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UNIT 1
LETTERS

Effective writing in a foreign language plays arpontant role in business world.

Every time you start to write, you need to ask gelir

a. Who am | writing to?
b. What is the purpose of my writing?

When writing formal letters bare in mind the follimg:

0 The reader

The purpose

The structure of the letter

Clarity, conciseness, consistency

The level of formality

©O O O o o

Accuracy

Business letters are usually formal in style. Bppropriate to use a number of

typical letter phrases, e.Bear..., | look forward to..., Yours sincerely, etc.

The letter should be clear, concise and easy th Wating often involves going

through a number of stages:

* Brainstorming you should start by thinking about the messageyia want to
communicate,

* Making notes

* Planning: organising your ideas will help to make your wigticoherent;

* Writing a draft;

» Editing;

* Final draft writing;

* Proof-reading



Consider the business style of your letter anthitsut.

Layout:

When writing a business leter, you should follow standard format (see the

sample):

letterhead, address of writer
name and address of recipient
references

date

opening

-~ ® o o0 T o

subject heading
body of the letter

> @

. closing

signature
j. name and job title

k. enclosures

Robert Taylor
Research Centre
Paris

75006 France

THE BUSINESS CENTR

123 Western Ro4

London BN1 4AT

March 2813

d




Dear Robert,
Re: Confirmation

Thank you for your letter dated February 15 andlermaterials you enclosed with.
On behalf of our team | would be glad to see yoOatober. | would like to inform

you that all expenses will be paid by our company.

Yours sincerely,
Dfsed

Fred Davis
Sales Manager

Encl.

Address:Put your own address on the top on the rightt Stiéh house number, then
street, then town. Postcode and telephone numioes tst. Do not put your name
with the address. Put the name and address ofertign the top on the left.

Date: Put the date on the right, one line below the séadddress (in letters with a
ready-printed sender's address, the date can @lgothbn the top left corner). A
common way to write the date is to put the numii¢ne day, followed by the month
and year:

e 15 May 1998

In Great Britain the date may be written in thédaing way:

« 15" May, 1998
« May 15", 1998

Opening (salutation) and closing:

Begin your letter with:



* Dear (name)Dear Fred
» Dear Sir(s), or Dear Madam, or Dear Sir or Madam
* Dear Mr/Ms (surnamePear Mr Bond

* Dear (name and surnamé&ear James Bond
* Gentlemen (AmENQ)

NB: NOT BearMrJames-Bond

After that put a comma (,) or nothing at all.
In American English a colon (©) is preferred.

Finish your letter:

At the end put a short sentence:

* | look forward to hearing from you

* Please do not hesitate to contact me if you need further information
Below you should put the following:

* Yours sincerely (you know the person’s name)

* Yours faithfully (you do not know person’s name)
In American English:
» Sincerely, Sincerely yours, Yours truly

After that you should sign your letter and printiyéull name below your signature.

Common abbreviations:

If you are signing your letter for someone else gbauld use “PP” or “per pro” (per
procura).

“Cc” (“carbon copy”) means a copy to some body;

“‘enc”, “encl” — enclosure;

“Re” — regarding.



Useful phrases:

1. We acknowledge the receipt of your letter of ...—
[TonrBepxnaem nosyyenne Bamero nucema o ...
2. Inreply to your letter of ... —B orseT Ha Bame nucsmo ot

3. We thank you for your letter dated ...—Bbnarogapum
Bac 3a nuceMo OT ...

4. We have received your letter of ... —Mebr nonyuunu
Bame nuceMo, 1aTUpOBaHHOE ...

5. We refer to your letter of ... — M=l cceimaemcs na Bame
MACBMO OT ...

6. We should appreciate a prompt reply. —Msr (¢
WHTEpecoM) oxkuiaeM Bamiero (0picTporo) oTBera,;
OylaromapuM 3a OBICTPHIN OTBET HA HAIlE TTUCHMO.

7. Will you kindly reply to this letter. —Mz1 oxugaem
Bamrero otBera; 01arogapum 3a OBICTPBIN OTBET Ha HAIIIE
MTACHMO.

8. Thank you for your prompt reply. — Brarogapum 3a
OBICTpBIN OTBET.

9. Thank you for sending me —Bbiarogapum Bac 3a
MPUCIIaHHBIC (MaTepPHAIBI). ..

10.1 am sending you herewith (herein) ...— K nucemy
ImpujIaracm ...

11.1 enclose herewith (herein) ... K nucemy npunaraem ...

12.Please find enclosed ... —K nucbeMy npuiaraem ...

13. Attached to this lefter you will find ... —K nucemy
ImpujIaracm ...

14.1 apologise for the delay in replying to your letter. —
[IprHOCHMM M3BUHEHMS 3a 3aIEPKKY OTBETA.

15.Please excuse me for my late reply. —IIpunocum
HN3BUHCHUA 3a HOB,Z[HI/Iﬁ OTBCT.

16. With best wishes. — C mannyunmMu moxenaHusIMu.

17.We look forward to hearing from you —C
HETepIIeHHEeM oxkuaaeM Baimero orBera, (311.) ¢ yBaKCHHEM.



EXERCISES:

1.1. Study and translate the letter below:
Calle Aduana 137
28070 Madrid
Spain
003498 74 63 35

Carlos Ruz, Robert Smiths, Carolina Reyes
Business School

Rochester

RC5 7 JY

United Kingdom

September 15th 2010
Dear Carlos, Robert and Carolina,
Confirmation of award
| am very pleased to announce that the projectyiat team presented to the annual
business award committee has been selected ag#ris winner. Congratulations to
you all for your excellent project.
| am enclosing three invitations for the press eogrice and award ceremony, which
will be held at the head office on th8 @ctober. Both the local and national media

have been invited to attend.

Once again, congratulations to you all for hardknamd for the innovative approach
that you took throughout this project.

| look forward to seeing you on th& @f October and to having the pleasure of
presenting you with the award in person.

Yours sincerely,

rﬁ ave {[ oren

Dave Kloren
Chief Executive

Enc.
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1.2. These two letters are all mixed up. Put the st&ences in the right

order. Each letter has three separate main parts.

Letter 1:

Ms. Weinburger
Business Consultants
1911 Formosa Avenue
Los Angeles

California USA

12 December 2011

Dear Mrs Weinburger
a) Please give my regards to Steven Hill.
b) It was interesting to hear your views on our mpeaducts.

c) | would be very grateful, therefore, if you codiend me a list of agents — perhaps

from the yellow pages.

d) As you know, our company is planning to opemanbh in Los Angeles.
e) | was wondering if you could help me.

f) It was a pleasure to meet you at the Tradeldairmonth.

]) We are now looking for office space in the toeenter and we need to know the
names and addresses of some property agents.

With best wishes,

Hans Seitz
Divisional Director

11



Letter 2:

Ms. F Soares
Rua J Falcao 207
4001 Porto, Portugal

15 October 2012
Dear Ms. Soares
a) | am afraid that | have some bad news.
b) Thank you very much for your letter.
c) | hope that this does not inconvenience younyaay.
d) I hope that you have completely recovered now.
e) Due to unforeseen problems, we are unable teedsglour order on time.
f) Please give my regards to Mr. Segall.
g) We expect to be back to normal by the end aftfonth, so | am sure that you
will receive the goods within three weeks.

h) | was sorry to hear that you have been ill rédgen

Kind regards

Ke Soon Lee
Overseas Sales Departememt

1.3. How would you write the receiver's address, #n salutation and
the closing line in the following situations?
1. You are writing to the Chief Training Officer afcompany called Newmark and

Grayson Chemicals. They are based at 30, Dunmow,laoandon EC 11.
12



2. You are writing to Ann Baines, who works in tAecounts Department of a

company called Taylor and Johnson. Their officesadr76 Davies Street, Liverpool.

3. You are writing to Peter Andrews, the Marketidgnager of Drew and Aubel,
who have their headquarters in Tonbridge, Kenallain Street. You have worked

closely with Peter Andrews before and know him well
1.4. Fill in the missing parts of these letters:

a) Dear Mr. Watson

In our last order from your company, we asked bomgter filters. Unfortunately,
when we opened the box we found that there weneford. | would be grateful if
you could send us the missing filter as soon asibles

Looking forward to hearing from you.
Yours,

b) Dear Ms. Spencer

Owing to increased costs, we have been forced ¢toease our prices to our
customers as shown on the enclosed list. We are\wstill able to offer a 10%
discount on any order that you make.

Hoping that we can continue to be of service to, you
Yours,

c) Dear Mrs. Pott

13



... the invitation to the exhibition last week.

... 1o see the range of products that you produce.

a new service that we have just introduced. Thighis Golden Maintenance
Agreement. For a fixed price we can offer 24 hauergency repairs for ...

d) Dear Mr. Sanchez

... that | have not written before now to thank youthe invitation to the conference

last month.
... to meet your colleagues and to exchange ideas.

... | need a new Marketing Manager for our MiddésEoffice. | know that you ...

1.5. What mistake has been made in the invoice? \Whdoes Green

Tools plc want Pinelli Ltd to do?
GREEN TOOLS PLC

16 East Street,
Bishops Stortford,
Herts HM 6 2DZ

Tel: (0297) 613726

Pinelli Ltd
Garibaldi Street
Turin

Italy

10 September 2012
Dear Sirs

INVOICE No. YD/633009

14



With the reference to your invoice No. YD/633009206eptember, we must point
out that you seem to have made an error in thé tétar have entered $742.20 but
we calculate that the correct figure is $722.20.akelose our check for $722.20 and
would be obliged if you could either let us haveiyoredit note for $20 or amend the
invoice appropriately.

Yours faithfully,

CLIVE THOMAS

Clive Thomas

Accountant

1.6. You are a finance manager. You have to plan éhsum of money to
spend on the business trip. Write your decision i letter to the

Accounting Department.
1.7. Make up a text of a letter of invitation.

1.8. Write a letter to a GREEN LEAVES company accading to the

following:
date: 10/11/2014;
address:Anraus, Manuyectep, Meiin Poyn 12,

content: coob0muTe 0 MOJIy4YeHUN MUCHMA OT 25 OKTAOPS U BbIpa3uTe
CBOI0 0JIAr0IaPHOCTH; COO0INUTE, YTO BbI BhIChLJIaeTe MO MPOChOe
KOMIIAHUM CBOH HOBBII KATAJIOT CaI0BO-IIAPKOBOr0 HHBEHTAPS C

NPeiiCKypaHTOM; BbIPa3uTe HA/IEK/1Y HA MOJYy4YeHHE CKOPOro OTBeTA.

1.9. Write a reply to the letter above.

15



1.10. Do the quiz below:

Formal Letter Writing

Circle the correct answer:

1. Sincerely yourss more common | True/False
in American English than in
British English

2. Yours trulyis more common in | True/False

American English than in British
English

3. You put the address of the persoiirue/False

you are writing to in the top
righthand corner of the letter.

4. If you don’t know the person’s | True/False
name, sign off withYours
faithfully.

5. Itis correct to finish the letter | True/False

with | look forward to hear from

you.
6. 2/3/06 is a good way to write the True/False
date.
7. Print your name above the True/False
signature.

8. In the first paragraph you should
write a few polite lines to expres

your admiration of the person you

are writing to.

True/False
S

9. The first paragraph should simp
contain the reason for your lette

yl'rue/False
"

10.The last paragraph should state
what action you expect the pers
to take.

True/False
on

11.You should usger proor pp if True/False
you are signing a letter for
someone else.

12 Dear Mr Michel Brownis a True/False
correct way to start a letter.

13.cc stands focarbon copy True/False
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UNIT 2
EMAILS

Email is one of the commonly-used forms of commatia. It is effective, rapid and
cheap. Emails are shorter than other forms of conncation and the language is
simple and concise. The tone for emails to supesbould be formal. But “in-house”

emails between colleagues can be semi-formal.

Layout:

. hame of the person sending the email (from)

. hame of the person the email is addressed to (to)
date and time

. information about the content of the email (subject
. attachments

opening

. body of the email

. closing

name and job title

T Q D Q0 oD

EXERCISES:

2.1. Name the parts of the email:

To: Lara Harley <Lara.Harley@hotmail.com>
From: Kevin Bing <kevinbing@hotmail.com>
Date: 25 July

Re: New York visit

Dear Lara

| want to thank you for your hospitality while | & New York. It was most kinof
you to invite me and Jenny. We enjoyed visiting sgmour famous department
stores, and | will never forget the trips to thetm State Building and Radio City.
If the Annual Sales Convention is ever held in Lamd would like to repay you for
generosity and kindness to us.

Please give my best wishes to all your colleaguss attended my seminar. I'm glad
everything went well. It was a pleasure to meet gihu

Best wishes
Kevin Bing

17



2.2. You have recently returned from a business toi. Write an email
to thank your business partners for:

* having meal together
e arranging your visit to the workshop

2.3. Compare two emails and try to discover the rals of writing a
good email. Draw two columns on a piece of paper drwrite the
headings Dos and Don’ts at the top. Work in pairs.

1.

Dear Mr Jones,

I’m a university student from Finland and I’'m writi ng to
get some information about your language courses th IS

summer. I've got a few questions:

1. Do you do a course for university students, which
helps them with their essay writing skills?

How many hours a week are the courses?

What sort of accommodation do you offer?

What after-school activities aret here?

Do you do any trips to other towns in the UK?

abrown

I’m hoping to come over in June, so if you can get back
to me as soon as possible, it would be great. Thank s for
your help.

Best regards, Jaana Nikkinen

2.
Subject: Hello! Hi Jack!!

My name’s Jaana and I’'M FROM FINLAND!!! | bet you haven’t had students
from here B4 ;-) ;-) That's probably coz we’re so amazing at languages, that
we don’t need any xtra help?except me — | need all the help | can get!! FYI:
the problem really started when | was in primary school, and my parents, who
had been arguing non-stop since | was a little baby, got divorced and decided
that | should be adopted as they couldn’'t decide who should have custody of
me. If I had been in their situation, | think | probably wouldn’t have known
either!! Anyway, this was all a bit traumatic, so all my school subjects
suffered, especially English. HAHAHAAA ONLY JOKING!! :-) (Actually, don'’t

18



tell anyone, but I'm actually quite a good student?but if anyone found out, my
reputation would be ruined, so shhhhhh!) BTW do u do courses for uni
students? How many lessons/week? Is there any extra stuff after school, SO |
CAN MEET SOME COOL PEOPLE? How about trips? Give me all the info
you can, man.

Jaana (although all my mates call me Jakki!!)

2.4. You are going to write an email (on paper) tthe information
centre of the city of your choice asking for any iformation you
require. Use the model email (exercise 2.3. email 4s an example and
follow the list of rules you have. Work in pairs.

2.5. Compare two emails. Do some comments.

1. Original email message

To: michael.smith@xyztech.com
Subject: Problem of our server

Hello Michael,

Last week | tell you about the problem with our server that you say you can fix the issue.
| want that you come to our office on Wednesday at 14:00. You need more information
about the problem or you can understand when you come here? You can say me if you
need to know more what happen when we try connect.

If you agree, email to say that you come here Wednesday.

Regards,

(Name)

2. Email message after proofreading corrections have been applied

To: michael.smith@xyztech.com
Subject: Server Issues

Hello Michael,

Last week | contacted you about the problem with our server. When we spoke, you
mentioned that you could fix the issue.

| would like to schedule a time for you to come to our office. Are you available on
Wednesday at 14:00? Do you need more information about the problem or will you assess
the situation when you arrive? Just let me know if you need more details about what
happens when we try to connect.

19



Please confirm by email if you are able to come to our office on Wednesday. | look forward
to receiving your response.

Regards,
(Name)

2.6. Translate from English into Russian

To: Peter Thompson

From: Sarah Wood

CC: Jack Baker, Sales Manager
Sent: 9 Sentember

Subject: Confirmation

Dear Mr Thompson

Thank you for your mail. | have checked with Jack Baker, our Sales Manager, and |
confirm that 150 boxes you ordered left our warehouse yesterday and should arrive
tomorrow. Please let me know if there is any delay.

Yours sincerely
Sarah Wood

2.7. You are PA Helen. Email to your boss confirmig that all the
reservations are made for his trip to Spain.

2.8. Invite your collegue to a party in your email.
2.9. React to the email above.
2.10. Your boss asks you to cancel his flight to lelimi.

Email to Delta Airlines asking to cancel his flightand to Ambassador
Hotel to cancel the reservation.

20



UNIT 3

FAXES

Faxes are sent in numerous situations — to plageamfirm orders/bookings, make
and answer enquiries, request and confirm paymgmwes orders etclthe style of
the fax can be formal, as in a business lettanformal. This depends on who you
are writing to.Regarddgs often used for the ending. More formal endiNgsirs

sincerely/ yours faithfullpre also acceptable.
Layout:

letterhead

name of the person who will receive the fax
name of the person sending the fax
sender’s fax number

date

total number of pages

opening

body of the fax

closing

signature

T TS@Tmoao0 T

EXERCISES:

3.1. Study this fax filling in the gaps:
CREAZIONI Italy
57 Via dei Colombi

09135
Pisa
To: M.Simon
Business Consultancy
From: C.Baldini

Fax: +32 71 42 65 43
Date: 17 Sentember
Pages: 1

21



Dear Mr Simon,

We would like to confirm what we discussed eaties morning. Following your
successful presentations at previous conferenabawe pleasure in invinting you to
our third conference here in Pisa in November.

The central theme will be “The Future of E-Busirieaad your talk will focus
essentially on ways of developing e-commerce.

As you will probably draw a sizeable audience gsrevious years, we have made
some special arrangements.

We are going to put you in our main conference, hnalich canseat at least 40
participants, and we are going to allocate you en#tute slot (inclusive of 15
minutes questions and answers).

We would be very grateful if you could confirm yaagceptance in writing, and we
course remain at your disposal to discuss furtbaails.

Yours sincerely

(Batdin:

3.2. Reply to the FAX above using the following imrmation:

1. You cannot visit the conference because you are eaged into
another very important project
or

2. The theme of your presentation will be “How to StopVirtual
Piracy”

3.3. Choose the more formal expressions:
FAX

To: Ms Veronika Frost

From: Don Briar

Date: 25 June

Subject: Training session

Number of pages including this one: 1

Dear (Veronika / Ms Driessen)

’(Thanks very much / Thank you very much) for yawitation. | can give the talk
(on the date you suggest / when you would lifg)would prefer to speak / Could |
give it) in the morning as | have another appoimtniater in the day.

22



| think I'll be able to givé(a great talk / an excellent presentation) asspaken on
the subject many times recently. Y§{mentioned / talked about) a fee of $250 for
running the session.

’(This seems rather low / This doesn't seem muchg three-hour session. Could
you reconsider this?

Could you®(let me have / provide me with) Powerpoint equiptfenthe talk?
°(One more thing / Finally)’ (could you possibly send me / can | have) a few
details about the participants?

1'm looking forward to seeing / It will be great $ee) you all on 6 July.
2(All the best / Yours sincerely)

Don Briar
Marketing Director

3.4. Fill in the gaps:

at sight alternative cases ettls shipping documents
warehouse following consignment delivery
FAX

To: Sales Department

From: William McEvans, Purchasing Department
Date: 16 June

Subject: Our order no. 5

Number of pages 2

Dear Sir / Madam,

Onthe ........ ! page please find our order No.5 for various caessories and motor
cycle in different colours and designs.

We agreed thatthe..................... 2 will be sent by sea. The covers will be
individually wrapped and packed in .................2.when transporter by container
ship.

......................... * of the goods will be within four weeks, to our
....................... >in Manchester. We reserve the right to refuse gataivered

after that time.

23



The prices quoted in your catalogue are CIF Dowar .will pay by irrevocable letter
of credit .........oeevvveeeeeennnn.......2. Would you please send copies of the

.................. "and your invoice direct to me.

When | spoke to you last week, you agreed thatufioire transactions, you might

allow US 10 ....oevveieeeieeeeeie ® quarterly.

