ber, number containers, their weight, the vessel name.

4. You have studied the structure of the contract. Be ready to answer
the following questions:

1. What are the main items of standard Contract?
2. What are the main shipping documents?

3. What are the main markings used?

4. What are the main force majeure circumstances?
5. What is the total Contract value?
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I11. Incoterms

1. Mind the abbreviations used to indicate to what extent charges for
freight, insurance, etc. are included in the price quoted.

- ex-works; ex-factory; ex-mill/mills: Price without any transport (c
3aB0j1a, (ppaHKO-3aBO/).

- f.o.r. (free on rail) '¢panko-penncsr; GppaHko-BaroH,;

- f.0.t. (free on truck) 'dpanko-saron’ (Am),'bpanko-rpy3oBux’: Price
includes delivery to the railway and loading on a truck.

- f.a.s. (port named): Price includes delivery to loading point ‘along-
side’ ship (dbpanka Baoss GopTa cymHa).

- f.0.b. (export port named): Price includes delivery to docks and
loading onto a ship (dbpanko-60pt, Go0b).

- f.0.b. (import port named) (particularly used in US trade): Price in-
cludes all costs up to arrival in the importing country, but not insurance
or unloading (dbpanko-60pT cyaHa).

- ¢.&.f. (destination named): Price includes all costs up to the named
destination but not insurance (croumocTs U ppaxr).

- ¢.i.f. (destination named): Price includes all costs including insur-
ance, up to named destination (croumocTs, ctpaxoBanue, ¢ppaxt - CUD).

- ex-ship (import port named): Price includes delivery to the named
port of destination; the seller is responsible for the goods until the ship
arrives (ppaHko-CTpOII CYAHO, C Cy/IHA).

- franco quay; ex-dock (import port named): Price includes all costs,
unloading, customs duties, etc. (hbpanko-mpuyai; ¢ mpuyaia).

- franco domicilium; free delivered: Price includes delivery to the
premises of the buyer or consignee, customs duties paid by seller or con-
signor (mocraBka (paHkKa).

The following phrases are used for home trade, in Great Britain:

- carriage paid home: All transport paid by sender (nepeBo3ka oruia-
yena). carriage forward: Transport to be paid by buyer (meperoska
J0JDKHA OBITh OIIIaY€Ha MOKYIATEIeM).

- franco; free delivered: All costs paid by sender (nocraBka ¢panko).

- C.0.D.: Goods to be paid for by buyer on delivery (oraunBaercs
IIPH JTOCTaBKe).
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2. Match each word in column A with its meaning in column B

A
1. THIS SIDE UP

N

. FRAGILE

. USE NO HOOKS

. TO BE KEPT COOL

. DO NOT DROP

. GLASS - WITH CARE

~No o1k~ w

8. PERISHABLE

9. TOP

10. KEEP DRY

11. ACID - WITH CARE

12. OPEN THIS END

13. DO NOT STOW ON DECK
14. INFLAMMABLE

15. LIFT HERE

16. HANDLE WITH CARE

. STOW AWAY FROM HEAT

B
A. XpaHuTh BIanw OT Harpe-
BaTeNbHBIX TPUOOPOB
B. bepeur or Bmarm (6ouTcs
CBIPOCTH)
C. He Gpocats!
D. Bepx 3necn!
E. Ilogaumars 3mech
F. OTkpsiBaTh 31€CH
G. Ckoponoprsiuiicss mpo-
IOYKT
H. Xpaaute B mnpoxiamHOM
MecTe
I. He cknagupoBath Ha namyoe
J. OctopoxHo!
K. He nonp30BaTbcs KproKaMu
L. OcropoxHo, kucmora!
M. OrueonacHo!
N. Bepx!
O. OcropoxHo! (Xpynkwii
rpys!)
P. OcroposxHo, crekio!

IV. TERMS

1. Mind the following definitions of the underlined terms. Translate

them into Russian.

The bill of lading (generally abbreviated in correspondence to B/L) is
a very important shipping document. Firstly, it is a receipt from the ship-
owners, giving details of the shipment in question and the conditions
under which they accept it. So it is evidence of a contract. Secondly, the
B/L is the legal title to the consignment, and can be used to transfer the

right of ownership to the goods.
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The term clean B/L means that the ship owners have examined the
cargo and accepted it for delivery in 'the like good order and condition'.
If the goods do not correspond to the description of them on the bill, it is
known as dirty, unclean, foul, or claused (because a clause has been add-
ed to it by the ship-owners, specifying the discrepancy).

The invoice is the account of what the buyers have purchased and
what they have to pay. The final account, made out when the goods have
been despatched, is usually called the commercial invoice. When there is
no bill of lading, as in transport by road or rail, the invoice is used when
payment is made through a bank.

2. Translate the following phrases which can be used for enquiries,
replies and shipping instructions:

1. Please quote your inclusive rates on the following (cargo) (con-
signment)...

2. Please let us know the present freight rates for...

3. Please advise us of the current rates of freight on...

4. We would be grateful if you would send us your current tariffs.

5. In view of the fragile nature of the goods we require them to be for-
warded by air, and we would therefore be glad to know the lowest rates.

6. Our rates are subject to alteration without previous notice, except
the case of special contract.

7. We can offer you a substantial rebate for regular shipments.

8. We thank you for your enquiry of 8 November and attach our quo-
tation for the packing as required. As you know, freight will depend on
the size and weight of the (cases) (packages).

9. We enclose our shipping instructions form and will be glad if you
will fill this in and return it to us, together with a copy of the invoice, for
customs clearance abroad; we will then undertake all formalities on your
behalf, in accordance with our usual conditions.

10. The goods of your order no.... are packed and ready for despatch,
and we would be pleased if you would fill up, sign and return the at-
tached instructions form as soon as possible.

11. We enclose commercial invoice in triplicate; also certificate of
origin.
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12. As the cargo is to be transshipped at... we shall require through
Bs/L.

13. To avoid undue risk of breakage we should like to have the car-
boys sent by train-ferry.

14. All charges are payable by us and the Bs/L are to be marked
'freight prepaid'.

15. A waybill, giving full particulars, will be sent to you as soon as
the consignment is ready for dispatch.

16. We collect your goods to be packed, by any method required for
transport by sea, air, rail or road. We arrange shipments to any part of the
world and will undertake all formalities on your behalf, clearing all doc-
uments and obtaining bills of lading.

17. We have connections throughout the world and as a result of our
wide experience we can advise you on suitable packing and method of
transport for any country to which you wish to export.

18. Our plant is equipped to handle any type of bulky product, and we
provide all the necessary internal fitments, bracing members and cush-
ioning to avoid shock.

19. You can save both time and money by letting us handle all ship-
ping and Customs formalities for you.

20. Our enclosed brochure will give you details of the varied services
we can render and we are able to offer special reductions for large ship-
ments.

V. PACKING CONTAINERS

1. Read and translate into Russian the following definitions of packing
containers. Find the appropriate Russian equivalent to each of them
given in the box.

Bag Case

Bale Crate
Barrel Container

Box Drum
Bundle Sack
Carboy Tin. (US can)
Carton
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1. Generally made of paper, linen, canvas, rubber, or plastic,
(‘naxem’).

2. A larger, stronger version of a bag usually made of jute. (‘mewox").

3. Made of light but strong cardboard, or fibreboard, it has double
lids and bottoms which are fixed together. Sometimes several cartons are
made up into a single package, held by metal bands. (‘xapmonnas xo-
pobka').

4. Stronger than a carton, made of wood, cardboard or metal, some-
times with a folding (hinged) lid. (‘suyux uz oepesa unu memanna’).

5. A strong container made of wood. For extra strength cases may
have battens fixed to their tops, bottoms and sides. When thin wood is
used, metal bands or wires will be passed around case. Cases are often
lined with various materials to prevent damage by water, air, insects, etc.
(‘mpounwiit suwuk, unoeoa ckpennienHwlil petkamu').

6. This is like a case, but is not fully enclosed. It has a bottom and a
frame, and is sometimes open at the top. Crates are often built for the
particular thing they have to carry. Machinery packed in crates needs a
special bottom, called a skid, to facilitate handling. (‘pewemuamasn
mapa').

7. A very large, robust, metal construction, varying in length from
about ten to about forty feet. It is normally sealed at the consignor's fac-
tory and transported unopened until it reaches its destination. Containers
are carried by rail, road and by ship. They may be watertight and airtight,
and goods sent in them cannot be lost or stolen. Containers are a recent
development, and they can make transportation very economical. ('xou-
meiinep").

8. A cylindrical container for liquids and powders, usually made of
metal or plastic, but sometimes wood or strong cardboard. (‘yurunopuue-
cKkuil konmetinep').

9. A wooden drum. Hoops are used to strengthen barrels. There are
various sizes of barrels, and some are known as casks, hogsheads and
kegs, ("depesannas 6ouxa, 6ouonox').

10. A package of soft goods (usually textiles) (“xuna, miox ")
wrapped in protective material.

11. A small metal container which paint, oil and variety of foodstuffs
are packed in ("xoncepsnas 6anxa ).
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12. A glass container, used for chemicals, protected in a padded metal
or wicker cage. ("6anron, 6ymoLin™).

13. Miscellaneous goods packed without a container. (“cesaska,
nauka, sczcym ).

VI. MARKING

1. Read the passage below and fill in each gap with the appropriate
word given in the box.

both ....and for this reason
by paint representing
containers speakers
essential
Good clear marking is if the goods are not to go astray, and
marks are usually made or dyes through a metal

stencil. Wooden cases are sometimes marked by burned impressions in
the wood itself.

We have some special instructions regarding manner of handling,

loading, lifting, etc., aid various warnings for the owner's

the carrier's benefit.

In the past it very often happened that even clearly marked

were roughly handled or wrongly stored - simply because the

stevedores loading or unloading them could not understand the directions

and warnings! For this reason the practice has developed of stenciling

symbols warnings and directions: these can be understood by

of any language.

2. Translate the following sentences into Russian:
1. All boxes are to be marked as usual, but please number them con-
secutively from 1to I1.

2. All marks other than our own and the name of country of origin are
to be removed from the crates before shipment.
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3. We attach a list of marks and numbers to the various packages.
Please give great care to clear and correct marking.

4. Your instructions as to marking have been accurately carried out
and the goods packed with all the care of our experienced despatch staff.

5. We are pleased to confirm that your instructions regarding packing
and marking have been accurately executed by our forwarding agents in
London.

VIl. AGREEMENT

1. Read the agreement and replace the word combinations in brackets
with the appropriate English equivalents given in the box.

AGREEMENT - ORDER No.
for automobile transportation services
and international cargo shipment

according to the route on behalf of
as follows on the basis
The Closed Joint-Stock Company present agreement
Carrier provide
CRCT request
Forwarding Agent stipulated
hereinafter referred to as transportation services
integral part validity
(3akpbiToe akumoHepHoe oOmiecTBo)"Torgimpex”, (3meck u panee
nmenyemoe kak) the Forwarding Agent, represented by on
the one hand, and , hereinafter referred to as the Client,
represented by , on the other hand, have concluded the

(mactosiee cormarnenue) (0 HIKECTETYIOMEM):
1. Subject of the Agreement:

1.1. The (sxcmemuTop) acting (ma ocmosammm)of this agreement, as
per the Client's order and at the Client's cost, shall (o6ecneunt) forward-
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ing services for international and domestic cargo shipment using (tpasc-
noprtabie yenyru) Of the (ITepeBo3uuk), i.e. organises shipment by hired
transport (cormacHo mapmpyty) as indicated in the single (zampoc).
Such Request can be received by fax and is of the same (3akonnyro
cuiry) with the original copy.

1.2. The Forwarding Agent and the Client act on their own or (or
umenn) other parties, which have concluded direct agreements with
them.

1.3. The shipment shall be made in accordance with the "Convention
on the Agreement on International Road Cargo Transportation (KITII')".

1.4. Detailed conditions of each shipment shall be (orosapusarorcs)
in the single request. The Client shall send such request to the Forward-
ing Agent after mutual approval. The request is an (HeoTbemieMast
gacts) Of the agreement.

approve legal
at the points of load/discharge loading period
cargo maximum load capacity
despatch/arrival piled
discharge period placement

dimensions submit

in advance volume

weight

2. Responsibilities of the Client:

2.1. The Client shall (nmpexcrasut) full information on the proposed
shipment at least 2 days (3apanee), as follows:

2.1.1. The route of the proposed shipment quantity of packages (s
MyHKTax 3arpy3ku/Beirpysku) indicating country, city, postal code,
street, building number, name of the organisation, date and time of (ot-
npaBku/mpudbITHs), contact person at the points of load/discharge, tele-
phone and fax numbers);

2.1.2. Name of the (rpy3a), cargo specifications (o6bsem, Bec, pazme-
psi), non- hazardous/hazardous indications, ADR class, can or cannot be
(mrraGuIHpoBaH);

2.1.3. Total invoice cost of cargo shipped.
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2.2. The Client shall load the vehicles in accordance with their (max-
CHUMaJIbHas Tpy3omnoabeMHocTh) and (pasperennsie) standards of those
countries that they pass through.

2.3. During the loading the Client shall (cormacosars) with the driver
aspects of efficient (pasmemenue) of cargo in the truck’s body (plat-
form).

2.4. The Client shall not allow more than 24-hour (twenty four) (me-
puon 3arpy3ku) or more than 48-hour (forty eight) (mepuon pasrpy3sku)
for the Forwarding Agent’s road vehicle.

ensure safe cargo transportation mutually approved
destination point properly issued
deliver the cargo sealing
Forwarding Agent unobstructed

3. Responsibilities of the Forwarding Agent:

3.1. The Forwarding Agent shall send the road vehicles to the Client
in perfect technical condition to (rapantupoBaTh Ge30MacHyIO TpaHCITIOP-
THPOBKY rpy3a). The vehicles shall have necessary means of (miom6u-
posku) with leads.

3.2. The Forwarding Agent shall make sure that the drivers carry with
them all (momxaBEIM 06pasom odopmiennsie) documents for (becmpe-
mATCTBEHHOI) Shipment.

3.3. The Forwarding Agent shall bring the vehicles for loading to the
address and on the time as indicated in the (B3amMuO 0100peHHEIH) re-
guest for shipment.

3.4. (Oxcnenutop) shall (mocraBut rpy3) as per the request obtained,
to the (mymkT Hasmauenus) and hand it over to consignee.

account margin
banking fees payment
consignee penalty
cargo remuneration
delay responsible
freight amount stipulated
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4. Terms of payment:

4.1 The Forwarding Agent shall issue the bill to the Client to be paid
as well the CMR marked by the (rpy3zomonyuatenem) on reception of
(rpy3a). The (mmarex) shall be executed within 10 banking days after
reception of documents.

4.2. The payment for the forwarding services is the amount of (Bo3-
Harpaxzaenue), it shall remain on the Forwarding Agent's account being
a (31. pasuuiia) between the shipment's amount and the amount paid by
the Forwarding Agent to the Carrier to the Carrier's account.

4.3 The amount (oroBopennsiii) in the request shall be received on
the (cuer). The Client is held (orBerctBennsiii) for payment of the (6an-
KOBCKHE COOPBI).

4.4 In the case of delayed payment the Client shall pay to the For-
warding Agent the (wrpad) in the amount of 0.1 per cent of the (cymma
¢paxra) for each day of (zamepxkn).

additional expenses gross weight
allowable limit idle period
appropriate expenses improper
cargo insurance insufficient
consignee penalty
consignor shall be responsible for
expenses to be borne by consignor guantity

5. Responsibilities of the Parties:

5.1. When the road vehicles are delivered for loading later than 24
hours or the cargo is not delivered to the (rpy3zomonydvarens) in time (if
the request indicates the delivery date) the Forwarding Agent shall pay
penalty equal to the payment for (mpocroii) (refer to p. 5.2).

5.2. If such idle period occurs on the route, when loading or discharg-
ing as the Client's fault and such period is longer than stipulated in para
2.4, the Client shall pay to the Forwarding Agent (urrpad) for idle period
of road vehicles in the amount of USD 100 (one hundred).
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5.3. If the Client overloads the vehicle more than (momycTumsrii mpe-
nen), the Client shall pay to the Forwarding Agent all (monmomauTenbHbIe
pacxozsr) during shipment.

5.4. During transit transportation within the territory of Poland with
convoy escort, the Client shall bear all (Bce cooTBeTcTByIOIIME pacxobi)
of the Forwarding Agent.

5.5. The Client (mecer oTBercTBeHHOCTS 3a) all expenses of the For-
warding Agent and losses caused to him as a result of (nenamnexaruee)
or (memoctatounoe) issue of the following:

— instructions regarding name and address of (rpysooTmnpaBuTesb),
place and time of load/discharge of cargo, name and address of consign-
ee, approved indication of cargo type and packing method,
(xomumuectBo)of packages, their marking and numbers, (Bec 6pyrrto) of
cargo;

—all other instructions to be indicated (if necessary) in the request
(reloading prohibited, (pacxombl, KOTOpbIE HECeT TPY300TIPABUTEID),
recommendations to the Forwarding Agent on (ctpaxoBka rpysa), re-
quired transportation conditions, etc.);

— instructions required for fulfillment customs and other formalities.

authorized body Force Majeure conditions
beyond their control fulfillment
Chamber of Commerce notify
complete or partial failure notification
confirmed

6. Force Majeure Conditions:

6.1. Neither Party shall be responsible for (mosHbIi Wiu YacTHIHBINA
orkas) to fulfill obligations as per this Agreement if such failure is
caused by forces (Bue ux xontpouisi), such as flood, fire, earthquake, war,
other acts of God, as well as decisions by governmental or other bodies
that obstruct financial and business activities of the Parties and (ssimos-
Henue) Of this Agreement.

