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IHHOACHUTEJIbBHAA 3AITUCKA

JlaHHOE DJEKTPOHHOE YYEOHO-METOAMYECKOE I0COOME MOMKET HCIOJIb30BATHCS
npenofaBaTeNisiMi, yYal[UMHUCS JTHEBHOW M 3a04YHON (DOpPMBI MOJYUYEHUS CPEAHETrO
CHEeIUaIbHOrO O0pa30BaHUs [IJIi CaMOCTOSATENIBHOIO, a TakKe ayJIUTOPHOTO U3YUCHHS
MaTepuana yaeOHoM AUCUUIIITHHBI « MHOCTpaHHBIN S3bIK AETOBOrO OOUICHHS» Ha 3 Kypce
1 crienanbHOCTH 2-26 02 31 «/lokyMeHTOBeicHHEe U TOKYMEHTAIIMOHHOE 00eCIieueHNe
YIPABJICHUS.

B nanHOe »1eKTpOHHOE y4eOHO-METOJUYECKOe MOCOOMe BKIIIOYEH MaTepuall IIo
pazneny ydeOHOW mnporpammbl — «JlemoBas JOKyMeHTauus». B 3nekTpoHHOM yuyeOHO-
METOJIMYECKOM IOCOOMHM TPEACTaBIEHbl TEOPETUUYECKHI Marepual C  OMNOPHBIMU
KOHCIIEKTaMU ISl BU3yaIM3aluy U CUCTEMaTH3aluy y4eOHOro Marepuania, IpaKTUYeCKun
MaTepual, 3aJaHusl U BOIIPOCHI JUIsl CAMOKOHTPOJIS, IPUMEPHBIE 3aJjaHusl K 00s3aTeIbHON
KOHTPOJIbHOM paboTe, € LEbI0 MOArOTOBKH K TEKYIIEH U UTOrOBOW aTTECTallUU.

JUist mpocMOTpa  3JIEKTPOHHOTO y4eOHO-METOJAMYECKOr0 MOCcOo0us, HEOOXOAUMO,
4TOOBI OBLIIO YCTAHOBIIEHO CIIEAYIOLIEE MPOrpaMMHOE 00ecrIeYeHHE:

- Adobe Reader - mporpamma jutst mpocMoTpa U evaty JoKyMeHToB B popmare PDF.

DNEeKTPOHHOE Y4eOHO-METOAMUECKOE MOCOOME SIBISIETCS MHTEPAKTUBHBIM, TaK Kak
MpeajiaraeT BO3MOXKHOCTh Mepexo/a K HeoOXOAMMOMY MaTepually WIM pas3aeny
IIOCPEJICTBOM T'MIIEPCCHUIOK.

Heabro 00yyeHus: HHOCTPAHHOMY SI3bIKY JI€J0BOrO0 OOLIEHUSI SBJSETCS OBJIAJICHUE
YUaLUTUMUCS YUPEXKACHUNA CPEHEro CHelHuaJbHOro 0O0pa30BaHUs MHOCTPAHHBIM SI3bIKOM
KAaK CpeICTBOM MPO(ECCHOHATILHON AESATENbHOCTH; (DOPMUPOBAHHME MPEACTABICHUS 00
OCHOBHBIX MpOIECCax pPEryJMpoBaHUs JEATEIbHOCTH YeJoBeKa B NPO(eCcCHOHAIBHO-
NenoBoi  cdepe cpeacTBaMHM HMHOCTPAHHOIO fA3bIKA B YCIOBHUSIX MEXKKYJIbTYPHOH
KOMMYHUKAIIMU; O3HAKOMJICHHE YYalllUXCS C CHUCTEMOM TMOHSATUW B JTaHHOW cdepe u
CHEIUaIbHBIMU SI3bIKOBBIMU U PEUYEBBIMH CPEJICTBAMH, PACKPHIBAIOIIMMH 3TH MOHATHUS,
CTUMYJINPOBAHUE HX CTPEMJIEHUMI K COBEPIICHCTBOBAHMIO BJIAJIEHUEM HHOCTPAHHBIM
SA3BIKOM.

VYcBOEHHE NHCHMIUIMHBI HEPa3pbIBHO CBS3aHO CO 3HAHUSMU TaKWX JUCLHUILINH
MpO(ECCUOHAIBHOTO KOMITOHEHTa, Kak «MHocTpaHHbIl s3bIk», «lIpakTuka ycTHOW U
MUCbMEHHOW  peunm», «ubopmarmonnsle  TexHOJOTHUW»,  «JlOKyMEHTAIIMOHHOE
oOecrieueHue ympaBlieHUs». Peanuzanus MEXIUMCUUIUIMHAPHBIX CBSI3ed oOecreunBaeT
npo(hecCHOHANbHYIO HAMpaBJICHHOCTh OYAYLIEro CHelHalucTa B COOTBETCTBHUH CO
CTaHJapTOM CIEHHATIBHOCTH.

[Ipu cocTaBieHHH HACTOAIIEIO TOCOOMS HCIOJIB30BAHBI MaTepUaNbl  pAna
COBPEMEHHBIX 3apyOeKHBIX U OTE€UECTBEHHBIX U3JaHUMN.



BBIIINCKA U3 TUITIOBOI'O YYEBHOI'O IIVTIAHA

CoenuaibHOCTh 2-26 02 -31

I[OKYMeHTOBeI[CHI/Ie U JOKYMCHTAIIMOHHOC oOecrieucHue YHPAaBJIICHUSA

VYueOHas nuciuIinHa
«VHOCTpaHHBIN S3BIK JIETIOBOTO OOIICHUS
M3ydaeTcs Ha MPOTSHKEHUN 3 CEMECTPOB

(nHeBHas ¢opma OOydICHU).

Buner pabot KomnmaecTBo yacos
3 4 5 6
CEMECTp | CEMECTp | CEMECTp | CeMecTp
oOydeHusi | oOydeHust | oOydeHus: | oOydeHUs
Bcero yacos 46 56 30 38
W3 HUX: MIPaKTUYECKUX 3aHITHH 46 56 30 38
1a00paTOPHBIX padOT - - - -
KypCOBOE TIPOEKTHPOBAHNE - - - -
KomnyecTtBo:  TeMaTHYeCKWX  KOHTPOJIBHBIX - - - -
pabot
00513aTeNbHBIX KOHTPOJIbHBIX
pabot ) 1 ) 1
* TOMaITHUX KOHTPOJIBbHBIX PaboOT - ) ) )
OK3aMeH — 1 ) 1




CoenuaibHOCTh 2-26 02 -31

I[OKYMeHTOBeI[eHI/Ie U JOKYMCHTAIIMOHHOC obecnieueHue YHPAaBJIICHUSA

YueOHas TuciUIinHa
«VHOCTpaHHBIN S3BIK JIETTOBOTO OOIICHUS
M3ydaeTcs Ha MPOTsHKEHUU 4 ceMecTpoB

(3aounHas popma 0OyueHUs).

Bunsr pabot KommdectBo yacor
1 2 3 4
CEMECTp | CEMeCTp | CEMECTp | CeMecCTp
oOyueHusi | o0yueHust | oOydeHus | oOydeHUs
Bcero yacos 46 56 30 38
W3 HUX: MpaKTHYECKUX 3aHATHI 46 56 30 38
1ab0paTopHBIX paboT - - - -
KypCOBOE IMPOECKTUPOBAHUE - - - -
KonmgecTBo:  TeMaTHYeCKHX  KOHTPOJIBHBIX - - - -
pabort
00s13aTeNbHBIX KOHTPOJIbHBIX
pabot ) ) ) )
* IOMaIIHUX KOHTPOJBbHBIX PaboOT - 1 ) 1
Dk3ameH - 1 - 1
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BBININCKA W3 YYEFHOM ITPOI'PAMMBbI
MO YYEBHOM JUCIHUILIMHE «AHOCTPAHHBIN SI3BIK
AEJIOBOI'O OBLHIEHUW S»

CrnermanbHocTh 2 — 26 02 31 «/lokymMeHTOBeZieHHE U JJOKYMEHTAI[HOHHOE
o0ecrnieueHre yrpaBICHUsD)

3 KYPC

HOACHUTEJIBHAA 3AIIMCKA

JlanHast  ydeOHas nporpamMma paspaboTaHa Ha OCHOBAaHMHM MPUMEPHOIO
TEMaTUYeCKOro IUlaHa Mo Yy4deOHoW nucuurinHe «WHOCTpaHHBIA S3BIK JIEJOBOIO
obmenus» s crenraibHocTH 2-26 02 31 «/lokyMeHTOBeeHHE U JOKYMEHTAIIMOHHOE
oOecrieueHue yYIPaBJIEHUS»,yTBEPHKIAECHHOTO MIOCTAHOBJIEHUEM MunucrepcTBa
oOpazoBanus Pecniyonuku benapych 0112.08.2013 Ne69Pb c1. Ne362 JI/Tun

OOyueHnue WHOCTpaHHBIM si3bikaM B PecmyOnuke bemapych ocymiecTBisieTcss Ha
OCHOBE KOMMYHHUKAaTHBHO-KOTHUTUBHOTO  CHCTEMHO-AESTEIBHOCTHOTO TMOAXOAa B
COOTBETCTBHH CO CJICAYIOIIUMH IPUHIUIIAMH:

— EIUHCTBO MPAKTUYECKOM, pa3BUBAIOIICH, BOCIUTATEIBLHOW U 00pa3oBaTeIbHOM

LeJIcH;

— COYEeTaHUE NPAKTUUECKON HANpaBJIEHHOCTH C CHUCTEMATH3alMeil SI3bIKOBOTO U

peYeBOro MaTepuaga B CO3HaHUH 00yYaeMbIX;

— CHCTEMHOCTh B OpraHM3allui O0YyUCHUS;

— B3aMMOCBSI3aHHOE 00y4YE€HHE BCEM BUJAM PEUEBOM JEATEIBHOCTH;

— ¢dopMHpOBaHNUE HABBHIKOB U YMEHUW WHOS3BIYHOW PEYM Ha OCHOBE MEXaHH3MOB

pEUYENOPOKIACHHUS, PEUYEBOCTIPUITUS U KOMMYHUKATUBHOT'O B3aMMOJIEVCTBUS;

— (¢GopMHpOBaHUE HABBHIKOB U YMEHUN CaMOCTOSITEIbHOW PabOThl ¢ MHOCTPAHHBIM

SI3bIKOM B MPOLIECCE OBJIAJICHUS UM.
S3pIKOBOM MaTepual, MNOMJIeKAIIMd YCBOCHUIO, IPEIACTABICH B JBYX MHUHUMYyMaXx:
MPOIYKTUBHOM — JJIS MCTOJB30BAHMSI B TIpOIECCe OOIIEHUS W PEIEHTHBHOM — JUIS
YTEHUS, BOCIIPUITHUS U IOHUMaHUS PEYH Ha CITyX.

[IpakTuyeckass 1enb Kypca OOy4YEHHUs AaHIVIMMCKOMY SI3BIKY JEJIOBOTO OOIIEHUS
COCTOUT B TOM, YTOOBI 0OECHEUUTh JAOCTATOYHO CBOOOJHOE, HOPMATHUBHO MPABHIBHOE U
(YHKITMOHATBLHO aJICKBaTHOE BJIaJ€HUE BCEMU BUJIAMU PEUECBOM JACATEILHOCTH.

Heabro 00y4yeHuss MHOCTPAaHHOMY SI3bIKY JI€JI0BOrO OOLIEHUSI SIBJISIETCS OBJIAJICHUE
YYAIIUMUCS YUPESXKJACHUN CpPeAHEro CrenuaibHOTO 00pa30BaHUsSI MHOCTPAHHBIM SI3BIKOM
KaK CpelICTBOM MPO(ECCHOHATILHON AESITEeNIbHOCTH; (DOPMUPOBAHHUE MPEACTABICHUS 00
OCHOBHBIX TIPOIIECCAX PETYIMPOBAHUS JEITCIHHOCTH 4YeJOoBeKa B MPOQECCHOHAIBHO-
nenoBor cepe cpeacTBaMHM HWHOCTPAHHOTO SI3bIKA B YCJIOBHSIX MEXKKYJIbTYPHOH
KOMMYHHKAIMHM; O3HAKOMJICHHE YYalllUXCsl C CHCTEMOM MOHATUN B JaHHOW cdepe u
CIEUAIBHBIMU SI3bIKOBBIMHU U PEUEBBIMU CPEACTBAMHU, PACKPHIBAIOIIMMU ITH MOHSTHUS;



CTUMYJIMPOBAHUE HMX CTPEMJICHUM K COBEPIICHCTBOBAHUIO BIAJIEHUEM WHOCTPAHHBIM
A3BIKOM.

YuuTeiBas HEOOXOAUMOCTh COOTBETCTBHS TPEOOBAHUSIM MEXKTYHAPOIHBIX CTaHIAPTOB
JIEJIOBOM KOPPECIIOHACHIINH, a TAK)KE IIMPOKOE BHEAPEHUE B MPAKTUKY PAOOTHI CEKpeTapsi-
pedepeHTa KOMIBIOTEPHBIX TEXHOJIOIHWHA, MpOorpaMMa MpeayCMaTpUBAET MEKIIPEAMETHbBIC
CBs3U C AucuuIuinHaMu « MHOCTpaHHbBIN s3bIK», «IIpakTHKa yCTHON M MMCBMEHHOMN peuny,
«MHpOopMaLIMOHHBIE TEXHOIOTUNY, «J{0OKYMEHTallMOHHOE 00eCTIieYeHUE YIIPABICHUS.

B pesyinbrate u3ydeHus AMCHMILIMHBI CTICHUAIUCT B 00JIACTH MTHOCTPAHHOTO SI3bIKA JIOJDKEH:
3HATH HA YPOBHE NPeICTABJICHNS:

— OCHOBHbIEC ()OHETUYECKHE M TPaMMaTHUYECKUE HOPMBI, MTO3BOJISIONINE UCIIOIh30BATh

WHOCTPAHHBIH S3bIK KaK CPEACTBO OOIICHHUS;

— 0a30BbIe peyeBble HOPMbI, HEOOXOTUMBIE I JIEIOBOTO OOIICHNUS;
— BUJBI U POPMBI I€TIOBOM KOPPECTIOHIEHIIMM HA UHOCTPAHHOM SI3BIKE;
3HATh HA YPOBHE NIOHMMAHHUA:

MHHUMAJIEHBIA 00BEM CJIOB, TTO3BOJISIONINN BECTH OOIICHNE HA aHTIIMHCKOM SI3BIKC;
CTPYKTYpHBIC, JIEKCUYECKHE U CTUJIMCTUYECKHE OCOOCHHOCTH aHTJIMHCKOTO
sI3bIKa JICJIOBOTO OOIICHMS;

— OCHOBBI JIEJIOBOTO sI3bIKa MO crnenuaibHocTH 2-26 02 31 «/loKyMeHTOBEAECHHUE U
JTIOKYMEHTAIIMOHHOE 00ECIICUCHHE YIIPABICHUS

IpaBUJia YCTHOTO OOIIEHUS U MHCbMEHHON peuu, MO3BOJISIONINE OCYIIECTBIAT
A3BIKOBYI0 KOMMYHHUKAIIHIO;

TEXHUKY NIEPEBOJIa TEKCTOB MO0 TeMaTUKE MPO(ECCUOHATIBHOM e TENbHOCTH;

KOHBEHIIMU COCTABJICHHS JOKyMEHTOB Pa3/TMYHbIX TUIIOB;

TpeOOBaHUs K OPOPMIIEHHIO KOPPECTIOHICHLIUH U JIPYyroi 3apy0eKHON JOKYMEHTALN
10 KJIaCCU(UKALNN MEXTYHAPOIHBIX TAPTHEPCKUX KOHTAKTOB;

yMeThb:

UCTIONIb30BaTh ATUKETHBIE (POPMBI OOIIEHUSI HA YPOBHE COIIMAILHOTO M JIEIOBOTO
KOHTaKTa;

OCYIIECTBIISITH TPOPECCUOHATIBHOE O0IIIEHNE HA MHOCTPAHHOM SI3BIKE;

JieNaTh YCTHbIE OOLIEHUS] B MOHOJOTMYECKOW M JUAJIOrMYecKod Qopme 1o
CHELMATBHOCTU U 00IIECTBEHHO-TIOJIUTUYECKUM BOTIPOCaM;

W3BJICKATh HEOOXOAMMYIO0 HWH(OpMAIMI0O W3 WMHOCTPAHHBIX HMCTOYHUKOB U
oopmIIATh ee B BUE MepeBojia, pedepara, aHHOTALIUY;

BOCIIPUHUMATH Ha CIIyX HH(POPMAIIUIO IETTOBOTO XapaKTepa;

opopMIIATE KOPPECTIOHACHLMIO W JPYrYyl0 3apyOexHYI0 JAOKYMEHTAIMI0 Ha
WHOCTPAHHOM SI3BIKE C HCIOJB30BAHMEM KJIacCU(PUKAIUU MEXTYHAPOIHBIX
MapTHEPCKUX KOHTAKTOB,;

MIOJIb30BaTHCS CIIOBAPSIMU PA3HBIX THUIIOB, CIIPABOYHON JTUTEPATYPOIA;

BJIA/IETh:

JOCTaTOYHBIM O0OBEMOM JICKCHUECKHUX €IUHUIL JJIs1 OOIIEHUS M BEACHUS JEIOBOM
NEPETINCKH;

OCHOBHBIMH TPaMMaTHUYECKMMH KOHCTPYKIUSIMHU, XapaKTEPHBIMU ISl JI€JIOBOTO
OOIIEHUS U TIEPETINCKH;

crnocobaMy TMepeBojia CHELMATbHBIX U COLHUATbHO-TIOJUTHYECKHX TEKCTOB (CO
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CJIOBapeM);
— 3HaHHUSIMM O BEJICHUU JEJOBOM JOKYMEHTALMH U MTEPENUCKH.
B mnponecce AOCTWXKEHHS LW OBJAJACHUS WHOCTPAHHBIM SI3BIKOM KakK CpEICTBOM
MEXKYJIBTYPHOTO, MEXIMYHOCTHOTO U MPO(EeCcCHOHAIBHOTO OOIICHHSI B COIHMAIBHON H
7eoBoi cdepax NEATEIbHOCTH KPOME KOMMYHUKATHUBHBIX 3a/lady PEalM3yIOTCS TaKkKe
KOTHUTHBHBIE U PA3BUBAIOIIME 33]1a4H.

Koenumuenvie (nosmnasamenvuvie) 3a0auyu BKIIOYAIOT Pa3BUTHE PAIMOHAIBHBIX
CIIOCOOOB MBIIIJICHUS: YMEHUSI TPOU3BOAUTH PA3IMYHBIE JIOTUUECKHE Olepaluu (aHaiu3,
CUHTE3, YCTAHOBJICHUE MPUYMHHO-CIIEJCTBEHHBIX CBSI3€l, apryMEeHTUPOBaHUE, 00001IeHNE
U BBIBOJI, KOMMEHTHPOBAHUE).

Pazeugarowue 3a0auu BKIIOYAIOT PA3BUTHE:

e CIIOCOOHOCTM YETKO M SICHO M3JlaraTh CBOK TOYKY 3pEHHs IO MpolsiemMe Ha

AHTJINHCKOM SI3BIKE;

e CIIOCOOHOCTM TIOHMMAaThb M YyBaXaThb 4YYXKYKH TOYKY 3pEHHsS IO MpodiieMe,
CTPEMHUTBCSI K COTPYJHUYECTBY U JOCTHIKEHHUIO COTJIacUs, BBIPAOOTKE OOIIeH
MO3ULIUU B YCIOBHSIX Pa3InyMs B3IJISA0B U YOSKICHUN;

e TOTOBHOCTU K Pa3iIMYHbBIM (OpMaM U BUJAM MEXIYHAPOJHOTO COTPYIHHUYECTBA
(COBMECTHBII MPOEKT, KOHPEPEHLIKs, COBELLIAHUE U . );

e CIIOCOOHOCTH BBISBIISITh, COIIOCTABIIATh U a/IEKBATHO MEPEIaBaTh COLMOKYIbTYPHbIE
OCOOEHHOCTH B MEXKYJIbTYPHOM OOILEHUU C HOCUTEISIMH AHIJIMHCKOIO fA3bIKa U
€ro I0JIb30BATEISIMU.

B npouecce M3ydeHHs ~AMCUMIUIMHBI — MPEAYCMATPUBAETCA  IPOBENCHHE  JIBYX
00s13aTeNbHBIX KOHTPOJIBHBIX pabOT M JABYX OHK3aMEHOB. TemaTHka U COJEp)KaHue
00s3aTeNbHBIX ~ KOHTPOJIBHBIX  paboT, (¢opmMa WX MPOBEACHHUS  ONPEIEISAIOTCS
npenojaBaresieM, pacCMaTPUBAIOTCS Ha 3aCENaHUM MPEIMETHOW (LIMKIOBOI) KOMHUCCHUH.
TemaTuka u popMa MpoBeACHUS HIK3aMEHOB PacCMaTPUBAIOTCA Ha 3aCEIaHUM MPEIMETHON
(IIMKJIOBOM ) KOMUCCHH.

BBIIINCKA U3 TEMATHYECKOI'O IIVTAHA

KonnuecTBo
Paznen, rema
JacoB

Pa3nen 6. [lesioBasi JOKyMeHTALM S 68
6.1 /lenosas nepenucka. 48
6.1.1 Ctpykrypa aenoBoro nucbMa. A6OpeBHaTypa B J1eJI0BOM 6
KOPPECIIOHICHITHH.

6.1.2 Ilucemo-nipurnaiieHue. 2
6.1.3 ITucemo-no3apaBiieHne 2
6.1.4 ITucemo-3amnpoc 2
6.1.5 [IncbMO-BCTpEUHBIN 3apoOC 2
6.1.6 IIuceMo-tipeyioxKeHue 2
6.1.7 Ilucemo-3aka3 4
6.1.8 [IncpMO-OATBEPKACHUE 3aKa3a 2
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6.1.9 IIncpMO-0OTKIIOHEHHE 3aKa3a

6.1.10 IIucpMo-u3MeHeHNE 3aKa3a

6.1.11 IInceMO-0T3BIB 3aKa3a

6.1.12 IIuceMo-006CyXKaeHHe 1IeH U YCIOBUM

6.1.13 PexnamHOE M1UCHEMO

6.1.14 IIncpMo-HaITOMUHAHHE.

6.1.15 IIuceMo-pekIamMalus/mpeTeH3us

6.1.16 [IuceMo-yperyianpoBaHue NPETEH3UN

6.1.17 IIuceMo 006 oruiaTe

6.1.18 Kynbrypa odopmieHus 1e10BOI TOKYMEHTAINH
6.1.19 Pa3nuunsi B aMepuKaHCKON M aHTIMICKOW TEPMUHOJIOTUU

NODNDNMNDDNDNDNDNDDNDNDDN

6.2 Konmpaxm

6.2.1 YcnoBus noctaBku. THKOTEpMUHBI.

6.2.2 baHKOBCKHE JOKYMEHTHI

6.2.3 TpaHncnopTHBIE JOKYMEHTHI

6.2.4 OTrpy304HbI€ IOKYMEHTBI

6.2.5 KoHOCaMEHTHI.

6.2.6 [IpaBuna u Tpaguiuu opopMIEHUN MEXKTYHAPOIHOTO
obpasna

Oobsazamenvras kKonmpoavnas paboma No2

N
o

O DMNMNDNDNDDNDDN
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Coaep:xanue nmporpaMmsbl

esu n3yyeHust TeMbl

Conepxxkanue TeMbl

PesyabTar

PA3JIEJI 6. /le1oBasi IOKyMeHTALMS

CdopmupoBath 3HaHHS
JIEKCUKO-
rpaMMaTUYECKOTO
Marepuajia B paMKax
M3y4a€MOU TEMBI.
Hayuutp wucnonas3oBaTh

0a30BbIC peUeBbIC
HOPMBI B ITHCHBMEHHOH
MPaKTUKE JIEJI0BOTO
oO1IeHu.
CdopmupoBaTh yMeHHUS
IIPUMEHSTh 0a30BbIE
peueBble  HOPMBI  JIJIA
pereHus
KOMMYHUKATUBHBIX
3aaad B pamKax

M3y4a€MOU TEMBI.

6.1 /lenosas nepenucka.
6.1.1 Crpykrypa Aen0BOro

nucbmMa. AOOpeBuatrypa B
JIEJIOBOM KOPPECTIOHICHITUY.
6.1.2 ITucemo-
pUrianieHue.
6.1.3 ITucemo-
MTO3/IPaBJICHHE.

6.1.4 IIucemo-3amnpoc.

6.1.5 IIucemMo-BCcTpeUHBIN
3amnpoc.

6.1.6 ITncemo-
MpEJI0KEHUE.

6.1.7 ITucpMo-3aKas.

6.1.8 ITucemo-

MOATBEPKICHUE 3aKa3a.
6.1.9 TIucpMO-OTKJIOHEHHE

3aKasa.
6.1.10 IIuceMo-m3MeHEeHHE
3aKasa.
6.1.11 ITnceMO-0T3HIB
3aKasa.

6.1.12 Ilucemo-ob0cyxaeHue
LICH U YCIIOBUH.
6.1.13 PexknamHoe nucbmo.

6.1.14 IIucemo-
HAIIOMUHAHUE.
6.1.15 [Tucemo-

peKIIaMaIust/ IpeTeH3MsI.
6.1.16 [Tucsmo-
yperyJIupoBaHuE IPETCH3UH.
6.1.17 ITucemo 00 omuiare.

6.1.18 KynsTypa
obopmiieHUs JICTIOBOM
JOKYMEHTALUH.

6.1.19 Paznnuus B
aMEPUKAHCKOU 151

AHTJIMMCKOW TEPMUHOJIOTHUHU.

Hcnionb3yer B NMCbMEHHOU
U YCTHOM MpAaKTHUKE JIEIOBOTO
oOIIeHUS JIEKCUKO-
rpaMMaTUYECKUN MaTepual

AHanmu3upyeT u ohopMmIsieT
JIETIOBYI0  KOPPECIOH ICHIINIO
1o oOpasiry.

AHaIM3UPYET COJEpKaAHUE,
CTPYKTYpY W THUIl JI€JIOBBIX
MIHACEM.

CooTHOCHUT  copep:KaHue
KOPPECIIOHICHIIUH c
Pa3IMYHBIMU rpynmnaMu
JIETI0OBOM KOPPECTIOHAEHIIUN
MEXKTyHApOIHOTO o0pasia.

Onepupyer oOpa3mamMu B
o(OpMJICHUU JOKYMEHTAIIMH B
COOTBETCTBUH C TPEOOBAHUSIMHU

K CTPYKType U IpaBujaM
COCTaBJICHUS JIOKYMEHTOB
Pa3IMYHBIX THUTIOB Ha

WHOCTPAHHOM SI3BIKE.

YuTaeT TEKCT IO TEMAaTHUKE
npodecCUOHATILHON
JEATEIIBHOCTH (CO CJIOBapeEM).

BrimonasieT TpeboBaHUSA K
0(pOpMIICHUIO
KOPPECHOHAEHIIMK W JIpPYyrou
3apyOeKHON TOKYMEHTAIIUH 10
Kiaccuukanuu
MEXYHAPOJIHBIX MMAPTHEPCKUX
KOHTaKTOB.

JleMoHCTpUpYyET  yMeEHUE
UCIIOJb30BaTh AJITOPUTM IS
peleHus HOBBIX
HECTAHIAPTHBIX

KOMMYHHKATUBHLIX 3a1a4.
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6.2 Konmpaxm.

6.2.1 VYcnoBus mOCTaBKH.
NHKOTEPMUHBI.

6.2.2 bankoBckue
JIOKYMEHTBHI.

6.2.3 TpaHncnopTHbI€
JIOKYMEHTBHI.

6.2.4 OTtrpy304Hble
JIOKYMEHTBHI.

6.2.5 KoHocaMeHTHI.

6.2.6 IlpaBuna u TpaauLHH
odopmIIeHUI
MEXyHApOJAHOro 00pa3ua.
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INPUMEPHDBIE KPUTEPUU OLHEHKU
PE3YJIbTATOB YYEBHOM JESTEJBbHOCTHU

ITPUMEPHBIE KPUTEPUU OLIEHKU T'OBOPEHMUSI
(YC.JIOBHO HEINNOAI'OTOBJIEHHAS MOHOJIOT'HYECKAS PE‘H))

Bbana IToxa3areiu oneHKH
10 CB0001HOE OTIEPUPOBAHKE MMPOTPAMMHBIM MaTepruanioM. IIpuMeHeHHe 3HAHWIH U YMEHU# B
(mecsITh) HE3HAKOMBIX CUTYaIMsIX. AJICKBATHASI U MMOJTHAS pean3ainsi KOMMYHUKATUBHOMN 3a/1a4H.
CBS3HOCTS, ITOJTHOTA, CIIOHTAHHOCTH, JIEKCHIECKOE U TPaMMaTHYECKOE Pa3sHOOOpasue ¢
HCTIOIb30BAaHUEM HIHOM, BRIPOKEHHI OIIEHOYHOTO XapaKTepa, CPEACTB PEUEBOT0 ITUKETA,
BBIpQKEHHE COOCTBEHHOTO MHEHHSI ITPU OTCYTCTBUH OIIHOOK.
9 [TonHOE, MpoYHOE, TITyOOKOE, CHCTEMHOE 3HAHKUE YyU4eOHOr0 MaTepuala B YaCTHYHO H3MEHEHHON
(1eBSATD) cCHUTyalMi. AJIeKBaTHAS U MOJHAS pean3alis KOMMYHHKATHBHOM 3a1aun. CBA3HOCTD, MOITHOTa,
CIIOHTAHHOCTB, JIEKCHIECKOE U IPaMMaTHIEeCKOe Pa3sHOOOpasne U UCIOIb30BAHNE BhIPAKECHHUIA
OIICHOYHOT'0 XapaKTepa, CPEICTB PEUYEBOr0 STHKETA, BRIPAKEHHE COOCTBEHHOTO MHEHHUS TIPH
OTCYTCTBHH OITHOOK.
8 VYBepeHHas peanuzanysi KOMMYHHKaTHBHOTO HAMEPEHUS B CUTYalUsX, IPEAYCMOTPEHHBIX YIeOHOH
(Bocemp) mporpaMmMoii. CBSI3HOCTE, NOJIHOT, CHOHTAHHOCTB, JIEKCHYECKOE H IPAMMATHIECKO® pasHoobpasue
1 UCTIO0JIb30BaHKE BHIPAKECHUHN OIIEHOYHOTO XapaKTepa, CPEICTB PEYEBOTO ITHKETA, BBIPAKECHHE
COOCTBEHHOTO MHEHUsI , HATHYHE HECYNIECTBEHHBIX OIMUOOK.
7 [TonHOE, MPOUHOE BOCIIPOM3BEACHHE TIPOTPaMMHOI0 MaTepHraia. Peanu3amys KOMMYHUKATHBHOTO
( c eML) HaMEpPEHUA B CI/ITvyauHﬂx, NpeayCMOTPEHHBIX Y4eOHOH nmporpammoii. HekoTopele HapymeHus
KOMITO3HUIIHOHHON CTPYKTYPBhI BHICKa3bIBAHHSI, CBSI3HOCTb, MIOJHOTA, BHIPAKCHHE COOCTBEHHOTO
MHCHUH. OI‘paHI/I‘-ICHHOCTI) B UCITIOJIB30BAHUU JICKCUYCCKHUX U FpaMMaTI/ILICCKI/IX CprKTyp.
HapymieHne HopM IPOU3HOILIEHUS B OTAEIBHBIX CIIydasiX, 3aTpyIHSIOIMUX oHuManue. Hamnuue
€IMHAYHBIX OIIHUOOK.
6 Oco3HaHHOE BOCIIPOU3BECHUE MTPOTPAMMHOI0O YYeOHOr0 MaTepuaa B 3HAKOMOM CUTYyaIluy.
HenocraToyno monHast peanuzanusi KOMMYHUKATHBHOTO HamepeHusi. OrpaHHYeHHBIH 00bEM
(meCTb) BbBICKAa3bIBaAHUA. HeZ[OCTaTOT-IHaH GCFHOCTB pqu/I C OFOBOpKaMI/I 1 HCMHOT'OYHUCJICHHBIMHAU OIHI/IGKaMI/I B
yIoTpeOJICHUH CIIOB M TPAMMATHYECKUX CTPYKTYP.
5 Oco3HaHHOE BOCTIPOU3BECHUE OONBIICH YaCcTH y4eOHOr0 MaTeprana B 3HAKOMOW CUTYAI[HH.
PeaHI/I3aHI/IH KOMMyHI/IKaTI/IBHOFO HaMepeHI/IH OCJIO’KHCHA 3HAYUTCJIIbHBIMH 3anyI[HeHI/I5[MI/I B
(nsATH) BBIOOPE SI3BIKOBBIX CPEICTB U (POPMYIIMPOBAHUH COEpXKaHust peur. HapyIieHue JIOruKe 1
KOMITO3HITHOHHOW OpraHu3aiuy peur. Hamname HeKOTOPHIX JIEKCHYECKHUX M TPAMMATHUCCKUX
OIIHOOK.
4 HemoctaTtouno moHoe BOCHPOU3BEACHIE OOIBINIEH YaCTH MPOrPaMMHOTO yUeOHOT0 MaTepHania.
( HenonHas peanu3saiys KOMMYyHUKATHBHOTO HamepeHus. OrpaHuueHHbIH 00hEM BBICKA3bIBAHUS.
"eThbIpe) Hanuuwre ormmboK B ynoTpebieHHH CIIOBaps U TPAMMATHYCCKUX CTPYKTYP. SHAUUTEIBHOES
HAPYUIEHUE IPOU3HOCHUTENIBHBIX HOPM, 3aTPyAHSIOIINUX IOHUMAHHUE.
3 OrpaHndeHHBIN CIIOBAPHBIN 3arac ¥ HEJJOCTATOYHOE BiIaJIeHHE TPaMMaTHIECKUMHU CTPYKTYpaMH
(Tpu) 3ATPY/HAIOT PEAH3ALHUI0 KOMMYHHKATHBHOTO HAMEPEHHUS. OrpaHu4eHHbIH 00HEM BBICKa3bIBAHHUS.
HapymeHI/Ie JIOTUKH U KOMITIO3UIITMOHHOU OpFaHI/IBaHI/II/I petm. HaanHe JICKCHYCCKUX,
I‘paMMaTI/IT-IeCKI/IX nu q)OHeTI/I‘IeCKI/IX OHII/I6OK CUJIBHO Sany)IHSIIOT IIOHUMAHHUEC peqH.
2 HecooTBeTcTBHE BHICKA3bIBAHHS yUAIErOCsi KOMMYHHKATHBHOM 3a/1a4e, 00hEM BbICKa3bIBAHHS
(1B2) orpaHuueH HaOOPOM KPAaTKUX MPEIOKEHHN, HApYIIIEHa CBA3HOCTh peur. Hannune TeKCHUecKuX,
I‘paMMaTI/IT-IeCKI/IX nu q)OHeTI/I‘IeCKI/IX OHII/I6OK CUJIBHO Sany)IHSIIOT IIOHUMAHHUEC peqH.
1 ITonHast HECTTOCOOHOCTE peaTn30BaTh KOMMYHUKATHBHYIO 3afaqy. [IponsHecenne 6eCCBI3HBIX (Gpa3
(o7un) 1 00JIBIIOE KOJIHMYECTBO OLIHOOK.
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IIPUMEPHBIE KPUTEPUY OLIEHKU
IMMOHUMAHMSI TPOYUTAHHOTO (IIMChbMEHHbBI KOHTPO.Ib)

Cmanoapmmuotii mexcm oo6vemom 100-1200 cnos
svinoanaemcs 3a 45 munym, 20 nynkmos 3a0anuii

Bbana IToxa3areiu oneHKH
10 ,
Bce 3aganus BeImosHEHBI 0€3 OMMOOK, TaHbI MOJTHBIC PA3BEPHYTHIC OTBETHI.
(mecsTh)
9 Bce 3aganus BBINOIHEHBI, TOMYIIEHA OJIHA HETOYHOCTh, CBA3aHHAs C
(1eBsITh) | MOJIHOTOW OTBETA.
8
Jlomy1ieHa ojfHa HETOYHOCTh B TIOHUMAaHUHU.
(BoceMb)
7
(cemp) JomyieHa ogHa ¢pakTHdeckast omruoKa Uit IB€ HETOYHOCTH.
6 JlomyieHsl 1Be (hakTHUECKHE OMUOKH UK OJIHA (DaKTUUeCKas U JBE
(1mecTb) | HETOYHOCTH.
5 JlomymieHsl Tpu hakTUUECKHE OIMTMOKU WK JIBE (PaKTUYECKUE U JBE
(mATh) | HETOYHOCTH.
4
JomytieHs! Tpu GakTUUECKUE OMUOKYA U HETOYHOCTH.
(ueTnipe)
3
Jlomy1iieHbl yeThipe (haKTUIECKUE OIMNOKH.
(Tpu)
2 .
(182) Jonyiieno 6osee 4 pakTUUeCKUX OMMUOOK U HETOUHOCTEH.
1
He monsTO conepkanne MpOYUTAHHOTO.
(omuH)

Opdorpaduyeckre, rpaMMaTUUYECKUE U JICKCUUECKUE OIMOKU HE YYUTBHIBAIOTCH,
€CJIM OHU HE HapYIIAaIOT CMBICI BICKA3bIBaHMUSI.