If any of the goods ordered are not available, veenalling to accept..............".
colours or designs.

Quantity ltem Code Unit price Total cost
80 Silver car covers CC18 € 200 € 16,000
50 Red motor cycle covers CM21 € 200 € 10,000
20 Roof tracks RKS10 € 250 € 5,000

Gross Total € 31,000
Diskont @ 5% € 1,500
Net amount due € 29,450

3.5. Answer to the fax below:

Great Woods

245 Western Street
New York

FAX

To: Norman Smith, Sales Manager
From: Sally Wood, General Manager
Date: 9 October

Dear Norman,

Thank you for your email.

I've decided to change my agenda for Friday andikel you to do the following:
» cancel the meeting withd® Department
» contact Mr Dereck and ask him if he can join usvonday
» send our latest catalogue to the editing agency

Regards

éaﬁﬂﬂf Wood
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UNIT 4

MEMOS

The memorandum or memo originally meant a remirateconfirmation. It is the
most common form of written communication in bussmend industry. Memo is
used to exchange a wide variety of messages betpegple working in the same
organisation: conveying information, requestingomiation, giving instructions,

recommending options.
Layout:

date

name of the person the memo is addressed to
name of the person sending the memo
content of the memo

introduction to the subject matter

main points

conclusion (recommendations)

closing (name, initials)

S@roo0oTy

Memos are less formal than business letters. Sesteare usually short and clear.
Memos usually start with the introduction to theimmaoints with no greeting such as
Dear .... Memos often conclude with a request for actioo (.., Write ..., Phone.

etc).

EXERCISES:

4.1. Study the memo below:

jﬁm %ﬂ’@n)" ‘CZICI/?W! J/

MEMO
DATE ¢ March
FROM Tom Davis
SUBJECT New Product launch

TO All Sales Department
25



| am delighted to inform you that the new produwne$ have been approved by the
Committee. We need to start the marketing campaign.

* Could you send me all the present market research
* | would like to see a selection of proposed braahes by the end of this week

* The marketing team must have a proposal for a predia by the end of this
month

Make this project an urgent priority.
T.D.

Find and name all the components from of this MENB@e thd_ayout at page 24.

4.2. Translate the memo below:

MEMO

DATE 14 May

TO Heads of Departments
FROM PR Director
SUBJECT New company logo

As you know the PR Department has been lookingwatgs to make our company
logo more attractive and easily recognizable byarasrs. Could you please take the
following actions in your departments:

» Encourage staff to share their personal vision oé\a logo
» Ask staff to put their drawings in the box placedhe lobby
» Inform staff that the best drafts will get speqgits

Please contact the PR Department if you have atlygusuggestions.
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4.3. Reorder the parts of this Memo:

Memorandum
CC: Mr. John Sakazaki
My sincere congratulations to all of you!
SUBJECT: Customer Presentation
TO: GTS Sales Staff
The Marketing presentation you prepared last weedhowcase our new
product line was exceptional! Your enthusiasm,sateategy, and product
knowledge were impressive. Thank you for your @uding work and
dedication. Bonus checks will logstributed next week.
6. FROM: Karen Moore
7. DATE: April 18, 2008

RO

4.4, Translate this Memo into Russian:
To: Joe Campos, VP of Sales

From: Kate Chaplain, Senior Sales Associate
Date: April 5, 2013

Subject: Quarterly Review

Mr. Campos,

I've attached my quarterly review report to this email, but | also wanted to
quickly discuss the trends I've noticed in our sales data over the past few
months.

We've sold over 10,000 new memberships over the past quarter, which is a
22% increase from Q4 of last year. Our data analysis shows that this upswing
corresponds with the creation of company pages on various social media
sites, including Facebook and Twitter, which allows more people to connect
with us virtually. In fact, over half of our new memberships were purchased
from links that were posted on our Facebook and Twitter profiles.

We've also had an 82% renewal rate in memberships that were set to expire
in Q1. This is 16% higher than our renewal rate in Q4, which suggests that
our new program — having sales associates contact members directly about
renewing their memberships — is working even better than we had expected.
Unfortunately, we haven't seen the same rapid growth in the purchase of
family memberships. While the number of FMs has increased by 2% over last
guarter’'s numbers, | believe we can get that number even higher. I've listed
some suggestions in my report, but | would also like to add it to the agenda
for our quarterly review meeting later this week.

Please let me know if you have any questions.

Best,

Kate Chaplain

Senior Sales Associate

Body Rock Fitness

27



4.5. Make up a memo containing the following inforration:

Bb1 — puHaHcoBbIi qupexkTop ¢pupmbl Editing Brothers.
Coo0muTe oty (PUHAHCOB, YTO LIEHA 32 YIIAKOBKY MEeYaTHOIO
00opy1oBaHuA U3MeHeHa U cocTaBUT 1/5eBpo. [lonpocurte BHecTH
Heo0X0uMble U3BMEHEHNS] B KOHTPAKT.
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UNIT 5

ENQUIRIES
Enquiries — Asking for Information

When a buyer wants to know at what price and ort vénens he could buy the goods
required by him he usually sends out enquiriesrtasf companies or organizations

manufacturing such goods or dealing in them.

Most letters of enquiry are short and simple, thigewof an enquiry states briefly and
clearly what he is interested in: illustrated aajaks, price lists or other publications,
samples or patterns of the goods, prices of gdedsis and discounts, delivery dates,

method of transportation etc.

A first enquiry — a letter sent to a supplier withhom you have not previously done

business — should include:

a) A brief mention of how you obtained your potahgupplier's name (it could be an
advertisement that we have seen in a paper, a magazcommercial on television

etc.);

b) Some information about your company;

c) Details of what you would like your prospectisepplier to send you. Normally
you will be interested in a catalogue, a price, ltiscounts, methods of payment,

delivery times, and, where appropriate, samples.

d) A closing sentence to round off the enquiry.

We write an enquiry when we want to ask for moferimation concerning a product
or service. These letters are often written in oesp to advertisements of a company

or a firm.

29



Useful phrases:
* The Opening:Dear Sir or Madam

To Whom It May Conceris very formal as you do not know the person to
whom you are writing.

» Giving ReferenceWith reference to your advertisement (ad) in...

Regarding your advertisement (ad) in ...

* Requesting a Catalogue, Brochure,. EW/ould (Could) you please send me

* Requesting Further Informatiohwould also like to know ...
Could you tell me whether ...

» Closing:Yours faithfullyis very formal as you do not know the person to
whom you are writing.

An Example Letter: Enquiry

September 12, 2009

To Whom It May Concern:

With the reference to your advertisement in yestgsdNew York Times, could yagu
please send me a copy of your latest catalogueouldvalso like to know if it is
possible to make purchases online.

Yours faithfully
(Signature)

Kenneth Beare
Administrative Director
English Learners & Company
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Responding to Enquiries and Requests for Informatio

It is very important to make a good impression whesponding to enquiries from
potential customers. Of course, the best impresaitinbe made by providing the
materials or information that the perspective dlilas asked for, this positive

impression will be improved by a well written resje.

Useful phrases:

The OpeningDear Mr, Ms ... (person’s name)

Thanking the Potential Customer for His/Her Interdhank you for your
letter of ... enquiring (asking for information) @i

We would like to thank you for your letter of nquiring (asking for
information) about ...

Providing Requested Materiald/e are pleased to enclose ...

Enclosed you will find ...

We enclose ...

Providing Additional InformationWWe would also like to inform you ...
Regarding your question about ...

In answer to your question (inquiry) about ...

Closing a Letter Hoping for Future Busine®#e look forward to ... hearing
from you / receiving your order / welcoming youwoas client (customer).
Closing and Signaturé&:ours sincerely (remember u¥®urs faithfully’ when
youdon't knowthe name of the person you are writing &nadurs sincerely'

when youwlo).
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An Example Letter: Answer to Enquiry

Jackson Brothers
3487 23rd Street
New York, NY 12009

Kenneth Beare
Administrative Director
English Learners & Company
2520 Visita Avenue

Olympia, WA 98501

September 20, 2000
Dear Mr Beare

Thank you for your inquiry of 12 September askiagthe latest edition of our
catalogue.

We are pleased to enclose our latest brochure. @ddvalso like to inform you that

it is possible to make purchases online at htgzKgonbros.com.
We look forward to welcoming you as our customer.

Yours sincerely

(Signature)

Dennis Jackson
Marketing Director

Jackson Brothers
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ACTIVE VOCABULARY

enquiry (inquiry)

to manufacture
prospective
sample

pattern

guotation, price list
supplier

exhibition
associate
response

to concern
advertisement
purchase

demand

discount
competitive (attractive) price
a wide range

to place an order
to meet an order
payment for collection
competitor

reliability

3ampoc
IIPOU3BOJIUTH
MOTEHIINAIbHBIN

obpasern

obpaserr

MIPENCKYPAHT

MOCTABIINK

BBICTABKA

napTHEp

OTBET

KacaTbCs

pekiama

MOKYIIKa

CITpOC

CKHJIKa

HU3Kasl, IpuemiieMas LeHa
LIMPOKUN ACCOPTUMEHT
pa3MECTUTH 3aKa3
BBITIOJTHSATD 3aKa3

I1aTex B opMe HHKACCO
KOHKYPEHT

HaJCKHOCTD

USEFUL EXPRESSIONS

We read (noticed) your

advertisement in...

M5! mpounTay Banly peKkiamy B

With regard to your

advertisementin ... of ..., we

B cBs3u ¢ mybOimkanueit Bamei

? PCKJIAMBI B ... OT ... MbI XOTCJIA OBI
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would ask you ...

Regarding your advertisemen

—F

IMOIIPOCHUTH BAC ...

We have heard of your

products from ...

MpI1 y3HaIM O NPOJYKIMHU Ballleu

KOMIIaHHH U3 ...

We have seen your current

catalogue showing ...

Mpg1 oOpaTuau BHUMaHKUE Ha Balll
MOCJIEAHUN KaTajor, B KOTOPOM

OIIMCAaHBbI ...

We are interested in buying

(importing, etc.) ...

Mp1 xoTenu Obl KynUTh

(MMTIOPTHPOBATH U T.I1.) ...

Please inform us (let us know

as soon as possible ...

)

[Tpocum cOOOMUTH HaM Kak

MOXXHO CKOpEeC ...

Would you please inform us if

it is possible to deliver...

[Tpocum cooOIUTE HAM, CMOXKETE

JIK BbI IIOCTAaBUTD ...

Please let us know wh
guantities you are able

deliver till...

-
c

Li

[Toxainyiicta, COOOIIUTE HaM,
KaKO€ KOJIMUECTBO BBl CMOXKETE

IIOCTaBUTH J0 ...

Could you let us have a

guotation for ...

Coo06muTe HaM, TTOXKAJTyICTa,

pacICHKH Ha ...

Would you kindly quote your
prices and terms of delivery

(terms of payment, etc.) for ...

He morau Obl BBl yCTaHOBUTH HAM
LIEHBI U yCIIOBUS IIOCTaBKU

(ycitoBus OIUIATHI U T.I1.) HA ...

We would like to have further

details about...

Mpb1 ObI XOTEIM TOJIYYUTh 0oJiee

noApoOHY0 UHGOPMAITHIO O ...

We would like to represent
your products in the Russian

market.

Mpg1 Ob1 XOTEH MPECTABIATh
Ballly MPOJYKIMIO Ha

POCCUNCKOM PBIHKE.

Please send us samples of...

(your catalogues, leaflets, etc

[Toxamy¥icTa, BBILLUIATE HAM

"00pas3Ipl ... (CBOM KaTajory,
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OpOIIIOPHI U T.I1.)

As distributors we have a largéKak nuctpuObl0TOpBI MBI IMEET

network of... OOIIMPHYIO CETh ...

In connection with this ... B cBsi3u ¢ >TUM ...

We are distributors (importersMel siBisieMcst AUCTPUOBIOTOPAMH
retailers, etc.) of... (uMITopTepam#, poaaBIAMH U

T.IL)...

We would like to get in touct MesI Ok XOTeNN YCTAaHOBUTH
with manufacturers (supplierskoHTakT ¢ IpPOU3BOAUTEIIMU

sellers, etc.) of... (mocTaBIIMKaMH, TPOJABIIAMH U

T. IL)...

There is a large market here f(Bamu usaenus HaliayT y Hac

your products. CBOErOo MOKyMHaTes.

For over ... years our companyboree ... €T Haira KOMIaHUs
has imported from western | umnopTupyer U3 3amagHbIX CTpaH

countries ...

Our company was founded in| Hama xommnanus Obliila OCHOBaHa B

...TOTy.

We usually effect payment by| Mb1 00b19HO0 IPOH3BOMM OILIATY
letter of credit (cheque, bank | myrem oTkpbITHS aKKpeTUTHBA

transfer etc.). (uexoM, IepeBOIOM H T. II.)

If your prices are competitive | Ecii Bamy 1ieHbI yCTpPOSIT HAC
(the samples meet the (oOpasmp! OyayT YAOBIECTBOPSTH
standards, your equipment | TpeboBaHMSIM CTaHIAPTOB, Ballle
complies with our o0opynoBanue Oyaer
requirements, etc.) we may b ynoBieTBOpSTh HAIIMM

able to let you have regular | TpeboBanusIM 1 T. 11.), MBI OyZEM

orders. PEeTyJIIpHO 3aKa3bIBATh BAIly
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MPOAYKITHUIO.

We look forward to your early| C HereprnierreM *xjieM Baiero

reply. OTBeTA.

Your prompt answer would be Bynem npusHaTelbHbI 3a ObICTPBIi

appreciated. OTBET.

EXERCISES:

5.1. Translate the letter below:
The Western Shoe Co.Ltd.

Yeovil, Somerset S19 3AF
England

12 October 2010

Dear Sirs,

We have heard from the British Embassy in Parisytba are producing for export
hand-made shoes and gloves in natural materials.

There is a steady demand in France for high-qugbtyds of this type.

Sales are not high, but a good price can be olatdordashionable designs.

Will you please send us your catalogue and fulhitedf your export prices and
terms of payment.

We are looking forward to hearing from you.

Yours faithfully,
FOURNIER ET CIE SA

J. du Pont

Managing Director
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5.2. Write a reply to the letter below:
= [nviting for an interview
= Refusing the interview

Dear Mr. lvanov

Re: Vacancies

| am writing in response to your advertisementim August edition of Glagol
newspaper and would like to be considered for drikeoposts mentioned.

As you will see from my enclosed CV, | have comgidea degree in Interpreter
Courses at Southern Ural State University. It gaeethe opportunity to practice my
English every week for two years. Besides themviehbeen working as an English
teacher for 14 years. This means | have had degqutrience of the day-to-day
realities of communicating with the public.

From your advertisement, it appears that workimgyéur organization would offer a
stimulating and challenging career within a higbéynpleted field. | am extremely
attracted by this opportunity and feel that | halready acquired some of the skills
and awareness necessary to make an effective lmatndn to the company.

| am currently available for interview and wouldleame the opportunity to discuss
the post more in detail.

| look forward to hearing from you.

Yours sincerely,

Julia Ivanova

5.3. Fill in the gaps:
STENLEY BROTHERS
6539 71TH STREET
LOS ANGELES, LA 84733

27" January, 2005

Baisy Clifford
3400 Chelsey Road
Quantico, FU 78451

37



Dear Sir,

We have seen your in the Business Weekl y
Journal, and we shall appreciate it if you send us

more description of your cameras. We sho uld
also like to know the that you provide.

Our company in distributing cameras in | taly.
For your information we may add that our company wa S
established five years ago. If your meet our
requirements, and we receive a favourable offer, we will
be able to your cameras in Eatsern Europe

We are looking forward to your

Yours )

R.Stenley
Export-Import Manager

detailed faithfully
gsod represen
advertisement specializes
discounts reply

5.4. Translate the letter below into English:
21 (peBpasig 2011 T.

YHuBepcutet bpagdopaa

LleHTp meHeaKmeHTa

YBaxkaemble rocroaa!

A 6yny 61aromapeH, ecyiv BbI IPUIILIETe MHE WHGOPMAIHUIO O ITPaBUIax
JIOITyCKa K 00y4eHHUIO 110 TTOJTHOM mporpaMMe 1mo Kypcy Ha cTeneHp Macrepa B
yIpaBJieHn:d Oe3HecoM Ha Iepuoji 2011 — 2012 rr. Moriu Obl BBl Tak:Ke
COOOIIUTH MHE, IIPeAOCTaBsIeT U LIeHTp KUIbe CTy/IeHTaM?
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C HETEPIICHUEM KAy OTBETA OT BacC.

C yBaxxeHuew,
bepunappg Puuapacon

5.5. Translate the letter below into English:

«Komnanus [lenTamexc»
15 byacpu,
92100,bynons — buitankyp,
®panuus
4ampens 2011r.

YBaxkaemsble rocrioga!

MpbI TTOJTyYrId Balry OpOIIOPY, B KOTOPOU IIpe/ICTaBIEHbI BAIl HOBbIE
IIPOYKTHI, BXOAAIHE B rpymiy «Chairmex».

HexkoTopble uU3 BamuxX TOBAPOB MOIJIM Obl HAWTH INPUMEHEHHE U B
HaIlleM IIPOU3BOJCTBEHHOM IIPOIIECCE.

Mpz1 ObtH OBI BaM IIPpU3HATEIbHBI, €CTU ObI BBl HAIIpaBWIN HaMm Oosiee
IIOJTHBIE TAHHBIE TI0 BCEM TOBapaM 3TOH I'PYIIIILI BMECTE C BAallIUM ITOCIIETHUM
KaTaJIOTOM.

5.6. Read and translate the following letter:
Glaston Menswear Ltd.
54 — 59 Riverside

Cardiff CF1 13V
May 19, 2011

Attention: Sales Manager

Dear Sirs,

We are interested in the sweaters that we have bBeem on your stand at the

"Menswear Exhibition".

39



We are big importers of menswear and we are loofang manufacturer who can

supply us with a wide range of sweaters for men.

As we usually place large orders, we expect a gyatiscount, and our terms of

payment are for collection.

If you agree to these conditions and you can mesdrs of over 1,000 sweaters at

one time, please send us your current catalogu@mcetlist.

We hope to hear from you soon.

Yours faithfully,

L. Longfellow

5.7. Translate from Russian into English:

YBaxkaemble rocroaal

M&1 BHOBB Bo3BpamiaeMcs (refer to) k renedoHHOMY pa3roBopy ¢ BamH,
COCTOSIBIIEMYCS B CEpEIUHE HOAOPS.

Cornacho Bamemy kartajiory 1eHa 1 kr 6ananoB coctasisier 100py6ineit. Mol
COTJIaCHBI ceiuac cjienaTh 3aKyInKy 2 ToHH 0aHaHoB. [Ipocum coobmmTh Bac pa3mep
CKUJIKH U JCTATBHBIC YCIOBHS MTOCTABKH.

HaneemMcs momy4uuTs Bain OTBET B CKOPOM BPEMEHH,
C yBaxxeHueM,

Bnagumup ®enopos,

MCHCEKEP 10 3aKyIIKaM
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5.8. Fill in the missing words:
Dear Sirs:
We are ... in the wooden doors that we have seeaun y. .

We are big ..... of wooden furniture and we shalbbkged if you send us your ...
for he Model 1378HF doors.

Please let us know if you can ... us with a big ..yafir doors (over 2,000 doors at

one time) and quote your best prices.
If you quote really ... prices we shall be able tagal an order with your company.

We are looking ... to hearing from you soon.

guotation, parcel, forward, advertisement, competitmanufactures, interested,
supply

5.9. Make up an enquiry using the sentences below:

= 15" March, 2012

= Richard Richardson

= Qur firm specializes in selling foods online. We have a steady demand in our
region. More than 45 big companies place their orders with us.