6.2. The Party that has encountered (oOcTosiTenscTBa HENPEOIOITH-
moit cutbl) Shall immediately (yBemomisite) the other Party. Facts stated
in the (yBemomnenun), shall be (moarsepxnensr) by the (Toprosas Ila-
nara) or another (ymomHomoueHHbsIM opranom) Of that country.
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authorised representatives notification

binding Party
amendments signature
come into force submitted
disputes and disagreements terminate
fulfillment valid
negotiations validity period

7. Arbitration;

7.1. All disputes and disagreements that may appear during (Bsimos-
uenusi) of the Agreement shall be resolved by (rieperosopsr).

7.2. If such (cmops! u pasnornacus) cannot be resolved by negotia-
tions, the matter shall be (npencrasnensi) to the Arbitration Court. Its
decision shall be (o6s3arensusr) for the both Parties.

8. Final Provisions:

8.1. The present Agreement is made in two copies of the same validi-
ty, one for each Party.

8.2. All additions or (momparku) to the present Agreement shall be
made in the written form and signed by the (ymomHomouenHbie nipencra-
sutenu) Of the both Parties.

8.3. The present Agreement shall (Bcrynuts B cuity) from the date of
(moxmucanus) and be (meiicrBurensusrii) till December 31, 2012.

8.4. Any (cropona) has the right to (ammymuposats) the present
Agreement on its own without indication of reasons, with written (yse-
nomnenus) of the other Party at least one month prior to termination
date.

8.5. If one month before the expiry date of the present Agreement
none of the Parties notifies another on readiness to terminate the Agree-
ment, the (mepuon neiictBusi) of the Agreement is considered extended
for the next year.
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2. Translate the following sentences into Russian using the dictionary
if necessary:

1. The relations of the Forwarding Agent and the Customer are based
upon the provisions of the Convention on the Contract for the Interna-
tional Carriage of Goods by Road (CMR), the Customs Convention on
the International Transport of Goods under Cover of TIR Carnets.

2. The Forwarding Agent is required to inform the Customer about
the forced delays of the vehicle on the road, breakdown or any other un-
expected circumstances creating an obstacle for the delivery of the cargo
in time, as well to agree all actions during the order execution.

3. The Customer provides the Forwarding Agent with guarantee that
the cargo weight does not exceed the existing international standards, as
well as standards set in the Republic of Belarus.

4. All expenses related to the forwarding of the cargo are included in-
to the freight-rate and are negotiated by the parties when accepting the
request.

5. In case the cargo has not been provided according to the finally
agreed schedule, the Customer reimburses 10% of the freight rate
amount of the cargo that was supposed to be forwarded.

6. The Forwarding Agent arranges the cargo transportation using ve-
hicles in accordance with the approved schedule.

7. The Forwarding Agent (supported by the driver of the vehicle) is
required to control the process of cargo loading/unloading and provides
reasonable cargo stowage in order to avoid unequal distribution of
weight to the axles of the vehicle.

8. The Forwarding Agent is required to inform the Customer about
the forced delays of the vehicle on the road, breakdown or any other un-
expected circumstances creating an obstacle for the delivery of the cargo
in time.

9. In case of cargo loss, deficit or damage discovery, the Customer is
required to inform the Forwarding Agent immediately and to arrange the
documents in accordance with the legislation.

10. The Customer is required to inform the Forwarding Agent about
necessary address changes for the vehicle, and to pay charges for addi-
tional run in accordance with agreed price.
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11. Payment for the cargo transportation by vehicles is performed di-
rectly between the Customer and the Forwarding Agent by money order
to the account of the Forwarding Agent in foreign currency. Bank charg-
es are paid by the Customer. Currency of payment - euro.

12. The Forwarding Agent provides the Customer with the guarantee
that all vehicles involved in the cargo transportation are functioning
properly, that they are suitable for international cargo transportation pur-
poses, and available in the amount and period agreed by the parties, as
well as provides all necessary documents, including CMR insurance of
the responsibilities of the Carrier.

13. Penalty provision payments do not release the Customer from its
duties to pay the freight rate.

14. All changes and supplements to the present Contract are legally
valid if submitted in written form and signed by both parties only.

3. Translate the following sentences into English using the dictionary
if necessary:

1. Ucnoauurens 1 3aKa3unk BBICTYIIAKOT OT CBOCTO UMCHH U 11O I10-
PYYEHHIO OpraHu3alnii, C KOTOPBIMH OHU UMeIOT JloroBopa.

2. Ha kaxmyro OT/AENbHYIO MepeBO3Ky O0(OpMIISETCST TPAHCIIOPTHBIH
3aKa3-3asBKa, KOTOPBIH COJIEPIKUT CIIECAYIONINE CBEACHUS: JaTa OTIpy3-
KH{; aJIpec 3arpy3Kd M TaMOKHH OTIIPABJICHHS; aJipeca pasrpy30K U Ta-
MOXEH Ha3HAuYCeHWs; HAUMEHOBAHUE TIPy3a, €ro KOJIMYECTBO; CPOK JI0-
CTaBKH; (hpaxToBas CTABKa.

3. 3aka3zumk o0ecre4nBaeT TOTPY3KY/pasrpy3ky U TaMOKEHHOE
o(hopMIIeHHE TPaHCIIOPTHBIX cpeAcTB McnonHutens B TeueHue 48 yacos
C MOMEHTAa TMPHUXOJAa TPAHCHOPTHBIX CPEACTB K MECTy IIOrpy3-
KH/pa3rpy3KH.

4. DkcnienuTop (MCHOJHUTENb) UHOOPMHUPYET 3aKa3uhKa O BBIHYXK-
JCHHBIX 3aJIep’KKaxX TPAHCIIOPTHBIX CPEJICTB B IyTH CIICOBAHHS, aBapH-
AX U O APYTrux HENPCABUACHHBIX O6CTO${TeHBCTBaX, a TaK»XK€ COIJIaCOBBI-
BaeT BCE JICHCTBHSI BO BPEMsI BBIIIOJIHEHHS 3aKas3a.

5. 3aka3uuk cornacoBbiBaeT ¢ VcromHurenem rpaduk OTrpy3okK, ra-
paHTHPYeT HaIW4ue BCEX HEOOXOMMMBIX TOKYMEHTOB (JIMIEH3Uil, Ipy-
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30BBIX TAMOXXCHHBIX JICKIapalnii, CEpTUPHUKATHL O MPOUCXOKACHUH TO-
Bapa U Ipyrux JOKyMEHTOB).

6. HacTosmmii JloroBop BeTymaeT B CHITy ¢ MOMEHTA €T0 IMOAITHCAaHUS
u OyzeT aeiicTBoBaTh o ... utoHsa 2015r.

7. B ciyuae oOHapy>keHUs yTpaTbl, HEIOCTa4yH, IOPUYH rpy3a 3aKas-
YUK HeMeJIeHHO uH(popmupyet Mcnonaurens 1 opopMiIseT JOKYMEHTHI
B COOTBETCTBUU C 3aKOHOAATEIIECTBOM.

9. Onnata mpousBoauTcs B TeueHue 10 kaJeHIapHBIX JHEH ¢ MOMEH-
ta nonydenusi CMR- HakagHOH ¢ OTMETKaMU Tpy30MOIydaTess O IpH-
eMe Irpysa.

10. Bce cropsl 1 pa3Horiacus, KOTOpble MOTYT BO3HHUKHYTh U3 HC-
MOJTHEHHUSI HACTOSIIETO JOroBopa, W He OyIyT yperyaupoBaHBI ITyTEM
MIEPEroBOPOB, MOUIEKAT PACCMOTPEHUIO B COOTBETCTBHU C 3aKOHOJa-
TenbcTBOM PecryOnmku bemapycs B Xo3siicTBEeHHOM(ApPOUTPa)KHOM)
Cyne PecniyOnuku benapych.

11. Ommara mTpaHBIX CaHKIUNA HE OCBOOOXKIAeT 3akKa3yuka OT
oriaTel PaxTOBOM CTABKH.

12. VicionHuTENb OCYLIECTBISIET IEPEBO3KH TPY30B 3aKa3unKa aBTO-
MOOWJILHBIM TPAHCIIOPTOM COTJIACHO YTBEPXKICHHOMY rpaduky.

13. Bce u3meHeHMst U JONOJHEHUs K HactosmeMmy Jlorosopy aew-
CTBHUTEJIbHBI JIIIb B TOM CIIydae, €CJIM OHM COBEPIIEHbI B MUCbMEHHOMH
(dhopMe U moAnucaHbl 00EUMH CTOPOHAMH.

VIl INTERBUS AGREEMENT

1. Read the text about Interbus Agreement carefully and be ready for a
comprehension check-up.

The Interbus Agreement on the international occasional carriage of
passengers by coach and bus entered into force in the European Commu-
nity on 1 January 2003.The Agreement applies to the international car-
riage of passengers, of any nationality, and to unladen journeys of the
buses and coaches concerned with these services on the territory of the
European Union (EU). The Interbus Agreement governs traffic not only
between the Community and the non-EC countries but also between the
non-EC countries themselves, thus establishing a degree of fiscal, social
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and technical harmonisation in addition to market access rules. The
Agreement also provides for accession by any member of the European
Conference of Ministers of Transport. The Interbus Agreement replaces
the bilateral agreements concluded between the contracting parties.

The Interbus Agreement incorporates most of the liberalisation
measures while adding social, fiscal and technical measures based on the
principle of non-discrimination between the various contracting parties.
The principle of non-discrimination on grounds of nationality or the
place of establishment of the transport operator, and of the origin or des-
tination of the bus or coach should be considered to be a basic condition
applying to the provision of international transport services.

The Agreement provides for uniform models for transport documents
such as the control document for liberalised occasional services and also
the authorisation and the application form for non-liberalised services in
order to facilitate and simplify inspection procedures.

Buses and coaches are exempted from all vehicle taxes and charges
levied on the circulation or possession of vehicles as well as from all
special taxes or charges levied on transport operations in the territory of
the other contracting parties. However, buses and coaches are not ex-
empted from payment of taxes and charges on motor fuel, value added
tax on transport services, road tolls and user charges levied on the use of
infrastructure.

A Joint Committee is established, responsible for the management
and proper application of the Agreement. In particular, the Committee is
responsible for:

e drawing up, on the basis of the information provided by the contract-
ing parties, a list of the authorities responsible for certain tasks provided
for under the Agreement,

e amending or adapting the control documents and other models of
documents established in the Annexes to the Agreement,

e amending or adapting the Annexes concerning the technical standards
applicable to buses and coaches,

e drawing up a list, on the basis of information provided by the con-
tracting parties, of all customs duties, taxes and charges,

e amending or adapting the requirements concerning the social provi-
sions in order to incorporate future measures taken within the European
Community,
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e resolving any dispute over the implementation and interpretation of
the Agreement,

o recommending further steps towards the liberalisation of those occa-
sional services still subject to authorisation.

The Agreement is concluded for a period of five years, dating from its
entry into force. The duration is automatically extended for successive
periods of five years among those contracting parties who do not express
their wish not to do so.

2. Answer the following questions:

1. When did the Interbus Agreement enter into force?

2. What does the Agreement apply to?

3. What does this Agreement govern?

4. What agreements does Interbus Agreement replace?

5. What does this Agreement provide for transport documents?

6. What is established for management and proper application of the
Agreement?

7. For how long is this Agreement concluded?

3. Complete the sentences according to the contents of the text.

1. The Interbus Agreement incorporates most of the .... .

2. The principle of non-discrimination on grounds of nationality or the
place of establishment of transport operator should be considered to be .... .

3. Buses and coaches are exempted from .... .

4. Joint Committee is established, responsible for .... .

5. The Agreement is concluded for a period of five years, dating .... .

6. The duration is automatically extended for .... .

4. Skim the text again and find out what the Joint Committee is re-
sponsible for in particular.
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5. Translate the following sentences from Interbus Agreement into
Russian.

1. This Agreement shall apply to the international carriage of passen-
gers, of any nationality, byroad by means of occasional services carried
out by transport operators for hire or reward established in a Contracting
Party in accordance with its law and holding a license to undertake car-
riage by means of international occasional services by coach and bus.

2. The use of buses and coaches designed to carry passengers for the
transport of goods for commercial purposes shall be excluded from the
scope of this Agreement.

3. ‘Shuttle services’ are services whereby, by means of repeated out-
ward and return journeys, previously formed groups of passengers are
carried from a single place of departure to a single destination.

4. Place of departure and destination shall mean, respectively, the
place where the journey begins and the place where the journey ends,
together with, in each case, the surrounding localities within a radius of
50 km.

5. ‘Contracting Parties’ are those signatories that have consented to
be bound by this Agreement and for which this Agreement is in force.

6. ‘Transit’ means the part of a transport operation through the territory
of a Contracting Party without passengers being picked up or set down.

7. Closed-door tours, that is to say services whereby the same bus or
coach is used to carry the same group of passengers throughout the jour-
ney and to bring them back to the place of departure. The place of depar-
ture is in the territory of the Contracting Party in which the transport op-
erator is established.

8. Passengers have been invited to travel into the territory of another
Contracting Party, the cost of transport being borne by the person issuing
the invitation. Such passengers must constitute a homogeneous group,
which has not been formed solely with a view to undertaking that partic-
ular journey and which is brought into the territory of the Contracting
Party in which the transport operator is established.

9. This Agreement shall enter into force for the Contracting Parties
that have approved or ratified it, when four Contracting Parties including
the European Community have approved or ratified it, on the first day of
the third month following the date on which the fourth instrument of ap-
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proval or ratification is deposited, or even on the first day f the sixth
month, under condition in the latter case that a corresponding declaration
be made at the time of the ratification of the Agreement.

10. This Agreement shall enter into force, for each Contracting Party
that approves or ratifies it after the entry into force provided for in para-
graph 1, on the first day of the third month following the date on which
the Contracting Party concerned has deposited its instrument of approval
or ratification.

11. After its entry into force, this Agreement shall be open to acces-
sion by countries which are full members of the European Conference of
Ministers of Transport (ECMT).

12. For services provided by transport operators established within
the European Community, the points of departure and/or destination of
the services can be in any Member State of the European Community,
independently of the Member State in which the bus or coach is regis-
tered or the Member State in which the transport operator is established.

13. Buses and coaches that are engaged in transport operations in ac-
cordance with this Agreement shall be exempted from all vehicle taxes
and charges levied on the circulation or possession of vehicles as well as
from all special taxes or charges levied on transport operations in the
territory of the other Contracting Parties.

14. Contracting Parties shall ensure that tolls and any other form of
user charges may not be imposed at the same time for the use of a single
road section. However, Contracting Parties may also impose tolls on
networks where user charges are levied, for the use of bridges, tunnels
and mountain passes.

15. The passenger waybill shall be completed in duplicate by the
transport operator for each journey before the start of the journey.

16. The competent authorities of the Contracting Party in whose terri-
tory the place of departure is situated shall examine the application for
authorisation of the service concerned and, in the case of its approval,
shall forward it to the competent authorities of the Contracting Party(ies)
of destination as well as the competent authorities of the Contracting
Parties in transit.

17. The competent authorities of the Contracting Party(ies) whose
agreement has been requested shall issue the authorization within one
month, without discrimination as to the nationality or place of establish-
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ment of the transport operator. If these authorities do not agree on the
terms of the authorization they shall inform the competent authorities of
the Contracting Party(ies) concerned of the relevant reasons.

18. The competent authorities of two or more Contracting Parties may
agree to simplify the authorisation procedure, the model of application
for authorisation and the model of authorization for the occasional ser-
vices carried out between these Contracting Parties.

19. The Contracting Parties shall take the measures necessary to en-
force any decisions adopted by the Joint Committee in accordance,
where necessary, with their own internal procedures.

20. The provisions of this Agreement shall replace those relevant pro-
visions of the agreements concluded between Contracting Parties. As far
as the European Community is concerned, this provision applies to agree-
ments concluded between any Member State and a Contracting Party.

21. This Agreement shall be approved or ratified by the signatories in
accordance with their own procedures.

22. In order to facilitate the management of this Agreement, a Joint
Committee is hereby established. This Committee shall be made up of
representatives of the Contracting Parties.

23. The Joint Committee shall in particular amend or adapt the con-
trol documents and other models of documents established in the Annex-
es to this Agreement.

IX. TERMS AND DEFINITIONS

1. Match the terms from the box with the appropriate definition.

regular transit bus service permit
vehicle regular bus service
quotes shuttle service
Carrier closed-door service (tourist
transit transport transport)
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1. The term " " means any physical or juridical person author-
ized to carry passengers and goods in conformity with the laws, regula-
tions and rules of the Contracting Parties.

2. The term " " means any power driven road vehicle built ei-
ther for carriage of passengers (more than eight seats excluding the driv-
er's seat) or foods or drawing such vehicles, or a combination comprising
a vehicle and a trailer or a semi-trailer connected to it, built for the car-
riage of passengers or goods.

3. The term ™ " means all kinds of permits to be issued by the
competent authorities of the Contracting Parties.

4. The term " " means the number of permits issued annually
for transit purposes.

5. The term " " means the carriage of passengers between the

territory of the two Contracting Parties on a prescribed road in accord-
ance with national schedules and tariffs.

6. The term " " means a regular bus service beginning in the
territory of one Contracting Party, crossing the territory of the other Con-
tracting Party without leaving or taking passengers and terminating in
the territory of a third State.