3a npomyuieHHbIe (PaKTHUYECKue OMMOKN CHUMaeTcs -1 Gas.

3a HalIM4YMe HECYIIECTBEHHBIX OIIMOOK B M3J0KEHUH COOBITHH, (QakToB u
MMOCJIEIOBATEIBbHOCTH JIelicTBUI cHuMaeTcs- 0,5 Oamnia.
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ITPUMEPHBIE KPUTEPUU OLIEHUBAHUS

YUYEBHBIX JOCTHXKEHUI YYAILIIAXCS IO BOCIHPUATHIO U TIOHUMAHMIO PEYHA HA

Cmanoapmnotiit mexcm om 1200 0o 1500 3naxos, konruuwecmeo nynkmog 0o 20

CJIYX.
(MM CHbMEHHBII KOHTPOJIb)

OrMmeTka
IToxka3areau oneHKH
B O0aJsiax
10 Bce 3aganus BBIMOIHEHBI PABUIBHO, 1aHBI TIOJIHBIE, Pa3BEPHYTHIC
(mecsiTh) | OTBETHI.
9 Bce 3aganus BBINMOIHEHBI MPABUIIBHO, IOMYIIIEHA OJJHA HETOYHOCTb,
(1eBSITB) | CBSI3aHHAS C OJHOTOM OTBETA.
8
JomyiieHa ogHa ¢pakTHdeckasi omuoKa Ui IBE HETOYHOCTH.
(BoceMb)
7 JlonyiiieHsl 1Be PakTUUECKHE ONTMOKY UK OfHA (hakTUYecKas omunoOka
(ceMb) | U IB€ HETOYHOCTH.
6
Jlony1iieHsl 1Be PaKTUUECKUE OITMOKU U HETOUHOCTb.
(1mecrp)
5 Hormytens! Tpu GhakTUUEeCKUEe OUTHOKY UM JIBE (PaKTUYECKHUE OIIMOKU
(nmATH) | ¥ IBE HETOYHOCTH.
4
JlonymieHsl Tpu (haKTUYECKUE OMMOKH U JBE HETOYHOCTH.
(ueTnbIpe)
3
(tpH) JomytieHsl yeTbipe (aKTHIeCKUE OMMUOKHA U HETOUHOCTH.
2 ,
(182) JonyiieHo 0osiee 4eThIpEX (PaKTUIECKUX OIIMOOK.
1 ConeprxaHue He TTOHSATO, HATMYME MHOTOUMCIICHHBIX CMBICIIOBBIX
(oamH) | ommOOK.

Opdorpaduyeckue, rpaMMaTHYECKHUE U JICKCUUECKUE OIMOKN HE YUUTHIBAIOTCS,

€CJIM OHHM HE HApYIIAIOT CMBICI U3JIaraeMbIX COOBITHH.

3a nonyuieHue GpakTHIeCKON OmMMOKN cHUMaeTcs 1 Oa.

3a HaJIM4Ke HECYIIECTBEHHBIX OMMOOK B U3JIOKEHUU COOBITHH, (PaKTOB U
MOCJIEA0BATEILHOCTH IelicTBUM cHuMarorcs 0,5 G6aa.
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PCKOMeHIlyeMOC COACPKAHHUE IK3AaMCHOB.

Tpetuit kypc (yctHas opMa dK3aMeHa):

1. HpO‘II/ITaTB TCKCT U BBIIIOJIHUTH YIIPAKHCHHA:
1) true/false

2) synonym match

3) answer the questions

2. Hanucatp 1€J10BO€ MUCHMO MO CUTYaLHH.
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CYHWECTBEHHBIE U HECYHIECTBEHHBIE OLLIUBKHU

Bup peuyesoit

CyiecTBeHHbIE OIIUOKH

HecymecrBenHble ommoKn

AeATeJIbHOCTH
I'oBopenue 1. Ucnonp30BaHue s3bIka Ha ypoBHE | 1. Hegepnoe HCIIOJIB30B.
OTIENBHBIX CJIOB U CIIOBOCOYETAHUH. | HIMOMATHYECKUX pPEYEBBIX 00OpOTOB,
Hesepusbiit MOPSIIOK CJIOB B | 00yCIIOBJIEHHBIX uHTephepeHmen
MPEIOKEHHUH. POJTHOTO SA3BIKA.
3. OrpanudeHHbIi crnoBapHblil 3anac | 2. [Ipomyck uiu HeBepHOE ynoTpeOieHne
JUTS BBIPAYKEHUS] MBICITH. apTUKIIEH.
4. ®donernueckue, Jekcudeckue u | 3. HeepHoe ymorpeOseHHe Mpensioros,
rpaMMaTH4eCcKHe OLINOKHU B | HE MCKa)KaIOILUX CMBICII BEICKa3bIBaHMS.
H3Y4EHHOM Mmatepuane, | 4. HeBepHblil MOpPAIOK MpHIAraTeabHbIX
3aTpyaHSIONINE MOHUMaHUE | Mepe] UMEHEM CYIIECTBUTEIbHBIM.
BBICKA3bIBaHUS TOBOPSILIETO. 5. CnoBooOpa3oBaTenbHbIE OLIMOKH, HE
5. CTpyKTypHO- CTWJIMCTUYECKHUE | 3aTPYIHSIOLINE MMOHUMaHUE
OIMOKM B OPraHM3alMd YCTHOTO | BBICKA3bIBaHMS.
BBICKA3bIBAHUSI.
6. OrpaHuyeHHbII 00BEM
BBICKA3bIBaHMSI.
UYrenue/ 1. Y3HaBaHue OTAENbHBIX CJIOB U | 1. doHeTHUeCcKue OIIMOKHU B
Bocnpusitue ¢pa3 mpH UYTEHMHM W CIYIIAHUH | TPOU3HOIICHUU HE3HAaKOMBIX
peun Ha CIyx TEKCTa. OYyKBOCOUYETaHMI, CJIOB U
2. 3aMelleHHe OJHOIO 3ByKa MWJIM | CIOBOCOYETAHHM.
cloBa JpyTUM, UCKaXarouum | 2. Bocnpoussenenue WHTOHALUU
CMBICIIOBOE COJIEP’)KaHUE | NHOSI3BIYHOTO NPEIOKEHHS o
MIPETIOKEHUSI. MpaBHJIaM POJHOTO S3bIKA.
3. He3HaHue npaBuil yTeHHUS. 3. IlepedpasupoBaHue yCIBIIIAHHOTO

4. YacTuuHOE  BOCIPOU3BEJICHUE
MaTepuajla Ha YPOBHE OTIEIBHBIX

Wikn [OPOYUTAHHOT'O KOHTCKCTa II0
IpaBujiaM pOJHOI'0 sA3blKa C HCKOTOPLIM

CJIOB U IPEJIOKEHHH. HapylIeHUEM CTPYKTYPHBIX HOpM

M3y4aeMOro MH. SI3bIKa.
IIncemenHas 1. Beipaxenue wmbiciu Ha ypoBHe | 1.IlyHkTyauus MHOSI3IYHOTO
peyb OT/EJIbHBIX CJIOB U CIIOBOCOUYETAHUH. | MPEAJIOKEHUS 10 NpaBWIaM pPOIHOTO

2. Ynorpebnenue CJIOB B
HCHOPMATUBHBIX 3HAYCHUAX,
HapylIeHNE JIEKCUYECKOU
COYETaeMOCTH, MTOBTOPBI,
TaBTOJIOTHA.

3. Hesepnoe yrnotpe0iaenne

INIarojbHbIX (POpM U HEcOoOJr0/IeHUEe
COTJIACOBaHUS BPEMEH.

4. Odopmnenne MACbMEHHBIX
BBICKA3bIBAaHU 1o MpaBUIaM
pPOIHOTO  sA3bIKA C  HapyIICHUEM

CTPYKTYPHO- CTHJIHCTHYECKHX HOPM
U3y4aeMOr0 HHOCTPAHHOTO SI3BIKA.
5. OrpaHUYeHHBIH 00BEM

BBICKAa3bIBaHM.

SA3bIKA.

2. Hesepnoe HCIIONIB30B.
HJIUOMATUYCCKUX  PCUCBLIX O60pOTOB,
00YCIIOBJIEHHBIX uHTEepPepeHuneit

POIHOTO SI3BIKA.
3. CornacoBaHue TOJJIEXKAIIETO H
CKa3yeMoro B €IUHCTBEHHOM 4Yucle 3
JMILIe.

4. IIponyck HEOOXOIUMBIX IIEMEHTOB, HE
CYILIECTBEHHO 3aTPYAHSIOUINX
MOHUMAaHNE HAIMCAHHOTO.

5. CrnoBooOpa3zoBarenbHbIE OIMMOKH, HE
3aTPyIHSAIONINE MIOHUMaHNe
BBICKA3bIBaHM.
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TEOPETUUYECKHUHN MATEPHAJI

UNIT |

Crpykrypa nucbma (Letter Structure)

Memoouueckoe obecneuenue:
1. Boopoch! utd caMOKOHTPOJIS
2. IlpakTuueckue 3a0aHus

JlenoBoe MNHUCHMO MEXKIyHApOIHOTO 00pas3lia MMEET YETKYI0 CTPYKTYpY,
OTIpEeJICTICHHBIA HA0Op PEKBU3WUTOB W CTAaHAAPTHOE PACIOJOKEHHUE KaXKIOro W3
Hux. [lonHelld hopmymsip mUchbMa MEXIYHAPOJHOTO OOpaslia UMEET CIIEIYIONTUe

COCTaB M PaCIIOJIOKCHNEC PCKBU3UTOB!

(1) 3arosioBoK (aapec OTIPaBUTETIS)
Letter head (Sender’s address)

(3) Hara. Date (3) Hara. Date

(2) Homep moxymenTta. Reference | (2) Homep noxymenra. Reference

(4) Cnennansubie moutoBsie oTMeTkH. Special mailing indication

(5) YBenomienue o kouduaennuanpaoctu. Confidential

(6) Anpecar. Inside address

(7) Yka3zanue Ha )enaTeabHOCTh 03HaKomiieHus. For the attention of

(8) Obpamienue. Salutation

(9) 3aronoBok k Tekcty. Subject (Re.:)

(10) OcHOBHO#1 TEKCT MTUCHMA.
Body of the letter

(11) 3aBepmenne nmucbma. Close (11) 3aBepmienue nuceMma. Close

(12) Homnwucsk. Signature (12) Moanuce. Signature

(13) IMometka 06 ucnonautensx. Initials of persons in charge

(14) Mpunoxenue. Enclosures

(15) Kommuu mucema. Copies

(16) Toctckpuntym. PostScript (P.S.)

Puc.1. Crpykrypa nucbma

20



1. 3aroJsoBok, uiau aapec ornpaButes (Letter Head / Sender's Address)

3aroJIoBOK IuchMa IIOMCIIACTCA B BGpXHeﬁ qaCTHu JUCTa B COOTBCTCTBUH C
p33pa60TaHHBIM 3apaHCcC MAKCTOM. DeMeHTaMu 3arojioBKa SABJIIIOTCA,

- (pupMeHHBII 3HAK (JIOTOTHII),

- HAaUMEeHOBaHMe (pUPMBI WM OPTaHU3ALMH,

- MO4YTOBBIH ajapec,

- a0OHEeHTCKHE HOMepa ONepPATUBHBIX CpeacTB cBs3u (Tesaedona,
Tesjedakca, TeJeKkca, a TAKkKe aJpec JJIeKTPOHHOM MOYTHI).

Ecin ¢upma sBusercs Qunuanom, yka3plBaeTCs OCHOBHAs KOMITAHUS-
ydpenuTenb. B HEKOTOpBIX cllydasX B 3arojIOBOK BKJIIOYAIOTCA CBEACHHS 00
OCHOBHOM HaITIpaBJICHUU AESITEIbHOCTH.

Bo wus0exxanue mneperpy3kd CnpaBOYHOM HMHQPOpMalUe YacTh CBEICHUH,
HanpuMep a0OHEHTCKHE HOMEPa, MHOT/IA IEPEHOCST B HUXKHIOIO YacTh JIUCTA.

[IpumepoM Takoro pacHoJIOKEHUsI CIPaBOYHOM HH(POpPMALIUM MOXKET
CIIy’)KUTh THUCbMO aBTOPY JAHHOIO Y4YEOHOro MocoOusi OT HCIOJIHUTEIBHOTO
nupektopa CoBeTa MO MEXAYHApOAHOMY OOMEHY YYEHBIMU C COOOIICHHEM O
OPUCYXKJECHUU CTUNICHIUM UMEHU ceHatopa DynOpaiita 1d MNPOXOKICHUU
Hay4YHO-HMCCJIEIOBATENBCKON CTaXNpOoBKHU B CIIIA.

dupMeHHbIH O0JaHK MUChMa C 3aroJIOBKOM JaeT OOJiblyl0 MH(OpPMAILUIO O
¢upme (opranmzanuu). B 3aronoBke ykasbIBaeTCsl THN KommaHud. Hampumep,
cokpamenue Ltd. (ot Limited liability) roBopuT o TOM, YTO 3TO KOMITaHUS
(oOmiecTBO) € OrpaHUYEHHOM OTBETCTBEHHOCTBIO, TO €CTh MNpHU OaHKPOTCTBE
BJIQJICTIBI[BI KOMIIAHWM WJIM €€ YacTH HECYT OTBETCTBEHHOCTh IHUIIh 3a TOT
KanuTall, KOTOPbI OHM BHECIIH MPU 00pa30BaHUM KOMMAHUU. JIJi KPEeIUTOPOB 3TO
OpeaynpexaIeHue O TOM, YTO MpH OaHKPOTCTBE OHM CMOTYT MOJYYUTh OT
KOMIIAHUM JIMIIb TO, YEM OHA BIAJEET, a HE JIMYHbIE CPEJICTBA JeprKaTeyel ee
akuuii. B CIIIA B »Tom ciydae wucnons3yercsa adOpeBuatypa Inc. (ot
Incorporated). Cokpamenune PLC (Public Limited Company) 3HauuT, 4TO aKIiuu
KOMITAaHUH MOXHO KYTIHTh B OTKPBITOM MPOIaXKe.

[Mpumepsr Ha3Banuii komnanwuii; Johnson & Johnson Inc.; SP Wholesalers
PLC; Hartley-Mason Inc.; Levi Strauss & Co.; Ultrasonic Ltd.

Coxkpamienue <6; CO. roBOpUT O TOM, YTO KOMITAHUS SIBJIETCA MApPTHEPCTBOM
(partnership) nBoux unm Oonee moaeit. Eciau 9T0 cemelHbIi KOHIIEPH, 100aBIISIOT
ciioBo SoNn (ceiH). Sons (cerHOBBs), Bros (Brothers) (Opates). Y mapTHepcTBa
MOKET OBITh Kak OTpaHWYEHHas, TaK W HEOTPAHWUYCHHAs OTBETCTBECHHOCTb.
Hanpuwmep, F. Lynch & Co. Ltd. wiu R. Hughes & Son Ltd.

B 3aronoBke nucbMa, HapsiAy ¢ TOYTOBBIM aIPECOM KOMIAHUH, YKa3bIBAIOTCS
tenedoH, dakc u aapec snekTpoHHOW mouThl (E-mail). Ilepenq HumMu moryt
yKa3bIBaThCS (PpaMmiinu npezacenatens (mpe3uaeHTa) KOMIaHUU U 4YJICHOB COBETa
JTUPEKTOPOB.
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* [Ipu orcyrcTBUM OilaHKa MHUChMa C Ha3BaHWEM (DUPMBI WIIM OpTaHU3AINH
aZipec OTHPaBUTEIIS MOMEUIAETCS B TPABOM BEPXHEM YTIy CTPAHUIIBI.

Ha puc. 1 mpuBogsTcss oOpaslbl 3arojlOBKOB Ha OJlaHKaX Jid IMUCEM U
(haKCOBBIX COOOIICHUN MEXIYHApOJHBIX (UHAHCOBBIX opranuzaruii (MB® wu
Bcemupnoro banka):

The World Bank Beaopyresoe UPCACTRRHTEALC I Belares Resident Mission
230033, £, Muncx 6A Partizauy Avenis, ¥n
o op. Haprmanecn® 4 Sa Sl snow Minek 22060023
BCQ.\“I]""J“ bank PaonyGanxa Benapyes Republic of Delatws

Moxaysapopnadi Bui

v 7 T304
PexoncTpyraunn it Puraismis AR 4 U2

Fax I (17)36-06.44

TELEFAX TRANSMITTAL SHEET

DATE 15 October, 1999
NO. OF PAGES: (incl. this page)
TO:

ORGANIZATION:
STREET ADDRESS
CITY & COUNTRY:

FAX NUMBER

FROM
IEL. NO 375 (17) 226-06-44
FAX NUMBER: 375 (17) 226-06-48
SUBIECT:
et 20 P e e 4 L 2R, S

MESSAGE

Puc.2. 3aronosku nucem MB® u pakcoBbix coobuiennit BcemupHoro 6anka

2. Homep noxymenra (Reference)

Homep nokymeHnTa yka3biBaeTcs 1751 y1o0cTBa paboThl ¢ KOPPECTIOHICHITUEH.
Hanpuwmep, npu nosxydenuu nucbMa (Your Ref.) u mpu orBere Ha mucemo (Our
Ref). DTo cOOTBETCTBYeT pPYCCKUM OOO3HAYCHHUSM BXOISAIICH W HCXOMISIICH
KOPPECTIOH ICHITHH.

Homep nokymeHnta mosxker ObITh IudpoBoit (Hampumep, 661/17, roe 661 -
MOPSAKOBBIA HOMEP TOKyMEHTa, a 17- HOMep OT/Aelia WM TMOJpa3JIeliCHus ),
OykBennbiii (Hampumep, DS/MR, rme DS - sto unHumumansl aBTopa, a MR-
WHHIAATBl  CeKpeTapsl), WIA CMelmaHHOW, OykBeHHO-mmdposoi (our ref.:
mb/AP/101).
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DONALD & SONS, INC. X O XXX XXX

Our Ref. 221/1

November 12. 2000

Puc.3. Homep noxymenTa

3. Hara (Date)

Jlata ykaspIBaeTCs IMOJ aapecoM OTIPABUTENS B IMPABOM WM JIEBOW YaCTH
cTpaHullbl. MlHOTIa MEX1y AaTOM M aipecoM OTIPaBUTEIIS MPOIMYCKAETCS CTPOKA.
Ecnu umeercst 6iaHK (UPMBI ¢ agpecoM, jJaTra TakkKe OOBIYHO YKa3bIBaeTCs B
MIPABOM YTIIIy CTPAHULIBI.

Mecsi B 1ate He clielyeT nucath B BUjie uncia; Hanpumep, 11.01.93 o3nauaer
11 auBapst 1993 r. B BenukoOputanuu u 1 HosiOpst 1993 r. B CILIA. He cnenyer
TaK)K€ COKpallaTh Ha3BaHHME Mecsila, Harpumep, Nov. Bmecto November. D10
BBITTIAIUT HEOpekHO. He Tak ClI0KHO HamucaTh MOJHOCTBIO JIaTy, M TOTJa Balle
MKACHMO HE 3aTePSAETCS U MONAAET B HYKHYIO TAIKYy.

YacTo B NOpSAIKOBBIX YUCIUTENBHBIX Onyckaercs 'th' mocne yucna. Hampumep,

24 October Bmecto 24th October. Muorna HasBanue Mecsia CTaBUTCSA BHAYAJIE:
October 24. 310 aeno BbIOOpa, HO HEOOXOAUMO NPUIECPKUBATHCA KAKOW-TO OJHON
(bOpMBbI HaITMCAHUS TATHI.

4. CnenuajbHble mouToBble oTMeTKH (Special Mailing Indication)

Ecimum mmcbMo mocwutaeTcsi HE OOBIYHOM ITOYTOM, 00 9TOM MOKET OBIThH
C/IeJIaHO CTEIUATBHOE YKa3aHUE O]l CTPOKOU C JaTOU, HAITPUMED:

10 January 2019
EXPRESS

Puc 4. CHCL[I/IaJ'IBHBIC IMOYTOBBIC OTMCTKH
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5. YBeaomienne o konpuaenunaabHocTu (Confidential)

I[aHHOG YBCAOMIICHUC O3HA4YACT, YTO ITMCbMO MOKCT OBITH BCKPBITO TOJIBKO
aapccaTroM HJIN JOBCPCHHBIM JIHUIIOM. 3anuch ACIaCTCA 110 ,ZIaTOfI I aIpECOM, a
TAKKC HAa KOHBCPTC.

10 January 2019
CONFIDENTIA

Puc.5. YBenomienue o KoH(pUICHINATBHOCTH

6. Anapecar (Inside Address)

Anpec moisrydarenst  ykasblBaeTcs IIOJ  AApEecOM  OTHpPABHUTENS  Ha
IIPOTHUBOIIOJIOKHOM CTOPOHE CTPAHULIBI.

AJpecHbIe CBEJICHUS YKa3bIBAIOTCS B TOM K€ MOCJIEIOBATEIBHOCTH, YTO U HA
KOHBEpTE, HAaIPUMeEp:

Prof. Priscilla S. Rogers,

School of Business Administration
University of Michigan Ann Arbor,
MI 48109-1234 U.S.A.

Puc.6. YBenomiienue o KoH(GUIEHITUATEHOCTH

Echu ums u camunus adpecama uzsecmuvl, OHU (BMECTE€ C BEXKIUBOU
dbopmoit oOpalieHrst Uik 3BaHUEM) YKa3bIBAIOTCS TIEPET aIPECOM:

Mr. J.E. Smith wim Mr. John Smith, a e npocto Mr. Smith

CylIecTBYIOT CJIEAYIOIIUE BEXKIIUBBIE POPMBI OOpAILICHHUS:

Mr (¢ Toukoif mim Oe3) Kak COKpalleHHe OT MIiSter mpu oOpalieHu:n K
MY>KUHHE;

MTrs. pu oOpalieHnn K 3aMyKHEH KSHIIUHE,

Ms wmokeT ymoTpeOnsThCs Tpu OOpalleHHMH KaKk K 3aMyKHEW, TaKk H
HE3aMyKHEH KEHIIUHE;

Messrs kak cokpaiieHue oT (panirysckoro Messieurs ymorpeOssieTcs mpu
oOparieHnu K 1BouM U 6omnee myxxuuHam (Messrs P. Jones and B. Parker) unu B
HazBaHuu Gupmsel (Messrs Collier & Clerke & Co.).

CymiecTByeT IEABIA P CICNHAIBHBIX (opM  oOpalieHHid, KOTOpbIE
BKJIFOYAIOTCS B ajJpec, HAMpUMep YYCHBbIC, MCAMIIMHCKAC W BOCHHBIC 3BaHHS (B
ATOM ClIy4yae OHU ynoTpeOsstoTces . mecmo Mr, Mrs, Ms):

Dr. (Doctor); Prof. (Professor); Capt. (Captain); Maj. (Major); Col. (Colonel);
Gen. (General).
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Ecnu umst adpecama ueuzsecmuo, MOXKHO UCIIONIB30BATh €r0 JTOJDKHOCTH B (pupme
(The Finance Director, The Sales Manager). Eciau u3BeCTHO JHINb Ha3BaHHE
(bupMbI, MOXKHO aZpecoBaTh MMUCHMO Ha ee ums: Soimdsonic Ltd.

OOpatuTe BHHMMaHHE Ha PEKOMCHAYCMBIH TMOPSAIOK HAIMCAaHUS ajpeca
HOJTyYaTeIs:

Hazpanue noma uim 3JaHus

Howmep noma m Ha3BaHue yaulbl, IPOCIEKTA U T.I.
['opoa u ero mMo4YTOBBIA UHAEKC

CrpaHna

7. Yka3aHue Ha KeJaTeJbHOCTH 03HaKomJieHus (For the Attention of)

Vkazanue For the attention of o3mauaer xemareabHOCTH O3HAKOMIIEHUS C
CoZiepKaHUEM IHChMa, aApeCOBAHHOTO OPraHU3aIliH, KaKOr0-TO OIPEACICHHOTO
auna. OHO MOXeT ObITh HEOOXOAMMO B CIydasx, KOIrJa OTIIPaBHTEIb He 00Iagaer
nojHoi uHpopMarueii 00 agpecare. OObIUHO TaKOe YKa3aHHE ITOMEIINACTCS IO/
BHYTPEHHHUM aIPECOM:

International Industries Ltd.
1 -5 Greenfield Road
Liverpool L22 OPL
UNITED KINGDOM

For the attention of the Production Manaeer
[cokpameHHEI BapHaHT. Attn.: Production Manager]

Dear Sir,

Puc.7. Yka3zanue Ha KeJIaTeIbHOCTh O3HAKOMJICHUS

8. Oopamenmne (Salutation)

OOpaiienne, KOTopoe sSBISIeTCS Takke (OopMOil MPUBETCTBHUSA, MOMEIIACTCS
MO/ BHYTPEHHHUM aJ[pecoM 0e3 OTCTyma OT JIeBOW TpaHullbl Tekcta. KoHkpeTHas
dhopma oOpallieHus 3aBUCUT OT ajpecara:
Dear Sir: (YBaxaeMblii TocroanH!) - Ipu 0OpalleHu K My)K4YUHE, UM KOTOPOTO
BaM HEW3BECTHO.
Dear Sirs: (YBaxaembie rocroal) - mpu oOpaiieHiH B opranusaiuio (upmy).
Dear Madam: (YBaxaemasi rocroxa!) - mpu oOpallleHud K JKeHIUHE (3aMyKHEH
WA He3aMY>KHEH ), IMsI KOTOpOi BaM HEM3BECTHO.
Dear Sir or Madam: (YBaxaeMmsblii/asi roCoAuH/TOCIOXa!) - TIpKU OOpaICHUH K

YCJIIOBCKY, UMs U I10J KOTOPOIro BaM HCHU3BCCTHEI.
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Dear Mr. (wmu Dr., Prof.) Smith: (6e3 uaunmanoB nix uMeHH) - IpU OOpALCHUH
K 4eJIOBEKY, (paMuIIns KOTOPOTO BaM M3BECTHA.
Gentlemen: (I'ocrioxa!) - npu obpariennu B opranu3anuto (pupmy) B CLIA.

9. 3aroJoBok Kk TekcTy (Subject)

B 3aroiioBke K TEKCTy MUCbMa JA€TCsl €ro KpaTKoe U TouHoe HazBaHue. OH
MOMEIIAeTCsl Mocie oOpalleHus K apecaTy U OTKpbIBaeTcs cioBoM "Subject” umu
cokparnienueM "Re." (ot "regarding", "oTHocsmumiics k"), HapuMep:

Dear Mr Thomson,

Re: New Enrollment Rules

Puc.8. 3aronoBok k TekCTy

10. OcHoBHoii Tekct mucbma. (Body of the letter)

OcHOBHasi 4acCTh MUCbMa COJIEPKUT cooOIIeHne. TEeKCT OOJBIIUMHCTBA TUCEM
yMeIIaeTcsl Ha OAHOW cTpanHwuie. Eciau muchbMo JUTMHHEE, OHO TPOJIOJDKACTCS Ha
JOTIOJTHUTETHHOM JIUCTE.

TexcT muceMa sABIsIETCS HanOoJee BaXKHBIM PeKBU3UTOM. Ero xommosunus u
HA0Op CTaHAAPTHBIX PEUEBBIX (POPMYJI OMPENETSIOTCS TUIIOM JIEIOBOTO MHUCHhMA.
Cnegyer MOMHHTH O TOM, YTO KaXKJO€ HOBOE IMOJIOKEHUE, MBICITH JOJDKHBI
HAaYMHATBCS ¢ HOoBoro ab3ama. IIpu mepeBojme TekcTa muchbMa 0co00€ BHUMAHHE
cienyeT oOpamiaTh Ha nepenady (pasz-kiuiine, s KOTOPHIX UMEIOTCS TOTOBBIC
COOTBETCTBUS B SI3BIKE MEPEBOJIA.

Texcr muchMa pa3OuBaeTcss Ha ab3allbl, OTAENSEMbIE OIHUM CTPOYHBIM
npobesioM. B HauanbHOM a03arie peKOMEHIYETCSl U3JIOKUTh CYLIHOCTh MPOOJIeMbl
WM OTIPENICTTUTh COCTOSTHUE JIeTI, a B 3aKIIFOUNTEILHOM - TIOJIBECTH UTOT C YYETOM
U3JI0)KEHHOW BbIlle HMH(popManuu. Eciau cyTh Ael0BOro muchMa MpOCTa, OHO
opopmiisieTcss B BHAE OJHOro abzama. B Tex ciydasx, Korma OTIPaBUTENb
3aMHTEPECOBAH B CKOPCWINIEM OTBETE, TEKCT 3aBEPIIAETCS COOTBETCTBYIOIICH
npocb0oii: "I am looking forward to hearing from you soon".

11. 3aBepmenue (Close)

Ecnu mucemo HaumHaercs ¢ Dear Sir, Dear Madam, Dear Sir or Madam (TO

ecTh 0e3 yKa3aHus MMEHHM), OHO 3aKaHuMBaeTcs cioBamu Yours faithfully, mocne
26



KOTOPBIX HIDKE CJIEIyeT IMOJIUCH OTIPABUTENS U €IIe CTPOYKON HIKE - MMS H
dbamMuIHs OTIPaBUTEIISL.

Ecnu nuceMmo Haumnaercsa ¢ Dear Mrs. Robinson, Dear Prof. Swales - OHO
3akaH4YMBaeTcs cioBamu Yours sincerely (Sincerely yours). B CIHIA naxe
odulranbHbIe MMChMa HHOTAA 3aBepiiaroT ciioBaMu Yours truly (Truly yours).

12. ITogmuck (Signature)

Jns moamucu OOBIYHO OCTaBIAIOT MpoOed B 3-5 CTPOYHBIX HHTEPBAJIOB.
[ToMmuMo CcOOCTBEHHO MOJNUCH, B OJIOK BXOJUT yKa3aHHE MUMEHU U (PaMUINH
aBTOpa COOOIIEHUS, €T0 JOJKHOCTH WJIU 3BaHUS, HAIpUMED:

Yours faithfully, nnu Yours sincerely,
(TIoTIHCE) (TIOATIHCE)

John Brown I. Howart, Ph.D.
Sales Manager Department Head

Puc.9. IMoamuce

NHuorna B nenoBoi nepenucke nepes noAnuchbio CTOUT abopeBuarypa p.p. (oT
"per pro" - "for and on behalf of - or umenu, 3a). CexkpeTapu 4acTo CTaBAT TOT
TEPMUH, KOT/Ia TIOAMMUCHIBAIOT MIChMa OT UMEHH CBOMX HaYaJIbHUKOB, HAIIPUMED:

Yours faithfully,
(moamucy Maey Thomson)
p.p. J. Mill

Managing Director

Puc.10. ITognuce ¢ abbpeBuarypoii p.p.

13. IMomerka 06 ucnoauutesix (Initials of Persons in Charge)

[TomeTka 00 HMCHOJHUTENSX B BUJE HHUIIMAIOB YacTO HCIOJB3YETCS B
KPYIHBIX KOMITAHHMSIX M OTAeNaxX JJIsi COXpaHeHWs HMH(POpMalMd O TOM, KTO
KOHKPETHO M3 COTPYAHUKOB COCTABIISI M HaOUpan TekcT. MHUIMaIbl cocTaBUTENS
MeYaTarOTCs MPONMUCHBIMU OYKBaMU, a MHHUIIMAJIBI MAITMHUCTKA WM OTepaTopa -
CTpouHbIMHU, Hanpumep: MM: pd; CJR/nr.
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Ecam mucbMO COCTaBIsIOCh M TE€YATAJOCh OJHUM JIMIOM, JOCTaTOYHO
yKa3aTh TOJbKO MHUIIMAJIBI MAIIMHUCTKY (OnepaTopa).

14. Mpunoxenust (Enclosures)

Ecnmn k muceMy mpuiararTcs JIOTOJHUTEIbHBIE MaTepUalbl, HaIpuMep,
MIPOCIIEKTHI, TPEHCKYPAaHTHI U T.I., B KOHIIE MHUCHhMa (B HI)KHEM JIEBOM YTIIy) 00
9TOM Jenaetrcs nomerka: Enclosures (wmu cokpamennas gopma: Enc., Encl.)
Ecnu 910 psi JOKyMEHTOB, OHU MOTYT OBITh TIEPEUNCIICHBI:

Encl.: 2 17001 Enc.: Application forms (2 copies)

15. Konun muceMma (Copies)

Komun OOHOI'0 IMUCbMa MOI'YT pacCCblJIaTbCA HCCKOJIBKUM JIMIAM. HpI/I 9TOM

JienaeTcsi oMeTKa c.c. (carbon copy). Hanpumep,
C.C.: Prof. S. Johnson; Dr. Thomas Burke

B Ttex caywasx, xorma wHGOpMAaIUs O pacChUIKE KOMUW, MO0 MHEHHIO
OTIIPABUTEIISA, HEXeJIaTelbHa, HAa BHEIIHEH HCXOJAIICH KOPPECIOHACHIIMH OHa
OITyCKaeTCs, a Ha BHYTPEHHEH naetcs ¢ mometkoit b.c.c. (blind carbon copies).

16. Hocrexkpuntym (Post Script = P.S.)

[TocTckpUnTyM - AOMOJTHUTEIbHAST HUHPOPMAIIUS B KOHIIE TUChMa, 110 KaKUM-
au00 MpUYMHAM HE BKJIFOUEHHAsi B OCHOBHOM TekcT. OHa pa3meniaeTcs Bcerja Kak
3aKJTIOUUTENIBHBIM CTPYKTYPHBIN 3J€MEHT MHUChMa C OTCTYNOM OT MPEAbIIYIIETO
neMeHTa B 2-4 CTpOuyHbIX HHTEpBaja. Hayano mnmocrckpunTyma OTMEYaeTcs
abopesuarypoit "P.S." Ilpu moaAroToBke TEKCTa HA KOMIBIOTEPE MEPEKOMIIOHOBKA
TEKCTOBBIX OJIOKOB HE TIPEACTABISICT KaKUX-TMOO 3aTpyJHEHUN, TIMOITOMY
MOCTCKPUNTYM B JIEJIOBOM TEPENMHUCKE HCIOJIB3YETCS CKOpee IJisi TOTro, 4YTOObI
JUITHUN pa3 MOJYePKHYTh Han0oJiee BAXKHYIO JETaIbh COOOIICHHUS.

Hwuxe nmaercs oOpaszerr 1e0BOTO MHUChMa, B KOTOPOM COACPKUTCS OTBET Ha
MPUBEICHHOE B CaMOM Hadajie TUCbMO OT kiveHTa u3 Jlanuu. OOpatute
BHUMaHHE Ha CTPYKTYPHBIC 3JIEMEHTHl MUChbMa U OTKPBHITYH0 MYHKTYallUIO, YTO
CUMTAETCS HOPMO.
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Buasl mucem (Types of letters)

Memoouueckoe obecneuenue:
1. Bompochl 11si CAaMOKOHTPOJIS
2. TlpakTuueckue 3aaaHus

Cy1iecTByeT HECKOIBKO BUIOB KJIaCCU(PUKAIIUU JEIOBBIX MTUCEM, B OCHOBE UX
JIeKAT pa3InYHbIC KIACCH(PUKAIMOHHBIE TIPU3HAKH.

Bce nenoBbie mucbMa mo (pyHKIMOHAJIBHBIM NMPHU3HAKAM JICJISATCS HA JIBE
TPYIIIBL:

1. nucoma, mpebyroujue omeema: NUCbMa-MPOIICHUS, THUChMa-00paIICHHUS,
MUChMa-TIPEIJIOKEHUS, MUChMa-3alpoChl, TUCbMa-TPEOOBAHMUS.