» Food Products Ltd
23 Highway Road
England

= Yours faithfully

= We read your advertisement in “foods online” magazine of 25" December.
We are interested in buying your plastic boxes and containers for our
products. Would you kindly send us more information about: price; terms
of payment and delivery

= Your prompt reply would be appreciated

= Dear sirs

= Sales Manager
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5.10. Complete the letter with the proper verbs:

arrange, consider, contact, encloBeward, require

20 June, 2014

Dear Sir or Madam,

| have pleasure in enclosing five copies of our heachure, detailing the Strategic
Leadership Programme and the Advanced ManagemegtdPnme available here at the
Paris Central Institute for Management Development.

| should be grateful if you could please. . .. ... .... ! the brochure as appropriate

within your organisation, so that it is availaldedoth the Head of Personnel and

employeeswhen........... 2 professional development options.

In addition, I ............ ? a poster which includes prepaid response cards and

should be most grateful if youcould . ......... *for this to be displayed.

Shouldyou............ >further copies of either brochure or poster, please . . . .

..... ® Laurent Perrot at our Admissions Office by email on

laurentperrot@hotmail.com.
| hope you and your staff find the brochure of iags.

Yours faithfully,
Charlene Rollet
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UNIT 6
OFFERS

A reply to an enquiry from a regular customer ismally fairly brief, and does not

need to be more than polite and direct. In repystiipplyer will generally:

a) thankthe writer of the letter of enquiry for the letierquestion;

b) provide all the information requested, and efarth to enclosures and to samples,

catalogues and other items being sent by separstie p

C) provide additional information, not specificatgguested by the customer, so long as it

Is relevant;

d) conclude with one or two lines encouraging tlhstamer to place orders and

assuring him of good service.

The seller can offer goods to regular customerstarathers who may be interested,

without waiting for an enquiry.

Offers usually state the nature and descriptiothefgoods offered, the quantity, the
price, the terms of payment and the time and ppdaclivery. Offers may be firm (or

binding) or without engagement.

A firm offer is made by a seller to one potentiayer only and usually indicates the
time during which it will remain open for acceptan@eadline). If the buyer accepts
the offer in full within the stipulated time, th@gds are considered to have been sold

to him at the price and on the terms stated ioffee
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Sample Offer Letter

Mr. Fred North
Purchasing Manager
Broadway Autos
November 11, 1999

Dear Mr. North,

Thank you very much for your enquiry. We are veayniliar with your range of
vehicles and are pleased to inform you that we leamnew line of batteries that fit

your specifications exactly.

The most suitable of our products for your requeats is the Artemis 66A Plus.
This product combines economy, high power outpdt @mck charging time and is

now in stock.

| enclose a detailed quotation, specifications dabivery terms. As you will see
from this, our prices are very competitive. | haveanged for our agent Mr. Martin
of Fillmore S.A. to deliver five of these batterig@syou next week, so that you can
carry out the laboratory tests. Our own laborateorts, enclosed with this letter,
show that our new Artemis 66A Plus performs as wasllany of our competitor’s

product and, in some respects, outperforms them.

If you would like further information, please teleme or telex me: my extension
number is 776. Or you may prefer to contact Mr.nJbtartin of Fillmore S.A., his
telephone number is 01 77 99 02.

| look forward to hearing from you.

Yours sincerely,

Fred Stock
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Useful phrases:

General opening lines
1) We have pleasure in offering you the followirapds...

2) You will be interested to hear that...
3) You will find enclosed with this letter a sample.

4) As a result of the favourable supply situatiaawve able to offer you ...

Expressions used in firm offers
1) We have pleasure in offering you, subject toryamceptance by cable...

2) This offer is made subject to an immediate reply
3) We offer you the goods subject to receiving ycamfirmation within ... days

of the date of this letter.

4) We are holding this offer open for your accepeauntil the 15tlof May!

Expressions used in offers without engagement

1) We have pleasure in offering you, without olilma..
2) This offer is made without any engagement onpauit

3) This offer is subject to the goods being unswideceipt of your reply.
4) This offer is made subject to prior sale.
Prices and terms
1) Our prices are quoted CIF London.
2) Our prices include packing and carriage.

3) Price includes delivery to nearest railhead.
4) Prices are subject to variation without notineaccordance with market

fluctuations.
5) Prices for the quality you mention range frons i®$ 5.

Supply and demand
1) In view of the heavy demand for this line, we a@dwou to order at once.
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2) The exceptional demand this season has neadyed our stocks of...

3) This article is in great demand.

4) Owing to the increased demand for this type of @ar stocks have run
very low.

5) As we have a good supply of these machines weftact shipment within
5 days.

6) The model you ask for is out of production, butcaa supply... instead.

7) We cannot promise delivery before 1st Januaryssgi@ur order reaches us

within 5 days.

Asking for instructions

1) Will you kindly let us have an early decision.

2) Please send us your instructions by fax.

3) Kindly confirm your order at the price quoted.

4) We await your instructions by return.

5) Please let us know your wishes by Friday witHailt

6) Kindly use the enclosed order form when you makteorder as this will
facilitate prompt and accurate execution.

7) If our proposal is acceptable to you, pleasdigarby return.

Concluding sentences

1) Our whole experience is at your service. We hapewill make use of it.

2) We should appreciate the opportunity of showing lgow efficiently we can
serve you.

3) Words alone will not prove what we claim for guoducts: only a trial can do
that, and a trial will convince you.

4) You may rely on us to give your requirements edmate attention.

5) If our offer meets your requirements, pleasei¢ehave your order at an early

date, as suppliers are limited.
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ACTIVE VOCABULARY

Offer KOMMEPUYECKOES peI0OKCHHE,
odepTa

firm (binding) offer TBepaas odepra

to stipulate OTOBAapUBAThH

to revoke OT3bIBATh

carriage nepeBoO3Ka

stock pe3eps, 3armac

shipment II0CTaBKa, OTIPy3Ka

to effect shipment OCYIIECTBIISATH OTIPY3KY

to quote YKa3bIBaTh LICHY

line=goods IPOAYKIIHS, TOBAPhI

deadline KOHEUYHBIN CPOK

packing yIaKoBKa

range ACCOPTUMEHT

sample oOpa3zery

discount CKHIKA

terms of delivery YCIIOBUS TTOCTABKH

a bill of lading KOHOCaMEHT, TPaHCIIOPTHAS
HaKJIaTHas

EXERCISES:

6.1. a. Complete this enquiry letter with the follving phrases:

these could do well in our market.

-------------------------------------- *full details of prices, delivery dates, methodpafments and
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discounts. Could you send all the details in yettet as we do not have the time to search
through large brochures. Also if you have any gtineducts which might appeal to this
segment of the market, please let me know.

| look forward to hearing from you. If terms andivckery dates are satisfactory,
5

Yours sincerely
James Apple

6.1. b. Reorder the offer letter to the enquiry abve:

1. The enclosed leaflet summarises the specificagiotdprices of our total range. In the
most cases we are able to suply goods within faudays.

We look forward to receiving an order from you.

David Cooper

Dear Mr Apple,

We allow a quantity discount of 7% on purchaséfair more of models, rising to
15% on quantities of 100 or more. Furthermore \iex afdiscont of 3% for payment
within 14 days from the date of an invoice. Payrnsbotuld be made within 30 days.
Thank you for your letter enquiring about our railadwooden handles.

Should you have any further questions please doasdtte to contact me personally.
Yours sincerely

absowd

© N

6.2. Read the lettefilling in the gaps:

December 25, 2005

Attention: Mr. Borisov
Dear Sirs:

We thank you for your ... of August 27, 2005 concegni.. and now are pleased to

submit our offer.
With this offer we enclose ... and specificationsaibgr with our leaflet.

Price: The total price of a pump is $1,500 whictludes packing and delivery to a

Russian port.

.... Delivery of the pumps will begin three monthseafthe contract is signed and

will be completed within a period of four months.
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Validity: This offer is ... 90 days from the datetbfs letter.

Payment: Payment is to be made in ... within 30 dayseceipt of the following

shipping documents: an Invoice, ... , an Insurandeyand a Packing List.
We recommend you therefore to ... as soon possildetain the items you require.

Yours faithfully

German Fox,

Overseas Sales Manager

~

valid, place an order, drawings, a Bill of Ladiegquiry, delivery, cash , the supply

of pumps

Translate the offer above into Russian.

6.3. Match the expressions on the left with the di@itions on the right:

We were pleased to learn your C yZI0OBOILCTBUEM MOCHLIAEM

interest in... BEIOpaHHbIe Bamu 06pasiibl 1

Mpeiaraem ...

It is good of you to take so much

) ) Ha Bamm 3anpoc oT ... MbI cooO1iaem
interest in our work ...

Bawm, ato ...

We take pleasure in sending you th&1er mocrasisiem Ha ycnoBusix CUD.

desired samples and offer...

As to your inquiry of... we are Beu10 ouens Jirobe3Ho ¢ Barei

informing you that... CTOPOHBI IIPOSIBUTH TAKOM HHTEPEC K

Hamel padore ...

We enclose our catalogue with the [[eHa BKITIOYAET YIAKOBKY U

latest price-list. TPAHCIIOPTHBIE PACXOJIBI.
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Our detailed catalogue will Ham ObL10 ipusTHO y3HATH 0 Barirei
demonstrate the wide range of our| 3anHTEepecoBaHHOCTH B ...

products.

Our proposal is valid till... Mgl MoeM mpenocTtaBuTh Bam 5 %

CKUJIKY.

We deliver our goods on CIF terms Harie npeyioxkeHre AeHCTBUTEILHO

710 ...
The price covers packing and Hamr mopoOHblii ipeiickypaHT

HalIero aCCOPTUMCHTA.

We can give you a 5 per cent MpI pritaraeM Hal KaTaJior ¢

discount. HOBEHIIIUM TPEHCKYPaHTOM.

6.4. You are producers of dairy products. Compose letter to a Client

offering your standard lines and one new product.

6.5. Translate into Russian:

21 September
Dear Mr Pottery,

Thank you for doing business with us for over thyears.
We continue to be one of the world’s leading bussam-business suppliers of office
products and services.
Now, be prepared to be surprised about our latgitians to our wide range of
products:

» Morrison’s combined PXL100 Laser Copier / Bem/ Scanner 4 does what
none of the competition is able to do in the sarag;,w

» our new collection of “Wizard” office chairs;

* our recently expanded collection of “Avalo®@nsinar chairs.
For more information, call: 0800 123 9876 or vitr website: www.morrison.com
We would also like to draw your attention to oueaial offers for regular customers
like you:

e up to 30% discount off the normal purchaseegrn ALL orders placed in
October!!!
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We look forward to continuing our business with you
Best regards,
Frank Kinsey,

General Manager Morrison

6.6. Fill in the gaps and translate the offer intdRussian:

stock deliver vehicles enquiry
requirements tests uitable enclose terms

Mr. Fred North
Purchasing Manager
Broadway Autos
11 November

Dear Mr. North,

Thank you very much for your . Weddreourse very familiar with
your range of and are pleased to inyounrthat we have a new line of
batteries that fit your specifications exactly.

The most of our products for your Is the Artemis 66A
Plus. This product combines economy, high powepwuand quick charging time
and is now in

I a detailed quotation, specificatiand delivery , you
will see from this, our prices are very competitiv@ave arranged for our agent Mr.
Martin to five of these batteries @a yext week, so that you can

carry out the laboratory

| look forward to hearing from you,
Yours sincerely,

Fred Stock
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6.7. Translate the offer into Russian:

TM Breweries GmbH
Baubergerstr 17
80991 Munich
Ms Barbara Win
Vending Machines Inc
Box 97
New York
26 February
Dear Ms Win,

| was very pleased to have met you again at the olag we held in our Munich
brewery last week. | hope you enjoyed yourself fattcthat your visit was useful.

| found our discussion about the activities of yarganisation in Korea very
interesting. It seems to me that there are a lowvays in which our organisations
could work together to our mutual advantage in B&idst Asia.

| have enclosed a brochure with further informatabout our products. | propose
that we get together soon to discuss the matteonre detail.

| hope this suggestion is of interest and look emavto hearing from you.

Yours sincerely,

Katherine Stein
Sales Manager

6.8. Here you have an enquiry letter. Read it vergarefully and
prepare your offer:

W. JONES AND SONS LT.

285 Queen Street
London, E.C. 4
10 th January 2014
ABC
Moscow
Russia
Dear Sirs:

We learn from your representative that you are ymod for export woolen hand-made
carpets.

There is a steady demand here for high class gifddis type. Will you please send us your
catalogue and full details of your export prices t@nms of payment.

52



We look forward to hearing from you.
Yours faithfully,

W. Jones

6.9. Translate the offer into English:

YBaxkaemblil rocriogud Ceprees!

bnarogapro 3a Bame nucemo ot 12 Hosi6psi.

MBI pajiel mpecTaBUBIICHCS BO3MOKHOCTH TIPEIIOKATh Bam oOpa3ibl
3aMHTEpecoBaBIINX Bac TkaHeil. 3aMeuy, 4YTO KaK/Iblil U3 HAILIMX PUCYHKOB
YHUKaJeH. B Hanu4uu ecTh claeAyrolue BeTa:
puc. 41 BBINOJHEH B TOIYOBIX U 3€JICHBIX TOHAX,
puc.62 —B KpacHOM IIBETE,
puc. 67 —B 6en0-roryooM U 4epHO-0€7I0M BapraHTaXx.

K coxanenuto, Tkanel Ha puc.18 B Hanuuuu HeT.

[leHna Ha Bce BUJIbI TKAHEH OJIMHAKOBA U COCTABIISIET:
600py06. 3a MmeTp npu nokymnke 10 50MeTpoB,
550py6. mpu mokynke ot 50 1o 100QM,
500py6. — cBeime 100m.

[Tpu nmokymnke cBeiie 200MeTpoB 11eHa goroBopHas. JloctaBka GecriaTHasl.
Omutata nmpousBoauTcs B Tedenue 30 qHeit co nHa qoctaBku. Kpome Toro, xoTenoch
Ob1 oOpatuTh Baiie BHUMaHue, 4TO, eciiu Bbl 3akaxeTe TOBaphl 10 KOHIIA SHBApH,
Br1 nonyunte nononaurensHyo 10% o ckunaky. s yckopeHus mpoieaypsl 3aKasa
3anojJHuTe OJIaHK, MPUIaraeMblii K MOEMY MHUChMY.

Ecnu notpebyercs nonoaHuTenbHas nHbopmaius, Bcerna 0yay paa Bam
IOMOYb.

C yBaxkeHHEM,

Hukonan [letpos,
MEHEKED IO MPOAaKaM

[Tpunoxxenue: 6aHk 3aKa3a Ha 2 CTp.
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6.10. Translate the offer into English adding the nssing information:

(Oonocnocms adpecama — komy npeonasnavena opepma)

(raumenosanue opeanuszayuu)

«» 20 1.

O noctaBke NPOAYKLHH

bnarogapum 3a 3amnpoc oT « » 20 r. 1 cooOmraeM, 4TO MOKEM
peUIOKUTH Bam B KOJINYECTBE

(Haumenosanue mosapa)
KauectBo —
YnakoBka —
Ilena —
CpOk 1OCTaBKM —
YcnoBust oriatel —

C yBaxxeHHueM,
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UNIT 7

ORDERS

If the seller's offer is right, an order may be eotpd to follow. In placing of an order,
first of all, accuracy is essential. An error irojag a catalogue number, or a mistyped
figure in the quantity column can cause troubleclhit may be impossible to put
right later. All this is very elementary, but suetrors are known to occur; a double

check at all stages is the only prudent course.

Clarity is also essential. The buyer must maker ¢tethe seller exactly what he wants.
There are also other things needed besides anasealgscription of the goods: for
example, anethod of transport, packing, delivery and insueame possiblya method

of payment, if this has not been settled already.
When ordering goods, a customer will generallyudelthe following in his letter:

a) a reference to a visit by the supplier's reptesige, or to an advertisement or

catalogue, or to a sample, or to previous corresdgace.

b) details of the goods required: quantity, quakitalogue number, packing, etc.
c) conditions and qualifications.

d) alternatives which are acceptable if the goadsred are not available.

e) a closing sentence, perhaps encouraging théesuppexecute the order promptly and

with care.
ACTIVE VOCABULARY
order 3aKa3
figure udpa
to occur CJIy4aTbCst
prudent HpeyCMOTPUTETbHBIH
representative NPEACTaBUTEIb
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to encourage TIOOLIPATH

acknowledgement=confirmation moareepxaeHue

to place an order pa3MeCTHTh=CJIeNIaTh 3aKa3

Seller [Tponasen

Buyer [TokymnaTesns

to refuse=reject=decline the ordevtkazarscs oT 3akasa

account cyeT

bargain ClIeNKa, MOKYIIKa

parcel napTHs

at disposal B PacCIOPSHKCHUH

to quote YKa3bIBaTh

to deliver MOCTaBJISATh

warehouse CKJIat

letter of credit AKKPEIUTUB

invoice cueT-(hakTypa, HaKIaTHAS

bulk (order) HIOKYTIKA OIITOM

consignment napTHs

shipping documents OTIPY304HBIE JOKYMEHTBI

CIF ycnoBue noctaBku ClF
USEFUL EXPRESSIONS

Opening lines:
1) Thank you for your offer of 1 July, which we apton the terms quoted.
2) We enclose our order No. 47791 for ...
3) We have pleasure in ordering the following é&8drom your winter catalogue:
4) Thank you for letting us have samples of ...

5) Will you please arrange immediate dispatch. of ..
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Referring to quality:

1) The quality must be up to sample...

2) Weight and color must be as sample supplied

3) A medium quality would be suitable...

4) Only fruit packed so as to be in fresh conditbonarrival can be accepted.

5) There is no market here for the higher-pricaderas. Please send only models
in the medium price-range.

6) We enclose a trial order. If the quality is opur expectations, we shall send
further orders in the near future.

7) The material supplied must be absolutely waterfpsnd we place our order
subject to this guarantee.
Alternative goods:

1) If pattern No 63A is not available please sehdéb or 66A instead.

2) Please supply the nearest you have to the etckmsnple.

3) We leave it to your discertion to supply a shigasubstitute, but the price must
not exceed $1.75 per kg.

4) If you have a similar article but of better qtyalplease send it instead,

provided the price is not more than 10% higher.

Rejecting an offer:

1)Many thanks for your offer of 3 March. We are samyhave to tell you that we
cannot make use of it at present.

2) We thank you for your offer and will bear itnmnd, should we have need of
such equipment at any time.

3) Thank you for your quotation for the supply dbut we have been obliged to
place our order elsewhere in this instance.

4) Many thanks for your reply to our enquiry foeetfurniture. We will keep your
catalogue for further reference, but think yourdarcts too highly priced for this
market.

5) We appreciate your offer of a reduced price, baitod the opinion that the
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market would not stand an article of this qualityakh

Cancellation. Warning of Cancellation:

1) Please delete from the order any goods whichcgmnot supply ex-stock
(cannot ship within 14 days).

2) We must insist on the observance of our terndscanditions. If you cannot do
this, we regret that we shall have to cancel teor

3) As you have failed to deliver within the spesifitime, we have no alternative
but to cancel our order.

4)The recent slump in the market here makes itaidable for us to cancel the
remainder of our order.

5) We regret having to cancel our order for the twther machines, but the

worsening of the trading position here gives usiternative.

Sample Letter of Order

Men'’s Clothes
145 South Road
Sheffield S20 4HL
England
21 March, 2014
Dear Sirs
Re: Our Order for Silk Shirts

In response to your letter of 1 March, we thank you for sending us your catalogue
of men’s silk shirts. We are sure there will ber@aj demand for them in Russia.

We are enclosing our order No.145, and would asktgoreturn its duplicate to us,
duly signed, as an acknowledgement.