7. The term " " means an organized international service for
the carriage from one and the same point of departure to a fixed point of
destination of a group of passengers and their return to the point of de-
parture at the end of a pre-scheduled period. (Passengers traveling in
group, are all required to return in the same group. The first return jour-
ney from and the last journey to the point of destination will be without
passengers.)

8. The term " " means international carriage of one and the
same group of passengers in one and the same vehicle in a tour, starting
from a point in the territory of one of the Contracting Parties and termi-
nating in the same Contracting Party without taking or leaving passen-
gers.

9. The term " " means carriage of passengers and goods
through the territory of one Contracting Party, between points of depar-
ture and destination located outside the territory of that Contracting Par-

ty.
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2. Choose the right continuation of each sentence.

1. A transit permit shall be valid
for one round trip transit journey...

a. ... to facilitate, simplify and ac-
celerate the customs and other
formalities relating to carriage of
passengers and goods.

2. It shall also be valid for one ve-
hicle and only for the carrier to
whom...

b. ... unless either Contracting Par-
ty expresses its wish in writing to
the other Contracting Party to ter-
minate it at least three months pri-
or to the date of expiry.

3. Arms, ammunitions and military
equipment and explosives are ex-
cluded from the right of transit un-
less ...

C. ... through the territory of the
Contracting Parties

4. The Contracting Parties shall
take all the measures in order...

d. ... the Convention on the Inter-
national Transport of Goods un-
dercover of TIR Carnets and/or
national laws and regulations.

5. An unloaded vehicle registered
in one Contracting Party shall not
enter...

e. ... any kind of insurance com-
plying with the laws and regula-
tions.

6. The transit tourist carriage and
shuttle service to be performed by
a vehicle registered in the territory
of one Contracting Party to or from
the territory of the other Contract-
ing Party...

f. ... the other Contracting Party
with reports and results of the in-
quiry and other necessary infor-
mation.

7. The International transport of
goods by road in accordance with
this Agreement shall be subject to
the requirements of...

g. ... it is issued and shall not be
transferable.

8. Fuel contained in the standard

h. ... the territory of the other Con-

38




tanks of vehicles shall be exempt
from...

tracting Party to collect passengers
and goods unless permit is issued
for this purpose.

9. All carriages to be performed in
accordance with this Agreement
shall be covered by...

i. ... laws and regulations govern-
ing the road traffic of the other
Contracting Party.

10. In cases of accidents, break-
downs or other difficulties, the
competent authorities of the Con-
tracting Party in whose territory
such an incident occurs, shall pro-
vide...

j. ... apermit is obtained from the
Contracting Parties. -

11. Carriers and crew of the vehi-
cles registered in one Contracting
Party shall comply with...

k. .... customs duties and all other
taxes and duties. The standard tank
is of vehicles.

12. This Agreement shall be auto-
matically renewed for period of
one year...

I. ... shall not be subject to obtain-
ing permit.

X. TRANSPORTATION AGREEMENT

1. Mind the following adverbs found in the text.

1. hereafter BIIPEJib, B TaJIbHEHUIIIEM

2. hereat B pe3yJIbTaTe 3TOr0

3. hereby HACTOSIINM, STHM; TAKUM 00pa3oM
4. herein 3]1€Ch, B 3TOM (JIOKYMEHTE)

5. hereinabove BBIILICYIOMSTHY ThIH, BBIILICHA3BAH-

HBIN

6. hereinafter

HHUKE; B JAIbHEHUIIIEM B OTOM J0-
KyMEHTE
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7. hereinbefore BBIIIE (B JJAHHOM JIOKYMEHTE)

8. hereof OTCIOJIa, U3 3TOTO (B TOKYMEHTaX)

9. hereto K 3TOMY (IOKyMEHTY)

10. hereunder B COOTBETCTBUH C HACTOSIIMM J10-
TOBOPOM

11. thereafter C 3TOTO BPEMEHHU, MOCIIE 3TOTO,
3aTeM

2. This is an example of a transportation agreement. Read it attentively
and translate into Russian using a dictionary if necessary.

This Agreement is entered into this __ day of , 20011 by
and  between

("CARRIER") whose principal place of business is located at
and Propak Logistics, Inc.
("PROPAK™), whose principal place of business is 4001 Planters Road,
Fort Smith, Arkansas 72908.

PROPAK is a logistics company and broker of motor carrier transpor-
tation services duly licensed by the United States Department of Trans-
portation (ICC MC# 387908 B). From time to time, shipments of proper-
ty provided by PROPAK'S customers ("SHIPPER") require the services
of a motor carrier for the purpose of transporting commodities between
points in the continental United States;

CARRIER is engaged in the transportation of property by motor ve-
hicle, and is duly licensed by the United States Department of Transpor-
tation as a contract carrier (ICC MC # ), and;

PROPAK desires to engage the services of CARRIER to arrange the
transportation of SHIPPER'S goods as set forth on any and all Load Con-
firmation Sheets and/or bills of lading, which shall hereinafter be re-
ferred to as "Load Sheet."

In consideration of the premises and mutual benefits to be derived by
CARRIER and PROPAK from this Agreement and the mutual promises
made and exchanged, CARRIER and PROPAK agree as follows:
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1. Carrier's Operating Authority and Compliance with Law: CARRI-
ER represents and warrants that it is duly and legally qualified to pro-
vide, as a contract carrier, the transportation services contemplated here-
in. CARRIER further represents and warrants that it does not have a
conditional or unsatisfactory safety rating issued from the U.S. Depart-
ment of Transportation, and further agrees to comply with all federal,
state, and local laws regarding the provision of the transportation ser-
vices contemplated under this Agreement.

2._Performance of Services: CARRIER agrees, subject to availability
and legal loading capacity of its equipment, to transport commodities
and perform ancillary services tendered to it by PROPAK in accordance
with the shipping instructions as set forth in each Load Sheet. CARRIER
agrees that it will use only tractors, trailers and other equipment which
are in good condition and are clean, sound and free from odors, moisture
and other conditions that might result in loss or damage to or adverse
effect upon the goods transported. CARRIER and PROPAK agree that
each shipment to be transported under this Agreement will be evidenced
by a separate Load Sheet, which Load Sheet will become a part of this
Agreement when CARRIER accepts a shipment and commences the
movement of freight.

3. Rates and Charges: PROPAK will compensate CARRIER for the
transportation services performed hereunder on the basis of rates and
charges set forth on each Load Sheet. CARRIER must provide a com-
pleted invoice together with ail of the signed original bill(s) of lading,
signed pickup receipts and signed proof of delivery receipt(s) for each
shipment included on the invoice. PROPAK shall remit payment to
CARRIER for each load tendered within thirty (30) days of receipt by
PROPAK of all properly executed paperwork for the load, as determined
solely by PROPAK. PROPAK is responsible for all payments to CAR-
RIER for all services rendered by the CARRIER. CARRIER shall not
look to SHIPPER for payment and SHIPPER'S payments for services
rendered will always be made directly to PROPAK. CARRIER must
maintain with PROPAK at all times during which a load is being trans-
ported; a copy of its operating authority showing it to be a contract carri-
er, certificates of insurance in effect as of the date of each shipment, all
forms required by the IRS and a signed Transportation Agreement. Fail-
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ure to provide these documents will result in delays in the payment of all
invoices from the CARRIER.

4. Effective Date and Term: This Agreement shall go into effect on
the day and year herein above written and remain in effect for a period of
one (1) year from date hereof, and shall renew automatically for one (1)
year periods thereafter, subject to the right of either party hereto to can-
cel or terminate the Agreement upon not less than thirty (30) days writ-
ten notice of one party to the other prior to the end of the then current
term, with notice being effective upon delivery.

5. Confidentiality: Carrier agrees that it will not divulge to any third
party (a) the terms of this Agreement, or (b) any proprietary information
derived in the course of performance of this Agreement CARRIER spe-
cifically agrees that it shall not reveal the terms on which it provides
transportation to any third party represented by PROPAK and/or the
consignee/consignors of any shipment moving hereunder.

6. Sub-Contract Prohibition: CARRIER specifically agrees that all
freight tendered to it by PROPAK shall be transported on equipment op-
erated only under the authority of CARRIER, and that CARRIER shall
not in any manner sub-contract, broker, or in any other form arrange for
the freight to be transported by a third party without the prior written
consent of PROPAK.

7. Insurance: CARRIER shall maintain insurance policies in force at
all times that cover personal liability, property damage and cargo dam-
age, as well as all coverage required under applicable state and/or federal
law, including workers' compensation coverage.

CARRIER will provide PROPAK with a Certificate of Insurance of
each policy in force showing PROPAK as certificate holder and contain-
ing a clause which provides that PROPAK will be given thirty (30) days
written notice prior to the effective date of any cancellation or material
change in said policy(ies).

8. Loss. Damage or Destruction of Cargo: CARRIER shall be liable
for any loss, damage or destruction of any property transported under
this Agreement. If any property is lost, damaged or destroyed, in whole
or in part, SHIPPER or PROPAK will submit a written claim to CAR-
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RIER and CARRIER shall pay the claim within thirty (30) days. CAR-
RIER agrees, in case of accident, to use the utmost care and diligence in
the protection of the property.

9. Chargebacks: CARRIER agrees that it will be responsible for any
SHIPPER or customer chargebacks resulting from late deliveries or
missed appointments provided. CARRIER is notified at time of load ten-
der that penalties will be in effect and the specific amounts of any penal-
ties for late delivery or missed appointment as agreed to in the load
sheet, excluding acts of God, terrorism, war, accidents, breakdown, or
any circumstances beyond carrier's control.

10. Accident or Breakdown Notification: CARRIER agrees to notify
PROPAK by telephone immediately of any accident or breakdown
which impairs or delays the movement of any property under this
Agreement.

11. Indemnification: CARRIER shall indemnify and hold harmless
SHIPPER and PROPAK from and against any and all claims, demands,
direct or indirect damages, causes of action, liabilities, losses, suits, tax-
es, penalties and fines from any source caused by or resulting from the
action or omission of CARRIER or its agents or employees in providing
transportation services under this Agreement or in failing to comply with
any law(s) and regulation(s) with respect to the maintenance, operations
and use of motor vehicles and equipment hereunder.

12. Conflicts: In the event there is a conflict between the terms of this
Agreement and the bill of lading, the provisions of this Agreement shall
govern.

13. Governmental Regulations: PROPAK and CARRIER hereby mu-
tually agree and stipulate that each is familiar with all governmental reg-
ulations, that each will fully comply with said regulations, and that said
duty of compliance shall at all times during the term of this Agreement
be a material provision and obligation of each to the other. Consistent
with said regulatory requirements, CARRIER agrees to provide
PROPAK all documents and information which PROPAK is required to
have on file and which are normally within the possession of CARRIER.
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14. Independent Contractor Relationship: CARRIER shall have the
exclusive right to employ or discharge all persons required in the per-
formance of the services contemplated hereunder and such persons shall
be and remain employees or agents of CARRIER at all times.

15. Severability: If any provision of this Agreement is found to be in-
valid or unenforceable, the remaining provisions shall survive in full
force and effect and shall constitute the full Agreement between CAR-
RIER and PROPAK.

16. Entire Agreement and Modifications: This Agreement including
all schedule(s) attached hereto constitutes the entire Agreement between
the CARRIER and PROPAK with respect to the subject matter of this
Agreement and may not be modified or amended unless accomplished
by writing, signed by both CARRIER and PROPAK and no provision or
requirement in this contract shall be considered waived unless a waiver
is expressly endorsed hereon or attached hereto.

In witness where of, the undersigned individuals have executed this
Agreement the day and year herein above written, and by doing so, rep-
resent and warrant that they accept and agree to the terms contained
herein and have been or are specifically authorized to do so on behalf of
the organization they represent.

3. Fill in the gaps with the appropriate words and word combinations
from the box. Translate the sentences into Russian.

agreement, cargo damage, contemplated, the terms, damage, property,
penalties, responsible for, chargebacks, deliveries, to notify, liable for,
indemnify, breakdown, delays, warrants, proprietary information, bill of
lading, claims, liabilities, suits, the terms, the provisions, divulge, stipu-
late, governmental regulations, insurance policies, cover, invoice, re-
ceipt, remit, provision

1. Carrier represents and that it does not have a conditional or
unsatisfactory safety rating, and agrees to comply with all federal, state,
and local laws regarding the of the transportation services

under this Agreement.
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2. Carrier agrees that it will not to any third party of

this Agreement, or any derived in the course of perfor-
mance of this Agreement.

3. CARRIER shall be ____any loss, or destruction
of any transported under this Agreement.

4. CARRIER agrees that it will be any SHIPPER or
customer resulting from late or missed appointments
provided.

5. CARRIER agrees PROPAK by telephone immediately of
any accident or which impairs or the movement of any
property under this .

6. CARRIER shall and hold harmless SHIPPER and
PROPAK from and against any and all , demands, direct or indi-
rect damages, causes of action, , losses, , taxes,
and fines from any source.

7. In the event there is a conflict between of this Agreement
and the bill of lading, of this Agreement shall govern.

8. PROPAK and CARRIER hereby mutually agree and that
each is familiar with all , that each will fully comply with
said regulations.

9. CARRIER shall maintain in force at all times that

personal liability, property damage and , as well as

all coverage required under applicable state and/or federal law.

10. CARRIER must provide a completed invoice together with ail of
the signed original , signed pickup receipts and signed
proof of delivery receipt for each shipment included on the .

11. PROPAK shall payment to CARRIER for each load with-
in 30 days of by PROPAK of all properly executed paperwork
for the load.

4. Fill in the gaps with the necessary prepositions.

1. time to time, shipments property provided
PROPAK'S customers require the services of a motor carrier the
purpose of transporting commodities points in the continental

United States.
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2. CARRIER agrees that it will use only tractors, trailers and other
equipment which are good condition and are clean, sound and free
odors, moisture and other conditions that might result loss

or damage to or adverse effect the goods transported.

3. CARRIER will provide PROPAK a Certificate of Insur-
ance each policy in force and containing a clause which provides
that PROPAK will be given 30 days written notice the effective
date of any cancellation or material change in said policy.

4. CARRIER agrees to notify PROPAK telephone immediate-
ly any accident or breakdown which impairs or delays the move-
ment any property this Agreement.

5. PROPAK is responsible all payments CARRIER

all services rendered the CARRIER.

6. CARRIER specifically agrees that it shall not reveal the terms

which it provides transportation any third party represented
PROPAK.

7. CARRIER shall be liable any loss, damage or destruction

any property transported this Agreement.

8. the event there is a conflict the terms this
Agreement and the bill lading, the provisions this Agree-
ment shall govern.

9. This Agreement constitutes the entire Agreement the
CARRIER and PROPAK respect to the subject matter __ this
Agreement and may not be modified or amended unless accomplished

writing, signed both CARRIER and PROPAK.

10. CARRIER agrees that it will be responsible any SHIPPER
or customer chargebacks resulting late deliveries or missed ap-
pointments

5. Here are some useful phrases connected with the transportation in-
surance. Match them with their Russian equivalents.

1. The buyer (seller) bears the
risk for the transport of the
goods.

a. 3a Bpems INEpEeBO30K TOBApPHI
3aCTpaxoBaHbl OT yTepu W /WiIn
MTOBPEXACHUSI.

2. During transportation the
goods are insured against loss

b. Ecimu Ber moTpebyere, MBI 3a-
CTpaxyeM JIaHHbIE TOBaphl 3a
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and / or damage.

Bamr cuér.

3. The risk of loss or damage
will be carried by us (you).

C. TpaHcropTHass CTpaxoBKa MO-
)KeT OBITh 3akiloueHa 3a Ban
CUéT

4. The goods are insured while in
transit.

d. Do npuOBITHS B MECTO Ha3Ha-
YeHHUs] TOBaphl 3aCTPaxOBaHbI OT
yTEPH WJIH TIOBPEXKICHHSL.

5. We insure the goods at our
(your) cost against damage in
transport.

e. [loxymarens (mpoaasetr) HECET
PHCK, CBSI3aHHBIM C TPaHCIIOPTH-
POBKOI TOBapa

6. We (you) pay the transport
insurance.

f. CToumocTh CTPaxOBKH
(He)BKiIOUEHa B IIGHY HAIHMX
TOBApOB.

7. The goods are insured against
loss or damage until they arrive
at destination.

0. MBI 3acTpaxyem TOBapbl OT
MOBPEXKACHUA B IyTH 3a Hall
(Bam) cuér.

8. Cost of insurance is split
equally between customer and
seller.

h. TpaucnoptHas cTpaxoBKa
ortaunBaercs: Hamu (Bamn).

9. According to your request we
took out a transportation insur-
ance policy and will charge same
to you.

i. CTOMMOCTB CTPaxOBKH JICITUTCS
MOPOBHY MEXIY IIPOJIaBlIOM U
MOKYyTaTENEM.

10. Should you so desire, we
shall insure these goods at your
cost.

J. Pucku, cBsizaHHBIE C yTepeil 1
TIOBPEXK/ICHUSIMHU, HECEM MbI
(maecére Brr).

11. A transport insurance can be
taken out, the cost of which we
will charge to you.

k. ToBapsI 3acTpaxoBaHbI Ha
BpeMsi IpeObIBaHHS B TPAH3HTE.

12. Cost of insurance is (not)
included in our price of goods.

I. CootrBercTBeHHO Bammm Tpe-
OOBaHUSIM, MBI 3aKIIOUMIHA CTpa-
XOBKY IO TIEPEBO3KE U PACXOIBI
nepekajsiBaeM Ha Bac.
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XI. STANDARD CONDITIONS OF CARRIAGE

1. Choose for each sentence in English the appropriate variant in Rus-

sian.