2. nucoma, He mpedylouiue omeema:. NMUCHMA-TIPEIYIPEKICHUS, MTUCHMA-
HallOMUHAaHUS, MHChbMA-TIOJTBEPKICHUS, IHUCbMa-OTBEThI, CONPOBOJIUTEIIbHbBIC
NMUChbMa, TapaHTUIIHBIE TUCbMa, MHChbMa-yBelAOMJICHUS (MH(OPMALMOHHbBIC
MKMChMa), MUCbMAa-PaCIIOPSKEHHUS.

ITo TemaTH4yeckOMy NPU3HAKY JCJIOBbIE TUChMA JCIIST Ha:

|. Kommepueckne — HCHONB3YIOTCA MPU TMOATOTOBKE K 3aKIIOYEHUIO
KOMMEPYECKOTO COTJIAIICHUS, @ TAKKE BO BPEMSs UCIIOJIHEHUSI YCIIOBUI JJOTOBOPOB.
K HUM oTHOCSTCS cienyronue AeI0BbIe MUChMA!

1. nucemo-omeem — nucLMo, cofieprKaIiee CBEJACHUS, 3alPOIIEHHbIE paHee;

2. Rnucemo-3anpoc — TIACBMO, B KOTOPOM aJpECaHT oOpamaercs ¢
OTIpeZIeIEHHBIM BOIIPOCOM K ajjpecary, HalpuMmep, 0OpalieHus OJHOW CTOPOHBI K
JPYTOH O KEJIAaHWH 3aKJITFOYHNTh COTJIANIEHUE, KaK MPaBWIIO, 0€3 YKa3aHUs yCIOBUN
CHICJIKH VI YTOYHUTH KaKOW-TO BOIIPOC MPH COBEPIIEHUH CICIIKH;

3. nucemo-unghopmayus — coaepKUT UHHOPMAITUIO O COCTOSHUHA KaKUX-TO
JIe, KOTOpbIe MOTYT MHTEPECOBAaTh Ty OPraHW3aIldi0, B KOTOPYIO 3TO MHUCHMO
OTCBhLIACTCS,;

4.  nucemo-npedynpesxicoenue — TIMCbMO, B  KOTOPOM  ajpecar
MPEeAynpexkaIaeTca O MPEKPAIICHUH MPEAbIAYyIIed JTOTOBOPEHHOCTH, B CiIydae
HEBBITIOJIHEHUSI UM CBOUX 00SI3aTEIHCTB;

5. nucemo-npeonodicenue (opepma) — 3agBICHUE JHUIA O KEJTAHUHU
3aKJTIOYUTH CACIKY C YKa3aHUEM KOHKPETHBIX YCIOBUHM CICIKY;

6. nucomo-npemensus (peknamayus) — NPETCH3UH K CTOPOHE COTJIAIICHMS,
HapyILIUBILIEH TNPUHATBIE Ha ce0s MO J0roBopy oOO0s3aTeNbCTBA, W TpeOOBaHHE
BO3MEIIEHUS YOBITKOB;

7. RUCbMO-HANOMUHAHUE — COJCPXUT HAMOMHHAHWEC O BBIMOJHECHUU
JIOTOBOPEHHOCTEM, 00513aTENILCTB M YCJIOBUSI, KOTOPBhIE OYyAYyT NMPHUHATHI B Cydae
WX HEUCIIOJTHEHUS.

u Jp.
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II. HexkomMepueckHe — UCHOJB3YIOTCA MPU PEIICHHH Pa3IAYHBIX
OpraHM3allMOHHBIX, [IPAaBOBBIX BOIIPOCOB, SKOHOMHMUYECKUX B3auMoOTHomeHui. K
HUM OTHOCSITCSL:

1. nucemo-2apanmua — coaepKuT B ceOe MOATBEPKICHUS ONPENCIEHHBIX
00s3aTE€NbCTB WJIM YCIOBUM U aJpecyeTcs OTAEJIbHOM OpraHu3aluyd WiH
YUPEXKIECHUIO;

2. uHghopmayuonnoe nucomo (NUCbMO-ygeoomaenue) — NpeayCMaTpUBAET
UHGOPMHUPOBAHUE O KAKUX-TO COOBITHSIX WM (paKTax, KOTOpPbIE MPEACTaBISIOT
MHTEpEC WIK MOTYT 3aMHTEPECOBATh apecaTa;

3. nucemo-noomeepicoeHue — COJICPKUT TOATBEPKICHUE TOIYICHUS
KaKoro-im0o ToBapa, coriacus ¢ 4eM-au0o0, Kakoro-To gakra u T. I.;

4. nucemo-01a200apHOCMb — COICPKUT BBIpAXKEHUE OJarogapHOCTH II0
KaKoMy-JI0O TTOBOJLY;

5. nucemo-no3zopasnenue — COJECPXUT TO3APABICHUS TIO KaKOMY-JTHOO
MOBOJTY;

6. nucemo-npuznawienue — COJICPKHUT TPUTJIAICHHME Ha KaKOe-TO
MEpPOTPUATHE;

7. nucemo-npoutenue — COICPXUT NPOCHOY CAeNaTh WM MPEKPATUTh
KaKoe-TO JICUCTBUE, MOOYIUTh K JIEUCTBUIO U T. II.;

8. nucomo-pekomenoayuss — THCBMO C TPEKHET0 MecTa pPadoTHI,

xapakTepusyroliee npodeccuoHaaIbHble KaYeCTBA COMCKATENs pa0OThI UM MTUCHMO
C PEKOMEHIalIMSIMU U3BECTHOIO aJipecaTy NUchMa MmapTHEPA, PUpPMBI.

9. nucwvmo-cobonesnosanue — conepKUT COOOJIC3HOBAHUS TIO0 KAKOMY-TO
TIOBOJLY;

10. uncmpykmuenoe nucbmo — COICPKHUT YKa3aHUS W PA3bICHCHHUS
T10JIBETOMCTBCHHBIM OpPTaHU3aIIHSIM;

11. conposooumenvnoe nucbmo — COCTOUT B COOOIIEHUHU ajapecary o

HaIpaBJICHUN KaKUX-THOO COIMPOBOJIUTENBHBIX (HEAAPECOBAHHBIX) JTOKYMEHTOB,
MAaTEPHUaAJIbHBIX IEHHOCTEU U T. II.

ITo cTpyKType BBIICISAIOT CACAYIONINE ISTOBBIE ITUChMA.:
Pecnamenmupoeannsle  —  COCTABISIIOTCS [0 OINPEISIEHHOMY
YCTaHOBJICHHOMY 00pas3iry.
Hepeznamenmuposannvie — conepxaT aBTOPCKHI TEKCT U COCTABIISIOTCS
B CBOOOTHOM (hopMe, He UMEIOT YCTaHOBJICHHOTO 00pasIia.

IIo ko1MyecTBY apecaToB:

1. O6vlunble — HampaBISIIOTCS HAa OJUH aJpec OT HMEHU OJHOTO
KOPPECIIOH/IEHTA.

2. HupKynapusle — HaNpaBISAIOTCS LEJIOMY PSIAy yUpEeKIEHUH (Hampumep,
PYKOBOJSIIMM YUPEKICHUEM CBOUM CTPYKTYPHBIM HOJpa3feieHUusIM (HECKOJIbKO
aZipecoB)).
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3. Konnekmuenvie — HaNpaBiIAIOTCA Ha OAMH aJpec, HO IUILYT €ro OT
UMEHHU HECKOJIBKHUX KOPPECIIOH/IEHTOB.

ITo popme oTnpaBiIeHHs J1€JOBBIC TCHMA MOTYT OBITh:

1. Koneéepmmnslie — OTOCIaHHBIC C TIOMOIIBIO TTOYTHI B KOHBEPTE (IIOYTOBOE
OTMpaBJICHUE).

2. DnekmpouHble — OTOCIAHHBIE B OJJICKTPOHHOM Bujae Ha e-mail
(3JIEKTpOHHAS TTOYTA).

3. @akcoevle — otocianabie (hakcoMm ((pakcoBoe coodieHne).

IHoJsie3HbIe BhIPAKEHUA B 1€JI0BOM MepenucKe
(Helpful Expressions in Business Correspondence)

Memoouueckoe obecneuenue:
1. Boopoch! Ui CaMOKOHTPOJIS
2. TlpakTnyeckue 3anaHus

Oo6pamenne (Salutation)

When the recipient's name is unknown to you:
Dear Sir ...

Dear Madam ...

Dear Sir or Madam ...

When you know the recipient’s name:
Dear Mr Hanson ...

Dear Mrs Hanson ...

Dear Miss Hanson ...

Dear Ms Hanson ...

OcHoBHoii Teker muchbma (Body of the letter)

Opening Lines:
With reference to your letter of 8 June, I ...
We are writing to enquire about ...
We are writing in connection with ...
We are interested in ... and we would like to know ...
After having seen your advertisement in ..., | would like ...
After having received your address from ..., I ...
| received your address from ... and would like ...
We/l recently wrote to you about ...
Thank you for your letter of 8 May.
Thank you for your letter regarding ...
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Thank you for your letter/e-mail about ...
In reply to your letter of 8 May;, ...

We are glad to inform you that..

We would like to..

Main part:
Vary. This part depends on the type of the letter.

Closing Lines:

If you require any further information, feel free to contact me.

We look forward to receiving your reply/order/products/etc.

We look forward to...

We look forward to hearing from you.

We look forward to seeing you.

Looking forward to hearing from you.

Please, advise as necessary.

Please contact me if you need any further information.

Please feel free to contact me if you have any further questions.
Please let me know if you need any further information.

We look forward to a successful working relationship in the future.
Should you need any further information, please do not hesitate to contact me.
Once again, | apologise for any inconvenience.

We hope that we may continue to rely on your valued custom.

I hope that this information will help you.

We would appreciate your immediate attention to this matter.

3aBepmenne nucbma (Close)
When the recipient's name is unknown to you:
Yours faithfully

When you know the recipient’s name:
Yours sincerely

AOOpeBHaTypa B [1€J10BOI NepenucKe

(Abbreviations in Business Correspondence)

Memoouueckoe obecneuenue:
1. Bompoch! U1t CaMOKOHTPOJIS
2. TlpakTnyeckue 3anaHus

COKp allicHUs B aJpecax

Ave. Avenue aBEHIO
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Bldg. Building

Blvd. Boulevard
Dr. Drive
Pkwy. Parkway
PL. Place

P.O. Post Office
P.O B. Post-Office Box
Rd. Road

Rte. Route
Rw., Rwy. Railway
Sq. Square

St. Saint

St. Street

COKpaH.[eHI/ISI B IPUBETCTBUHA

Dr. Doctor

Mr Mister

Jr Junior

Dir director

Miss Miss

Mrs Missis

Ms Miss

Prof. Professor

CEO chief executive officer
CFO chief financial officer
CMO chief marketing officer
HR human resources

Sr. senior

Ph.D. Doctor of Philosophy

CoxkpallileHus1 B THIIAX KOMIaHU

Co./co. company

Inc. incorporated

Ltd. limited liability company
PLC Public Limited Company
CJsC closed joint stock company

CnucoK pacnpocTpaHeHHBIX COKPAIleHUi

p.p. "per pro" = for and on behalf of

3/1aHKe

OynbBap

poe3 ]t

HIMPOKas yaulla ¢ 3JIEMEHTaMHU Ca/I0BO-
[IapKOBOM apXUTEKTYPBI, 110 KOTOPOH
0OBIYHO 3ampeIleH MPoe3 ] TAKEI0ro
TpaHcHopTa

1) nmomasne; 2) HeOOIbIIasK YIUIA, TYITHK
noyTa

aOOHEHTCKUM SIIUK

Jopora

Jopora, 1mocce

KeJe3Hast Jopora

TI0MIA/lb

CBSITOM

yIuua

JIOKTOD (YueHasi cmenens)
MHUCTEP

MJIQIIIUA

TUPEKTOP

MHUCC (HEe3aMYXKHSS )KESHIINHA)
3aMY>KHSSI )KEHIIIMHA
HEU3BECTHO, 3aMYKEM JIEBYLIKA U HET
npodeccop

UCTIOTHUTENbHBIN TUPEKTOP
TJIaBHBIN (PMHAHCOBBIN TUPEKTOP
JTUPEKTOP MO MAPKETUHTY

OTJIeN KaJIpoB

cTapuun

TOKTOp (prstocodpuu

KOMITaHUs
3aperuCTPUPOBAHHBIN KaK KOPIOpPALUs
C OrpaHUYEHHON OTBETCTBEHHOCTHIO
OTKPBITOE aKIIMOHEPHOE OOIIECTBO
3aKpBITOE aKIIMOHEPHOE 0OIIECTBO

3a 1 OT UMCHHU



c.c.
b.c.c.
P.S.

Re:

Ref.
Encl.

(or Enc.)
Attn.

tel.
cif
fob

SAE(or sae)
No./no.
alc

carbon copy

blind carbon copies
PostScript
regarding
Reference
Enclosure

For the attention of

telephone
Cost, Insurance, and Freight
free on board

stamped addressed envelope
number
account

KOs TUChMa
cienas, CKpbITas KOmus
MOCIIECIIOBUE, TIOCTCKPUIITYM
OTHOCSIIIIUICA K

HOMEp JIOKYMEHTa

BIIOKCHHE, MPUIIOKEHHE (K YeMY-JI.)

KEIaTeIbHOCTh O3HAKOMJICHUS c
COJCpXKaHWEM IUChbMa,  aJpPECOBAHHOTO
OpraHu3allui, KaKOro-TO OMNpPEIeIICHHOTO
JMna

tenedoH

CTOMMOCTb, CTpaxoBaHue u ppaxr

YCIIOBHE TIOCTaBKH, O3HAyarolee, 4YTO
MpOJaBel] BBIMOJIHWI IOCTaBKYy, KOTI/Ia
TOBap IMeEpelie]l Yepe3 IMOPYYHU CylIHa B
HA3BaHHOM TIOPTY

KOHBEPT C MapKOH H aJpecomM

HOMED

cuéT (B OaHKe)
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UNIT I

Letters of Invitation

Memoouueckoe obecneuenue:
[IpakTnueckue 3aaHus

Points to remember
Use an appropriate tone.
Be polite and positive.
Provide detailed information about the event.
Always check the letter before sending it.
Don’t forget to write the contact information.
Mention special instructions or requirements if needed.
Follow the required format if needed.
Send the invitation letter beforehand.

O~NOOOhwWDE

Letters of Enquiry

Memoouueckoe obecneuenue:
[IpakTHueckue 3anganus

Points to remember

1 Give details of your own company as well as asking for information from
your prospective supplier.

2 Be specific and state exactly what you want. If possible, quote box numbers,
catalogue references, etc. to help your supplier identify the product/s.

3 Ask for a sample if you are uncertain about a product.

4 Suggest terms and discounts, but be prepared for the supplier to make a
counteroffer.

5 Close with an expression such as | look forward to hearing from you and / or
indicate the possibility of substantial orders or further business.

Letters of Reply to Enquiry

Memoouueckoe obecneuenue:
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[IpakTHueckue 3aJaHUs

Points to remember

1 In salutations, use the customer’s name rather than Dear Sir/Madam.

2 Let the customer know early in the letter whether or not you can help them.

3 Make sure that you have supplied all the information you think will help your
customer including, if relevant, catalogues and price lists.

4 Thank the customer for contacting you, and encourage further enquiries.

5 When giving a customer a quotation, in addition to the price quote transport and
insurance costs, any discounts, method of payment, and delivery date.

6 Do not promise a delivery date that you cannot keep.

Letter of Offer

Memoouueckoe obecneuenue:
[IpakTHueckue 3aganus

Points to remember

1. In commercial sphere, an offer (offer) is a letter sent by the seller to potential
buyers with the offer of goods or services and the intention to enter into a
transaction indicating its specific conditions.

2. The offer letter (and it can be sent to one addressee or several) can contain:

- detailed information on the specific goods or services offered, which
gives grounds for either the subsequent conclusion of the contract or
for other actions of the addressee for business cooperation;

- general information, actually inviting to the start of negotiations on
further cooperation.

3. The offer letter is written either in response to the request letter, or at the
initiative of the sender.

4. The offer may be firm and free.
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Letter of Order

Memoouueckoe obecneuenue:
[IpakTnueckue 3agaHus

Points to remember

1. Even if you use an official order form when placing an order, it is a good idea
to send a covering letter confirming terms of payment, discounts, delivery, and
packing.

2. Orders should be acknowledged as soon as they are received. Email is a
convenient way of acknowledging them quickly.

3. When sending an advice of despatch, remember that, if collection requires
original documents, you cannot fax these or attach them to an email message.

4. If there are problems with delivery, tell your customer immediately what you

intend to do to correct them. Apologize for the inconvenience.

Af you turn an order down, be polite, and generalize the terms you use so that

the customer does not think this refusal only applies to them.

o1

Letters of Order Acknowledgement

Memoouueckoe obecneuenue:
IIpakTnueckue 3ananns

Points to remember

=

As soon as a supplier receives an order, it should be acknowledged.

Order acknowledgement can be done by letter, or by email for speed.

3. When the supplier has made up the order and arranged shipment, the
customer is informed by means of an advice note. This may be a form, letter,
fax, or email.

N

Letters of Order Decline

Memoouueckoe obecneuenue:
[IpakTHueckue 3aJaHUs
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Points to remember
There are a number of reasons for a company to refuse an order.
2. You may be out of stock of the product ordered, or you may no
longer make it. Note that, in either case, you have an opportunity
to sell an alternative product, but remember not to criticize the
product you can no longer supply.
The customer may have a bad reputation.
The supplier may not like the terms the customer has asked for,
either for delivery or discount or payment.
The quantity required might be too large or small.
Whatever your reason, you must be POLITE: the words reject and
refuse have a very negative tone, therefore it is better to use
decline or turn down instead.

=

B w

o o

Letters of Complaints

Memoouueckoe obecneuenue:
IIpakTnyeckue 3ananns

Points to remember

1 Minor complaints can be faxed or emailed, but use letters when dealing with
more Serious ones.

2 Before writing a letter of complaint, make sure you have got your facts right.
3 Complaints are not accusations, they are requests to correct mistakes or faults.
They should be written remembering that the supplier almost certainly wants to
put things right.

4 Never make the complaint personal (e.g. your mistake, your fault you are to
blame). Use an impersonal tone (e.g. the mistake, it must have happened
because. ...the error).

5 When answering a complaint, thank your customer for pointing out the
problem. If the complaint is justified, explain how the problem occurred and
how you Intend to deal with it.

6 If you need more time to investigate the complaint, tell your customer.

7 If the complaint is unjustified, politely explain why, but sympathize about the
inconvenience it has caused.
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Unit 111

Kounrpakr.
Coaep:xaHue U OCHOBHbIC IYHKTHI KOHTPAKTA

Memoouueckoe obecneuenue:
[TpakTueckue 3a1aHus

Ha npakTtuke yaiiie, 4eM UHBIE BUJIbI JOTOBOPOB, BCTPEUAETCS JOTOBOP (KOHTPAKT)
KYIUTU-TIpOAaXu (ITOCTaBKM TOBApOB, MpeJjaraeM Ha €ro MpuMepe paccMOTPETh
pazzensl, KOTOpbIe JOHKEH OyAeT coaepkaTh B ce0e Takoi J0roBop (KOHTPAKT).

1. Jlama u mecmo 3axnoueHus 002060pa.
2. Ilpeambyna oozosopa.

VYka3pIBaeTCsl MOJIHOE HAWMMEHOBAaHUE CTOPOH. 3aKIIOYAIONIUX JOTOBOP, C
yKa3aHUEM pE3WJICHTOM KaKOW CTpaHbl OHH SBISAIOTCS; (pamunms, uMs Hu
OTYECTBO JIUI[, MOJAMKUCHIBAIOIINX JIOTOBOP, C YyKa3aHUEM JOKyMEHTa, Ha
OCHOBAaHHMHM KOTOPOI'O OHHU JEUCTBYIOT (yCTaB, MOJOKEHHE, JOBEPEHHOCTh U
T.A.), JaeTrcs ONpeleJeHUE CTOPOH KaK KOHTPAreHTOB («IpoaaBeI
(«TTOCTABIIUK») U «ITOKYTIATENb).

3. Ilpeomem oozosopa.

B »TOM pasnene kpaTKO OINUCHIBACTCS JIOTOBOP KYIUIM-TIPOJAKU (TIOCTABKH);
HAaMEHOBAHUE TOBAapa U €r0 MHIUBHUIAYaJIbHbIC XapaKTEPUCTUKU (ACCOPTUMEHT,
pa3Mephl U Ipyrue JaHHbIe, HEOOXOAUMbIE JIJIsi ONTMCAHMS TOBapa);

4. Kauecmgo u KOMNIEKMHOCMb Mo8apa.
YcTraHaBIMBAETCS KAYECTBEHHAs XapaKTEPUCTHUKA TOBapa. Y CJIOBUS KAdyeCTBA U
KOMIUIEKTHOCTH TOBapa (QOpMYJIUPYIOTCS CO CChUIKOM Ha HOPMaTUBHO-
TEXHUYECKYIO JOKYMEHTALMIO: CTAHAAPThI, TEXHUYECKUE YCIOBUS U T.1.

5. Iena u xonuuecmseo mosapa.

VYka3bIBaeTcs KOJIMYECTBO U LI€HA TOBapa, KOTOpask MOXKET OBbITh YCTAaHOBJIEHA KaK
B TOM BaJIfOTE, B KOTOPOM B AalIbHEHIIIEM Oy IyT OCYLIECTBIATHCS IJIATEKHU, TaK U B
WHOM BajIoTe.

[Ipu 5TOM, yclnoBHME O KOJMYECTBE TOBapa MOXET OBITh COIJIacoBaHO IMyTeEM
YCTAaHOBJICHHSI B JJOTOBOPE MOPSJAKA €r0 ONPEACIICHUS, HAIIPUMED, ITyTEM OTCBUIKH
K OTACJBHBIM MNPUIOKEHUSAM (creundukanusM, B KOTOPBIX OYIET COAEp:KaThCs
HOJIPOOHBIN ACCOPTUMEHT U KOJIMYECTBO TOBApa).

6. YVcrosus u CPOKU nocmaeKu moeapoes
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VYcnoBUsa MOCTaBKU - 3TO OTKYJa, KyJa, Kak OyJIeT NOCTaBIATHCA TPy3, KTO 3TO
Oyaer nenartb. YCJIOBHS MOXHO OIPENEINTh B COOTBETCTBUM C HHKOTEpMC.
3akiaroyas JOrOBOpP, CTOPOHBI JOJDKHBI yKa3aTh, Kakoro roga MHkorepmMc OHM
OyAyT NPUMEHATH IIPU [TOCTABKE TOBAPA.

CpokM NOCTaBKM MOTYT OBITh ONpEIENICHbl YKa3aHUEM KaJeHJIApHOM JaThl,
OIIpE/IETICHUEM MepuoJia (HampuMep, eKEMECSIUHO, HE MO3AHEE TAKOTO-TO YUCIIA),
yKa3aHHUEM KOJIMYECTBA AHEH OT MOIY4YEHMs IPOJABLOM 3asBKHU MOKyHaTess JIuoo
JIEHEXHBIX CPEJICTB B oIuiary ToBapa. [Ipm mmmopre TOBapoB MOCTaBKa JOJKHA
ObITH TIpOM3Be/ieHA B CpPOK He Oosiee 60 KaneHIAPHBIX JAHEU C JaThl MPOBEIACHUS
wiarexa. [Ipu 3ToM UMEHHO pe3uJeHTH 00sS3aHbI 00ECTIEUYUTh X MOCTYIUICHUE B
yKa3aHHBIN cpok Ha TeppuToputo PecriyOnnku benapych.

7. Vnaxoexa u mapxupoexa mosapa.
Omnpenensiercs BUA U TpeOOBAHMS K YITAKOBKE UM Tape U MapKupoBke. Pazinnyaror
BHEIIIHIOK YMAKOBKY . Tapy (SIIUKH, KAPTOHHBIE KOPOOKH, OOUKH, KOHTEUHEPHI U
JIp.) U BHYTPEHHIOI YMaKOBKY, HEOTJCIMMYIO OT ToBapa. MapkupoBKa TIpysa
MpEANoJIaraeT yKa3aHue peKBU3UTOB SKCIIOPTEPA U UMIIOPTEPA, HOMEPA JOTOBOPA,
MecCTa Ha3HAYeHUs, CIEIUATbHBIX 0003HAYECHUN K TaKUM OTHOCATCSI «OCTOPOKHO:
XPYIKOE», «BBEPX HE KAHTOBATDHY, KIEHTP TSKECTH.

8. Bantoma nnamesica u ycnosus paciema
Bamora marexa- BaJroTa, B KOTOPOM MOXKET OCYLIECTBIATLCSA PacdeT, IIPU 3TOM
OHAa MOJKET HE COBHNAAaTh C BAMOTOW LEHBL. CTOPOHBI YCTAHABIMBAIOT MOPSIAOK
pacyeToB: HalM4Hasi, Oe3HAIMYHAs, C MPEIOIIIaTOM, OMIaTor Mo (akTy MOCTaBKU
TOBapa, CPOKU OILIATHI U IPYTUE YCIOBHUS.

9. Cmpaxoeanue
3/1ech yCTaHABIMBAIOTCS YCIOBUS CTPAXOBAHUS: YTO MOJICKUT CTPAXOBAHUIO, OT
KaKUX PUCKOB, KTO CTPaxyeT, B UbIO T0JIb3Yy MPOU3BOIUTCS CTPAXOBAHUE.

10.7Ipuémra-nepedaua mosapa.

OTOT paznen JOMKEH COJEPKaTh CBEICHHUS O CPOKAaX MPHUEMKU-TIEpEadd II0
KOJIMYECTBY M KadeCTBY, MECT€ M BpEeMEHHM (HaKTHUECKOW NpPHEMKHU-TIepeaayn,
croco0e TPHEMKH IO KAadeCTBY, a TakKKe B HEM JO/DKHO OBITh yKa3aHO, KEeM
OCYIICCTBIISCTCS TIPUEMKa-Tiepe1adyu ToBapa. Kpome Toro, nmpu nmprueMKe TOBapoB,
MOCTABJISIEMBIX 10 BHEITHETOPTOBOMY JOTOBOPY, MOKHO NMPUMEHSATH MOPSAOK U
nmpaBuja TPUEMKH TOBApOB TI0 KOJWUYECTBY KA4eCTBY, YTBEP)KICHHBIM
noctaHoBiaeHneM Cosera MunuctpoB Pb ot 03.09.2008 Ne 1290.

11.71opsodok eapanmuiino2o 0OCTYHCUBAHUS.

VYcraHaBIMBaKOTCA MOPSAOK W CPOKM  BO3BpaTa, 3aMEHbl HEHCIIPAaBHOIO
(OpakoBaHHOTO TOBapa WM JOIMOCTABKM HEAOYKOMIUIEKTOBAHHOTO TOBapa,
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OTOBAapHUBACTCS, 32 YeH CUET OYJIET OCYIIECTBISATHCS BO3BPAT WM 3aMEHA, a TAKXKe
npaBuiia U CPOKU FapaHTUMHOTO 00CITY)KHUBAHUS.

12.0Omeemcmeennocms CmopoH.

B OTOM pasJieie yCTaHaBIMBACTCA pa3Mep TNeHH (HEyCTOHKkH), mTpadoB 3a
HECBOCBPEMCHHYIO WJIM HEKAaueCTBEHHYIO IOCTaBKY TOBapa, 3a HEIOTOCTaBKY
TOBapa, 3a HECBOCBPEMEHHYIO OIUIaTy TOBapa, 3a YOBITKH, MNPUYMHEHHBIC
HEHUCTIOJTHEHUEM WJIM HeHAJISKAIINM UCIIOJIHEHUEM 0053aTeIbCTB 110 J0TOBODY.
He pexoMeHyeTcss BKIIOYAaTh B TOTOBOP (pasbl THUIA «OTBETCTBEHHOCTh CTOPOH
OTIpeIeISIETCS NEHCTBYIONTUM 3aKOHOIATEIILCTBOMY, TaK KaK, B CYIITHOCTH, OHH HE
YCTaHABJIMBAIOT HUKAKOW OTBETCTBEHHOCTH.

13.1lopsook paspewenus cnopos

31eCh CTOPOHBI YKa3bIBAIOT MOPSAOK Pa3peli€HUs CHOPOB, BO3ZHUKIIMX MEXKIY
HUMH (MYTEM NIEPErOBOPOB, HAIMPABJICHUS MPETEH3UHU, Pa3pELICHUs] CIOPOB B
cyne). Crmopbl TIO BHENIHETOPTOBBIM JIOTOBOpAaM MOTYT paccMaTpUBaTh:
rocyapCTBEHHBIE Cybl (HallpuMeEp, X03IMCTBEHHBIE Cybl PecniyOnuku benapych,
apoutpaxsble cynbl Poccuiickoit ®enepannn); KOMMEpUYECKHE apOUTpa’KHBIC
(Hanpumep, apOutpaxHwii cyn  bemopycckoir  TOProBO-TIPOMBIIILIEHHON
MexayHapoIHbIll apOUTpaXXHBIM cyn MexayHapoJHOM TOpProBoil manaTel B
[Tapwxe u T.1.).

14. Dopc-madcopHvie ob6cmosmenbcmaa.

15. Unwvie ycnosus dozosopa.

Crola MOXHO [IOTIOJJHEHMH B JIOTOBOP, O HEPA3rJallleHUd WHBIM JIMIaM O
COJIEp>)KaHUM JOTOBOpA, MOPSAOK Iepeayd MpaB U 00S3aHHOCTEH IO JIOrOBOPY
TPETHUM JIUIIaM, KOJMYECTBO CTPAHMIIBI AK3EMILIIPOB JOTOBOPA W T/A. BKIFOYUTH
YCJIOBUS O TIOPSIJIKE BHECEHUSI MN3MEHECHUM.

16. IOpuouueckue adpeca u 6aHKOBCKUE PEKBU3UNBL CIOPOH.
VKka3pIBalOTCSI HAMMEHOBAaHUS CTOPOH, HX IOpUIUYECKUE ajpeca, ajapeca
AJICKTPOHHOM MOYTHI U 0AHKOBCKUE PEKBU3HUTHI.

17. Iloonucu cmopon

Pazzien conepXUT MOAMMCH UL, YINOJHOMOYEHHBIX OPTraHU3alUsIMU 3aKIIOYiTh
JIOTOBOp, 3aBEPEHHBIC IEUYaThIO C 00sA3aTelIbHOM paciM@poBKOM uX (pamMuinm,
MMEHHU U OTYECTBA U YKa3aHUEM JOJKHOCTEH.
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Incoterms

B nenoBoii mpakTrke HanOoIbIIEe PACIPOCTPAHEHHE MOIYUHUITH CIICAYIONINE
TUTBI  Oa3UCHBIX YCIOBUW TOCTaBKHM, HCIOJB3YEMBbIX TIPU  3aKIIOUYEHUU
KOHTPaKTOB:

Ex-Factor, Ex-Mill, Ex-Works- nena c 3aBoma-moctaBimmka. [Ipu 3THX
YCIOBUSAX IICHA HA TOBAp OMNPEACIAETCS €ro CceOECTOMMOCTBIO M PacueTHOU
npuObLTBEI0  TIpojaBiia. [lokymaTellb HECeT BCE pPacXojbl, CBS3aHHBIC C
TPAHCIIOPTHPOBKOM TOBapa ¢ 3aBOA-ITOCTABIIIHKA.

Ex-Store- co cknana. [lokynarens omyaunBaeT BCE PacXo[ibl, CBSI3aHHBIE C
TPaHCHOPTUPOBKOM TOBapa CO CKJIaJa, a TAaKKe IUIATUT 3a JOCTaBKy TOBapa Ha
CKJIaJ.

Ex-Stock- wu3 Hacrosmmx 3amacoB. IIpy  3THX  yCIOBHSIX — II€HA
YCTAaHABJIIMBACTCS JJI1 TEKYIIMX IOCTAaBOK ToBapa. B OynymieM lieHa Ha ToBap
MOYET ObITh N3MEHEHA.

HOCJIGI[HHC ABa THIIA YCJ'IOBI/Iﬁ HCIIOJIB3YIOTCA TIJIaBHBIM o6pa30M JJIA
IIOCTaBKK TOBApOB Ha HEOOIBIIIIE PacCTOsIHUA, a TaKXKE IIPHU 3aKIIIOYCHHUU
KOHTPAKTOB MCKAY OIITOBBIMU U POSHUYHBIMHU TOProBLAMMU.

FAS (Free alongside Ship) — cBoGoano Bmosnb Oopra cymHa. [lpu 3THX
YCIIOBHSX TIpoiaBell (ITOCTaBIIKK) 32 CBOM CUET ITPOU3BOJINT:

- MIOCTaBKy TOBapa € NPUJIOKEHUEM JIOKYMEHTOB, MOATBEPKIAIOLIUX €T0
COOTBETCTBHE TPEOOBAaHUSMU KOHTPAKTA;

- YIIAKOBKY TOBapa sl TPAHCIIOPTUPOBKHU;

- JIOCTaBKy TOBapa B VyKa3aHHbIE B KOHTPAaKTE€ CpPOKA B TMOPT U
CKJIQJMPOBAaHKE €T0 Ha mpudase (0N quay) BAodb OopTa CyIHa;

- YBEIOMJICHHE NIOKYIIATelsd O pa3MELICHUN TOBapa Ha IpuJaje U repenavgy
€My PACHUCKH MOpPTa O IPUHATUHU IPy3a.

Kpome Toro, npoaaser; (MocTaBIIMK) 00s3aH MO MPOChOe MOKyMmaTess U 3a
€ro CcuYeT OKa3aTh IMOCJEAHEMY TIOMOIb, B TOJXYYCHUH JOTOJHUTEIHHBIX
JIOKyMEHTOB, HEOOXOIUMBIX JJIsl BBO3a TOBapa B €r0 CTPaHy.

ITokymarens 3a CBOM CUET:

-ppaxTyeT CyaHO W HW3BeHlaeT IMpojaBiia (ITOCTABIIMKA) O JaTe MPUOBITHS
CyJHa B TOPT;

- CTpaxyeT I'py3 U OIIaYMBAET MOTPY3KYy TOBapa Ha CYHO;
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- IPOU3BOJMUT OINIATY TOBAapa.

Puck moBpexnenus (damage) miam yrpatel (l0SS) rpys3a, a Takke mpaBo
coOcTBeHHOCTH Ha Hero (property in the goods) mepexoas oT mpojaaBHa K
TIOKYIIaTeIIi0 B MOMEHT pa3MeIICHUs TOBapa Ha IpHyae.

FOB (Free on Board) — cBo6oano Ha Goptry cynHa. [lpm 3TUX ycnmoBmsx
npojaBel] 00s3aH TaKXKe 3a CBOW CUeT, KpoMme JCHCTBUI YKa3aHHBIX LIS
OpPEABIIYIIET0  Cliydasl, TOJYyYdUTh OKCIOPTHYIO  JIUIICH3UIO,  BBITOJHUTH
TaMOXKEHHbIC (DOPMATTBHOCTH, MTOTPY3UTh TOBAP Ha CYJHO, U3BECTHUThH MOKYATEIsI
0 TIOTPY3Ke U TIepeaTh eMy JOKYMEHTHI ( B T. 4. © KOHOCAMEHT) O MPUHSITHH IPy3a
Ha CyJIHE.

[ToxynaTens mpu 3TUX OAa3UCHBIX YCIOBUSAX (B OTIMYHE OT MPEIBITYLIETO
cilyyasi) HE OIUIAUMBAcT IOTPY3Ky TOBapa Ha CYJHO, HO OIUIAYUBAET €ro
pasmemenne tam. (Ycimoue «Free on Board and Trimmed» mpenamonaraer u
pa3MelIeHue ChIy4YnX rpy30B (00BIYHO YIJIs) HA OOPTY 3a CUET MPOAaBIIA. )

Puck moBpexaeHus: Wiau yTpaThl rpy3a, a TaKXKe MPaBO COOCTBEHHOCTH Ha
HEro Mepexo/isi OT MPOJIaBlia K MOKYIATEI0 B MOMEHT MepecedeHus: rpy3oM O0opTa
CyJlHa.

Amnanornunbivu ycenosusimu FOB siBisitorest yenosuss FOB (Free on Rail)-
cBoOoaHO B BaroHe (Ha /1 tuiardopme), FOT (Free on Truck), FOC (Free on
Car)- cBo0OTHO Ha TPY30BHKE.