Yours faithfully

Michail Volodin, Export-Import Manager
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ORDER No.145
(please refer to this number)

Men's Clothes
145 South Road
Sheffield S20 4HL
England
21 March, 2014

Please supply 400 men's silk shirts in the colandsizes (collar) specified below:

Size Colour Quantity
14 white 70

14 blue 30

15 white 70

15 blue 30

16 white 70

16 blue 30

17 white 70

17 blue 30
Price: $10.53 each (total: $4,212)
Delivery: air freight, CIF Moscow
Payment: by letter of credit

Packing: Standard

Please send us the copy of this order, duly sigsiedn acknowledgement.
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EXERCISES:

7.1. Look through the acknowledgement to the ordebelow. Some

information is lost. Think over and fill in the gaps.

Dear Mr. Volodin,

Thank you for your letter of ... . We are ...... to ackmedge your order for 400
...... and enclose the copy of it, duly ...... , as regegkst

We hope our shirts will be in great demand in ....d gau will be able to ......

large orders with us in the future.

7.2. Write a letter based on these notes:

Order No.:

Goods:

Quantity:

Quiality:

Delivery:

Payment:

Packing:

7.3. Find words to fit the definitions:

1) A request by a customer to supply goods.

2) The amount of money for which smth. is bougbld soffered.

3) Things that are produced in order to be sold.

4) A list of things in a particular order.

5) People’s need.

6) Process of bringing goods.

7.4. Put these words in order to make up sentences:

1. articles / ordering / your / have / in / theahfi / We / catalogue / pleasure / following
2. many / your / to / for / thanks / our / replfprf / enquiry / furniture
3. areduced price / We / your / of / appreciaiffgr

4. cancel / regret / order / We / our / having to
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5. shirts / We / our / hope / will / in great derddrbe
6. quality / you /it / If / have / of better / plge / a similar article / send

7. to cancel / but / have / We / no alternativar/ arder.

7.5. Fill in the form of a PURCHASE ORDER:

Company Name No.
Date:
PURCHASE ORDER
Supplier:
ltem# | Qty Description Price
Total
Deliver to: Diaxebvery
Shipping Instructions: Terms
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7.6. Translate into English:

Ne 289 ¢cpunaiitech, moxanyicra,
3AKA3 Ha 9TOT HOMEP MPU NEPEIUCKE)

[Toxanyilicra,
noctaBbTe HaM 1 200mnateeB muuuu “Tepuep”. L{BeTa u pa3mepsl yKka3aHbl HIKE:

Pa3mep Ber KosauvecTBo
15 CUHUM 200

15 KpacHbIN 200

16 KOPUYHEBBIN 200

16 roJiyooit 200

17 CephIii 400

Iena: $56a ex. (o6mas $67,200)

IlocraBka: Asua, ClIF Jlongon

Onaara: aKKpEIUTHBOM

YnakoBka: CTaHdapTHaA

Ponansn Byn,
HagansHuK oTAena mocTaBoK

7.7. Translate into English:

Bam 3aka3 ot 19.02.03
Coo011ieHre 0 CpoKax MOCTABKU

YBakaemasi rocroxa Mroep!

Mpi pajnsl BeicnaTh Bam 3akazannyro Bamu TeneBU3noHHYIO npuctaBky. [Ipocum
Bac npu noccraBke ToBapa HaxXoAUThCs AoMa. Ecin Bl skenaeTe onaaTtuTh Haiuy-
HBIMH, MTOXanyicTa, umenTe npu cede 350eBpo MITC PacXo/Ibl 0 NEPECHIIKE U
ynakoBke 30 eBpo.

C yBaxeHUEM,

Mapmuo Opcrenr
7.8. Read the order below. React to this letter ia written form:

Mr. Jack Brown
Books Online
Seattle, WA 98795
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Dear Mr. Brown:
Would you please send me the following used bodkgdrding to your Web site,
orders need to include the title, author, and |shieli.

Title Author Publisher
. Peter
1. "Driving Home" Jackson and Caq.
Lawford
_ Margaret
2. "Christmas Myth" _ Smoothers
Smith
_ Janet
3. "Landscaping for Fu Nature Ltd.
Patterson

Regards

Fred Finkleham

7.9. Read the order below. Give an answer to thistter advising that

demanded design is out of stock. Offer a close suibste (3amena).

Mr C. Williams
Silk Company
Fortune Garment House
Central Road
Hong Kong
25 October 2014

Dear Mr Ling
Our ref: Order MN142

| would like to confirm our order (NdMIN142) for the following:

2,000 BeiLing brand silk ties (catalogue number /56 the following quanties:
500 design JC1

500 design JC2

400 design JC4
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300 design JC5
300 design JC7

We would expect our normal 10% discount off ligterfor this bulk order.

If you do not have the items requested in stocast advise us immediately. The
goods are urgently required for our winter sale.

Payment will be made on receipt of goods. We waypldreciate delivery by the end
of November and look forward to your acknowledgetnen

Yours sincerely,
Bmdt@xd Narvrow

7.10. Read the order below. Complete this extractdm a letter with
words from the box

shipping documents alternative  t sight delivery warehouse
cases consignment
Dear Sirs,

Please find enclosed our order for various carssmmrees.

We agreed that the will be senelyEhe covers will be
individually wrapped and packed in , then transported by
container ship.

of the goods will be within five weegksour
warehouse. We reserve the righfusegoods delivered after that

time.

The prices quoted in your catalogue are CIF Dowar .will pay by irrevocable letter
of credit . Would you please sentesayf the
and your invoice.

If any of the goods are not available, we are mgjlto accept
designs.

64



UNIT 8

COMPLAINTS

In ideal business conditions everything should deedcarefully: details of offers and
orders checked, manufacture of the goods carri¢gmyperly, packing and marking

verified.

However complaints happen to arrive rather fredqueriecause of various

infringements.

There are various reasons for complaints. Theviwlig kinds of claims are often made

by Buyers:

1) claims arising from the delivery of wrong goodsymaged goods or substandard

goods;
2) claims connected with delays of one kind or lagigt
3) claims owing to goods missing from delivery .(sbort-shipment or short-delivery);

4) claims that concern errors in carrying out théeo These may be caused by mis-
typing of figures, mis-reading of numbers, mis-dii@n of goods, wrong goods, wrong

packing and so on.
Sellers most frequently make claims on Buyers lmxabtidefault of payment.

As a rule a customer will not complain unless he &g@ood reason. If the customer's
complaint is well-grounded, the settlement is corafpely easy: the error will be

admitted and the responsible party will meet tlagncully or partly.

ACTIVE VOCABULARY
claim IPETeH3Us, peKIamMarus
to verify IPOBEPSTH
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complaint

to infringe

infringement

damaged goods
substandard goods
short-shipment

to make a claim on smb.

to reject (to decline) a claim
to accept (to acknowledge, to
admit, to meet) a claim

a well-grounded (justified) clain
an unjustified claim
to withdraw a claim
default of payment
responsible party
dissatisfied party
to suffer losses
dispute

arbitration

»kanoba

HapyIIaTh

HapyIICHHUE

HOBPEKICHHBIC TOBAPHI
HE00pOKAYSCTBCHHBIC TOBAPHI
HEJIOIMOCTaBKa

IPEIbSABIATH MPETSCH3UIO
OTKJIOHSITH TIPETEH3UIO

IIPUHUMATD ITPETCH3UIO

N0OOCHOBaHHAs IMPETCH3UA

HEO0OOCHOBAaHHAs MIPETEH3HS
OT3BIBATh MTPETCH3UIO
3aJieprKKa IyaTexa

OTBETUHUK
HEYJIOBJIETBOPEHHAs CTOPOHA
HECTU YOBITKH

KOH(DIIUKT, CIIOp

apOuTpax
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Claim Sample

Drivers Co.
3489 Greene Ave.
Olympia, WA 98502

August 17, 2011
Richard Brown

Document Makers
Salem, MA 34588

Dear Mr. Brown:

As someone who has worked with your company forr @/gears, we were very
disappointed to see the documents you produceduiotatest Drivers Co. publicity
campaign. As our written agreement stipulated, weeeted full color leaflets with
fancy explanatory texts, but instead, we found blatk and white photos had been
included in the prepared leaflets. | think you walgree that a communication

problem exists.

We would like you to send out a photographer tosjpi® us with the promised color

coverage, or provide us with a refund.

Yours truly,

£ Swith

Thomas R. Smith

Director
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Claim Sample

Document Makers
2398 Red Street
Salem, MA 34588

August 27, 2001

Thomas R. Smith
Drivers Co.

3489 Greene Ave.
Olympia, WA 98502

Dear Mr. Smith:

| was very disappointed to read your letter of Astgli7/ dealing with the issue of
incorrectly produced publicity leaflets. As someavi® values your business, | have

already begun to find a solution to resolve thisobem.

My top photographer will call you to arrange an @pgment at your earliest possible
convenience to re-take photos in full color. Alee will deduct another 15 percent
of the bill for the misunderstanding. Thank you your patience.

Sincerely,
(Signature)

Richard Brown

President

68



USEFUL EXPRESSIONS

to refer the matter to

nepeaaTtsb A€J10 Ha paCCMOTPCHHUC

to make all possible steps (to mg

every effort, to do one’s utmost)

\KE@1aTh Bce BO3MOKHOE

The award of the arbitration is
final and binding upon both

parties.

Petienue apbutpaxa OKOHUYATEIHHO

U 00513aTeNIbHO 1J11 00€UX CTOPOH.

We would like (have) to remin

you that ...

(Mbr  xoreau  Obl  (BBIHYKJICHBI)

HAIIOMHUTB BaM, 4TO ...

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

MBI XOTUM OOpaTUTH Ballle BHUMaHUE

Ha TOT (aKT, 4To ...

We are disappointed to find that t
guality of the equipment (goods)
you supplied does not meet
(comply with, satisfy, match) the

requirements of...

'K coxaieHnto, MbI OOHAPYKUIIH, UTO
obopynoBanue (ToBaphl), KOTOPOE BhI
MOCTaBWJIA HaM, HE YIOBJICTBOPSIOT

TPeOOBAHMUSIM ...

To prove our statement we enclg

(are enclosing) ...

B IMOATBECPKACHNEC HAIIICTO 3a5B-

JICHUA MBI IIpUJIaracum ...

The delay in delivery is causing u

great inconvenience, as...

S3az[ep>1<1<a B ITOCTABKEC IIPUBOAUT K

OO0NBIINM HEy100CTBaM, TOCKOJBKY ...

We find it necessary to note...

CunrtaeM HEOOXOAUMBIM OTMETHUTH ...

We are returning ... and would a

you to replace ...

¢BoszBpamjaem Bam U TMpPOCUM

3aMCHUTD ...

So far we have received no reply

I[O CUX IIOP MBI HC IMOJIYIUJIN OTBCTA

Four containers in the
consignment were found to be

damaged.

Yertbipe KOHTEHHEPA B TAPTUU

OKa3aJIMCh MOBPCIKIACHHBIMU.
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We duly informed you about the

breakdown of the equipment.

MBI 10JKHBIM 006pa3oM Ipo-
UH(GOPMUPOBAIH BaC O BBIXOJE U3

CTposi 000PYIOBAHUA.

At present your failure to deliver

the goods greatly worries us.

B Hacrosee BpeMst Mbl KpaiiHE
00€CIIOKOEHBI TEM, YTO BBl HE MOXKETE

IMOCTABUTH TOBAP.

When we installed the equipmen

we found that it was faulty.

tKorga mbl yctaHOBHIIN
000pynoBaHKEe, TO OOHAPYKHUIIH, YTO

OHO HE paboTaer.

When we examined the goods, i

turned out that ...

ITocne OCMOTpPa TOBApa OKa3ajaocChb,

qTo ...

We have carefully studied your

claims ...

MEb1 BHUMATEIBHO N3Yy49UJIN Balll

MPETEH3UH ...

You were right to let us know

about ...

[TpaBunbpHO cAemamy, 9TO COOOIIUITN

HaM O ...

You are perfectly correct in sayin
that ...

(BBl COBEPILIEHHO MPABBI B TOM, YTO ...

After investigating your complain

we have to admit that...

[ Ilocne n3yueHus Baiien xano0bl Mbl

BBIHYKICHBI ITIPU3HATD, 4TO ...

We can assure you that ...

Mosxem 3aBepUTh BAC B TOM, YTO ...

Steps are being taken immediate
to avoid such mistakes in the

future.

> MBI HEMEUICHHO TIPUMEM MEPBI JISI
TOT0, YTOOBI N30€KaTh MO00HBIX

OIIMOOK B Oy IyIIIEM.

Please accept our apologies for .

.HpPIMPITC Halllki U3BUHCHUA 34 ...

We apologize for ...

[Tpocum npoienus 3a ...

A replacement for the substanda

I3ameHa HeJOOPOKaUECTBEHHOMY
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goods will be delivered next wee

kToBapy Oynmer mocrapieHa Ha

CIEYIOLIECH HENEIIE.

We would ask you to return the
faulty equipment at your

convenience, carriage forward.

[Tpocum Bac BO3BpaTUTh HaM
OpakoBaHHOE 000PY/I0BaHKE B
yIoOHOe JIJ1s Bac BpeMsi, 0e3 OriaThl

ICPEBO3KMU.

May we remind you, however,
that...

B 10 ke Bpemsi, MbI XOTeH OBl

HAIIOMHUTB BaM, 4TO ...

However we hope you will also

try to see our point of view.

OI[HaKO HaM XOTEJIOCh OBl U3JI0KUTh

TAKKEC CBOIO TOUKY 3pCHUA.

We regret that we cannot exchan

... since ...

(K coxanenunro, Mbl HE MOXEM 3a-

MCHHUTD ... ,IIOCKOJIBKY ...

We regret to inform you that we
cannot accept your claim becaus

of...

K coxaneHnuro, BEIHYXICHBI

3 COOOINTH, YTO MBI HE MOYKEM

NPUHATH Bally MPETEH3HUIO,

MOCKOJIBKY ...

We would like to inform you that
the delay in delivery occurred

through no fault of ours.

M OBI XOTENN COOOIUTH BaM, 4TO
3aJiepKKa B IOCTABKE MPOU30IILIA HE

10 HAIIIEW BUHE.

It is not our fault that...

DTO HE Hallla BHHA, 4TO ...

Needless to say that both our
companies suffered unnecessary
losses that hopefully will be

avoided in the future.

Her HCO6XO,Z[I/IMOCTI/I TrOBOPHUTDH O

/ TOM, 4TO 00€ HAIlIM KOMITAHUH

IOHECJIN HaITPpACHBIC Y6I)ITKI/I,

KOTOPBIX MbI HAACEMCS n30eKaTh B

Oymytem.
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EXERCISES

8.1. Translate the letter below:
3519 Front Street
Mount Celebres, CA 65286

October 5, 2004

Ms. Betty Johnson
Accounts Payable
The Cooking Store
765 Berliner Plaza
Industrial Point, CA 68534

Dear Ms Johnson:

It has come to my attention that your company, Cheking Store has been late
with paying their invoices for the past three manth

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

| hope that everything is going well for you andiggompany. You are one of our
biggest customers, and we appreciate your busiliggsl have any questions, you
can feel free to contact me at (098) 5755455.

Sincerely,

Bob Powers
Chief Accountant

8.2. Read the claim below. Accept the claim. Writan answer.

Letter of Complaint

Men's Clothes Dealers Ltd.
142 South Road
Sheffield S20 4HL

England
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Ref: Our Order No. 145 of 21th March, 1997

April 18, 2007

Dear Sirs,

Thank you for your delivery of men's silk shirtshish we ordered on 21st March,
1997. At the same time we would like to draw yottertion to the following.

After examination of the shirts we discovered sanaaufacturing defects:

 there are olil stains on 12 shirts;

« the colour of buttons on 5 of the shirts doesmatch the colour of these shirts;

* one shirt is in a different style.

We are returning the defective shirts by separaté 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,

Michail Volodin

Export-Import Manager
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Your answer:

Ref: Order No. 142
of 21th March, 1997

April 30, 2007

Dear Mr. Volodin,

Your letter of 18th April, 2007, was duly noted.

8.3. Make up a rejection of the claim in Exercise 8.2.

8.4. Translate into English:

1. IIpereH3un MOTYT OBITH BbI3BAHbI HEIONIOCTABKOM TOBapa.

2. IlpogaBupl MOTYT NPEABABIATH IPETEH3UU MTOKYMATEISAM TI0 TTOBOTY 3a/1€PKKHU

ImJIaTcxa.

. CTOpoHa MOET OTKJIOHUTh HEOOOCHOBAHHYIO IIPETEH3HIO.

3
4. Pemenue apOuTpaxa OKOHYATEIHHO U 0053aTEIBHO 111 00€UX CTOPOH.
5. OTBETYHK J10JIKEH MOJTHOCTHIO BOBMECTUTD YOBITKH.

6

. HOKyHaT CJIKM 4aCTO NPEABABIIAIOT IIPETCH3UHU 110 ITOBOAY Ka4C€CTBA TOBAPOB.
8.5. Make up a claim in English for the following situaton:

Bamu 6buta monmydena napTust KHUT 1o 3aka3y Ne 458 ¢ 3anepkkoit Hal8 nHeil.

OcMOTp ynakoBOK IMOKa3aj, YTO YacTh TOBapa MOBPEXAEHAa MOPCKON BOAOW. Bbl
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TpeOyeTe npenocTaBieHus ckuaku 3a naptuio B 40%.Bs1 npenynpexaaere, 4to B

CiIy4dac HEMPCAOCTaBICHNA BaM CKUAKHU BbI IICPCAaaUTC ACIIO B ap6HTpa>K.

8.6. SCENARIO:

The new computer system is still not working. Yaampany, Data Plus, needs
information urgently from the manufacturer. Aftehgming Seattle himself, Dr.

Albert asks you to write a letter of complaint. Tie&ter will serve as a record of your
company’s request for service if you are forcedetimrn the computer. Review the
organization and contents for a letter of complaurtined in the sentence-combining

activity for this chapter.
Then:

¢ Write a letter of complaint to the manufacturerpsalute Computing

Corporation.
+ Describe the computer failure.
+ Explain that you have phoned about it daily foo tweeks.

+ Request that Mr. Simpson call your office as sasipossible.
8.7. Write a claim according to the information below:

You work in the computer section of StorFin bankghitan 47, Stockholm, Sweden.
Recently, you met Gerard van Ek when you were traiaing course. He gave a talk
about his ideas on computer security. You will lsis@ again at a computer exhibition

in London next June.

Some time ago you ordered a large quantity of cderpoaper from his company.
The paper arrived yesterday but it was the wrorigrcgou ordered white and they

sent green.
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Write to Gerard van Ek and complain. His addres€@nputer Suppliers, 84 Ave

Franklin Roosevelt, 1067 Brussels, Belgium.

8.8. Complete this reply to the complaint about delivery.

Read the following story. You could pretend that ithappened to you!
Work in small groups to develop a role play showingvhat happened.
Then write a letter of complaint to the customer sevice manager.

"It was my birthday last Saturday. | received some birthday money from my grandma - fifty pounds - so |
went into town to look for a new DVD recorder. |'ve wanted one for ages and I'd already saved up some
money towards one. | went to Currys in the Eagle Centre and bought a brand new Philips DVD2020 for
£149.99. In the evening my uncle came round with a surprise present. Would you believe it! He gave me a
Sony DVD3020, which is an even better DVD recorder than the one I'd just bought! Of course | was pleased,
but | thought, "What can | do with the Philips one?" My dog had already made her home in the box, although
the DVD recorder and everything from the box, like the remote control and the cables, were still all as good
as new. | still had the receipt and the one year guarantee that came with it, so | decided to take it back to
Currys and get my money back. | went in with it on Monday, but they wouldn't give me a refund because it
didn't have the original packaging. | even spoke to the manager and pointed out that it was completely unused
and that since | had the receipt and the guarantee | had a right to get my money refunded, but he wouldn't
listen. He wouldn't have any of it and | had to take the DVD recorder back home with me on the bus. That's
when | decided to write to the Currys customer service manager to complain.”