1. "Carrier" means the party who
has undertaken to perform or to
procure the performance of the
entire transport from the place of
receipt or port of loading to the
port of discharge or place of deliv-

ery.

a. Korma nepeBo3unk Hec€T OT-
BETCTBEHHOCTh 3a KOMIICHCA-
LU0 OTHOCUTEIILHO TOTEpU
WM TIOBPSXKIICHUS Tpy3a, Ta-
Kasg KOMIIEHCAIlUd JOJDKHA
OBITH BBIYKCIIEHA II0 OTHOIIE-
HUIO K CTOUMOCTHU TaKOI'0 Ipy-
3a Ha MECTe W BO BpEMs €ro
JIOCTaBKH TPY30IOIyYaTEeNio B
COOTBETCTBHM C KOHTPAKTOM
MIEPEBO3KKM WJIM KOTJIa OH JI0JI-
’K€H OBITH ITOCTABJIEH.

2. All liability of the Carrier shall
cease unless suit is brought within
nine months after delivery of the
Goods or the date when the Goods
should have been delivered.

b. Omacuble Tpy3bl TOIDKHBI
OBITh yAaJeHbl M3 TOpTa pas-
IPY3KH, KaK TOJBKO 3TO Mpak-
THUYECKU OCYIIECTBUMO, CCITH
TOJILKO KOHKPETHOE pa3peliie-
HUE HE OBUIO TMOJYYCHO IS
TOrO, 4YTOOBI TPy3 OCTaliCs B
opTy.

3. The Carrier is entitled to per-
form the transport in any reasona-
ble manner and by any reasonable
means, methods and routes.

d. Bes OTBETCTBEHHOCTDH Tiepe-
BO3YMKa IPEKpAIaeTCs, €CIU
HUCK He OyJeT TpeabsBICH B
TeueHre 9 MecsIeB Iocie Io-
CTaBKM TOBapa WM HaThl, KO-
IJ1a TOBap HYXHO OBIJIO MmocTa-
BWTb.

4. The Carrier shall be liable for
loss of or damage to the Goods
occurring between the time when
he receives the Goods into his
charge and the time of delivery.

C. IlepeBo3umk uMeeT mpaBo
BBIITOJIHATE IEPEBO3KHU JIFOOBIM
MOJIXOAALUIMM IMYTEM W JIIOOBI-
MU TOAXOIAIUMMH CpEeACTBa-
MH, METOAAMHU ¥ MapUIPyTaMH.
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5. When the Carrier is liable for
compensation in respect of loss of
or damage to the Goods, such
compensation shall be calculated
by reference to the value of such
Goods at the place and time they
are delivered to the Merchant in
accordance with the Contract of
Carriage or should have been so
delivered.

e. «llepeBo3umk» - oO3Haydaer
CTOpOHY, KOTopas o0s3anach
BBITIOJTHUTG WM 00ECHednTh
paboTy Bcero TpaHCHOPTa OT
MecTa TOJyYeHUsS WIH TOopTa
MOTPY3KH K TMOPTY pasrpy3Ku
WM MECTY TTOCTaBKH.

6. Freight shall be deemed earned
on receipt of the Goods by the Car-
rier and shall be paid in any event
and is non-returnable.

f. TlepeBo3ka TOBapoB, MoOMa-
Jawoomas noj jgeWcreue  ba-
3€JIbCKOM KOHBEHLIUH O KOH-
TpOJIE 332 TPAaHCTPAHUYHOH Iie-
PEBO3KOI OMAacHBIX OTXOJIOB U
ux ynanenuem (bazenbckas
KOHBeHIMs oT 28 Mapta 1989
rofia) BBINOJHACTCS TOJBKO
IIpA YCIOBHUH IIPEIBAPUTEIID-
HOTO COIJIaCOBaHMS TAaKOH Iie-
peBo3ku IlepeBo3unKoM.

7. The Merchant’s attention is
drawn to the stipulations concern-
ing currency in which the freight
and charges are to be paid, rate of
exchange, devaluation and other
contingencies relative to freight
and charges in the relevant tariff
conditions.

g. IlepeBo3unK JOJKEH HECTH
OTBETCTBEHHOCTh 3a IMOTEPIO
WM  TOBpPeXIEHHE  TPy3a,
AMEIONINX MECTO MEXIy Bpe-
MEHEM, KOTrjJa OH TOIyYHI
rpy3 TOJ CBOIO OTBETCTBEH-
HOCTh, U BPEMEHEM €ro JMAo-
CTaBKH.

8. In the event of increase in price
for fuel oil, all freight rates may be
adjusted in order to compensate the
Carrier for increased fuel and lu-
bricating costs as from the day of
such increase.

h. ®paxt cuuraercs 3apabo-
TaHHBIM TIPU MOJIYYECHHU TOBA-
pa TEepeBO3YMKOM H JIOJDKCH
OBITH OIUTAYEH U HE IIOJIC)KHUT
BO3BpATy.

9. Dangerous Goods must be re-
moved from the port of discharge

i. B ciy4yae moBBIIIEHHS 1IEH Ha
TOIIMBO, BCE CTABKU Tapu(oOB
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as soon as is practicable unless
specific permission has been ob-
tained for the Goods to remain in
the port.

MOTYT OBITh CKOPPEKTHPOBa-
HBI, C TEM YTOOBI KOMIICHCHPO-
BaTh MEPEBO3YMKY yBEIUICHUE
pacxomoB Ha roprove-
CMa304YHbIC MaTePUAIIBI CO JHS
TaKOT'0 YBEIMUCHUSI.

10. The Transport of Goods cov-
ered by the Basel Convention on
the Control of Transboundary
Movements of Hazardous Wastes
and their Disposal (Basel Conven-
tion on 22 March 1989) is only
carried out subject to prior approv-
al of such a carriage from the Car-
rier.

j. BHuManue rpy3onosyuarens
oOpammaeTcss Ha COTJIAIICHHE
OTHOCHTENILHO BaIOTHL, B KO-
TOpOH (ppaxT U COOPHI TOIKHBI
OBITh BBIIUIAYCHBI, BAJTIOTHBINA
KypcC, A€BalIbBallUIO, U IPYTHE
HETPEABUIACHHBIC pacxobl
OTHOCHTENHHO (paxta U cOO-
pOB IpHU COOTBETCTBYIOILIUX
Tapu(HBIX YCIOBUSIX.

XIl. VOCABULARY

1. ail — GecriokoiicTro (Syn. worry, trouble)

2. ancillary — BciomoraresbHBIHA, JOOABOUHEIH, TOACOOHBI; HOTINHEHHBII

3. ancillary industries — BcriomoraTesbHbIE OTPACIIN TPOMBIILICHHOCTH

4. ADR class — kmacc omacuoctr 1o cornmamrenuto JIOTIT - mepeBoska
OIACHBIX IPY30B

5. to be engaged in — 3aanMaTbCS YeM-II., OBITH 3aHATHIM YeM-JI

6. breakdown — moroMka MexaHM3Ma, MAITMHBL, aBAPUS

7. chargeback — BosBparHbIii maarex, (omepamnus MO CIHCAHUIO paHee
HAYMCICHHBIX CPEACTB; OTMEHA 3a4YMCIICHHs CPEICTB Ha CYET KJIMEHTa
(DMHAHCOBOTO YUPEKACHHS B TOM CIIy4ae, KOT/Ia MPEIbsBICHHBIA UM YeK
0 TEM WJIA MHBIM MIPUYHHAM He ObIT OTIadueH OaHKOM)

8. to comply with — ynoBieTBOpsITH, COOTBETCTBOBATH YEMY-JINOO

9. consignee — rpy3oroiy4areiib, KOHCUTHATOP

10. consignment — 1) KOHOCAMEHT, TPAHCIIOPTHAS HAKJIAHAs 2) MapTHsI
rpy3a, rpy3 3) KOHCUTHAIIOHHAs OTIpaBKa TOBApOB

11. consignor — rpy300TIpaBUTEIb
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12. consistent with — B cooTBeTcTBUM

13. to contemplate — 1) cTaBuTh 1EIBIO, UIMETH HAMEPEHHEM YTO-THOO
2) paccMatpuBath 3) mpeanosarate 4) npeaycMaTpHBaTh

14. diligence — 1) mpunexanue, cTapaHue, CTapaTeIbHOCTh, YCEpIHE,
2) BHUMATEJIbHOE OTHOIICHUE, 3200 TIIMBOCTh, OCMOTPUTEIILHOCTD (F0puo)
15. to divulge — pasrmariare, packpsIBaTh, 00HAPOIOBATE

16. to exempt from taxes — ocBo6OKIaTh OT HAJIOTOB

17. fee — 1) Bo3HarpakieHue; ToHOpap 2) MONUINHA; JCHEXKHBIH cOOp;
B3HOC

18. to impair — yxyamarh; OBPEKIaTh, IOPTHTh

19. indemnification — Bo3merieHue Bpena, yiepoa, KOMIIEHCAIHSI

20. in triplicate — B Tpex sK3eMIUIApax

21. IRS (Internal Revenue Service) — Buytperrsist HaoroBast city»x0a (CIIIA)
22. t0 levy — B3uMaTh Hajior, 06JIaraTh HaJIOrOM

23. lien — 1) mpaBo HaNOXKEHHs apecTa Ha UMYILECTBO JOJKHUKA; TPABO
yAepxKaHus, 2) 3aJJ0TOBOE MPABO

24. to pile —mrrabenupoBath

25. provision — ycioBwue, OCTaHOBJIEHHE, MTOJI0KEHHE (I0r0BOpa, 3aKOHA)
26. proprietary information — 1) undopmarms, sBIsIOMAsICS COOCTBEH-
HOCTBIO (pUpPMBI 2) ceKpeT hUpPMBI

27. regulatory requirement — 3akoHHOE TpeOOBaHKE

28. to reimburse — Bo3merath, KOMIICHCHPOBATb, IIOKPHIBATH (CYMMY)
29. to remit — mepeBOAMTH JEHBIH

30. to set forth — mpeaarars, hopMyaHpOBaTh, U3IaraTh

31. severable — neauMbIif; YaCTUYHBIN

32. shipment — 1) rpy3; naptus ToBapa 2) norpyska; oTnpaBka (TOBapoB)
33. to solicit — mpocuTh, X01aTAWCTBOBATH

34. solicitation — 1) xoxaraiicTBo, pockda 2) BeaeHue aei (00 agBokare)
35. to stipulate — o0yciioBIHMBaTH, OrOBapHBaThH, TOTOBAPUBATHCS

36. suit — ropuo. mpouecc, TsHKOa

37. validity — ropunuueckass cuiia, IOpUAMYECKas JEHCTBHTEIBHOCTS,
3aKOHHOCTb, FOPHIMUYECKOE JICHCTBIE

38. waiver — 1) otka3 (ot npaBa, TpeOOBaHMUS, MPUBHIETHN) 2) JOKYMEHT
(06 oTkaze ot mpasa)
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PART II

This is an example of a letter. Study carefully its structure.

Salutation

Dear Sirs: if you are
writing to a company
or organization
Dear Sir/Madam:

if you know the
position, but not the
name

Dear (name): if you
know the person’s
name

Common titles

Mr. for men

Mrs. for married
women

Miss for unmarried
women

Ms  for women, if
you don’t know or
prefer not to specify

marital status
Common abbrevia-

tions
Re. regarding
pp. (on behalf of)

when you sign the
letter for someone
else

encs. documents are
enclosed with the

: letter :

Endings
Yours sincerely  if
you know the per-
son’s name
Yours faithfully if
you don’t know the

/

FAR EASTERN AIRWAYS COMPANY LIMITED
Regent House, 5" floor
12/16 Haymarket, London W1V 5BX
Administration: 020 7285 9981
Reservations: 020 7564 0930
Fax: 020 7285 9984
Mr. Roberto Garcia
Universal Imports
28 Whitechapel Court
London E10 7NB

15 February 2000

Dear Mr. Garsia

e: Roxanna Garbey
Roxanna Garbey has been accepted for a position as
Passenger Service Agent with Far Eastern Airways at
Gatwick Airport.

In order for Roxanna to work at Gatwick, she
must have a special PASS which would permit her to
visit high security areas. She has given your name as
a reference.

| would appreciate it if you could complete the en-
closed form and return it to us as quickly as possible.
She is due to start work with us on 15 March, but can
only do so after we receive your reference.

Thank you for your cooperation. | enclose a
stamped addressed envelope.

Yours sincerely

) IR L e
— ——

Qrson’s name

Sign the letter, then print
your name and position
\under your signature.

J.P.Dent
Personnel Manager
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1. SIMPLE ENQUIRY

Fill in the gaps with the appropriate word combination from the box.

buying in stock newly-established
currently in the process to good standard
demonstration version quantity discounts
export prices substantial share of the market
for delivery supply
grateful

25 November 20..
United Kingdom

Dear Sirs,

We are a firm specializing in the of gardening
equipment. As we are of in good time for the coming
spring season, we would be if you would send us a catalogue

of your full lawn- mower range, both mechanical and electric. We would
be most interested in receiving a .

Would you also indicate how much time should be allowed
and include details of your and . Please also state
whether goods on a sale or return basis can be supplied and what your
position on after- sales service is.

We look forward to receiving your comments on this matter, together
with details of on-site after sales service and up-date facilities, should
you feel that your product will pass the test we intend it to undergo.

If your products are and delivery is prompt, we feel sure
that there will be ample opportunity for your company to acquire a
here.

Yours faithfully
Thomas Wolf
Assistant Manager
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Vocabulary

after sales service — cimy»0a paGOTHI C MOKyMATEIAMU

be to good standard — cooTBeTCTBOBATH AOKHOMY CTAaHIAPTY
buy in stock — co3maBaTh CKJIaCKHE 3aachl

on —site — Ha mecte

range — acCOPTHMEHT

sale or return — mokyImKka ¢ mpaBoM BO3BpaTa

2. OFFER

Fill in the gaps with the appropriate word combination from the box.

business contacts per shipment
can be modified revitalise
conforms to sole UK agents
contact subject to
have been approached by a market economy
In this respect trading service
mutual business associate to strengthen
packaging major contracts
per month will be printed

Lancashire Enterprises plc
LONDON
12 December 20..

Dear Sirs,

SINGLE USE TRANSFUSION SET

We were given your name by our , Neil Smith at Medical
Systems (International) Ltd, who recommended that we you.

Lancashire Enterprises plc is actively involved in Eastern Europe,
having won to help the industrial base of countries ef-
fecting the transition to . Included in this work is the provision
ofa
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we a Polish manufacturer of Single Use Transfu-
sion Sets (sample enclosed), who has requested us to seek in
Western Europe on his behalf.
As for the manufacturer, we are able to supply you the sets at
a CIF unit price of £ .... We are able to supply 8500 units and
up to three shipments
The manufacturing process used international standards.
The manufacturer is in the process of applying for the Department of
Health certificate and would welcome an order obtaining such
certification.
In addition, if a good response from UK firms is forthcoming, the
will be modified and the instructions in English.
Furthermore, should you so require, the product to suit indi-
vidual requirements.
We look forward to your response and would welcome an opportuni-
ty ties with Eastern Europe. We also enclose for your infor-
mation a brochure describing our activities in this field in more detail.

Yours faithfully
Project Executive

Vocabulary

business associate — jenoBoit mapTHep

be forthcoming — ciemoBarth, mocienoBarh

effect the transition to — ocyrecTBaTs Mepexo K YeMy-11b0

pic = public limited company — akunonepHoe 06IIECTBO

provision — 3mech: cHabXeHHe

sole agent — SKCKIIFO3UBHBII TPEICTABUTEIH

subject to — ipu ycmoBuu (ecnu), pu COOTIOIEHIM

win major contracts — mosry4uTh JOCTYI K 60Jice KPYITHBIM 3aKa3am

3. COMPLAINT

Fill in the gaps with the appropriate word combination from the box.
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contain prime quality

in hand replacements
in question to keep to production schedules
look forward to unsatisfactory
oversight on your part unsuitable

7 December 20..
Turnpike Traders Ltd

BLACKBURN

Dear Sirs,

This morning we took delivery of the 50 boards of timber
ordered as per our letter of 1 November.

The quality of 2 of the boards is, however, as they
large, unsightly knots rendering them for use.

We feel sure that this is an but, owing to the con-
siderable number of orders , we had no alternative but to return
the goods to you, carriage forward, on the assumption that you

will arrange for replacements to be sent to us by return to enable us

We trust that you will be in agreement with this course of action and
receiving corresponding to your otherwise high
standards.
Please fax us your reply at your earliest convenience.

Yours faithfully
WELLING & BURBURY LIMITED
William Welling
Chief Executive

Vocabulary

by return — ¢ obpartHoO#f TIOYTOM, CPOUHO

carriage forward — mepeBo3ka 3a c4eT MMOKyImaTes, C HeOIIaueHHOH I1e-
peBO3KOM

order in hand — HacTosuit 3aKa3

oversight — Hemocmotp

prime quality — nepBoro copra

unsightly — neB3paunsrii
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4. INFORMATION FOR A CUSTOMER

Fill in the gaps with the appropriate word combination from the box.

descriptive literature letter of credit
financial standing samples
In the meantime stipulate
in the region of With reference to
28 April 20..
Belgium

Fax: 00 32 56 773058
Dear Sir or Madam
RE: SOURCING GINSENG ROOTS

our fax of 22 April please note that our contacts in China

have just confirmed that small and have been des-
patched. As soon as we receive this material we will pass it on to you.
The price CIF Antwerp is generally something US$ 25 per

kg - types, quality, minimum order quantity, delivery etc. to be con-
firmed.

we would appreciate some information on your company’s
background and . We would point out at this juncture that it is
to be expected that the Chinese supplier will payment by

Should you have any queries please do not hesitate to contact us.