FOB Airport — cBobogHo B aspomopty. [lpu 3TUX YCIOBHSIX TpOJaBel]
IIOCTABISIET TOBApP ABUALMOHHOMY II€PEBO3UYMKY, 3aKJIIOYaeT JOrOBOp C
NIEPEBO3YMKOM OT CBOETO UMEHHU, MOIYYaET 3KCIOPTHYIO JIMIEH3NUIO U BBIIOJIHSET
TaMOXEHHbIE (DOPMATBHOCTH, MEPEAET MOKYMATEN0 KOMIUIEKT JTOKYMEHTOB (B T.
4. U aBHaHakJIaAHyt0). I[lokymnarenb HOKEH OMJIATUTh TOBAp M BCE PaCXObl,
CBSI3aHHBIE C €r0 C TPAHCIIOPTUPOBKOM, MOCIE NEPeiayn ero NepeBo3unKy. Puck u
npaBo COOCTBEHHOCTH MEPEXOAST OT MPOJaBlia K MOKYMATEN0 IMOCHE Mepenayu
TOBapa MNEePEBO3YHKY.

C&F, CAF (Cost and Freight) — croumocts u ¢paxT. DTH yCIOBHSA
ommyatorest ot ycnoBuit FOB tem, uto mpojaBelr 3a cBoil cdyer ppaxTyer CyaHO
710 TmopTa Ha3HaueHus. [IoKymaTesab MPU 3TOM HECET BCE PACXOJIbl, CBS3aHHBIC C
TPaHCIIOPTHUPOBKOM, 3a HCKIOoueHHeM ¢paxrta. [IpaBo COOCTBEHHOCTH Ha TOBAp
HEPEXOIUT OT MPOJABIA K MOKYIATEII0 B MOMEHT IEpPECeYCHHUsT TPy3oM OopTa
CyIHa.

CIF (Cost, Insurance, Freight)- croumoctb, crpaxoBanue u Qpaxrt. OTu
ycioBusi aHajgorndel ycinoBusM C&F, 3a uckioyeHMeM TOro, 4To MPOAABeIl

JOJIKCH €IIC 3aCTpaxoBaTh TOBApP 10 MCCTAa HASHAYCHUS.
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HoBble Tepmunbl, Briaw4deHHble B «INCOTERMSy. Dt tepmunb
UCIIONB3YIOTCS. B OCHOBHOM, KOTJIa Tpy3 TpPAaHCIOPTUPYIOT B KOHTEHHEpax
HECKOJIbKMMH BHJIaMHU TPAHCIIOpTa (3KEJIe3HOI0POKHBIM, aBTOMOOUIIBHBIM U T. I1.):

FRC (Free Carrier «named port/pointy) — cBoOOAHO y TIepeBO3YHKA B
«HAUMCHOBAHUEC nopTa/ IIYHKTa». 3TI/I YCJIOBUSA ITOJIHOCTBIO daHAJIOTHYHBI YCJIIOBUAM
FOB, 3a UCKJIIOUEHHEM TOT0, YTO PHUCK MOBPEKJICHUS WM yTPAThl TPy3a, a TAaKKe
ImpaBo COOCTBEHHOCTH Ha HETO INepeXo AT OT IIpOoJaBHa K IIOKYIIATCIIO HC B
MOMEHT TIepeceueHuss Tpy3oM OopTa cyaHa, a B MOMEHT Iepeiadyd rpysa
IICPCBO3YUKY B YKA3AaHHOM ITYHKTC.

DCP (Freight/Carriage Paid to «named port/point») — ¢dbpaxt uiam gocraBka
OIINIA4Y€HBbI 10 «HAUMCHOBAHUC HOpTa/HYHKTa». HpI/I 9THUX YCJIIOBHAX IIPOJABCI 3a
CBOU CUET IIPOU3BOIUT:

- IIOCTAaBKYy TOBapa C JOKYMEHTaMHM, IOATBEPKIAIOIMIMM €r0 COOTBETCTBUE
YCJIOBUSIM KOHTPAKTa;

- 3aKJIFOYEHUE JIOTOBOPA O TMEPEBO3KE TOBApa B YKAa3aHHBIN IyHKT M OTUIATY
NIEPEBO3KY;

- Iepeiavy ToBapa NePEeBO3UUKY B YCTAHOBJICHHBIN CPOK;

- YBEAOMJICHHUE IIOKYNAaTeNIsI U OTCBUIKY €My KOMIUIEKTA JIOKYMEHTOB C
KBUTAHLKUEN O IPUEME I'Py3a K IIEPEBO3KE;

- IIOJIYYCHHUC BKCHOpTHOﬁ JIMOCH3HWHW U OINIaTY BBIBO3HBIX ITOIIJIMH WU 60p0B.

[ToxynaTenb OIUIAYMBAET TOBAp MPOAABILY, CTPAXyeT €ro, MOKPhIBAE€T BCE
pacxojipl, CB3aHHbBIE C TPAHCIIOPTUPOBKOW (KpOME OIIaThl MEPEBO3KH), & TAKKE
pacxoibl, CBSI3aHHBIE C BBO30M TOBapa B €ro CTpaHy. PUCK 1 paBo COOCTBEHHOCTH
Ha TOBAp MEPEXOIAT OT NPOJABLA K MOKYIATEI0 B MOMEHT IIEpeAadn NpoaaBLOM
rpy3a MepBOMYy NEPEBO3UYMKY (MEPEBO3KA MOMKET OCYHIECTBISATHCS HECKOJIBKUMU
TPaHCIOPTHBIMU (UpPMaMU).

Ycnosus CIP (Freight or Carriage and Insurance Paid t0) amamornyusr
npeapiAymuM, 3a HCKIIOYCHHEM TOro, 4YTO IIPOAABCI OINIAYMBACT TaKXKE
CTpaxOBKYy TOBapa.

Oco00eHHOCTH 1eJI0BOH NMEePEeNUCKH 0 JJICKTPOHHOU MoYTe

3a mocneaHee AECATUIIETHE SJIEKTPOHHAS MT0YTa CTaja, MoXKalyl, OJHUM U3 CAMBIX
MOMYJISIPHBIX CPEACTB nenoBoro obmieHns. CeromHs JOBOJBHO CIIOXKHO HAWTH
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YeJI0OBEKa, KOTOPbII B CBOEW MPAKTHKE MEXJIMYHOCTHBIX M MEXKKYJIbTYPHBIX
KOMMYHUKAIIMiI HE MCHOJIb3YyeT »JJIEKTPOHHYH Tmoury. OTnpaBisss NTHUCBMO
3JIEKTPOHHOM MOYTOM, HEOOXOAMMO NMPO(ECCHOHANBHO HANHMCaTh COOOIEHUE B
nenoBoMm crtuie. Ha urto ke ciemyer oOpaTHTh BHHMaHWE TNpPU HAMHMCAHUU
AJIEKTPOHHOTI'O MHCbMa KaxkJaoMmy mosb3oBarento? [lpeamaraem Bam mpaBuiia
HaIMCaHMsl 3JIEKTPOHHOTO MUChMA.

[IpaBumno 1. Ilpu opopMiieHUN SIEKTPOHHOTO MUCHhMa B 00S3aTENLHOM MOPSAKE
3aMoJHANTE BcE MOJS (aapec W UMs OTHPABUTENS, aJIpec NoJydaress, Tema
NMCbMa, CaMO MHUCbMO, COCTOSIIIEE M3 NMPHUBETCTBUSA, OCHOBHOIO TEKCTa MUCHMA,
3aKJIFOUEHUS U TIOAMKCH).

[TpaBmwio 2. Aznpec M uMs OTHOpPaBUTENS JOJDKHBI OBITH Yy3HaBaeMbIMU. Jlst
JIEJIOBOM NEPEMMUCKU KEJIATEIIbHO UMETh apec IEKTPOHHOM MOYTHI, B KOTOPOM
comepkarcsi Bame Hactosimee umsa U pamwims wiam abOpeBuaTtypa Barmero
IPEANPUATHSL.

[IpaBuno 3. O6s3arensHO 3anonHsiiTe rpadgy «Tema nucema». Tema nuceMa — 310
0COOBIN pPEKBU3UT NHUChbMa. Ero Hanuuue 3HAUMTENBHO oOJsierdaer padboTy cC
ANEKTPOHHOHN KoppecnonaeHiuend. Cyap0a muchbMa OYE€Hb YacTO 3aBUCUT OT €ro
Tembl, 0cOOEHHO eciii UMsI U apec oTmpaBuTens Bam Hudero He ropopst. Tema —
3TO LIEJIb BALIErO MUChMA.

[IpaBuno 4. HUcnonwsyiite «Re:» Tompko mms orBeta. OOBIYHO, NPOYUTAB
AIIEKTPOHHOE MUCHBMO U JKe€jash Ha HEro OTBETHTh, Bbl HaXMMaeTe ¢ MOMOILBIO
MBIIIKM COOTBETCTBYIOIIYIO KHOIIKY Ha 3KpaHe MOHHUTOpa, U Bam oTkphiBaeTcs
dopMa ai COCTaBIEHHUsS OTBETa, B KOTOPYIO YXE BCTABJIEHBI aJIpec Ballero
co0eceJHUKa, TEKCT €ro MuchMa, a TaKXKe Tema €ro mnuchbMma, nepen KOTOpou
3HauntTca «Re:» («Re:» sBasiercs abOpeBuatypoit anrnuiickoro cioBa «Reply:»
unn «Response:» u o3Hadaer «Moi orBer Ha:»). [loaromy eciaum Tema muchbMma
MEHSIETCS, TO 00s3aTeIbHO YOepUTE STOT CUMBOIL.

[IpaBuno 5. BcraBnsure ampec mnoaydaTesiss B MOCIEIHIOK ouepens. Bo
n30eKaHue MPEXKACBPEMEHHOM OTIPABKHU, BCTABIISIUTE aApec MOTydaTesss TOIHKO
TOrJa, KOrJa NUCbMO JIONKMCAaHO, NPOBEPEHO M TOTOBO K OTHpaBKe. byaprte
BHUMATEJbHEH C KHOIKOW «OTBETUTH»: yOeauTech, uTo Bhl mockuiaeTe MHUCHMO
TOMY, KOMY XOTEJH.

[IpaBumno 6. O6s3aTeNIbHO NUIIUTE MPUBETCTBUE, COCTOSIEE U3 MPUBETCTBEHHOTO
CJIOBA M MMEHHU MOJy4yaTess, epe] OCHOBHBIM TEKCTOM nucbMa. [IpuBercTBue —
3TO KOPOTKOE MPEMIOKEHUE, C KOTOPOro JOJDKHO HAyMHAThCA ITMCBMO.
[TpuBetcTBHE HeceT B ceOe MHPOPMAIIHIO O BOCHIUTAHHOCTH TOTO, KTO COCTABIISAET
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nuchbMO. B kadecTBe MPUBETCTBUSI UCIOJIB3YHTE CIEAYIOUIYIO (hopMy OOpaleHus:
«/1o0Opblit 1eHb, yBaskaeMblil (yBakaemasi) + UMsi, OTIYECTBO aJApPeca WM

«YBaxkaemblil (yBakaeMasi) + MMs, OTYECTBO ajpeca, 3pPaBCTBYWUTE» U TOJIBKO
IIOCJIE 3TOr0 MEPEXOAUTE K Leau Bamrero cooOmeHus.

IIpaBuno 7. IlpaBUiIBHO CTpyKTypupyWte cBOoe nucbMo. [lockonbky urteHume ¢
HKpaHa MOHHUTOpA Iropa3fo CJIOKHEE, 4eM YTEHHE OyMaKHOrO HOCHUTENS, OYEHb
BaXXHO MPaBWIBHO CTPYKTYpUpOBaTh 3JIEKTPOHHOE NHCbMO. Pas3OuBaiite Baiu
TEKCT Ha JIOTWYecKHe al3albl M BMECTO Yepecuyp UIMHHBIX MPEII0KEHUN
UCIOJIB3YITE HECKOJNBKO KOpoTKHMX. Crapaiitech, 4ToObl Bamm mnpennoxeHus
conepxxasin He Oonee 15-20 cnoB. Otnensiite adb3aupl Ipyr OT Apyra OTCTYIIOM
WJIU IIyCTOU CTPOKOM.

[IpaBumno 8. bynbTe KpaTKUMU ¥ MUIIATE MO CymecTBy. OCHOBHOM TEKCT MUChMa
C mepBoro abd3ana JOHKEH NPUTATUBATh BHUMAHUE YUTATENs HE MEHBIIE, YEM €ro
Tema. Haunurte ¢ menum muchbMa, OHa JIOJDKHA OBITH YETKO C(OpMyJIMpOBaHa B
NEPBOM MPEIJIOKEHUU. OJIEKTPOHHOE IHUCbMO B OTJIWYUE OT OOBIYHOTO
npeIHa3HayeHo AJis ObICTPOH mepenayu MH(pOpMalKK, TO3TOMY MOCTapalTech He
OTNPABIATh JUIMHHBIE JJIEKTPOHHBIE cooOmeHnud. Ecin Bam  HEo0X0auMo
nepecyiaTh BaXKHYIO WHGOPMAIUIO, COJEpKallylo OOJBIION 00beM, TO Iydlle
COCTAaBUTh KPAaTKUI CONPOBOIMUTENBHBIA TEKCT B JJIEKTPOHHOM IIHCBME, a CaMy
uH(popmanuo 0pOpPMHUTH B BUIE BIOKEHUS.

IIpaBuno 9. IIpucoenunsiite BIoKEHUE K MUCbMY B camoM Havaine. [Ipexnae yem
OPUCTYNUTh K HAMMCAHUIO MHUCbMa, NPUCOEIUHUTE BiOXkeHue. CKOJbKO pa3
MPUXOAWIOCH TMOMYy4YaTh MUCHMO, IEIbI0 KOTOPOTo Oblja MEPECchlIKa BIIOKEHUS,
0e3 Bioxenus?! W cienoM npuxoawsio MUCBMO OT TOTO K€ OTIPABUTENS C
BiokeHHueM. Takasi GecredHOCTb MOXKET HEe Jy4yIIMM oOpa3oM OTpa3uThCs Ha
Bameii nenoBoii penytamnuu.

IIpaBuno 10. CocraBisis orBeTHOEe muchbmo, oTBeuaiite Ha BCE 3amannbie Bam
Borpockl. Eciiu Bel oTBewaeTe koMmy-1nb0 Ha MUCHMO, TO, TOCTapalTeCh OTBETUTH
Ha BCE BOINPOCH, KOTOpbIE 3aJaHbl Bam. OT0O mNpaBUiIO KaXkeTCd TaKuM
€CTECTBEHHBIM U NOHATHBIM, HO, TEM HE MEHEE, OYEHb YacCTO IOJIYy4aeTcs, 4TO
JIOAU HE OTBEYAIOT HAa HEKOTOpBIC U3 33JaHHBIX UM BOIPOCOB — 3TO OJHO W3
HanOoJiee YacTO HApYIMIAeMbIX MPABWII DJEKTPOHHOW MEPENUCKH. 3aMaTdiBaHUE
BOIIPOCA OYEHb HEITUYHO C Balei cTOpoHbI — Belb APYrOM YEJIOBEK HYXKIACTCs B
Bamem otBere n XKIET €ro, HO HE IOJy4YaeT B nucbMme. Ecnu Bbl 3aTpyaHseTech
OTBETHUTH, TO TaK MPSIMO ¥ HanHImuTe. TOJBKO HE OCTABISINTE HUYETO O€3 OTBETA.

[IpaBuno 11. Ilpexxme dYem OTHpaBUTH MHCHMO, TpoBepbTe opdorpaduro,
rpaMMaTHUKy W TYHKTyanuio. TOT (DaKkT, 9TO 3JIEKTpOHHAs TOYTa — OBICTPHIN
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croco0 CBSA3M, BOBCE HE O3HAYAET, YTO OHA JOJDKHA ObITh HeOpexkHoiu. Ctpoiite
cBou (¢pa3pl BO3MOXKHO Ooyiee TpaMOTHO C TOYKH 3peHus opdorpapuu u
rpaMMaTUKUA. OTO BaXXHO HE TOJIBKO MOTOMY, YTO HETPaMOTHO HAalMCAHHOE
MUCHMO MOKET HCIIOPTUTH BIEUaTiieHHe o Bac, u moToMy, 4TO OYEHb TPYAHO
YUTaTh TEKCT Oe3 3amsaThiX M Touek. M, eciu Bama mporpamma MMeeT OMIIMIO
npoBepku opdorpaduu, mouemy Obl eif He BOCTIONb30BATHCS ?

[IpaBuno 12. Ha »nekTpoHHbIE TIMCbMA O0053aTENBHO HY)XHO OTBEYaTh.
DNEeKTpOHHAs To4YTa — 3TO CBSA3b C JIPYTUMH JIOJIBMH, W JJIsI 3TOTO HEMHOTO
BEXKJIIMBOCTH HUKOTAA He mnoBpeauT. [lo mpaBuimam 3THKETa HAa JJIEKTPOHHBIE
MUCbMa 00s3aTEIPHO HYXXKHO OTBEYaTh, a BPEMsl OTBETa HE JIOJDKHO MPEBBINIATH
Tpex cyTok. MmeiTte BBUIY, ecii Bbl He OoTBeuaeTe Ha 3JIEKTPOHHOE MHUCHMO B
TEYEHUE OTOTO CpOKa — OTO SBHBIK OTKa3z OT oOmeHusa. [lpu nomyueHuu
HEe3aTpeOOBaHHBIX MUCEM UJIM MUCEM OT HEU3BECTHBIX JIIOJCH, MOKHO Ha HUX HE
OTBEYATb.

[TpaBuno 13. He numure [TPOIIMCHBIM IIPUDTOM. He nummre BECh TEKCT
COOOIICHHS] MPONUCHBIM MIPU(PTOM; HECKOIBKO CJIOB, BBIJICJIECHHBIX TaKUM
ciocoOoM, Jydlle MOAYEPKHYT BaXXHOCTb 3Toro Mecra. Eciu Bwl numere
nponucHbIM 1mpudToMm, To Kaxercs, yto Ber KPUUUTE. D10 MOXeT BbI3BaTh
pa3apakeHHe WIK IPYTyI0 HEXKENATeNIbHYI0 peakuio y Bamero unraresns.

[IpaBmio 14. Hukorma He cooOmiaiiTe KoHPUACHIMAIBbHYIO WHOOPMAILIUIO
IIOCPEJICTBOM 3JIEKTPOHHOM IOYTHI. byabTe O4YEHBb OCTOPOXKHBI IIPHU IEPECHUIKE
HOMEPOB CBOMUX OAHKOBCKHMX KapT WM APYrod KOHPUACHIHAIbHON MH(OpManuu
B TEKCTE JJIEKTPOHHOTro nucbMa. [loMHHTE, YTO SJEKTPOHHAs MOYTa IIPU
NEepeChbUIKE MOXKET OBITh IepexBaueHa M MCMOJIb30BaHa B KOPHICTHHIX IHensix. He
3a0bIBaliTe M O TOM, YTO TOCJIaHHOe Bamu 31€eKTpOHHOE NUCHMO HaBcerja
OCTaETCs B MaMATH KOMITBIOTEPA.

IIpaBmno 15. He 3noynorpeGasiiite abOpeBuaTypamMud ¢ SMOLMOHAJIBHBIM
odopmieHueM. B 1enoBo# AIEKTPOHHON MOUYTE CTapalTECh HE UCIIOIh30BaTh TaK
Ha3bIBa€Mble CMAMIMKU («yJbIOaromuxcsa Juiy). OHU HEYMECTHBI B JI€JIOBOM
nepenucke, Tem Oosee yto Bamr agpecar MoxkeT He 3HATHh UX 3HadeHue. [IpaBuio
16. B xonme muchbma 00s3aTENBHO CTaBbTE CBOIO MOAMHUCH. MHOTAa mpuxonmsr
nuchbMma, noAnucaHHble «OTaen MapKeTHMHTa, PEKJIaMbl» — 23TO BBI3BIBACT
HEKOTOpOe 3aMemaTeabcTBO. K KoMy M Kak 0oOpaTUThCSA B OTBETHOM MHChME?
[IpocTo, «3apaBCTBYMTE», 3BYUUT KaK-TO 0e31MKO0. [ToaTOMYy 00s13aT€IbHO CTaBbTE
CBOIO TOJANMCH B KOHIle nmchbMa. [logmuces — 3TO HEOOJBIION OJIOK TEKCTAa,
nobaBisieMoro B KoHel Bamumx cooOiieHuii, KoTopslii uaeHTuguimpyer Bac u
colepkuT Bamy koHTakTHyl0 uH(OpManuioo. BkitoualiTe B Hee HECKOIBKO
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BO3MOXKHBIX CIOCO00B CBsi3U ¢ Bamu (00b14HO 3TO HOMEpa TenedoHoB U (akca), a
TAKXK€ CChUIKY Ha CalT Baiien KoMnaHuu.
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MNPAKTUUYECKHUU MATEPHAJL

UNIT |

Memoouueckoe obecneuenue:
1. OnopHeIi KOHCTEKT «CTPYKTYpa MUChMay
2. OnopHBIN KOHCTIEKT « BHJIBI TCeM)
3. OnopHbIi KOHCTIEKT «[10JIe3HbIC BRIPAKCHUS B JCIOBON EPEITHCKE)
4. OnopHBIN KOHCIIEKT «AOOpEeBUATYpa B ICIOBON MEPEITUCKE)

Letter Structure

Ex.1. Join these salutations and complimentary closes.
a) Dear Mrs Wilson b) Dear Madam c) Dear Ms Hemsuchi d) Dear Susanna
e) Dear Mr Gonzalez f) Dear David g) Dear Sir or Madam

| Yours sincerely | Yours faithfully | Best wishes

Ex.2. These letters are mixed up. Put the sentences in it in the correct order.
Rewrite the letters in block style (a) and modified block style (b). Add anything
that is obviously missing.

a)

1. LM/hp

2. Presser UK Limited

199 Knightsbridge

London SW7 1PJ

Tel: 071 586 5733

Telex: 22498

Fax: 071 586 9474

3. Linda Morgan (Mrs)

4. Miss Juliette Rocache

84 Ave du Generalle de Gaulle

91 160 Longjumeau

France

5. Yours sincerely

6. Managing Director-Administration

7. Thank you for your letter of 6 May which has been passed on to me by Mr.
Webb. Mr. Webb has asked to inform you of your conditions of employment
regarding Social Security arrangements. In cases like yours where we provide
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work experience facilities for overseas students, an individual is not covered by
UK Social Security as he/she is not considered as an employee.
If you have any questions to ask on this or any other matter, please do not hesitate

to get in touch.

b)

1. I must insist, therefore, that you refund at least 10% of our money.

2. 1 would like to remind you that your advertisement said ‘superior hotels’.

3. I am writing to complain about your Tour 5210 to Mexico.

4. If we do not receive adequate compensation, | will be forced to write the local

newspaper.

5. The quality of the food in the hotels was terrible and everybody in our group

was sick most of the time.
6. Yours faithfully

7. Daniel Thomas

8. Mr Daniel Thomas

9. Dear Sir or Madam

Types of letters

Ex.1. Match the type of letters with their definition and translation.

Cover Letters

This letter is normally sent in

OTH NOHcbMa OTHPABJIAIOTCA

ComnpoBoauTenbHbIE THCHMa response to a claim or | notpeduTensimMu WIn
complaint. If the adjustment is | npeanpusiTusMH
in the customer’s favor, begin | TPOU3BOIUTENIO, POZHUYHOMY
the letter with that news. If | mpogaBny wim  onToBOMY
not, keep your tone factual and | Toprosity s 3aka3a TOBapoB
let the customer know that you | wmu  ycnyr.  Otu OYKBBI
understand the complaint. JOJKHBL CoJIepKaTh
KOHKpPETHYI0  HMH(OpMaIuio,
TaKyl0 Kak HOMEp MOJIECIH,
Ha3BaHUE HPOJYKTa,
KelaeMoe  KOJMYEeCTBO U
oxnmaemas 1eHa. Oimiara
MHOT/Ia BKIIFOYEHA B IIHCHMO.
Advertising Letter They usually accompany a | Otu MUChbMa 00BIYHO

PexnmamMHoe muceMo

package, report, order or other
merchandise. They are used to
describe what is enclosed,
why it is being sent and what
the recipient should do with it,
if there is any action that

OTMpaBJseTCST B OTBET Ha
MIPETEeH3HI0 WK kanooy. Eciu
KOPPEKTUPOBKAa B  TIOJb3Y
KJIMEHTa, HAYHUTE MHCHMO C
3TOil HOBocTU. Ecau Her,
coxpaHsiTe HaKTUICCKUN TOH
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needs to be taken.

U COOOIIUTE KIUEHTY, YTO BBI
MOHUMAETE Kao0y.

Adjustment Letters

[Tucemo 006 yperyaupoBaHUU
KOH(JIMKTOB, CIIOPOB

Typical letters start off
with a very strong statement to
capture the interest of the
reader. Since the purpose is to
get the reader to do something,
these letters include strong
calls to action, detail the
benefit to the reader of taking
the action and include
information to help the reader
to act, such as including a
telephone number or website
link.

OHU OOBIYHO COIMPOBOKMAOT
MakeT, OT4YeT, 3aKa3 WU
Ipyrue TOBApBI. Onn
UCIOJIB3YIOTCSL ISl OMUCAHUS
TOTO, YTO BIIOXKEHO, IOYEMY
OHO OTIpABISIETCI U YTO C

HUM JOJDKCH IenaTh
HOJTy4aTeb, eciu
HEOOXOUMO  TPEANPHHSATH

Kakne-1u00 IeHCTBUA.

Acknowledgment Letters

[TncpMa-noaTBEpKICHUE
3aKasa

These letters are sent by
consumers or businesses to a
manufacturer,  retailer  or
wholesaler to order goods or
services. These letters must
contain specific information
such as model number, name
of the product, the quantity
desired and expected price.
Payment is sometimes
included with the letter.

Ot nucbMa JEHCTBYIOT Kak
MIPOCTHIC KBUTAHIUH.
Kommanaum MOCEHIIAIOT WX,
YTOOBI COOOIIUTD IPYTHUM, UYTO
OHH TTOJTYY TN
MpeABAPHUTEIIBHOC
cooOlieHue, HO  JEUCTBUS
MOTYT WJIH HE MOTYT HUMETh
MECTO.

Order Letters
IIucemo-3aka3

These letters act as simple
receipts. Businesses send them
to let others know that they
have received a  prior
communication, but action
may or may not have taken
place.

Tunuunbie NUChbMa
HAYMHAIOTCA C OYE€Hb
CHJILHOI'O 3asBJICHHS, YTOOBI
MPHUBJIEYh WHTEPEC YHUTATENs.
[TockonbKy 1ETH COCTOUT B
TOM, Y9TOOBI 3aCTaBUTh
YUTATENsl YTO-TO CHeNaTh, B
ATUX MHCbMaxX COAEpKaTCA
yOenuTenbHble TPU3BIBBHI K
JENCTBHIO, MOAPOOHO
W3JIaraloTcss  TPEHMYIECTBa,
KOTOpble  JAeT  YWUTATEIIOo
NPEINPUHATh  JICUCTBHE, U
COJICPKUTCSA uH(popManus,
MTOMOTarOIIIast YUTATEITIO
JIeiCTBOBATb, HaTIpuMep,
HOMep TenedoHa UM CChUIKA
Ha BeO-CauT.
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Inquiry (Enquiry) Letters
HI/ICBMa-SaHPOCBI

These letters ask a question or
elicit information from the
recipient. When composing
this type of letter, keep it clear
and succinct and list exactly
what information you need.
Be sure to include your
contact information so that it
is easy for the reader to
respond.

[InceMa 3amaroT BONpOC WU
MOJTy4aroT HWHPOPMAIMIO OT

MOJTy4YaTes. [Ipu
COCTaBJICHUHU IMHCbMa TaKOIrO
Tuna, OyapTe  SACHBI U

JIAKOHUYHBI, U TICPCUUCIIUTE,
Kakas HMMEHHO HWH(pOpMaLus
BaM HyxHa. OO0s3aTeTbHO
YK@XHUTE CBOK KOHTAKTHYIO

uHpOpMALHIO, 4TOOBI
ypTateno  ObIO  Impolne
OTBETHUTb.

Complaint Letters
HI/ICBMO-peKHaMaHI/Iﬂ

The words and tone you
choose to use in a letter
complaining to a business may
be the deciding factor on
whether your complaint is
satisfied. Be direct but tactful
and always use a professional
tone if you want the company
to listen to you.

CnoBa M TOH, KOTOpbIE BbI
pelIuTe  KCIOJIb30BATh B
nucbMe, oOpammarouieMes K
OousHecy, MOTYT CTaTh
pewaroliuM  (akTopoM B
OTHOULIEHUU Y/IOBJIETBOPEHUS
Balleu JKaJIOOBI. bynere
IPSIMOJIMHENHBI, HO TAaKTUYHbI
U BCerja UCHOJIb3YHTE
poeccuoHaNBHBIN TOH, €CIH
XOTHTE, YTOObI KOMIIaHUS Bac
cIylana.

Helpful Expressions in Business Correspondence

Ex.1. Here are the main messages from four letters. Choose the correct beginnings
and endings from sentences (a) — (h) and then add “Yours faithfully/sincerely’

or ‘Best wishes’.

a) Thank you for your telephone call today, enquiring about our prices.
b) Looking forward to seeing you.
c¢) Thank you for your letter of 16 February concerning Arabian Electronics.
d) | look forward to receiving your order.

e) Thank you for your telephone call today.
f) Thank you for your fax of 18 January, concerning our forthcoming visit to Hong

Kong.

g) | hope that this information will help you.
h) Please feel free to contact me if you need any information about our other

branches.
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/Dear Madam,

We are happy to tell you that the above-
mentioned company has always paid our
bills on time. We have never had any
problems with them.

R.J.Smith
Ms R.J.Smith

Qnager

)

Dear Mr. Hugo,

We sell three kinds of water heaters.
The prices in Euros are €300 (150
litres), €420 (200 litres) and €690 (250
litres). | enclose some brochures.

Jowv varv Oos
Jan van Oos
Sales Department

Re: Singapore

Dear Peter,

FAX

Dear Ms Wilson ,

| would be very happy to meet you in my office on the
day you suggested, 1August, at 11 a.m..

/ 8 riein,

Attn.: Peter Black F.G.Bending
F.G.Bending
Representative, South East Asia

| am sorry that | was not at the
office when you rang, but here is
the information that you wanted.
The address of our branch in
Singapore is 54 Lui Fang Road,
Jurong Town, Singapore 2262.
The manager is Mr S Rushford.
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Ex.2. Translate sentences from Russian into English.

1. VBaxkaemble JaMbl U TOCIIOAA ...
2. IloxanyiicTa, HE CTECHIMTECH CBI3aThCsl CO MHOM, €CJIM Y Bac €CTh KaKue-
100 JTOTIOTHUTEIBHBIE BOIIPOCHI.

3. Ilocne mpocMoTpa Balieit peKjaaMbl B ... s1 ObI XOTEII ...

4. Ecnu BaMm HYy’XKHa JIOTOJHUTEIbHAsI HHGOPMAIIUS, HE CTECHSNUTECHh CBA3ATHCS
CO MHOH.

5. Hckpenne Bam

6. Cnacu0o 3a Bale IUCbEMO OT 8 Mas.

7. MBI nuImeM B CBSI3H C ...

8. MBI ¢ HeTEepIeHUEM JKJIEM BCTPEUH C BaMHU.

9. MBpsI paccUMTBHIBaEM Ha YCIENTHBIC pa00OYNE OTHOIICHUS B Oy TyIIIEM.

10. Mb1 Oyiem npu3HATEIbHBI 3a Ballle HEMEIJIECHHOE BHUMAHUE K ATOMY

BOTIPOCY.

Abbreviations in Business Correspondence

Ex.1. Write the following text using as many abbreviations as possible

a) The chief executive office of the Great House Limited Liability Company went
to the marketing department and told off the chief marketing officer for bad and
ineffective advertisements.

b) For the attention of chief executive officer Miss James. The letter | received was

without any enclosure and telephones. | need the Cost, Insurance, and Freight as

soon as possible. Please respond.
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UNIT I1.

Letters of Invitation and Letters of Acceptance

Memoouueckoe obecneuenue:
Omnopueiii koHcniekT «Letters of Invitation »

Theory

How to write a letter of acceptance

At the moment you agree to an open invitation or request, show with
enthusiasm your decision. One of the best ways to do so, simply creating a letter
that says you accept. The act of replying in writing says great things about your
character to those inviting. It says you are a genuine character and looking to
support the function/event whole heatedly.

The greatest part of writing your acceptance, it is many times easier than
making the decision to say ‘yes.’

Here are a few things you might reply to with a letter of acceptance:

e admissions requests: educational institutes / clubs / organizations
franchising opportunities
invites to dine, celebrate, privy lunch outings, hospitality, meetings
a proposal
employment opportunity
privy  memberships invites: board committee/commission/empowered
organizations

e invite to a wedding ceremony

e speaking engagements: workshops/forums/celebratory feasts

e any request for donations, a charitable favor, or other help
What to include in letter:

The same thoughts that inspired you to agree to the the invite or proposal,
should be expressed in the letter. Make sure your reply is a pleasure for inviting
party to read.

To further customize the acceptance, include the details of the event ( date,
time, amount of the contribution you agree to, duties you are agreeing to, what you
might be assisting with upon approval )

Within the body of the letter, make mention of any needs if applicable to your
situation. Whether you need a receipt for charitable donations to use as a tax
deduction, address and directions to a venue, equipment for speaking or
performance, list of everyone involved with organizing the event, or special needs
for disabled, it should be mentioned in your reply which accepts the invite.

Closing out the letter, express with transparency how much of a pleasure it is
for you to be attending, being promoted, and/or finding growth from the situation.
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Sentences For Invitations That Are Commonly Used:

“After reviewing your recent application, our company is pleased with your
submission and able to offer you the funding requested.”

“I accept with great pleasure the offered position of Senior Analyst Chemist.”

“I am very happy to be able and offered the opportunity to do this.”

“I appreciate greatly your generous apology and do accept with clear
understanding.”

“T accept and happy to be meeting together in your office the morning of March
11th at 9:30. Together we shall plan this year’s All-American Science Fair and
create another wonderful event.”

“In a single word, my answer is Absolutely.”

“My response to your letter requesting a supportive donation for the Smithsonian
Children’s Home, a charitable cause I appreciate the efforts of, find a check
enclosed for $1,000.”

“Thanks for inviting me to be a speaker at the Swan Suun Meditation Center the
next two months.”

“We do accept your kind invitation and with the greatest pleasure. Expect us to be
there.”

“The estimate for refinishing the Queen Louisa dining room suite is graciously
accepted. We are happy to hire you.”

“We are definitely pleased to grant you an extension of 6-weeks to complete your
work. Everything done thus far has been great. You are great at your craft so we
are willing to work with you.”

“The office of admissions is pleased to tell you that your application for enrollment
to the Tiller School has been approved.”

“Our entire staff looks forward to having you in office and working with you.”

Practice:

Ex. 1 Cnenyronue ¢passl B3STHI W3 JBYX pPa3HbIX IMUCEM: MpUTIAINICHUE Ha
co0ecetoBaHUE U MUCHMO O Ipuéme Ha padoty. @passl qaHbl Bpa3zopoc. [locraBbTe
WX B MPABUJIBLHOM TOPSAKE, U BbI IosyunTte 2 pa3Hbix nucbMa (Letter of invitation
and Letter of acceptance).

a) We ... to invite you to the interview on Thursday 28-th April at 2 p.m. Please,
contact us either by fax, e-mail or by phone if this time suits you.

b) We ... to inform you that we were very impressed by your qualifications and
your work experience. We came to the conclusion to offer you the job you have
applied for.

c) Dear Mr. Johnson,
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... for your letter of application for the post of a marketing manager.
d) ..., confirm your acceptance of the post within the next five days.
¢) We look ... to meeting you.

Yours sincerely,
Simon Lavingston

f) We ... to welcoming you to our staff.

Yours ...,
Simon Lavingston
Personnel Manager

g) Dear ...,
Thank you for attending the interview for the post of a marketing manager.

h) Please, bring your qualification certificates, if you have any, with you to the
interview.

Letter of invitation Letter of acceptance

Ex.2 Type a letter with all missing information and cover the structure.

Letters of Enquiry

Memoouueckoe obecneuenue:
Omnopueiii koHcieKT «Letters of Enquiry»

Theory
Some important tips:

1. A simple enquiry can be made by email, fax. or cable. The contents of an
enquiry will depend on three things: how well you know the supplier, whether
the supplier is based in your country or abroad, and the type of goods or services
you are enquiring about. There is a difference between asking a computer
company about the cost of installing a complex computer network and asking a
publisher about the price of a book.
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. Tell your supplier what sort of organization you are. How did you hear about the
company you are contacting? It might be useful to point out that you know their
associates, or that they were recommended to you by a consulate or trade
association. It is possible to use other references.