8.9. Complete the following reply to Ms Dorris with suitable words
or phrases from the box:

concerned  compensate  in the future
the difficulties

you encountered  inconvenience  looked into

once again  sincere apologies to my attention

to offeryou  unfortunately
Ms. Barbara Dorris
Av Sillal5
08034 Gavana
Cuba
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December 15
Dear Ms. Dorris:

Thank you for your letter of December 10. | wasextely concernetto
learn about the unpleasant experience you hadglyauor flight to Gavana. Iwould
like to apologize on behalf of Cubana Airlines tfloe annoyance and
....................................... 2 you suffered.

lhave ... 3 the matter and talked to the staff
concerned. They agreed that the young people veesg and some of them did drink
too much. However, they said that these passesgerased to be having a good time
and the staff didn't want to ‘spoil their fun’. hewed them youretter and explained

how upset you were. They now regret that they didtake action to control the

situation. They wish to offer you their ... ionnn. * . Ishould add
that the flight attendants in question had onlergly fifnished their training and
therefore were rather inexperienced ................oooiiiiennn. > .they were not

used to dealing with this kind of situation. | anresthat they will learn from the
incident and know how to deal with such a behawiduture.

| hope that ‘bad memories’ of the flightl soon disappear. To
....................................... ® for the incovenience caused to you, | would like
........................................... " a gift from our catalogue. Please choose one of
the items displayed in the catalogue on pages &€tQus know your selection and
we shall send you the gift without delay.

......................................... 8, please accept out apologies for
........................................ ® Thank you very much for bringing this matter

........................................... 1% | very much hope that you will continue to use
11

Yours sincerely,

Mark Gallo

Mark Gallo
Customer Relations Manager

Write a Barbara Dorris’complaint about a very unpleasant flight
according to the facts given above.

77



8.10. Translate the complaint into English adding he missing

information:
[Iperen3us
(Ha cymmy pyoieii)
B cooTBeTcTBUH ¢ 3aKII0YEHHBIM ToTOBOpoM N oT
" ! 20r. Bame npeanpusitue 00s3aHO OBLUIO MTOCTABUTH JI0
meés) 20 T.

frauMeHOBaH

Ue TPOTYKIIHH)
B KOJIMYECTBE

daKTUYECKHU 3a YKaSaHHLIﬁ nepuoJ moCTaBJICHO

(HauMEHOBaHME PO TYKIIHH)
B KOJINYECTBE HA CYMMY
pyOueii.

Taxum o6pazom, Bamu HegomnocTaBieHo

HAUMEHOBAHHE PO TYKITHH)
B KOJIMYECTBE HA CYMMY

3a nonyiieHHoe HapylieHue Bol 00g3aHbl yIIaTUTh
HaM HEYCTOWKY B CyMMe pyOseit coriacHo
IpUJIaraeMoMy pacyery.

[Ipu HEYIOBIETBOPEHUH NMPETEH3UH OYAET MPEIbSIBIEH UCK B apOUTPaK.

IIpunoxkenue: pacyer HEYCTOMKH.

PykoBoauTe b MpeanpusThs

HJTH €T0 3aMECTHTEb,

bamuvst, ©Msl, OTIECTBO
[roamuce)
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UNIT 9

LETTERS OF APPLICATION/ COVERING
LETTERS AND CVs

The purpose of a job application letter is to getrderview. In a letter of application
you should:

+ Address the letter to a specific person.

+ Indicate the specific position for which you applying.

+ Be specific about your qualifications.

+ Show what separates you from other applicants.

+ Show knowledge of the company and the position.

+ Refer to your CV (which you would enclose with tater).

+ Ask for an interview.

The following order of points is normal:

Point Useful expressions
Describing work record | have 9 years experierice o
After leaving ..., | worked for 8

monthsin...asa...

For the last 2 years, | have worked

as ... with ...

Describing qualifications My main qualification rfothe
position is my 8 vyears sales

experience with ...

| trained for 3 years in ... as a|...
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and have a Higher Certificate in |...

| am quite fluent in English and

use the language regularly.

Describing present job My main duties are to sell...

and to give demonstrations on ..|

My present responsibilities consjst
of ...

| am in charge of ...

Describing achievements/ personal qualities | hopmu will see this a

U)

evidence of my capacity for hard

work.

| believe that these qualities have

enabled me to ...

Explaining the reasons for applying Due to ..., oontract expires at

the end of ...

|

| would like to apply as | woul
welcome the challenge / the

opportunity to work for a ...

| wish to gain experience in ...
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Closing the letter | can arrange for you to reeeiv

letters of reference ...

Please do not hesitate to tell me if
there is anything else you would

like to know.

| enclose my curriculum vitae and

hope to hear from you soon.

SAMPLE LETTER OF APPLICATION

4930 Sherman Avenue
Studio City, CA 91478

Mr. Michael Tark
Vice President, Personnel
Target Department Stores
637 South Lucas Avenue
Los Angeles, CA 90017
October 8, 2006
Dear Mr. Tark:

Since | have focused my education and training etailr management, your
advertisement for a management trainee, appearctgp€r 1 in Section F of the Los
Angeles Times, captured my attention.

Recent sales and management experience at Rikparideent Store enabled me to
develop the interpersonal and supervisory skilkcHjed in the Target advertisement.
| started as a salesperson and was soon promotasisistant manager, a position

demanding initiative and responsibility.
81



In addition to this experience, | am enrolled ati&aCommunity College and expect
to receive an associate’'s degree in June. In myketiag major, | successfully
completed courses in marketing, management, mianpating, and communication,
earning a 3.5 grade-point average in my major.

Please examine the attached resume for detaily afualifications. At your request,
| would be pleased to provide the names of indi@isuwho could verify my

education, skills, and performance.

| would appreciate an opportunity to discuss withu yhow my background and

training could contribute to Target Department &orPlease call me at (818) 359-

9920 to arrange an interview at your convenience.

Sincerely,

Enclosure

ACTIVE VOCABULARY
to apply (for) oOpalnartbcs ¢ 3asBICHUEM
applicant KaHauaaT
application 3asBJICHHE

to put in an application

a mind of great capacity
curriculum vitae
supervisory skills

to be promoted to

major

grade point average

background

moaaTs 3asBJICHUC

riyOOKU yMm
pe3oMe
HABBIKU KOHTPOJIS

OBITH Ha3HAYCHHBIM

application form (blank) aHKeTa TP TIOCTYIUICHUH Ha
paboty
capacity CIIOCOOHOCTH

npoduiupyronas AUCIUIUIMHA

CpCaHss OLICHKA

IIOATOTOBKA
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USEFUL EXPRESSIONS

| trained for some years in...
| am in charge of ...

| would welcome the challeng
to work for a ...

Your advertisement capturé

Heckoibko net s o0yyancs ...
S orBeyaro 3a ...

6l OBl cC
paboTaTth ...

PadoCTbO  CTaJl

>@Bamie 00bBABICHUE MPUBICKIIO

my attention

MOE BHUMAHUE.

CV OR RESUME

A CV or resumémay be the one item that gets you an offer farbaifterview. It is

the first impression the employer will have of yodour qualifications, your

experiences, and the way you organize and presemtsgif on paper will be
determining factors when choosing you over all tbther applicants for
consideration.

Resumés commonly contain the following informatidhe categories marked with

an asterisk are essential.

Name, Address, and Phone Number
Career Objective

Education

Experience

Honors

Activities or skills

References

“Resumé (AmE) = CV or Curriculum Vitae (BrE)
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RESUME

Shirley Connor

JOB OBJECTIVE:

Professional position as an auditor
EDUCATION:

Bachelor of Science

Paul University’s College of Commerce
COURSES IN ACCOUNTING:

Cost Accounting

Auditing Theory and Practice
EXPERIENCE:

Martin and Allen,

certified public Accountants

315 West Wabash Avenue

Chicago, Ill. 60604

Period from October 2001 till June 2003.
Duties: First Year — proof reading. Remaining twears — member ¢
accounting staff — auditing: preparing individuatlacorporate tax returns, ba
state and federal.

Kopper Kitchen Restaurant

64 East Lake Street

Chicago, lllinois 60604

Period from September 1998 to June 2001.

Duties: First year — waitress. Remaining two yeasssistant manager at nig
supervising four persons.

Otherpart-time jobs: Stock person in pet shop;

saxophone player in musical combo.

f

ht,
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REFERENCES:

Mr. John L. Foreman, CPA PretesEdwin T. Sloan
Audit Manager Professor of Accounting
Martin and Allen Paul University

315 West Wabash Avenue Clocdl 60604

Chicago, Il 60604

Mr. Harold S. Jackson Professor Martin M. Contrant
Kopper Kitchen Restaurant, Inc. Demeartt of Finance
1900 East Queen Court orthlvestern University
Chicago, Ill. 60604 Evanston, Il 60200
ACTIVE VOCABULARY
resume ['re(l)zjumel] pesome
office JOJKHOCTD
to persuade yroBapuBaTh
option BBIOOD
career objective EJTb ACSITEIBHOCTH (Kapbhephl)
EXERCISES:

9.1. Look at the job advertisement. What kind of peson would be good for this

job?

GARRETT'S BOOKS

LOOKING FOR A NEW MANAGER FOR OUR WEEKDAY NIGHT SHIFT 5:00PM-11:00PM

—PAID AN HOURLY RATE

—SOME EXPERIENCE PREFERRED BUT NOT REQUIRED
— OVE OF READING AND BOOKS PREFERRED
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SUCCESSEFUL APPLICANTS WILL BE NOTIFIED FOR SUBSEG@NT
INTERVIEW
PLEASE SEND A CV AND COVER LETTER TO THE FOLLOWINGDDRESS:
Garrett’'s Books
c/o Bill Brown
734 Frost Lane
Skillpill, MO 19789

9.2. You are the area manager for the bookshop (enagse 9.1.). Read the CVs

and covering letters you have received. Which oneilwou interview? Why?

1) Veroni&mith
65 Briar Rd, Lex, Missouri 12234
Tel: 333-675-2341
Email: vsmith@hotmail.com

EDUCATION
Missouri State University, BA English, BA Art Histo
WORK EXPERIENCE
2000-2002: Volunteer, Lex University Library

» Helped students to find books they were looking for

* Was in charge of maintaining a clean and quietrenwent for studetns
Summers 2002 — 2005: Theatre company member, Lexrfeu Theatre

* Lead actress in two plays

* Was in charge of marketing plays
INTERESTS

* Reading fiction

» Acting

» Cooking

* Travelling
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Deoaw Mr Broww
I would like to-apply for the position of Manager at your bookshop. I
sow the advertisement whew I was inv your shop the other day. I amv the
person to-fill the position. I hawve read mouwvy different types of books. I
amv pawticularly knowledgeable about fiction. Working inv av libvary
ensures that I conw guide youwr customery invthe right divection. I amy
wsed to-work inv o team atmosphere. Please refer to-my CV for my phone
number and email address. I o ovailable between 3pm and 7pmv o
weekdays. I look forwawrd to-hearing from yow.
Yours sincerely
Veronicaw Smitiv
2)
Paul James
456 Ladybird Lane
Pensy, MO 12224
Email: pjames@hotmail.com
EDUCATION
Salito High School, May 2001
University of Missouri, BA Chemistry, May 2004
WORK EXPERIENCE
TUTOR, 2001-present

» Teach reading to teens

* Prepare recent immigrants for TOEFL exam
BLUE BIRD CAFE MANAGER, 2000-2003

» Was in charge of a staff of ten people

* Trained new employees

» Was responsible for bookkeeping and maintainingmery
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INTERESTS
Reading, cooking, golf, tennis

References available upon request

Dear Mr Brown

| would like to apply for the position of weekday

nightshift Manager. Besides the fact that | have lo ved to
read since | was a little boy, | believe my experie nce at
the BlueBirdCafe will help me to effectively manage your
bookshop. You can reach me by phone (764-989-5632) or

email. | am available after 5pm on weekdays. | look
forward to hearing from you soon.
Yours sincerely

Paul James

9.3. Write your own CV and covering letter to the avertisement in exercise 9.2.

You may use some information from exercise 9.4.
9.4. Prepare a resumé (see the form below) for aljoyou would like to get
(advice: surf the Internet for job ads):

YOUR NAME

OBJECTIVE

EDUCATION

200x-200x [ School/Organization Name ][ City, Prasen]

[ Diploma/Certificate/Degree/Major |
« [ Details of education completed. ]
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200x— 200x[ School/Organization Name ][ City, Prose ]
[ Diploma/Certificate/Degree/Major ]
» [ Details of education completed. ]

WORK EXPERIENCE

200x— 200x[ Company/Organization Name |
[ City, Province ]

[ Job Title ]

« [ Details of position. ]

200x-200x [ Company/Organization Name |
[ City, Province ]

[ Job Title ]

» [ Details of position. ]

200x— 200x[ Company/Organization Name |
[ City, Province ]

[ Job Title ]

« [ Details of position. ]

SKILLS

REFERENCES

References and letters of recommendation avaitablequest.

9.5. Translate the job ad below and make up a CV:

Bakancus: [IpogaBen-kOHCyIbTaHT B MAara3uH UTPYILIEK U TOBAPOB ISl AETEU

OnbIT paOOTHI: HE UMEET 3HAYCHUS

I[OJI}KHOCTHBIC 0053aHHOCTH.

- KOHCYJIbTUPOBAaHUE MTOKYIIATEIIEH;
- IpoJaxka TOBapa,

- MOJIJIep KaHue TopsiAKa Ha paboyeM MecTe;

89



MpsI npetaraem:

- I'paduk: o cMenam

- Omnata 2 pasa B MecsiI|

- 3apmata —oknaa 20 000py6. + %ot npogax

Anpec: r. Huxuuii Hosropoa, yn. benunckoro a1.61.

9.6. Translate into English the covering letter b&w and prepare an answer:
JloOpriit nenb, yBaxkaemas Jlugus!

Ha caiitre http://job.ru s y3mam, dyro B Bamreli koMmaHWM OTKpBITA BaKaHCHSI
TOProBoro mpenacraButes. O3HAKOMHUBIINACH C TEPEYHEM KBATM(UKAIMOHHBIX
TpeOOBAaHUH, S MIPUIIEN K BBIBOAY, YTO MOTY IPETEHIOBATh HAa JAHHYIO JOJKHOCTB,
YYHUTBIBasI TOT (PaKT, 4TO yke mouTu 2 roja padoraro B chepe nmpoaaxk, 3pHEeKTUBHO
BBINIOJIHSAA TOCTABJIEHHBIE IIEPEN0 MHOM IIaHbl M 3anaud. JKernaeMbli ypOBEHB
3apabotHoi miatel o 1000$.bosnee neranbayro nHGOPMALIUIO O MOUX 00S3aHHOCTSX
U JIOCTIKEHHSIX Ha JIOJDKHOCTh TOPTOBOTO TPEACTaBUTENsT Bbl MOKeTe YBUICTH B
npuiokeHHOM pestome. C yIOoBOJBCTBUEM MPUMY MPEATIOKEHUE BCTPETUTHCS C
Bamu u pacckazatb 6osee mogpoOHO 0 CBOeM Mpo(eccHOHAIBHOM OIBbITe PAa0OTHI U

BO3MOXKHOM IOTEHIIHAJIe. BbI MOXeTe cBsizaThest co MHOM 1o Tenedony (495) 198-
10-81.

3apanee Onaronmapiro Bac 3a BHHUMaHHE K MUCbMY M YACJIEHHOE MOEW KaHAUIAType
BpeMs.

C yBaxxeHueM,
Komapos IOpuit Bukroposuu

9.7. The letter below has some mistakes. Find anarcect them. Translate the
letter.
BacunweBy Iletpy BaHOBHUY

I'enepansHoMy nupekropy OOO «J/lom»

VYBaxkaembrit IBan IleTpoBuy!

Ha npomioit Henene Ha 3a6ope ObLIO pa3MeleHo 00bsBiIeHUE Bareit kom-
MaHWU O BAaKaHCHH Ha Banry 1omKHOCTh pyKOBOAUTENS OTAea 00y4deHus. Bam Hy-

’KEH YEeJIOBEK, KOTOPBIM CMOT OBbI MOCTPOUTD «C HYJISI» OTIEN 00y4YEeHUS, TOHU3UTh
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ypOBEHb NpoAaK. BHUMaTENbHO U3yUnB OTKPHITYIO HH(pOpMalmio o Bameit kom-
naHuu, Mory Bac 3aBepuTh, 4TO HEe CHOCOOHA MMOCTPOUTH CUCTEMY OOYUEHHUS U pa3-
BUTHS IIEPCOHANA. S TOTOBA TOJBKO MPHU JIMYHON BCTPEUE U 32 OTACIBHYIO IUIATY
0o0CyIUTh pe3yabTaThl, KOTOpbIe Bl MOKeTE MOIydnuTh OT MOEH paboThl B Bameit
komnanuu. Kparkas uadopmaiiysi 0 MOEM OMbITE, HABBIKAX U KOMIIETEHIUSAX — B
npujgaraeéMoM pesrome. JIoroBoputhes 0 JaTe, MECTE U BpEMEHU BCTPEUU MOKHO

TOJIBKO B y/1I00HOE /1715t MeHs Bpems 1o tenedony 910 787 57 87.

[enyro,

Araecca IBanoBa.

9.8. Translate the CV. Add the missing parts:

FRANCISCO PIRES

PERSONAL DETAILS

Full name: PIRES, FRANCISCO Manuel Prego de Ochba e Azevedo
Nationality: Portuguese (born in Lourenzo Marques, Mozambique)

Marital status: Married

Address: Rua Augusto Gil, 41 — 4460 /211 Senhora da Hora, Ro, Portugal
Mob.: (+355) 932 687 548 / (+355) 964 644 718

Fax. : (+355) 220 125 439

E-Mail: abcd@clix.pt

PROFILE

My career has led me to specialize increasingly in the management of
complex multi-cultural projects and their staffs at international levels. | have
experience in: strategic forward-planning; operating within the tight financial
disciplines imposed by ambitious budgets which | have helped to plan;
methodical administration to deadlines (not to speak of crisis management
where necessary); and the application of modern leadership methods
(through staff motivation and involvement in both decision-making and target-
setting, clarity in communication, and easy personal inter-relations). My own
cosmopolitan background and analytical interests in other cultures, together
with a command of several European languages, have also left me confident
in handling negotiations that require the reconciliation of different national
approaches to otherwise common problems.
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EDUCATION ...

EXPERIENCE ...