Yours faithfully

Lancashire Enterprises plc
Mannix Fu

Project Executive / Trade Dept.

Vocabulary
at this juncture — B HacTosIIHii MOMEHT
be something in the region of — B paiione. okoio
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descriptive literature — uapopMaIMOHHBIC MAaTEPUAITBI
payment by letter of credit — omara akkpeauTHBOM
SOUrce — KacaTesbHO, 10 TIOBOIY

stipulate — craBuTh ycioBueMm, 00yciiaBiInBaTh

5. INFORMATION

Fill in the gaps with the appropriate word combination from the box.

a second branch new premises
a 5% discount on his own
bulky items price tag
customer demand rely on
free of charge ample parking facilities
miss the chance to convince
new range

18 February 20..
Prince DIY Centre
OXFORD

Dear Customer

DIY ON YOUR DOORSTEP!

We are delighted to report that for our unbeaten range of
"do-it-yourself" equipment and materials has increased at such a stag-
gering pace, that we are shortly to be opening just outside town
on the new Price- wise Trading Estate.

Our new branch, at 42-50 Grove Road, will provide and will
stock all the lines you have come to know and rely on together with a
whole of modestly priced accessories.

Just you how serious we are, we're offering on all
cash sales over £25 during the first month of business as from the first of
next month. We'll deliver all (marked with a red star on
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the ) to your front door absolutely within a 25-mile ra-
dius.

So don't of cashing in on our once-in-a-lifetime throw-away
offers! We're looking forward to greeting you on our on June
1st and we're absolutely certain you'll be glad you came!

Yours Sincerely

Vocabulary

at a staggering pace — B TOJIOBOKPYKHUTEIHHOM TEMIIE

a throw-away-offer — 3mecs: yHuKaIBHOE MTPEITOKECHUE
bulky — GonbII0#, KpYTHBIIA

DIY = do-it-yourself

modestly priced accessories — netanu Mo yMepeHHBIM [IEHaM
parking facilities — Bo3aMoXxHOCTH TTAPKOBKH

price tag - ieHHUK

1. In the letters 1-5 find the English equivalents to the following words
and word combinations in Russian:

. OKCIIOpTHAs IIeHa

. CEKTOp PBIHKA

. DKCKITIO3WBHBIH TPEICTABUTEINb

. IEpeBO3Ka 3a CYET MOKYIaTeNs

. IPOU3BOJCTBEHHBIN MJIaH

. BOBMO>KHOCTH TTapPKOBKH

. IpOJIa’ka 3a HAJIMIHBIE

. nH(pOpPMAITMOHHBIC MaTEPHAITHI

. BHOBB CO3JlaHHas pupma

. YIAaKOBKa

. TIepeXoJI K PHIHOYHON SKOHOMHKE
. BO3BMOKHOCTb YKPEIIUTh CBS3H C...
. IEpBOTO copTa

. obpazern

. huHAHCOBOE TIOIOKECHIE

. TOTIOJTHUTENIBHBIC PACXOIbI

O 0 31O\ N B~ W —

I N Y = S SRS
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17. ueHa 3a mMTyKy

18. obmras nena

19. monTBEep K ICHHBIH aKKPEIUTHB
20. KOHOCaMEeHT

21. B Tpex 3K3eMILIsIpax

2. Choose the proper English words or word combinations for the Rus-
sian fragments given in brackets:

looking forward, quantity discounts, delivery, look forward, require, suit

individual requirements, enclose, prices, supply, newly-established, dis-

count, return the goods, indicate, do not hesitate to contact us, carriage

forward, replacements, financial standing, equipment, opportunity, que-

ries, cash sales, manufacturing process, new premises, sale or return ba-

sis, appreciate, activities, after-sale service, oversight on your part, con-
forms, share of the market

1. We (c nereprienuem oxwuzaaem) to receiving (3ameny) correspond-
ing to your high standards.

2. We are a (memaBuo ocHoBannas) firm specializing in the
(mocraBka) of transport (o6opynoBanue).

3. We're (¢ HeteprieHreM OHaaeM) to greeting you on our (HOBOE
MOMEIICHUE).

4. We would (omiennm) some information on your company's back-
ground and (¢huHAHCOBOE MOJOKEHHUE).

5. We (mpunaraem) for your information a brochure describing our
(mesTensHOCTR) iN More detail.

6. Would you (yxassiBatp) details of your export (uensr) and (komu-
yecTBeHHbIe ckuaku) and state whether goods on a (mokyrka ¢ mpaBoM
BO3Bpara) can be supplied.

7. The (mpousBoactBenHslil npouecc) used (coorBercTyer) to inter-
national standards.

8. We feel sure that this is an (HemocMoTp ¢ Bamieii ctopoHsl) but, we
have no alternative but to (BozBpatuts ToBapsr) t0 you, (c HeormIadYeHHO
MEPEBO3KOI).
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9. There will be ample (Bo3moskrnocTs) fOr your company to acquire a
substantial (momro peiaka) if your products and (o6cayxuBaHue mocie
mpomaxu) are to good standard, and (zocraska) is prompt.

10. Should you have any (Bompocsr) please (cBsmkuTech ¢ Hamu Oe3
KoJeOaHuit).

11. We're offering a 5% (ckuaky) on all (mpomaxu 3a Hamu4HBIC)
over £25 during the first month of business.

12. Should you so (tpedyercs) the product can be modified to (coot-
BCETCTBOBAaTh MHAUBHUAYAJIbHBIM Tpe6OBaHI/I$[M).

6. PLACING A SPECIFIC ORDER

Fill in the gaps with the appropriate word combination from the box.

above prices in your favour
at fault terms of payment
be charged to validity of the credit
firm

17 October 20..
Lupton Bros Ltd
England

Dear Sirs,
OUR PURCHASE ORDER NQ.5769F/KED

We refer to your fax No. 0254 36279 dated 5 October 20.. relating to our
enquiry No. 921/KED and wish to place an order for the following items:

QTY. DESCRIPTION U. PRICE T. PRICE

5,000 Rubberized spindles £0.80 £4,000.00
Mail agency £40.00
Legalization and Certification £150.00
TOTAL PRICE FOB £4,190.00
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(SAY FOUR THOUSAND ONE HUNDRED AND NINETY POUNDS
STERLING ONLY)
TERMS
PRICES The are and subject to no future
change and are quoted FOB, packing included.

N.B. Kindly let us have a new Pro-forma Invoice in
10 (ten) copies, showmg FOB prices, fixed delivery
period and

PAYMENT Against a confirmed L/C only.

Should any extension of the be necessary
as a result of your being , extra expenses in-
curred will you.

N.B. This order is subject to the approval of the ap-
propriate authorities and to the opening of the neces-
sary credit

DELIVERY 4 month from opening of L/C

INSURANCE  As per our circulars enclosed.
& FREIGHT

CONDITIONS Shipment by container is not allowed.

OF Shipment to be effected through:

SHIPMENT KHEDIVAL MAIL LINE (AGENCY) AIRWORK
HOUSE 35 PICCADILLYLONDON

We look forward to receiving your confirmation and remain
Yours faithfully

Vocabulary

be subject to — moUHHATECS, UMETh CHITY, OBITh JICHCTBUTEILHBIM
be at fault — ObITE BUHOBHEIM, 110 YLEH-JINO0 BUHE

confirmed L/C — noaTBep X ICHHBII aKKPEIUTHB

fixed delivery period — ycraHOBOYHBII CPOK MOCTaBKH
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INCUr — HECTH PACXOIbI

packing included — Bkiro4as ymakoBky

purchase order — 3aka3 Ha MOKYTIKY

place an order — pasmermaTs 3aka3

pro-forma invoice — oOpasen pakTypsl, mpeaBapuTeIbHas hakTypa
rubberized spindle — mpope3uneHHOE BEpETEHO

gty = quantity - koixuuecTBO

u.price = unit price — rieHa 3a MWTYKy

t.price = total price — oOmas nena

validity — cpok neticTBus

7. CONFIRMATION OF ORDER

Fill in the gaps with the appropriate word combination from the box.

confirmed L/C trust
good condition the provisions
invoice will be effected

1 November 20..
KAFR EL DAWAR A.R.E.
EGYPT

Dear Sirs

Thank you for your letter of 17 October.

We hereby confirm your Purchase Order No. 5769 F/KED for 5,000
rubberized spindles for Northrop looms, total price £4,190.00, FOB U.K.
port, payment to be made by

We note your Conditions of Shlpment and confirm that the order

as per of your Insurance and Freight Circulars.
As requested we enclose a new pro-forma and ten copies
thereof.
We the goods will arrive punctually and in and

look forward to doing further business with you in the future.
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Yours faithfully
Export Manager

Vocabulary

as per - COrjiiaCcHO

confirmed L/C — moarBep K eHHEBIN aKKpEIUTHB

Insurance and Freight Circular — ctpaxoBoii u (hpaxTOBbIii IUPKYJISP,
OTIPY304HBIN GopMyIIsp

8 PLACING A SHIPPING ORDER WITH A FREIGHT FOR-
WARDER

Fill in the gaps with the appropriate word combination from the box.

as soon as insurance
containers notify
In the course

4 July 20..
INTRASHIP LTD
England

Dear Mrs Horrocks

of this week you will be receiving, FOB Dover, 2
of electric guitars and amplifiers marked S.W./93 1-2. They are
to be shipped on the first available vessel to Rock Nouveau, 16 rue du
General Leclerc, Bayonne, France. will be covered by us.
Please make out the B/L to order in triplicate and send all three copies
to ourselves. Please also us of the name of the vessel
this is known to you.

Yours sincerely

MUSIC AND MORE LTD
Timothy Dearing

Sales Director

64




Vocabulary

B/L = bill of lading — koHocamenT
make out — BBIMUCHIBATE

notify — coo01arh, yBe1oMIIsITh
triplicate — B Tpex sk3emIuIsIpax

1. Match a word or word combination from letters 6-8 in column A
with its meaning in column B.

A B
1. purchase order a) CPOKH OILIATHI
2. confirmation b) B XOpoOIIIeM COCTOSIHUH
3. pro-forma invoice C) CTpaxoBKa
4. packing included d) noBepsTH
5. terms of payment e) obpaszelr pakTypbl
6. trust f) yBemomuaTh
7. in good condition ) 3aKa3 Ha MOKYIKY
8. notify h) noaTBepkaeHue
9. insurance i) 0ObIUHAs TOYTA
10. surface mail j) o0CITy)KMBaHKE TTOCTIE TIPOIAXKH
11. range k) 3KCKIIIO3UBHBIN TIPE/ICTABUTEI
12. business associate 1) mpeanpusitre
13. to suit requirements m) HACTOSIIMIA 3aKa3
14. after-sale service n) B COOTBETCTBUH
15. manufacturing process 0) aCCOPTUMEHT
16. enterprise p) € BaIlei CTOPOHBI
17. sole agent q) MPOM3BOACTBEHHBIM MTPOIECC
18. order in hand r) OTBEeYaTh TPeOOBAHUSIM
19. to be in agreement with $) JIeJIOBOM MapTHEP
20. on your part t) BKJIIOYasi MapKOBKY

2. Choose the proper English words or word combinations for the Rus-
sian fragments given in brackets:

packing included, prices are firm, make out the B/L, order, delivery peri-
od, vessel, notify us, look forward, in triplicate, validity, covered, provi-
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sions, in your favour, future change, extension, order, confirm, yours
faithfully, conditions of shipment, extra expenses, Insurance and Freight
Circulars, confirmation, terms of payment, not allowed, insurance, ap-
proval, pro-forma invoice

1. We (oxumaem ¢ HeTeprieHreM) t0 receiving your (moarsepaeHue)
and remain (c yBaxxeHuem).

2. The (tiens! TBepable, okoHuaTenpHBIe) and subject to no (u3mene-
Huto He mozexat) and are quoted FOB, (Bkitrouast yIakoBKY).

3. (CtpaxoBka) will be ( obecrieuena geHeHBIM IOKPBITHEM) by us.

4. Let us have a new (npemBapurensHas (akTypa, cuer) showing
FOB prices, fixed (cpok mocraBku) and (yCIIoBHs TIaTexka).

5. Please (coctaBbTe KOHOCameHT) t0 order (B Tpex sx3emIuisapax) and
send all three copies to ourselves.

6. Should any (mpoasnenue) of the (cpok nericteus) of the credit be
necessary as a result of your being at fault, (momonuuTeBHBIE PACXO/IBI)
will be charged to you.

7. This (3aka3) is subject to the (omo6penue) of the appropriate au-
thorities and to the opening of the necessary credit of (na Baie ums).

8. We note your (ycioBus moctaBku) and (moarsepskmaem) that the
(3aka3) will be effected as per the (yciosus) of your (crpaxoBoii u ppax-
TOBO# (OpMYJISIP).

9. Shipment by container is (ue pa3periena).

10. Please (u3Bectute Hac) of the name of the (cyano) as soon as this
is known to you.

Read and translate the letters given below and do the task afterwards.

Champion Co.
10 March, 2010
Amour and Sons
Newcastle Road
Nottingham, 1256-A
England

Dear Sirs
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Many thanks for your order of 3 March. We are glad to inform you
that the goods are nearly ready for dispatch. As requested, we have in-
cluded a packing note with your goods and have pleasure in enclosing a
further copy of the note.

Your instructions as to marking have been also accurately carried out.
Our whole experience is at your service. We hope you will make use of
it. We look forward to hearing from you shortly.

Sincerely yours

James Bond Junior

Letter to a forwarding agency concerning transshipment

We are going to have to ship the goods listed below, which are cur-
rently in transit. The shipping documents for this transaction are to be
prepared at your end, and we would be grateful if you would kindly let
us know what you can do to get them ready for shipment, and what you
need from us. Please note that our agents in Athens are ... & Co.; and
that the bank handling the documents is the office of the National Bank .
We look forward to hearing from you very soon on this subject, and
thank you in advance for your co-operation.

You are currently working in...., which is a big industrial corporation.
In order to increase production quantities you need new...

a) Write a letter to a forwarding agency concerning transshipment.
b) Write an answer concerning marking and parking of the goods
ordered.

9. INSURANCE AND SHIPPING INSTRUCTIONS, CUSTOMS
CLEARANCE

Fill in the gaps with the appropriate word combination from the box.

a considerable amount of time draw your attention
airmail exceeds
AIRMAIL letter great assistance to
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amounts to in connection with

at destination in good time
at least 24 hours point out
carrying ship in tracing
cases invoice
clearance ordinary orders
consignment sailing date
complications to draw your attention to
customs authorities the hold
dispatching the value
delay total number

Societe Misr de Filature
EGYPT

INSURANCE AND FREIGHT CIRCULAR

Dear Sirs
Further to our attached order we wish our Insurance &
Shipping Instructions and would that they are also those ob-

served by ourselves.

1. SHIPPING METHOD

(a) Goods must be transported in of the ship.

(b) Shipping to be effected using ships not more than 20 years old and
also according to the Institute of London Underwriters classification
clause.

2. SHIPPING INSTRUCTIONS

All should be marked S.M. followed by the number of the
case, followed by the total number of cases in the

Example: If the cases are part of order 8706 and the of cases
in the consignment 4, the cases should be marked:

S.M./8706/1/4 S.M./8706/2/4 S.M./8706/3/4 S.M./8706/4/4

When the order please us the NAME of the SHIP
on which the goods are to be shipped and the number of the purchase
order relating to the consignment. This information will be of
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us the goods upon their arrival at port and in proceeding with
their through customs immediately, thus avoiding

3. DETAILS TO BE COMMUNICATED TO US

Please arrange for us to receive, before , details of
the consignment together with the following information to enable us to
effect the required insurance:

(a) Name of the

(b) Value of the goods despatched

(c) Port of loading

Before shipping any consignment, of which amounts to or

E£30,000 (thirty thousand Egyptian pounds) at any one time,

the above information must be communicated to us TELEGRAPH-
ICALLY

For the information, as specified above, can be sent by

N.B. Failure to communicate details to us telegraphically, as specified
above, will oblige us to hold you responsible for any decision prejudicial
to ourselves our open insurance policy.

4. FREIGHT

"From port of despatch to Alexandria port", to be payable ,
in "EGYPTIAN CURRENCY™.

5. CLEARANCE

To enable us to clear the goods through customs please airmail us the
appropriate , packing and specification lists In 10 (ten) copies or
more if possible.

In this respect we would to the fact that by sending your in-
voices and packing lists etc. as requested you will save us
and will, above all, avoid with our

Please follow the above instructions for all con5|gnments sent against
our orders. We depend on your co-operation for us to receive the infor-
mation required

Yours faithfully

Vocabulary
amount t0 — cocTaBiIATE CYMMY
attached — B mpunoxxennu
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classification clause — mynkt/pa3psn kiaaccudukanuu
clearance through customs — pacramoxuBaHue
consignment — mapTusi TOBapoB, IPy3, KOHCUTHALHS
despatch — oTcelIaTh, OTIIPABIATH

effect shipping — mpousBoauTh OTrpy3Ky

hold — Tprom

in good time — BoBpemst

invoice — cuer-haktypa

open insurance policy — obmiwii cTpaxoBoii MoIUC
prejudicial — maHocsiMi yiepo

proceed with — 30ecs: MPOBOIUTH, YITAKUBATH

port of dispatch — mopt Ha3HaueHws

shipped method — crioco6 oTrpy3ku

trace — 30eco: HAXOIUTH

underwriter — cTpaxoBIIHK

10. ADVICE OF DESPATCH

Fill in the gaps with the appropriate word combination from the box.

commercial invoice in triplicate
complete set is due to leave
consignment on board m.v.
current price list the above mentioned purchase or-
evidencing der
have handed to your complete satisfaction

in accordance with

Lupton Bros Ltd
England
15 January 20..