. It is not necessary to give a lot of information about yourself when asking for
CATALOGUES, price lists, etc. This can be done by letter, fax, or email, but
remember to give your postal address. It is also helpful to point out briefly any
particular items you are interested in.

. When asking for goods or services you should be specific and state exactly what
you want. If replying to an advertisement, you should mention the Journal or
newspaper and its date, and quote any BOX NUMBER oOr department number
given, e.g. Box No. 341; Dept4/128. And if ordering from, or referring to, a
catalogue, BROCHURE, Or PROSPECTUS, always quote the reference, e.g. Cat. no. i
149; Item no. 351; Course BL 362.

. You might want to see what a material or item looks like before placing an
order. Most suppliers are willing to provide samples or patterns so that you can
make a selection. However, few would send a complex piece of machinery for
you to look at. Instead, you would probably be invited to visit a showroom, or
the supplier would offer to send a representative. In any case, if it is practical,
ask to see an example of the article you want to buy.

. Companies sometimes state prices and conditions in their advertisements or
literature and may not like prospective customers making additional demands.
However, even if conditions are quoted, you can mention that you usually
expect certain concessions and politely suggest that, if your terms were met, you
would be more likely to place an order.

. Sometimes retailers and wholesalers want to see how a LI N E will sell before
placing a firm order with a supplier. Two ways of doing this are by getting
goods on approval or on a SALE OR RETURN basis. In either case the supplier
would have to know the customer well, or would want TRADE REFERENCES.
The supplier would also place a time limit on when the goods must be returned
or paid for.

. Usually a simple 'thank you' is sufficient to close an enquiry. However, you
could mention that a prompt reply would be appreciated, or that certain terms or
guarantees would be necessary.

Practice

Ex.1.  John Phillips is telling his PA to write various letters. Change his
instructions into an acceptable form for business correspondence. Each sentence

has been started for you.
EXAMPLE John Phillips: “Ask them for a cash discount” Could you...

PA writes: Could you offer us a cash discount?
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1. “Tell Rockfords that the consignment must be delivered before the end of
September.’

It is essential

2. “Ask Schmidt to send us their catalogue and a price list.”

Could you

3. "We’re going to give them a big order, so find out if they allow quantity
discounts.”

As we intend to place a substantial

4. “If they can’t deliver the goods before Friday, tell Larousse to email us.”

Please coutdyou

5. “Itwould be a lot of help If they could send some samples.”

We would appreciate

6. “Say that we'd like Andover to send someone here to give us an estimate.”

We would be grateful if

7. “Say we'd like to see a demonstration of both models.”

We would be interested

8. “Find out if Weston’s will let us have twenty units on approval.”

Would you be

9. “Ask when he will let us have the cheque.”

| am writing to enquire

10.“Say our suppliers generally let us settle by monthly statement."

As arule

Ex.2a. Match these words to their definitions.

1) A catalogue pages on paper measuring about 21x15 cm.

a) is usually quite thin and probably contains about 20

2) An insert two or three sections, which gives information on a

b) is usually one piece of paper, perhaps folded into

product, service or event.

3) A booklet pages. It contains a list of goods (possibly together

c) quite is generally large, containing at least 50

with prices and illustrations) that can be bought from
a manufacturer or supplier.

4) A leaflet associated with advertising. It is probably printed on

d) is similar to a booklet but is more closely

glossy paper.

e) an advertisement that is included loose between the

5) A brochure

pages of a magazine

Ex.2a. Choose one of the words above to complete the sentences. Be sure to use

the correct form.




1. A short 15-page............. with instructions for use and addresses of authorised
distributors is enclosed.

2. The 1,500 page Sears............. contains about 120,000 articles for sale.

3. I saw the union representatives handing out......... calling for strike action.

4. The....... was destined for inclusion in The Economist, Fortune, Business Week
and Management Today.

5. We will need several hundred glossy............ for the coming Trade Fair.

Ex.3a. Look through the letter and answer the question ‘Why does a Chicago
businessman write to an English manufacturer?’

MATTHEWS & WILSON
Ladies’ Clothing
421 Michigan Avenue
Chicago, I11. 60602
USA
Messrs Grant & Clarkson
148 Mortimer Street
London, W1C 37D
ENGLAND October 21, 2007

Dear Sirs,

We saw your women’s dresses and suits at the London Fashion Show held in New York on
October 17. The lines you showed for teenagers, the ‘Swinger’ dresses and trouser suits would
be most suitable for our market.

Would you kindly send us your quotation for spring and summer clothing that you could
supply to us by the end of January next. We would require 2,000 dresses and suits in each of
the sizes 10-14, and 500 in sizes 8 and 16. Please quote c.i.f. Chicago prices. Payment is
normally made by letter of credit.

Thank you for an early reply.

Yours faithfully,

T wilsww .
P. Wilson, Jr.

Ex.3b. Read the letter again and answer the questions:
1. What do Messrs Matthews & Wilson deal in?

2. How did they hear of Messrs Grant & Clarkson?
3. Why are they interested in the 'Swinger' models?
4. What do Matthews & Wilson want a quotation for?
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Ex.4a. Look through the sample and try to guess the structure of the letter’s
body.

Sample
B. Cottwold & Co. Ltd.
Wesson House, Newell Street,
Birmingham B3 3EL
Satex S.p.A
Via di Pietra Papa
00146 Roma,
ITALY 6 February 200_
Dear Sirs,

We were impressed by the selection of sweaters that were displayed on your stand at the
"Menswear Exhibition™ that was held in Hamburg last month.

We are a large chain of retailers and are looking for a manufacturer who could supply us with a
wide range of sweaters for the teenage market.

As we usually place very large orders, we would expect a quantity discount in addition to a 20%
trade discount off net list prices, and our terms of payment are normally a 30-day bill of
exchange, documents against acceptance.

If these conditions interest you and you can meet orders of over 500 garments at one time, please
send us your current catalogue and price-list. We hope to hear from you soon.

Yours faithfully,

L. Crane
Chief

Ex.4b. Check yourself.

The body of the letter:
1. Opening Line:
A. Nudopmanus o Bameii opranusamuu/ Information of your organization
B. McTo4yHuK 13 KOTOPOTO BBI 3HAETE 0 ToBape u o kommnanuu/ The source of
information
2. Main part (can vary):
A. 3ampamiBaeM Katajiory, npaic-muctsl, npocrnektbi/Asking for catalogues,
price-lists, prospectuses
B. Crpamuaem neranu/Asking for details
C. BampammBaeM oOpa3siel, nemoncrpamun/Asking for samples, patterns,
demonstrations
D. IIpennaraem ycioBusi, criocoObl orutathl, ckuaku/Suggesting terms, methods
of payment, discounts
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3. Closing Line:
CotpynuuuectBo. Future collaboration

Ex.5. Arrange set phrases in accidence with the structure of the letter.

[EEN

. | would appreciate your sending me an up-to-date price-list for your building

materials.

We were given your name by....

3. The British Embassy in Madrid told us that you were looking for an agent in
Spain to represent you.

4. We were impressed by the selection of gardening tools that were displayed on
your stand at this year's Gardening Exhibition held in Hamburg.

5. We are interested in ... advertised by you in ...

6. If the prices quoted are competitive, and the quality up to standard, we will order
on a regular basis.

7. We would also appreciate it if you could send some samples of the material so
that we can examine the texture and quality.

8. We are particularly interested in "furniture display' stands.

9. Finally, we would like to point out that delivery before Christmas is essential
and hope that you can offer us that guarantee.

10. Please send us samples and prices of ...

11.You were recommended to us by Mr John King, of Lasworn & Davies,
Merchant Bankers.

12.We require ... for immediate delivery and are interested in buying... /and would
like to have further details... /and would like to introduce these goods....

13.We would be grateful for some information about ...

14.We look forward to receiving your quotation / prices / reply by return / as soon
as possible.

15.We learn from (or have been informed by) ... that you are exporters of ...

16.We are one of the main producers of industrial chemicals in Germany and we
are interested in...

17. We are looking forward to... and we hope that our future business relations
will be of mutual benefit.

18.Could you please send your current catalogue and price-list for exhibition
stands?

19.Would you let us have your summer brochure for holidays to Greece and the
Greek Islands, and supply details of any low fares and tariffs for the month of
September?

20.Would you kindly quote your best prices and terms of payment for ...

21. We shall be obliged if you will send us your latest catalogues containing a
description of...

22.We usually deal on a 30% trade discount basis with an additional quantity

discount for orders over 1,000 units.

N
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23.Could you let us know if you allow cash or trade discounts?

24.We met last Thursday on your stand at the Munich Trade Fair.

25.0ur company is a subsidiary of Universal Business Machines and we specialize
n...

26.Thank you for your attention. We hope to hear from you in the near future.

27.1 am replying to your advertisement in the June edition of 'Tailor and Cutter'. |
would like to know more about the 'steam pressers’ which you offered at cost
price.

28.Please send full details of your prices, discounts, terms of payment and delivery
times.

29. If the product is satisfactory, we will place further orders with you in the
future.

30.Would you please let us have your current catalogue showing...

31.When replying, could you please enclose a pattern card?

=

Opening Line:

A. Nudopmanus o Bameii opranuzamun/ | -

Information of your organization -
- We are a co-operative wholesale society
based in Zurich.

B. McroyHHK U3 KOTOPOTO BBI 3HACTE O -
toBape u o kommanuu/ The source of | - We are retailers / importers / wholesalers in
information the ... trade, and would like to get in touch

with suppliers / manufacturers of ...

N

Main part (can vary):

A. 3ampammBaeM KaTaJlory, rnpaic- -
smcThl, mpocnekts/Asking for -
catalogues, price-lists, prospectuses -

B. CnpamuBaem neranu/Asking for -
details -

C. 3anpammBaem 00pa3Ibl, -
nemonctparuu/Asking for samples, -
patterns, demonstrations

Before selling toys we prefer to test them
for safety. Could you therefore send us at
least two examples of these children's cars in
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the 'Sprite' range?

D. Ilpennaraem ycioBus, CriocoObI

methods of payment, discounts

oriathl, ckuaku/Suggesting terms,

- Please inform us at what price, on what
terms and how soon you could deliver...

3. Closing Line:
CotpynuuuectBo. Future
collaboration

offer

Provided you can

place regular orders with you.

favourable
quotations, and guarantee delivery within
four weeks from receipt of order, we will

Ex.6. Put paragraphs (a - e) in the emails below in the correct order.
a) We are a Turkish company exporting to the EU, and need a firm of lawyers in
France to represent us on some legal matters.

b) In particular, we would like to know your experience in dealing with disputes
between companies involved in import/export.

c) I am emailing you off your website, which I found through Google.
d) An early reply would be greatly appreciated.
e) We would be grateful for some information about the legal services that your

firm offers.

Paragraph order: 1........... 2. 3.

...... 74 SN TR

Ex.7. Match the following expressions with their Russian equivalents.

1) We are interested in ...and would
ask you to send us your offer (tender,
quotation) for these goods (for this
machine, for this equipment).

2) We require ...

3) We are regular buyers of ...

4) We are in the market for ...

5) Please send us samples of your
goods stating your lowest prices and
best terms of payment.

6) Please let us know if you can send
us your quotation for ... (if you can
offerus ...).

a) [Ipocum Bac BbiciaTh HaMm 00Opa3ibl
Bamero TtoBapa ¢ ykazanuem Bammx
KpaHUX [€H W JYy4YIIUX YCIOBUU
IJIATEkKA.

b) Mpl 3aMHTEPECOBaHbI B
pa3pekiamMupoBaHHO BamMu B ...

c) Mel npountanu Bame pexnamnHoe
OOBSBIICHUE B ...

d) IIpocum Bac cooOmmuTh pekiaMHoM1
[IOYTOM II0 KAaKOW II€HEe, Ha KaKuX
YCJIOBUSIX U B KaKOM Cpok Brl Morim
OBbI TOCTaBUTb ...

¢) MbI momyuninu Bamr agpec or ...
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7) We are interested in ... advertised
by youin ...

8) We have seen your machine, Model
5 at the exhibition and ..

9) We have received
advertisement in...

10) We have received your address
from ...

11) We learn from ...
exporters of ...

12) Please inform us by return at what
price, on what terms and when you
could deliver ...

your

that you are

f) M1 HamepeBaeMcs KYIUTb ...

g) Msl y3HamM OT ..., 4T0 BHI
SBIISIETECH IKCIIOPTEPAMH ...

h) Ham TpeOytrotes ...

1) Mpbl 3aMHTEpecOBaHBl B ... U
npocuiii 061 Bac BoicnaTh HaMm Barie
OpeUIOKeHHe  Ha  3TOT  TOBap
(KOTUPOBKY) Ha (3Ty MaIlMHY, HA 3TO
o0opyI0BaHue) ...

j) Mb1 Buzenu Bamy mammny moaenu
Neo 5 Ha BbICTaBKE M ...

k) IIpocum Bac cooOummuTh Hawm,
cMoeTe i Bel cienate HaMm

Ex.7. Write the letters of enquiry based on the following situation.

1. Write a letter to Allwood and Sons Ltd. (22 Highland Way, Ashford, Kent)

asking for full details and prices of their radios and televisions. Ask also
whether air freight can be arranged to your country. Use your own name and
today's date.

. Compose a letter of enquiry to the Sales Manager, The British Button
Company Ltd, 14 Leopard's Wharf, Liverpool L6 7SJ asking for samples
and price lists of their range of pearl buttons as advertised in the “The
Draper” magazine. Use your own name and today's date.

Letters of Reply to Enquiry

Memoouueckoe obecneuenue:

Omnopnerii koucnekT «Letters of Reply to Enquiry»

Theory

Some important tips:

1. In an email reply, the Re : abbreviation in the subject line automatically
shows that you are replying to a message. Therefore it is not usually
necessary to use a salutation. However, letters are different. Mention your
prospective customer’s name, e.g. if the customer signs his letter Mr B.
Green, begin Dear Mr Green, NOT Dear Sir.

2. Thank the writer for his or her enquiry. Mention the date of his or her letter
and quote any other references.
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3. Let the enquirer know near the start of your reply if you have the product or
can provide the service he or she is asking about, it is irritating to read a long
letter only to find that the supplier cannot help.

4. Encourage or persuade your prospective customer to do business with you.
A simple answer that you have the goods in stock is not enough. Your
customer might have made ten other enquiries, so remember it is not only in
sales letters that you need to persuade. Mention one or two selling points of
your product, including any guarantees, special offers, and discounts.

5. If you do not have what the enquirer has asked for, but have an alternative,
offer that. But do not criticize the product he or she originally asked for.

6. You may not be able to handle the order or answer the enquiry. If this is the
case, tell the enquirer and, if possible, refer them to another company which
can help them.

7. Even if you can handle the enquiry, you may still have to refer the enquirer
elsewhere.

8. Remember to enclose current catalogues and price lists with your reply. If
you are attaching catalogues, price lists, etc. to an email message, make sure
you compress them to save your recipient’s time when they download the
material. If prices are subject to change, let your customer know. It is bad
policy suddenly to send a letter telling a customer that prices have been
increased by ten per cent after you have quoted a firm price. And if you are
sending samples UNDER SEPARATE COVER, let your customer know when
they are likely to arrive.

9. Certain products, e.g. heavy equipment, machinery, and computer
installations, may need demonstrating. In these cases the supplier will either
send a representative or adviser, or suggest that the customer visits their
showroom.

10.Always thank the customer for contacting you. If you have not done so at
the beginning of the letter or email, you can do so at the end. You should
also encourage further enquiries.

Practice

Ex.1. Look at the paragraph structure below for two letters: an enquiry and the
reply. Then write the correct paragraph reference next to each sentence (a — j).

Enquiry

1. How you got the contact.

2. Something about your company, and why you are writing.
3. General request for information.

4. Other specific/unusual questions.

5. Close, perhaps including a reference to future business.
Reply
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1. Thanks, referring to the date.

2. Say what you are attaching.

3. Highlight one or two key points.
4. Answer any specific questions.

Ex.2a. Look through the sample and try to guess the structure of the letter’s body.

GLASTON POTTERIES LTD
Telephone + 44 (0)1282 46125
Facsimile + 44 (0)1282 63182
Emailj.merton@glaston.co.uk
www.glaston.com

B. Cottwold & Co. Ltd. Our ref: IM/SM
Street Birmingham B3 3EL Your ref: JFM/PS

UNITED KINGDOM

Attn.: Mr. Morreau

Dear Mr. Morreau,

Thank you for your enquiry of 28 June in which you expressed an interest in retailing a selection
of our products in your shops in Nancy.

Please find enclosed our current catalogue and price list. You might also be interested in visiting
our website.

In response to your request for a 20% trade discount, we regret that we cannot offer more than
15%. However, we do give a 5% quantity discount on orders over €20,000. In comparison with
similar companies in the UK, these terms are extremely competitive.

Payment would need to be by sight draft until we have established a business relationship.
Finally, we are confident that we can deliver well within the two-month time limit you require.

Thank you for your interest. We hope to hear from you soon.

Yours sincerely

- Metton

J. Merton
Sales Manager

Enc.: catalogue and price list

Ex.2b. Match the parts of the letter body with their contents.
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The body of the letter:
1. Opening Line
2. Main part (can vary)
3. Closing Line

o >

<Xe

m

. bnarogapuocTts. Gratitude
HOI[TBCp)KI[CHHC, YTO BBl MOXKECTE ITIOMOYb.
Confirmation that you can help
[Tponaska Bamiero npoaykra . Sale of your product
. [Ipennosxenue anbrepHaTuBhl . Suggestion of
alternatives
OTtnpaBKa KaTajaoroB, Mpanc-IucToB, MPOCHEKTOB
u oopasnos. Sending catalogues, price lists,
prospectuses, and samples
Hanpasnenue xnuenTa B qpyroe mecto . Referring
the customer to another place (optional)
. barogaprocTs eme pa3/ CoTpyIHHYIECTBO.
Gratitude/ Future collaboration

Ex.3. Fill in the parts of letter’s body in accidence with set phrases.

Thank you for your enquiry of 6 June 1997 in
which you asked about...

Thank you for your letter, NJ 1691, which we
received this morning...

I would like to thank you for your enquiry of May
10 and am pleased to tell you that we would be able
to supply you with the...

We have a wide selection of ... that will appeal to
all ages, and in particular, the teenage market which
you specified...

| am pleased to say that we will be able to deliver
the transport facilities you require.

Our factory would have no problem in producing
the 6,000 units you asked for in yourenqutry.

We can supply from stock and will have no trouble
in meeting your delivery date.

We can offer door-to-door delivery services.

When you have had the opportunity to see the
samplesfor yourself, we feel sure you will agree
that they are of the highest quality,- and to see a
wide selection online, go to www.bettaware.co.uk.
Once you have seen the Delta 800 in operation we
know you will be impressed by its trouble-free
performance.

We can assure you that the Alpha 2000 is one of the
most outstanding machines on the market, and our
confidence in it is supported by ourfive-year
guarantee.
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http://www.bettaware.co.uk/

We think you have made an excellent choice in
selecting this line, and once you have seen the
samples we are sure you will agree that this is
unique both in texture and colour...

... and while this engine has all the qualities of the
model you asked for, the 'Powerdrive' has the added
advantage of having fewer moving parts, so less
can go wrong. It also saves on oil as it...

...The model has now been improved, its steel
casing having been replaced by plastic which is
lighter, more durable and stronger...

Please find enclosed our current catalogue and
price-list. The units you referred to in your letter
are featured on pp. 31-34 under catalogue numbers
Y32-Y37. When ordering could you please quote
these numbers? The samples you asked for will
follow by separate post.

We enclose our ... and are sure you will agree that
it is one of the finest machines of its kind. It can be
adapted to your specifications

We enclose our summer catalogue, which
unfortunately is only published in English.
However, we have included a German translation
for the relevant pages (41-45) and hope this will
prove helpful.

...and we have enclosed our price list, but should
point out that prices are subject to change as the
market for raw materials is very unstable at present.

Once again we would like to thank you for writing
to us and would welcome any further points you
would like us to answer.

Please write to us again if you have any questions,
or call us at the above telephone number.

We hope you will be able to accept our offer and
look forward to our future discussions with you.
Thank you for your interest. We look forward to
hearing from you soon.

Ex.4. Put paragraphs (a - €) in the emails below in the correct order.

a) We feel sure that we will be able to represent your interests here in France. May
| suggest that I call you at your convenience to discuss the matter further? Please
let me know when would be a convenient time. | look forward to hearing from you
soon.
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b) Thank you for your email of 4 December asking for information about our legal
services.

¢) You will also note that we have represented several Turkish companies,
including one of Turkey’s major textile exporters. Naturally, our experience in this
field includes resolving contractual disputes.

d) You will see that we give a list of our recent clients, and that the list includes
many well-known company names.

e) | am attaching a document that gives full details of the range of service we offer.

Paragraph order: 1............. 2. S 4ol S5

Ex.5. Mr Chan has emailed Hubner GmbH, enquiring about some earth-moving
equipment he saw at a trade fair. In his reply, Hubner’s Sales Director, Gustav
Fest, refers to specific questions asked by Mr Chan. Read Herr Fest’s email and
tick the items which Mr Chan asked about. Then write an enquiry to which Herr
Fest’s email is the reply.

1. o How soon the goods can be 7. 0 Quantity discounts

delivered 8. 0 Cash discounts

2. 0 Details of prices 9. o Details of the range of goods
3. 0 Where the goods can be available

purchased 10. o0 Which bank will handle the
4. o After-sales service transaction

5. 0 How the goods will be 11. o Guarantees

transported

6. 0 Terms of payment

Dear Mr Chan,

Thank you for your enquiry of 16 August concerning our earth-moving
equipment displayed at the International Farm Machinery Fair in Bonn.

In answer to the specific questions in your email, first let me say we are willing
to consider substantial discount on orders over €300,000. All our machinery is
guaranteed for three years against normal use, and we have several agencies in
your country with mechanics trained to service all our products.

With regard to the terms of payment, which you mentioned, we would consider
payment by 30-day bill of exchange, documents against acceptance, provided
you could offer two referees.
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| confirm that we can fulfil orders within three months, unless there are unusual
specifications, and you can buy equipment from us direct or through our agents
in your country.

As requested, | am sending our current catalogue and price list to you by express
mail. | think you will find the equipment on pages 101-115 particularly
interesting for the work you have in mind. If you require any further information,
please contact me.

Yours sincerely,
Gustav Fest
Gustav Fest

Sales Director

Ex.6. Write a letter from the following notes:

Taylor & Co., London EC4 thank Guazelli Company, Sao Paulo (10th August
2007) for inquiry of August 3rd. In accordance with the request from Guazelli
Company, they enclose their latest price list and samples. Their terms of payment
are: cash against invoice. Should further orders follow, they are willing to allow
Guazelli Company three months’ credit. They look forward to a trial order.

Letters of Offer

Memoouueckoe obecneuenue:
Omnopubiii koHciekT «Letters of Offery

Theory

Some important tips:

5.

In commercial sphere, an offer (offer) is a letter sent by the seller to potential
buyers with the offer of goods or services and the intention to enter into a
transaction indicating its specific conditions.

The offer letter (and it can be sent to one addressee or several) can contain:

- detailed information on the specific goods or services offered, which
gives grounds for either the subsequent conclusion of the contract or
for other actions of the addressee for business cooperation;

- general information, actually inviting to the start of negotiations on
further cooperation.

The offer letter is written either in response to the request letter, or at the
initiative of the sender.
The offer may be firm and free.
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Practice

Ex.1. Analyse the following sample of the letter of offer. Find the letter parts.

B. Cottwold & Co. Ltd.
Nesson House, Newell Street, Birmingham B3 3EL
Telephone: 021 236 6571 Fax: 021 236 8592

Ultrasonic Ltd.,

Warwick House,

Warwick Street,

London SW23 IJF United Kingdom 11 November 2007

Dear Mr. North,

Thank you very much for your enquiry. We are of course very familiar with your range
of vehicles and are pleased to inform you that we have a new line of batteries that fit your
specifications exactly.

The most suitable of our products for your requirements is the Artemis 66A Plus. This
product combines economy, high power output and quick charging time and is now in
stock.

I enclose a detailed quotation, specifications and delivery terms. As you will see from
this, our prices are very competitive. | have arranged for your agent Mr. Martin of
Fillmore S.A. to deliver five of these batteries to you next week, so that you can carry out
the laboratory tests.

If your prices are competitive (the samples meet the standards, your equipment complies
with our requirements, etc.), we will let you have regular orders.

We look forward to your early reply and hope that our future business relations will be of
mutual benefit.

Best regards,
(signature)

Mr. Fred North
Purchasing manager

Ex.2. Answer the following questions.

1. What does the manager offer? 2. What does the buyer look for, besides a good
price? 3. Will anybody test the batteries? 4. Who can the buyer contact?

Ex.3. Find the following points in the letter:
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1)

Ex.3.

W

No ok

0

9.

reason for writing the offer; 2) answering the potential Buyer's questions; 3)
additional information; 4) hope for an order.

Arrange set phrases in accidence with the structure of the letter.

We enclose a...

Thank you very much for your enquiry.

We were very pleased to meet your representatives at the international
exhibition

Thank you for your letter of...

We are pleased to make you an offer regarding our...

We are ready to offer you our goods on...

We hope you will be able to accept our offer and look forward to our future
business relations with your company.

We have pleasure in offering you...

We hold (or We are holding) this offer open for your acceptance until the
15th May.

10.With this letter we enclose our...
11.We are enclosing with the letter our...
12.We are happy to inform you that we can meet your quantity requirements

and offer you...

13.We offer you the goods subject to receiving your confirmation within...days

of the date of this letter.

14.We look forward to receiving your order.

1.0pening Line:

[MpuunHa Hanmcanus. Reason for writing -

2.Main part:

[Mpennoxenus. Offers -

OTBeTHI HA BOITPOCHI TOTCHIHUAJIBHOT'O -

NoKynareJsst / JOMOJHUTEIbHAs HHPOPMALIUS.
Answering the potential Buyer’s questions/
Additional information
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3.Closing Line

Hanexna na 3akas. Hope for an order -

Ex.4.

Rewrite the letter putting its parts in the correct order.

1. Enclosed are sample hooks in each of the colours requested and an order form.
As regards delivery, we can dispatch the hooks immediately on receipt of the
completed order form.

2. We look forward to receiving your order.

3. Yours faithfully,

4. We are pleased to make you the following offer:

5. Dear Sirs,

6. Terms of payment 30 days net.

7. Enclosure

8. Thank you very much for your inquiry of ...

9. 60,000 large clothes hooks (light metal in blue, green, gold) — £2,750.

Ex.5.

1.

Ex.6.

Translate from Russian into English.

Ms1 npusHarensHbl Bam 3a Bam 3anpoc ¥ ¢ yAOBOJIBCTBHEM MpEAIaracM
Bawm cnenyromee. ..

[Toxanyiicta, moMHuUTEe: JaHHas odepTa ACHUCTBUTENIBHA 10 TPHUIAIATOTO
CEHTSOPS.

K nuceMy npunaraem Haiu rocjieIHUE MPEerCKypPaHTHhI.

bnaromapum Bac 3a Bame nucemo ot 21 wurons 2019, B xoTtopom Bbl
MPOCUTE COOOIIUTH BCE MOJPOOHOCTH OTHOCUTEIBHO II€HBI U YCJIOBHIA
ITOCTABKH.

Mpb1 MoxeM Tpeoxkuth Bam Tpu komrmpeccopa no mneHe 100 pyOreit 3a
kaxapiil, ®Ob Cankrt-IlerepOypr. Llena BKItoYaeT yrnakoBKy.

Hamm MammHbl — BBICOKOTO Kaue€CTBAa, UMEKOT OTJIWYHBICE TEXHUUYECKHUE
XapaKTEPUCTUKU U HAJICIKHBI B DKCIUTyaTalllH.

Mps1 6ynem nipusHaTenbHbl, eciii Bel npuiiieTe Ham Barre npennoskenne Ha
kommnbrotep moaenu EC 10.

Write a letter offering the following:

100 tons of Paraffin Wax, Grade A — Melting point 52 — 54C, Grade B — Melting
point 51 — 52C. Delivery — c.i.f. London. Shipment — within three weeks of receipt
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of the order. The terms of payment and other conditions — in the enclosed copy of
your Sales contract.

Letters of Order

Memoouueckoe obecneuenue:
Omopusrit koHcniekT «Letters of Ordersy

Theory

Some important tips:

1.

Orders are usually written on a company's official order form which has a
date and a reference number that should be quoted in any correspondence
referring to the order. If the order is telephoned, it should be confirmed in
writing, and an order form should always be accompanied by either a
COMPLIMENTS SLIP Or a COVERING LETTER. A covering letter is preferable as
it allows you the opportunity to make any necessary points and confirm the
terms that have been agreed.

The guide below is for an outline of a covering letter. You may not want to
make all the points listed, but look through the guide to see what could be
mentioned.

3. Make it clear that there is an order accompanying the letter.

4. Confirm the TERMS OF PAYMENT.

5. Confirm the agreed discounts.

6. Confirm the delivery dates.

7. Many companies use FORWARDING AGENTS who are specialists in packing
and handling the documentation to ship goods. Nevertheless, to ensure
prompt and safe delivery, it is a good idea to advise the company on how
you want the goods packed and sent. This means that if the consignment
arrives late, or in a damaged state, your letter is evidence of the instructions
you gave.

8. Advise your supplier how you want the good packed. Note, in the first
example, that crates are often marked with a sign - a diamond, a target, a
square, a lion, etc. - that can be recognized by the supplier and customer.

Practice

Ex.1. The verbs in the box can all be used with the noun “order”. Choose the best
verb to complete each sentence. Use each verb only once, and in the correct form.
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confirm refuse ship despatch

place make up cancel acknowledge
1. We would like to an order with you for 5000 units.
2. As we are unable to supply the quantity you asked for. We would have no
objection if you preferred to your order.
3. | am writing to your order, which we received this morning, for

20’0Omega Engines’.
4. We are pleased to inform you that your order K451 has already been
from our depot.

5. Please ___ your order in writing, so that we can inform our distribution depot.
6. Your order was yesterday on the MV Oxford.

7. Unfortunately, we shall have to your order unless payment is settled in cash.
8. 1 would like to reassure you that your order will be in our

depot by staff who have experience in handling these delicate materials.

Ex.2. Make words from the jumbled letters and match them with the definitions
below.

a SMPOMILCTEN IPLS

b NOVCL1IE

C GIFOWRDNRA GNETA

d TSTMTEELEN

e RIA1ILWYALB

f IHPS

g VIGCNERO TRTEEL

h CIAVDETNEO

1 Person or organization that conveys goods to their destination.

2 Letter accompanying a document or goods, explaining the contents.

3 List of goods or services that states how much must be paid for them.

4 Document informing a customer that a consignment (mapTusi OTIpaBICHHOTO
WM TPUOBIBIIIETO TOBapa) is on its way to them.

5 Payment of an account.

6 Small piece of paper with a company's details on it.

7 To send goods by road, rail, air, or sea.

8 Document that gives information about goods sent by air.

Ex.3. Match the set phrases of the letter of order with their Russian equivalents

1. In reply (response) to your letter (fax) of | A. lmeemM yHOBOJBCTBHE TMPUIOKHUTH K
(dated) ..., we thank you for ... JAHHOMY IHCHbMY Haiir 3aka3 Ne ...

2. If the goods sell as well as we hope, we | B. KoBpel H0MKHBI OBITH 3aBEPHYTHI, a
shall send further orders in the near future. | ymakoBka ycuiaeHa ¢ 00OHMX KOHIIOB, YTOOBI
n30eKaTh MOBPEKACHUS (U3HOCA).

3. We are pleased to enclose our Order | C. B kauecTBe MOATBEPKACHHS 3aKa3a IMPOCHM
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No. ...

BBICJIAaTh HaM IIOAINHNCAaHHYIO Bamu kommro
3aKa3a

4. The enclosed order (No. R154)
is for ...

D. S xoten Obl cienaTh MPOOHBINA 3aKa3 Ha
MaTepuan «Letheriney, KOTOPBIH MBI
oOCy)KJTaJli Ha TOprax B IPOLLIOM MeCsIIC.
[Toxanylicra, HAUAUTE B IPWIOKEHUH ...

5. We enclose (are enclosing) our order
for ...

E. HpOCI/IM MNoATBEPAUTh, YTO BblI MOXKECTEC
IIOCTaBUTh ...

6. Finally, we would like to confirm that
the 25% trade discount is quite satisfactory.

F. [Toxanyiicra, OTHpaBbTE TOBap
JKCIpPECcC-TMEePEeBO3KOM, TaK KaK OH HaM HYKEH
CPOYHO

7. ...we will certainly take advantage of
the cash discounts you offered for prompt
settlement.

G. Msi xotenu Obl MOOJIArogapuTh Bac 3a
30% ckuaky Ha ToproBimto u 10% ckuaky Ha
KOJIMYECTBO, KOTOPYIO BbI HAM MPEJIOKHUIIH.

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

H. B otBer Ha Bamre nuceMo ((hakc) oT ..., MbI
6saromapum Bac 3a ...

9.  Please confirm that you can supply ...

|.IIpocum nocTaBuTh ...

10. Please send the copy of this order to us,
duly signed, as an acknowledgement

J. Mmu INpUHHUMACM BallC IPCIJIOKCHHUC U C
0OIBIINM YAOBOJILCTBHUEM CHCJIaCM Yy BaC 3aKas
Ha ...

11. Please supply/send us ...

K. MbI npunaraem Haill 3aka3 Ha ...

12. Itis essential that the goods are
delivered before the beginning of November,
in time for the Christmas sales period.

L. JlocraBka  10... sBISE€TCA  BaXXHBIM
YCIOBHEM JTOrO 3aKa3a, U Mbl OCTaBIISIEM 3a
co0oif mpaBo OTKa3aTh B JJOCTaBKE TOBapa Mocie
9TOr0 BPEMEHH.

13.  The carpets should be wrapped, and the
packaging reinforced at both ends to avoid
wear.

M.  Ecnu ToBap Oyzaer nmpojaBaThcs Tak, Kak
MBI HajJieeMcsl, Mbl OTHpPAaBUM JaJbHEUIINE
3aKa3bl B Orokaiiiiee Bpems.

14.  Please send the goods by express
freight as we need them urgently

N.  Hakonen, Mbl xoTenu Obl MOJATBEPIUTS,
YTO TOProBbIi ckuaka 25% sBisieTcs BIOJHE
yJIOBJIETBOPUTEIHHOM.

15.Enclosed you will find our official order
(No. B 561) for...

0. B npunoxeHuum Bbl HailAeTe Hall
odunmansHbIi 3aka3 (Ne B 561) Ha ...

16. We would like to confirm that payment | P. [Mpunoxennsiii 3aka3 (Ne R154) cnenan
is to be made by irrevocable letter of credit | Ha...
which we have already applied to the bank
for.

17. We would like to thank you for | Q. ... MpbI 00s3aTeNbHO BOCHOIb3YyeMCS

the 30% trade discount and 10% quantity
discount you allowed us.

OpCATOKECHHBIMHA BaMW CKHJIKaMH 3a HAJIMYHBIC
JJIA 6BICTpOF0 pacucra.

18. We will submit further orders, | R. Mg Hageemcs, 9TO 3TO OyJAET MEPBHIM U3
if this one is completed to our satisfaction. MHOTHX 3aKa30B, KOTOpPBIE MBI JIEJIaeéM Y Bac.
19. Once we have received your S. Kak Tompko MBI TOJIYYMM  Bare

advice, we will send a bank draft to...

U3BEUICHWE, MBI  OTHpPaBUM  OaHKOBCKHIA
IIepeBO Ha ...

20. Delivery before ... is a firm

Kaxnpiii  s7IeMEHT TMOCyabl JIOJDKEH OBITh
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condition of this order, and we reserve the
right to refuse goods delivered after that time.

WHIMBHAYAIHPHO OOEPHYT B  IUIOTHYIO
OyMmary, yImakoBaH B COJIOMY U OTIpAaBIICH B
JICPEBSIHHBIX AIIHUKAX, MOMeYeHHble XXX U
IIpOHYMepOBaHHbIE OT | 110 6

21. Could you please ship by | U.  TIloxanyiicra, mNOATBEPANUTE, YTO BBI

scheduled freighter to avoid any unnecessary | Moxere 3aBepIIUTh pabOTy A0 KOHIA..., TaK

delays? KaK  OTKPBITHE...  3alITAHMPOBAHO  HAa
paHHee. . ..