SKILLS
Languages: Portuguese, English, Spanish, Frendhtaran
IT: Word, Excel, Windows
Driving license

9.9. What is wrong with the CV? Correct and rewritethe letter (CV) into
English.

Xenaemasa OOMKHOCTb: ANPEKTOP pecTopaHa
CrapToBbIM OKnag: no 4oroBOPEHHOCTH
Tun paboTbl: NOMHbLIN pabounn AeHb
JIMYHAA NHOOPMALUA
['opoa: Mockea
PaioH npoxwusaHus: KpacHonpecHeHCKU panoH
Ob6pasoBaHue: BbicLLEE
BepowucnosenaHue: npasocnasue
Hata poxaeHuna: 10 noHa 1973 T.
[Mon: myxckown
CeMenHoe NosioXXeHue: eHat, eCcTb AeTun
OlnbIT PABOTbI
Mepuop paboTbl: c okTsa6ps 2005 no gekabpb 2006 roga
JOMKHOCTbL: NCNONHUTESNBbHBIN ANPEKTOP (MoNHaa 3aHATOCTb)
B komnaHuun: OO0 «3onoTton kupnmy», r. Mocksa
JOMKHOCTHbIEe 06A3aHHOCTM:
CTtpaTernyeckoe nrnaHnpoBaHue.
PaspaboTka kopnopaTMBHOIO CTUMS 3aBEAEHUS.
PaspaboTka wraTHoro pacnmcaHus.
PaspaboTka meHo KyxHu 1 6apa.
3akyrnka nHBeHTaps n obopyaoBaHus.
YcTaHoBKa KOMMbOTEPHOM CETU U NPOrpaMMHOro obecnevyeHus.
[Monbop n obyyeHne nepcoHana.
Pa3paboTka npoMo-meponpusTuin.
dUHaAHCOBbLIN KOHTPOMb U BIOAKETUPOBAHME.
Mepuop paboThl: ¢ aBrycta 2004 no ceHTabpb 2005 roga
HOIMKHOCTbL: reHepanbHbin AUMpeKkTop (NosfHast 3aHATOCTb)
B komnaHumn: 3A0 «Ab zats», r. MockBa
JOMKHOCTHbIEe 06A3aHHOCTM:
BenoeHune neperoBopoB ¢ COOCTBEHHMKAMM N apeHaoaaTensaMMm.
PaboTa c gokymeHTamu.
KoHcanTuHroBble ycnyru.
Mepuopa paboTbl: c aBrycta 2000 no aBryct 2004 roaa
HJomKHOCTb: 3aMecTUTerNb yNpaBndaloWwero AMpekTopa (nofHas 3aHATOCTb)
B komnaHun: OO0 «OpysaH», r. MockBa
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JOMKHOCTHbIEe 06A3aHHOCTM:
YyacTtue B OTKpbITUM Tpex pecTtopaHoB: «I'eHpu Jln MNab», «JloBepMeH»,
«[xoH ®uHHC Band» n cetn pectopaHoB «Hapabi»:
[MpoekTupoBaHne 1 OTKpbITUE HOBOro cknaga (1200 kB. m).
PaspaboTka TeXxHNYEeCKMX NPOEKTOB A1 HOBbIX PECTOPaHOB,
pa3paboTka MeHI0, COCTaBfeHne TEXHONOMMYECKUX U KanbKyISALUNOHHbBIX
KapT, nogbop n obydeHne nepcoHana, BbIbop NOCTaBLUNKOB, aHanu3
3aKYMNOYHbIX LIEH.
MOHUTOPUHI KOHKYPEHTOB.
KoHTposib 3a AenCTBYOWUMIN pecTopaHamMu.

OBPA3OBAHUE

Y4yeb6Hoe 3aBeaeHue: MockoBcKas akageMmnsa TYpUCTUYECKOro U roCTUHUYHO-
pecTopaHHoro 6usHeca, r. Mockaa

aTta okoH4YaHusA: nekabpb 2002 ropga

PakynbTeT. 3KOHOMUYECKUN (paKynbTET

CneunanbHOCTb. SKOHOMUCT-MEHeXep

YyebHoe 3aBeaeHue: konneax «Llapckoe ceno», r. Mockea

[ata okoH4YaHusA: ntornb 1994 ropa

PaKynbTeT. TEXHOMNOMNS NULLEBLIX MPOU3BOACTB

CneunanbHOCTb: NOBAp CO 3HAHMEM KYXHU HAapOAOB MUPa N MUHOCTPAHHOIO
A3blKa

Y4yeOHoe 3aBegeHue: «TpecT [lonesbiXx KyxoHb», r. MockBa
[laTta okoH4YaHus: uonb 1991 ropa

PaKynbTeT. TEXHONOMS NULLEBLIX NPON3BOACTB
CneumnanbHoOCTbL: noeap 3 paspsga

KYPCbl U TPEHUHIU

HasBaHue Kypca: KynmHapHas rnpaktuka

Y4yeOHoe 3aBegeHune: pectopaH «Cave Nick» (JIoHaoH)
[aTta okoH4YaHuA: ceHTs6pb 1998 roga

Ha3BaHue Kypca: Kypcbl bapmMeHoB
Y4yeOHoe 3aBegeHue: «Horror» (Mocksa)
Hdata oKoH4YaHuA: oKTa6pb 1996 roaga

MHOCTPAHHDIE A3bIKU U KOMINBbOTEPHbLIE HABbIKWU
AHITIMNCKUIN A3bIK: Pa3roBOPHLIN
KomnbloTepHble HaBbIkK: nporpamMmmbl Windows
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OONOJIHUTEJIbHAA WUHOOPMALIUA

BoaunTtenbckue npaea: kateropus B

3aHATuS B cBOOOgHOE BpeM4: cBOOOAHOE BpeMS yaensato CeMbE.

CBOVMM CUINBbHLIMW CTOPOHAMU CYMUTAKD KOMMYHUKABenNbHOCTb, CUCTEMHOE
MbILLNIEHNE, OPUEHTUPOBAHHOCTb Ha pe3ynbTaT, NO3UTUBHOE OTHOLLEHME K
XW3HK, XOpOLLME ynpaBreH4YeCcKne HaBbIKW.

Hanbonee BaXHble OOCTUXEHUS:
[Mpolwen NyTb OT NoBapa A0 AMpeKTopa pecTtopaHa.

. 3Hat0 OCHOBHbIX MOCTaBLLMKOB NPOAYKTOB NUTAHUS. 3HAKOM C Npo-
n3BoanTeENSMU, UMNOPTEPAMU N OUCTPUOBIOTOPaMKM ankorosibHON U
6e3ankoronbHOW NpoayKuumn, TabayHblx U curapHbelx n3genun. Obnaaato
6a3oi nocTaBLKMKOB 060pya0OBaHUS, NOCYAbl U UHBEHTAPS.

. BonbLIon ONbIT OTKPLITUN PECTOPAHOB «C HYIIS».

. CTparternyeckoe nriaHnMpoBaHue.

. OnbIT @aHTUKPU3UCHOIO YrNpaBlieHNS.

. OnbIT paboTbl B CETEBLIX MPOEKTAX.

. Monbop n obyyeHne nepcoHana (bapmeHbl, ouLnaHTbIl, ynpas-
NALLMA NepcoHan).

. Pa3paboTka MeHto «C Hyns». BegeHne aokymeHTaumm
(TexHonornyeckune KapTbl, akTbl pa3paboToK, KanbKyNsALUMOHHbLIE KApTbl
naop.).

. JNToructuka.

. CocTtaBrneHne TEXHOMNOMMYECKNX NPOEKTOB 060pyaoBaHMS.

. CocTaBneHune busHec-NnaHa pecTopaHa.

. O6napato HaBblkaMn NO MOUCKY NOMELLEHMI 19 HOBLIX PECTOPaHOB.

. PaspaboTka koHuenuumn pectopaHa.

. [MpoBeneHne 6aHKETOB M KOPNOPaTMBHbBIX BEYEPUHOK.

. Pa3paboTka npoMo-MeponpusTuin.

. BeneHne neperoBopoB fobon CroXXHOCTN.

ABnstocb GU3HEC-KOHCYNbTAaHTOM HE3aBUCUMOrO y4ebHO-KOHCaNTUHIOBOrO
ueHTpa «llomorn cebe camy.
Y4yacTHUK CEMUHapPOB Af1s ynpaBnialowWwmx AMPEeKTOPOB N0 TeMaM:

. KomaHgoobpasoBaHue (KOHCYNbTaHT).
. MoTuBauusa nepcoHana (KOHCYNbTaHT).
. «[pochunakTnka BopoBCTBa B pecTopaHHOM busHece» (cobcTBeHHasd

Tema). CemuHap — 2 gHsa (16 yacos).
ABTOP KHUMN «28 nyyLlumnx peuenTtoB 6nog U3 campbl 1 MOMBbI».
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9.10. Translate all the resumes and make up 3 coweg letters to each CV:

ABpgeeB Hukonan NMNaBnoBuy
Harta poxgeHuna: 12.03.1988 .
Anpec npoxuBaHus: r. Mocksa, yn. Komcomornbckas, 14, k. 74
M06.: (906) 475-56-87
e-mail: avdeev_n@mail.ru

Lenb: nony4eHne paboTbl MHXEHEPa-NPOEKTUPOBLLMKA.
OnbIT paboTbl: OkTA0pb 2010 r. — HACT. BPEMS — MHXEHEP-MPOEKTUPOBLLUK,
00O «bpunnunoH».
Cdepa oesaTenbHOCTU: KOHANUMOHUPOBAHNE, BEHTUNSALNS.
®yYHKUUOHarNbHbIe 00SA3aHHOCTH:

COCTaBNEeHME CXEM pacnofioXkKeHus B 34aHNSAX CUCTEM KOHOMLNOHMPOBAHUS

N BEHTUNALMN;

COCTaBneHne TEXHNYECKMX 3adaHui, pa3paboTka TEXHUYECKUX peLlEeHNI;

paboTa c YepTexamu, NPOEKTHON JOKYMEHTaUNEN.
O6pasoBaHue: 2005 [ 2010 rr., MockoBckasa rocygapCTBeHHas akagemus
KOMMYHarbHOro X03MCTBa N CTPOUTENBLCTBA, (haKynbTeT UHXEHEPHbIX
CUCTEM M 3KONOrnMn, crneumnanbHOCTb «TennorasocHabXxeHne n BEHTUNSALNS»,
Annnom cneunanucra.
MpodeccnoHanbHble HaBbIKU: ONbITHbIN Nonb3oBaTtesnb [NK: MS Word, MS
Excel, 3HaHne Autocad, cpeHU ypOBEHb 3HAHUA TEXHUYECKOrO aHrfIMNCKOro
A3blKa.
JInyHble KayecTBa: BHUMATENTBbHOCTL, OTBETCTBEHHOCTb.
PekomeHpgaumn 6ygoyt npegoctaBrieHbl N0 TpeboBaHUIO.

2.
CasenbeB HOpuin MBaHoBWY
[ata poxgeHus: 13.12.1985 .
Apgpec npoxusaHug: r. Mocksa, yn. CeeTtnosa, 67, kB. 134
TenedoH: (903) 124-54-85
e-mail: saveljev_y@gmail.com
Llenb: conckaHne JOMKHOCTY lopuUCTa.
OnbIT paboTbl: HOA6pL 2010 r. — HacT. BpeMa — topuckoHcynbT, OO0
«ATmocdepa». Cdepa geaTenbHOCTU: MPON3BOACTBO 1 ONTOBas Npogaxa
CEeNbCKOXO3ANCTBEHHOW NMPOaYKLNN.
PyHKUUOHaNbHble 00513aHHOCTH:
pa3paboTka 4OroBOpOB.;
No4roToBKa, BU3MPOBAHWE aKTOB NPaBOBOro XxapakTepa;

y4qyacTtume B noarotoBke opnamny4eckmnx 3aKIIHYeHUN;
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KOHCYNbTauus nepcoHana no npaBoBbIM BOMpPOCcam.

O6pa3oBaHue: 2002 — 2007 rr., IHCTUTYT MexXayHapOAHOW TOProsin v

npasa (MMTT1), cneunanbHOCTb: OPUCIPYAEHUNA, ONNSIOM cneumanucTa.

MpodreccnoHanbHbIe HaBbIKU: ONbITHbIN Nonb3oBaTtesnb [NK: MS Word, MS

Excel, Internet, «<KoHcynbTaHT Nntoc», «apaHT», 3HaHMe 3aKkoHOAAaTeNbCTBRA.
3.

MaptoxnHa MapuHa BacunbeBHa
[ata poxgeHus: 12.10.1988 r.
Apgpec npoxusaHug: r. Mocksa, yn. ConHeyHoropckas, 14, kB. 12
TenedoH: (901) 402-21-12
e-mail: maruhina_m@mail.ru

Llenb: conckaHne JOMKHOCTM MeHeLpKepa Mo 3akyrnkam / cCHabxXeHuto.
OnbIT paboTbl: HOA6PL 2010 r. — HAcT. BpeMa — MeHepKep Mo 3aKyrnkam,
OO0 «KapaHgaLu».
PyHKUMOHaNbHble 00513aHHOCTH:

aHanu3 pblHKa NOCTaBLUMKOB MPOaYKLUNK;

MOWNCK HOBbIX MOCTaBLUMKOB NPOAYKLMN;

3aKrnoyYeHne JoroBopoB NOCTaBKy;

obpaboTKa 3aKka30B, KOHTPOJIb MpoLecca NOCTaBKN NPOAYKLMN;
O6pa3oBaHue: 2005 — 2010 rr., [locyaapCTBEHHbIN YHUBEPCUTET
ynpasneHus B Mockse, IHCTUTYT yrnpaBfieHNa Ha TpaHcnopTe, B MHOYCTPUn
Typuama u mexayHapoaHoro busHeca, kadenpa fIormcTmkn, gUniom
cneuuanucra.
MNMpodeccnoHanbHble HaBbIKWU: YBEPEHHLIN Nonb3oBatens MNK: MsOffice,
1C. HaBblku npoBegeHna neperoBopos ¢ noctasLmnkamn. CpeaHuin ypoBeHb
3HaHNA aHITMIMNCKOro A3blKa.
JInyHble KayecTBa: KOMMYHUKabENBHOCTD, HACTONYNBOCTb,
CTPEeCcCOyCTONYNBOCTb, LieneyCTPEMITEHHOCTb, MUHULNATUBHOCTb.
PekomeHgaumn 6yaoyT npegoctaBrieHbl N0 TpeboBaHUIO.
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UNIT 10
CONTRACT

The first requisite of any contract is an agreenf&tiveen two or more parties that is
intended to be legally binding (consisting of afeofand acceptance). At least two

parties are required; one of them makes an offéctwthe other accepts.

This agreement (between two or more parties) csefmeeach party a duty to do

something (e.g., to provide goods at a certairepscording to a specified schedule)
or a duty not to do something (e.qg., to divulgeserployer's trade secrets or financial
status to third parties). A party's failure to hona contract allows the other party or
parties to bring an action for damages in a couilaw, though arbitration may also

be pursued in an effort to keep the matter confidernn order to be valid, a contract

must be entered into both willingly and freely. dntract that violates this principle,

may be declared unenforceable. A contract also hauat a lawful objective.

CONTRACT EXAMPLE:

Date: 03.01 2003

“Bags & more”, London, hereinafter referred to a® t8eller, and “NIKA
TRADING”, Omsk, hereinafter referred to as the Buyerebyagree as follows:

1. The Seller has sold and the Buyer has boughteziber bags in 2 lots within the
1% quarter of 2003 starting in the first half of Janu

2. The price is 500% per unit and the total amadithe contract is 250,000$
including packing, marking and loading on boardghg. The price is firm and not

subject to any alterations.

3. Payment is to be made in US dollars againstalf@ving set of documents in the

Buyer’s bank:
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a) Bill of Lading,
b) the Seller’s invoice,
c) the Seller’s Certificate of Quality.

4. The bags should be delivered within tReiarter of 2003 after the date of signing
the Contract.

5. In the event of delay in delivery the Selletagay to the Buyer the penalty at the
rate 0.5% for every calendar day of the delay.

6. After shipment of the bags the Seller shouladid®nfax the following information

to the address of the Buyer:

* number of Bill of Lading
* gross weight

* net weight
7. The quality of the bags must be confirmed by3bber’s letter of Guarantee.

8. The bags are to be considered as deliveredeb@eher and accepted by the Buyer

according to the Seller’s letter of Guarantee.

9. Should the quality of the bags be found notiwaspond to the conditions of the
Contract the Buyer shall have the right to subnaliaam to the Seller within 30 days
from the date of receipt .

10. In case of disputes the Parties should ségl® in any amicable way. If no
settlement is achieved the dispute is subject hsideration and final settlement by
the Arbitration Court.

11. Neither of the parties shall have the rightagsign its rights to any third Party.
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The present contract has been signed in two copmesfor each Party, in

and in English.

12. Legal addresses of the Parties:

Seller:*Bags & more”, 15, Gardens, London, UK

Buyer: “NIKA”, Omsk, Russian Federation, Nachimata, 25.

[Signatures]

ACTIVE VOCABULARY

Russian

hereinafter referred to

herebyagree as follows

packing

marking

loading on board the ship
lot

within the £' quarter

per unit

total amount

Bill of Lading

Invoice

Certificate of Quality

in the event of delay in delivery
to sign

to pay penalty

to deliver

gross weight

B IAJIbHEHUILIEM UMEHYEMBbIU
3aKJTFOUMIIN HACTOSIIIAN
KOHTPAKT O HIDKECIIEAYIOIIEeM
yITaKOBKa

MapKHAPOBKA

Morpy3Ka Ha 00pT KOpadJIs
napTus

B TEYCHHE TIEPBOTO KBapTaIa
3a eUHUILY

o011asi CTOMMOCTb

OOpPTOBOI KOHOCAMEHT
(TpaHcmopTHas HaKJIagHAas)
cueT-(hakrypa

ceptudukar KauecTna

B CJIy4ae 3aJIep>KKH MOCTaBKU
MO/IITHACATh

BBITUIATUTH IITpad
MOCTABJISITH

BeC OpyTTO
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net weight
Letter of Guarantee

to submit a claim

receipt

dispute

to settle
Arbitration Court
to assign rights
term

Gross weight

Net weight

BEC HETTO

rapaHTUNHOE MHUCHMO
HaIPaBUTh Kano0y
(mpeTen3uio)

TIOJTyYCHHE

CIop, pa3HoTiiacue
yperyJIupoBaTh, yIaanuTh
ApOUTpaxHBIN Cy]T
nepeaaBaTh CBOM MpaBa
CPOK, IEPUO/I, YCIOBHUE
BeC OPYTTO —BEC BMECTE C
YIAKOBKOU

BEC HETTO — Bec 0e3 YIIAaKOBKH

USEFUL WORDS AND EXPRESSION

S

The price is firm and not subje

to any alterations.

i lena octaeTcss HEM3MEHHOM Ha
BECh MEPHOJI ICUCTBUSA

KOHTpaKTa.

Payment is to be made in US

dollars.

OnnaTta mpou3BOJIUTCS B

nomnapax CIIIA.

on FOB terms

Ha ycioBuax ¢o0 (hpaHko-60pT)

at the Seller’s opinion

o BeIOOpy IIpomasia

notification

YBCOOMIICHUEC

Letter of Credit

AKKpEIUTHUB:
0OaHKOBCKHU CUET,
MPEIOCTABIISIONINI KOHTPAreHTy

BO3MOXHOCTbD IIOJIYIUTDb Ha
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OTOBOPEHHBIX YCIOBHSX ILTATEXK
3a 4YTO-JIU0O0 BCJIE 34 UCIOJI-
HEHHUEM MOPYUYCHHS — pac-

IIPOCTPAHEHHBIN BHUJI PacyeTa B

TOPIrOBJIC
irrevocable 0€30T3bIBHBIMH
extension (prolongation) POJITICHUE

to renegotiate MOBTOPHO 00CYKJ1aTh

to effect payment OCYILECTBIIATH IIJIATEXK

Insurance Policy CTPaxOBOM TOJIHUC

to stipulate OTOBAapUBAThH

hereby

HaCTOAIIIUM

to come into force BCTYIIUTD B CHITY

an integral part of the Contract

HCOTbEMJICMAA 4aCTb KOHTPAKTA

as per Appendix

COIIaCHO IMPHUITIOKCHUTO

infringement

HapyllIeHue

obligations under the Contract

00s13aTeNbCTBA IO KOHTPAKTY

EXERCISES
10.1. Fill in the gaps with the following words:

contract, quality, conditions, delay, referredpfoomity, unit

. The price is 100$ per .... .

. “FAR” Itd. hereinafter .... to as the Seller.

. The .... of the goods is to be in strict .... witle technical data.
. The goods should correspond to the technicabf.the Contract.
. In the event of .... the date of delivery is posigd.

O O A W N PP

. The present .... will come into force when all dibions shall be complied.
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10.2. Translate into English:

1. [Iponasen u IlokynaTenb 3aKIIOYUIN HACTOSIUNA JOTOBOP O HUKECIEAYIOIIEM.. . .
2. Omiara ToBapa npousBoAuTcs B nosutapax CIIA.

3. [InaTex oCcymecTBISIETCS IO MPEABSIBICHUH CIICTYIONTUX TOKYMEHTOB. ..