Dear Sirs

Your Purchase Order No. 5769F/KED
We are pleased to inform you that the goods ordered as per
have been despatched your instructions.
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They have been packed in 5 cases, 100 to a case. The cases are
marked S.M./5769F/KED and numbered 1-5/5.

The is being shipped "EgyptianStar”, which

Southampton at the end of this month, arriving in Alexandria on
15 March.

We our sight draft for £4,190.00 to the Arabian Bank,
London together with the documents required under the terms of the
L/C, namely: a of clean, shipped on board Bs/L endorsed to
your order, marked in accordance with your specifications; one original
and ten copies of the ; a certificate of U.K. origin duly legal-
ized by the Arab Republic of Egypt Representation; a declaration from
the Egyptian Company for Maritime Transport "Martrans”, that
the goods have been shipped by them; a packing list; insurance certifi-
cate :

The Arabian Bank has paid the sum.

We trust that the goods will be and look forward to hearing
from you again. We also enclose for your information some changes to
our

Yours faithfully
LUPTON BROS LTD
Export Manager

Vocabulary

certificate of origin — cepTudukar 0 IPOUCXOKICHUH

clean B/L — 4ucThIii KOHOCAMEHT

duly legalized — nayresxxamum 06pa3oM JieraaTM30BaHHBIN
evidence — ABIIATBCS 10Ka3aTENbLCTBOM, JOKA3LIBAThH
endorse — MHIOCCUPOBATH (e1aTh MEePEAaTOYHYIO HAIMUCH)
insurance certificate — crpaxoBoii cepTuukar

in triplicate — B Tpex sx3emImIsIpax

m.v.= motor vessel — 1.x - Temoxox

purchase order — 3aka3 Ha MOKYIKY

sight draft- TpaTtTa (mepeBoAHBIN BEKCEIb) Ha PEIbSIBUTEIS
100 to a case — mo 100 mTyk B sIuKe
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11. REQUESR FOR PRO-FORMA INVOICE

Fill in the gaps with the appropriate word combination from the box.

above-mentioned pro-forma invoice
authorities requirements
discounts rebate
justify to apply for
10 April 20..
Diamantsagen Wilde GmbH
GERMANY
Dear Mr Wilde

Our Enquiry PL/384 of 2nd March 2010

Your Offer No. 58391 of 21st March 2010

We are pleased to inform you that your DX 33 saw- blades wholly
conform to our quality . We should therefore like to place an
order for 25 units, provided you can see your way clear to granting us a
further of 5% on your prices as quoted in the offer.
We feel that the volume of the order we are interested in placing would

this small concession.
However, to enable us to import these saw-blades into India we will

need an import license from our local Government
and would therefore ask you to send us a to include the fol-
lowing details:

- exact description of the goods

- unit and total price with

- terms of payments and delivery CIF Calcutta

- packing list

We would be grateful if you would send the pro- forma invoice by
registered mail. As soon as we have received the import license, we shall
telex our order to you and open the L/C with our bankers.

Yours sincerely
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Vocabulary

by registered mail — 3axasHoe
rebate — ckunka

saw-blade — auckoBas nmuna

12. SENDING THE INVOICE

Fill in the gaps with the appropriate word combination from the box.

articles discount
are due to on board
at any time perfect condition
at your service transport costs
bank transfer your premises
cheque
7 January 20..

Mr Arthur M Jones
Laser Engineering Ltd 1
United Kingdom

Dear Mr Jones,

Your Order 835/XI of 15 Dec 20...

We are pleased to inform you that the , as per the above-
mentioned order, were despatched by lorry yesterday. They will be
shipped across the Channel SS Marina tomorrow and
arrive at at the beginning of next week.

Please find enclosed our invoice No. 351685 T for € 17,850.00 in-
cluding all . We would ask you to settle it either by or
by within 30 days, subject to the usual early payment
of 3 per cent.

We trust that you will receive the goods in and remain

for further deliveries

Yours sincerely
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Daffur & Sattel GmbH
Export Dept.

Vocabulary

by bank transfer — 6ankoBckuUM niepeBoIOM

premises — oucHBIE TOMEIIEHUS

settle - 30ecw: ynmauuBath, OIIaYnBaTh

the usual early payment discount — oObIuHBIII TUCKOHT (Y4eT BEKceseh),
HEOOXOIUMBI [l CKOpPEHIIIeH OILIaThl

1. In letters 9-12 given above find English equivalents to the following
Russian words and word combinations:

. pacTaMOKMBaHUE

. CTPaxOBIIUK

. Ha 60opTy cyaHa

. cyeT-akTypa

. TAMOKEHHBIC OPTaHbI

.o 100 wryK B AuKe

. YIIaKOBOYHBIH JIUCT

. MECTO Ha3HAYCHUS

. TAMO>KEHHBIE OPTaHBI

10. 3aka3HOE MHCHMO

11. oucHbIe IOMEIICHUS

12. o01iee KOJIMYECTBO Yero-iudo
13. mpuBneys ybe-mOO BHUMaHHUE
14. oOBIUHBIN 3aKa3

15. x BameMy MOJTHOMY YIOBJIETBOPEHUIO

O 03I N K~ W~

2. Choose the proper English words or word combinations for the Rus-
sian fragments given in brackets:

sailing date, consignment, customs authorities, further deliveries, decla-
ration, unit and total price, pro-forma invoice, grant us a rebate, usual
early payment discount, draw your attention, commercial invoice, at-

tached order, in triplicate, required, discounts, concession, sight draft, at
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your service, include, exact, in perfect condition, insurance, bank trans-
fer, save time, duly legalized, quoted in the offer, arrange, L/C, arrange,
invoices, volume of the order, packing list, conform, avoid complica-
tions, clean Bs/L, Insurance & Shipping Instructions, place an order,
terms, terms of payments and delivery, in accordance with, within, in-
form

1. We ask you to send us a (obOpaser; Cuera-axTypsi) and
(Bkarounts) the following details: (Tounoe) description of the goods;
(obmast u momryuyHas 1eHa) With (ckumku); (yCiaoBHs IUiaTexa  Io-
crasku) CIF Calcutta; packing list.

2. The (o6Bem 3akasza) we are interested in placing would justify this
small (ycrymka).

3. Please (opranmsyiite) for us to receive, at least 24 hours before
(mara orruteitust), details of the (maptuu ToBapoB, rpy3oB).

4. We would ask you to settle our invoice either by (6ankoBckuii me-
peBon) or by cheque (8 Teuenue) 30 days, subject to the (oObranbIi anc-
KOHT, HeOOXOIMMBI# 115 cKopeiieit ortater) Of 3 per cent.

5. We are pleased to (coobmruts) you that your instruments wholly
(cootBetcTByYIOT) tO OUr quality requirements.

6. In this respect we would (mpusnexaem Bame BHuMmanue) to the fact
that by sending your (cuer-daxrypa) and packing lists you will (coxpa-
uure Bpems) and will (u36erats ocnoxuenuit) With (tamoxeHHBIMHU Bi1a-
CTSIMH).

7. We have handed our (tparra) for £4,190.00 to the Bank, London
together with the documents (reoGxommmbix, TpeOyembix) under the
(ycnosus) of the (akkpeaurtus), namely: a complete set of (uucrteie Ko-
HocameHThl) endorsed to your order, marked (B coorBercTBHE C) YyOur
specifications; one original and ten copies of the (kommepueckuii cuer-
daxrtypa); a certificate of U.K. origin (maanexarum o6pa3om Jierain3o-
BaHHBIN); & (mexmaparms), a (ymakoBouHbIi JucT); (cTpaxoBoi) certifi-
cate (B Tpex sK3eMILIsSIpax).

8. We should like to (pasmectuts 3aka3z) for 25 units, provided you
can (mpexocraBuTh ckuaky) of 5% on your prices as (kak KoTupyercs B
NPe/II0KEHHN).

9. Further to our (mpunaraemsriii 3axka3) we wish to draw your atten-
tion to our (MHCTPYKIMH 1O CTPaXOBaHUIO U TIOTPY3KE).
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10. We trust that you will receive the goods (B OTIIMYHOM COCTOSIHUH)
and remain (x Bammm yciyram) for (s nanpHeHImmMx nocraBok) at any
time.

13. ENQUIRY ABOUT FREIGHT RATES

Fill in the gaps with the appropriate word combination from the box.

freight rates net weight
further charges guote
shipment

10 November 20..
Specialised Shipping Services

Dear Sirs

Please quote us your most favorable for the transport of
50 tones of palletized house bricks, 1 tone per unit, for
from Southampton to Tunis in the first two weeks of December.

Please us assuming delivery F.O.B. Southampton stating
details of shipping commission and any

Yours faithfully
Production Manager

Vocabulary

freight rate — craBka ¢paxra

further charges — nansHetimme pacxos!
quote — Ha3HaYaTh, Mpe IaraTh

palletize — yrmakoBBEIBaTh B TOTOBBIE TIOAIOHBI
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14. FREIGHT OFFER

Fill in the gaps with the appropriate word combination from the box.

additional charge per metric tone
demurrage sailing card
enquiry to issue
is due to with 4 lay days

15 November 20..
Whaleys Bricks Ltd

Dear Mr. Whaley
Your Freight Enquiry of 10 November 20..

Thank you for your regarding the transport of 50 tonnes of
pailetised house bricks. Our offer is as follows:

M.V. CLEETHORPES at £50 or 10 cubic metres, at steam-
er's option, :

As can be seen from the enclosed , the vessel is currently lo-
cated in Marseille and dock in Southampton on November
30th. Loading will commence as from December 1st with an of
£250 for every day of

If you accept this offer please forward us the charter party in quadru-
plicate to enable us the necessary instructions to the ship's cap-
tain, Mr. Terry Wrigglesworth.

We look forward to your early reply.

Yours sincerely
Theresa Templeton
Specialised Shipping Services

Vocabulary

freight enquiry — 3anpoc o dpaxre

at steamer’s option — o BeIOOpY mapoxoza (MapoXoaHONH KOMITaHHH)
lay day — cranuiinelii 1eHb

sailing card — pacriucanue cyioB
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dock — otnpaBnsATHCS B 0K

commence- HaYuHATb

demurrage — nemepe/pk (TUiaTa 3a MpOCTOM Cy/IHA)
forward — pacceiiars, mocsLIATh

charter party — vaprep

in quadruplicate — B 4eTBIpeX PK3eMILIAPAx

15. ACCEPTANCE OF FREIGHT ORDER

Fill in the gaps with the appropriate word combination from the box.

as agreed in the course of

dated the charter party

freight offer will be delivered
no reason

21 November 20..
Specialised Shipping Services
Coppull Trading Estate

Dear Ms Templeton

Thank you for your for palletised house bricks
15 November, which we are pleased to accept as follows:

M.V. CLEETHORPES at £50 per metric tonne or 10 cubic metres, at

steamer's option, with 4 lay days

The consignment of house bricks is from Redland Cement Ltd, and

F.O.B Southampton by Gotruck Haulage Ltd on December 1st.

You will be receiving in quadruplicate by separate post
this week.
We hope that there will be for delay of any sort and look

forward to our order being shipped

Yours sincerely
WHALEYS BRICKS LTD
Managing Director
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Vocabulary
consignment — mapTust TOBapoB, Ipy3
by separate post — oTaenpHO# MOUTOM

16. FREIGHT FORWARDER CONFIRMS ORDER

Fill in the gaps with the appropriate word combination from the box.

be forwarded notify
in accordance with relating to
in procedure to confirm

mentioned below

Intertrans Ltd.
Marine Walk
12 January 20..

Dear Sirs

We are pleased that your shipping and on-carriage instruc-
tions regarding the consignment will be complied with as re-
quested.

The documentation the consignment will to you

your wishes as stated in our previous correspondence.

Consignor: ~ Cornwall Plastics Ltd

Cornwall
Consignee: Slumberland Foam Inc.

Pittsburgh, Pennsylvania ,USA
Consignment: 2,400 kg (20 drums) polyester of silicic acid
Marks: CP/PSA92/1-20
Total weight:  4,543.00 kg
Shipped on: 10 January 20..
Vessel: M.S.  Morning Star
Destination: Pittsburgh, Pennsylvania, USA
Should any delay arise or any change prove necessary, we will

you as appropriate.
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Assuring you of our best attention at all times

Yours faithfully
INTERTRANS LTD
Philip Jones Manager

cc: Thomas Branscope
Industrial Shipments Dept.

Vocabulary

on-carriage instructions — HHCTPYKIHS 110 JTaJbHEHIICH TTepeBO3Ke
comply with — coorBeTcTBOBaTH

CONSIgNOr — OTIpaBHUTEIb

consignee — rpy3ormoydareib

M.S. = motor ship — rermmoxoxn

cc = carbon copy — Komust Mo KOMUPKY

1. Match the following expressions from letters 9-12 in English with
the appropriate equivalents in Russian.

A B
1. freight rate a) OTACJIbHOU MOYTON
2. unit b) B TeUeHUHU ITOH HEJEIIN
3. additional charge ¢) B I11000€ Bpemst
4. by separate post d) kak coriacoBaHo
5. net weight €) mpenMer, mTyKa
6. loading f) maptust ToBapoB
7. in the course of this week g) JIOTIOJTHUTEIIbHBIE PACXO/IbI
8. sailing card h) uzberarp crnokHOCTEH
9. demurrage 1) craBKa Qpaxra
10. as agreed j) BeCc HETTO
11. no reason for delay k) pacnucanue cya0oB
12. consignment 1) HeT pUYUH AT 3aJIEPHKKH
13. to draw one’s attention m) CTOUMOCTh
14. case n) B PacTIOPsKEHUH
15. value 0) SIIUK
16. to avoid complications P) COOTBETCTBOBATh TPEOOBAHHUAM
17. at one’s disposal q) CKUIIKa



18. discount r) I1ata 3a MpocTo CyaHa
19. to conform to requirements S) morpyska
20. at any time t) 0OpaTUTh BHUMAHHE

2. Choose the proper English words or word combinations for the Rus-
sian fragments given in brackets:

mentioned below, shipping commission, further charges, delay, as ap-
propriate, proves necessary, demurrage, confirm, palletised bricks, on-
carriage instructions, forwarded to you, as requested, relating to the con-
signment, charter party, loading, delay arise, by separate post, palletized,
as stated, additional charge, enquiry regarding, look forward, as agreed,
notify, quote, previous, freight rates, per unit, shipment

1. Please quote us details of (komwuccuro 3a morpysky) and any (nasb-
HEWIIINE PacXo/ibl).

2. The documentation (B ortHomenuu maptuu ToBapa) Will be
(mampaBiens! Bam) in accordance with your wishes (kak ykaszano) in our
(mpempimymas) correspondence.

3. (ITorpy3ka) will commence as from December 1-st with an (mo-
nosHUTENbHBIE pacxosl) of £250 for every day of (mpocroii cymHa).

4. We hope that there will be no reason for (3axepxxa) of any sort and
(oxumaem ¢ HereprienneM) to our order being shipped (kak cornacoBano).

5. Please (masmaubTe, mpemtokuTe) US your most favourable (craBku
¢paxra) for the transport of (ymakoBanHbIii B MOUIOHBI KHpITHY), Net
weight 1 tonne (Ha eaunwuity), for (st ornpasku) from ...to ....

6. You will be receiving the (morosop o ¢paxroBanuu) in quadru-
plicate (otmenbHO# mouroii) in the course of this week.

7. We are pleased to (moarsepauts) that your shipping and (un-
CTPYKIIMH TI0 JaibHelIel mepesoske) regarding the consignment (yxa-
3anHble HIke) Will be complied with (cornmacho Bamieii mpocs6e).

8. Thank you for your (3ampoc, xacatommiicsi) the transport of 50
tonnes of (ymaxkosauusIit B oamonst) house bricks.

9. Should any (Bosmmkmer 3amepskka) Or any change in procedure
(oxaxercst HeoOxoaumbIM), We Will (cooburm) you (kak mosaraercsi).
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17. FREIGHT FORWARDER REQUESTS DOCUMENTS FOR
CUSTOM CLEARANCE

Fill in the gaps with the appropriate word combination from the box.

forwarding arrangements hesitate
further details in accordance with
haulers notificaton

EUROFREIGHT LTD

e-mail: eurofreight@aol.com.uk
24 March 20..

LONDON

Dear Sirs

Export Consignment to Budapest. Hungary
We refer to the following shipping order:

Consignee: Budapest Magyarorszag (Hungary)
Consignment: 10,565 kg bitumen (15 drums) (value £13,300)
Order No.: 191/1.93 (as per your fax of 12 March ..)
Delivery: 3-4 weeks after receipt of L/C
Hauliers: Ungarocamion, Budapest
Your customer, Budapesti Vegyi Muvek, has requested us to collect
the above consignment using Ungarocamion and forward it

his instructions to Hungary.

Please therefore let us have details of either the L/C or the documen-
tary collection (B/E, Bs/L) agreed, to enable us to progress
and issue a forwarder's receipt.

For customs clearance we require:

For Export

- Export or export declaration

For Import into Hungary

- Commercial Invoice in triplicate

- Packing specification in triplicate
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Should you require any or information please do not
to call us on 0181 580 4971 or fax us on 0181 580 4862, or
send us an e-mail.