22. 1 would like to place a trial V.  Tloxkanyiicra, HaiiiuTe B TNPHIOKECHHH

order for the «Letherine» material we
discussed at the trade
show last month. Please find enclosed...

gar 3aka3 Ne

23. | look forward to receiving
your acknowledgement.

Ac HCTCPIICHUECM KAy BAICTO MOATBCPKACHU A

24. Each piece of crockery is to be
individually wrapped in thick paper, packed
in straw, and shipped in wooden crates
marked XXX and numbered 1 to 6.

X. Kpaiine BaxHO, 4TOOBI TOBapbl ObUIN
JIOCTaBJIEHbl JI0 Haydana HOsIOps, B MEpUOJ
POKIECTBEHCKUX MPOJAXK.

25. Please find enclosed our Y. Msl xoreaum Obl MOATBEPAUTb, HYTO

OrderNe [JIaTEX JIOJKEH OBITH BBIITOJIHEH
0€30T3bIBHBIM aKKPEIUTHBOM, IO KOTOPOMY
MBI YK€ 00paTHIINCh B OaHK.

26. We hope that this will be the | Z. B nanbHeiitmem mbl OyaeM JenaTh y Bac

first of many orders we place with you.

3adKa3bl, €CJIN 3TOT HAC YOAOBJICTBOPHUT.

217. Please confirm that you can
complete the work before the end of ..., as
the opening of the ... is planned for early ....

A2. He moraum Obl BBl OTIPaBUTH TIpy3 IO
pacnucaHuio, 4ToObl u30eXaTb HEHYXHBIX
3a/1epKeK?

Ex.3. What is the structure of the letter’s body in accordance with the set phrases

above?

Ex.4. Read the sample of the letter and match its paragraphs with the components

of the letter’s body.

Packing

Delivery

Discount

Payment

Opening Line (enclosed order)
Closing Line (future collaboration)

ook wnE
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Sample

B. Cottwold& Co. Ltd
Nesson House, Newell Street, Birmingham B3 3 EL
Phone: 021 236 6571 Fax: 021 236 8592 Telex: 341641

Via di Pietra Papa Your ref: D/1439
00146 Rome, Our ref: Order N 16
DR4316

ITALY 9 March 213

Attn. Mr. D. Causio

Dear Mr. Causio,

Please find enclosed our order No. DR 4316 for men's and boys' sweaters in
assorted sizes, colours and designs. (A)

We have decided to accept the 15% trade discount you offered and terms of
payment viz. documents against payment, but would like these terms reviewed in
the near future. (B)

Would you please send the shipping documents and your sight draft to Northmin-
ster Bank (City Branch), Deal Street, Birmingham B3 1SQ. (C)

Each piece of clothes is to be individually wrapped in vacuum packaging, marked
with sizes. (D)

We would appreciate delivery within the next six weeks . If you do not have any of
the listed items in stock, please do not send substitutes in their place. (E)

We look forward to your acknowledgment. (F)

Yours sincerely,
(signature)
Lionel Crane
Chief Buyer

Enc.: order form No. DR 4316
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. Study the enclosed order and fill in the missing parts.

6

grey

15
banker’s
Size
White
XL

16

N OThwWdDE

ORDER Ne

B. Cottwold& Co. Ltd
Nesson House, Newell Street, Birmingham B3 3 EL
Phone: 021 236 6571 Fax: 021 236 8592 Telex: 341641

Via di Pietra Papa

00146 Rome,

DR4316

ITALY Authorized .............
Item description colour Quantity _ Price

Men’s Sweaters “Winter ” . 5 L 50 $each
Men’s Sweaters “Winter ” 5 __ 50%each

Price (total): 500

Delivery: CIF, weeks

Payment: by draft

Packing: wrapped in vacuum packaging, marked with sizes
Discount: %

21 May 2019
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Ex. 6. In this email Mr Takahashi is placing an order, but the sentences have
become confused. Rewrite the email with the sentences in the correct order,
starting new paragraphs where appropriate.

1. Best wishes

2. If some of the items are out of stock, please do not send substitutes.

3. When you send the order, please make sure all cartons are clearly labelled
with our logo and numbered.

4. | can confirm that the 10% quantity discount off net pnces that you offered is
acceptable.

5. Dear Sig. Causio

6. | attach our order No. 49301/231 for the selection of shirts, trousers, and
jackets which we discussed on the phone yesterday

7. Kosaburo Takahashi

8. As agreed, we will pay by letter of credit -1 have already arranged this with
the bank.

9. Please note the order must be here by 10 April, in time for the new season.

10.As soon as the bank hands over the shipping documents, the credit will be
released

Ex.7. Arrange set phrases from exercise 3 in accidence with the structure of the
letter.

The body of the letter:
1. Opening Line
[Mpunaraemsiii 3aka3. Enclosed Order
2. Main part (can be in different order mocienoBaTeIbHOCTB):
A. Ynakoska. Packing
B. Hocraska. Delivery (dates, methods)
C. Ckunxka. Discount
D. Omnara. Payment
3. Closing Line
CotpynuanuectBo. Future collaboration

Ex.8. Write a letter of order based on the following situation.

1. To company: "Atlant"
Order: 5 refrigerators, 10 washing machines
Delivery: within month
Discount: 5 %
Packing: in wooden crates, express freight
Payment: irrevocable letter of credit

2. To company: "Elema"
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Order: 10 suits, 25 coats

Delivery: the beginning of March, UPS Express
Discount: 10 %

Packing: in clothes covers

Payment: a bank draft

Letters of Order Acknowledgement

Memoouueckoe obecneuenue:
Omnopnsrii koncniekT «Letters of Order Acknowledgementy

Theory

ACKNOWLEDGING

As soon as a supplier receives an order, it should be acknowledged. This can be

done by letter, or by email for speed. The following examples can be used in both

emails and letters.

— Thank you for your order No. 338B which we received today. We are now
dealing with it and you may expect delivery within the next three weeks.

— Your order No. 6712/1 is now being processed and should be ready for
despatch by the end of this week.

— We are pleased to inform you that we have already made up your order, No.
9901/1/5,for 500 bed-linen packets, and are now making arrangements for
shipment to Rotterdam.

ADVICE OF DESPATCH=Delivery

When the supplier has made up the order and arranged shipment, the customer is
informed by means of an advice note. This may be a form see page 70, letter, fax,
or email.

Although an advice note can be sent by fax or email, the customer may need to
present original documents (e.g. IN VOICE, bill of lading, INSURANCE CERTIFICATE)
to collect the consignment. Of course these cannot be faxed or sent by email.

— Your order, No. D/134/r, is already on board the SS Mitsu Maru, sailing
from Kobe on 16 May and arriving Tilbury, London, on 11 June. The shipping
documents have been forwarded to your bank in London for collection.

—  We are pleased to advise you that the watches you ordered-No. 88151/24-
will be on flight BJI365 leaving Zurich at 11.00, g August, arriving Manchester
13.00. Please find enclosed air waybill bc 13161/3 and copies of invoice A113/3,
which you will need for collection.
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— Your order, No. YI/151/c, is being sent express rail-freight and can be collected
after 09.00 tomorrow. Enclosed is consignment note No. 1167153, which
should be presented on collection. You should contact us immediately if any
problems arise. Thank you for your order, and we hope we can be of further
service in the future.

Practice

Ex.1. What is the structure of the letter’s body in accordance with the phrases
above?

Ex.2. Look through the sample and try to guess the structure of the letter’s body.

Sample

“Cotton” Ltd
25a Float str, London 33008
United Kingdom
Tel: 80015 621 38 22

“Svitanak” LTD

12 Pritytskogo Str

Minsk 254052

Belarus

Tel: 217 234 78 90 13 January 2020

Dear Sirs,

Thank you for the order N18 of January 12, 2020. We are pleased to acknowledge
your order for checked blazers, checked linen dresses, knitted sweaters. | believe
you will be satisfied with the quality of our goods.

We are now dealing with it and you may expect delivery within the next two days.
Delivery will be made in accordance with your instructions. We are pleased to
advise you that the goods you ordered - No. 18 -will be on flight DF 165 leaving
London at 11 a.m.,15 January, arriving Minsk at 3 p.m. Please find enclosed air
waybill bc 13161/3 and copies of invoice A113/3, which you will need for
collection.

We hope our goods will be in great demand in Belarus and you will be able to
place large orders with us in the future.

As requested we enclose the copy of your order, duly signed, as an
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acknowledgement.

You should contact us immediately if any problems arise. Thank you for your
order, and we hope we can be of further service in the future.

Yours faithfully,
(signature)

Mr. Smith
Managing Director

Encl: air waybill, copy of the order Nel8

Ex.3. Check yourself.

The body of the letter:
1. Opening Line:
bnaronapuaocts. Gratitude
2.Main part:
A. Tlonreepxknenue 3akaza. Order acknowledgment
B. IloaTeepxneHue natel m crocoba goctaBku. Delivery terms and date
acknowledgment/Advice note
C. INoarBepxnenune crocoda ymakoku.Packaging acknowledgment
D. IloarBepxacHUe CKHIKH, YCIOBUH muiaTexa. Payment acknowledgment
3. Closing line:
[Mpunaraemple  JOKYMEHTBI  /COTPYIHHYECTBO/CBSI3b, €CIIM  MPOOJIEMBI
Enclosed documents/ future collaboration/ contact if there are any problems

Ex.4. Write down useful phrases in accordance with the structure of the letter’s
body.

Ex.5. There are no capitals, punctuation, or paragraphs in this email
acknowledging an order. Write it out correctly. Divide the body of the email
into two paragraphs.
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Ex. 6. Write the acknowledgement to the letter of order based on the following
situation.

1. Your company «Next» Ltd. (WB1234 London Apple street 25a) a leading
manufacturer of kid’s clothes in Europe has received the order for cotton T-shirts
and checked cotton dresses. Thank the company «Serge» Ltd. (234052 Minsk
Pritytskogo Ave. 46b, tel. 017 2347890) for the order. Confirm the order for kid’s
clothes and inform that you will deliver the goods in accordance with their
instructions. You also hope the company “Kalinka” will place large orders with

you in the future.

2. Acknowledge the following:
25 June - order for 3000 clocks
2 February - order for 1500 Video Cassette Recorders
Advise the dispatch of the following:
Order number ML 1627
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Letters of Order Decline

Memoouueckoe obecneuenue:
Omnopubiii koHcniekT «Letters of Order Decline»

Theory

Some important tips:

Practice

1. There are a number of reasons for a company to refuse an order, and

some of the most common are given below. Whatever your reason,
you must be polite: the words reject and refuse have a very negative
tone, therefore it is better to use decline or turn down instead.

. 'You may be out of stock of the product ordered, or you may no longer

make it. Note that, in either case, you have an opportunity to sell an
alternative product, but remember not to criticize the product you can
no longer supply.

. The customer may have a bad reputation for settling their accounts or,

in the case of a retailer of, say, electrical or mechanical products, may
have offered a poor after sales service which could in turn affect a
manufacturer's or supplier's reputation. In these cases, it is better to
indicate terms on which you would be prepared to accept the order,
or, as in the last two examples below, find a diplomatic way of saying
‘no’.

. The supplier may not like the terms the customer has asked for, either

for delivery or discount or payment.

. The quantity required might be too large or small.

Ex la. Look through the sample and write down the structure of the letter’s body.

Sample

“Sokolov” Inc.

“Swarovski” Ltd
40 Carouge, Warsaw CZ1422, Poland

57 Mazurova Str
Minsk 220073

Belarus

Dear Sirs,

21 May 2019

Thank you for the order N32 of the 10" May 2019.
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We are sorry to let you know that we cannot execute your order because the rings of model
“Shine” are out of stock now. We will have them only in a month.

Our company can offer you a substitute- a model of rings Diamond A01508. This model is also
of high quality and even cheaper than “Shine”.

We enclose with the letter our new catalogues and price-lists.

We hope our goods will be in great demand in Belarus and you will be able to place large orders
with us in the future. We are looking forward to hearing from you soon.

Yours faithfully,
(signature)

Mr. Green
Managing Director

Encl: catalogues, price-lists

Ex 1b. Check yourself.

Body:
1. Opening Line:
bnaromapraocts. Gratitude
2. Main part:
A. Tlpuuunsr otka3za. Reasons for refusing an order
B. [Ipennoxenue moxoxero ToBapa, ero xapakrepucruka. Offer
C. IIpunaraemsie nokymentsl . Enclosed documents
3. Closing line:
CotpynnuuectBo. Future collaboration

Ex. 2. All the sentences below give reasons for refusing an order. Match the

sentences in column A with sentences in column B with similar meanings. Then

put a tick by the sentences which are most suitable for business correspondence.

Column A

1 We don't make this product now because people don't buy enough of it.

2 We can’t sell you anything unless you pay cash.

3 We cannot offer the discount you suggest as our profit margins are extremely
low.

4 We can’t possibly fill this huge order: it's more than our total output for at least
six monthsl

5 Unfortunately, we cannot guarantee delivery within five working days.
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Column B

a Unfortunately, we do not have the capacity to supply an order as large as this,

b We can’t let you have 15% off because we price our products as cheaply as

possible.

¢ There’s no way we can deliver in such a short time.

d We have stopped manufacturing this product as there is no longer sufficient
demand.

e We regret that we would only be prepared to supply on a cash basis.

Ex. 3. Match the set phrases of the letter with their Russian equivalents:

1. We are sorry (we regret) to let you | A.K coxaieHuto, y Hac HET BO3MOXHOCTH
know (to inform you) that we cannot [IOCTABUTh TaKOM OOJIBIONM 3aKa3, KaK STOT
execute your order because of ...

2. The goods you ordered are no longer | B. ... Bbl 3aka3anu, HET B HAJTHYUH
available

3. We can offer you a substitute C. ToBapa, KOTOpBIK BbI 3aKasajd, OOJbIIE B
HAJTMYUH HE HMEETCSI

4. The ...you have ordered are out of | D. MokeM NpeIOKUTh BaM 3aMEHY

stock.

5. Unfortunately, we do not have the | E. K coxaneHuio, BBIHYX/IE€HBI COOOIIUTh BaM,
capacity to supply an order as large as YTO MBI HE MOXXEM BBINMOJHUTH Balll 3aKa3
this 110 IPUYHHE ...

Ex. 4. Write down useful phrases in accordance with the structure of the letter’s
body.

Ex. 5. Write the letter of order decline

Your firm has received an order for leather shoes from an overseas buyer. Write a
letter and give reasons for refusing an order.

Letters of Complains and answering to a complaint

Memoouueckoe obecneuenue:
Omnopueiii koHcnekT «Letters of Complaintsy

Theory
Some important tips:
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When sending a complaint, you will need to decide whether it is appropriate
to use fax or email, where privacy cannot be guaranteed, or to write a letter.
Some complaints, e.g. a mistake in a small payment or in the number of
goods despatched, can be faxed or emailed, but a letter should be used for
larger or more serious complaints.

Do not delay. Complain as soon as you realize a mistake has been made;
delay weakens your case and can complicate the matter as details may be
forgotten. There is no need to open by apologizing for the need to complain
Emotional terms like disgusted, infuriated, or amazed have no place in
business.

Do not be rude or personal. In most cases correspondence between
companies takes place between employees in various departments. Nothing
IS gained by being rude to the individual you are writing to. You may
antagonize someone who has probably had nothing to do with the error and,
rather than getting it corrected, he or she could become defensive and
difficult to deal with.

Use the passive and impersonal structures

Never blame your own staff, and finally, while writing the complaint
remember that your supplier will almost certainly want to help you and
correct the mistake. Suppliers are not in business to irritate or confuse their
customers but to offer them a service.

If you think you know how the mistake was made, you may politely point
this out to your supplier. Sometimes, when a mistake occurs several times,
you may be able to work out why it is happening more quickly than the
company you are dealing with.

If you think you know how the mistake can be corrected, let your supplier
know.

Practice

Ex.1 Match the set phrases of the letters of complaint and answering a complaint

with their Russian equivalents:

Complaints

1. We would like (have) to remind
you that ...

A. Jlo cux nop Mbl HE MTOJIYYWIIH OTBETA ...

2. We wish to draw your attention
to the fact that ...

B. CunrtaeM HeOOXOIUMBIM OTMETHUTD ...

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

C.Korga mpl ycTaHOBWIM OOOpYJIOBaHHUE, TO
OOHapyXUJIU, 4YTO OHO HE paboTaeT

4. To prove our statement we

D.Yetplpe KOHTEHHEpPA B NApPTHH OKA3AJIHCh
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enclose (are enclosing) ... OBPEKICHHBIMU
5. The delay in delivery is causing | E. B Hacrosimiee  BpemMsi  Mbl  KpaiiHe
us great inconvenience, as ... 00ECITOKOCHBI TEM, YTO BBl HE MOXKETE

IIOCTABUTH TOBAP

6. We find it necessary to note ...

F. B noarBep:kieHHE HAIIEro 3asBJICHUS Mbl
MIPUJIATAEM ...

7. We are returning... and would
ask you to replace ...

G.Ms1 xoTtenu OBl (BBIHYXKICHBI) HAITOMHUTH
Bawm, utoO ...

8.So far we have received no

H.Ilocne OCMOTpa TOBApa OKA3aJIOCh, YTO ...

reply ...

9. 4 containers in the consignment | I. Msl XoTiM oOpaTtuTh Baiiie BHUMaHHE Ha

were found to be damaged TOT (haKT, 4TO ...

10.We duly informed you about | J. K coxaneHuro Mbl OOHapyXWJIH, 4TO

the breakdown of the equipment | oOopymoBanue  (TOBapbl), KOTOpPBIE  BBI
NOCTAaBWIA  HaM, HE  yJOBJICTBOPSIOT
TPEOOBAHMSIM ...

11.At present your failure to|K.3agepkka B TOCTaBKE NPHUBOAUT K

deliver the goods greatly worries
us

00JBIIMM HEY100CTBaM, MMOCKOJIBKY ...

12When  we installed the
equipment, we found that it was
faulty

L. Mzl JTOJDKHBIM obpazom
npouH(pOpMUpoBaK Bac 0 BbIXOAC M3 CTPOsS
o0opyToBaHUs

13.When we examined the goods,
it turned out that ...

M. Bo3Bpaiiaem BaM ... U MPOCUM 3aMEHUTb

Answering a complaint

1. We have carefully studied
your claims ...

A. K coxanenuto, Mbl HE MOYKEM 3aMEHHTD ...,
MOCKOJIBKY ...

2. You were right to let us know
about ...

B. Moxewm 3aBeputh Bac B ToM, 4TO ...

3. You are perfectly correct in
saying that ...

C. IIpocum mpoieHus 3a ...

4. After investigating  your
complaint, we have to admit that

D. B T0 ke BpeMsi, MbI XOTEIH ObI HATTIOMHUTD
Bawm, uTo ...

5. We can assure you that ...

E. Brl coBepIieHHO ITpaBbl B TOM, YTO ...

6. Steps are being taken
immediately to avoid such
mistakes in the future

F. I[Ipocum Bac BO3BpaTUTh HAM OpaKOBaHHOE
obopyioBaHue B yJI00HOE JIJIsi Bac Bpemsl, 6e3
OILJIAThl IEPEBO3KH

7. Please accept our apologies
for ..

G. OmHako HaM XOTEIOCh OBl

TaK)K€ CBOIO TOUKY 3PEHUS

HU3JI0KHUTH

8. We apologize for ...

H. OT1o He HamIa BuHA, YTO ...
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9. A replacement for the|l. Her HeoOXoauMoOCTH FOBOPUTH O TOM, YTO

substandard goods will be|obe Hamu KOMIAHMK TIOHECIM HAIPACHBIC

delivered next week yOBITKH, KOTOPBIX MBI HaJeeMCsi U30eKaTh B
oyymiem

10. We would ask you to return |J. K coxaneHuio, BBIHYXICHBI COOOIIUTH,

the faulty equipment at your |4ro MBI He MOXEM NpPHUHATH Barry

convenience, carriage forward

IMPCTCH3HIO, ITIOCKOJILKY ...

11. May we remind

however, that ...

you,

K. 3amena HenoOpokauecTBEHHOMY TOBapy
OyZeT mocTaBlieHa Ha CIEAYIOUIEH Heneme

12. However we hope you will
also try to see our point of view

L. Mel  BHHMMaTeNbHO  H3yunWiau  Bamm
IIPETEH3HH ...

13. We regret that we cannot
exchange ... since ...

M. [IpaBuiabHO caemad, 4TO COOOUTUIN HaM
0...

14. We regret to inform you that
we cannot accept your claim
because of...

N. [Mocne wusydenuss Barmeit xanoObl MbI
BBIHYKJICHBI IPU3HATh, UTO ...

15. We would like to inform you
that the delay in delivery occurred
through no fault of ours

O. M&bI HEMEUICHHO MPUMEM MEpPBI IS TOTO,
yToOBl M30€ekaTh IMMOJOOHBIX OMIMOOK B

Ooyymiem

16. It is not our fault that ...

P. IlpuMuTe HalIM U3BUHEHHUS 34...

17. Needless to say that both our
companies suffered unnecessary
losses that hopefully will be
avoided in the future

Q. Me1 O6b1 xotemu cooOmmuTh Bam, uyTo
3aJiep)kKka B TIOCTaBKE IMPOHM3OIIa HE TI0
HaIel BUHE

Ex.2 Read the sample of letter of complaint and answer the questions after it.

Sample

Visteria Ltd.

P.O. Box 82

Moscow 253206

Men’s Clothes Dealers Ltd.
142 South Road

Sheffield S20 4HL
England

Men’s Clothes Dealers Ltd.

Russia

18 April 2020
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Dear Sirs,

Thank you for your delivery of men’s silk shirts, which we ordered on 21 March,
2020. At the same time we would like to draw your attention to the following.

After examination of the shirts we discovered some manufacturing defects:

— there are oil stains on 12 shirts;

— the colour of buttons on 5 of the shirts does not match the colour of these
shirts;

— one shirt is in a different style.

We are returning the defective shirts by separate mail, carriage forward, and would

ask you to replace them with shirts in the colours and sizes specified below:

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

We would appreciate a prompt reply.

Yours faithfully,
Vladimir Smurov
Vladimir Smurov
Export-Import Manager

1. What manufacturing defects does Visteria Ltd find on receiving the
consignment? 2. Is it possible not to return the defective shirts? 3. Who is to pay
for the delivery of the defective goods? 4. What adjustments does Visteria Ltd
want to be made?

Ex.3 Read the sample of letter of handling a complaint and answer the questions
after it.

Visteria Ltd.
P.O. Box 82
Moscow 253206
Russia 21 April 2020
92




Dear Mr.Smurov,

Your letter of 18" April, 2020, was duly noted. The shirts you returned to us are
indeed defective. We have to admit that these defects were overlooked by our
controller and offer apologies for the oversight.

We are sending you new shirts as a replacement this week by air, carriage paid,
and would ask you to confirm their receipt by fax.

If any other problems arise, please do not hesitate to contact us.

Yours sincerely,
Jack Brown

Jack Brown
Claims Department

1. How does Jack Brown explain the presence of the defective parts in the
consignment? 2. Do they offer apologies for the oversight 3. How are they dealing
with the complaint? 4. Who is to pay for this consignment?

Ex.4 Read the words below. Which word or phrase do you think can be excluded
from the list? What general name can you offer for the remaining words and word-
combinations?

Manufacturing defect, detention, damage, deadline, outstanding debt,
substandard goods, faulty equipment, short-shipment, default of payment, delay in
delivery, misdirection.

Ex.5 Write a letter to an English company, saying that you are in a fix because of
the delivery delay of the consignment of the equipment which was due to arrive in
Moscow two weeks ago. Ask for the reason for the delay and find out when the
equipment will be supplied.

Ex.6 Write a letter to the British company that supplied you party suits, setting out
the following claim:

— there are not enough buttons on six suits;

— the fabric is damaged on two suits;

— there are stains of paint on three suits.

Ask when and by what mode of transport you can send back the defective suits and

when you can get a replacement.
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Ex.7 Write an answer to the complaint about the short-shipment of the goods.
Apologize for the trouble caused, specify through whose fault it occurred, what
measures you are going to take to ensure that this does not happen in future.

Letters of Advertisement

Theory
Read the information about the letters of advertisement and translate it into
English.

It is well-known that the basis of all trade is advertising. Therefore one of the
steps to establish strong business contacts is to exchange promotional materials to
give the fullest possible understanding of the products (information, services), which
can become the basis for future partnerships.

The most popular, easy and affordable means of advertising has always been
printed products — brochures, catalogues, flyers, press releases, etc. In such letters it
is desirable to show exquisite politeness.

These letters should appeal to the potential customer. They should: arouse
the reader’s attention; create desire to make use of your offer, convince him that
these products or services are the best ones for him, activate him to place an order.

Practice

Ex.1 Match the expressions from advertising letters from the left to their Russian
equivalents on the right.

1.We are attaching some information about... | A.Ilpuiarato HO/IIIHBKY C
uH(popMaIeil 0 HallluX HOBBIX ...

1. 1 enclose the description of... B.Al Tompko 4Yro BbICIAN Bam
OTACIBHBIM  TAKETOM HaII
CBEXXUH KaTaJIOl Ha ATOT I'0J1

2. 1 am enclosing a folder with|C.5 Oyny BbichuiaTh Bam Hamm
information on our new ... KaTaJOTH PETYISIPHO

3. Our new trade list will be available | D.ITpunaraercs caMbIi
in a week and we are making a note | mocieaHmii  TiepeYeHb  HaIIeH
to send you one as soon as it comes | HOBOI POAYKIIHK
off the press
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4. We would

products and services

like to draw your
attention to the attached press
release announcing the launch of...

E.C ynoBonbscTBHEM BhIILTI0 Bam
HalllM  €KEeMEeCSUHble 0030pHbIE
OpoUIIOPBI 10 HOBOM MPOIYKIIUU
Y TIOJIHBIN KaTajaor

5. Our new

a copy when it appears

catalogue  will
published soon, and | shall send you

F.Ilpunaraercs  nepeuyeHb ...,
BBINYCK(TIPOJAXy) KOTOPBIX MbI
BO300HOBIISIEM

6. As you requested, we are enclosing

a copy of our latest catalogue

G.Ilo Bameit npocb0e mpuiiaraem
OK3EMIUISIP HAIETO IOCIEIHETO
KaTaJjora

7. 1 am enclosing our price-list which
gives you some idea of the range of
areas we promote so that you can
see whether or not we could be of

service to you

H.Hai HOBBIN niepedyeHb TOBApOB
OyJIeT TOTOB Yepe3 HEJENI0, U Mbl
BbIIIEM Bam 3Kk3emIunap, Kak
TOJIBKO OH BBIMJET U3 [1I€YaTH

8. | have just sent you, by separate
mail, our recent catalogue for this

year

|.Xorenocs Obl oOpaTutTh Barie
BHUMAaHHE Ha  MpUJIaraeMbli
npecc-peian3,  KOTOPbIM MBI
U3BEIIAeM O Hallled MPOAYKIIUU U
yciyrax B 00J1acTH ...

9. I would be happy to send you both
our monthly descriptive brochures
on new products and our complete

catalogue

J.A mpunarato Ham npenuckypasr,
9T00Bl BBl CcMOrIM  TOMYy4YUTH
HEKOTOPOE MPEACTABIECHUE O TOM,
B KaKuX 00JacTsIX Mbl paboTaeM u
MOJKEM JIU MbI OBITH IMOJIE3HBIMU
s Bac

10.Enclosed you will find the latest

listing of our products

K.IIpuBogum
UH(OPMAIHIO O ...

HEKOTOPYIO

11.Enclosed is a backlist of... that we

are promoting

L.IIpunarato onucanue ...

12.1 will send you our catalogues on a

regular basis

M.Ham HOBBIM KaTajor BCKOpE
OyneT u3maH, WM s BBHIILUIIO Bam

OK3CMILIIAP,KaK TOJIBKO OH
IHOABUTCSA
General expressions of gratitude
1. We appreciate your cooperation A.Crmacubo0 3a  MOCTOSIHHYIO
MOAJIEPKKY
2. Thank you for your continued support | B.IToab3ysch clTydaeM,

6maromapro Bac 3a...

3. Thank you for your cooperation C.baarogapum Bac 3a
COTPYJHUYECTBO
4. Thank you for your interest in... D.Mbl OBl BBICOKO OIICHUJIU

Halle COTPYJIHUYECTBO
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5. May | take this opportunity to thank
you for ...

E.bnaronapum Bac 3a unTepec k

Concrete expressions of gratitude

1. May | thank you, once again, for giving me
the opportunity to ...

A.Xortemoce Obl TIpU TEPBOH
BO3MOXKHOCTH YCJBIIIIaTh OT Bac

KOMMCHTApUHU
2. Would you please let me have your | B.ITo3BoibTe ere pa3
comments at your earliest convenience 1100J1aro1apuTh Bac 3a
IMpCA0CTAaBJICHHYIO
BO3MOXHOCTHbG...
The offers of further assistance
1. Should you have any questions, feel free | AMbl He coMHEBaeMcs, 4YTO

to contact me at...

HaWJeM JOCTaTOYHBIM CIIPOC Ha
... B BallIeH CTpaHe

2. Please do not hesitate to write if you
require additional information

B.Mk=l paccMaTprBaeM Ty
JESITEILHOCTh KaK Ype3BbIYAHO
BOXHYIO HE TOJBKO B IUJIaHE
nepeayn TEXHOJIOTMA, HO U B
Jene  JalbHEMIIEro  pa3BUTHUA
B3aMMOIIOHUMAHHUS 51
COTPYJIHUYECTBA MEXIY HAIIUMU
CTpaHaMU

3. If you have any other questions, please
get in touch with ...

C.Ecmm y Bac mosBsTcs Kakue-
h07 (00 Ipyrue BOIIPOCHI,
CBSKUTECH, ITOKATYICTA, C ...

4. If you require further assistance, please
do not hesitate to write...

D. TIloxanyiicra, numure 0€3
KoJieOaHui,ecii ~ ToTpedyeTrcs
JIOTIOJTHUTEITbHAS HH(DOpMaIvsI

5. If you require further information, we
would be most pleased to supply it

E.Ecnu y Bac nosiBsiTcst Kakue-To
BOIIPOCHI, CPa3y K€ CBIKUTECH
CO MHOH...

6. We consider this activity as one of
extreme importance, not only to provide
technology transfer, but to further
understanding and cooperation between our
countries

F.Eciun Bam nmonagoOuTcs ot Hac
MOMOIIb, Cpa3y K€ COOOIIUTE
0e3 KoJIeOaHuii. ..

7. We have no doubt that we would find a | G.Ecim = Bam  moHamoOuTCst

satisfactory market for... in your country JOTIOJTHUTEIbHAS ~ WH(OpMAIIHS,
MBI 6y,[[eM CHACTJINBbBI (Vv
MMpcaOCTaBUTD

Conclusions expressing good will

1. | trust this to be to your satisfaction /I
hope that this is to your satisfaction

A4 nonarato, yto Bel ogo0punu
OBl 5Ty paboTy
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2. | trust that these arrangements meet with | B.Hanerocs, 4TO JaHHast

your approval uHpopManus OyaeT moJsie3Ha s
Bac

3. | hope that this information will be of | C.5I Bepro, uro »3T0 Bac

some assistance to you YIOBJIETBOPUT

Ex.2 Read the Circular letter from a large store informing customers of sale of
stocks at reduced prices.

Dear Sir or Madam,

On 1% June this year we are moving to larger and more modern premises at nos.
50-55 Oxford Street. Our business has grown so considerably in recent years that
we can no longer provide our customers with the service we are used to giving
them in our present building.

In view of this move we are selling off our entire stock at greatly reduced prices to
save us the trouble and expense of packing and removal.

Come and visit us any day next week. The sale will last for 7days only — less if
stocks are cleared sooner. This is an exceptional opportunity for you to obtain real
bargains: reductions range from 15% to 30%, while certain surplus lines will be
going at up to 50% off list prices.

Don’t miss this chance! Our doors open at 9 a.m. on Monday 20 May.

Sincerely yours,

Shop administration

Ex.3 Write a letter based on the following situation.

Introduce your company ‘“Vasha mebel” (220056, Minsk, Koshevogo st., 28,
tel./fax 172-27-66-01) as a leading manufacture of office furniture in Belarus. Your
company produces a wide range of furniture. Write an advertising letter to Mr
Sedov , a manager of exhibition department of the company “Rosexpo” (320016
Moscow , Komsomolskaya st., 27). Say if “Rosexpo” is interested in your goods
you are ready to participate in international exhibitions and show the latest models
of furniture. Enclose the leaflets with the letter.

Letters of Payment and Reminders

Theory
Read the information about letters of payment and reminders and translate it into
Russian.

97



Customers usually settle their accounts by cheque when payment is due,
according to the terms of payment. However some overlook the date and have to
be reminded of the amount outstanding. The first letter is written in a friendly tone,
as the delay may have been due to an oversight. When payment hasn’t been
received in reply to this reminder, the creditor will write again in a firmer tone. If
the debtor gives no reason of non-payment and sends no remittance, the last course

IS to use the services of collection agency or to take legal action.
There may be good reasons for a customer’s inability to pay. Where possible
he should at least make a part payment, and agree to settle the balance of his

account within a reasonable time.

Practice

Ex.1 Match the set phrases of the letters of payment and reminder with their

Russian equivalents.

bank, allowing part-shipment and
transshipment, and valid for 90
days from order date

Payment
1. Payment by irrevocable L/C | A.Omnata 1o  mpuKasy  IOCPEACTBOM
in US dollars to a United States | 6aHkoBCkOH  TpaTThl WJIM  YEKOM  Ha

AHTJIMHUCKUEN OaHK

2. Payment with order by
banker’s draft or check to a UK
bank

B.Bemumure, noxanyiicra, Ham cueT Ha 500
J0JUTapOB CO CPOKOM oruiatel 90 nHei

3. We have pleasure in
enclosing our check for $ 500

C.JInoitn3 6aHK MpUMET BaIll BEKCEIb

4. Payment is being made by
banker’s draft in settlement of
your invoice for $500

D.IlnaTtex  O€30T3bIBHBIM  AKKPEIUTHUBOM,
IIEUCTBUTENIBLHBIM B TedeHne 90 mHel oT JaThl
3aKasza, uyepe3 Jo00H aMepUKaHCKUM OaHK.
[Ipu 5TOM paspemnraercs yacTUYHas OTTpy3Ka
U TIepeBaJiKa (C OJTHOTO CyJIHA Ha JIPYyroe)

5. Lloyds Bank will accept your
draft

E.Mbl OTKpbLIM akkpeauTuB uepe3 Jlnonns
OaHK

6. We have opened Letter of
Credit (L/C) with Lloyds Bank

F.C y1oBOIBCTBHEM BKJIQ/IBIBAEM HAIIl Y€K HA
500 nonnapos

7. Please draw $500 on us at 90
day’s sight.

G.I[1naTex OyaeT mnpousBeieH OaHKOBCKUM
BEKCEJIEeM B TMOraiieHue Ballero cuera-
daktypsl Ha 500 goyIIIApOB

Reminders

1. May we again remind you
that this account is still overdue

A.IlpocuM pa3peunThb
OIUIaTy Balllero cueTa

HaM  3a/iepXkaTh
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2. According to our conditions
of sale, your remittance was due
on March 12

B. M1 HaACCMCs, 4YTO BbI IIOraCUTE OCTAaTOK
ITYTCM BBIIIIATBI CKCMCCSAYHBIX B3BHOCOB

3. It is no doubt through an

oversight on vyour part that
settlement is three  months
overdue

C. Mur qacTo HaltlOMHUHAJIU BaM 0)
HCOINIAYCHHOM CYCTC, HO HC IIOJIYYHJIN
OT BaC HM OTBCTA, HU IICPCBOJAa

4. We must insist on receiving
payment by 31st January; failing
this we shall be compelled to take
legal action

D. [lo3BonbTe emie pa3 HAOMHUTH BaM, YTO
3TOT CYET BCE EIIE HE OIUIaYeH

5. We have often reminded you
of the outstanding amount, but
have received no reply or
remittance from you

E. MBI HacTauBaeM Ha MOJYYEHUU ILIATEkKa
K 31 siHBapsl; €ciii 3TOro HE MPOU30MJIET,
TO MbI OyJIeM BBIHY>KJI€HbI OOpaTUTHCS B

cya

6. The recent devaluation of the
dollar has caused a setback in
business

F. [lo3BonpTE €mie pa3 HalOMHUTH Bam, 4TO
3TOT CYET BCE €IlIe HE OIJIa4eH

7. Would you allow me to
postpone settlement of your
account

G.Iloxanyiicta, BEpHUTE HaM TOJOBHHY
CyMMbl M TNOJNMWIIWTE  BJIOKCHHBIN
aKLIenT Ha OCTaTOK

8. Since you have always met
your obligations in the past, we
are prepared to allow you a
postponement of payment

H.Ham kakercs, 4To BBl 3a0BUIM TIOTacHThH
CBOM JIOJIT, CPOK KOTOPOTO MCTEK 3 Mecsiia
Ha3aJ, TaK KaK B IPOIUIOM BBl Bcer/a
BBITIOJTHSIIA CBOM 0O053aTEILCTBA, TO MBI
MOKEM  pa3pemmTh BaM  3a7epXkKaTh
OTuIaTy

9. Please send us half of the
amount by return, and sign the
enclosed acceptance for the
remainder

|. B cooTBercTBHM C YCJIOBUSIMU Halleu
CIEIKM Ball MEpeBOJ JIOJDKEH Obul
nocTynuth 12 mapra

10. We trust you will settle the
remainder by paying in monthly
instalments

J. Tlocnenusasa
IIpUBeIIa K
AKTUBHOCTH

JIeBaJIbLBAIIUS
CHIKCHHUIO

JoJiapa
bi (S (0):70)

Ex.2 Read the body of the letters where customer asks for monthly account terms

and the supplier’s positive reply.
A. Dear Sirs,

We have now been doing business with you for nearly a year and are pleased
to say that we are more than satisfied with the goods you have supplied.
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In the coming year we will probably place regular orders with you and our
present method of payment by letter of credit will become inconvenient. We would
also find a short credit of advantage to our trading capacity.