4. Ilponaser u3Beniaet [lokymnaresns o Mpou3BeACHHON OTTPYy3Ke TeIeTPaMMON.

5. I[locTaBka TOBapa OCYIIECTBISETCS TPEMs MapTUSIMHU.

6. Llens! ocTaloTCa HEM3MEHHBIMH Ha BeCh nepuoy neicTBust KonTpakra.

7. B cnyuae 3anepxku ToBapa [Ipogasen BoimiaunBaet [lokynarento mrpad.

8. KauecTBo TOBapa AOKHO OTBEYATh TEXHUUECKUM HOPMaM 3aBOJa-U3TOTOBUTETIS.
9. [lokynaTenb UMEET MPaBO MPEAbIBUTH NpeTeH3uto [Ipomasiry.

10.1Tpu BOBHUKHOBEHUHU OOCTOSITENLCTB (POPC-MAXKOP CPOK UCIIOTHEHUS 0051~
3aTENBCTB 10 JOTOBOPY IEPEHOCUTCS HA COOTBETCTBYIOIIEE BPEMS.

11. YnakoBka oiKHA 00€CTIeurBaTh MOJHYIO COXPAHHOCTD IPy3a.

12.TIpoxasern ocylIeCTBISET CTPAXOBaHKE TOBApA.

13. Hacrosimuit KonTpakt BcTymaer B CMily C MOMEHTA MOIUCAHMSI €T0 CTOPOHAMH.
14. SI3pikoM HacTosiiero KonTpakra sSiBIsS€TCS aHIJIMUCKUHN SI3bIK.

15. Bce npeTens3uu 1o T0TOBOPY MOJICkKAT PACCMOTPEHUIO B apOUTPAKHOM CY/Ie.

10.3. Find five groups of synonyms and fill in théable below:
dispute, possessions, amenity, circumstances, wage=ement, conditions, property,

argument, deal, factors, treaty, quarrel, liahildyty.

responsibility goods disagreement situation comtrac
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10.4. Match English expressions with their Russiaaquivalents, after that make

up sentences using them:

The Seller has sold and the Buyer has

bought

HCHBI OCTarTCA HCU3MCHHBIMH Ha BECH

IIEPUOJ IEUCTBHS 10Ir0BOPA

The Specifications form is an integral

part of the present Contract

3a CUCT IIOKYIIATCJIA

to conform to the terms

MOBTOPHO 00CYKJ1aTh

indicated in the Bill of Lading

B OTHOLICHHWH Ka4Y€CTBA

in respect of the quality

[Iponasen npoxaan u [loxkynarenb Kynui

Prices to be firm for the whole period o

the Contract

[ CienirprkaIust IBIsICTCS HEOThEMIIEMOM

YaCTbKO HACTOAIICTO AOTr0OBOpa

to renegotiate

061118.}1 CTOUMOCTD KOHTpaKTa

for the Buyer’s account

CTanOBOﬁ ITOJINC

total Amount of the Contract

COOTBCTCTBOBATH YCIIOBUAM

Insurance Policy

YKaBaHHLIﬁ B KOHOCAMCHTC

10.5. Make up a text of a contract in English accaling to the following

information:
Hara: 01.01.2014
[Toxynarens: pupma «Cupenn», MockBa

IIponasen: «CMUT U CBIHOBBS», JIOHIOH

ToBap: myxxckue nepuyatku mojenu A-500M

Komuuectro: 5000map

Iena: 3000py6seit 3a mapy ToBapa

Cpok moctaBku: TepBbIil 1 BTOpoit kBapTanbsl 200 foxa

VY cinoBus TOCTaBKM: MOCTAaBKa OCYIICCTBILICTCA ABYMs IIAPTHUAMM. IICpBaAs NAPTUA B

3000map — B mepBoMm kBaptasie 2007roxa,

2007rona

BTopas B 2000map —Bo BTOpOM KBapTaie

[Tnatex: mnatex B qosutapax CIIIA, dopma mnaTexa — 06€30T3bIBHBIN

HOI[TBCp)KI[CHHBIﬁ AKKPCIOUTHUB, INIATCXK IIPOU3BOIUTCA 110 IIPCABABICHAN
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[IponmaBriom creAyrOMMX JOKYMEHTOB: cueT-(hakTypa, KOHOCAMEHT, YIIaKOBKa,
cepTuduKaT KauecTna.

10.6. Replace the underlined words in the contradielow:

CONTRACT FOR SALE OF GOODS
Agreement made and entered into this date: 25/08/26y and between PRIOR,
herein referred to as "Seller", and FORTUNE, herefarred to as "Buyer".
Seller hereby agrees deliver to Buyer, before 125, the following goods:
1000 sets of paper clips.
Buyer agrees to canddle goods and pay for them in accordance withdimag of
the law
Buyer agrees to pay for the woaalsthe time they are disappeasedl at the place
where he receives said goods.
Until such time as said goods have been receiveslyer, all risk of loss to said
goods shall be on Sailor

Seller doesn't warrarthat the goods are now free from any securityr@steor other

lien. Buyer has no right examine the goods on arrival and has 15 dagstity
Seller of any claim for damages on account of thaldion, grade or quality of the
goods. This agreement has been executed in dypiriereby both Buyer and
Seller have retained one copy each.

[Signatures]
10.7. Translate into English:

dupma ..., UMeHyemasi B JanbpHeimeM [Ipoaasen, ¢ oaHOW CTOpOHBI, U ¢upMa ...,
nMeHyeMass B JaanbHenmeM [lokynarenb, 3aKIOUMIM HACTOSIIUMKA JOTOBOP, IO
kotopoMy IIpomaBeny mponan, a Ilokymarens Kynui TOBap Ha HIKECIETYIOIIMX

YCIIOBHSIX:
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HANMEHOBAHUE TOBAPA: puc KOpUu4HEBbIN
KOJIMYECTBO: .... TOHH
YITAKOBKA: memiku mo 25Kr
CPOK ITOCTABKMU: paBHOMEpHO B IepUO/] C SSTHBAPSI 10 JeKa0ph
YCJIOBUA TTIOCTABKU: DAF
AJIPEC ITOCTABKMU: o TpaHCIOpTHOM HaKJIaHOW
IIEHA: ....3a TOHHY HETTO
CTPAHA HA3HAYEHUA: Yexus
YCJIOBUA TTATEXA: 60 nHei#t co nHs MOJy4eHHUs U3BEIICHHS 00 OTIPy3Ke
IOPUINYECKUE AJIPECA CTOPOH: ....
10.8. Make up your own sales contract using infornteon given below:
Tosap: aBTOMOONIB
KoauuectBo: 2000
Ilena 3a mryky: $150 000
Ycii0BHS MOCTABKHU: MOCTABKA OCYIIECTBJsIETCS 3 MAPTHAMM.
» others terms of the contact may be filled in upongur choice

10.9. Find the order in exercise 7.6. According tthe information in the order

prepare a text of a contract.
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10.10. Make up and translate a sales contract usirtge form below:

AOroBOP KYINJIN - NPOAAXU TOBAPA

" " 200 __r. r.
N©

I

(HanmeHoBaHue opuandeckoro nuua, ®., ., O. npeanpuHuMaTens)
MMeHyeMoe B AanbHenweM "Mpogasey”, B nuue

7

(nonxHoctb, ®., UN., 0.)

I/

(HauMeHoBaHue topunamdeckoro nuua, ®., U., O. npeanpuHuMaTens)
MMeHyeMoe B aanbHenwem "Mokynartens", B nnue

(monxHocts, ®., K., 0.)
3aKJHOYUIN HACTOSLWNI AOFOBOP O HMXEC/eAYoLWeM:
1. Mpopasey npoaan, a MNMokynaTtenb Kynun cneaylownii Tosap:

Cpok
(o]
N HanmeHoBaHue Kon-so | HeHa Cymma, nepeaayn
n/n pyb6. py6. noKynaTesnto
TOBapa
1 2 3 4 5 6

2. B cooTtBeTcTBMM C HacToswMM AoroBopoM [lpoaaBel, nepenaetr B COH6CTBEHHOCTb, a
MokynaTenb NPUHUMAET U OMNJIAYMBAET OrOBOPEHHOE B M. 1 A0OroBOopa MMyLLECTBO.

3. MokynaTenb onnaymsaet CTOMMOCTb npMobpeTeEHHOro
TOBapa (ykasaTb ycnoBus U CpoK
onnaTthl,

yKasaTb OpMy pacyeToB)

4, KauecTtBO TOBapa OOJIKHO COOTBETCTBOBATb
5. Tosap JocCTaBideTcd
MokynaTtento
(mecTo pocTaBkM)
3a
cuert

.(MokynaTtens nnu MNpoaasua)

6. [oroBop AaencrByer cC (ykaszaTtb
MOMEHT Ha4ana aencremsa gorosopa)no ,

7. 3@ HEeBbINMONIHEHME WNN HEHaAsexallee BbiNOJHEeHWEe 065a3aTenbCTB MO HACTOosLWEMY
OOroBOpYy CTOPOHbl HECYyT OTBETCTBEHHOCTb B COOTBETCTBUM C  OEUCTBYHOLLUUM
3aKoHOo4aTeNbCTBOM.
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IOpmnanueckne agpeca CTOPOH:

Mpopaseu
HanMeHoBaHue:
Appec:
Mpopaseu:
Moanucb
M.I.
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MokynaTtenb

HanMmeHoBaHue:

Appec:

MokynaTenb:

Moanuck

M.T1.



APPENDIX 1: JOB TITLES

Mo-
- Mo-pyccku TonkoBaHue
QHIMMACKKN
CEO eHepanbHbIN oupekTop  [BbicLlee AOMKHOCTHOE N0 KOMMNAHWK, rMaBHbIN
Chief ee cTparter. Jlngep KomaHgbl TON-MEHeLKEPOB,
Executive KOTOpPbIX MOXET BblOMpaTb cam. B cnyyae ecnu
Officer NeATeNbHOCTb KOMMNaHWM He3aKoHHa, OTBET AepXaTb
ObyneTt nmeHHo CEO.
CFO drHaHCOBbIN OMPEKTOP OTBeyaeT 3a PUHAHCOBYIO AEATENbHOCTb KOMNaHun. B
Chief €ro BefeHn - pacyeT PMHAHCOBbLIX PUCKOB BU3Heca,
Financial dMHaHCOBOE NNaHMpPOBaHUE, OTYETHOCTb. AHITNINCKNE
Officer CYHOHUMbI Ha3BaHWsI JOMKHOCTU: Treasurer (kasHayen),
Finance Director.
CIO [unpekTtop OTBevaeT 3a BHyTPEHHME NH(POPMALIMOHHbIE CUCTEMBI
Chief Nno UHPOPMaLIMOHHbLIM KomnaHuun. PelsaeT Bonpockl Beibopa, npuobpeTeHus
Information  TexHonornam M BHEAPEHUSI HOBbIX MHAPOTEXHOOMMIA. [epXxuT
Officer 06OpPOHY KOMMAHMN OT TEXHOMEHHbIX MOHCTPOB.
K HaweMmy «IT-anpekTopy» OTHOLIEHMS HE NMEET,
Ha 3anage 6onee 6nmsok k CKO (CM. Huxe).
CTO TexHuyeckun OnpekTop, B BegeHun CTO 06bIMHO HaxoauTcs BCA
Chief OMPEKTOP MO TEXHOSOIMSAIM [TEXHONOrMYeckas 4acTb NPOM3BOACTBA. 3aHMMaeTcH
Technical/ BbIGOPOM M MCMOMNb30BaHNMEM MOAXOAALLMX TEXHOOMNN,
Technology NpPorpamMmMHbIX U TEXHUYECKUX cpeacTs. B
Officer KOMMbIOTEPHbIX KOMNaHUAX YacTo coBMelleH ¢ CIO.
PasHuua mexagy Humm B Tom, 4to CIO 6nivke
K 6usHecy, a CTO - K TEXHUKE.
COO VcnonHuteneHbIn OTBETCTBEHHbLIN 3a eXKeOHEBHYO ONEpPaTUBHYHO
Chief \anMpeKTop (rnaBHbIN AeATenbHOCTb KOMNaHUU. 3aHUMaeTCst PYTUHOW,
Operating onepauuoHHbIN AUPEKTOP) [CBA3AHHOW C aaMUHUCTPUPOBAHMEM.
Officer
CCO [unpekTtop OTBeyaeT 3a BbINOMHEHNE 3aKOHOAATENbHbIX,
Chief no cornacoBaTenbHbIM HopMaTuBHbIX TpebosaHun. Obecnevnsaet
Compliance | ncnonHUTENBbHbLIM cobritogeHne KOMNaHMen BCeX MEXOYHaPOLHbIX
Officer npowueaypam 3aKOHOB U CTaHAAPTOB, a TakkKe NpaBun
KOprnopaTMBHOIO ynpaBrieHNs 1 AeNOBON 3TUKN.
CSO [unpektop no obecnedeHmnio CSO paspabaTtbiBaeT 06LLyt0 cTpaTerno obecneveHms
Chief Security HenpepblBHOCTH ©e30nacHOCTN KOMMaHWW, NporpamMmmbl 4515 CHUXKEHWUS
Officer n 6esonacHocTM Bu3Heca |NoBbIX PUCKOB.
CMO [npekTop No MapkeTuHry YnpasnsieT BCeW AeATeNbHOCTbIO KOMNaHmmn B ccpepe
Chief N pekname MapKeTUHra.
Marketing
Office

108




CDO [vpekTop no ynpaenexHuto (OTBevaeT 3a 06paboTKy 1 HaKoNNEHNe AaHHbIX
Chief Data  |[gaHHbIMK KOMNAHUK B MacLuTabax Bcen komnaHum. OcobeHHO akTyanbHa
Officer [OIMKHOCTb B KPYMHbIX KOMMaHusX, paboTtatowmx
B 06MnacTu aNeKTpoHHOM kKoMMepumu. [epBbiM aTOT
TMTYN nonyyun Ycama ®anisg ns Yahoo.

CAO [IMpeKkTop aHanuTuyeckoro3aHMmMaeTcs aHann3omM obLen eaTenbHOCTU (hpMbl.

Chief oTaena KomnaHum

Analytics

Officer

CKO [vpektop no ynpasneHmioOTBeYaeT 3a MakCUManbHOE YCUIIEHUE  LIEeHHOCTU

Chief 3HaHMAMN KOMMNaHWW, KOTOpOe [OOCTUraeTcs 4epe3 3HaHuA.

Knowledge KoopavHupyeT npouecc oOMeHa 3HaHUSMU MeXAay

Officer nogpasgeneHnsamu. bepexeTt N NPUYMHOXaeT
HemaTtepuanbHble  aKTMBbl  KOMMaHuu  (HOy-xay,
naTeHTbl).

APPENDIX 2: INCOTERMS 2010

Kaxgbin TepmuH MHkoTepmc 2010 npencrasnsaeTt cobon abbpesnatypy ns tpex 6yks. TepMuHbl
MOXHO pasfaenuTb Ha 4 rpynnbi:

1)Fpynna E- MecTo oTnpaBKu:
MponaseL, He HECET HUKaKMX PpacxofoB N PUCKOB MO AOCTaBKe rpy3a (OHW OrpaHn4MBaloTCs
TeppuTOopuen cknaga roToBoM NpoayKuun).

EXW* (Exworks..) — «®paHko 3aBog» C ykasaHUEM Ha3BaHUsi MECTa 3aBO/a: OTBETCTBEHHOCTb
NpoAaBLa 3akaHUYMBAETCs NpU NepeAayde ToBapa NoKynaTesio MW HaHATOMY UM NepeBO3YKKy B
noMeLLieH1n npogasLia (Hanpumep, 3aBog, abpuka, Cknaj, MarasvH v np.); npogaseL, He
OTBeYaeT 3a NOrpysKy TOBapa Ha TPAHCMOPT, HW 3a YNNaTy TAMOXEHHbIX NraTexei, H1 3a
TamMoXeHHoe 0chOpPMIEHNe IKCNOPTUPYEMOro TOBapa, eciin 3TO He OrOBOPEHO 0COBLIM 06pa3oM:;
noKynaTenb HeC&T BCe pacxofbl Mo BbIBO3y TOBApa CO CKNa/ja, NepeBo3ke, TaMOXEHHOMY

obopMneHuo N T. 4.

2)Ipynna F — OCHOBHas nepeBo3Ka He ornJiayeHa:
MpoaaseL onnavymMBaeT TPAHCMOPTMPOBKY U HECET PUCKM 40 MPOMEXYTOYHOrO (Yalle BCero
BHYTPEHHEr0) MyHKTa OTrPY3KHU.

FCA* (FreeCarrier..) — «®paHKO-NepeBO34YnK» C yKkazaHMem MecTa: npojaseLl, BbIMOMHAET CBOE
065a3aTenbCTBO NO NOCTaBKe, KOrAa OH NOCTaBMseT TOBap, OYULLEHHbIN OT NOLUMMNH Ha 3KCNopT,
nepeBO34MKy, Ha3Ha4YeHHOMY MNoKynartenem, B ykazaHHOM MecTe. YKa3aHHOe MeCTO MOCTaBKu
BMNMsieT Ha obs3aTenbCTBa Mo Norpyske u pasrpyske ToBapa B TakoM MecTe. Ecnu noctaeka
NpoucxXoamT B NOMELLIEHMAX NpoAasLa, To NpoAaseL, HECET OTBETCTBEHHOCTb 3a OTrpy3Ky. Ecnu
nocTaska rnpoucxoauTt B Ntobom Apyrom mecTe, TO Npoaasel, He HECET OTBETCTBEHHOCTM 3a
oTrpy3ky. Ycnosue FCA MOXeT UCNoNb3oBaTbCA BHE 3aBUCUMOCTU OT BUAA TpaHCrnopTa, BKo4as
N CMeLlaHHbIN (MynNbTUMOAAnbHbIN) TPAHCMOPT.

FAS* (FreeAlongsideShip) — «®paHko BAonb 6opTa cygHa»: npogasBew, HECET pacxonbl No
[OCTaBKe B NOpT oTnpasneHus. MNpogasew, BbINOMHAET cBoM 0683aTensCcTBa No AOCTaBke ToBapa
B TOT MOMEHT, KOra ToBap pa3melleH Boonb 6opTa cygHa Ha npuyane unm Ha nuxtepax (B
cornacoBaHHOM NOPTY OTrpy3km). MNMokynaTens onnavyvMBaeT pacxoabl Mo norpyske, ppaxty cygHa,
CTpaxoBaHuIo, pasrpy3ke 1 AoCTaBke A0 MyHKTa Ha3HavyeHusi. PUckn nepexoaat B MOMEHT
AOCTaBKM Ha npuyan noprta norpysku.

FOB* (FreeOnBoard) — «®paHkoBGopT»: ToBap MOrpy)KaeTcsi Ha CyAHO 3akasuuka. YkasaHue Ha
ycrnoeus ®OB B 10roBOpe 03HaYaeT, YTo NpoaaBeLl onnaYnBaeT AOCTaBky ToBapa A0 MOMEHTa
Morpysku, NMOC caMy Norpyaky Ha 6opT. Takke Ha Hero BO3noxeHsl 0653aHHOCTY N0 OUNCTKe
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TOBapa OT NOLLSMH (MpK 3KCNOPTHOM nocTaske). [1okynaTens onnaynBaeT NepeBo3Ky, CTPaxoBKy,
pacxofbl No pasrpyske 1 TpaHCNopPTUPOBKY B TOYKY Ha3HaveHus. [Nepenaya puckoB NponCXoanT B
MOMEHT, Koraa rpy3 nepecekaet 60pT cygHa. Ecnu cTopoHbl He cobupatoTca NnocTaBuTb ToBap
Yepes Mopy4YHU cyaHa, cnegyeT npuMmeHaTs TepMuH FCA.