Yours faithfully
EUROFREIGHT LTD
Arnold Graham
Transport Controller

Vocabulary

shipping order - oTrpy»xaemblii 3aKa3

hauler — skcmeuTOp rPY30BOrO TPaHCIIOPTA
documentary collection — Toprosoe uHKacco

B/E = bill of exchange — tparra, iepeBoHO# BeKceb
Bs/L = bills of lading — xoHocameHTHI

forwarding arrangement — gpaxToBbie MEPOIPHSITHSI
forwarder’s receipt — pacmucka skcmeuTopa

export notification — skcropTHOE yBeJOMIICHHE

18. REFFERAL OF CUSTOMER COMPLAINT TO INSUR-
ANCE COMPANY

Fill in the gaps with the appropriate word combination from the box.

acted correctly insurance agent
case insurance cover
delivered by looked into the matter
inconvenience minor accident
indemnification damage

to your satisfaction

Your ref.: UNG/009.92.1
5 May 20..

Budapest

HUNGARY
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Dear Mr Zold

Thank you for your letter of 28 April in which you give details of

to 3 drums of bitumen ourselves to your company on
April 19th. We regret the caused and feel you by
having the damage assessed by your
We have and examined the drlvers log for the trip in ques-
tion and have discovered that our vehicle was involved in a
The is currently in the hands of our lawyers and should be
settled by the end of the month. Our provides for

for any eventuality so we would therefore request you to approach our
insurers, whose name and address are as follows:

Accident Insurance Europe

Insurance House

London EC1A 4WW

England.

Please quote policy No. GLX/342-00/93.

We trust the matter will be settled in due course.

Yours sincerely
EUROFREIGHT LTD

Vocabulary

have the damage assessed — koHcTaTHpOBaTh yIepo
log — cynoBoit *KypHAaI, )KypHaI BOAUTES
insurance COVer — MOKpPbITHE CTPAXOBKH
indemnification — Bo3merenue ymepoa

approach — 3aeck: obpamiatbest K KOMy-1100

19. REQUESR FOR A CUSTOMS INVOICE TO BE ISSUED

Fill in the gaps with the appropriate word combination from the box.

at your earliest convenience import duty
complete ordered
grateful require
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April 20..
New Form Plastics Moulds Ltd

OXFORD
England
Dear Sirs
As the value of the plastics moulds by ourselves in our letter
of February 28 exceeds £50,000 sterling, we a customs invoice
for the customs authorities here to enable them to assess . We
would therefore be most if you would issue this document
to enable us to the necessary formalities at this end.

Yours faithfully
MUTUMBUKO PLASTICS LTD
Import Manager

Vocabulary
at your earliest convenience — nipu repBoii BO3MOKHOCTH

20. CALLING IN AN ASSESSOR

Fill in the gaps with the appropriate word combination from the box.

assess premises
an accident submit
approach road the damage
claim the remaining part
insurers working hours

investigation

E-mail: NRWfracht@vorm.de

15 April 20..

Balcombes Insurance Loss Assessor,
Surveyors and Valuers

LONDON

England
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Dear Sirs
Vehicle Damage and Part-Loss of Load

Please the costs arising from to our vehicle
Reg. No. DO-KA 385 and its load (motor vehicle components) when it
was involved in with an oncoming lorry on the to
Dover Eastern Docks on April 12th.

The vehicle and of the load were recovered by:

Crowvale Haulage Ltd

(Commerical Vehicle Recovery Services)

Silverdale House

Pump Lane

London

at whose they can be examined during usual by
appointment.

The Dover Constabulary has made a report on the accident and an

into the collision is being conducted by Detective Constable.

We also enclose on a separate sheet from our , Star Insur-
ance, a list of points which should be considered in your report.

Please your report and invoice in triplicate to ourselves as
soon as possible to enable us to make a to our insurers.

Yours faithfully
NRW Frachtenkontor
Transport Manager

Enc

Vocabulary

Surveyor — skcnepT

Valuer — oneHmmk

oNcoming — BCTpEYHBIN

approach road — moabe3 1, NOABE3THOMN My Th
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1. Find the English equivalents to the following word combinations
from letters 17-20.

. OKCIIENTOP TPY30BOTO TPAHCTIOPTA
. OUHCTKA Ha TaMOXKHE

. KOHOCAMEHT

. OTIpy>KaeMbIi 3aKa3

. Hey100CTBO

. IOKPBITHE CTPAXOBKHU

. paccMOTpETH JIeJI0

. aJIBOKaT

. IMITOPTHAsI MOIILJINHA

10. mpu nepBoil BO3MOXKHOCTH

11. oObsBNIEHHE, peKIIaMa

12. ombIT paboTHI

13. pacxomapl

14. yuactue

15. HaHUMAaTENb

16. momerieHue (MECTOPACIIONIOKEHE)
17. mpenocTaBisTh

18. noxwe3nHasa gopora

19. B TeyeHHE CISAYIOMMX ABYX JIET
20. oTBeYaTh 3a JBMKEHUE TPAHCIOPTA

O 03N L B Wi —

2. Choose the appropriate English words or word combinations for the
Russian variants given in brackets:

in accordance with instructions, make a claim, in triplicate, grateful,
forwarding arrangements, remaining part of the load, issue, at your earli-
est convenience, for the customs authorities, forwarder's receipt, insur-
ance cover, hauliers, submit, invoice, insurers, was involved in a minor
accident, documentary collection, notification, in due course, request,
assess, necessary, collect the consignment, damage, load, settled, by ap-
pointment, driver's log, we require, indemnification, trust, regret, acci-
dent, forward, customs clearance, premises, insurers, assess the costs,
approach road, having the damage assessed, insurance agent, vehicle
recovery services, duty, oncoming lorry
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1. We would be most (6raronapusr) if you would (u3naaute, Bbiy-
crute) this document (mpu nepBoii Bo3moxkHocTH) t0 enable us to com-
plete the (meo6xommmeie) formalities.

2. Our (ctpaxoBoe mokpsitre) provides for (Bo3merenue yuepoa) SO
we would (mpocum) you to approach our (CTpaxoBIIHKH).

3. Your customer has requested us to (3abpate mapturo rpysa) using
Belarusian (sxcnemuropsr) and (mampasuth) it (B COOTBETCTBHE C HH-
cTpykuusamu) to Belarus.

5. Please (mpencrasbte) your report and invoice in triplicate to our-
selves to enable us to (3asBuTh nperen3uto) t0 OUr (cTpaxoBaTessim).

6. We have examined the (xypuan Bogurens) for the trip in question
and have discovered that our vehicle (nomnasn B HeGobIIY O aBapHIO).

7. For (pacramoxxuBanme) We require: export (yBemomienue) Of
export declaration; commercial (cuer-daktypa) and packing
specification (B Tpex sx3eMIuIApax).

8. We (Bepum) the matter will be (pemena) to your satisfaction
(moymKHBIM 00pa30M, B YCTAaHOBJICHHOM MOPSIIIKE).

9. Please (omenute 3arpathr) arising from the (mospexmenue) to our
vehicle and its (rpy3) (motor vehicle components) when it was involved in
an (aBapwust) With an (Bctpeunsiii rpy3oBuk) on the (moabesnHas qopora).

10. Please let us have details of either the L/C or the (toproBoe uH-
kacco) (B/E, Bs/L) agreed, to enable us to progress (ppaxtoBbie Mepo-
npusitusi) and issue a (pacricka 3KCreuTopa).

11. We (coxaneem) the inconvenience caused and feel you acted cor-
rectly by (koncraruposas yiep0) by your (cTpaxoBoii areHT).

12. The vehicle and the (ocraBmrasics gacts rpy3a) were recovered by
(aBapwmiinast TpaHcHiOpTHas ciry>k0a) at whose (nmomemnienun) they can be
examined during usual working hours (110 JOTOBOPEHHOCTH ).

13. (Ham tpebyercsi) a customs invoice (i TaMO)KEHHBIX OPraHOB)
here to enable them to (ouenuTs) import (nouwmHa).
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21. JOB APPLICATION

Fill in the gaps with the appropriate word combination from the box.

advertisement responsible for
bilingual salary
current post training course
earliest convenience welcome an opportunity
enclose work experience

for the post of

15th June 20..

Air Space Freight Forwarding
NEWCASTLE

England

Dear Sir or Madam

I am writing in reply to your in the European News of June
12th Sales Manager in your European Division.
I am aged 27, of German nationality, single, Ger-

man/English and | am currently employed as Freight Coordinator with
Federal Express (Deutschland) in Dusseldorf where I am
freight movements to and from the US and the UK. | have held this post

for three years now and would to work in Britain.

I now have a total of 5 years' in freight forwarding, having
completed a 2 1/2-year as a freight forwarder with Kuhne &
Nagel, Dortmund, where | stayed for a further two years after completing
my training period before taking up my at Federal Express,
My current performance-related is in excess of £ 30K p.a.

| a full curriculum vitae and the names of two referees as
stipulated.
I look forward to your reply at your

Yours faithfully
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Vocabulary

performance-related —B 3aBUCHMOCTH OT TOCTH)KECHHIA
£ 30K p.a. — 30000 ¢pyHTOB CTEPIAMHTOB B IO
curriculum vitae = cv — (aBTo)onorpadus

referee — 30ecwv: nuL0, faroIEe PEKOMEHIALIUIO
stipulate — TpeGoBath(cst), oaraTbcsi; 00yCIaBIUBATh

22. INVITATION TO AN INTERVIEW

Fill in the gaps with the appropriate word combination from the box.

are being held expenses
a second round interview
arrival participation
be notified panel
confirm submit
21 June 20..

Mr Peter Schulz
Alte Bahnhofstr. 100
44892 Bochum
Germany

Dear Mr. Schulz

Thank you for your letter of 15 June in which you your ap-
plication for the post of European Division Sales Manager.

Interviews for the post in question in London at the Novo-
tel at Heathrow Airport during the weekend of July 19-20. We are invit-
ing suitable candidates to attend for a preliminary on the Sat-
urday. On the Sunday short-listed candidates will then proceed to

of interviews conducted by a made up of our Human
Resources Manager and staff.
All short-listed candidates will approximately 10 days af-

ter interview.
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Travel and accommodation will be borne by the company
for all candidates living outside the UK who are invited to interview.
Please your by return, indicating your time of

Yours sincerely
Air Space Freight Forwarding
Human Resources Department

Vocabulary

European Division — EBponeiickuii oTnen
short-listed — mporeaiue mepBUYHBIA 0TOOP
panel — oT60p, KOHKYPC; KOMUCCHS

Human Resources Department — otaen kaapos

23. TESTIMONIAL

Fill in the gaps with the appropriate word combination from the box.

chair meetings liaising
deprive resulting in
employer responsibility
evaluating resources
hesitate skills
improvement the course of
user manual
3rd April 20..

To whom it may concern
Ms. Schnell

Ms. Schnell worked with Technology Transfer Systems Ltd. as De-
partmental Head in our software development and documentation de-
partment during the period from 1 January 20.. to 31 March 20..
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After having rapidly taken stock of the available in this
department, both in terms of manpower and technology, she was able to
proceed to its strengths and weaknesses. Her restructuring of
the section led to an immediate in morale and performance

greater efficiency and dedication from all concerned.

The areas for which she took involved many : docu-
menting, typing and layout of a , testing the software system
during development and with software engineers as bugs or
gueries were raised.

Her ability to and conduct them in a manner conducive to
constructive results has proved invaluable in her three years
with our company.

Technology Transfer Technology Systems Ltd will sadly miss the
skills and dedication of which Ms Schnell's departure will the
company. We do not to recommend her to any future

Yours faithfully

Vocabulary

bug — 30ecw: nedekr, Hemoder

chair — Bectu cobpanue

conducive to - mpUBOIAIIHIA K YeMy-THOO

liaise - moIepKMBaTh CBA3DL

testimonial — xapakrepucTiKa, peKOMEHAATENEHOE TTMCHMO
To whom it may concern — tem, KOro 3To MOXeT KacaThCs
take stock — o3HaKomMuTHCA

1. Match a word or word combination in column A with its meaning in
column B.

A B
1. freight forwarder a) pabouas cuia
2. curriculum vitae b) konebaThbCs, HE penaTbes
3. freight movement ) 3apaboTHas maTa
4. preliminary d) nByS3BIYHbIM
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5. manpower €) BpeMs paboThI

6. departmental head f) yuactue

7. staff g) YacTHYHAs OTePs

8. vehicle damage h) ¢paxroBas oTmpaBKa
9. valuer 1) aBToOMOTpadus

10. working hours j) HAYAITBHUK OT/IENIa

11. part-loss k) ipeBapuTENbHBIH
12. participation 1) onenmuk

13. to be responsible for m) TepcoHa

14. salary n) mpobsiema, BOIpoc
15. to look into the matter 0) CTPaxOBOE MOKPBITHE
16. case p) OBITH OTBETCTBEHHBIM 32
17. bilingual q) OILICHUBATH

18. insurance cover I) paCCMOTPETH BOIIPOC
19. to hesitate S) TPAHCIIOPTHEIN yIIepo
20. to assess t) aKCTIeTUTOP

2. Choose the appropriate English words or word combinations found
in Letters 21-23 for the Russian variants given in brackets:

opportunity, employer, do not hesitate, enclose, as stipulated, freight
movements, available, due to personal reasons, well-run, at your earliest
convenience, advertisement, accommodation expenses, challenge, asset,
performance-related salary, division, preliminary, previous experience,
department, team, with reference to, responsible, in excess of, referees,
suitable, notified, curriculum vitae, short-listed candidates, contribute,
currently, enclosed, improvement, employers, further

1. I am writing in reply to your (o6bsiBienue) in the European News
for the post of Sales Manager in your European (otaen).

2. | (mpunararo) a full (pestome, kpatkast Ouorpadus) and the names
of two (mopyuuntenu) (kak Tpedyercs).

3. My current (3aprmiata B 3aBUCHMOCTH OT JIOCTIIKCHHIA) IS (CBBIIIIE)
£30K p.a.

4. 1 look forward to your reply (kak MO>XxHO cKOpeii).

5. I have held this post for three years now and would welcome an
(Bo3mosxHOCTB) t0 Work in Britain.
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6. | am (B nacrosiee Bpemsi) employed as Freight Coordinator and | am
(otBercTBennsbIit) for (mepesoska rpysos) to and from the US and Britain.

7. Travel and (pacxoxsr Ha sxuiane) Will be borne by the company.

8. We are inviting (momxomsmmmii) candidates to attend for a (mpezmsa-
putensHOe) interview on the Saturday.

9. All (xammumaTsl, mpoleamIre HepBUUHbii oT60p) Will be (m3Be-
mensl) approximately 10 days after interview.

10. We (ue xonebusics) to recommend her to any future (Hanumaresn).

11. (Kacarenbno) your advertisement | should like to apply for the
job of Supplies manager.

12. (ITo nuunbiM mpuunHam), | have to move to London within the
next month.

13. I think my (mpeapiaymmit onbit) Will be an (nenHoe kadectso)
and that I could (Brocuts BriIam) significantly to your (komamnma).

14. References are (umetorcst B Hanmuuu) from my present and previ-
ous (paboromaTenm).

15. Please find (B mpuokenunn) a copy of my CV for your (masb-
Heiimreit) information.

16. | have always enjoyed the (Be130B, mpobiema) Of a (xoporiro op-
ranusoBanHbii) supplies (oraen) and the constant need for (ynyumienue)
and value analysis.

24. SUPPLIER REJECTS ORDER

Fill in the gaps with the appropriate word combination from the box.

a wide variety receipt
can be processed regret
gone out of business to accept

latest catalogue

12 August 20..
England

Dear Mr Marshall
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We confirm of your order for two Vox Z1 47 synthesisers
but having to inform you that Vox Ltd have now -
thus making it impossible for us your order.

There is of similar instruments on the UK market, howev-
er, and for your information we enclose our and price list.

At present orders for the instruments listed within 4 weeks
of receipt of order.

Assuring you of our best attention at all times we remain.

Yours sincerely
Terry Webb
Export Sales

Vocabulary

confirm receipt — moaTBEpaUTH MOTyYCHHE

go out of business — npekpatuTh feio0, yiiTH U3 Ou3Heca
process an order — 06paboTath 3aka3

One of the graduates of the BNTU wrote an application letter in re-
sponse to the advertisement in one of the issues of Transportation
Monthly Journal. You have been already asking for a Job for nearly a
month. Recently you’ve come across an appropriate advertisement in
the newspaper in which they announced an opening vacancy for logis-
tician in their company. Write your own letter of application.

145/89 Independence Ave
Minsk, 22019
26 December 2010
Ivan Ivanov
Ltd Astra Belamsia
56 Nekrasova Ave
Minsk, 220015

Dear Mr lvanov

I'm writing in response to your advertisement in the December issue
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of Transportation Monthly Journal in which you announced an opening
for freight forwarder in your company. | think that I'm the right sort of
person for the post because my qualification and experience are appro-
priate.

| have graduated from the Belarusian National State University in
Minsk with a Master's degree in International transportation of cargos
and passengers. | am fluent in English and German. | am currently study-
ing for a certificate in warehousing logistics at Belarusian State Univer-
sity as a part time student. For the last three years | have had a full time
job at Intertransportation Ltd.

I am submitting the summary of my qualifications and experience,
together with copies of three recent references. Enclosed is a copy of my
resume for your consideration. If you have any questions or wish any
additional information, please, feel free to let me know.

Thank you for consideration.

Sincerely yours,

1. Read the following letter of reply and choose the best words from the
options in brackets.

Dear Mr Konrad

We were very pleased to receive your (correspondence, enquiry,
mail) of 14 October 2011, asking about our tires (range, cloths, prod-
ucts) and terms of (dealing, trade, conditions).