We would therefore like you to supply us on monthly account terms,
payment against statement within 30 days. You may refer to Messrs ... and Messrs
..., with whom we have credit accounts.

Yours faithfully

B. Dear Sirs,

Many thanks for your letter of ... in which you ask us to place you on
monthly account terms.

We are pleased to hear that you propose to increase your business with us
and are quite willing to comply with your request. The new arrangement will
operate immediately.

We look forward to serving you and are delighted to hear that you are
satisfied with the goods we have supplied.

Yours faithfully

Ex.3 Read the body of the letter where customer asks for time to pay.

Dear Sirs,

Your quarterly statement reached us yesterday and has been found correct.

As you know, we have always settled your account promptly and regret very much
that we now find it necessary to ask you for an extra few weeks in which to clear
the current liability.

Our difficulties are temporary and have been caused by the failure of the early fruit
crop here, on which many of our customers are dependent. We are confident of
being able to settle in full within 6-8 weeks.

We would appreciate it as a helpful gesture if you could grant us this concession.
Yours faithfully

Ex.4 Read the example of a reminder to a previously regular payer and the answer
to it.

Dear Sirs,

As we have always received your payments punctually, we are puzzled to have had
neither remittance nor report from you in connection with our current statement of
7 April.

We think you may not have received our letter containing the statement, as
settlement is now 4 weeks overdue. We are accordingly enclosing a copy of the
account to the amount of £... and you will no doubt give it your early attention.
Yours faithfully

Dear Sirs,
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We have received your letter of 23 July reminding us that your account was due for
payment on 31 July. We intended to clear this account by the end of last month,
but business has been slack in the fur trade, and our own customers have been very
slow in clearing their accounts. This has, of course, resulted in a temporary
liquidity problem for us.

Today we have sent you a cheque for £750, which we must ask you to accept on
account. We will send you a further sum in a fortnight’s time, and will clear the
balance outstanding by the end of September.

We are very sorry to have to keep you waiting, but hope you will realise that we
are doing everything we can under difficult circumstances.

Yours faithfully

Ex.5 As MBM Ltd have experienced very slack trade recently and have not been
able to dispose of the consignment, they write to Astor Distributors Inc., 120
Webster St., Oakland, California 94612, making a proposal for extended terms of
credit.

Ex.6 The invoice which Taylor & Co., London EC4, sent to Carsons Incorporated

was due to be paid by October 15™. On November 15 Taylor & Co. write to their
customers asking them to settle the overdue account.
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UNIT HI

Contracts and their Performance

Memoouueckoe obecneuernue
1.0OnopHblit KoHCTIEKT «KOHTpaKT»

Theory
Read the text about contracts.

A contract is a business agreement on work to be done, rates to be paid, goods to
be sold or bought. It is also a document embodying such an agreement. Contracts
are concluded either between companies in one and the same country, or
internationally, i.e. between organizations of different countries. In this book,
naturally, the latter' type of contracts is considered. Every international contract
has several standard parts which are obligatory. Most frequently these necessary
parts of the contract include the following: — legal addresses of the contracting
parties, — the subject matter of the contract, i.e., what this business agreement is
about; usually this also includes the total amount of money involved and the
denomination of goods bought or sold under the provision of this contract (or the
type of service agreed upon), — a more detailed description of goods: their price,
quality and quantity, packing and marking, etc., — the terms of delivery (the most
usual ones being F.O.B., F.O.R.,C.I.F.,.C.&F.,F.1.0.S., F.O. — the length of
duration of the contract, i.e. over what span of time the obligations arising out if it
are valid, — the terms and procedure of payment, banking details, — arbitration,
— claims and their settlement, — guarantee period (if any), — other conditions.
All contracts consist of clauses, which are numbered, and sometimes of subclauses,
and even of sub-subclauses as well. In the negotiations or correspondence one can
refer to the specific clause and subclause, e.g. "according to the clause 7.5. of the
contract number ... ", or "as specified by clause 5.4.3. of the present contract ... . It
quite often occurs that the performance of the contracts is not altogether smooth,
and that, one of' the parties to the contract believes that the other party is not
fulfilling its terms. In this case a letter of complaint will probably be sent,
containing a claim for damages, etc. This claim can either be settled amicably, or
else the dispute may be taken to the court of law, or, which is more common,
decided by arbitration. A special clause in contracts is usually devoted to the
matters of arbitration. It is often stipulated that in case of arbitration each party
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should appoint its arbitrator, and, if the two arbitrators cannot agree, they have to
appoint an umpire, whose decision (award) is final and binding upon both parties.
Some contracts stipulate that all disputes and differences should be settled by
arbitration in a third country, while some other contracts provide for an arbitration
in the country of the respondent party.

Notes: The terms of delivery most commonly employed in international trade are

the following. F. O. B., FOB (Free on Board). In many respects this type of
delivery is opposite to C. I. F. and C. A. F. In the case of a F. O. B. delivery the
Shipper is usually responsible only for the delivery of the goods on board the
vessel. When the goods are loaded, the Shipper’s responsibility is over. So, to look
at it the Charterer’s way, the loading for him is free. Under this type of delivery
terms freight is usually not prepaid, but collect. F. O. R. (Free on Rail). The Sellers
pay all charges up to and including the placing of the goods on a railway train. C. I.
F., CIF (Cost, Insurance, Freight). When this type of delivery is employed, the
Buyer pays not only for the goods themselves, but for their transportation (freight),
and also insures the goods. Freight is usually prepaid. C. & F., C. A. F., CAF (Cost
and Freight). This is analogous to the previous, with the exeption of insurance. F. I.
O. S., FIOS (Free in and out Stowed). Stowing the vessel in the port of loading,
and unstowing it in the port of discharge is not included in freight (is free). F. O.,
FO (Free out). Everything until the ship is out of the port is the responsibility of
one party (usually the Shipper), while afterwards it is the responsibility of another
party (usually, the Charterer).

Practice
Ex.1 Give verbs corresponding to the following nouns. Translate them.

performance, difference, agreement, provision, organization, denomination,
description.

Ex.2 Match the following words with those opposite in meaning given below.

agreement, the same, obligatory, to appoint, total, to dispute, final, to include, to
involve.

(initial, to exclude, to omit, different, optional, conflict, to dismiss, to agree,
partial).

Ex.3 Match the following words with those close in meaning given below.
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clause, damage, to stipulate, to fulfil, necessary, claim, conditions, to dispute,
probably, contract, amount, total, obligation, obligatory.

(demand, terms, most likely, agreement, settlement, quantity, to specify, whole,
needed, to execute, harm, article, to debate, liability, binding).

Ex.4 Suggest the English for:

TPETEUCKUI Cyibs, TpeOOBaHUSA O BO3MEUICHUH yOBITKOB, OTBETYUK, TUCbMEHHAS
xanoba (peKIamMalioHHOE MHCHbMO), OTPE30K BPEMEHH, MO yCIOBUSM KOHTPAKTa,
IOpUJINYECKUE aJpeca CTOPOH, CTaThs (IYHKT), CPOK JEWUCTBUS, MOAMYHKT,
npeaIMeT KOHTPAKTa, 3aKJI0YUTh KOHTPAKT, HAUMEHOBAaHUE TOBAPOB.

Ex.5 Complete the following sentences using the information from the text. Try to
reproduce them orally.

1. Every international contract has several standard parts... 2. All contracts consist
of clauses which are numbered, and sometimes of subclauses... 3. In this case a
letter of complaint will probably be sent, containing... 4. A special clause in
contracts is usually devoted to the... 5. This commission consists of fifteen
members appointed by...

Ex.6 Translate into English.

1. Kaxnaplii MeXTyHapOAHBIM KOHTPAKT COJEPKUT HECKOJIBKO OO0s3aTEIbHBIX
paznenos. 2. FOpuauyeckne aapeca 3aKII0YAIONIMX KOHTPAKT CTOPOH COCTABJISIIOT
onuH u3 HUX. 3. KoHTpakThl cocTosT u3 cratedl. 4. CTaThll KOHTPAKTa OOBIYHO
HyMmepyroTed. 5. IHorna oiHa U3 CTOPOH MOJKET CYMTaTh, 4TO Apyras CTOpOHA He
BBITIOJIHSIET YCJIIOBUM KOHTpakTa. 6. B Takux ciydasx NUIIYT PEeKIaMallMOHHOE
nucbmo. 7. IluceMo, Kak TIpaBWIO, COJEPKUT TpeOOBaHHE O BO3MEIIEHUU
yObITKOB. 8. Takue cropskl pa3pelarTcsi TPETEHCKUM CYJIOM B TPEThEH CTpaHe.

Ex.7 Speak about

1) the form and content of a contract. 2) the way differences between the
contracting parties are settled.

Ex.8 Read the contract and translate it into Russian.

Continental Equipment Plc, Brighton, England, hereinafter referred to as ‘the
Seller’, on the one part, and TST Systems Ltd., Moscow, Russia, hereinafter
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referred to as ‘the Buyer’, on the other part, have concluded the present Contract as
follows:

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 Appendix 1 being an integral part
of this Contract.

2. Prices and Total Value of the Contract
2.1. The Total Contract Value is as follows:

Equipment and engineering FOB U.K. port + documentation £
Supervision, start-up and training £

Spare and wear parts £

Freight £

Total price CIF Moscow .

Discount £

Total Contract Value

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

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

3. Time of Delivery

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

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

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 City
Bank, London, for hundred per cent (100%) of the total contract value. The Letter
of Credit is to be valid for three (3) months.
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4.2. Payment from this Letter of Credit at the rate of hundred per cent (100%) of
the total contract value is to be effected in GB pounds against the following
shipping documents:

4.2.1. Original Bill of Lading issued in the name of the Buyer, destination
Moscow, Russia.

4.2.2.Shipping Specification.
4.2.3.Certificate of Quality.
4.2 .4 .Certificate of Origin.
4.2.5.Packing List.
4.2.6.Insurance Policy.

5. Technical Documentation

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

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

6. Guarantee of the Quality of the Equipment.

6.1. The guarantee period is 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.

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

7. Packing

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

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

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

resulting from inadequate packing of the equipment.
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8. Marking

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

Contract No.

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

Railway Station/Destination: Moscow
Container No.:

Gross weight: kg

Net weight: kg

Case dimensions in cm (length x width x height)

8.2. If a case requires special handling it should bear additional marks: ‘Fragile’,
“Top’ or ‘This side up’, etc.

9. Shipping Instructions and Notifications

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

10. Insurance

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

11. Sanctions

11.1. In the event of delay in delivery of the equipment the Seller is to pay the
Buyer a penalty at the rate of 1.0% of the total contract value for every week of
delay. However, the total amount of penalty for delay in delivery is not to exceed
10% of the total contract value.

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

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,
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earthquake and if these circumstances have had a direct damaging effect on the
execution of the present Contract.

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

13. Arbitration

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

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

14. Other Terms

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

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

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

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

15. Legal Addresses of the Parties

SELLER: Continental Equipment Plc 9 North Road Brighton BN1 5 JF England
for and on behalf of the Seller

Alfred Rogers

Chairman

BUYER: TST Systems Ltd. P.O.Box 171 Moscow 253100 Russia

for and on behalf of the Buyer

108



Buxkrop Kiimmenko
Commercial Director

Ex.9 Translate the following part of the contract into Russian and answer the
questions after it.

The Seller will take care of, and bear all the expenses connected with,
obtaining the necessary licence for exporting the goods under the present Contract
from the Port of Origin to Russia.

Not later than a month from the effective date of the Contract, the Seller is to
advise the Buyer if the export licence has been granted or is not required.

If the Seller is unable to obtain the export licence and the Buyer is unable to
obtain the import licence within the time stipulated above, or the export/import
licence is revoked by the appropriate authorities of the Seller’s/Buyer’s country
before the deliveries are completed, the Seller/Buyer will have the right to cancel
the Contract wholly or partially.

a) Who is supposed to obtain the export/import licence?
b) What right will the parties exercise if the appropriate authorities revoke
the import/export licence?

Ex.10 Translate the following contract into English.

JOI'OBOP KVYIUIN-ITPOJAXHU

r.MuHCK

000 " ", B jule YHOpaBJsgroLIero :
roga N
, HMMeHyemoe B nanpHeumiem IIpomaBen, ¢ OIHOM CTOPOHBI, U

" "

JICI\/’ICTBYIOHICFO Ha OCHOBaHHH OJOBCPCHHOCTU OT

, B JIMIE

, JCUCTBYIOIIEH(r0) HAa OCHOBaHUU ,
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MMeHyeMoe B ganpHenmeM [lokymarenb, ¢ JApyrol CTOPOHBI, 3aKIIOYNIIN
HACTOAIIMUHK [J0roBOp 0 ClIeAyIOIIEM:

[. TIPEAMET JOTI'OBOPA

1.1. IIpomaBen mpomaer, a Iloxkynatens Ha ycnoBUsX Hacrtosuiero JloroBopa
MOKYIIAeT ciaenyromuit Tosap:

HanmenoBanne KonauuecTBo mT.

Croumocts 0e3 HIC

HAC (18%)

Croumocts ¢ HAC 1 2 UTOI'O

1.2. HWroro mpojaroTcs MarepuaibHble IIEHHOCTM Ha OOLIyI0 CyMMY

Oenopycckuil pyosiei, B TOM

yuciae HIC
oenopycckux pyoseit. 1.3. ToBap mpuoOpetaercs ajisi COOCTBEHHBIX HYX. 1.4.

Omnara IlokymareneM MPOU3BOJUTCS B TECUCHHHM TPEX THEH CO JIHS TOJAMMCAHUS
HACTOSAIIETO0 JOToBOpa OE3HAJMYHBIM ITyTeM Ha pacueTHbd cuer IlpomaBia B
OaHKe.

II. OBA3ATEJIbCTBA CTOPOH

2.1. IIponagen; o6s3yercs: 2.1.1. Ilepenars [lokymnarento ToBap, yKa3aHHbBIN B II.
1.1 Hacrosmero 1oroBopa, B TEUEHUH IISATU JTHEW CO JHS MOCTYIUICHUS AEHEXKHBIX
cpenctB Ha pacyeTHbld cuer IIpomaBma. 2.2. Ilokynartennr o6s3yercs: 2.2.1.
OnnaTuThk TOBap, yka3aHHbIH B 11. 1.1 HacTosero Jlorosopa.

2.2.2. 3a OJIHOCTOPOHHHMH OTKa3 OT MCIIOJHEHHUS CBOUX 0053aTEIbCTB,
MPEIYCMOTPEHHBIX HACTOSIIUM JoroBopam, [lokymarens yrutauuBaeT I[lponmaBiry
mTpad B paszMepe  TMPOIEHTOB OT CyMMBI JIOrOBOpa yKazaHHOM 1. 1.2
HACTOSIIETO IOTOBOPA.

[II. PASPEIIEHHME CIIOPOB

3.1. Bce cnopel U pa3HoOrjacus, KOTOPbIE MOTYT BO3HMKAaTh W3 HACTOSLIETO
JloroBopa miM B CBSI3U C HHUM, CTOPOHBI OYyAyT MBITaTbCA Pa3pelIUTh IYTEM
neperoBopos. 3.2. B ciydae, ecii CTOpOHBI HE MPUIYT K COTJIALIEHUIO, CIOPBI
paspemiarorcss B CyleOHOM TIOPSJKE B COOTBETCTBUM C JIEHCTBYIOLIUM
3aKOHOJaTeNbCTBOM PecniyOnuku benapychs.

IV. CPOK JEMCTBUS JOI'OBOPA
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4.1. JloroBop BCTyHaeT B CHJIy C MOMEHTA MOJNKUCAHUS U JAEHUCTBYET 1O MOMEHTa
UCIIOJIHEHUSI CTOPOHAMHM CBOMX oOsi3aHHOcTed. 4.2. JloroBop MOXeT ObITh
pPacTOPTHYT IO B3aUMHOMY COTJIACHIO CTOPOH.

V. JOITOJIHUTEJIBHBIE YCIJIOBUA

5.1. JIoroBop COCTaBJIEH B ABYX 3K3EMIUIAPAX, UMEIOIIMX OJWHAKOBYIO CHILY, IO
OJTHOMY 3K3EMILISPY JJIs KaXA0M U3 CTOPOH.

5.2. Cnopsl, BBITEKAIOIME W3 HACTOSIIETO JOTOBOPA, PacCMaTPUBAIOTCS
X0341iCTBEHHBIM CY/I0M B COOTBETCTBUH C M10/IBEIOMCTBEHHOCTBIO YCTAHOBICHHON

3aKOHOJaTeIbCTBOM PecniyOnuku benapyce.
5.3.

VI. AIPECA U PEKBU3UTHI CTOPOH

TTPOJIABEILT: MTOKVIIATEJIb: 000

[Iponasen [Toxynarenb

Transport Documents, Bills of Lading
Theory

Read the text.

The main transport documents are: the Railway Bill (for the transportation by the
railroad), the Airfreight Bill (for air transportation), the Autoway Bill (for auto
transport) and the Bill of Lading (B/L) (for sea transportation). All these
documents have much in common so there is no point in discussing all of them. It
would be more useful to discuss in detail the main sea transportation document, i.e.
the Bill of Lading, since the most voluminous international trade is still carried out
by sea — be it in terms of the sheer bulk of the goods, or their cost. The transport
of goods between two countries is organizeid by forwarding agents (shipping
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agents) who send the goods to destination either after warehousing9 or directly.
The forwarding agent undertakes the collection of smaller consignment into
collective consignment (consolidated cargo), he sees to reforwarding or redirection
of goods, their transhipment, insurance and customs-clearance. He gives on request
information as to the freight rates, port dues (dock dues), insurance rates, etc. For
the announcement of goods to be shipped a shipping note must be sent by the
forwarder (on behalf of the shipper) to a dock company or to the captain of the
ship. The shipping note contains the request to transport the goods to a certain port
of destination. Then, the goods are loaded on board the vessel, after which the
forwarder is given the mate's receipt certifying that the goods have been taken on
board the ship. It may be a "clean receipt” if the packing is in good order or a "foul
receipt” if the packing of the goods leaves anything to be desired. Then the Bill of
Lading is made out. It is the contract by which the shipowner agrees to convey the
shipper's cargo to the place of destination and to hand it over to the addressee in
the port of discharge. The Bill of Lading is made out in several stamped originals
(usually three) and a number of unstamped copies (up to twenty five). In the port
of destination only the holder of the Bill of Lading (which is sent either by air-mail
or by ship's mail) is entitled to receive the goods.

In any Bill of Lading the following details should be stated: B/L Number,
Reference Number (Shippers' Reference), the names of the shipper and the
consignee, the name, flag and shipowners of the vessel, the port of loading and
discharge, the description of goods, the marks and numbers, the place and date of
issue, freight particulars and he terms, of delivery.

Practice
Ex.1 Suggest the English for:

psiA  HEOTIUTAMIIOBAHHBIX KOIMUH, IMOPT Ha3HA4YCHMs, aBMAIlOYTOM, IepenaTh
azpecary, TPaHCIOPTHPOBATh (IIEPEBO3UTH) TPy3, MPUHATH TOBAPHI HA OOPT, MOPT
pas3rpy3Ku; CBEACHMS, KacalolIiecs MOPTOBBIX COOPOB; OOCYAUTH B JETANSX, MOPT
HOTpYy3KH, MepenaTh ajapecary, UMEHa Ipy300TIpaBUTENS W TPy30INOJIydaTels,
OCTaBIISITh JKEJATh JIYYIIEr0, COCTABUTh JJOKYMEHT, TOPTOBJISI BEJETCS MO MOPIO, C
TOYKM 3peHus ( B CMbICIIe), ObLIO OBI MOJIE3HEE.

Ex.2 Match the following words with those opposite in meaning given below.
consignee, to load, direclly, the port of dischage, clean receipt, copy, stamped
originals, addressee, certain, order, useful, smaller, receive, packing, to agree.
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(port of loading, indirectly, unstamped originals shipper, foul receipt, useless,
bigger, to give, unpacking, to discharge, disorder, disagree, an original, sender,
uncertain)

Ex.3 Match the following words with those close in meaning given below.

clearance, useful, main, detail, goods, bulk, consignment, load, to convey, to
transport, terms, destination, to send, to desire, to receive, date.

(conditions, to get, to wish, a point in time, to forward, to ship, cargo, freight,
volume, commodities, chief, particular, helpful, permission, to transport,
terminus).

Ex.4 Translate into English.

1. DT 1OKyMEHThI UMEIOT MHOTO 0011ero. 2. CaMblil 00JIbIION 00bEM TIEPEBO3OK

MPOU3BOIUTCS MOPCKUM IyTeM. 3. DKCHEAMPYIOIINE OPraHU3allid OTIPABISIOT
Ipy3 K MECTy Ha3HaueHus. 4. DKCHEeNUpYIollas OpraHu3alus aeT CBEICHUS O
cTaBKax (ppaxTa, MOPTOBBIX COOpax M CTPaxoBbIX cTaBKax. 5. OTrpy3odHoe
HOpPYUYEHUE COJAEPKUT MPOCHOY O TPAHCIIOPTUPOBKE TOBAPOB B MOPT HA3HAUEHUSI.
6. UltypmaHcKas paclnucka yAOCTOBEpsSeT TOT (akT, YTO TOBaphl OBLIH
Horpy>keHpl Ha OopT. 7. 3aTeM COCTaBJIs€TCS TpPAHCHOPTHAs HAaKJIAJHAs
(koHocameHT). 8. TonbKO Biazesel KOHOCAMEHTa UMEET MPaBo MOJYyYUTh TOBAPHI
B TIOPTY HAa3HAYCHUS.

Ex.5 Read carefully and translate the following dialogue.
Telephone Conversation

Cart.- John Cartwright.

K. - Hello, John. This is Victor Klimov, from Moscow.
Cart. - Hello, Victor. Any problems?

K. - Yes, Did you receive our fax yesterday?
Cart. - Yes. we did.

K. - Id like to know your reaction to it.
Cart. - We've carefully studied your complaints, Victor. You're perfectly correct as

to the short-delivery. Items 2.5 and 2,6 lacked in the consignment of equipment we
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sent you. It was overlooked by our controller. We apologize for the oversight. It
won't happen again.

K. - When will you send us these parts?

Cart. - This week. By air. We'll also send you some documents to facilitate
customs clearance at your end.

K. - Fine. But what about the packaging? The cover of one of the containers was
badly damaged. The equipment in this container was damaged a little too.

Cart. - It wasn't our fault, Victor. The equipment was packed in the required way.
You should take this up with the captain of the ship.

K. - We've already done it, John. He believes that your packing is to blame.

Cart. - | must disagree totally with him- Perhaps you should have been firmer in
dealing with him.

K. - Let's come back to this matter in a couple of days, John, I'll try to discuss it
with the shipowners. But there is one more problem: the three-week delay in
delivery of the equipment. We suffered some losses through this delay. I'd like to
remind you that according to the sanctions clause of our contract we have the right
to claim compensation.

Cart. - I'm afraid you haven't that right, Victor. This delay was caused by a strike in
the Brighton port. We consider this strike to be a force majeure circumstance that
had a direct effect on the execution of our labilities. We did our best to meet the
deadline.

K. - | don't agree, John. English ports are often hit by strikes. You were able to
foresee this complication. Moreover, to meet the deadline you could have delivered
the equipment to other port.

Cart. - We couldn't have done it owing to circumstances outside our control.

K. - If we don't reach mutual understanding, our company will have to go through
arbitration procedures.

Cart. - There's no need to get aggressive, Victor. There will be a meeting of our
top executives at Il o'clock where your claim will be on the agenda. I'll try to settle
it and ring you back after the meeting.
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K. - All right. I'm waiting for your call. John.
Cart. - Bye, Victor.

EX.6 Scan the text of the dialogue to be able to answer the following questions.

1. What problems does Victor Klimov come out with in his telephone call? 2.
How was the problem of short delivery solved? 3. Did Mr Cartwright admit the
fact that his firm was to blame for faulty packaging? 4. How did Mr Cartwright
explain the fact of the there day delay in the delivery of the equipment? 5. How did
V. Klimov disprove Mr Cartwight’s arguments? 6. What measures does V.
Klimov’s firm intend to take? 7. How does Mr Cartwright hope to finally settle the
problem of the delay in delivery?

Ex.7 Make an outline of the dialogue.

Ex.8 Make a brief summary of the text of the dialogue.

Discussing tests and Packing
Practice

Ex.1 Read the dialogue

Mr Borisov was favourably impressed by the technical specifications of the pumps.
During his first meeting with Mr Fox they discussed the terms of delivery and a
possible quantity discount. When the two businessmen met again the following
conversation took place.

Borisov: Mr Fox, | want to clarify the question of inspection and test first. Since
this 1s going to be our trial order, we’d like our inspectors to be present at the tests.

Fox: Naturally. We’ll send you our Notification of Readiness for the Test well in
advance.

Borisov: We’d like it to be sent at least 20 days before the date of the test.

Fox: Why so early?
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Borisov: You know, in the past we had some troubles when Notifications were
delayed and as a result our inspectors couldn’t arrive at the plant in due time.

Fox: | see. In that case the contract will stipulate your requirement. But | can
guarantee that we won’t let you down. On our part, we expect a Release Note for
Shipment to be signed immediately after the tests are carried out and a Test Report
Is submitted. Otherwise we won’t be albe to arrange shipment of the goods on
time.

Borisov: Our inspectors will do that by all means if the results of the tests are
satisfactory.

Fox: Thank you.

Borisov: There is another point I’d like to bring up, Mr Fox. What kind of packing
do you use?

Fox: Oh, we pay special attention to this matter. Our goods need seaproof packing.
So generally some parts are wrapped up in polythene and the whole units are then
put into wooden boxes or crates.

Borisov: | hope this ensures their safe delivery, doesn’t it?

Fox: Of course, it does. We do our best to satisfy our customers and make our
product really competitive and attractive for overseas markets.

Borisov: Thank you, Mr Fox. I think we’ve settled all problems. Will it be possible
for us to meet tomorrow morning and sign the contract?

Fox: That will be fine.
Ex.2 Speak about:

A. 1. the documents which were enclosed with the offer;
2. the price and the terms of payment and delivery on which the goods were
offered to Rossimport;
3. the terms on which the spare parts were offered to the Russian firm;
B. 1. Mr Fox and Mr Borisov’s discussion of inspection and test;
2. the kind of packing the company uses for the pumps.

Ex.3 Think and answer:

A. 1. What information was there in the documents which were enclosed with
the offer?
2. Why did the Buyer ask the company to quote for the spare parts?
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Bank Documents
Practice

Ex.1 Study vocabulary:

a commercial bank — komMepueckuii 0ank , @ merchant bank — Toprossrii 0ank, to
open an account — oTKpeITH cueT, a current / deposit / savings account — texymuii /
JICTIO3UTHBIN / cOeperaTenbHbBIN cueT , & Specimen signature — obpasert monucH , a
balance — cocrosiHue cuera , a transaction — omepanus a cheque / Eurocheque /
traveller's cheque — dek / eBpouek / mopoxHbidi yek, a cheque card — yekoBas
KapTouka , cash card — aeHexHas Kaprouka (ISl MOJydeHUS HAJIWYHBIX U3
aBTOoMara) , cash dispenser — 6ankomar , a credit card — kpeauTHas kapTouka , to
honour a cheque — oruraunBate vek, to cancel a cheque — anHynIHpoBaTh Yek , t0
stop a cheque — mpuocTaHOBaTh IJIATEXK MO ueKy , a paying-in / withdrawal /
transfer slip — npuxonansiii opaep / pacxoaHblit opaep / pacnucka B MONTyYCHUH
JIeHe)KHOro mepeBoma , notice of withdrawal — yBemomienne BkIaguuka o
HaAMEPECHUHU CHATH CPEJICTBA CO CPOUYHOro BKiana , a counterfoil — kopemoxk (ueka
WJIM KBUTAHIIMHK) , @ cashier — kaccup , a guarantor — rapanT, mopy4urens , a loan —
ccyna, kpexut , an overdraft / O/D— osepapadr (cymma, moiaydaemasi cBepx
ocraTka Ha cyete), t0 overdraw — mpeBbIIaTh OCTATOK cuera B OaHke , interest —
npolleHTHas cTaBka, Base Rate — craBka pedunancupoBanus , inflation —
undssius , bank charges — 6aHkoBCKHEe KOMHCCHOHHBIE IIaTexu , Ccredit status —
KpeIuTHass UCTOpus, ImiatexecrnocooHocTs , a bill of exchange — mepeBonHoi
Bekcenb (Tparra) , a drawer — Bekcenematenb (Tpaccant) , a drawee —
Bekcenenepxkarenb (tpaccar) , a sight draft / bill — tparra / Bekcems 10
BocTpeOoBanus , documents against payment (D/P) — nmoxkymMeHTBI HpOTHB
HaJIMYHOTO pacdera , documents against acceptance (D/A) — NOKyMEHTBI TIPOTHB
aknenra , to discount a bill — yuuteiBaTh Bekcenr , to endorse a bill —
uHpoccupoBath Bekcenb , a dishonoured bill — omporecroBanubIii Bekcedas , 10
protest a bill — ompoTtecroBaTh Bekcens , a letter of credit (L/C) — akkpeautus , a
revocable / irrevocable letter of credit — oT3biBHBIN / 0€30T3BIBHBIN aKKPEAUTHUB |
commission — KkoMmuCcCHOHHBIH cOop , standing order — goaroBpeMeHHOE
nopy4yeHue 0aHky

Ex.2 Read the letter

Rossimport 2 December 200...
Moscow, Russia.
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Dear Sirs,

We are pleased to advise you that we have in stock the acrylic sheets (akpun B
aucTax) you are interested in. We can quote for about 500 acrylic sheets which will
be wrapped up in special paper in accordance with your requirements. The price is
£... per square meter FOB UK port. The goods can be offered for prompt delivery.
Payment is to be made by a L/C which is to be opened within two weeks of receipt
of Bill of Lading, Invoice and Packing List*. You will realize that we quote a
lower price than our competitors. Therefore our offer gives you an extremely
favourable opportunity to obtain supplies of high quality at a very attractive price.
If you are interested in purchasing our goods we shall need your order immediately
as it is expected these supplies will not be available on the market at the above
price for very long. We look forward to hearing from you.

Yours faithfully,
Brown&Co.

b) Speak about:

1. the terms of payment and delivery on which the company offered to deliver their
goods; 2. the price which the company quoted for the acrylic sheets; 3. the kind of
packing the company offered to use.

¢) Think and answer.

1. Can the terms of the company be considered favourable or not? Why? 2. Why
did the Seller believe that the Rossimport people knew the prices of other
companies for similar goods? 3. Why did the company expect the price for the
acrylic sheets to be revised soon?

Ex.3 Read the letter.
Rossimport
Dear Sirs,

Further to your telephone enquiry for pumps we are pleased to submit our
quotation for the above units. We are also enclosing leaflets which give the full
details of the performance of the pumps. The pumps will of course be tested at our
plant and a Notification of Readiness will be sent in due time.
Price: The price is £ ... per unit which includes packing. The prices will be valid
within 60 days from the date of this letter. We have the right to quote for an order
which is received after the 60 days’ period at the prices which are valid then.
Payment: Payment is to be made by a Letter of Credit against shipping documents.
Packing: The goods will be packed in accordance with our standard export packing
118



methods. Delivery: The pumps we are offering you will be ready for shipment not
later than 20 days of receipt of your order. We shall do our best to ship them in
accordance with our programme. We look forward to receiving your further
instructions in the near future.

Yours faithfully,

on behalf of Green&Co.

G. Drane

Export Sales Manager

b) Summarize the letter.
¢) Think and answer.

1. Were the Buyers going to place the first order with the company or had they
placed orders with them previously? Why do you think so? 2. Why will it be
necessary to make tests of the pumps at the Seller’s plant? 3. Why did the company
have the right to revise the prices for orders which would be received after a 60
days’ period?

Ex.4 Give extensive answers.

1. What information is included in specifications? In what cases do the Sellers
enclose specifications with offers?

2. What kind of document is a Bill of Lading? Why is it very important? 3. What
does the validity period of an offer mean? 4. When is it necessary for the Buyer’s
inspectors to be present at the tests at the Seller’s plant? 5. When can tests be
carried out without the Buyer’s inspectors? 6. What kind of document is a
Notification of Readiness for Tests? Why is it to be sent to the Buyer in advance?
7. What kind of document is a Test Report? 8. What kind of document is a Release
Note for Shipment? Why are the Sellers interested in getting a Release Note for
Shipment without delay? 9. Why do the Sellers always have to pay special
attention to packing?

Ex.5 Give your viewpoints.

1. Packing of goods is very important for successful trade. 2. In most cases the
Sellers have to carry out repeat tests.

Ex.6 Speak on the topics.
1. The offer you received last.

2. Discussing the matters of test and packing during the talks.
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International massages

Practice

Ex.1 Read the fax from Lynch & Co. They received a damaged
consignment and were told by their supplier, Mr Causio of Satex, to
return it.
F. Lynch & Co. Ltd.
(Head Office). Nesson House. Newell Street, Birmingham B3 3EL
Telephone: 021-2366571 Telex: 341641
Fax transmission
Message for: D Causio From: L. Crane
Address: Satex S.A., Via di Pietra Papa, 00146 Roma
Date: 19" September 20—
Fax number: (06)4815473

Dear Mr. Causio,

This is an urgent request for a consignment to replace the damaged
delivery which we received, and about which you have already been
informed.

Please airfreight the following items:

Cat.no. Quantity
RN30 50

AG20 70

26 100

The damaged consignment will be returned to you on receipt of the
replacement.

Yours sincerely,
L.Crane

L. Crane

Chief Buyer

Ex.2 Read the faxed memorandum to the staff of a company that is
about to be taken over.

Note! In this case, it is essential to explain exactly what is
happening and what is going to happen, as employees will naturally
want to know about their job security. Notice how the main points are
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carefully laid out. Employees are also encouraged to ask questions to
supervisors and union representatives.

MEMO FAX BEDIX CALCULATORS Ltd

Fax: 0719406668 Bedix House. Richmond, Surrey TW9
1DW

To: All employees in all branches Date  21™ October 201

From: J.L. Bedix, Director Subject:  Control of  Bedix
Calculators

by
Prendall Industries

You are probably aware from reports in the press that Bedix Calculators
has been taken over by Prendall Industries and is now part of the
Prendall group of companies.

Details of the take-over and how it will affect employees will be sent to
everyone before the end of the week. However, this memo is being
circulated to reassure you of the following:

1. There will be no redundancies as a result of the take-over, although
there will be some reorganization.

2. Reorganization will take place over the next year as Prendall intend to
expand Bedix Calculators’ production so that it will become a major
electronic component supplier to their own industries.

3. Salaries and wages will not be affected.

4. Management positions will not be affected, although Organization
and Management Consultants will be looking at our methods of
production with a view to improving efficiency.

5. Bedix Calculators will retain its own name and identity and fulfil all
contracts and obligations it was committed to the take-over.