3) N'pynna C — OcHOBHas nepeBoO3Ka OrnJiayeHa:
Pacxoabl npogasua npoanesatnTca 4O MecTa Ha3HayYeHus!, HO pUCKK nNepeaaroTcs Ha

NPOMEXYTOYHOM, BHYTPEHHEM MYHKTe OTrpy3ku, Kak npu 6asmcax "F".. CFR* (CostandFreight) —
"CTonmocCTb 1 paxT":npoAaseL, onnaynsaeT 4OCTaBKy ToBapa B MOPT, NOrpy3ky 1 dpaxTt cyaHa,
a TaKke obecneynmBaeT NPOXOXAEHNE TaMOXEHHbIX NpoLeayp Npu akcrnopTte ToBapa (B T.4.
onna4vsaeTt nownuHel). lNokynarterns onnaynBaeT CTpaxoBKy ToBapa. Puck notepu nnu
NnoBpexXaeHus, a Takke JoMosTHUTENbHbIE pacxobl Nocne nepexona ToBapa Yepes nopyyHu
CyAHa nepexoauT Ha nokynaTtens. Ycnosus noctaskn CFR MCNOmMb3yTCA TOMbKO B Cryvae
nepeBO3ky ToBapa MOPCKUM UMK PEYHBIM TPAHCMOPTOM.

CIF* (CostinsuranceFreight) — «CToumocTb, CTpaxoBaHue u dpaxT: NpofaBeL, BbIMOSHNI
NoCTaBKy, Korga ToBap nepeLuén yepes nopydHu cygHa B nopty OTIPY3KW, a npogaxHas ueHa
BKIOYaeT B cebs CTOMMOCTb ToBapa, opaxT Unn TpaHCMOPTHbIE PacXoAbl, @ Takke CTOUMMOCTb
CTPaxOBKM AN MOPCKMX NepeBO30K. YcnoBusa noctaBku CIF B 3HAUMTENBHON CTENEHUN MOEHTUYHDI
c ycnosusimn CFR. [JononHUTensHO K OTBETCTBEHHOCTU Mo ycnosuam rnoctaskn CFR, npogasel
ansa ycnosun CIF gormkeH nony4nTb CTPaxoBOW NOAMC AoNyCKaloWwmin nepeaady Anst NoKpbiTua
PUCKOB, CBA3AHHbIX C [OCTABKOM rpy3a, CTpaxoBbiMy KOMNaHnsiMu. CTpaxoBOW NONNC JOIMKEH
nokpbiBaTb CIF-ueHy nntoc 10 NpoLeHTOB 1, N0 BO3MOXHOCTU, BbITb B BantoTe KOHTPaKTa.
OTBeTCTBEHHOCTb NpoAaBLa 3a ToBap 3akaHuYMBaeTCcs, Korga Toeap Obin JOCTaBneH Ao nopra
nokynatens n 6bin NPUHAT HAEMHbBIM 3KCNEANTOPOM NoKynaTtens. ATOT TEPMUH NOAXOAUT TOSbKO
AN 06bI4HOr0 MOPCKOro TpaHcnopTa, HO He AN aBTOMOOUMbHbBIX/ KeNe3HO4OPOXHbIX MapOMOB
NI KOHTEMHEPOBO3OB.

CPT* (CarriagePaidTo...) — «®paxTt/nepeBo3ka onnadyeHbl JO»: NpogaBew, HECET pacxoabl No
dpaxTy n NnepeBo3Ke K NyHKTY Ha3HaveHus. [okynatens onnaynBaeT cTpaxoBaHue rpysa. Pucku
nepexoasaT B MOMEHT JOCTaBKM rpy3a NepBoMy NepeBO3YMKY.

CIP* (CarriageandinsurancePaid..) — «®paxT/nepeBo3ka 1 CTpaxoBaHWe onfnaveHbl gO»:
npogaseL, 4OCTaBUT TOBap Ha3BaHHOMY nepeBo34mnky. Kpome atoro, npogasel, 0683aH onnaTuTb
pacxofbl, CBA3aHHbIE C MepPeBO3KOW TOBapa A0 Ha3BaHHOIO NyHKTa Ha3HayeHusi. OTBETCTBEHHOCTb
npoAaBLa 3akaH4YMBaeTCA Nocne AOCTaBKU MM ToBapa NepeBO34UKy, KOTOPbI Obin yka3aH
nokynartenem. Ecnu nepeBo34nkoB HECKOMbKO, TO OTBETCTBEHHOCTb 3aKkaHYMBaETCs nocrne
AOCTaBKW TOBapa NepBoMy nepeBo3yunky. [okynatenb HECET BCe pUCKN 1 Ntobble
AONOMHUTENbHbIE pacxobl, NPOM3oLLeALNe Nocne Toro, Kak ToBap 6bin gocTaBneH. [JaHHbIn
TEPMUH CXOX C TepMnHOM CPT, 3a UCKMOYEHMEM TOro, YTO NPOoAaBEL, TaKkke onfnaynsaeT
CTpaxoBaHue. TaMOXeHHble NpoLeaypbl MO IKCNOPTY TOBapa fexar Ha npoaasLe.

4) N'pynna D —loctaBka:

MpogaseL, HECET Pacxofbl U PUCKA A0 MECTa Ha3HaYEHUs
DAP* (DeliveredatPoint) — nocTaBka B MECTO HAa3HAUYEHUSI.

DAT* (Delivered at Terminal): noctaBka Ha TepMuHarn. SKCNOPTHbIE NaTexun nexarT Ha
npoAasLe, a UMMNOPTHbIE Ha NokynaTere. TepMuHan HaXoAUTCSA Ha rpaHuLe, HYXXHO yKasaTb
Ha3BaHWe TepMuHana.

DDP* (Delivered, DutyPaid)- «[ocTtaBneHo, nownuHa onnaveHa» ¢ ykazaHmem mecta npubbitus:
OTBETCTBEHHOCTb NpoJasLa 3akaH4YMBaeTCs, Nocne Toro Kak ToBap AOCTaBMNeH B yka3zaHHOe MeCcTo
B CTpaHe NoKynarterns; Bce PUCKM, BCE pacxoAbl N0 AOCTaBKe rpysa (Hanoru, NownHel n T. 4.),
OTBETCTBEHHOCTb 3a MOpYy 1 NOTEPIo ToBapa, BKIHOYas MOLLSMHLI U MPOYMe BbIMMaThl,
BbINsia4vMBaemble rNpu UMNopTe, 0 3TOro MOMEHTa HECET NnpoaseL, TaKkkKe OH HECET
OTBETCTBEHHOCTb 38 TAMOXEHHYIO OYUCTKY; MOTYT BbITb fOBaBNEHb! NONOXeHNs,
ocsoboxaatoLume npogasLa oT onnatbl OTAENbHbIX AOMONHUTENbHBLIX hopManbHOCTEN; AaHHbIN
TUN pacnpeaeneHs oTBETCTBEHHOCTM MOXET UCNONb30BaTbCH HE3AaBMCMMO OT BuAa MOCTaBKK)...
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APPENDIX 3: COMMON ABBREVIATIONS

PLC

PublicLimitedCompany

KomnaHus OTKpPBITOrO THIMA C OTrPAaHMYCHHOH OTBETCTBEHHOCTHIO (AHIIIHS,
Wpnanaus 1 HEKOTOpbIE JAPYrue CTPAaHbI aHTIIMHCKON cucTembl mpasa, He CIIIA) —
M0X0a Ha POCCUNUCKOE OTKPBITOE aKIIMOHEPHOE OOIIECTBO: aKIIMOHEPHOE OOIIECTBO,
AKIIMOHEPBI KOTOPOTO IMOJB3YOTCA NPaBOM OTUYXkAaTh CBOM akuuv. Bo riaBe
OPEANpUsATHAsS CTOUT COOpaHUE aKIIMOHEPOB.

Ltd

Limited

TpagunuonHass JJis1  aHTJIOSI3BIYHBIX CTpaH aOOpeBHaTypa Jid yKa3aHUsS Ha
OT'PaHUYCHHYIO OTBCTCTBCHHOCTD.

Inc.

Incorporated

[TpakTruecku TO ke camoe, uto u Limited. O6o3HavaeT perucTpalno KOMIaHUU KakK
Kopropanuu. AOOpeBHuaTypa O4YeHb IMIUPOKO MCIOJB3YeTCsS B AMEPHUKE U IO BCEMY
o duopHomMy Mupy.

Corp.

Corporation

Kopnopanust (nmpeanpusitie, yCTaBHBIM KalUTal KOTOPOTO pa3jeicH Ha akIuu,
dbopMa akIMOHEPHOro 00INECTBa, 00bEIUHEHUE HECKOJIBKUX (PUPM); TO XKe caMoe,
yro Incorporated: Limited.

LLC

LimitedLiabilityCompany

KOMHaHI/IH, 06HICCTBO HJIM TOBApHUIIIECTBO C OFpaHPI‘{CHHOﬁ OTBETCTBEHHOCTBHIO IIO
obsizarenbctBaM. B CIIIA, a takke B HEKOTOPHIX OG(IIOPHBIX IIEHTPaX, KUBYIIUX
M0 aMCpUKAHCKHUM 3aKOHaM, O03Ha4YacT OCOOBIN THII NPpCANPUATUA — CPCIAHEC MCKIY
TOBApHUILECTBOM M KOPIIOPALIUEH.

LDC

LimitedDurationCompany

Kommanus ¢ OI'paHMYCHHBLIM CPOKOM. Komnanus CO34aCTCs Ha OHpC,Z[CHCHHBIﬁ CpPOK,
10 UCTCUYCHHUHN KOTOPOT'O AOJI’KHA JTUKBUAUPOBATHCA h105 (8)0) NEPpEpErucTpupoOBaTLHCA.

IBC
InternationalBusinessCompany
MC)KILYHaPOILHa}I KOMMCPpUCCKasi KOMIIaHHWAA.

IC
International Company

MexnyHapoanas kommanus (aHanor International Business CompaRnyHekoTopbix
FOPUCAUKIINSAX, HAIpUMeEp Ha ocTpoBax Kyka).
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...&Co

andCompany

Ecnu mociie 3THX CIIOB HE MIET YKa3aHHE Ha OrPAHUYEHHYIO OTBETCTBEHHOCTh
(nammpumep, a00peBuarypa Ltd.), To 3T0 — 1oJIHOE TOBAPHILECTBO.

LP

LimitedPartnership

KomManauTHOe TOBapuIecTBO (MHAUYe HaA3bIBAEMOE TOBAPHIIECCTBOM Ha Bepe).
O0benuHeHne (PU3MUECKUX 151258105 OpUINYECKUX JIMI C ILEJIbI0 CO3JaHUsA
KOMMEPYECKOTO MPEANPHUITHS, BKIIIOYAIOIIEE MO0 KPaUHEN MEpE OAHOIrO MapTHEpa ¢
IIOJIHOW OTBETCTBEHHOCTBHIO U IO KPAMHEW MEPE OJHOTO IMAPTHEPA C OTPAHUYCHHOMU
OTBETCTBECHHOCTLIO.

SA

Sosiedad Anonimarno-ucmnaHcKy, Societe Anonyme  mo-dpaHIry3cKu
— aKiuoHepHoe oOmecTBo. Anrmickuii skBuBanienT —PLC (Public Limited
Company), nemenkuii sxpuBaiientT [ | AG (Aktiengesellschaft)

SARL

SocieteaResponsibiliteLimitee

Bo ®pannuu o3HauaeT 00MIECTBO ¢ OTPaHUYEHHON OTBETCTBEHHOCTHIO O€3 MpaBa Ha
cBO0OIHYIO Tpoaxy akiuil. UtanesHckuii sxBuBajieHT SARL [1 SRL.

BV

Vennootschap Met Beperkte Aansparkelij kheid

B I'ommanauu u Ha Hunepnanackux AHTHIIBCKUX OCTPOBaX — OOIIECTBO C
OFpaHHqCHHOﬁ OTBETCTBECHHOCTLHO.

NV

NaamloseVennootschap

B T'onnanguun, Hunepnannax, bensruu, Cypuname, Huaepnanackux AHTHIBCKUX
OCTPOBax — aKIMOHEPHOE 00111ecTBO (B MepeBoie — OE3bIMSIHHOE TAPTHEPCTRO).

GmbH

GesellschaftmitbeschrakterHaftung

B I'epmannu, ABctpuu, llIBeiiiapun - 06111€CTBO ¢ OTPaHUYEHHON OTBETCT-
BeHHOCTHI0. CyIiecTBYIOT Takxe Bapuantbl MbH (icmonb3yercst, koraa tep-
muH GesellschaftiBnsercs yactbio Ha3BaHus kommanuu), 1 gGmbH

(gemeinnutzig&mbH) a1 HekoOMMEpUYECKUX KOMITAHHH.

AG
Aktiengesellschaft
B I'epmanuu 1 ABCTpuu 03HaYaeT aKIMOHEPHOE OOIIECTBO.

[IpuBeneHHblie Bbillle a0OpeBUATYPhl MOKHO HAWTH B PA3JIMYHBIX CIOBApsX, OAHAKO
UCII0JIb30BaTh JJAHHBIE BAPUAHTHI HE PEKOMEHIyeTCs, TaK Kak (hOpMbl COOCTBEHHOCTH
pa3HbIX CTpaH CYHIECTBEHHO oTiuyatorca. Jlobas ¢opMa coOCTBEHHOCTH
onpeeIeHHbIM 00pa30M OTPaKAETCS B 3aKOHE CTPAHBDI.
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Hcnonp3oBaHue aHrIuickux abOpeBuaTyp mnpu mnepeBoje (opM COOCTBEHHOCTH
PYCCKUX KOMITAHUH HEBEPHO C IOPUAMYECKON TOUKM 3PEHHUS U MCKaKaeT peajbHOe
3Ha4YEHUE PYCCKUX abOpeBUaTyp.

®opmMa COOCTBEHHOCTH W OPraHHU3aLMOHHO-TIPaBOBasg (OpMa NPUBOAATCH B

COKpAIlleHHOM BH/Ie MOCJIe YKa3aHUsA HAUMEHOBAHUS 3aTJIABHBIMHU JATHHCKUMH
oykBamu: OO0, ZAO, OAO, AKB.

N3-3a HecoBMmaieHns 3aKOHOAATENbCTB a00peBuaTypa (GopMbl COOCTBEHHOCTH Cpa3y
K€ JTaeT BO3MOXKHOCTh OINpeneinTh cTpany peructparnuu komnanuu: PLC (OAQO) —
Bemukoopurtanus, GmbH (O0O0), AG (AO) — I'epmanust; SPA (AO) — Uramus, A/S
(AO) — Hanus, OY (AO) — ®unnaugus u T.4. CleqoBaTeIbHO, €CIIM KOMIIAHUS
3aperucTpupoBaHa B Poccuu, u3-3a MCHOJIB30BaHUS HEPOCCHICKON aOOpeBHATYPHI
CTpaHa perucTparyu OyJeT He MOHITHA.

AOOpeBHaTypy HampaBlIeHUS JCATCIBHOCTH TPEANPUATANA  TaKKe  CISayeT
TPAHCIUTEPUPOBATH, JIaB B CKOOKaX paciuppoBKy (IpH KeJTaHHUH).

Hanpuwmep: HITIT «Crnenkabens» — NPP  Spetskabel (Spetskabel Research
and Production Enterprise)

To e camMoe MpaBWJIO PACIPOCTPAHIETCS W HA MEPEeBOJA AHMIMHCKUX (hopm
COOCTBEHHOCTH, C CIMHCTBCHHOM MONpPaBKOH: (OpMBI COOCTBEHHOCTH HE
TPAHCIUTEPUPYIOTCS, & OCTAIOTCS Ha SI3bIKE OPUTHUHAJIA.

Hanpumep: Honda Motor Co.l.td . — Honda Motor Co.l.td .

Yro kacaeTcsi caMuX Ha3BaHWM KOMMIAHWK (MIPEANpUATHI), TO OHHU IOMJIECKAT
MpaKTHYeCKoH  TpaHckpunimu. Ilpudyem  ¢dopmy  coOctBeHHocTH  (chepy
AEATEILHOCTH) HY>)KHO TPAaHCIUTEPHPOBATh.

IIpu nepeBoje WHOCTPAHHOIO Ha3BaHUS KOMIIAHMM PEKOMEHAYETCS CieAyroas
MOJIENIb. UHOCMPAHHOE Ha36anue (UHOCMPAHHOe HA36AHUE, MPAHCKPUOUPOBAHHOE
Ha pyccKom s3bIKe).

Hanpumep:

Honda Motor Co.L.td . — Honda Motor Co.l.td . (Xonaa Motop Ko., JItx.)
Hans Weber MaschinenfabrikmbH (Xanc Bebep Mamunerdpadpuk ['moX)
Ferroli S.p.A (®eppomu CnA)

Poccuiickue Ha3BaHUsSI Takke OOBIYHO HE TEPEBOIATCA, a TPaHCKPUOUPYIOTCS
(mpakTHyeckas TpaHCKpHIUs). XOTS B OTACIHBHBIX CIIydasX MOXHO YKasarh
IEpEBO/I Ha3BaHMUsI KOMIIAaHUM B ckoOkax. Kpome Toro, oOparure BHUMaHHE, 4TO MIPU
MEPEBOAE POCCUUCKUX KOMITAHUN KABbIUKU HE CTABSITCS.

Hampumep:

«Bepronersl Poccun» — Vertolety Rossiunu Vertolety Rossii (Helicopters of
Russia)

OAO «Tomaz» — OAO Topaz
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Hcxons n3 BCero BhIIIE CKA3aHHOTO, MOKHO BBIAEIUTD CIEAYIOIINE OCHOBHBIE
npaBuiia nepeBoaa GopM COOCTBEHHOCTH, HaIpaBlIeHUM paOOThI MPEANPUATUN U
Ha3BaHUUN KOMIIAHUU.

IMPABUJIO 1. AO6GOpeBuaTypbsl pOCCHMCKHMX (OPM COOCTBEHHOCTH CJEIyEeT
TPaHCIUTEPUPOBATh,  HEMpPUEMJIEM  HUX  HEMOCPEICTBEHHBIM  MEPEeBOJ  C
MCIOJIb30BaHNEM MHOCTPAHHBIX a00OpeBuaTyp.

IMPABUJIO 2. A60peBuaTypbl HHOCTPAHHBIX ()OPM COOCTBEHHOCTH MPHU TEPEBOIE
Ha PYCCKUH SI3bIK CIIEAYET OCTaBISATh HA S3bIKE OPUTHHAIIA.

IMPABWJIO 3. Ha3BaHus MHOCTPAHHBIX KOMITAHWH MPU TEPEBOJIC HA PYCCKUN S3BIK
cieayeT au00 TpaHCKpUOMPOoBaTh (MpaKTHUECKas TPAHCKPHUIIIHS), JIUOO OCTaBIISIThH
Ha S3bIKE OpUIMHANAa, B HEKOTOPbIX CJyyasx C yKa3aHUEM B CKOOKax
TPAaHCKPUOMPOBAHHOI'O BapUAHTA.

IMPABWJIO 4. Ha3Banusi pOCCHUMCKUX KOMITAHHM CIIeIyeT TPaHCKPUOUPOBATH
(mpakTHYecKas TPAHCKPHIIIKSA), B HEKOTOPBIX CIIyYasx C YKa3aHHEM B CKOOKax
epeBOA.
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Herpo Cgetiiana BnagumupoBHa
Berpoa Mapuna UropeBHa

JIEJIOBASI KOPPECIIOH/IEHLIA
HA AHTJIMCKOM SI3BIKE

VYuebHoe mocobue

Penakrop
H.II. I'pumyTkuHa

[loanucano B neuath ®opmar 60x901/16bymara rasernas. [leuars TpadaperHasi.
VYVuuznn. med.1.  Tupaxk 2007k3. 3aka3 Ne

denepanbHOE TOCYIAPCTBEHHOE OOKETHOE 00pa30BATEIbHOE YUPEIKICHHE
BBICITIETO TIPO(heCcCHOHaTBLHOTO 00pa30BaHUS

«Humxeropoackuii rocy1apCTBEHHBIA apXUTEKTYPHO-CTPOUTEIIbHBIA YHUBEPCUTET
603950 H. Hosropoa, Uneunckas, 65
[Momurpaduentp HHI'ACY, 603950 H. Hosropox, Unbunckas, 65
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