First let me say that our (label, mark, patent) is internationally fa-
mous because of the quality of our products, and we are convinced they
will sell very well through your (outlets, factories, warehouses). We
think you will agree with us when you look through the enclosed (manu-
al, catalogue, leaflet) and forwarding separately.

You will see from the price-list that we take care of all freight and in-
surance costs, so the prices are quoted on a(n) (c.i.f, ex-works, fo.b.) ba-
sis. We will also allow (trade, cash, quantity) discounts for orders over
$10,000, and with the usual trade references, we can arrange for payment
by 60-day (bill, letter, draft) of exchange.
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Thank you once again for your enquiry, and we are sure you will be
impressed by the (vast, huge, wide) selection of our items. Meanwhile, if
there are any further details you need, please contact us.

Yours sincerely,
Sales Director

2. Choose the best alternative to complete the sentences.

1. The bookkeeper keeps a record of every financial

a) action b) transaction C) entry d) transcription
2. It’s essential to the invoice number in any correspondence.
a)estimate b) quote c)say d) tell

3. Wesend a to customers who haven’t settled their accounts.
a) reminder  b) remainder c) remembrance d) memory

4. This company has a weekly of about $100,000.

a)pay b)turnover c)salary d)wage

5. Often a discount is offered as an to get a customer to pay
promptly.

a)investment  b) incentive c)interim d) inventory

6. Check the note and see that you’ve got everything.

a)deliver b)delivered c)delivery d)delivering

7. I’ve just received an note telling me that the goods have been
dispatched.

a)advice b)advise c)invoice d)advisory

8. The task of the public relations department is to project the right
of a company.

a)painting b)image c)picture d)drawing

9. When making a presentation to a relatively small an over-

head projector can be invaluable.

a)assistance  b)spectator c)audience d)congregation

10. Because of high shipping costs, it made more sense to a

manufacturer to produce our range of furniture.

a) license b)lease c)control d)handle

11. The government has imposed protective traffic to stop the

of cheap imports when threatened to destroy domestic industries.

arain b)famine c)flood d) storm
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12. The technical for electrical equipment can vary from coun-
try to country.

a)justification b)rules c)specifications  d)uniforms

13. Among other things, a contains details of the goods, their
destination and the name of the ship carrying them.

a)bill of lading b)way-bill c)bill of exchange d)receipt
14. The person the goods are sent to is called a .

a) consignor  b)consignee  c)commissioner d)master

15. She looked at the to check where the goods were pro-
duced.

a)certificate of origin  b)test certificate ~ c)postmark d)trademark
3. Join the beginning of each phrase with the appropriate ending.

1. Following your advertisement in the "Daily"...
2. Please find enclosed...

3.We regret to inform you that...

4.Welook forward to...

5.Weacknowledge receipt of...

6. Please accept our sincere apologies...

7. 1 am writing...

8. Should you require any further information...
9.We would be grateful if you could...

10.We would be very interested in receiving...
11. I would like to reserve...

12. Should you be interested...

.. your order will be one week late.

.. your letter dated 12th January 2010.

.. please do not hesitate to contact us.

.... a visit from your salesman.

.... to enquire about your range of software.
.....send us a quotation for 20 items.

.. in taking the matter further...

.. I am writing to apply for the position of...
... adouble room in the name of Smythe.

.. doing business with you in the near future,

oo o

—h D
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k. .... for the inconvenience you have been caused.
. .... acopy of our brochure and price list.

4. Put the phrases in the right order.

a) to you look | meeting forward

b) to delivery am I confirm writing

c) enclosed find please

d) of your 15th you letter thank for April

e) sincerely yours

f) regards with best

g) information you any require further should
h) letter please of receipt this acknowledge

i) hesitate us to contact do please not

j) to catalogue shall send we be you our pleased

5. Study the following e-mail as an example.
From: beltrans@tut.by

To: Robertdel@aol.com
Subject:_order no. VF449766 of 4 July 2011

This transmission contains information which maybe confidential. It
is intended for the named addressee only. Unless you are the named ad-
dressee, or authorised to receive it on behalf of the addressee, you may
not copy or use it, or disclose it to anyone else. If you have received this
transmission in error, please contact the sender. Thank you for your co-
operation.

Dear Sirs,

The goods ordered under this number arrived today in good condition
and your invoice - has been checked and found correct.

However, we have to point out that these articles were ordered sub-
ject to their arriving here by the end of August. Since they did not reach
us until 14 September, we have been hard pressed to meet our commit-
ments to our own customers.
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As you will no doubt understand, a recurrence of this situation could
well result in our customers placing orders elsewhere, and this is a risk
we are unwilling to take. We must, therefore, insist that you observe de-
livery deadlines for future orders.

Yours faithfully

6. Now write a reply to this e-mail. Use the following phrases to help
you:

Thank you for your email I’m sending you ....
I’'m writing to .... I hope that...

I’m very sorry about Let me know if ...
Could you ....? Best regards/wishes.

7. Write this customer’s complaint of repeated delays delivery in the
form of email.

Dear Sirs

Our order nos. 6531. 6687, 6866 and 6892

As we have repeatedly pointed out to you, prompt delivery on your
part is essential if we are to maintain satisfactory stock levels and fulfil
our production schedules. Each of the four orders listed above has ar-
rived later than the date stipulated, and order no. 6892 was delayed by
almost a month, with the result that we have had to reduce production by
some 5 per cent.

We cannot possibly allow this situation to continue, and are sorry to
have to tell you that unless you can guarantee to deliver supplies by the
dates specified in future orders, we will be forced to look for another
supplier. We hope to hear from you very soon.

Yours faithfully
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7. Do the following task:

You work for a company that manufactures car parts. You receive the
email below from a French customer. Complete the email with the
words from the box.

appreciate, attachment, forward, possible,
sending, unfortunately, writing

From Perry, Yves <yperry@sr.g.fr>
To frieda.benn@dashpen.co.uk
Subject order no.7H325K

Dear Ms. Benn

I'm to you because of a problem with the delivery which we
received from you last week. The order was for 1000 dashboard panels.

50 of the boxes that arrived were empty. Can you send
us the missing items as soon as . We would also itif you
could look into the problem to make sure this does not happen again. I'm
you a scan of the delivery note as an
I look to hearing from you soon.

Best regards
Yves Perry

Now write a reply to the email. Use the phrases to help you.

Thank you for your email I’m sending you ....
I’'m writing to .... I hope that...

I’'m very sorry about Let me know if ...
Could you ....? Best regards/wishes.

8. Netiquette. Study the following rules.

1. Don't type everything in capitals. (People may think you are shout-
ing!)
2. Use "smileys" when you want to give a nuance.
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3. Limit line length to 65-70 characters.

4. Think carefully about what you write — it is a 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, smileys, or 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.

9. Choose the right definition

1. E-business Economic business
Electronic business

2. T-commerce Total commerce
Television commerce

3.C2B Customer to business
Client to boss

4.B2B Buyer to boss
Business to business

5. IMO International monetary
organization
in my opinion

6. IMHO In my humble opinion

International monetary
help organization

7.0TL Over the limit
Out to lunch
8. HSIK How should | know
Have something in Kit
9. BBL Bring back later

Be back later
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10. TTYL Talk to you later
The time you left

11. NOYB Not only your business
None of your business
12. FWIW For what it’s worth
Full with internet words
13.IRC Internet relay chat

Internal relay comment

10. While applying for a job it’s obligatory to submit CV. Study the
main point of CV.

THE CURRICULUM VITAE

Your CV should be:  word-processed
laser printed on good quality paper
no longer than two pages of A4 paper

You should include:

1. Personal details

The employer wants to know who you are and how to contact you
(essential information only).

2. Education

Don't go too far back in time or leave any gaps.

3. Work experience

Don't just describe the job - stress what you achieved and what you
learnt. Put your most recent experience first.

4. Positions of responsibility

If you do not have a lot of work experience, this section will show
employers your potential or miss this section out if you haven’t had a
position of responsibility.

5. Skills

Be positive about your ability - never undersell your experience.

6. Interests

Stress any significant achievements related to your interests.

Don’t just list your interests — add a few details.

7. Referees
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Current students and recent graduates should choose an academic ref-
eree and a personal one (this could be an employer).

Get your referees' permission first and tell them what you are apply-
ing for and what you would like them to stress in a reference.

11. Look through the given CV and make up your own one.

09/1995
11/2000
12/2000-
06/2006

09/2006-
02/2010

09/2010
07/2011
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Svetlana Popova

Born 9. Novemebr 1988, Minsk, Belarus
Address

Independence Av, 115-29

Minsk, 220015

Tel.:375173347028

Email svet_popova@tut.by

Nationality: citizen of Belarus

Marital status: single, no kids

School Education

School Ne4, Minsk, with focus on Music Studies

Gymnasium Ne7, with school leaving certificate, Minsk,
advanced English studies

Higher Education

Belarusian National Technical University, Minsk

Study Programme: World Economy, Transport Logistics
Major: World Economic Relations, Logistics in
Transport, Foreign Languages (English, German)
Degree thesis: “Management of Road Transport in Brest
region”

Mark: 8 (Good)

University of Applied Science (FH) Leipzig (DAAD
Scholarship)

Bachelor Programme: European Business Studies

Major: Logistics, Marketing
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12/2010-
05/2011

07-08/2009

09-12/2010

11/2010

Work experience

Bentlintertrans, Minsk, Belarus, Department of Market-
ing and Logistics

Referent (part-time)

- Organization and preparation of marketing concept of
the company

- Preparation, implementation and evaluation of compa-
ny’s participation in International Agricultural Exhibi-
tion “Belagro” 2010 in Minsk

- Translation of various booklets and folders and partici-
pation in negotiations with foreign partners (Germany,
Russia, Ukraine)

Hotel Palace, Italy, Public Relations Department/Trainee
- Communication with hotel guests

- Reception of VIP clients

- Preparation, implementation, evaluation of events in
hotel

- Quality management

- Implementation of promotion events

Joint marketing project (Development of Web 2.0 con-
cept for the new brand B2) between BNTU and Ber-
entzen-Gruppe AG.

Other activities

- Participation in Belarusian Agricultural Exhibition
“Belagro” in Minsk as a hostess and interpreter

- Participation in the International Fair “Agrotechnika
2010” in Germany as interpreter

- Assistance in organization of X Minsk Forum by Ger-
man-Belarusian Partnership

Capabilities

EDP

- MS-Office (good)

- Adobe Photoshop Elements (basics)
Languages
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- Russian (mother tongue), English (fluently, Level B2,
TOEFL ibT 103)

Hobbies

foreign languages, sport (swimming, tennis), literature,
music, travelling, meeting new people and cultures
References | Available upon request

Minsk 14, June, 2011

12. Study the Cover Letter.

3200 Inglewood Ave.
St. Louis Park, MN 55416
11 May 2011

General Mills, Inc.
P.O. Box 9452
Minneapolis, MN 55440

To whom it may concern,

I am writing to apply for the Internal Marketing Communications
Consultant position. | learned of this opportunity from a relative, Roger
Toutloff, an employee at General Mills. As a recent graduate from the
College of Saint Benedict, my education, international background, and
skills lead me to be an excellent candidate for your position.

During my undergraduate education, | realized | had a growing pas-
sion for Marketing and Public Relations. The combination of coursework
and external experience from previous jobs and internships has allowed
me to learn, grow, and develop skills and abilities that can help me thrive
and succeed within your company. As an Assistant Marketing and Sales
Manager, | was responsible for updating websites and social media, or-
ganizing and planning events, writing and editing press releases, as well
as meeting with advertisers to increase sales.

My greatest accomplishment thus far has significantly contributed to
my marketing background. Last year | received a scholarship to study
and work in Germany. | took business classes at a university and worked

106



for a large international paper and print production company. During my
internship, | was responsible for managing a marketing team of 15 mem-
bers and reported directly to the CEO/founder of the company. As a
member of a team, | assisted in branding the product and affiliate com-
pany. | ensured that all projects were handled smoothly and reached their
proper deadlines in a timely manner. This experience also allowed me to
expand my critical thinking skills and explore my creative side as we
developed a new image for the company.

Not only have | developed hard skills to further my career, in addi-
tion, my experiences have afforded me with intangible qualifications
including resourcefulness, adaptability, interpersonal effectiveness, and
integrity. I am young yet mature and very willing and eager to learn new
skills and abilities. |1 would greatly appreciate the opportunity to meet
and discuss the contribution I could make at General Mills.

Thank you for your time and consideration.

Sincerely,
Maren C. Gotchnik

13. Translate the following sentences and use them while writing busi-
ness and commercial letters:

1. We trust that you will receive the goods in perfect condition and
remain at your service for further deliveries at any time.

2. We ask you to send us a pro-forma invoice and include the follow-
ing details: exact description of the goods; unit and total price with dis-
counts; terms of payments and delivery CIF Calcutta; packing list.

3. We hope that there will be no reason for delay of any sort and look
forward to our order being shipped as agreed.

4. Should any delay arise or any change in procedure proves neces-
sary, we will notify you as appropriate.

5. We regret the inconvenience caused and feel you acted correctly by
having the damage assessed by your insurance agent.

6. We trust the matter will be settled to your satisfaction in due course.

7. Due to personal reasons | have to move to London within the next
month.
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8. | think my previous experience will be an asset and that | could
contribute significantly to your team.

9. References are available from my present and previous employers.

10. Please find enclosed a copy of my CV for your further information.

12. | have always enjoyed the challenge of a well-run department and
the constant need for improvement and value analysis.

14. Assignments for writing business and commercial letters.

1. Design a letter heading for a company manufacturing washing ma-
chines, refrigerators and other household equipment. Include all the in-
formation about your company which is normally shown in a modern
letter heading.

2. Write a letter of enquiry on behalf of your firm to the Yorkshire
Woollen Company, Bradford, asking for patterns of cloth for men's suits.

3. Write to the import agent for RITESWIFT typewriters, enquiring
about prices, delivery dates, and any other facts which you, as a prospec-
tive customer, would be interested in.

4. Your firm is a Swiss manufacturing company and is in urgent need
of certain metal fittings which cannot be obtained quickly enough from the
normal suppliers. Write an enquiry to a British maker of these fittings.

5. An enquiry has come to your company, a firm of watchmakers,
from a British retailer. Write a reply to send with your price-list. Quote
your terms, and add any information you consider might induce your
correspondent to place orders with you.

6. Write to a firm of shipping agents in England and ask them to
guote you for the collection of some cases of tools from a firm in Bir-
mingham, and the shipment to your nearest port.

7. As a firm of forwarding agents you have been asked to advise on the
forwarding of a consignment of bicycles. Write a suitable letter and ask by
what route the bicycles are to be sent; give your advice on the matter.

8. You have been asked to arrange for a consignment of goods by
train-ferry; reply to the letter and point out that the consignment must be
over 1 ton in weight. Advise alternative routes.

9. Write a letter to your customers informing them what arrangements
you have made for the transport of a consignment of chemicals. Your
customers may be in America or another country outside Europe.
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10. Write to a firm of shipping agents and ask them to take charge of
a consignment you have shipped to an overseas country; say who will
take delivery of the goods.

11. Answer a foreign letter of enquiry which your firm has received fol-
lowing an exhibition of your sewing machines at a trade fair in Brussels.

12. Write a letter based on these notes:

thanks for order (no., date)—goods despatched (ship, date due) —
invoice enclosed—goods carefully selected—packed crates—safe arri-
val—excellent value—hope good sales—rely on us—at your service.

13. Your firm has received an order for machine tools from an over-
seas buyer. Write a letter of acknowledgement and promise delivery by a
certain date.

14. Write a letter to a foreign manufacturer of some article you are
familiar with. Enclose an order and state your requirements regarding
quantity, quality, appearance and delivery.

15. You have seen samples of Finnish wine glasses at a trade fair, and
would like to import a large quantity of them. However, you have heard
that the manufacturer in question tends to pack his products rather care-
lessly, with the result that consignments often include large numbers of
broken glasses. You have also heard that crates often arrive late because
of insufficient marking.

16. Discuss with your fellow-students how wine glasses should be
packed, and then send an order to the Finnish manufacturer, giving detailed
instructions as to how the goods are to be packed and the containers marked.

17. Answer an enquiry for industrial chemicals, quoting prices of var-
ious containers, sizes, and method of packing.

18. Send an order for goods your firm requires from a foreign suppli-
er and ask for pro-forma invoice.

19. Write a letter in which you ask your suppliers for an extra 21%
discount on an order for 10,000 tins of meat extract. Write also the sup-
plier's letter (a) granting, and (b) refusing this request.

20. Write to ship brokers and ask them to charter a ship for the loading of
a cargo of fertilisers; give them necessary particulars about port and time.

21. Write a letter for an overseas importer of hardware, in which you
order goods from a British manufacturer's catalogue. Say how you wish
to pay, as your firm has not yet done business with the seller.
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22. Send a letter to a firm in an English-speaking country asking them
to supply you with goods on better terms of payment. At present you are
accepting drafts at 30 days.

23. A foreign customer has been buying from your firm for a year and
has honoured your sight drafts on presentation. He now asks for open
account terms with quarterly settlement by B/L.

Write two letters:

a) one agreeing to his request and

b) one asking for an irrevocable letter of credit covering the amount
of his quarterly requirements.

24. Write to the office of British Airways and ask for particulars of
freight, insurance, etc., on a consignment of watches and clocks.

25. As the exporters, write a tactful letter to customers who have
complained that the material they have received is not like the samples
on which they gave the order.

26. Your firm wishes to appoint a main agent in South America for
the sale of its well-known optical instruments. Write a letter to a South
American distributor and offer the agency.
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