The Board of Directors, management, and Union representatives of
Bedix Calculators have already met with Mr Prendall, who has given us
the above undertakings both verbally and in writing. However, if you
wish to ask your supervisors or Union representatives about anything
regarding the new situation, please do so, and | am sure they will clear
up any doubts or misgivings that you might have.

Y. L. Dedix
J.L. Bedix

Director
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Ex.3 Write a fax to a business associate in London, telling him that you
cannot catch the aircraft he is expecting you on. Inform him that you
will be arriving on Scandinavian Airlines System flight SK 511, landing
at Heathrow Airport, London, at 10.15 on 27 July. Apologize for the
inconvenience this last-minute change involves.

Ex.4 You have to go to a meeting with some suppliers next Monday.
Write an e-mail (40-50 words) to an assistant:

a) explaining why you will be absent from the office; b) saying
well and how long you will be away; c) requesting her to deal with
customers while you are away.

Ex.5 Read the following e-mail. In most lines there is one wrong word.
Cross out the wrong word and write the correct one. If you think the line
IS correct, put a tick (/).

To: Frank Lenz Cc (copies): Marina Laport

Subject: Upgrading our website

Hello, Frank

Recently we company sales have been increasing quite rapidly here in |1
Europe, and for a result of our website, we are receiving enquiries from |2
customers in another parts of the world as well. These represent a |3
business opportunity what we ought to take advantage of. 4
We discuss this question at a meeting of the marketing personnel |5
yesterday, and decided that we should set off a facility for online sales. |6
We also decided that our website should be available in other languages |7
apart of English and French. We thought that it should also be translated |8
into Spanish and Chinese. 9
Could it be possible for you to upgrade our website in the ways | have |10
suggested, and could you give me a quotation for how much it would |11

cost to carry on this work? 12
If you require further informations, please call me on 964 538729 (direct |13
line).

Best wishes

Nicole Crete
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Ex.6 Read the following text about spam (direct mail using the Internet)
and write one word in each space.

SPAM

Spam is not a new problem. It was identified 20 years (1) but it is
getting worse. While in the traditional Internet culture practically
everyone agreed (2) was wrong, now some people (3) to think that it is a
good idea, especially (4) a tool for business. They are wrong: it is not
doing (5) good for business online. Some large companies now are quite
concerned (6) the flood of spam that (7) interfering with their e-mail and
confusing their organisation. (8) have been several attempts to stop
spamming, or at least reduce it, but (9) far they have failed. Some
authorities (including the European Union) have acknowledged the
problem, but with (10) practical results. Laws are likely to do more harm
(11) good. They could interfere with Net freedom, create unnecessary
bureaucracy, while leaving (12) spam problems unsolved.
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IMPUMEPHBIE 3AJIAHUSI K OBSI3ATEJIBHOM
KOHTPOJIbHOM PABOTE

3aganmue 1.

Supply the right word or word combination.

1. Fairs and exhibitions ... under
various...

2. Our products ... into... last year.

3. They sell their goods at the ... of 70
dollars.

4. This architectural masterpiece ...in
18"...

5. They have just started ... the price
problem during ...

6. We should discuss this this matter...

Are held, were introduced, in detail, price, was built, century, to settle, mottoes,

the talks, the world market.

Supply the right word or word combination.

1. You should discuss the matter... as
soon...

2. Our products ... to many countries of
the...

3. They sell their goods at the ... of 20
dollars.

4. You should reserve ... at the hotel ...

5. They have just started ... the price
problem during ...

6. The Buyer required the ... by the end
of the week.

The delivery of goods, in detail, as possible, export, world, price, accommodation,

to settle, the talks, in advance

Supply the right word or word combination.

1. TV programs keep people ... about

2. The company is ... in the ... of
Brown and Co.

3. They sell their goods at the ... of 40
dollars.

4. Our machines are of high ...and they
are in....

5. They have just started ... a new
model of ....

6. You should introduce some ...into the
model.
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Informed, producing, quality, equipment, machines, interested, price,
modifications, demand, the latest achievements

3ananmue 2.
Supply the correct prepositions.

1. News... (at, on, in) the radio is broadcast... (in, at, with) regular intervals during
the whole day.

2. We thank you for your enquiry... (at, of, on) the 23rd March... (at, for, of)
pumps with delivery... (in, at, on) June.

3. Television programs keep people informed... (of, about, on) the latest
achievements... (at, in, under) different fields.

4. Further ... (to, of, during) our discussions we would be grateful ... (to, on, in)
you if you will send us your new catalogues ... (at, for, on) the latest model of
refrigerator.

5. We enclose ... (in, with, for) the letter our quotation ... (for, on, at) telephone
equipment.

6. Further... (with, to, during) our telephone talk ... (with, about, of) you Mr.
Smith we will be obliged if you send us all your particulars ... (for, of, on) the
Model CB machines.

7. Now the collection ... (of, on, at) sculptures ... (at, in, on) the Pushkin Museum
is one ... (of, on, within) the best ... (on, in, during) the world.

8. What do you watch most often ... (on, at, in) TV?

9. British Parliament consists ... (of, at, in) two chambers: the House ... (at, of,
with) Commons and the House ... (at, of, with) Lords.

10. I’d like to get ... (of, in, with) touch ... (of, with, at) your Sales Manager to
negotiate some business matters.

11. All the terms are acceptable ... (with, to, on) us except ... (of, for, in) the terms
... (on, of, at) delivery.

12. Mr. Green is interested ... (in, of, on) doing business ... (on, with, from) your
company.

3aganue 3.
Supply the correct forms of the verbs, using passive voice or complex object.

1. Our machines (to supply) to different countries next year.

2. Fairs and exhibitions (to hold) under various mottoes.

3. This decision (to take) with the agreement of the President yesterday.

4. This model (to introduce) into the world market lately.

5. They heard (he to build) this architectural masterpiece in the 18th century.
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6. We know (they to represent) different schools of painting at the exhibitions next
year.

7. The manager wants (the company to deliver) the machines promptly.

8. The seller watched (the buyer to come) into the hall.

9. The first world industrial exhibition (to hold) in London in 1851.

10. Our company enjoys a first-class reputation and our products (to export) to
many countries.

11. This building (to use) for international conferences and festivals lately.

12. The power of the Prime Minister’s Cabinet (to control) by the British
Parliament.

13. The sales manager expects (she to settle) the price problem during tomorrow’s
talks.

14. She hoped (they to open) a new commercial center in our district by the end of
the week.

15. We heard (their company to hold) a new exhibition soon.

16. They saw (he to deliver) equipment in the office.

17. Many different programs (to broadcast) by our radio and TV every day.

18. Parliament in Great Britain (to open) by the Queen.

19. The replacements (to deliver) at the Seller’s expense next week

20. This writer (to criticize) for his new book at the last conference.

21. The manager wants (the employees to be) on time at the talks.

22. The director noticed (they to open) an exhibition of the electronic equipment.
23. The byers expect (the company to deliver) goods in May.

24. She heard (he to enter) the conference room.

3ananue 4.
Translate into English.

VBaxkaemsble rocroaal

bnarogapum 3a Bame mnuceMo OT 21 wurona. IlpusiTHO y3HaTh, YTO BBI
3aMHTEPECOBaHbl B MOKYMKE HAlIMX TOBapoB. Haia mpoayKius sKCopTUpyeTCs
BO MHOTHE CTpaHbl MUpa. MbI TOTOBBI PEUIOKHUTH BaM CKHUJIKY C IIEHBI IIPU 3aKa3e
oonee 20 enmunuu. Ilpennaraem cBou TpaHCHOpTHBIE cpencta. llpunaraem
NPEUCKYpaHT TEKYIIHUX IIeH 00 YCJIOBHMSX TIUIaTeXa W TOCTaBkH. Ecim Bam
noTpedyercsi JOMOJIHUTENbHAs uHGOpMaIus, ToXalnylcTra, coolumure 0e3
npomeasienus. HamgeeMcs, Hamm JanbHEWIINE B3aUMOOTHOIIEHUS OYAyT UMEThH
B3aMMOBBITOIHBIN HHTEepec. C HEeTepIeHneM KJIEeM Balllero OTBETA.

C yBaxxeHueM,
bemkcnopr
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Translate into English.

VBaxkaemble rocrojial

brnarogapum 3a muceMo ot 21 uronss. B gaHHOM muckMe BBl cOOOIaeTe, 4To
3aMHTEPECOBAHBI B MOKYMKE HAIIUX XOJOAWIBHUKOB. MbI paabl Npeaiokuth 250
XoJoauibHUKOB 10 TieHe 500 $ 3a xaxknaenid. lleHa BKIrOYaeT ymakoBKY. Mel
HAJEEeMCs, 4YTO Bbl HaWAETEe MHaHHYK IeHy npuemiiemon. @dupma MOXKET
MPEJIOKUTHh TOBAP C HEMEIUIEHHOW OTrpy3kou. [Ipemiaraem cBOM TpaHCHIOPTHBIE
cpeactBa. K muceMy mpunaraeMm Hamwu nocieaHue kartainoru. Hageemcs, Hamm
JTaTbHEHIIIEe B3aMMOOTHOIICHHS OyIyT MMETh B3aUMOBBITOAHBIA WHTEpec. C
HETEPIICHUEM XKIAEM BallEro 3aKasa.

C yBaxxeHueM,
bemskcnopr

Translate into English.

YBaxkaemble rocrioaal
Mpl nody4ywsin Baiie MUCbMO OT 29 CeHTs0psi, B KOTOPOM BbI COOOIAeTe, 4To
HalllM LIEHbl BBIIIE II€H KOHKYpeHTOB. Kak BaM HM3BECTHO, HAllld CTaHKH HMEIOT
BBICOKME TEXHUYECKHE XapakTepucTuku. Ha HHX nerko paboTaTh, W CTaHKH
HaJEKHBl B AKCILTyaTallMi. Mbl MOCTaBIsieM TOBApbl BO MHOTHME CTPaHbl MHpA.
Onu moJsib3yroTcst 00JbIIMM crpocoM. Ecnu Bbl  yBenuuuTe cBOM 3aka3 g0 15
€AMHMI], MBI CMOXEM MPeAoCTaBUTh CKUAKY 5%. [lpunaraem OpouItopsl, r1e Bb
HaliieTe JeTanpHyr0 uUHGopMmanuioo o Hamed npoaykuud. Hangeemcs Ha
JanbHelIIee CoTpyJHUYECTBO. Bepum, Halm B3aMMOOTHOUIEHHSI OyAyT HMETh
B3aUMOBBITOJHBII HHTEPEC.
C HeTepneHUEM XKJIEM BallIeTO OTBETA.

C yBaxkeHHEM,
muctep CMuUT
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SAJAHUA JI1A CAMOKOHTPOJIA

1. Write a letter of order based on the following situation.

Write a letter of order to Belarusian company "Atlant" (220035, Minsk,
Pobediteley av., 23). You looked through their catalogues of refrigerators
and washing machines. And you would like to place an order with this
company. You require: 5 refrigerators of the model "Atlant 210" -grey
colour, 5 refrigerators of the model "Atlant 210" -white colour,10 washing
machines of the model "Atlant CP25”-grey colour, 15 washing machines of
the model “Atlant CP25 "- white colour. You should enclose the order No 7
with the letter. In the order every tool and the quantity must be state.
Mention the terms of delivery, payment and packing.

Check yourself

2. Write an advertising letter based on the following situation.

Introduce your company as a leading manufacturer of cosmetics in Belarus
"BELITA" LTD (220089, Minsk, Dekabristov str., 29a). Write an
advertising letter to Mr Smith, the manager of the exhibition centre
"OLIMPIA" in London (Oxford str.,54, 5678KV). Say if they are interested
in your goods you are ready to participate in international exhibition "The
Beauty World". Enclose the leaflets with the letter.

Check yourself

3. Write a letter of complaints based on the following situation.

You are a sales manager of the department store "Na Nemige’ (220055,
Minsk, Nemiga str.,8).You have recently received 30 dresses (order No25 of
September, 7,2016) of the latest design from the French company
“PariMode" (Monmart str., 13, Paris, 2354). Their sales department has sent
you clothes of the wrong size. Write to their sales manager Mr Franco. Ask
him to clarify the matter and say you require the dresses of the right size by
the end of December.

Check yourself
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4. Write a letter of reply to the enquiry based on the following
situation.

You are the Managing Director of British company Wilson &Co (London
W5W6EPQ Great Portland Street 117). Your company received an enquiry of
20" of March from the Belarusian company “Delux” (220070 Minsk,
Orlovskaya street 58). They are interested in buying your fax machines
Model R80. Inform them that you can meet their quantity requirements and
can offer them 20 machines at the price of 50$ per unit. Promise the delivery
in a month if you receive their order immediately.

Check yourself

5. Write a resume based on the following situation.

Nancy Carey (New York, 11645, West street, 220) is looking for a job as
executive secretary to the Managing Director. She is single. She was born 20,
August, 1987. She studied at the Boston University from 2004-2009. After
graduating the university she had been working for 2 years as a secretary in
"Dreft & Haggert". Now she works at “Darnell Electronicsas a secretary to
the sales manager. At this company she provides full administrative support
to the manager. She speaks English and Spanish fluently. She is fond of
traveling, world history and classical literature.

Check yourself

6. Write a letter of complaints based on the following situation.

Your company “Delux” (220070, Minsk, Orlovskaya str., 58, Belarus) has
recently received fax machines against our order Ne7 from the British company
“Wilson&Co” (London W6PQ, Great Portland Street,117, UK).

The boxes with fax machines were damaged and some goods were crushed and
stained and cannot be sold as new articles in your shops. Write a letter to their
manager Mr Green. Ask him to clarify the matter as you require fax machines
by the end of the month. Pay their attention that the replacement should be done
at their expense. Enclose the list of the damaged goods with the letter.

Check yourself
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7. Write _the letter of order decline based on the following situation.

Your company "The Swatch Group" (Switzerland, Geneva, Carouge40, CZ-
1422) has received the order for watches from the Belarusian company "Swiss
Time" (220080, Minsk, Surganova 57). Thank the company for the order Ne7.
Inform your customers that the watches of model Cartier are out of stock now.
You will have them only in a month. Ask the Belarusian company to wait for
this model or offer them the other model of watches Breguet A01508. This
model is also of high quality and even cheaper than Cartier.

Check yourself

8. Write_a letter of order based on the following situation.

As Marketing Manager for Fenway's Toy Store, 1704 North Broadway,
Richmond, Virginia 23261, write a letter to the Marco Toy Company, Inc.,
223 Sunrise Highway, Glen Cove, New York 11566, to order two dozen Baby
Jenny dolls (at $ 10 each) and three dozen 18-inch Tootsie-Wootsie teddy
bears (at $ 7 each). You would like to have these items in stock in time for the
pre-Christmas selling season. You want 15 % discount and to pay by banker's
draft within 21 days of delivery and have them shipped by air express.

Check yourself

9. Write a letter of reply to complaints based on the following situation.

Your company ‘“Pari Mode (Monmart str.,13, Paris,2354) has received a
letter of complaints from Mr lvanov, the manager of the Belarusian shopping
mall “Na Nemige” (Belarus, 220055, Minsk,Nemiga str.,8). They complain
about the shipment of sweaters against the order Ne7. The boxes in which the
sweaters were packed were damaged and a few garments were crushed or
stained and cannot be sold as new article. Apologize for the inconvenience and
explain your mistake. Suggest possible solution to the problem.

Check yourself

10. Write an offer based on the following situation.

You are a manager of the famous Belarusian company ‘“Nasha mebel” which
produces office furniture (220068, Minsk, Masherov st, 46). Offer your goods
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to the Polish company Tesko"(Krakov, Kapelanka str., 56, 30-347, Poland).
You met their representative at the international exhibition of furniture which
was held in September in Minsk . They were interested in your goods. Send
them your latest catalogue and inform about terms of delivery and payment.

Check yourself

11.Write an advertising letter based on the following situation.

Introduce your company as a leading manufacturer of toys in Belarus
"MALVINA" (220006, Minsk, Nadezhdinskaya str.,34). Write an advertising
letter to Mr Smith, the manager of the exhibition centre "OLIMPIA" in London
(Oxford str.,54, 5678KV). Say if they are interested in your goods you are
ready to participate in international exhibition *The Children's World". Enclose
the leaflets with the letter.

Check vourself

12.Write an offer based on the following situation.

You are a Sales Manager of the company “Gaterm Ltd.” (Hryniewicze 62,
Belostok 15-378, tel.+48(85)747 49 03, e-mail: gaterm@gaterm.com.pl). You
have received an enquiry letter from the company “Icy Dreams”
(Korzhenevskogo Str. 2A, office 13H, Minsk 220024, fax/tel. +375 (17) 207
64 44, e-mail:icydreams@mail) recently. Their Marketing Manager,
Mr.Gorelov, would like your company to supply 100 portable freezing stalls
“Aspera”. They also ask for prompt delivery of the goods and a 2 % discount
off the whole value of the goods.

In your letter thank Mr. Gorelov for their interest in your goods. Say that you
are ready to deliver the stalls in 2 lots 50 items each but only in 2 weeks as you
are ready with orders at the moment. Pay attention that you can’t offer them a
discount they asked. Try to persuade your partners that your goods are of high
quality and are sold very well at this price on the world market.

Enclose colour catalogues and price-lists of your equipment with the letter and
welcome any further business relationships with their company.

Check vourself

13.Write the confirmation to the letter of order based on the following situation.

Your company «Alice» Ltd. (33008 London Float street 25a) a leading manufacturer
of women’s clothes in Europe has received the order for knitted short- sleeved
sweaters, checked cotton dresses, knitted woolen sweaters. ORDER Ne 10
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Thank the company «Kupalinka» Ltd. (234052 Minsk Glebki Str. 12b, tel. 017
2347890)

for the order Ne 10. Confirm the order for women’s clothes and inform that you
will deliver the goods in accordance with their instructions. Also say that you
hope the company “Kupalinka” will place large orders with you in the future.

Check yourself

14.Write a letter of enquiry based on the following situation.

You are a Purchase Manager of “Maestro International. Inc.” (220046 Minsk,
Kupala Str. 15a; tel. 264-01-88)

You write to Mrs. Herbert, a Marketing Manager of “German Trade. Ltd” (26
Arbaten Str. Berlin, e-mailarbaten@gmail.org)

Ask for:

- colour catalogues for office equipment with full details of prices, terms of
payment and discounts;

- quotation (price) for 30 units of printer Canon M25 and 20 units of telex
Panasonic TU252;

You look forward to establishing business relations with the company that
agrees to give discounts off the value of the contract and accepts payments by a
Letter of Credit with Idea Bank International.

You got the information of this company from an advertisement in the Internet
on the site “Equipment purchases”.

Check yourself

15.Write a letter of enquiry based on the following situation.

Compose a letter of enquiry to the Sales Manager, The British Button
Company Ltd, 14 Leopard's Wharf, Liverpool L6 7SJ asking for samples and
price lists of their range of pearl buttons as advertised in the "The Draper"
magazine. Use your own name and today's date.

You look forward to establishing business relations with the company that
agrees to give discounts off the value of the contract and accepts payments by a
Letter of Credit.

Check vourself
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Nel

Cottwold&Co LTD
Nesson House, Newell Street, Birmingham B33EL
Phone: 021 236 6571 Fax: 021 236 8592

“Atlant”

23 Pobediteley Av.,

Minsk 220035

Belarus 21 May 2019

Dear Sirs,

Please find enclosed our order Ne7 for your refrigerators and washing machines.
We have decided to accept the 15% discount you offered and delivery on CIF
terms.

Would you please send the shipping documents and your sight draft to
Northminster Bank, Deal Street, Birmingham B3 1SQ.

If you do not have any of the listed items in stock, please do not send substitutes in
their place.

We would appreciate delivery within the next six weeks and look forward to your
acknowledgment.

Yours faithfully,
(signature)
Leonel Crane

Import Manager

Enc.: order No.7
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ORDER Ne7

Cottwold&Co LTD
Nesson House, Newell Street, Birmingham B33EL
Phone: 021 236 6571 Fax: 021 236 8592

“Atlant”
23 Pobediteley Av.,
Minsk 220035

Belarus Authorized .............
Item description colour Quantity Price
Refrigerator model “Atlant 210 grey 5 500 $ each
Refrigerator model “Atlant 210 white 5 5008
Washing machine model “Atlant CP25” grey 10 700%
Washing machine model “Atlant CP25” white 15 700%

Price (total):

Delivery: CIF 6 weeks

Payment: by banker’s draft

Packing: standard

Discount: 15% 21 May 2019

134



Ne2

BELITALTD
29a Dekabristov Str. , Minsk 220089
Belarus
“OLIMPIA”
54 Oxford Str .,
London 5678KV
The United Kingdom 21 May 2019

Dear Mr. Smith,

We would like to introduce ourselves as one of the largest manufacturers of
cosmetics in Belarus. Our company enjoys a first-class reputation and our products
are exported to many countries.

We are enclosing leaflets which provide information on a wide range of the
products we manufacture.

If you are interested in our cosmetics we are ready to take part in the international
exhibition “The Beauty World”.

We hope you will let us have your comments on our offer and we look forward to
discussing this matter in detail with you at any convenient time.

Yours sincerely,
(signature)

Ann Goncharova
Sales Manager

Encl. : leaflets
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Ne3

“Na Nemige”
8 Nemiga Str., Minsk 220055
Belarus
“PariMode”
13 Monmart Str .,
Paris 2354
France 21 November 2019

Dear Mr. Franco,

Our order Ne25

| am writing to you to complain about the shipment of clothes we received
yesterday against the above order. Your sales department sent us dresses of the
wrong size.

The best solution would be for me to return the wrong articles to you, postage and
packing forward.

Please, clarify the matter as soon as possible as we require the dresses of the right
size by the end of December.

We hope this sort of problem does not arise again or we will have to consider other
sources of supply.

Yours sincerely,
(signature)

Ann Goncharova
Sales Manager
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Ne4

Wilson &Co
177 Great Portland Street, London W5W 6PQ
Phone:+44(0)20 76668555
Email: wilson. @gmail.com

“Delux”

58 Orlovskaya Street,

Minsk 220070

Belarus 1 April 2019

Dear Sirs,

Thank you for your enquiry of the 20th March 2019 in which you inform us that
you are interested in purchasing the Model R 80 Fax Machines from us. We
enclose with the letter our catalogues concerning the technical characteristics of
this model.

Our company enjoys a first-class reputation and our products are exported to many
countries. We have had to develop special features in our Fax Machines to satisfy
market demands. Our machines are widely known in many countries of Europe and
Asia. We are happy to inform you that we can meet your quantity requirements and
offer you 20 machines at the price of 50 $ per unit. The price includes packing. We
are sure that at this price our products are the best on the world market. We can
promise the delivery in a month if we receive your order immediately. We hope the
above information will be helpful. However, if further information is required,
please do not hesitate to contact us. We hope you will be able to accept our offer
and look forward to our future discussions with you.

Yours faithfully,

(signature)
Mr Wilson
Managing Director

Encl.: catalogue
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Ne5

Date of birth:
Marital status:

Objective

Work Experience

Education

Skills

Interests and
Activities

Reference

Nancy Carey
220 West street, New York 11645
Pnone 1-555-555-1212

20 august 1987
single

Executive secretary to the Managing Director

2011-to present

Secretary to the sales manager, “DarnellElectronics”
Responsibilities:

- Provide full administrative support

- Write reports

- Scan and read incoming materials

2009-2011

Secretary, “Dreft& Haggert”

2004-2009
Boston University

fluent German and Spanish

travelling, word history, classical literature

available upon request
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Ne6

“Delux”
58 Orlovskaya str., Minsk 220070
Belarus
“Wilson&Co”
117 Great Portland Str.,
London W6PQ
UK 4 February 2020

Dear Mr. Green,

Our order Ne7

| am writing to you to complain about the shipment of fax machines we received
yesterday against the above order.

The boxes with fax machines were damaged and some goods were crushed and
stained and cannot be sold as new articles in our shops.

We enclose with the letter a list of the damaged goods.

The best solution would be for us to return the wrong articles to you, postage and
packing forward.

Please, clarify the matter as soon as possible as we require the goods by the end of
the month.

We hope this sort of problem does not arise again or we will have to consider other
sources of supply.

Yours sincerely,
(signature)
Ann Goncharova

Sales Manager

Enc.: a list of the damaged goods
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Ne7

“The Swatch Group” Ltd
40 Carouge, Geneva CZ1422, Switzerland

“Swiss Time”

57 Surganova Str.,

Minsk 220080

Belarus 21 May 2019

Dear Sirs,

Thank you for the order N 10 of 10" 2019. We are sorry to let you know that we
cannot execute your order because the watches of model Cartie are out of stock
now. We will have them only in a month. Our company can offer you a substitute-
a model of watches Breguet A01508. This model is also of high quality and even
cheaper than Cartier.

We enclose with the letter our new catalogues and price-lists.

We hope our goods will be in great demand in Belarus and you will be able to
place large orders with us in the future.

We are looking forward to hearing from you soon.

Yours faithfully,
(signature)
Mr. Green

Managing Director

Encl: catalogues, price-lists
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Ne8

Fenway’s Toy Store
1704 North Broadway, Richmond
Virginia 23261 The USA

Marco Toy Company, Inc

223 Sunrise Highway,

Glen Cove, New York 11566

The USA 21 November 2019

Dear Sirs,

Please find enclosed our order Ne7 for your toys.

We have decided to accept the 15% discount you offered and terms of payment by
banker’s draft.

Would you please send the shipping documents and your sight draft to American
Bank, Deal Street, New York 2108.

If you do not have any of the listed items in stock, please do not send substitutes in
their place.

We would appreciate delivery within the 21 days as we would like to have these
items in stock in time for pre-Christmas selling season.

We look forward to your acknowledgment.

Yours faithfully,
(signature)
Leonel Crane

Marketing Manager

Enc.: order No.7
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ORDER

Neo7

Fenway’s Toy Store
1704 North Broadway, Richmond
Virginia 23261 The USA

Marco Toy Company, Inc
223 Sunrise Highway,

Glen Cove, New York 11566
The USA

Item description
Baby Jenny dolls
18-inch Tootsie-Wootsie teddy bears

Authorized .............
Quantity Price
24 10 $ each
36 7$ each

Price (total):

Delivery: by air express 21 days
Payment: by banker’s draft
Packing: standard

Discount: 15%

21 November 2019
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Ne9

“Par1 Mode”
13 Monmart str., Paris 2354
France
“Na Nemige”
8 Nemiga Str.,
Minsk 220055
Belarus 21 November 2019

Dear Mr lvanov,

Thank you for informing us about the damage to our consignment. From our
previous transactions you can realize that this sort of problem is quite unusual.
Nevertheless, we are sorry about the inconveniences it has caused you.

Please would you return the whole consignment to us, postage and package
forward, and we will ask the shipping company to come and inspect the damage so
they can arrange compensation.

If you want us to send you another shipment as per your order, please let us know.
We have the garments in stock, and it would be no trouble to send them within the
next fortnight.

Yours sincerely,
(signature)
D.Causio

Sales Manager
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Ne10

“Nasha mebel”
46 Masherov Str., Minsk 220068
Tel +375(29) 747-49-03

“Tesko”

56 Kapelanka Str .,
Krakov 30-347
Poland

Dear Sirs,

We were very pleased to meet your representatives at the international exhibition
in September in Minsk. They were interested in our goods. We take this
opportunity of introducing our company as one of the largest manufacturer of
office furniture in Belarus. Our furniture is produced to the highest standards and
are marketed all over the world.

With this letter we enclose our catalogues which describe the range of our
products. We are ready to offer you our goods on favourable terms. And we can
accept payment by a Letter of Credit.

We will welcome your enquiries which will always receive our prompt and careful
attention.

If you have any queries or want any further information, please contact us.

Yours faithfully,
(signature)

Ann Goncharova
Sales Manager

Encl. : catalogues
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Ne11

“MALVINA”
34 Nadezhdinskaya Str., Minsk 220006
Belarus
“OLIMPIA”
54 Oxford Str.,
London 5678KV
The United Kingdom 21 May 2019

Dear Mr. Smith,

We would like to introduce ourselves as one of the largest manufacturers of toys in
Belarus. Our company enjoys a first-class reputation and our products are exported
to many countries. Our toys are of high quality and meet customer’s requirements.
Our company uses only ecological materials.

We are enclosing leaflets which provide information on a wide range of the
products we manufacture.

If you are interested in our goods we are ready to take part in the international
exhibition “The Children’s World”.

We hope you will let us have your comments on our offer and we look forward to
discussing this matter in detail with you at any convenient time.

Yours sincerely,
(signature)

Ann Goncharova
Sales Manager

Encl. : leaflets
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Ne12

Gaterm Ltd
62 Hryniewicze , Belostok 15-378
Tel +48(85) 747-49-03, E-mail : gaterm@agaterm.com.pl

Icy Dreams

2A Korzhenevskogo Str,
Minsk 220024

Belarus

Dear Mr. Gorelov,

Thank you for your letter of the 2d of July 2019 in which you inform us that you
are interested in purchasing our freezing stalls. We are happy to inform you that we
can meet your quantity requirements and offer you 100 portable freezing stalls
“Aspera”. We are ready to deliver the stalls in 2 lots 50 items each, but only in 2
weeks as we are heavy with orders at the moment. We can’t give you a 2%
discount because our goods are of high quality and are sold very well at this price
on the world market. We are enclosing with the letter our catalogues and price-
lists.

We hope you will be able to accept our offer and look forward to our future
business relations with your company.

Yours sincerely,
(signature)
Ann Goncharova

Sales Manager

Encl : catalogues, price- list
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Ne13

“Alice” Ltd
25a Float Str, London 33008 The UK
Tel: 80015 621 38 22 e-mail: alice itd@mail.ru

“Kupalinka” LTD

12b Glebki Str,

Minsk 254052

Belarus

Tel: 217 234 78 90 21 May 2019

Dear Sirs,

Thank you for the order N10 of May 10, 2019. We are pleased to acknowledge
your order for knitted short-sleeved sweaters, checked cotton dresses, knitted
woolen sweaters. | believe you will be satisfied with the quality of our goods.
Delivery will be made in accordance with your instructions.

We hope our goods will be in great demand in Belarus and you will be able to
place large orders with us in the future.

As requested we enclose the copy of your order, duly signed, as an
acknowledgement.

Yours faithfully,
(signature)
Mr. Green

Managing Director

Encl: copy of the order Ne10
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Ne14

Maestro International. Inc. htd
15a Kupala Str., Minsk 220046
Belarus Tel: 264-01-88

Mrs. Herbert

Marketing Manager

German Trade Ltd

26 Arbaten Str.,

Berlin 160012

German

e-mail: arbaten@gmail.org 21 September 2019

Dear Mrs Herbert,

We saw the information about your company in the Internet on the site
“Equipment purchases”.

We know that your company is a leading manufacturer and have good reports from
your costumers. Also we think that your equipment is of high quality and meets
world standards.

Please send us your colour catalogues for office equipmet with full details of
prices, terms of payment and discounts. Also send us quotation for 30 units of
printer Canon M25 and 20 units of telex Panasonic TU252.

Please let us know if you can give us a discount off the value of the contract and
accept payment by a letter of Credit with Idea Bank International.

We are looking forward to hearing from you soon and hope that our future
business relations will be of mutual benefit.

Yours sincerely,
(signature)

Mr. Petrov
Purchase Manager
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Ne15

“Kupalinka”Ltd
12a Glebki Str., Minsk 220080
Belarus Tel: 264-01-88

The British Button Company Ltd

14 Leopard’s Wharf,

Liverpool L6 7SJ

The United Kingdom 21 November 2019

For the attention of the Sales Manager
Dear Sirs,

We saw the information about your company in the “Draper”” magazine.

We know that your company is a leading manufacturer of buttons and has good
reports from your costumers. Also we think that your goods are of high quality and
meets world standards.

Please send us samples and price-lists of your range of pearl buttons.

Let us know if you can give us a discount off the value of the contract and accept
payment by a Letter of Credit with Idea Bank International.
We are looking forward to hearing from you soon and hope that our future
business relations will be of mutual benefit.

Yours faithfully,
(signature)

Mr. Petrov
Purchase Manager
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BOIIPACHI /151 CAMOKOHTPOJIA

Ctpykrypa nucbma (Letter Structure)

HazoBuTe cTpyKTypHbBIE KOMIIOHEHTHI JIEJIOBOTO MUCHhMA.

Yro yka3bIBaeTCs B 3ar0JIOBKE MHChbMaA?

O 4yeMm roBopuT HOMEp TOKyMeHTa?

['ne n kak yka3bIBaeTcs j1ata nucbma?

J17i 9ero ciy’kaT CelHalbHbIe TOUYTOBBIE OTMETKH?

O 4eM roBopuT yBEOMIICHHE O KOH(DUIECHITNATEHOCTH ?

Kaxkue BexuBbie (popMbl 0OpalieHus (M B KaKUX CIIy4asiX) yKa3blBaroTCs

nepen pamMuiInii agpecara?

8. C xako# 1eNIbI0 Ha CIIEIYIOIIEeH CTPOKE Mociie 0OpallleHusl CTaBUTCS
cokpauieHue Re: u yto oHO 0003HauaeT?

9. T'me yka3bIBaeTcs ajpec nojayyaTens?

10. Kakoii mopsii0K HaMCaHus aipeca moryqaresns?

11. /Inst yero B A€IOBOM MEepenucKe Mnepe MOANUChI0 CTOUT abbpeBuaTtypa

p-p.?

NogakhodPE

Buanl nucem (Types of letters)

UYto moHMMAaETCs o1 JEIOBBIM 00IIIeHneM?

UTto Takoe AeI0BOE MUCHMO?

Kakue ¢hyHKIIMM BBITOTHSIIOT JOKYMEHTHI?

Kakwne TpeboBanms He0OX01UMO COOIIOAATh IEPEBOTINKY B cpepe
JIJIOBOTO O0IIeHNs?

ITo kakuM mpuU3HAKaM MOXHO KJIACCU(PUIIMPOBATH JIEIOBbIE TUCHMa?
[TepeuncnyuTe OCHOBHBIE THIIBI JCIOBBIX MTUCEM.

JlaiiTe XapakTepucTuKky HH(OOPMATUBHOMY MMHUCHMY.

JlaliTe XapaKTepUCTUKY COMPOBOUTEILHOMY MTHUCHMY.

. JlaiiTe XapakTepucTUKy MUChMY-TIOATBEPKIACHUIO.

lO JlaliTe XapaKTepUCTUKY TUCHhMY-HU3BEILICHHUIO.

11. JTaifTe XapakTEPUCTUKY MUCHMY-TIO0YKICHUIO.

12. JlaiiTe XapaKTEPUCTUKY MUCHMY-TIPOCKOE.

13. JlaiiTe xapakTepUCTUKY MHUChMY-3aIIPOCy.

14. JlaliTe XapaKT€pUCTUKY NUCHMY-IIPUTIAIICHUIO.

15. JlaliTe xapakTepUCTHKY TUCbMY-OTBETY.

16. [laiiTe XapakTepUCTUKY MUCbMY-TIPETEH3UU.

e

©oOo~N O
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ITosie3Hble BhIPAXKEHHS B 1€JI0BOM MEpenucKe
(Helpful Expressions in Business Correspondence)

Kak HaunHaeTcsl ¥ 3aKaHUMBAETCS MUCHMO, €CIM GhaMIIIMS M UMs ajipecara
BaM HEHU3BECTHO?

Uto mnumercs B HavdaJlbHOM aO3are mnuchbMma? JlaiiTe CcBOM BapuaHT
HayaJbHOro ab3ala MUChMa, KOTOPOE Bbl MHUILNETE B OPraHU3AIMIO, [0
MEXIyHApOJHOMY OOMEHY CTyJICHTaMH C IPOCKOO COOOIUTH BaM YCIOBUS
y4acTusi B MpOTrpaMMe JIETHETO OoOMEHa M BO3MOXXHOCTH TOpadOTaTh B
neTHeM narepe BemukoO6puranuun?

B kakoii cutyanuu npumensiercst oopanienue Sir or Madam?

AOOpeBHuaTypa B 1eJIOBOM MepenunckKe

K koMy 00parieHo MUChMO B CISAYIONMX cuTyanusax: Mr., Miss, Mrs., Ms.?
Kaknm o6pazom ykassiBaeTcst hopmMa COOCTBEHHOCTH KOMIIAHUH ?

Kakue cokpameHuss B JI€JIOBOM TIEPENMUCKE MOXKHO BCTPETUTH TIPH
oOpallieHuu K ajapecary?

Kaxkoii ab6peBuarypa BcTpeyaeTcs B ACIOBOM MEPEIHCKE IMOCe TOIMUCH ?
HazoBuTte 0CHOBHBIE COKpaIllEHHUs B apecax.
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